Bow Jam Planning and Organization
	Task
	Name / Date   

	General coordination
	

	Arrange for ATU, other volunteer help
	

	Port-a-potties
	

	Genesis bow purchase or donation arrangements
	

	Purchase arrows
	

	Volunteer agreements
	

	Banners
	

	Edit flyer
	

	Bow construction
	

	MC/ announcements
	

	Reptile table
	

	Range Master
	

	Memberships and sales
	

	Registration 
	

	Other booth or display arrangements
	

	First aid
	

	BowJam T’s inventory and restock
	

	Friends of HB hat inventory and restock
	

	Food and water arrangements
	

	Pack backpacks
	

	Food prep
	

	Volunteer badges, inventory and restock
	

	Press release to newspaper
	

	Local radio announcement
	

	Flyers to Boys and Girls Clubs
	

	Extra canopies
	

	Gas grills 
	

	Utility trailer
	

	Ice and ice chests
	

	Pre event set up
	

	Back stop and target set up, mowing, clean up
	

	Direction sign set up
	

	Range paint lines 
	

	Table chair and trash can set up
	

	Canopy tent placing and set up
	

	Registration table set up
	

	Items for sale set up
	

	Icing down water bottles
	

	Runner for last minute items day of event
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