
United Way of the Capital Region’s  

VITA Site Coordination Implementation Timeline  
 

TASK May/June July August Sept Oct Nov Dec Jan Feb March April 

Reconvene 
partnership x 

          Schedule meeting 
with volunteers 
involved in training 
to plan training 
efforts for upcoming 
year 

           Review previous tax 
year x 

          Identify scope of 
campaign 

 
x 

         Prepare budget for 
upcoming year 

 
x 

         Seek funding 
 

x x 
        Seek new partners x x x 
        Identify site 

locations/days/times 
 

x x x 
       Secure sites 

 
x x x 

       Register for new 
EFINS 

   
x 

       Select/confirm site 
coordinators from 
previous year 
volunteers 

  
x x 

       Recruit new & 
returning volunteers 

  
x x x x 

     Publicize for 
volunteers 

   
x x x 

     Schedule open 
house/orientation 
sessions for 
potential new 
volunteers 

   
x x x 

     Prepare materials 
for campaign 

   
x x 

      Individualized 
contacts with key 
agencies for 
publicity efforts 

   
x x x x 

    Review and prepare 
training for new and 
returning volunteers 

  
x x 

       Schedule training 
for volunteers and 
site coordinators 

    
x x 

     Install software 
     

x x 
    Plan radio 

advertising 
     

x x 
    News/radio publicity 

      
x x x 

  Prepare website(s) 
      

x 
    Inform last year's 

taxpayers of site 
schedules 

      
x 

    



TASK May/June July August Sept Oct Nov Dec Jan Feb March April 

Prepare boxes of 
materials for each 
site (pens, paper 
clips, staplers, 
folders, etc.) 

      
x 

    Hold software 
training 

       
x 

   Hold site 
coordinators review 
session and 
establish listserve 
for updates 

     
x x 

    Hold scheduled "dry 
run" for each site; 
volunteers are 
present, but site is 
not open to public 
year. 

       
x 

   Plan thank you 
reception 

        
x x 

 Hold thank you 
reception; include 
final numbers/totals 
of campaign to 
share with 
volunteers 

          
x 

Schedule site 
coordinator meeting 
to get their input on 
what went well, 
what could be 
improved, what 
additional 
support/stuff they 
need. (This works 
best when held 
shortly after sites 
have closed in 
which case site 
coordinators can 
also turn in their 
paperwork/files at 
that time) 

          
x 

 


