42.   Workload Inventory worksheet

	Category
	Tasks
(enter only your responsibilities)
	Time
Planned
	Actual  
Time Spent
	Return on Time & effort Invested

	Project formulation
	· Brainstorming
· ToC
· Success equation
· LFA
	
	
	

	Budget building
	· Update checklist
· Pricing research
· Master worksheet
· Summary worksheet
	
	
	

	Prospect research
	· Newspapers
· Business press
· Database subscriptions 
· Online trawling
· Qualify prospects 
	
	
	

	Solicitation documents
	· Outlines
· Proposals

	
	
	

	Cultivation
	· Meetings
· Plan event logistics
· Attend events
· Follow-up strategies
	
	
	

	Database
	· Input
· Interrogate 
· Produce briefing notes
	
	
	

	Sponsorship
	· Identify prospect 
· Identify & cost assets
· Build proposition
	
	
	

	Stewardship
	· Acknowledgements
· Recognition
· Events
	
	
	

	Board business

	· Onboarding
· Logistics
· Hospitality
	
	
	

	Administration
	· Email
· Meetings
· Reports
· Training
	
	
	



