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Event Leadership Committee Expectations
Thank you for your 2016-2017 school year commitment to our fight against cancer!


Executive Chair: 
The Executive Directors manage the entire Relay For Life (RFL) program by training, supporting and guiding Directors and Executive Committee Chairs. The Director(s) ensure that nation-wide Relay For Life standards are adhered to.  They create and promote a long-term vision for the Relay For Life on campus and further educate their university to support the mission of the American Cancer Society (ACS).  They are the primary contact for Relay, disseminating all emails and phone calls, and are guided by ACS staff and WAC Advisors.

ALL Members of Executive Committees and Subcommittees:
· Work diligently to ensure that responsibilities of your committee position are fulfilled, Directors and ACS staff will provide guidance, resources and task lists
· Report to your Exec Chair (or if you are Exec Chair to Assist Director) on progress or obstacles, so they can submit accurate weekly reports on the status of our responsibilities  
· Be prepared to pitch in and help your fellow executive committee members, when necessary
· Register to be a member of Committee or another team for 2017.
· Attend Committee and Team planning meetings as per Leadership Committee requirements
· Honorably represent Relay For Life and the American Cancer Society at every opportunity



Director of Development & Engagement - This position supports all development related Exec chairs by training and providing resources/timeline/tasks or checklists and making sure the overall scope of each Exec chair’s responsibilities are being met. Director of Development will work closely with Executive Director and ACS staff to create and implement an overall vision and strategic plan for Relay For Life, while streamlining communication on progress, challenges and disseminating important information between both groups. 

Team Recruitment (Champions/Salespeople)- 
· Get teams to register & recruit members with understanding for their responsibility as Capt. & team members
· Work with Director of Development to create a Recruitment Plan & Timeline
· Manage the plan & timeline, taking into consideration Recruitment Challenge periods, and utilizing the Leadership committee
· Use any platform possible to inform and recruit student body about getting involved with Relay (campus-wide activities, org/service fairs, tabling, group presentations, Registration Challenge periods, etc.) 
· Consider forming “champion” leadership teams to focus on recruiting: RSO’s, Greeks, and other
· Utilize our RSO list to ensure all campus organizations are contacted/invited/presented to. 
· Work with Greek Life to get 100%  frats & sororities registered and involved, by talking and promoting our Spirit Point system to drive participation and fundraising at org mtgs, council mtgs, and Greek events.  Plan & run Greek blitz week in Spring. Work with Development Director to get Greek Life to require our RFL Scare Away or Paint Campus Purple event(s) as “required” to help boost early registration.
· Work to recruit residence halls, different schools, alumni groups and faculty/staff/administration to form teams.  Plan Dorm Storm week, School presentations, etc. 
· Utilize our Just the Facts form (provided by Julia) to ensure teams & participants from our previous Relay are returning first (start with the highest fundraising teams & confirm by 11/1)
· Provide tracking of recruitment by using Just the Facts form and sharing with Develop Execs weekly in Nov, Feb, March & April



Team Retention/Development (Ambassadors/Mentors)- 
· First RFL contact for teams - providing communication & guidance throughout the year on important deadlines and reminders, fundraising ideas & online fundraising. 
· Be willing and able to mentor teams and participants through various forms of communication necessary, such as phone calls, emails or face-to face meetings 
· Work with Fundraising to recognize teams and individuals who are reaching goals, thank and appreciate the teams throughout the year through e-mail/social media, meeting announcements, at the Relay event and at wrap-up
· Work with ACS staff to contact teams with low members or low fundraising dollars to support and encourage growth
· Work with Execs to be sure the current support materials are available for download on our website and at Team meetings 
· Once overall theme is chosen, organize sign up of each team’s campsite themes and onsite fundraisers for night of Relay. Share these with the Exec committee & team captains to avoid redundancy & competition.

Fundraising- 
· Work with Team Development to teach teams new fundraising ideas at EVERY team captain meeting
· Relate the importance of individual and team fundraising and goal setting through TC meetings
· Work with Team Development to recognize teams and individuals who are reaching goals, thank and appreciate the teams throughout the year through e-mail/social media, meeting announcements, at the RFL and at wrap-up
· Reach out to local restaurants to establish percentage nights for entire Relay or to pass along as opps for team fundraisers.
· Work with Entertainment/Sprit/Decorations to coordinate all CAC/RFL fundraisers throughout the year
· Work with Team Development to issue online fundraising challenges
· Plan and Run Fundraising blitz week in Spring and Fall.  Work closely with Donations Committee to secure prizes (IE: free Ritas coupons, or other local eatery coupons, etc) for 100-200 participants or 10-20 team captains prior to challenge period so that we can promote the yummy prize!

Corporate Sponsorship & Donations-
· Work with Directors, Community partners and ACS Staff to target and solicit donations (monetary and in-kind) from local businesses and organizations. (Begin by soliciting past sponsors for repeat support through mailing.)
· Obtain official logos and work with ACS staff to ensure appropriate publicity and recognition prior to (advertisement) and at Relay (signs and incorporation in stage announcements, Sponsor Lap, etc.)
· Work with online/social media to recognize sponsors according to their sponsorship level
· Invite Sponsors to take part in our Sponsor Lap at Relay, working closely with Entertainment & Activities to be sure this takes place.  Be sure sponsors provide the necessary resources for amenities we offer in sponsor package, and that your sub-committee provides all amenities our sponsor proposal promises.
· Write personal thank you notes to corporate donors, while inviting them to Relay on behalf of Exec Committee/ELT (2 weeks pre-event)
· Identify with the help of Exec Committee the need of in-kind donations for RFL event or Relay related events (prizes for challenges/drawings, top performing team/participant awards, etc.)
· Work with Staff Partner to mail remaining amenities (certificates, window clings, etc.) and follow up with any invoices needed to be sent.
· Provide final copy of Sponsor Tracking spreadsheet to Committee/ELT Directors and Staff Partner post event. 
· If possible create a sub-committee to focus on in-kind donations for individual and team prizes for challenges (IE: chipotle or movie theatre coupons, etc.) and contests (IE: costume contest, Miss Relay, etc), working closely with Fundraising Committee for needs and need-by dates.
· Track all in-kind donations in on-going Excel spreadsheet and share with ELT Directors and Staff Partner monthly.  Work with Sponsor Chair to recognize their donation at Relay.
· Thank all in-kind donors via letter post event.

Advocacy
· Register and work with ACS CAN MD Staff partner, Sherry McCammon.
· Provide info on ACS CAN (Cancer Action Network), how and why it’s important to become a member by fighting cancer through advocacy 
· Keep students informed on current cancer issues and legislation that relates to them via presentations at team meetings, a blurb in coaching emails, posts on RFL FB page, and booth or laps at Relay. (incorporate use of banners and petitions on issues)
· Collect CAN reg forms and reg fee; complete member tracking form; and submit to ACS Staff partners: Sherry McCammon and Julia Foxwell.  Update your Directors on progress & plans monthly.

Mission Integration (Cancer Education & ACS Programs and Services)
· Plan monthly cancer education/awareness events to educate students on prevention, early detection and healthy living habits. These can be tied into fundraising opportunities, too!
· Work with Relay Teams to implement mission/cancer education awareness at their fundraising events 
· Utilize opportunities to promote ACS mission and educate Committee and Team Captains at their meetings on Programs and Services that ACS offers (Where the Money Goes)
· Working closely with Entertainment & Activities Chair, incorporate mission/cancer education games & activities at Relay (on stage, in laps, in special activities)

Director of Marketing  - This position supports all marketing related Exec chairs by training and providing resources/timeline/tasks or checklists and making sure the overall scope of each Exec chair’s responsibilities are being met to ensure that our event reaches its goals. Director of Marketing will work closely with Executive Director and ACS staff to create and implement an overall vision and strategic plan for Relay For Life, while streamlining communication on progress, challenges and disseminating important information between both groups. This will include the planning and implementation of a year-long marketing and public relations campaign, utilizing ACS Online resources and our SU RFL Planning Calendar, to reach out to on-campus and campus community groups to promote Relay in an effort to help us reach our goals.

Media/Public Relations/Campus Marketing-
· Be the first point of contact for any PR events/media related requests, write and submit articles for publication, be available for in-person or phone interviews to promote Relay events
· Promote and advertise meetings, events, blitz/challenge weeks, fundraisers, RFL event or any other Team events. Think outside the box: how can you get the WAC campus AND community members more excited about Relay? How can you distinguish Relay from other events?
· Work with Online/Social Media so that we are messaging the same thing at the same time in various media outlets (IE; posters & Radio ads go out same time & with same messaging as FB, Twitter, etc.)
· Assist in Marketing our Recruitment Challenges and incentives through marketing campaigns
· Attend Team Meetings and make list of teams hosting fundraisers with details to be able to write a PSA to promote to Marketing committee in a timely and accurate manner. 
· Coordinate publicity in campus publications
· Identify and utilize community media outlets
Graphics & Production-
· Create graphics and media to include flyers, posters, table tents, videos or other promotional materials for Relay.
· Design and work with Fundraising and Team Development to promote shirts for event fundraising and Exec committee 
· Arrange for photo and video coverage at pre-event activities and at Relay (IE: Photograph team fundraisers, survivors, teams, campsites, Miss Relay contestants, entertainment, games, Luminaria lighting, activities, etc) for use in publicity and promotion on Relay website and social media
· Work with Online/Social Media to publish pictures of WAC Relay and RFL-related events on the event website and social media platforms
· Coordinate Relay Program design & creation (printing) working closely with other committees for info

Website-
· Manage the Relay online process to include: maintaining constant communication with teams/participants through use of provided Coaching emails, local website emails, Dashboard updates, Home Page posts, etc; promoting sponsors; recognizing accomplishments of teams & participants; and offering current information to the general public through website page updates about our Relay, updating as often as necessary.
· Work with Marketing Director AND Julia Foxwell to review & implement ACS Online Calendar & our WAC RFL Online calendar and goals. 
· Work with Recruitment & Retention Chairs to report team online fundraising, registration and team member recruitment progress.  
· Work with Recruitment & Retention Chairs to upload current downloadable docs & forms needed
· Assist in Marketing our Recruitment Challenges and incentives through website campaigns, while working with other Marketing Family Chairs.
· Work with Marketing and Corporate Sponsorship to ensure sponsor name or logo recognition is represented on the website as per our sponsor proposal, downloadable sponsor form is loaded, etc.
· Be able to run and proactively provide manageable reports to Directors for planning
· Be first contact with ANY website problems, issues or questions. Provide customer service through Event Center when necessary and deferring financial questions to our Data Entry/Accounting Chairs.
· Provide read rates/effectiveness reports through website, as necessary to Directors
· Manage SMS account and send SMS (text) pushes, as necessary to promote challenges, fundraising info, reminders and deadlines, as directed by Exec Directors 

Social Media- 
· Coordinate the use of all of our social media outlets (including but not limited to Facebook, Twitter, Instagram, etc) for promotion and recognition purposes
· Work with Marketing Chair and Director to use our WAC Relay social media outlets as marketing tools to promote Relay/CAC-related events. Think outside the box for new ways to draw the most attention and positive reaction to our need, working with Directors to identify the need.
· Change status updates often with event related info, share updates posted on ACS & South Atlantic RFL Facebook & Twitter pages, Relay Nation blogs, and communicate cancer education information
· Work with Graphics/media production to post event specific pictures & video on the website and through social media 
· Create Facebook events for Relay related events, as requested by other Exec Chairs








Director of Production - This position support all production related Exec chairs by training and providing resources/timeline/tasks or checklists and making sure the overall scope of each Exec chair’s responsibilities are being met. Director of Production will work closely with Executive Director and ACS staff to create and implement an overall vision and strategic plan for Relay For Life, while streamlining communication on progress, challenges and disseminating important information between both groups. 

Logistics-
· Work with staff partner to confirm date and time of event
· Anticipate the needs and solicit feedback on needs of other Exec Committees for night of Relay (i.e. outlets, bathrooms, stage, card machine, tents/tables, etc.)
· Communicate with teams to confirm plans for set up (tent, tables, chairs, etc.), including list of rules and things to bring/not bring
· Coordinate set up of event to include survivors, entertainment and activities other vendors and placement of team campsites
Luminaria-
· Set an overall luminaria goal for event. Promote sale of luminaria at Relay 
· Promote luminaria sales and donations prior to Relay, at TC meetings (via online and in-person)
· Work with volunteer leadership to plan luminaria ceremony
· Coordinate setup of all luminaria bags/candles at the Relay, including the lighting/cleanup 


Accounting/Data Entry-
· Communicate early and often to teams about procedure for turning in monies
· Keep records (team acct sheet) for all offline money turned in – these records will be used for data entry, kept on hand for referral for issues regarding data entry, and should be turned in to ACS post event.
· Team Deposit log should be kept at each meeting & turned in, with batch header copies to ACS staff partner at end of each mtg 
· Count and deposit all offline monies turned in at relay meetings, bank night and night of Relay
· Assist teams and individuals with registration process
· Update the website with offline donations turned in to Accounting, update website with any offline survivor registrations – within 48 hours of receipt

Entertainment/Activities-
· Start early to talent scout and secure bands and entertainment for the night of Relay schedule-finalized schedule due 6 weeks prior to event
· Assist with incorporating entertainment at Relay events (i.e. Kickoff, Spirit week) Can we say fundraising opportunity?
· Work with Team Development to promote teams doing games and activities night of Relay, some of these may be big enough to include in the schedule of events. Give them some great ideas!
· Work with Spirit to incorporate event-wide games or activities into the schedule of events
· Work with Exec Committees to plan and orchestrate meaningful Opening & Luminaria Ceremonies. This may include special guest speaker or entertainment, as part of the ceremony. Use creativity and out of the box thinking!

Survivor Reception-
· Organize a survivor meal at Relay for Survivors and their caregivers, working closely through Food Services. 
· Identify the Survivor area, working with Logistics to ensure you have a spot for tent, tables, and chairs.
· Decorate Survivor area and tables, identifying area with Survivor Welcome Banner.
· Community manager will run survivor registration before the Relay. Survivor chair will keep record of survivors registered; providing list of survivors to speaker on stage so names can be called out during Survivor Lap; then give complete registration data to Community manager.
· Recognize survivors with Survivor shirt, sash or pin, keepsake or special gifts, goodie bags, etc 
· Work with Volunteer Committee to recruit any volunteers needed
· Identify a way to engage survivors in aspects of our Relay beyond the reception and Survivor Lap
· [bookmark: _GoBack]Create survivor invitations

Food/Hospitality-
· Obtain donations of food/snacks for any RFL-sponsored event (including kickoff, retreat, etc.)
· Acquire Special Events food permit from Health Dept with assistance of Production  Director and be sure our event adheres to it
· Arrange for logistics of team’s food deliveries & oversee that our teams meet HD requirements with food prep & serving
· Arrange for staffing of food area as needed
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