Logistics checklist
Thank you in advance for helping us to PLAN the PARTY!
We are looking for some help!  Let us know if you are willing and able to take on a task (or a few tasks!)  We have details about each of these and contact information that we can provide to make the jobs easier!  We REALLY APPRECIATE the help!!  
Once there is a name or Team name at the end of a job, it’s covered!  The date in the title of each task is the date we need the plans completed for each task.  If a job you are interested in is already taken, let’s get you in touch with the lead to see if you can offer support to that lead!  More hands = light work!  
Campsite Judges (May 1) – need three to judge campsites the night of Relay.  They usually start at 7 pm.  We have judging sheet templates we can share with you and clipboards/nametags for the judges.  These can be left at registration for the judges to pick up when they arrive.  (Theresa Townsend)
Rescue squad/police (May 1) – need to ask one of the local rescue squads and Sheriff to be present at the event.   We need to police to be a presence up by the accounting booth (press box) and escort the money to the bank after midnight.  It would be nice if they came back to provide coverage after that as well.  Rescue usually stays until after midnight as well, or as long as they can. (Chris L, Mickey Newman)
Photographer for “Photo Tent” (event) – We would like a photographer to come and set up a place where teams can come and have a team photo taken during the event.  We could reserve spot on the track and the photographer could decorate/set up the tent to be ready for team photos.  This is a photographer in addition to the one covering the event. (Faith Maddox, Georgia Scarborough)
Relay Banners (May 1)– We like to put up Relay banners around the County in the month of May to get folks thinking about Relay.  We have the banners – we just need people to ask for permission to hang them and get them both put up and taken down when it’s time. (Judy Risdon (PO), Carole (Kube fence), Pam (Moo Thru))
Dumpster/Tipping Waiver  (April 15) – We have a dumpster donated for the event (delivered Friday pm and picked up on Monday am).  We also request a dumpster tipping waiver (it costs money to trash what’s in the dumpster at the landfill) from the local landfill since it’s for a charitable event.  We have contact info for the dumpster donation as well as the tipping waiver. (Christina Ballard)
Hospital donations (April 15) – Fauquier Hospital donates tents for the survivor reception as well as some chairs and tables.  They also routinely provide coffee and tea as well as sugar and creamer for the snack bar overnight.  (Lois Sutphin)
Gators (April 15) – Gators are provided for getting gear up to the track at the event.  (Lois Sutphin)
Gator drivers (event) – We need a team of gator drivers to be available to haul items to and from the track at the event.  We need a team to do the Saturday load in as well as the Sunday load out.  (Amy Wegner)
Gator signups (final bank night) - This person coordinates the signup for teams to arrive at the event and have a gator available (gator time signups).  (Carole)
Mark Campsites (Sat at event) – This person divides the football field into campsite spaces and labels them before the teams arrive Saturday on the day of the event. (Kathie Schmidtmann)  
12 Hour Walkers (May 1) - Communicate with and build the 12-hour walker program.  Set up their tent site, etc.  Coordinate ordering shirts, including a sponsor, if possible.  Participate in closing to recognize 12 hour walkers.  (Kathie Schmidtmann)  
Fundraisers on site (final bank night) - Coordinate a list of on-site fundraisers to be distributed at registration at the event to all attendees.  This will involve being in contact with teams in the final weeks before Relay to collect info and make up a flyer for registration. (Belen Rodas)
Contest winner passes (final bank night)– The winners of various contests through the Relay season will have their passes printed and added to the t-shirt bags at t-shirt pickup at the last bank night in May.  (Carole Overman)
Opening Ceremony (May 1) – Plan the opening ceremony!    There are certain guidelines (mention corporate sponsors, introduce survivors, keep it short, etc.), but this is a great opportunity to change up the opening! (Jen/Carole/Pam)
Luminaria Ceremony (May 1) – Plan the luminaria ceremony!    There are certain guidelines (solemn, light lumies, etc.), but this is a great opportunity to change up the lumie ceremony! (Jen and Carole)
Closing Ceremony (May 1)– Plan the closing ceremony!    There are certain guidelines (recognize 12 hour walkers, announce contest and fundraising winners, etc.), but this is a great opportunity to change up the closing! (Kathie Schmidtmann – 12 Hour Walker portion)  
Website maintenance (ongoing)– Keep us all informed!  This person would update the Relay website, including fundraisers, sending out the monthly fundraiser email blast, update calendar info, upload docs, etc.  (Ginger O’Brien)
Gator driver laminated campsite map (event) – In order for our gator drivers to know where the campsites are located and who’s where, we need maps in each of the gators for them.  (Kathie Schmidtmann)  
Relay Program (one week prior to event) – Create the program for the event, including listing corporate sponsors, schedule, special thanks, etc.  (Judy Risdon)
Theme laps (May 1) – Come up with the list of theme laps for the event and have them distributed to all teams ahead of time for planning purposes.  This person is also in charge of any contests that happen throughout the night that are a part of theme laps (red wagon, pet parade, etc.)  (Myranda Townsend)
Sunscreen Station (event) – Put together a bucket with various sunscreens in it to tie to the fence for participants to use during the day of the event. (Kristin Davis)
Tents for survivors during opening (event)– Coordinate 4/5 additional pop-up tents to be used to shade our survivors during Opening ceremonies.  Please have them delivered and set up prior to opening. (Jen -1….)
Recycling container pickup/dropoff at landfill (day before event) - Pick up the arranged-for recycling containers from the Fauquier County landfill the Friday before the event, bring them Sat morning to the event to be placed around the track and take them back on Monday following the event.  (Dee Thompson)
Honorary Survivors (May 1) - Invite 2 survivors to be our Honorary Survivors at the event.  We usually choose 1 child and 1 adult and they carry the banner during the Survivor lap.  (April Townsend – adult, Child?)
[bookmark: _GoBack]Signage to direct to the Event (Friday evening before event) - place signage at crucial intersections leading to the Relay event. (The Sonnenburgs)
Bras for a Cause (event) - Bring promotional items and set up a display at the event to promote design and participation in next year's Oct 2015 contest!
Womanless Beauty Contest (ongoing, event) -  Promote the womanless beauty contest so we have more participants and more teams know about it.  This could be grown into a significant fundraiser/activity!  Find someone to announce at the event to introduce "beauties" and award the crown.  (Aislyn – Emcee)
Accounting Station (event) - Set up a small table up by the press box as an accounting station.  Have forms, pens, money envelopes, etc. available for teams to fill out during the event. (Taylor Tigers)
FauquierNow PR  (ongoing) - Someone to write short articles to post on Fauquiernow.com as press releases about what is going on in Relay, our fundraising, etc.
Fauquier Times calendar (ongoing) - Make sure our meetings and other large fundraisers are included in the weekly, local paper.




