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     	 Team Captain Quick Reference Guide


	Build-A-Team – www.relayforlife.org/greatercolumbiasc 1

· Arrange a presentation at work, church, school or any groups you’re a part of.
· Recruit family and friends to join and have them recruit, too! Having a co-captain (or two) will help your team achieve success.
· Promote for team members/survivors to register through your social media.
· Hold team meetings/establish communication, set a team goal/generate ideas for fundraising.
· Dedicate your team to a cancer survivor/choose your theme. 

	Fundraising (year-round)2

· 4 Types of fundraising
· Individual – personal donation, letter writing, corporate sponsorships, luminaria, etc.
· On-line Fundraising – send a link to raise money through website or social media
· Team Fundraising – organize a group event to fundraise with your team
· On-site Fundraising – 100% of proceeds on day of event go to ACS
· Sponsor a bake sale, car wash, garage sale, crafting day, card party, wine party,               charity poker event, hike or trail ride, sports tournament, golf day, boot camp, jewelry party.       For many more ideas go to www.relaynation.org and check out Pinterest, too. 
· Company matching gift/grant programs

	Preparing for Relay (January - May)3

· Attend kick-off and monthly meetings to get important information and supplies to pass on to your members. Send a representative if you’re unable to come.
· Help promote the event to everyone! Especially inviting any cancer survivors/caregivers!
· Organize on-site fund raising (face painting, massages, food sales, make/take craft, games)
· Delegate/sign up jobs/supplies for your team members to contribute.
· Prepare your Team Booth/Campsite				
· Canopy/Tent
· Decorations/signage					Flashlights
· Snacks/Drinks						Change of Clothes
· Lawn Chairs						Sunscreen, hats
· Extra money for other booth items			Coolers

	Relay For Life (May 5, 2017)4

· Set up Team booth/campsite beginning at noon, so setup complete by 5pm
· Opening Ceremony starts at 6pm with Survivor/Caregivers lap
· Music by DJ/scheduled activities and entertainment on-going, including theme laps
· Team sponsored activities/entertainment encouraged
· Luminaria Ceremony will be held at 9pm 
· Closing Ceremony/awards starts at 11:30 PM with cleanup immediately afterwardImportant Dates
Kickoff, January 5, 2017 | Greater Columbia Chamber of Commerce at 6pm
[bookmark: _GoBack]Team Captain Meetings will be held monthly Feb-April, to be determined

Important Contacts
Stephanie Reely, Community Manager, Relay For Life
803-750-1693 ext. 29220 or stephanie.reely@cancer.org

Juli Dudek, People Lead 803-309-5792 julidudek@yahoo.com 
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