Relay For Life of Eastlake HS Planning Committee 2015-2016 Application
Thank you for your interest in applying for the Relay For Life of Eastlake HS Planning Committee! The application process will be divided into two major components: The application and the interview. The application is due July 21st, 2015. Please save this document as LastnameFirstnameRelay2016. Email completed application to eastlakerelay@gmail.com  
Name:
Grade for 2015-2016 year:
Contact Info (Phone/Email):
1. Please list your previous experience and/or positions held within Relay For Life. Explain your involvement in the event and how it inspired you to keep participating in Relay For Life. Include the number of years, team names, etc.
2. Please list your extra-curricular responsibilities 
3. Please list your class schedule for the upcoming year
4. What qualities do you think are important in being a committee member?
5. Why are you interested in joining the committee?
6. What ideas do you have to improve the event?
7. What is your greatest strength?
8. What is your greatest weakness?
9. Are you more detail oriented or big picture? 
10. Do you prefer to work alone on a task, or with a partner?
11. If you were a Disney character, which would you be? Why? 

Below you will find all of the available committee positions. A lot of these positions will include two people. After reading through each summary, please select your top three choices below. Include one or two sentences on why you think you would do a good job in this role!
1. ______________________________
2. ______________________________
3. ______________________________

What is a position that you would absolutely not want to be? Why?(This part can be left blank!):


Position Descriptions

Team Development Chair
· Create a Team Development team, with enough committee members so that each person is responsible for 5 – 10 teams
· Plan and host the Team Captain meetings, Bank Night and the wrap up team recognition celebration
· Ensure that teams are recruited, retained/recognized, and mentored in their fundraising
· Recruit new teams through outreach, marketing, and presenting to various classes and groups

Survivor & Caregiver Chair
· Manage the recruitment and registration of all survivors, including retention of survivors who participated in previous years
· Plan and implement activities for survivors at the event that recognize them and engage them in the entire Relay event
· Ensure that survivors are fully engaged in Relay and ACS throughout the year

Logistics Chair
· Determine site layout, restrictions and limitations including permits, and develop Risk Management, Security and Emergency plans for the site
· Secure tents, tables, chairs, light, stage, and other logistical items, getting as much donated as possible
· Recruit day of volunteers and groups to help with set up, management during the event, and clean up

Luminaria Chair
· Promote the sales of Luminaria before and during the event
· Secure needed Luminaria supplies (bags, candles, sand)
· Plan and manage the organization, set up and placement of Luminaria bags and the Luminaria Ceremony

Mission Delivery/Advocacy Chair
· Learn about the Society’s mission and develop a Mission Delivery plan for the entire event
· Ensure that “Mission Moments” are included in all pre-event meetings (Team Captains and committee) and mission related information is included in publicity
· Plan and implement track signage, mission education activities, and educational announcements from the stage during the event
· Promote ACS CAN membership at Team Captains meetings and the event
· Plan and implement Advocacy activities at Relay

Online/ Registration and Accounting Chair
· Customize and activate the website as soon as it’s available and keep it updated
· Promote the use of the website at all meetings and through emails to all registered participants
· Provide website support for all participants as well as reports for committee
· Maintain and regularly upload accurate registration and accounting data, using Convio or the approved Accounting Spreadsheet
· Batch and process funds at all team captain meetings, Bank Night and at the Relay following all cash handling guidelines
· Help run the Registration tent at Relay, including organizing T-shirt ordering and distribution

Sponsorship Chair
· [bookmark: _GoBack]Develop a plan for soliciting and recognizing sponsors, including setting levels of sponsorship that make sense for the community
· Make sponsorship presentations to selected companies and organizations
· Ensure that sponsors are acknowledged before, during and after the event

Publicity/Spirit Chair
· Work to get publicity for Relay and Relay participants in both traditional and non-traditional media outlets
· Ensure that the community has been “painted purple” with posters, banners and other informational media
· Working with the Team Development Chairs to create enthusiasm and excitement about fundraising and Relay for Life. Work to get new teams on board and excited for Relay

Entertainment and Activities Chair
· Understand the differences between entertainment and activities, plan a balanced schedule, and manage entertainment acts and interactive activities at the Relay
· Plan meaningful and inspirational ceremonies and work with Logistics to make sure the speakers can be clearly seen and heard by participants
· Create a Relay program (including a schedule of events) to hand out at the Relay and secure and give out awards and prizes

Food and Hospitality Chair
· Secure donations of food and beverages for the Relay, the Kickoff and Team Captain meetings, always following local health codes and setting an example for healthy choices whenever possible
· Recruit day of volunteers and mange food and beverage distribution and clean up at Relay
· Make sure the Relay and all meetings have good signage, are well decorated and are welcoming to participants 

For questions or concerns, please contact Shamile directly at s-saldossary@lwsd.org or (425)999-9074
