Williamson County Relay For Life Team Information 2016
Relay For Life of Williamson County
Saturday, August 27, 2016 11am-11pm
Williamson County Ag-Expo Park
4215 Long Lane Franklin, TN

How you are making a difference:  Teams are groups of volunteers, businesses, friends, churches, etc. that come together to help make a difference in the county’s Fight against cancer.  Teams help educate, spread our mission, honor survivors and caregivers, and fundraise for the American Cancer Society.  The Relay For Life Movement is the world’s largest fundraising event, and we are honored to have you involved!   

What is expected of a Team BEFORE Relay For Life Event:
1) Register at relayforlife.org/williamsontn
2) Encourage team members to either register or simply help with fundraising and getting the word out
3) Sharing your story on social media, and inviting your peers to join
4) If Possible- fundraise ahead of time through online, bake sales, car washes, letter writing etc.
a. Utilize Relay For Life marketing materials- signs, luminaria bags, coin jars, etc.
5) Gather materials needed to execute what your team wants to accomplish on the day of Relay For Life 
6) Make Team “Spirit Stick” (a baton to pass between teammates- not required, but adds to the fun)
7) Tell Survivors that you know to RSVP to survivor dinner
8) Help us promote!  This event is open to the public, the more people who come, the more fun we have and the more money we raise! 
What is expected of a Team AT The Relay For Life Event
1) Bring materials for team “booth” such as:
a. Table
b. Chairs, if desired
c. Poster or signs showcasing what activity, game, or fundraiser your team has
d. Materials for activity, game, or fundraiser
e. Change for donations
f. Decorations- go with Dr. Seuss theme, or show off your own group’s style!
i. Feel free to use something that shares WHY your team relays!
ii. Tape, rope, materials needed for decorations/booth
iii. Banner for team if desired (can be hung on railing or ceiling)
iv. Team Spirit Stick/Baton
g. Extension cords if electricity is needed
h. Comfortable shoes!
2) Have at least one person “manning your booth” at all times, whether that is leading the activity, fundraiser, selling items, etc.  
3) Have at least one team member either walking laps on the track or participating in groups activities at all times if possible
4) Encourage team members to participate in fun group competitions and activities throughout the day- refer to schedule of events
5) If your group is coming in shifts- please communicate with your team so everyone knows which time frame they are expected
6) Turn in money throughout the day to our accounting chair, Penny Key, who will be keeping track of your fundraising efforts
a. [bookmark: _GoBack]Money turn in times: 1-2, 3-4, 6-7, 9-10. LAST CALL: 10:00pm
b. If you are using the American Cancer Society FUNdraising App, those credit card donations will be automatically added to your totals
c. All checks are to be made payable to “ACS” or “The American Cancer Society”
Set Up and Tear Down Information:
1) EARLY/DAY BEFORE SET UP:  Teams, Vendors, and Sponsors can begin setting up on Friday August, 26th between 12:00 and 8:00pm
2) DAY OF EVENT SET UP:  Teams, Vendors, and Sponsors can begin or finish setting up on Saturday August 27th beginning at 9am.  Please make sure your area is ready before opening ceremony, which will begin at 11 am
3) Logistics
a. Teams will set up around the walls of the interior track
b. Sponsors will be given spaces closest to the entrance and stage
c. Vendors will have specific spots- please check in upon arrival
d. Please notify Mackenzie if your team needs electricity so we can ensure you are by an outlet
e. Please notify Mackenzie if your Team needs bigger than a standard 8x10 booth space
f. *Layout will be distributed during set up times when teams check in. 
4) TEAR DOWN:  Please refrain from tearing down your space until after closing ceremony.  If you must leave early, please be discrete and notify ACS Staff.  

DAY OF EVENT CONTACT INFO:  Mackenzie Evans 615-957-5843
Event Volunteers:
BEFORE THE EVENT:  We created a “Event Volunteers” team on the website, relayforlfe.org/williamsontn so those who want to volunteer have a place to register. please email Mackenzie Evans preferred time frames of volunteering: Mackenzie.evans@cancer.org
AT THE EVENT: Check in at the registration table, where you will be directed to volunteer in the following areas depending on time of your arrival:
1)Set up before and start of event
2)Tear down towards end of event
3)Registration/check in/shirts
4)Manning the luminaria table
5)Manning the ACS info table
6)Manning activity tables/games/kids zone
7)Greeting and making people feel welcome, handing out programs

