Logistics Planning and Goal Worksheet
This worksheet is for your benefit only, to give you a guide toward completing Logistics goals.  It is proven that goals and resolutions that are written down are much more likely to be kept, so take this opportunity to think about and write down your Logistics plans and strategies for the coming year.

Before completing this Logistics Planning Worksheet, please have each Sub-Committee Partner read the chapters that pertain to their role (suggested role delineations are listed in Chapter 2 of the Logistics Guidebook).  Then schedule a planning session with all Logistics Sub-Committee members to plan together with the goal of leaving with this worksheet completed.

Logistics Sub-Committee 

1. Who do you plan on recruiting to help you as Logistics Sub-Committee Partners?
Facility and Site Planning:

Logistical Item Management:

Security and Risk Management:

Volunteer Management:

On-Site Management:

Facility and Site Planning
2. When and where will your local Relay For Life be held this year?
3. What things went well with the facility relationship and site layout that you would like to continue this year? 

4. What things would you like to improve about the facility relationship and site layout from last year?
Logistical Item Management
5. What Logistical Items (ie. tents, tables, chairs, stage, sound system, etc) do you need for your Relay this year?

6. How do you plan to secure each of those Logistical Items as a donation or for as little money as possible?
7. What signage and decorations do you need to make it clear to anyone visiting that this is an American Cancer Society Relay For Life event and not some other cancer walk? (work with your Event Chair and staff partner to secure Society branded items if needed)

Security and Risk Management
8. How do you plan to make sure the site is safe for the Relay?  Consider on-site hazards, participants getting out of control, traffic patterns, etc.

9. How do you plan to make sure the site is secure for the Relay?  Consider safe accounting, outsiders coming in, youth leaving, etc.
10. How will you be prepared to handle a crisis or emergency, medical or otherwise?
Day-Of Volunteer Management
11. How many day-of volunteers do you anticipate needing for the Relay?
12. Where do you plan to recruit these day-of volunteers?
13. How will you ensure that all day-of volunteers know where to be at the Relay, how to help, and how long they are needed?
On-Site Management
14. How do you plan to communicate with key committee members at the Relay?
15. How do you plan to manage site set-up, maintenance, and clean-up?

16. How do you plan to respond to changing needs and problem solve difficult situations on site?

