Recommended Timeline for the Entertainment and Activities

Sub-Committee
When fulfilling your Relay Activities and Entertainment Sub-Committee volunteer role, consider the following suggested timeline: 

7 to 9 months before event

· Recruit subcommittee to cover Activities, Entertainment, Ceremonies and Program, and Awards and Prizes
· Develop an Entertainment and Activities plan for the year.
· Set goals  for Entertainment, Activities, ceremonies and prizes with Event Chair 
4 to 6 months before event

· Help Team Development Committee make the Kick Off program fun and exciting (5 months before event)
· Begin contacting entertainment acts who are willing to donate their time for the Relay (be creative!)
· Begin collecting prize and award donations from community businesses

· Begin planning large event fundraising events (like auctions, etc)

· Begin planning large activity or contest details (like talent shows, etc)
2 to 4 months before event

· Confirm Entertainment Acts and begin finalizing entertainment schedule
· Continue gathering auction donations or selling tickets for large event fundraising activities

· Begin planning other fun activities and demonstrations for adults, youth and kids at the Relay
· Encourage teams at Team Captain Meetings to choose a theme and plan their own campsite activities

· Plan Relay ceremonies and begin asking special guest speakers and performers to participate in different ceremonies (including the optional new Fight Back Ceremony)

· Support the Luminaria Sub-Committee in planning the Luminaria Ceremony

· Continue collecting prize and award donations from community businesses

· Work with Team Development Sub-Committee to determine all award needs and order any necessary awards with staff partner
· Work with Logistics Sub-Committee to determine logistical needs and site layout (for stage, chairs for audience, tables, tents, sound system, etc)

· Work to secure logistical item donations (stage, sound system, microphones, etc)

· Begin collecting items to include in the Relay program and entertainment schedule

1 to 2 months before event

· Finalize entertainment acts and confirm schedule for each act to arrive and set up, and also form a day-of contact list for all entertainment acts
· Plan and confirm delivery and set up of logistical items (like stage, sounds system, etc)

· Gather necessary items needed for Relay activities (like sports equipment, water balloons, etc)

· Confirm any activity demonstrations (massage, crafts, yoga, etc)

· Finalize plans for large event fundraising activities (like auctions, etc)
· Finalize Relay Ceremony plans, including scripts,  speakers, and schedule

· Publicize planned Relay Activities and Entertainment to Team Captains at Team Captain meetings to build excitement for the event
· Continue encouraging Team Captains to plan their own team themes and campsite activities

· Encourage Team Captains to sign up for contests and participate in Relay activities

· Gather final donations for fundraising activities and prizes

· Layout entertainment program and event schedule

1 week to 1 month before event

· Double check and confirm all Entertainment acts

· Finalize all activity plans and schedule

· Finalize ceremony plans and confirm script, speakers, performers and any music CD selections

· Finish gathering program information from committee and print and collate Relay Program

· Continue encouraging Team Captains to attend Relay Ceremonies and participate in Relay Activities
· Finalize and prepare activity supplies for the Relay

· Secure all prizes and awards and work with Team Development Committee and Activities Sub-Committee partner to decide which prizes and awards should be used for which activities and awards.

· Plan and write activity announcements for the Relay

· Make sure emcee is knowledgeable about Relay activities and entertainment schedule and prepared to lead the event.

At your Relay For Life
· Set up for all Ceremonies, Entertainment, and Activities. 

· Problem solve on site with unforeseen issues

· Make sure emcee and all entertainment acts arrive on time.

· Host Relay Ceremonies (including Opening Ceremony, Luminaria Ceremony, optional Fight Back Ceremony and Closing Ceremony) and make sure they are easy to hear and impactful for participants.

· Manage smooth transitions between entertainment acts and activities

· Manage and organize Relay demonstrations and activities

· Announce new entertainment and activities for participants to enjoy at the Relay

· Organize on-site management of any large fundraising activities like silent auctions, etc.

· Work with Team Development Sub-Committee to choose award winners for best campsite, most spirit, and other creative awards.

· Manage distribution of prizes and awards.

· Work the Track as much as possible and encourage teams with their campsite activities and fundraising.

· Tear down and clean up after all Ceremonies, Activities, and Entertainment.

Within a month after event

· Return all borrowed or rented items

· Send thank-you notes to everyone who donated time, prizes, equipment, or services to the Relay for your Ceremonies, Activities and Entertainment.

· Attend Committee Wrap Up Meeting to make recommendations for next year
· Turn in all worksheets, checklists, contact sheets, etc., to your Event Chair or staff partner
· Leave a legacy by finding your successor for next year

· Relax!






