LOGISTICS SUB-COMMITTEE SUGGESTED TIMELINE

8-12 Months Before Event

· Establish Partnership Agreement with Event Chair to determine what to expect out of your Relay volunteer relationship.

· Recruit and empower subcommittee members to assist with all tasks.  See logistical roles in this guidebook.

· Determine a Logistics Plan for site planning, securing logistical items, security and risk management, day-of volunteer management, and on-site management focus areas.
· Work with Event Chair and Staff Partner to secure site location after the recommendation of Relay planning committee.

· Request a written authorization to use the facility rent free.  Send a letter to management concerning reserving the parking lot, not scheduling other activities during Relay For Life, use of facility’s amenities, storage or equipment as needed, etc. Usually the school or city will provide the form for your ACS staff representative to fill out and sign.
· Request an insurance certificate from your ACS representative to be sent to the school or city if requested for use of facility.  

· Take a preliminary walk-through of facility noting number of bathrooms, availability of water, adequate electrical power and PA system. Ask about sprinkler locations for tent set-up.  

· Get or make a preliminary drawing of site. 

· Attend Relay planning committee meetings and share information. 

6-8 Months Out

· Begin layout planning of site, including stage, luminaria tent, survivorship tent, etc.  

· Work with other sub-committees as needed to determine site layout (Entertainment & Activities, Luminaria, Registration & Accounting, Team Development, etc).

· Attend Relay planning committee meetings and share information. 
· Create a plan and begin pursuing donations of all necessary Logistical items and supplies listed in Chapter 4 and Chapter 8 of the Logistics Guidebook. 
· Discuss the inclement weather plan and develop an emergency plan with your ACS representative and the committee.

4-6 Months Out 

· Get list of needed items and space from activities and entertainment chair, luminaria chair, survivorship chair, accounting and registration chair and other committee members.
· Determine the needed number of tents and make appropriate arrangements.

· Your local National Guard is a great resource for tent donations.

· Work with Entertainment & Activities Sub-Committee to arrange for staging and sound system (especially for Ceremonies).  
· You may be able to use the facility’s equipment.  Make sure the system is in good working condition and can be heard clearly. 

· Suggestion:  Ask a local AM radio station if they have an available frequency that you can use, then patch your sound system into it. Have all team captains bring a radio and turn to that frequency.  They will be able to hear everything announced.

· Determine the square footage to be given per campsite.  
· Draw event site map.  
· Make the layout easily accessible for wheelchairs.
· Suggestion: Ask a local drafting school to help.

· Prepare an event layout report for the committee. 
· Provide a copy of the map to the team development chair for campsite assignments. 
· Prepare a description of available parking and campsite size to share with team captains.  
· Determine Day-Of volunteer needs from all Sub-Committees and determine volunteer recruitment plan.

· Attend Relay planning committee meetings and share information. 

2-4 Months Out
· Contact the city manager. Some cities require a permit to have an event.  

· Inquire about curfews for minors and share with committee. 
· Also check for noise ordinances, health department food restrictions, etc.

· Arrange for city/county to spray for mosquitoes if prevalent in your area.

· Begin recruiting day-of volunteers to help with set up, clean up and other logistical tasks at the Relay.  Also assist other Sub-Committees in finding day-of volunteers for their areas (registration, food, luminaria, etc).
· Ensure that generators are allowed on the site if committee or teams plan to use them.  

· Be sure they do not disturb other teams and understand that generators will be turned off during the luminaria ceremony and any other quiet times.

· Arrange/confirm necessary Logistical items and supplies listed in Chapter 4 and Chapter 8 of the Logistics Guidebook. 

· Arrange for portable toilets. If adequate facilities are not available.

· Arrange to get large dumpster and other trash solutions donated.

· Arrange for a secure accounting area.  
· Suggestion:  Borrow an RV for money counting and batching.  It is more secure for counting money than a tent.

· Get walkie-talkies donated for Relay committee and subcommittee members.
· Attend Relay planning committee meetings and share information. 

1 Month Out

· Confirm all services in writing.
· Confirm all Day-Of volunteers and determine a volunteer schedule and check-in process on site.  Work with other Sub-Committees to finalize schedule including volunteers for registration, food, luminaria, etc.  Also be sure to include volunteers for all Logistical needs
· Including volunteers to maintain the site and problem solve at the Relay, including periodically replacing toilet paper, refilling ice, collecting trash, etc.

· Suggestion:  Use string to tie extra rolls of toilet paper around top of stalls.  This will prevent toilet paper from getting wet in restroom areas.

· Arrange for Security at the event.

· Contact the local police department.   Inform them of the event and the dates.  Most will provide some form of security.
· OR recruit others to act as Volunteer Security personnel during the Relay.
· Recruit necessary medical personnel to be on-site for the entire event.

· Suggestion: Recruit a Relay team from a local fire department and see if emergency medical technicians or paramedics will bring their ambulance.
· Notify neighbors of the event.  This will prevent police reporting of disturbing the peace. Explain the importance of Relay being an all night celebration to fight cancer and invite them to attend.

· Mail notification/invitation

· Send them an e-mail through their neighborhood association if applicable.
· Consider door hangers to notify neighbors as well.
· Coordinate an overall parking plan with designated volunteer parking. 
· Work with the survivorship development committee to coordinate special survivor parking. This will be a special addition for your guests of honor and it will be helpful for those who may still be taking treatment and/or cannot walk far.
· Suggestion: Use golf carts or a trolley to transport survivors.  
· Coordinate Traffic Control.  

· Map out the best route for traffic to flow in and out of the parking lot. 

· You may need to set up barricades to ensure this is successfully accomplished.

· Recruit volunteers to direct traffic and survivors to their designated parking area and to ensure safety as participants walk to and from their vehicles.  For large events it is best to seek help from your local police department.
· Also consider foot traffic flow – where should people walk and how to avoid congested areas and lines.
· Attend team captains’ meeting to review logistical information and assist captains with campsite selection.
· Walk through site for exact placement of logistical support, medical, committee head​ quarters, etc.  
· Make responsibility schedule of all duties and review with subcommittee.
1 Month Out (continued)
· Finalize site map, including team campsite assignments.  

· Suggestion: Work with the Entertainment & Activities Sub-Committee to place a map in the event programs.
· Work with facility custodian on lighting issues.  

· Give a ceremony timeline and instructions on when lights go off during luminaria service and when they come back on. 
· If the site does not have lights, assign one volunteer to be in charge of turning on and off the rented lights.

· Be aware that sometimes there is a delay in the turning on and off of lights.  
· Make sure that lighting is available in the survivor’s tent, activities tent, etc. 

· Attend Relay planning committee meetings and share information. 

2 Weeks Out

· Create “Day of Flow Chart” including delivery times and supplier’s names and phone numbers for all materials committee assignments.
· Most tent companies will set up and breakdown their tents.  Arrange for appropriate times.  

· Share flow chart with all subcommittee members and Relay planning committee.
· Have last team captains’ meeting on-site to review logistical information.
· Gather and prepare all necessary tools and items for your Relay Logistics Supplies Box (listed in Chapter 8 of the Logistics Guidebook).
· Call to confirm all services.
Day of Event

· Review Logistical Item and Supplies Lists in Chapter 4 and Chapter 8 of the Logistics Guidebook to confirm you have all necessary items.

· Oversee set‑up of the site.

· Mark and label areas of the site prior to tent delivery to ensure that all tents are placed appropriately.
· Orchestrate team campsite setup in an organized way (make sure teams know exactly where to set up).
· Supply walkie‑talkies to subcommittee and key committee members. 

· Obtain RFL track signs and banners from ACS staff partner.

· Find out where banners are to be placed from sponsorship and event chair.

· Set up RFL track signs.

· Set up garbage cans around the track. Choose a couple of key locations to set up other cans for recycling purposes. Use good signage for recycling.

· Provide Relay planning committee members with a copy of the layout to answer questions and know where everything is located. 
After the Event

· Oversee breakdown and clean up of event

· Don’t let vehicles on the track before closing ceremonies – if one campsite packs up early, they all will – discourage participants from breaking down early.

· Take care of all trash collection and site clean up.

· Be sure to leave your facility in better shape than how you found it.  This will build good will with the facility and help you secure the site again next year.  

· Clean and return all banners, track signs, etc., to ACS staff partner

· Thank all in-kind sponsors, volunteers and subcommittee members.  Send thank you letters or hand written notes.

· Attend wrap up committee meeting to evaluate event and help plan wrap-up party.

· Attend wrap-up party and recognize in-kind sponsors, volunteers and subcommittee members.

· Start recruiting subcommittee for next year!

Here’s a Darn Good Idea!

· See if campsites/tents can be set up the day before the event!  
· Team members can do the hard work the day before; after they get off from work.

· Team members don’t feel rushed to pull their campsites together before Opening Ceremony.
· Team members who are also Survivors get to enjoy the Survivor Reception instead of putting up a campsite.
· Team members come ready to Relay on event night!

