Team Meeting Calendar and Planning Sheet
Fill in the blanks on this sheet to plan your team meeting schedule for the year.  This should be completed before the Kickoff so you can share the team meeting schedule for the year with everyone who attends the Kickoff.

Relay Kickoff (around 5 months before Relay) 
Date:

Time:

Location:
Topics to Cover:

· How much fun Relay is

· Why they should sign up a team

· How to sign up their team

· Why Relay matters (pull their heartstrings)

· Other:

· Other:

· Other:

Team Captain Meeting #1 (around 4 months before Relay)
Date:

Time:

Location:

Topics to Cover:

· Phase I for Team Captains – Planning and Team Member Recruitment – recruiting team members, getting them officially registered, leading them and setting a fundraising goal, planning fundraising for the year, etc
· Ask for help with warm leads for team recruitment

· One way the American Cancer Society  is fighting cancer

· Other:

· Other:
Team Captain University (may or may not be together with teams from other Relays)

Date:

Time:

Location:

Topics to Cover:

· How to be a successful Team Captain
· Fundraising ideas and techniques

· How to tell your ACS Story

· Other:

Team Captain Meeting #2 (around 2 months before Relay)
Date:

Time:

Location:

Topics to Cover:

· Phase II for Team Captains – Fundraising – successfully fundraising with a mixture of individual and team fundraising techniques, giving good ideas on ways to fundraise, explaining Luminaria and on-site fundraising, sharing and highlighting successes
· Committee updates as needed – things they can look forward to at the Relay
· Another way the American Cancer Society  is fighting cancer

· Other:

· Other:
Team Captain Meeting #3 (around 1 month before Relay)
Date:

Time:

Location:

Topics to Cover:

· Phase III for Team Captains – Logistical Planning – completing all fundraising, going over site selection process, explain Bank Night and how to turn in money, walking schedules, campsite activities and team themes, etc.
· Committee updates – things they can look forward to at the Relay

· Yet another way the American Cancer Society is fighting cancer

· Other:

· Other:
Additional Team Captain Meeting (if needed)
Date:

Time:

Location:

Topics to Cover:

· Could be a meeting to select campsites

· Could be a meeting at the Relay just before the Opening Ceremony

· Other:

· Other:
Bank Night (around 1 week before Relay)
Date:

Time:

Location:

Topics to Cover:

· Turn in all remaining registration and youth waiver forms

· Turn in all fundraising dollars raised

· Sign up for activities and other things at the Relay

· Pick up t-shirts, meal tickets, schedules or other items for the Relay

· Other activities like sign ACS CAN petitions, decorate luminarias, sign a survivor banner, etc

· Other:

· Other:
· Other:
· Other:
