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Relay Regional Summit 2011-2012
Registration & Accounting Chair
Part 2 of 2

Facilitator Guide

Thank You!
Preparation: Make sure you have the supplies you need, the room is set up according to your needs, and that you have prepared handouts and activities.  
You will need:

· Flipchart

· Handouts (2 embedded in guide, 1 at the end of guide)

· Accounting and Registration Guidebook (Chapter 8)
· Play Money

· Batch Headers

· FedEx Envelopes and Forms
NOTE FOR FACILITATORS:

1) The guides are designed with a lot of small group activities at their tables.  As a facilitator, you should float around the room during these times encouraging good discussion and answering questions.

2) Make sure you request registration numbers prior to the Summit so you have a good idea of how many attendees you should have in your breakout.  

3) People learn by exploring, sharing, and being hands on. Please do not speak on and on during the breakout – this has been proven to not be a great form of training and the information does not ‘stick’.  
4) It’s ok to run ahead of time in the early parts of the breakout…it will just give you more time to discuss at the end.  Don’t forget to leave time for the “Why We Relay” activity at the end.  It helps remind people of their motivation for working so hard as a Relay volunteer.
5) Otherwise, follow the framework agenda below to stay on time and enjoy!
FRAMEWORK AGENDA
TOPIC I – INTRODUCTION & ACCOUNTING PRACTICES




49 minutes

TOPIC II – SHARE IDEAS 








15 minutes

TOPIC III – BUILDING MY SUCCESS TOOLBOX





15 minutes

TOPIC IV – MY ROLE IN THE BIG PICTURE OF RELAY




1 minute
TOPIC V – “AH – HA” MOMENTS & WHY WE RELAY

 


10 minutes

TOPIC I – Introduction & Accounting Practices




49 minutes

1)  Quick Welcome Back & Topic Introduction – 2 minutes

· Introduce presenters

· What to expect out of the breakout today:

· This is the second part of Registration and Accounting.  We will focus on money handling policies, idea sharing and resources
· Most of the time spent in small group activities at your tables to work with others who have your same committee position

· We are here today because all of you are involved with Registration & Accounting
· Share why you are excited about the training and why they should be too!
Review Money Handling Policies – 25 minutes
Now that you have taken the time to learn about Convio, assess registration and accounting for your event, and familiarize yourself with the Accounting and Registration Timeline.  Let’s make sure you are comfortable with the money processing role in your job, and that you fully understand the policies and procedures in place to ensure the safety of our volunteers and timely processing of donor contributions.

The policies that this subcommittee is required to follow are REQUIRED of all American Cancer Society events and are not flexible. 

Your job:  Sort, batch and submit money per ACS standards.
Review the Step-by-step processing instructions in the RFL Accounting & Registration Guidebook (see Chapter 8 for full details) with the group.  For each point below, start with a “Does Anyone Know?” question, such as “Does anyone know how many people should be present when handling money?” Or the facilitator may find another way to engage the audience if he/she chooses.

· Schedule and Communicate Planned Collection Times

· Two People Must Be With Cash/Checks at ALL TIMES

· Two people (not family members) must be with money the entire time from when it is collected from a participant/team captain until it is either deposited in the bank or sent to Shared Services (sealed box dropped in the secure FedEx drop box)

· Accounting Logistics

· Money must be counted in a SECURE building with a locking door (sorry, tents don’t count)

· Obtaining Night Drop Keys

· Transport Funds to Secure Batching Area

· Prepare for Processing Separate Income Types
· Income must be processed by source – but for those of you who did this in the past, life got easier because now luminaria, registration, and team fundraising can all be processed together!  Other sources, such as Relay Store, must be batched separately.
· Request Receipts with Cash Donation Forms

· Complete Cash Deposit Header Forms – Planned Collection Times

· Deposit Cash or Convert to Money Orders – Planned Collection Times
· Two approved options for handling cash:

· Deposit cash in a Wells Fargo or Bank of America night deposit box

· Convert the cash to money orders and send to Shared Services for processing

· NOTE:  If you have a relationship with a different bank (not WF or BofA) and would like to utilize their night drop box, you must receive WRITTEN PERMISSION from the GW Finance Department and may not use the other bank until you have a copy of the permission from your staff partner – THIS IS SERIOUS!!!!!
· Process and Batch Checks – Planned Collection Times
· All checks must be processed and sent to Shared Services the night that they are received

· Credit Card Processing

· Prepare FedEx Shipments

· Shipping the FedEx Package

· Preparing Important Carbon Copies for Delivery to the Local Society Office
· Carbons of batch headers and FedEx airbills must be given to staff partner as quickly as possible

· For Your Records

· Unplanned Collection Times
IMPORTANT POINT:  A flexible schedule is a must for this portion of your job! If your schedule doesn’t allow, recruit a subcommittee member to help with this portion. Since all money must either be sent to Shared Services or deposited at Bank of America / Wells Fargo the night it is received, this team must be committed to staying as late as needed to get all of the money processed to ACS standards.  It might require a few late nights, but it’s worth it in the long run!

Developing a Plan:  Prepare for every meeting to be a bank night!  Remember that the more often income is processed, the less you’ll have to do in each sitting, the faster donors’ checks will be cashed, and the better you can track the progress of your event!
Hands on Practice – 25 minutes
Start with a team turning in money, provide play money to be batched and copies of batch headers, etc.  Have the participants work together to batch and complete the process to make a deposit. 
Walk participants through the following:

· Cash, Check & Credit Card Batching

· What to do with cash donation receipts
· Preparing a FedEx envelope for shipping
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Provide participants with Tips & Tricks handout at the end of this guide.

TOPIC II – Sharing Ideas





 

15 minutes
1)  Putting it Down on Paper   – 5 minutes
Objective: Give participants an opportunity to think about their best ideas and write them down.
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Give each person 2-3 minutes to think of something their Relay does really well around registration & accounting – have them think hard and creatively…. and give them examples– it could be the amount of volunteers they have to help count money, how do they work with the other RFL subcommittees throughout the year, how well their bank night is run, etc.   HAVE THEM WRITE THEIR IDEA DOWN ON PAPER ANSWERING THESE 3 QUESTIONS (THESE PHRASES SHOULD BE UP ON A FLIP CHART PRIOR TO START OF TRAINING)

The Idea I would like to share is: ___________________________

This was successful because:__________________________________

My tips for implementing this idea are:_________________________

2)  “Time to Share” Activity   – 10 minutes

Objective: Give participants an opportunity to share the ideas that they wrote down in the activity above.

· OPTION 1 SMALL GROUP (10-12ppl):  Have people partner up.  Give them 2 minutes to share their ideas and answers with their partner (partners should not be from the same event).  Facilitator then asks that everyone take turns explaining their PARTNER’S IDEA to the entire room. (The partner tactic keeps the activity moving and on track).  
· OPTION 2 LARGE GROUP (12+ppl):   Have people partner up.  Give them 2 minutes to share their ideas and answers with a partner (not from the same event).  Facilitator then asks that everyone take turns explaining their PARTNER’S IDEA to the entire table (The partner tactic keeps the activity moving and on track).  Tell the group they have 30 seconds or less to share their idea with their table.
- Crunch Time:  If time permits, tell each table they have 30 seconds to come up with the #1 idea from their table. They will share this idea with the entire room. Have a representative from each table come to the front of the room and line up (or stand at their table if short on time)…..and share their #1 table idea with the entire room.  
TOPIC III – BUILDING MY TOOLBOX






15 minutes

· We want to spend a few minutes sharing some resources and tools with you that may be of help in the year to come.
· Note: Prep for this section – Please take a few minutes to see for yourself what’s new at relayforlife.org.  This will allow for more in depth conversations about the updates.
· Note: This will be a section in the breakout where the facilitator does more ‘presenting’ of information to the group.
Flip Charts:
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Flip Chart 1:  What’s New with Relay? – RelayForLife.org

Flip Chart 2:   Other Resources and Materials
 (Ask for a volunteer to come up to flip chart and be your scribe with ideas as you talk about each flip chart)

· Cover What’s New with Relay and what RelayForLife.org/GreatWest has to offer in the year to come:

· Who has used ManageMyRelay.org in the past to find information about their committee position?  Well this year, we have moved all of the MMR documents to RelayForLife.org/GreatWest!

· You no longer need a username and password to access all of this information; it is open for one and all!

· Share handouts with new home page & resource menu screenshots.

· RelayForLife.org is also a great source of information about what other Relayers are doing around the country.  Join the forums and blogs on relayforlife.org to ask other Relayers for solutions to challenges you face or just new great ideas to bring to your community.
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· Other Resources and Materials – this section is meant to provide your breakout attendees with additional resources they may use through out the year and some of the great Relay materials that may help them do their job.  You can also open this up to the group and see if there are any unique resources that they have found and would like to share:

· There are lots of materials available to you as Registration & Accounting chair that you can use either through out the year or the day of your Relay.  Here are some of the things that may help you in the months ahead:

· Googledocs – You can house your documents on this website so that your subcommittee can view the most recent documents and you can allow them access to make updates.
· Facebook - If your event has a Facebook page use it to publicize your meeting dates and Bank Night. You can also publicize your top teams and participants, and encourage everyone to fundraise and turn in their money early.
· Open it up to the group: What other websites or local resources have you been able to use to help with Registration and Accounting?
TOPIC IV – MY ROLE IN THE BIG PICTURE OF RELAY
                                           1 minute 
Objective: So often committee members work only in the silo of their committee position and forget the fact that it takes an ENTIRE committee to recruit teams and survivors to be a part of Relay.  (The activity that goes along with this objective has been deleted for this workshop, but please be sure to mention the objective above).
TOPIC V – “Ah-Ha’s” and Why I Relay






    10 minutes  

1)  Assessment Debrief Moment – 1 minute

· Have everyone quickly take out their assessments.  

· Instructions: Look at the assessment, write down or star the ideas/items you are going to focus on this coming year.  Share those ideas with a partner at your table if time permits.
· Most of all, we want to thank you!!!

· You make a difference for your Relay and in the fight against cancer.  Thank you for being here today and for all the work you have done and will do for your Relay For Life event.  The Society could not do what we do without you!

2) “I Relay For ________ (person’s name) and I am fighting back because___________” – 10 minutes

Objective: To give each participant the chance to remember why they Relay, but also to encourage them to consider what positive things have come out of their Relay experience or what they are doing to fight back.  The idea is to leave them feeling empowered because they have chosen to make a difference through Relay.  

· For this next activity, we’ll get into groups.  

· OPTION 1 SMALL GROUP (10-12ppl) - Form one large circle around the room and ask all attendees to finish the sentence.  This should keep the answers short and sweet, but still have the motivational impact to send them back to their General Session.

· OPTION 2 LARGE GROUP (12+ppl) - Depending on the size of your group, split into two circles or possibly keep attendees at their tables to share why they Relay with one another.
· To close up the day today we want to send you out with renewed motivation and a reminder of why we work so hard as Relay volunteers.

· We all have personal reasons why we are motivated to fight cancer, and it’s important to remember and share those reasons, especially when your role may seem overwhelming.  So we are going to take the last 5 minutes today to remember and share why we Relay together.

· We will ask each person here to finish the sentence “I Relay For _____ and I am fighting back because ________”
· As you think of your own reason and hear the reasons shared by others, remember them as you leave today and as you volunteer throughout the Relay season, and know that every Relay participant has a unique reason why they Relay as well.  

· Through your volunteer efforts, you are making a difference in the lives of many people!  Thank you!!!  


Tips and Tricks for Successful Registration & Accounting

1. For every team captain meeting, pull a new list of your top 5-10 (depending on how large your Relay is) teams and individual fundraisers so you can recognize them during the meeting. Work together with the Online Chair (if you have a separate position) and the Team Development committee to recognize them in fun ways.

2. For every team captain and committee meeting, bring with you updated information on how many teams and people are registered and how much money the Relay has raised as a whole, how these numbers compare to previous years for this Relay, and how far along you are toward meeting your goals.

3. Establish your team/individual registration fees with your Event Chair(s) and Relationship Manager early in the year and work with your publicity and Team Development committee to communicate these fees clearly to Team Captains and participants. Examples of fees include: a team registration fee vs. an individual registration fee, an early-bird discount, a minimum fundraising requirement to earn a Relay For Life t-shirt, an overnight minimum, etc.

4. At the beginning of the year, review the budget for your Relay with your Relationship Manager and Event Chair(s). Make sure you are clear on the expenses your Relay has and how much has been allotted for each. Work diligently with the entire committee to make sure you are spending the minimal amount of money on the Relay, encourage everyone to get things donated whenever possible.

5. Ask your Relationship Manager to put together and provide an Accounting Kit for you which will include everything you need to complete your role.  It will include registration and accounting supplies to help you batch and submit all dollars and registration forms that you receive.  Request to go through the kit with your Relationship Manager before your Relay Kick-Off so you know everything that is in there and how to use it.
6. Ask your Relationship Manager to provide you with a “Coding Cheat Sheet”. This should be a list of all of the Source and Sub-Source codes you may need to use when batching a deposit. Ask for the event’s Lawson Code to be included as well. This way if you ever forget a code, you have them at your fingertips.
7.  You will need help collecting and counting money at Bank Night and at Relay.  Bank tellers or other people who regularly handle money are a great place to look for this short-term volunteer help.  Their experience handling and counting money quickly and accurately is a huge benefit.  Depending on the size of your Relay, you will want to secure approximately four extra helpers for collecting and counting money at Bank Night (in addition to your sub-committee members).   You may also need an extra person or two to help collect last minute registration forms, youth waivers and other team and participant registration materials.
8. Make sure that the kick-off and every Team Captain Meeting are Planned Collection Times, times when team captains can turn in fundraising money.  Communicate this to your Team Captains through the meetings, and let them know that you encourage them to turn in their money early!  Use it to foster friendly competition between teams, and you’ll save your subcommittee a lot of extra work the week of the event.

9. When counting money turned in during a Team Captain meeting or Relay itself, open the money envelopes and count the amount in each envelope separately to confirm that the total the participant wrote on the envelope matches the actual amount of money inside. This will save you time if there is a discrepancy, because you will know immediately which envelope was incorrect.

10. If you will be depositing cash in to either a Wells Fargo or Bank of America night deposit box, it is important that you work with your staff partner several weeks ahead of time to secure keys to the night deposit box. This process may take time, so plan accordingly and ask for the key at least 30 days prior to Kickoff.

11. The Registration Crew needs to be familiar with the venue and the order of events. Many events also have a schematic of the campsites available at the Registration Tent.

12. If you have a very large event, divide your Registration area by the alphabet (e.g. Teams A-E Register at Table A, Teams F-J at Table B, and so forth). Have signs clearly visible indicating these areas.

13. The Team Captain is responsible for ensuring that the information turned in is complete, that everyone on the team has signed a waiver and given emergency contact information, picking up team t-shirts, AND turning in all money for the team. This way only the Team Captain needs to go through the Registration process.

14. Having Teams turn in as much money as possible before the event will greatly simplify your job at Relay and the security issues on Relay Day are also diminished.

15. Know the location of the nearest FedEx drop box and map your route ahead of time. Kinko’s is open 24-hours and has a FedEx drop box. Note: Strange but true…Sometimes existing FedEx drop boxes are suddenly removed before the FedEx website is updated with these changes. Be aware of this and actually check the existence of the FedEx drop box the day of the event.
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The American Cancer Society cares about your privacy and protects how we use your information. To view our ful privacy
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he page. You can also watch a training video on volunteer privacy here.





Resources

[image: image3.emf]
