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Creating the Magic of Relay: Hints and Tips for Decorations, Logistics, and the little things…

The concept for the decorations at Summit is to focus on the Magic of Relay by attending to all of the details!  

Decorations

· Cover tables in purple and create centerpieces out of silver and purple balloons.

· Sprinkle confetti and/or glitter at the bottom of your centerpiece.  
· Consider wrapping garbage cans in extra purple table cloth and wrapping with a ribbon.  
· Use projectors to project the Magic of Relay logo up on the walls, make sure the cords are taped down or concealed to avoid trips or falls.  
· Create a dazzling stage by adding a large star shaped balloon arch, several groups of balloons, or another display.

· The workshop rooms should be decorated to accentuate the Relay For Life theme or specifically focus on Celebrate, Remember, and Fight Back.  If the CRFB idea is used consider purchasing the CRFB balloons, pennants, and using the coordinating banners.  Another idea is to have labels for various areas like “Celebration-Land”, “Rememberance-Land”, etc.  By keeping the décor focused, we allow our guests to get as much information possible from the presenters!

Logistics

· Consider creating an environment that engages all of the senses. 
· Use cheery colors and glitter to convey magic and happiness! 
· As our guests (volunteers) walk into Summit, consider having local cheer leaders or assigned staff to greet everyone with a large smile and hearty welcome.  Create a path on the floor to lead guests to their destination!  
· Remember to extend decorations to all eye levels and play up small details.

· Have up-beat music playing and the area decorated head to toe in Relay For Life!

· Check the lights to make sure they convey the spirit of the Magic of Relay, not too dim or too bright.

· Hang banners from local offices, utilize sail banners, anything Relay For Life can go! Utilize directional signs and have maps readily available for guests.

· Ask staff and volunteers hosting Summit to help by making sure rooms stay tidy, the energy level stays high, and participants are enjoying their experience. 
· Absolutely a must: Ensure a quality, working sound system and computer system and have a tech person ON SITE.  
· Summit staff and volunteers should be available at ALL key locations to provide assistance and directions to attendees.
· While going the extra mile to make this Regional Relay Summit better than ever, keep all of our guests in mind.  Participants in the past have indicated interest in healthy food options for snacks and main meals.  
· Make sure water is readily available, our guests are at a comfortable temperature, and the mood in the room is energetic!  
· Have the rooms set and everything ready in advance of the first guest arriving.

· While it might be tempting to start cleaning up and putting things away as our guests are leaving, remember we want to make sure we are giving a quality performance from beginning to end.  Wait to start tear down until after our guests have left.  
· Make sure that the send off for our guests is just as wonderful as their welcome.  Have staff near the doors to wish volunteers a happy send off and great year for Relay For Life!

Other Little Things (that make a big difference)

· Greet out-of-town speakers by having someone personally pick them up from the airport or meet them at the hotel.  
· Have a small hospitality bag prepared and share with the speaker how much you appreciate their time and presence.

· Suggested items for hospitality bags for presenters

· Purple gift bag with silver tissue paper

· Bottle of water

· Mints
· Snack (Bag of chips, Doritos, goldfish)

· Sweet Treat (Candy bar, granola bar)
· Welcome/Thank You for coming note

· Note with important numbers such as Summit Lead, Taxis, etc.
· If there is a bus in your area transporting out of town guests, consider having Relay For Life videos playing during the trip.  
· If the meeting space being utilized has TVs or monitors, ask about showing Relay For Life videos or even sharing some Mission Moments.
· While we are creating the Magic of Relay, it is essential to rehearse for our performance.  Make sure speakers and other supporting roles have practiced, understand how microphones work, completed a sound check, and are confident in their presentation.

· While gearing up to demonstrate how the Magic of Relay can carry into each and every event in our division, consider having a pep talk with staff and Summit volunteers!  The pep talk should be fun and energize the group!  Keep it short, to the point, and make sure everyone leaves excited for the main event.

· At Disney World there are signs to remind staff they are about to go on stage to a magical world, we want our Summit planning team to leave with the same idea. Keep in mind that we are putting on a "show" -everything is part of that giant stage. The audience should only see the finished product, not the chaos behind the scenes.

· Every team member is responsible for good quality service and we should be proud of the service we are providing.

· During Regional Relay Summit have volunteers and staff snapping pictures.  You may even want a dedicated photographer.  At the end of Summit, consider showing a farewell slideshow. Post the pictures on Facebook, Picasa, or another online gallery to remind volunteers of their wonderful experience at Regional Relay Summit.  You can even have a “photo studio” where photos are printed and hung; participants can purchase the photo of their choice for a small donation!

