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RELAY FOR LIFE

1000 Day Journey/3 Year Plan 


WHAT: 

Hold a “Leaving a Legacy” brainstorming session

Recommend 2-3 hours (with pre work done/before the meeting) with team building activities, fun, food and focused work!

WHO:

Who Plans the Meeting? 

Chair and Vice chair should meet with their staff partner to prepare for the planning meeting and to distribute the prep work

Who do we invite? (This will become an honored invitation)

Invite key individuals to attend:

· All Committee Members

· Top 10 Team Captains

· 3-5 Survivors

· Top 3 Sponsors/Corporate Teams

· Staff Partner

Who leads the Meeting?

· Chairperson

· Vice Chairperson

· Staff Partner (if volunteer is not available)

WHERE: 

Location in the community

WHEN: 

A time convenient for the committee.  Ultimately this should be a part of the planning 

process in the fall prior to your event.

HOW ARE WE GOING TO GET THERE? 

· Do your prep work before meeting.  This will allow you to come to with all the knowledge you need to dive in.  

· Answer the questions attached to help you decide your action plan for each area and/or perform SWOT (Strength, Weakness, Opportunity, Threat) analysis
· Take goals from the chart and input them in the 1000 Day Journey chart and submit by end of fiscal year

Follow Up after the planning meeting:

· Report findings and information from the planning meeting  and hand out copies of “the plan” 

· Send a thank you note to all who participated

· Follow up with all individuals who expressed interest in serving on committee/taking a role

· Meet and social contract with committee members/chairs

· Finalize tasks, assignments and timelines

	Event Name:
	

	Event County:
	

	Staff Name:
	

	Chairperson Name:
	

	Report Date:
	


Overall Goals

	WHERE WE STAND NOW
	WHERE WE WANT TO BE

	

	
	2011
	
	2012
	2013
	2014

	# Teams
	
	# Teams
	
	
	

	# Returning Team
	
	# Returning Team
	
	
	

	% Returning Teams
	
	% Ret. Teams
	
	
	

	# New Team
	
	# New Team
	
	
	

	Team $ Avg.
	
	Team $ Avg.
	
	
	

	# Survivors
	
	# Survivors
	
	
	

	# Sponsors
	
	# Sponsors
	
	
	

	Sponsor $
	
	Sponsor $
	
	
	

	Net $ Raised
	
	Net $ Goal
	
	
	

	Expense Ratio
	
	Expense Ratio
	
	
	

	# Luminaria
	
	# Luminaria
	
	
	


Priority Areas for Upcoming Year (SWOT Analysis)

· What are the major areas that you will be focusing on this Relay season?

· What are the problems from last year that need to be resolved/addressed this year (or next)?

Leadership Development

Before the meeting:

Tools:


· Division recommended Committee Structure

· Event current Committee Structure (Who they are and What position they hold)

· Committee Position Descriptions

· Committee Assessment

· Develop Dream list of Committee 

During the meeting

Please attach a current committee List

· How many active Leadership Committee members did this Relay have?  How many do you feel are necessary for this Relay?

· What sub-committee structures do you have in place?

· How many years has your Chair been in place?  Is there a Co-Chair?  What is the transition plan?

· How many new volunteers are on this year’s committee?  Are the cancer survivors on your committee?

· Who are the team captains/participants that would be interested and qualified to move into a committee role?

· Does this RFL have any potential Task Force members? Who?

· How do you recognize your committee members?

· How are you keeping the committee fresh and energized?

· What is the relationship between you and you chair/co-chairs (communication, frequency of meetings, relationship dynamics)?

· Describe the committee members and how their strengths make them right for the positions they hold.  

· Do we know why each one of the committee members Relays?  

· What is your plan to recruit new committee members and fill in all the holes where it is lacking?  

1) Do you have a contingency plan in place in case your event chair leaves?  

2) How are you grooming new volunteers for leadership positions?  

3) How do you ensure all of your committee members understand their roles and responsibilities? 

Survivorship Development

Before the meeting

Tools:


· Survivor Data

· Community Population

· Current survivor / caregiver activities

During the meeting

· Describe your survivor committee and subcommittee along with their roles and responsibilities.  

· What is your promotional plan to recruit new survivors?  

· How are you converting these Survivor’s Lap participants into Relay participants and ACS volunteers?  

· How are you communicating with your survivor’s year-round?

· Who do you need to be working with to make reaching your survivorship goal a reality?  What is your plan to do so?

· What was your survivor involvement goal?  Did you meet your goal?

· How did you capture survivor data?

· What is your follow-up plan for building relationships with survivors?

· What % of survivors are recruited for other ACS opportunities?  What type of opportunities?

Team Development

Before the meeting

Tools:

· Audit Report (List of teams from the all of the previous years with Team contact info)

· Growth planning tool

· Community Profile

· Wheel and Mapping (Recruitment Wheel and Relayville)

· Develop list by using the following sources:

· Work with Team Development Committee resources

· Chamber of Commerce List

· Telephone book

· Library reference books (i.e. Dunn & Bradstreet)

· Internet sites by zip code

· Mission Delivery tools/resources

· School District books

· Church Directory

· College/University guidebook

· Reality based goal setting

During the meeting

· How are you making Team Recruitment and Retention the focus of EVERY committee meeting?  

· Do you have a goal set for the total number of teams participating, and is it high enough?  

· How are you helping your veteran teams increase their team averages each year?  

· How are you educating your new teams, or do they feel left out in the cold (do they know all the details, have all the information, feel a part of the event)?  

· How do you ensure that all team members are informed even when their team captain does not share the information?  

· What happens when a team captain leaves – is there a process in place to contact anyone else on the team to take over? 

· Who do you need to be working with to make reaching your team goal a reality?

· What is your new team recruitment goal? What is the recruitment plan?

· What is your team retention goal?  What is the retention plan?

· Describe your Team Development committee.  Is it representative of the community?

· Where do your teams come from?  Have you done a mapping exercise?
· How do you confirm official teams?

· When was the Kickoff held?  What is the plan for this year?

Team Development continued

· When are Team Captain Meetings held?  How often?  What is the agenda?

· Are Team Captains asked “Why Do You Relay”?

· What type of recognition does this RFL use for teams, team captains?

· What type of team mentoring does this RFL have? 

· How do you communicate with teams year round?

· Who are your Top 10 teams?  Top individual fundraisers?  Why do they each Relay?
· What does your committee do to build relationships year round?

Fundraising Development

Before the meeting

Tools:

· Report of Sponsorship

· Luminaria #

· Online fundraising information

· Onsite fundraising (% of teams)

· Individual fundraising 
· Team fundraising

During the meeting

· List your sponsors from last year and amounts they gave.

· Who do you need to be working with to make reaching your sponsorship goal a reality? What is your plan to do so?

· What is your gross income?  What is your expense ratio?  What is your net income?

· What are the Team and Individual Fundraising averages?

· Does this RFL participate in the Fundraising Club? 

· Does this RFL utilize the incentive prize program? 

· Does this RFL utilize the Grand Club?

· How do you share best practices in fundraising with team captains and team members?

· How does your committee share and utilize the Team Fundraising Guidelines?

· How do you teach your participants how to fundraise?

· How is ‘Where the Money Goes’ shared with the teams & participants?  

· Does this RFL strongly encourage the $100 per person fundraising goal?  If so, how?

Event Development

Before the meeting

Tools:

· Entertainment and Activities Schedule

· Logistics History/Plan

· PR/Media History/Plan

· Expense Ratio (Budget information)

During the meeting

· What are you doing to ensure a great overnight event for the participants?

· Does this RFL have an effective Sounds System plan in place?
· Please describe your plans for the Luminaria, Survivors, Opening, and Closing ceremonies?
· What are you plans to ensure a solid event even if the weather is bad this upcoming year?
· What year round activities do you have?  What is the participation rate?

· How do you involve caregivers in your ceremonies?

· How do you involve teams in activities?

· What activities does this RFL have?  Are they throughout the night?  How are they communicated to all participants?
· Do you use event evaluations?  What type and how is it distributed?  How does your committee use this information?

· Please list any logistical and/or site changes from last year

· What are you doing to ensure that cash donations are captured and reported to Shared Services (including luminaria)? 
Mission Delivery

· How is mission delivery incorporated into your campaign?

· Is ‘Where the Money Goes’ messaging incorporate d into every volunteer touch?  At every Team Captain Meeting?  At every Committee Meeting?  Into every e-mail communication?  

· Why Do They Relay?  Is this incorporated into all aspects of the Relay experience?

___________________________Development

Action Steps Chart

	Brainstorm/Questions
	Action Steps
	Who
	When
	Assigned To
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