BACK ON TRACK – KEY ELEMENTS TO EVENT SUCCESS
SPONSORSHIP
1. Sponsorship asks happen in the fall
a. Companies make giving decisions in the fall.  Asks that happen after January are guaranteed to be smaller if the company is still able to give.
2. Enough sponsorship to cover all expenses.
3. Sponsors have teams
a. Having teams ensures employee buy-in to Relay.
b. When corporate giving decisions get tight, companies tend to support what their employees support.
4. Sponsors serve on event committee
a. Same points as number three
b. Sponsors can help in many ways (i.e. postage, inkind, cash) 
5. Sponsorship levels increase as event grows in size.
6. Sponsors receive post event report and 2 – 3 touches over the year.
a. Taking care of sponsors ensures that they stay committed to the event.
SURVIVORSHIP & CAREGIVERS
1. Survivors & Caregivers on committee and teams

a. Events with 20% or more of the survivors/caregivers in the celebration lap engaged with the event have vibrant growing events.

2. Survivorship/Caregiver goal met or exceeded
a. Work year round on recruiting survivors/caregivers to the event. 

3. Strong survivor & caregiver celebrations

4. Engage survivors & caregivers year round.

a. Survivors & caregivers who help deliver the ACS mission will ensure that more people use the programs provided by ACS.

b. Assist with team recruitment and recognition.

5. Survivors & caregivers thank teams and sponsors

a. Walk around to the campsites.

b. Attend post event meetings with sponsors

c. Send personal notes

LEADERSHIP
1. 2 – 3 new committee members in leadership roles
2. Leadership committee member live AND work in the relay community.

3. Committee meetings are fun, inviting for new members, and last one hour.
a. The number one reason a new volunteer does not return is that the meetings run to long or are more like a family reunion.

4. Have a succession plan and changes key committee roles every two years
a. Events that train event chairs two years in advance continue to grow each year
4.  Have a plan for transferring information from year to year.

5.  Welcoming environment for new people.
a. Is your committee open to new ideas? Do new people leave with an understanding of their role? Does someone follow up with new people?

TEAM DEVELOPMENT
1. Event has dedicated volunteers for recruitment and retention
2. Event has well attended team captain meetings
a. Does the team development chair run this meeting?
b. Does the meeting have a party feel?
c. Are fundraising ideas shared?
d. Are past successful teams asked to present?
3. Event has a team mentoring plan 
a. 4-5 touches year round to increase retention
4. Team averages for the event increase year after year
5. Event has a team captain celebration day of event
a. Teams can register day of event for the next year (The less time that the committee has to spend recruiting existing teams back to the event, means more time to recruit new teams to the event.)
6. Team captains feel recognized by committee members and staff on multiple occasions
7. Team development chair tracks fundraising progress throughout the year.
TEAM RECRUITMENT

1. Have dedicated volunteers on the team recruitment committee who have time to work the community throughout the year (lunch and learns, approaching local businesses to have a team, etc.)

2. Set team recruitment strategy in the fall and develop a tracking system

3. Most recruitment happens prior to kick-off

4. Utilizes the team recruitment wheel/brainstorming wheel so that all areas of the community are represented

a. Team recruitment wheel is available on rfl.org

FUNDRAISING
1.  Goals are set for the event, teams and participants.

2. Goals are communicated to others.
a. Committee, captains, participants should all know goals

b. Benchmark and celebrate achieving goals along the way

3.  Have a fundraising chair

a. To coach teams how to fundraise

4. Track income pre-event

a. Plan to be at goal by bank night.

5. Fundraising is taught at team captain meetings
a. Share ideas that work

b. Recognize fundraising efforts

6. Promote team and individual Fundraising Clubs

a. The individual Fundraising Club program is not an expense to the event, but rather an investment.   Events that use the individual fundraising club program raise more money than events that do not.
b.   Make sure that the Team and Individual Fundraising Clubs are promoted at team captain meetings and not just an afterthought.
DAY OF EVENT
1. Activities are different each year and fit the profile of your event attendees
a. Keeping everything the same means that a team could miss a year and not feel like they missed anything.

2. Event and campsite themes are utilized
a. Events that have themes stay vibrant year after year

3. Ceremonies

a. Opening:  should be a celebration atmosphere
i. Keep short and fun!    There is plenty of time to recognize others.

b. Luminaria = EMOTIONAL atmosphere

i. Don’t be afraid to try new things.  Many events have success projecting names/pictures and bringing in choirs.

ii. Allow individuals to walk silently around track to be near their loved ones names.

iii. Make sure to change it!  No one wants to hear the same songs and singers year after year.

c. Fight Back:  should inspire participants time to make a year round pledge

4. Entertainment and games
a. Have entertainment and games for all age groups

b.  Games and activities take place throughout the night with multiple things happening at once

c. Involve teams by asking them to host an activity

d. Tie in the mission

5. Encourage onsite fundraising

a. Adds to the day of event activities

6. Sound systems
a. Impacts the entire Relay experience

b. System is spread throughout the venue, not centered on stage

c. Coach your speakers to hold the microphone twice as close to their mouth

d. If participants can't hear the announcements or activities taking place, they can feel lost and might not return next year

COMMUNICATIONS
1. Have an internal and external plan

a. Internal = committee, teams, team members, survivors, sponsors

b. External = local community in general

2. Utilize Relay Online site 

a. Send email blasts to keep participants informed

b.  Keep the site refreshed so participants have updated information.

3. Have a PR/marketing committee

4. Ensure there is a LOT of signage in town, on the way to the site, at the event site.

5. Use a variety of communication strategies such as print and social media.

