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FOR LIFE





Creating the Magic of Relay: Hints and Tips for Registration
The concept for the decorations at Summit is to focus on the Magic of Relay by attending to all of the details!  

Before Summit
· Make sure to purchase all items on the registration shopping list
· Recruit enough people to be at the registration table the day of Summit

· Make sure to have plenty of signage to clearly mark registration

· Organize the packets making sure that everything is included in the packet to easily pass out to each participant.  Packet contents:

· Non-woven grocery tote

· Calendar notebooks

· Note pad

· Pen

· RFL Binder

· Handouts

· Saturday Agenda (Friday agenda on tables)

· Action planning worksheet

· QOL Handout with local services and who to contact

· Regional Council Topic Calls flyer

· Research for your specific state flyer

· Pacesetter criteria

· $100 T-Shirt Challenge flyer

· Grand Club flyer

· Incentive and other recognition program flyers

· Make name tags for each individual and file them by last name

· Make sure you order special name tags for top fundraisers ($2,500+) and special lanyards for your Pacesetters, all to be given at registration.  (Order from Turnkey, see shopping list)
During Summit
· Organize the registration tables by last name and divide them out depending on how many are attending.  The bigger the Summit, the more tables you will want to have to make it run more smoothly.  (For example: A-J, K-P, Q-Z)
· Make a simple balloon arch or columns to go over the registration area.
· When participants come up to register, greet them with a smile, give them their name tag and packet of information.
