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What is Relay University?
Relay University is a leadership training program with standard training for all Relay For Life event committee chairs and subcommittee members. It is the Division’s opportunity to provide each and every Relay committee member an opportunity to learn, share best practices and feel empowered and motivated as they head into the Relay season.  The program includes networking opportunities, breakout sessions covering a multitude of topics, and the perfect place to network, plan and brainstorm!
Content and curriculum for Relay University includes topics for the following leadership roles, subcommittees and more:
Event Chair & Co-Chair
Team Development    
Survivorship
Logistics 
Publicity & Marketing
Activities & Entertainment 
Sponsorship
Mission Delivery
Advocacy
Luminaria 
Accounting, Registration & Data Capture
Online
Food & Beverages

The Audience

Prior to the Relay University, the GW Division hosts a Leadership Summit.  At this Summit, Event Chairs and Team Development Chairs are charged with going back to their communities and recruiting their sub-committee chairs for the local Relay University.  Their “call to action” is to recruit their committee and encourage them to attend the local Relay U!  
Note: Staff and RFL councils may decide to invite only sub-committee chairs or all committee members to Relay U.  
We again encourage you to invite your “Top” Team Captains and all other team captains to the local Relay U.  A training session is being developed for team captains this year to teach them communication skills, to be better leaders for their team, provide successful methods for fundraising and more!  Inviting team captains to Relay U provides: 
· a wonderful recognition opportunity at the regional level   
· a recruitment opportunity for committee development
· an opportunity for them to share terrific fundraising activities

· specific team captain training to empower and motivate 

Team Captains make great committee leaders!  As a market, work with your staff leadership and councils to determine the criteria for which Team Captains should be invited and recognized at your Relay U.  Be sure you invite all teams including:

· 1-3 Top Team Captains from each Relay event in your market
· The Top 10 Fundraising Teams overall within your market

· Any Team raising over a determined value (For example, smaller markets may set this value at $5,000+, larger markets at $10,000+).

First Step – Set a Date
Lead staff and Relay volunteers will establish a date for the Relay U.  The date should be early enough to impact the outcome of the 2009 Relay season and late enough to provide you with time to coordinate all of your planning.  The Division Leadership Summit is September 19-20, 2008. Any weekend in October thru early December would be a great time to host a Relay U.  
Next Step - Secure a Location

Finding a location for your Relay U should be the next step.  Geographic location is key - choosing a location that is central and conducive to driving (for most attendees) is important. The overall Division goal for Relay University is to provide enough locations throughout our 12 states that a majority of volunteers can drive “in and out” in one day without incurring airfare charges. 
Whether you are planning for a larger Relay U with hundreds of attendees or a smaller training with less than a hundred attendees, finding a location with enough meeting space is important.  A hotel may be your best option.  For larger Relay U’s with 100 or more in attendance, hotels offer the convenience of meeting space, audio-visual equipment, food and beverage service, as well as sleeping rooms, if needed.  For smaller Relay U’s with less than 100 in attendance, local conference centers, large worship facilities or community colleges may also be an option.  Either way, chose a location that will best meet your needs!  For helpful hints on working with hotels, see information in the Working with Your Hotel section of this guide.

NEW SERVICE!!

For larger Relay U’s (100+) there is a new resource service available to assist you in booking your location.  The Training Department will search for the location, contract with the property and handle all administrative duties associated with the search.  Having someone else negotiate and work with the facility will save you time, allowing you to work on other aspects of your Relay U.  Please refer to the appendix for the Request for Hotel Sourcing form for site selection help. 

Recruit & Empower a Planning Committee

Planning a Relay University is a team effort – not that of the staff alone.  Identify lead volunteers along with Council members and other staff in your area to help plan and facilitate the Relay U.  As with Relay, recruit your committee, give them a plan and EMPOWER them to get the job done!  Here are suggestions on sub-committee chairs you may want to consider:  

· Over-all Chair (supported by the Relay Lead) – responsible for the oversight of all Relay U planning activities.  

· Breakout Sessions – responsible for identifying, recruiting and supporting all presenters for the Breakout Sessions

· General Sessions – responsible for identifying, recruiting and supporting all presenters for the General Sessions

· Logistics – responsible for working with the facility on meeting space and set up requirements, food and beverage needs, overnight stays if applicable and AV equipment.
· Registration – responsible for creating and maintaining a registration list, mailing of invitations, on-site registration, creation and compilation of registration packet materials the day of Relay U.
· Theme & Decorations – responsible for the theme and decorations, ordering and coordination of giveaways and all decoration supplies.

Here are some helpful hints on where to find these leaders for your planning committee:

· Regional Councils - these volunteer leaders are waiting to be asked, wanting to make an impact, and ready for a leadership opportunity! 

· Strong Volunteers at the Local Level – these volunteers have proven to shine at their local event and may love the opportunity to be involved with training on a larger scale.  

· Event Staff – Passionate RFL staff, working for the growth of this program would make great planning committee members.
Relay University Theme

The Division Leadership Summit uses a theme each year to enhance the learning experience and make it fun for all.  We encourage you to “borrow” theme ideas for your Relay University. Previous Leadership Summit themes have been quite creative, inspiring, and just plain ole’ fun!
Send “Save the Date” Invitations and Follow-Up
Save the Date  

Once the date and location are secured, we encourage you to send out a “Save the Date” email.  Volunteers like to mark their calendars well in advance when they have such busy work and family schedules.  A “Save the Date” E-vite is located on the Link in the same folder location as the invitations.

Send Invitations

When it is time to send invitations, plan to invite all Relay committee members and top team captains from the events in your area.  For those markets opening up their Relay U to surrounding regional areas, please be sure you are coordinating your invitation list with the respective Relay Lead and/or person responsible for the planning of that Relay U.

As RSVP’s start rolling in, we encourage you to lead the charge in getting as many volunteers to the Relay U as possible.  Some sort of follow-up to your invitation is a must.   

Suggestions for Follow-Up:  

· For those who do not respond, ask council members and event staff to give committee members a personal phone call and encourage them to attend.   

· As the date approaches, send out fun emails with exciting Relay U information and tidbits.

· Assist with travel arrangements and car pools to encourage a larger attendance from each Relay event.

Resource:  
Invitations can be customized and are available in these formats:  
· Generic Relay U invitation to be printed and mailed in an envelope

· Generic Relay U electronic invitation 

· Themed invitation (same as the GW Leadership Summit) in electronic version

· Themed invitation to be printed and mailed in an envelope


Invitations can be found on the Link:

Under “Inside this Community” click GW Relay For Life.  On the GW Relay For Life page go to GW Relay For Life Documents > GW RFL Training and Communication Resources > GW RFL University Resources.
Ideally, invitations are sent out a minimum of one month in advance of the Relay U to allow time for volunteers to mark their calendars, RSVP, plan for travel schedules and for you to coordinate the final logistics.
Review the Agenda
Two agenda formats are being created this year.  A regular format and one for smaller Relay U’s to accommodate volunteers who may be the only subcommittee chair represented for Logistics, for example.  

Take a close look at each piece of the agenda so you are familiar with the day’s activities and focus.  Pay particular attention to the breakout session topics and general sessions focus.  Work with your committee to identify and secure presenters who can train on these topics and deliver the messages.

Support Materials Provided by your GW Training Department
	Topic
	Description
	Provided by the GW Training Department


	Date

	Overall Relay U Agenda
	Format of day’s schedule & activities 
	Draft Agenda for Relay U

Final Agenda (if any changes need to be made)
	June 23
July 1


	General Sessions


	Topics of interest, ACS updates and special speakers.
	Final Recommended General Session Outline (in Relay U agenda)

Full Presentations & Speaking Notes

Pre-recorded Calls for Presenters


	July 1
Aug 5
Aug 5

	All Breakouts
	Training session and workshops for RFL committee positions
	Detailed Facilitator Guides with Handouts

Pre-recorded Information Calls for Presenters
	Aug 
Aug 15

	Division Presenter Offered to You 
(for larger Relay U’s)
	Strong volunteer to deliver training topic, providing interactive sessions for attendees
	1 Training Task Force Member to serve as key presenter

1 Online Specialist to serve as key presenter
	Aug 15
Aug 15


	NEW! Regional Training Specialist
	Content presenter, specialist on Relay U, TCU, contribute to training content, review facilitator guides.
	Conference call – walk specialist through their role as it relates to Relay For Life training
	TBD in June


Guidelines and Coaching Tips for Presenters
This is a valuable resource guide for presenters as they prepare to address volunteers at the Summit and Relay U’s.     A few featured topics are:

· Knowing the needs of your audience

· Top training tips

· Adult learning styles

· How to practice and prepare yourself to be an effective presenter

The Detailed Presenter Guide includes, speaking notes, group activities, flip chart text and instructions, handouts needed and questions to ask during breakout discussions to encourage audience participation.
Please provide all presenters a copy of this document will provide tips and guidelines for our presenters who will be conducting breakout sessions at the GW Leadership Summit and Relay U’s.   
Guidelines and Coaching Tips for Presenters is located on the Link Under “Inside this Community” click GW Relay For Life.  On the GW Relay For Life page go to GW Relay For Life Documents > GW RFL Training and Communication Resources > GW RFL University Resources.

Secure Presenters 

There is a minimum of 17 breakout session topics as well as a variety of general session messages.  Please work closely with your planning committee to identify and recruit lead Relay volunteers and staff in your areas to present on these topics.  If you are having difficulty in identifying presenters for key presentations or breakouts, please contact Linda Beslanwitch for assistance.  
Remember, for larger Relay U’s we will try to provide a Training Task Force Member and Online Specialist to serve as key presenters during breakouts and/or General Sessions.  This depends on availability – please note this request when sending in your budget estimation or site selection form. 
In securing KEY presenters, please keep these skill sets and characteristics in mind:

	Topic
	Ideal Candidate
	Presenter Skill Set

	Relay University  MC 
	Council Chair or member 
volunteer preferred, not staff
	Motivator, great communicator

	General Session – State of Relay
	Market VP, Executive Director or  RFL volunteer
	Good speaker, enthusiastic about Relay

	General Session – Mission & Advocacy
	Advocacy/Mission volunteer and/or Advocacy staff
	Knowledgeable about Advocacy issues and Mission focus for 2008

	General Session – 

Motivational speaker
	Strong RFL volunteer, possibly a Division volunteer leader
	High energy, positive, upbeat and passionate about ACS

	Managemyrelay.org
	Council member or staff trained by Community Engagement Research and Development Department
	Very knowledgeable about MMR.org and is trained appropriately to explain program

	General Session – Closing Speaker
	A survivor, caregiver, someone touched by Relay, someone touched by our services
	Willingness to share their story.  Willingness to inspire & thank audience.

	Event Chair Breakout
	Strong staff/volunteer partner – 1st choice

Strong staff  OR volunteer – 2nd choice
	Understands purpose and value of committee training.  Can create buy-in and enthusiasm to target audience. 

	Team Development Breakout
	Strong staff/volunteer partner – 1st choice

Strong staff  OR volunteer – 2nd choice
	Person with event income and new team growth success.  This presenter needs to be a great communicator and understand the importance of team retention, overall understanding of Team Development.

	Team Captain Training Session
	Council member & staff OR Training Task Force member – 1st choice

Strong staff  OR volunteer – 2nd choice
	Person who has strong team development knowledge, experience working with teams, teaching fundraising strategies and Relay activities that result in successful teams.

	Cultivating Your Community Breakout
	Council member & staff OR Training Task Force member – 1st choice

Strong staff  OR volunteer – 2nd choice
	Person who has strong people skills, successful in building relationships, experience in recruiting sponsors, teams and volunteers in the community.


Determine Workshop Needs

Handouts 

Training handouts will again be included in the RFL Committee Guidebooks. Inserting these worksheets in the guidebooks was extremely successful last year and volunteers and presenters liked the training materials at their fingertips. These will be used as an interactive component in each breakout session.  Presenters will be exercising hands-on activities using these worksheets in the classroom.  Feel free to use or develop other handouts if the ones provided by us do not meet your needs.  
Presentations

The GW Division Community Engagement Training Department will provide you with presenter guides for each of the breakout session topics.  We will not provide PowerPoint presentations for the breakout sessions.  However, PowerPoint presentations have been developed by our GW Training Task Force for use in designated breakouts.  Many presenters are more comfortable utilizing handouts and flip charts for their presentations rather than using PowerPoint.  With smaller breakout sessions (less than 50 people) it may not be conducive to use PowerPoint.  If a presenter wants to use PowerPoint for topics that are not included in the facilitator guide, they will need to create it themselves.  The GW DIVISION Community Engagement Training Department will provide you with appropriate PowerPoint presentations for the general sessions.  

Audio Visual Equipment & Room Set-Up 

Work closely with your breakout session and general session presenters to determine their room set up and AV needs.  Communicate these needs to the hotel. 
Room set up styles conducive to breakout sessions are:

· Theater seating – chairs only

· Classroom – 6 ft school tables with 3 chairs per table

· Rounds – rounds of 8 or so – great if you are having group activities

· Head table with chairs for presenters

· Flip chart set up – easel, pads & pens

· CD player – always great to have music playing while people enter

Room set up style conducive to general sessions:

· Rounds of 8 or 10 with water, candy and pen/pad service pre-set

· Stage/risers at front of room with podium, wired or wireless mic/s

· One/two large screens

· One/two LCD projectors – you will need mixer (work with the hotel)

** Please see Room Set Up Styles in the Guidelines and Coaching Tips for Presenters located on the Link.
Note:  LCD projectors are expensive to rent from the hotel.  If a breakout presenter would like to use PowerPoint, please arrange with the local ACS office to use their projector(s) on loan.  You will need to rent a screen and AV cart for the set-up.  Where projectors are limited, please plan to use only in the general sessions room.

Relay University Logistics: 
Hotel, Audio Visual, Food and Beverage, Travel Management, and more 
Working with hotels can be intimidating. There is no need to worry about this part of the process. Below you will find tips, information, and guidelines to make your negotiations an easy task!

Remember – a new service is available to you in making hotel & site arrangements for your Relay U.  Please refer to the appendix for the Request for Hotel Sourcing form.
Selecting a Hotel or Location

· Once you have determined that a hotel is your best option for the meeting, work with them to negotiate on the sleeping room rate, food and beverage charges, etc. Do not be afraid to ask for the moon. 

· In general, overnight stays are not a requirement for most Relay Universities. However, in cities where air travel is necessary, hotel venues are expected. Just remember that you are expected to be good stewards of donor dollars. Use the budget tool provided to forecast your charges. 

· Hotels may provide a discounted rate (state rate, non-profit rate) for sleeping rooms – you just need to ask. 

· Be assertive – ask for the room rate that is within your budget. 

· If you are not having luck with local sales staff with hotels, utilize the National Sales contacts that the ACS has with many hotel brands. Contact Jennifer Otersen for more details (Jennifer.otersen@cancer.org.)
· The American Cancer Society is tax-exempt in many GW cities. In the Finance section of the Link, you will find tax-exempt certificates for Arizona, Nevada, Colorado, and more.  Check it out – do not pay sales tax if you don’t have to. This applies to hotels, food and beverages outlets, etc. 

· If you are using the hotel for food and beverage, much of the meeting room space should be complimentary. If not complimentary, the charges should be minimal. Ask that the room rental be waived if you are using the property for sleeping rooms and/or food and beverage. 

· If the hotel does not have enough meeting room space for you, inquire about large suites, staff meeting rooms, etc. Get creative. Again, do not be afraid to ask and think outside of the box. 

· Ask for the concessions that are important to you – amenities for your VIPs, complimentary sign easels, complimentary use of health/fitness facilities for all participants, etc. 

· ALL HOTEL CONTRACTS should be routed through Finance for signature. Once your location is secured and the contract negotiated, email the contract to Mary Jane Hill (mary.jane.hill@cancer.org) and she will obtain appropriate signatures. 

Audio Visual
· Hotels will typically give a standard 25% discount on your AV needs – you just need to ask. If they do not offer or agree to this discount and your AV total is at least $1500, you may utilize our National agreement with Presentation Services Audio Visual (PSAV).  They service many of the Division’s largest meetings, are located within many hotels, give great service and have agreed upon rates with the ACS. There is nothing to negotiate with them – the rates and discounts are set.  The discounts are very fair and competitive.  The National contact person for PSAV is Blanca Brenes, 407-654-1299 or bbrenes@avhq.com. (PSAV gives the Society an annual rebate of 5% of all sales.)

· If you bring your own LCD projector and it ends up not working with their equipment, hotels will sometimes rent you one for considerably less than their standard fee. However, it is encouraged to seek local ACS office equipment first. 

· If you have more than 100 people in the general session room, plan to secure a screen package with the hotel.  If you plan on 150 or more people, you may need two screens off set from your stage area.

· Many hotels have pipe and drape set up for free or inexpensively with a screen package rental.  Pipe and drape will provide a professional look for your general session rooms.

· Do not sign a contract until you have had the opportunity to review and negotiate down any “unreasonable” fees.  Once you have signed a contract, it is difficult to go back and renegotiate. 

Food & Beverage

· If you want a formal lunch with a general session program, plan to provide a “sit down” meal. Typically they are not much more expensive.  Have the salads and desserts preset to expedite the service. Chicken dishes are usually the least expensive on the menu, yet still tasty. 

· Please remember that your budget is approved by the Community Engagement Team Leadership – order meals and items reflective of a “tight” budget, i.e. no lobster, steak, fancy entrées or desserts. 

· Hotels require Banquet Event Orders (BEOs) giving them the details of your event.  A sample set of orders is attached.  These orders should be sent to the hotel at least three weeks prior if possible.  

· On site, be sure to let the head wait staff person know when you want servers to exit the room.  Otherwise, the staff will continue to clear lunch and dessert plates while your program is in session. This can be very distracting.

· If you feel a beverage break is appropriate for your Relay U – consider having just a soda/coffee break set up.  Ask for a “use only” fee or on consumption so you are only charged for each item used rather than by the head count for your meeting. This information should be clearly noted in your BEOs. 

· Bottled water at hotels cost from $1-$5 per bottle.  A can of soda will run anywhere from $1.50 to $2.50 a can.  You may find a hotel that will provide you with a beverage and snack break for a little more than what you would pay for a beverage break alone.  Consider your options and needs and make arrangements appropriately. 

· Hotels do NOT allow you to bring food and beverage from outside the property. Fines may occur.  It is not worth the fine – please do not do it.  Candy on the tables and other “decorative” items are fine. 

· Instead of providing bottled water during the break, ask to have it preset on the tables in the general and breakout session rooms.  It is free that way!

· Most hotels will set water service, candy, pads & pens free in meeting space.  You just need to request the service. This can be included in your BEOs. 

Travel

· As with sleeping rooms, the GW Division Community Engagement Training Department does not anticipate many airfares associated with your Relay U’s. We do understand there are exceptions to the rule. The sample budget accounts for only mileage reimbursement at the standard rates for volunteers and staff.  When using your sample budget tool, you will want to estimate the number of attendees and the cost per person for mileage reimbursement, as well as that for airfare.

· If your meeting has over 40 people, it is encouraged that your air travelers use our corporate Expedia account to book tickets. An Expedia account will be set up for your Relay U if you note this on your budget approval sheet. A member of the Community Engagement Team will contact you once the budget is approved. 

NEW!!  Relay University Registration 
Registration for Relay U staff and volunteers will be an online process this year.  More detailed information will follow in the coming weeks.  Stay tuned!!
Relay University Budgeting and Financial Planning 
The GW Division Community Engagement Team covers the costs of your Relay University. Because each Market is different, their budgetary needs will be different.  Each market is encouraged to be aware of the costs associated, use the tools given to stay well within your submitted budget, and be stewards of our donor dollars.  
Budget Codes

The budget codes for your Relay U are as follows:

· Hotel, air travel, mileage


GW DVTR RFL 04
 51204

· Meeting supplies, food & AV 

GW DVTR RFL 04
 51100

· Misc. Materials 



GW DVTR RFL 04
 51010

Budget Worksheets
Sample budgets for large and small Relay Us are attached in the appendix. You are encouraged to use the tools and be aware of all expenses. 

Relay University: Volunteer Recognition Gifts and Giveaways 

The Great West Division believes recognizing and rewarding our key constituents is an important element of any program and many meetings. Without the commitment of our Event, Committee Chairs, and other volunteers the Division would not be positioned to accomplish our goals and objectives.  Providing these dedicated volunteers with gift of thanks is an essential piece of our overall Constituent Relationship Management plan. 

Frequently Asked Questions (FAQs)

Q.
Who pays for the gifts?

A.
Items are paid for by the Division in the Community Engagement Budget.  This is the same budget that covers the cost of all the Relay U’s. (They are not paid for at a Regional level.)  The lead should, however, consider that the amount does become part of the expenses for their meeting.
Q.
When should I give the items to my audience?

A.   Timing is completely up to you - feel free to discuss with your Committee.  Suggestions: A giveaway at registration, or a giveaway at lunch, or both at registration. You decide – they become your items. 
Q.
I understand we may opt to NOT use the gift items offered by the program.  Can we purchase things on our own?

A.
Absolutely!  If you choose not to use the RFL branded items provided, you may spend up to $4 per person for items.  Anything above that amount must be approved. 
Q.
Why should I utilize the gifts provided? Why not buy them myself?

A.
Research of our former three Divisions found inconsistent Relay U’s with a range from no gift or giveaway to those with high budgetary requests. By creating a standardized program, the Division is positioned to provide a consistent, quality program with budgetary controls allowing for overall cost savings for the Division.

The Division is able to negotiate lower prices through nationally-approved vendors for a variety of quality gifts because of larger volume ordering.  In addition, our nationally approved vendors are positioned to logistically facilitate a successful Gift and Recognition program for your events.

Research found most gifts or giveaways were decided upon and coordinated by staff and volunteers.  By providing a standardized program, the Division takes on this responsibility saving staff and volunteer time and allowing them to focus on the importance of the meeting, which is most certainly the content.

Q.
I haven’t seen the gift items available for me to order. How do I get them?
A.
Ordering information is below. 

	Giveaway Options

	Item
	Description
	Photo (samples)

	Notepad
	8 ½” x 11” lined notepad – branded with RFL watermark logo – purple lines on notepad

(photo with Relay branding not available at time of print. Sample photo only.)
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	Tote bag
	Purple and black tote bag – 28” shoulder straps for easy shoulder carrying – black with thick purple color block (stripe) at top of bag – RFL logo in center of bag.

(photo with Relay branding not available at time of print. Sample photo only.)
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Ordering Instructions

Ordering is easy.  

Just include quantity of items needed with your Relay University Budget.  Budgets due to Linda Beslanwitch by June 2, 2008.


Supplies
You will need supplies to make your Relay U successful.  You will need to have items printed (in-house if possible), candy for your breakout sessions, decorations, possibly RFL floor signs or other Relay signage, registration packet materials, name badges, etc.

** See Relay University supply check list in appendix. 

Resources and Support

The GW Division Community Engagement Training Department is a resource for you!  Here are ways we are here to support Relay University efforts:
· Provide funding to host your Relay University

· Provide a Relay University Planning Guide, agenda, breakout presenter guides, budget tool, and tips for getting started and working with your facility

· NEW!! Handle site selection for large Relay University events with 100+ attendees

· Request for Hotel Sourcing/Site Selection Assistance 

(Relay Universities with 100+ attendees)

· Industry Standards for Budgeting/Planning Purposes

· Relay University Budget Tool Worksheet

· Who, What, Where & When organizational worksheet

· Banquet Event Orders (BEOs)

· Relay University Planning Timeline Sample

· Relay University Supplies Check List

· Relay U Site Actual Expenses worksheet

· Provide the support PowerPoint documents and speaking notes for your general sessions

· GW Division Guidelines and Coaching Tips for Presenters guidebook

· Provide support presenter guides and pre-recorded calls for your General Session and breakout sessions

· Provide each event and staff person with a set of the new GW Division RFL Sub-Committee Guidebooks
· Provide Relay University invitations to print on your own (Word document for customization)
· Provide a Relay University E-vite sample invitation to send to your volunteers

· As always, one on one support to answer questions or review information

The GW Division Community Engagement Training Department will not be in attendance at all Relay Universities.  Many Universities are on the same weekend and our own travel and meetings schedules may conflict with your dates.  When available and appropriate, GW Division Community Engagement Training Department staff may be in attendance.  Please know that even if we are not there in person – we are there with you in Relay spirit!

Relay University Evaluations, Summary and Wrap Up

Relay University evaluations are an effective method for council members, volunteers and staff to give us their feedback on the Relay U event.    We all will make a concerted effort to ensure evaluation forms are collected and calculated for each Relay University.   One suggestion is to have your ACS administrative staff collect the forms, summarize the comments and provide a report to the GW Training Department.  If this service is not available to you in your ACS office, the GW Training Department will provide assistance to you and help you complete this process.  Nevertheless, the process of collecting data from our Relay U’s is a priority and the Training Department will be asking for results from all Relay U events.  
Relay U evaluation forms will be available and posted on the Link in May 2008 for easy access.
Wrap Up Calls

The GW Training Department will hold wrap up calls with the Income Leads/Income Development Directors following their Relay U event.  Calls will be scheduled in the fall with Linda Beslanwitch.  Leads/IDDs are encouraged to invite their Council Chairs to join this call, listening to their input and comments on successes and improvements of the Relay U.  

The wrap up evaluation form will be sent to the Relay Lead/IDD prior to their scheduled call.

APPENDIX

1. Relay University Planning Timeline sample

2. Request for Hotel Sourcing/Site Selection Assistance 
(Relay Universities with 100+ attendees)

3. Industry Standards for Budgeting/Planning Purposes
4. Estimated Budget Tool Worksheet for Large Relay U’s
5. Estimated Budget Tool Worksheet for Small Relay U’s

6. Who, What, Where & When Organizational Worksheet

7. Banquet Event Orders (BEOs)

8. Relay U Track Actual Expenses spreadsheet
9. Relay University Supplies Check List

Relay University Planning Timeline 

10-12 Months Out

· Decide on date 

· Send “Save the Date” 3mail
8-10 Months Out

· If Relay U is large (100+) submit site selection form to Community Engagement Team Training Department (Jennifer Otersen – jennifer.otersen@cancer.org)
· If Relay U is small (less than 100) send RFP out to venues

· Negotiate rates and concessions with properties interested 

· Ask chosen hotel for the contract 

· Send hotel contract to Mary Jane Hill for Finance signature (ALL hotel contracts should be signed by Finance) 

6-8 Months Out

· Submit Budget Estimation form to Community Engagement Team Training Department (Linda Beslanwitch – linda.beslanwitch@cancer.org)
45 Days Prior to Event

· Order supplies, giveaways, T-shirts, etc. 

· Send reminder - “Save the Date” email

· If Relay U expects 40 or more attendees, establish air travel account with Expedia.  

30 Days Prior to Event Date 

· Determine registration method (and air travel method if necessary) and send instructions in the invitations

· Send invitations, electronic or in an envelope
· Rooming list due to hotel

· Specifications due (BEOs) to hotel or venue (Set up, AV, F&B, & miscellaneous) 

14 Days Prior to Event Date 

· Signed Hotel orders returned to hotel 

3 Days Prior to Event Date 

· F&B (food & beverage) guarantee given to hotel 

· Hold pre-conference meeting or call with hotel staff to review your orders

5-10 Days After Event Date

· Hotel bill received and paid (copy Community Engagement Team on final hotel bill for budget tracking purposes)

4-6 Weeks After Event Date
· Complete Relay U wrap up form & send to Linda Beslanwitch 
· Schedule & hold wrap up call with Training Department
· Finalize Track Actual Expenses spreadsheet

GREAT WEST DIVISION RELAY UNIVERSITY
REQUEST FOR HOTEL SOURCING/SITE SELECTION ASSISTANCE
100+ PEOPLE IN ATTENDANCE
The following information is required in order for your meeting to be sourced for a location. All fields must be complete before the “sourcing” process can begin. Your meeting dates and locations should be final prior to submitting this request. 
MEETING INFORMATION

	Event Name:

	
	Comments

	Dates of Event:

	
	

	Alternate Dates (if any):
	
	

	Sponsoring Staff Contact:
	
	

	Contact Telephone Number and Email:
	
	

	Are your dates and locations final? Y or N
	
	


HOST HOTEL AND CITY INFORMATION

	Preferred City and State: 
	

	Two Alternate Cities and States:
	

	Hotel Preference (if any):
	

	Other Hotel Preferences? (i.e. room service, proximity to restaurants, in a metro area):
	


ATTENDEE AND PAYMENT INFORMATION

	Approximately how many total attendees?
	

	Are participants required to share sleeping rooms? If so, list exceptions.
	


REQUIRED FOOD AND BEVERAGE FUNCTIONS

(Please list the food and beverage functions you expect to have. This may help decrease your sleeping room rate at the hotel.)

	Date
	Start Time
	End Time
	Function
	# of PP

	
	
	
	Lunch?
	

	
	
	
	Morning Snack?
	

	
	
	
	Afternoon Snack?
	

	
	
	
	
	


REQUIRED MEETING SPACE

(Please list the meeting space you need.)

	Date
	Start Time
	End Time
	Function
	# of Rooms

	
	
	
	# of Break Out Rooms
	

	
	
	
	General Session Room
	

	
	
	
	Separate Room for Meals
	

	
	
	
	Office for Staff
	

	
	
	
	Relay Mall or Other Large Space
	

	
	
	
	Reception Space
	

	
	
	
	Other Space
	


Please return this completed form to Jennifer Otersen via email or fax – Jennifer.otersen@cancer.org or +1 770-529-8466.  You will receive a confirmation of receipt within 48 business hours. 

Great West Division – Relay University

Industry Averages for Budgeting/Planning Purposes
	Airfare

	Average airfare within Division (with Saturday night stay)
	$250.00

	Average airfare within Division (without Saturday night stay)
	$400.00

	**Note: Relay U planners are encouraged to consider locations where airfare is minimal.

	Hotel Sleeping Rooms (including tax if applicable)

	Hotel Industry “Primary” City (Seattle, Portland, Las Vegas, Phoenix/Scottsdale, Salt Lake City, etc.)
	$89-169.00

	Hotel Industry “Secondary” City (Eugene, Tacoma, Fargo, Anchorage, etc.)
	$79-119.00

	**Note: the room averages listed above cover the type of hotel within most Relay University budgets. Higher priced properties are available in each city, but use of those hotels is discouraged.

	Food and Beverages (including tax and gratuity)

	Continental Breakfast
	$21.50 - $33.00 per person

	Refreshment Breaks
	$8.00 - $15.00 per person

	Lunch
	$30.00 - $45.00 per person

	Dinner
	$65.00 - $100.00 per person

	Meeting Room Rental

	
	$150.00 - $800.00 per room per day

	Audio Visual Equipment (per day charges)

	Flipchart/Markers
	$30.00 - $50.00

	LCD Projector (2000 Lumens)
	$550.00 - $650.00

	LCD Projector (3000 Lumens)
	$700.00 - $850.00

	LCD Projector (5000 Lumens)
	$1,200.00 - $1,400.00

	Tripod Screen (5’ to 8’)
	$75.00 - $100.00

	Screen (6x8) with dress kit
	$120.00 - $160.00

	Screen (7.5x10) with dress kit
	$175.00 - $225.00

	Screen (9x12) with dress kit
	$225.00 - $255.00

	CD Player
	$55.00 - $75.00

	DVD Player
	$75.00 - $95.00

	Power Strip
	$15.00 

	Laser Pointer
	$25.00 - $35.00

	Microphone (Podium) 
	$40.00 - $65.00

	Microphone (Audience or Table)
	$30.00 

	Microphone (Wireless Lavalier)
	$140.00 - $165.00

	Overhead Projector Package
	$120.00 - $200.00

	Conference Phone
	$150.00 

	VCR & Monitor
	$165-$200.00

	Speaker Cue Light
	$45-$75.00

	Pipe & Drape
	$12-$20.00/foot

	Technician
	$50.00 - $75.00/hour with  5 hour minimum

	Ground Transportation

	Motor Coach (55 passengers)
	$115.00 per hour (5 hour service)

	Motor Coach (47 passengers)
	$115.00 per hour (5 hour service)

	Minibus (24 passengers)
	$63.00 -$75.00 per hour (4-5 hour service)

	Hotel Complimentary Shuttle Service
	FREE

	Parking at Hotel
	$10-$20 per day per person

	Office/Computer Equipment

	Laptop Computer
	$225.00 each per 24 hours

	21" Flat Panel Monitor 
	$200.00 each per 24 hours

	Copier
	$300.00 each per 24 hours

	Laser Printer HP 4200
	$150.00 each per 24 hours

	Scan Doubler/Scan
	$340.00 each per 24 hours

	Wireless air mouse
	$35.00 each per 24 hours


EXCEL Planning Worksheets
Large Relay U Estimated Budge Work Sheet

[image: image3.emf]Relay U LG Estimated  Budget Form.xls




Small Relay U Estimated Budge Work Sheet

[image: image4.emf]Relay U SM  Estimated Budget Form.xls


Who, What, Where & When Organizational Worksheet


[image: image5.emf]RU WWWW sheet  08.xls


Banquet Event Orders (BEOs)

[image: image6.emf]Sample Banquet  Event Order (BEOs).doc


Relay U Track Actual Expenses


[image: image7.emf]RU Expense Tracking  form.xls


Relay U Supplies Checklist

Decorations:

 FORMCHECKBOX 
 Helium Tank




 FORMCHECKBOX 
 Candy Baskets

 FORMCHECKBOX 
 Nozzle for Tank




 FORMCHECKBOX 
 Table Décor

 FORMCHECKBOX 
 Balloons





 FORMCHECKBOX 
 Balloon Weights

 FORMCHECKBOX 
 String

Office Supplies:

 FORMCHECKBOX 
 Scissors x 2





 FORMCHECKBOX 
 Extra Binders/Folders

 FORMCHECKBOX 
 Snacks





 FORMCHECKBOX 
 3-Hole Puncher

 FORMCHECKBOX 
 Directional Signs




 FORMCHECKBOX 
 Stapler

 FORMCHECKBOX 
 Pre-printed Paper (for Directional Signs)

 FORMCHECKBOX 
 Easels





 FORMCHECKBOX 
 Highlighters

 FORMCHECKBOX 
 Flipcharts





 FORMCHECKBOX 
 Tape/Velcro (for quotes)

 FORMCHECKBOX 
 Flipchart Holder




 FORMCHECKBOX 
 Ream of Paper

 FORMCHECKBOX 
 Markers





 FORMCHECKBOX 
 Pens

 FORMCHECKBOX 
 Masking Tape




 FORMCHECKBOX 
 Notepads

 FORMCHECKBOX 
 Post-It Notes





Other/Miscellaneous:

 FORMCHECKBOX 
 CD Players





 FORMCHECKBOX 
 Advil

 FORMCHECKBOX 
 CD’s





 FORMCHECKBOX 
 LCD Projector (local office?)
 FORMCHECKBOX 
 AA Batteries (for microphones)


 FORMCHECKBOX 
 Laptop/Charger

 FORMCHECKBOX 
 Clicker





 FORMCHECKBOX 
 List of Quotes (for session rooms)
 FORMCHECKBOX 
 Camera





 FORMCHECKBOX 
 Branding Gifts (attendees)
 FORMCHECKBOX 
 Screen





 FORMCHECKBOX 
 Podium Banner

 FORMCHECKBOX 
 2 Banners





 FORMCHECKBOX 
 Printer (local office?)
 FORMCHECKBOX 
 Roster of Attendees



 FORMCHECKBOX 
 Rooming List

 FORMCHECKBOX 
 Emergency Contact for Attendees

 FORMCHECKBOX 
 Evaluations

 FORMCHECKBOX 
 Cell Phone Charger
Staff and Council resource for planning and execution of the Relay University Training Program














2008-2009





Relay
























































Relay














Planning Guide








Relay











 Great West Division














University














_1270023134.xls
Sheet1

		Great West Division
Relay University (Less than 100 in attendance)

		SAMPLE Estimated Budget Form

		If you have multiple Relay U's, please complete a budget form for each location.

		Location (City, State, Zip)		TO COMPLETE				# of Giveaways Requested		TO COMPLETE

		Location Site Name		TO COMPLETE

		Region		TO COMPLETE				SHIP TO NAME & ADDRESS FOR GIVEAWAYS:

		# of Relays represented		TO COMPLETE

		Attendance Last year		TO COMPLETE

		My Goal Attendance for 07-08		TO COMPLETE

		Estimated Budget				Quantity		Unit Price		Total		Code

		Overnight Hotel Rooms   (estimate shows one night for each person)				15		$   119.00		$   1,785.00		GWDVTRRFL  51204

		Meals - Lunch  (industry standard for lunches $19-$32 per)				50		$27		$   1,350.00		GWDVTRRFL - 51100

		Meals - Snacks  (incl beverages, two snacks, etc.)				50		$30		$   1,500.00		GWDVTRRFL - 51100

		Travel - mileage reimbursement				35		$50		$   1,750.00		GWDVTRRFL - 51204

		Travel - air travel (average air travel w/in Division $275)				15		$275		$   4,125.00		GWDVTRRFL - 51204

		Giveaways (includes RFL bag, pen, notepad per person)				50		$8		$   400.00		GWDVTRRFL - 51100

		Supplies (decorations, set up, registration, other supplies)				50		$   2.50		$   125.00		GWDVTRRFL - 51100

		Audio Visual Equipment						$   1,800.00		$   1,800.00		GWDVTRRFL - 51100

		Other:  (Please specify here)		(incl postage, shipping, copies)				$   500.00		$   500.00		GWDVTRRFL - 51100

		TOTAL ESTIMATED BUDGET:								$   13,335.00
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(Sample order)

		Event Day, Date:

		Wednesday, Oct 17



		Event Start Time:

		8am



		Event End Time:

		6 pm



		Room/Food Set By:

		7 am



		Event Type:

		General Session



		Post As:

		Relay University



		Room Name:

		Ballroom A



		Estimate Set:

		150





		Meeting Room Set Up & Requirements:

		Food & Beverage Requirements:



		20 rounds with white table cloths, burgundy napkin in center

8 chairs @ ea table

A/V, Telecom, Special Requests:


Stage set, microphone w/podium

Screen for PPT

Note:  You can change the contact information at the bottom of this order page by going to the View drop down menu and select head/footer.

		Price (inclusive)

Beverage station 

Coffee – decaf & regular

Hot water – tea bags

Water in pitchers w/glasses on tables







SPECIAL F&B INSTRUCTIONS FOR ALL ACS FOOD FUNCTIONS


· Low fat milk, cream (each labeled), Splenda, Equal, Sweet & Low and sugar are to be used at all coffee breaks and meals. 


· Server(s) should be available throughout group meal to clear dirty dishes, replenish F&B items if necessary, etc.


· There must be an assortment of Coca-Cola and Pepsi products offered if Pepsi is the sole beverage offered by the hotel. 


· All soft drinks and mineral waters are to be charged on consumption (unless part of a meeting package option) 


· Serve low fat as well as regular cream cheese if bagels are served at breakfast.  Please add toaster for bagels. 


· Due to ACS dietary guidelines DO NOT serve croissants, danish or donuts; substitute low fat muffins or fruit breads/bagels at no additional charge.


· On bars: no Miller products


__________________________________________________________________________________

Page 1
American Cancer Society Great West Division, Inc.
Contact: Jennifer Otersen


2120 1st Ave N
770-529-8466 fax


Seattle, WA  98109
Jennifer.otersen@cancer.org



+1-678-852-0732 phone
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		Relay U Expense Tracking Form

		Relay University:

		Date:

		Location:

		ACTUAL EXPENSE DETAILS

		Date		Category		Vendor		Person who Paid / Method		Item/Comments		Quantity		Unit Cost		Total		Invoice Amount-inc. tax & shipping

		Sample:		Centerpieces		party store		Kathy/cash				15		$3.00		$   45.00		$48.60

				Centerpieces		Jones' Flowers		Kathy/cash		balloons - helium donated		1 gross(144)		$12.00		$12.00		$   12.96
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		GW Relay University - Who, What, Where, When

		Relay U Prep & Responsibilities

		TIME		ACTIVITY		LOCATION		WHO/LEAD		SUPPLIES		NOTES

		Wednesday, October 8,  2008

		1:00 PM		Stuff registraton packets		ACS office conf room		Suzie Smith - volunteer lead		Envelopes, name tags/lanyards

		Friday, October 9, 2008

		3:00 PM		Registration set up		Chestnut Hallway		Bobby, Susie, Jane		Reg Packets, name tags

		3:00 PM		Theme & decoration set up		Ballroom A		Tina & dec committee		centerpieces, balloons, giveaways

		Saturday, October 10, 2008

		8:00 AM		Registration opens		Chestnut Hallway		Bobby, Susie, Jane

		9:00 AM		OPENING/ GENERAL  SESSION  #1		Ballroom A		All Attendees

		12 noon		Lunch buffet		Ballroom B		All Attendees
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		Great West Division
Relay University (100+ In Attendance)

		SAMPLE Estimated Budget Form

		If you have multiple Relay U's, please complete a budget form for each location.

		Location (City, State, Zip)		TO COMPLETE				# of Giveaways Requested		TO COMPLETE

		Location Site Name		TO COMPLETE

		Region		TO COMPLETE				SHIP TO NAME & ADDRESS FOR GIVEAWAYS:

		# of Relays represented		TO COMPLETE

		Attendance Last year		TO COMPLETE

		My Goal Attendance for 07-08		TO COMPLETE

		Estimated Budget				Quantity		Unit Price		Total		Code

		Overnight Hotel Rooms   (estimate shows one night for each person)				100		$   119.00		$   11,900.00		GWDVTRRFL  51204

		Meals - Lunch  (industry standard for lunches $19-$32 per)				100		$27		$   2,700.00		GWDVTRRFL - 51100

		Meals - Snacks  (incl beverages, two snacks, etc.)				100		$30		$   3,000.00		GWDVTRRFL - 51100

		Travel - mileage reimbursement				40		$50		$   2,000.00		GWDVTRRFL - 51204

		Travel - air travel (average air travel w/in Division $275)				60		$275		$   16,500.00		GWDVTRRFL - 51204

		Giveaways (includes RFL bag, pen, notepad per person)				100		$8		$   800.00		GWDVTRRFL - 51100

		Supplies (decorations, set up, registration, other supplies)				100		$   2.50		$   250.00		GWDVTRRFL - 51100

		Audio Visual Equipment						$   7,000.00		$   7,000.00		GWDVTRRFL - 51100

		Other:  (Please specify here)		(incl postage, shipping, copies)				$   500.00		$   500.00		GWDVTRRFL - 51100

		TOTAL BUDGET:		TO COMPLETE						$   44,650.00
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