Survivorship Sub-Committee Suggested Task Timeline
	TASK 
	WHEN 
	DATE COMPLETED

	Recruit and train subcommittee chairs
	8 – 10 months before
	 

	Develop a plan of action with subcommittee
	
	 

	Work with staff partner to set goals
	
	 

	Attend Kick Off event
	
	 

	Begin planning survivor recruitment
	
	 

	Attend committee meetings to discuss plans for survivor involvement & recruitment
	4- 5 months before
	 

	Attend team captain meetings
	
	 

	Plan details of Survivor Ceremony
	
	 

	Continue attending Team Captain and Committee Meetings to promote survivor recruitment and team involvement
	3 months before
	 

	Give completed scannable forms to staff partner
	
	 

	Seek sponsorship for underwriting cost of shirts, food for reception or dinner, survivor gifts
	
	 

	Contact vendors about food, giveaways
	
	 

	Begin an aggressive outreach plan to recruit survivors including coordinated promotion of survivor recruitment with event Publicity Chair.
	
	 

	Coordinate ACS volunteer recruitment of survivors with Mission Deliver & Advocacy Chair
	
	 

	Schedule groups to lead Survivors’ Lap and, with the Event Chair, select an Honorary Survivor to cut the Survivors’ Lap ribbon
	
	 

	Based on previous year’s records and recruitment efforts, order survivor medallions
	
	 

	Continue attending Team Captain and Committee Meetings to promote survivor recruitment and team involvement 
	2 months before
	 

	Give completed scannable forms to staff partner
	
	 

	Ask Team Development Committee to record survivor t-shirt sizes on t-shirt tally form from scannable forms they receive
	
	 

	Develop text for survivor invitation
	
	 

	Order survivor invitations
	
	 

	Request mailing labels – see your staff partner
	
	 

	Accelerate recruiting efforts
	1 month before
	 

	Attend final Team Captain or Committee meetings to promote survivor recruitment and team involvement
	
	 

	Give final survivor t-shirt sizes tally to RFL staff partner
	
	 

	Place order for Survivor T-Shirts for event through staff partner
	
	 

	Schedule donated wheelchairs and golf carts
	
	 

	Coordinate with Logistics committee-tent, chairs, survivor parking, survivor banner, signage
	
	 

	Coordinate with Opening Ceremony committeetime schedule & music
	
	 

	Plan survivor and caregiver registration procedures ensuring confidentiality of survivor data.
	
	 


Survivorship Suggested Task Timeline (Continued)
	TASK 
	WHEN 
	DATE COMPLETED

	Continue recruiting efforts.
	2 weeks before
	 

	Mail survivor invitations
	
	 

	Hold survivor celebration for survivors, caregivers & guests
	
	 

	Hold pre-event t-shirt pick & pre-registrations
	
	 

	Review checklist
	
	 

	Confirm commitments with volunteers
	
	 

	Confirm food deliveries, flowers, ice other supplies
	
	 

	Set up and organize tent site
	Day of Event
	 

	Organize survivor registration area: Tables, chairs, scannable forms, pens, medals, survivor t-shirts
	
	 

	Review checklist – wheel chairs, music arrangements
	
	 

	Provide seating near opening ceremonies
	
	 

	Distribute ACS program & services information
	
	 

	TASK WHEN COMPLETED
	
	 

	Recruit survivors & caregivers as volunteers
	Day of Event
	 

	Lead survivors & families to lap starting location
	
	 

	Send thank you letters
	Week after event
	 

	Begin planning survivor retention plan
	
	 

	Begin follow up with potential survivor volunteers
	
	 

	Conduct survivor event to reengage them, possibly form teams
	6 months after event
	 


