· Acquire contact information for schools, including email addresses of administrators, counselors, and sponsors of important organizations.
Suggested due date: Two (2) weeks before the first day of school
My due date: _________________

· Complete the worksheet in “Before Your Approach” in Chapter Five
Suggested due date: Two (2) weeks before the first day of school

My due date: _________________
· Prepare a checklist on what you would like say to school administrators, counselors, and club sponsors to find your volunteers (refer to “Presenting Relay” in Chapter Three and “Your Approach” in Chapter Five).
Suggested due date: ASAP

My due date: _________________
· Contact school administrators to set up an appointment to explain what you would like to do with the school and students (refer to “Scheduling the Approach” in Chapter Five).
Suggested due date: First day of school

My due date: _________________

· Prepare the presentation you will give when recruiting youth volunteers
Suggested due date: ASAP

My due date: _________________
· Find two (2) youth volunteers at each school and have them sign Partnership Agreements (refer to Chapter Three)

Suggested due date: Third week of school

My due date: _________________

· Get to know your youth volunteers and the rest of your committee
Suggested due date: ASAP

My due date: _________________

· Set your committee’s goals (refer to Goal Setting Worksheet and “Setting Goals” in Chapter Four)
Suggested due date: As soon as you have your committee

My due date: _________________

· Prepare your participant recruiting presentation that your committee will use, including all handouts and flyers (refer to 
“Presenting Relay” in Chapter Three, “Your Approach” in Chapter Five, and Chapter Six)
Suggested due date: As soon as you have set your goals

My due date: _________________

· Plaster the school with advertisements, flyers, and include Relay in the morning announcements, on the marquee, and in newsletters
Suggested due date: End of the first month of school.  Update and make refresh every month or two.

My due date: _________________

My due date: _________________

My due date: _________________

My due date: _________________

· Plan and hold Pep Assembly (refer to Pep Assembly Kit)
Suggested due date: No later than two months before Relay.  Beginning of second semester.

My due date: _________________
· Find a list of clubs and sports with their meeting times.  Make a schedule with your committee according to the clubs and sports’ meeting times to present to and recruit potential participants. Be sure to assign a presenter to each scheduled time.  (refer to “Where can I find volunteers?” in Chapter Three and “Mapping the Road to Success” in Chapter Four)
Suggested due date: As soon as your recruiting presentation is ready

My due date: _________________

· Ask every club sponsor or president and every sports team’s coach permission to present Relay and recruit the club/sport
Suggested due date: As soon as schedule is ready

My due date: _________________
· Complete your first round of recruiting with every single club and sports team at the school
Suggested due date: End of the second month of school

My due date: _________________

· Make a new schedule with all clubs and sports and their meeting times to conduct second round recruiting or your follow-up.
Suggested due date: Beginning of the third month of school

My due date: _________________

· Ask every club sponsor or president and every sports team’s coach permission to present Relay again or do a follow-up
Suggested due date: As soon as second round schedule is ready

My due date: _________________
· Complete your second round of recruiting/follow-up with every single club and sports team at the school
Suggested due date: End of the third month of school

My due date: _________________

· Make a new schedule with all clubs and sports and their meeting times to conduct third round recruiting or your follow-up.
Suggested due date: Beginning of the third month of school

My due date: _________________

· Ask every club sponsor or president and every sports team’s coach permission to present Relay a third time or do another follow-up
Suggested due date: As soon as third round schedule is ready

My due date: _________________

· Complete your third round of recruiting/follow-up with every single club and sports team at the school
Suggested due date: Two to three months before Relay

My due date: _________________

· Make a new schedule for FINAL/LAST-MINUTE PANIC meetings/follow-ups with every single club or sports team at the school
Suggested due date: One month before Relay
My due date: _________________

· Ask every club sponsor or president and every sports team’s coach permission to do FINAL/LAST-MINUTE PANIC meetings/follow-ups
Suggested due date: Three weeks before Relay

My due date: _________________

· Complete FINAL/LAST-MINUTE PANIC meetings/follow-ups
Suggested due date: No later than three days before Relay

My due date: _________________
· Make sure all recruited participants are signed up either online or on paper and have their Youth Sign-Up Form turned in.  If not, get in contact with them and get it done.
Suggested due date: As soon as they are recruited, every month

My due date: _________________

My due date: _________________

My due date: _________________

My due date: _________________

My due date: _________________

· Plan and hold school-wide Relay meetings
Suggested due date: Get dates and locations approved ASAP.  Hold meetings every month, starting with the third month of school, ending with one about a week before Relay.

My date and locations approval due date: _________________

Meeting date: _________________

Meeting date: _________________

Meeting date: _________________

Meeting date: _________________

Meeting date: _________________

Meeting date: _________________

· Plan and hold a Mini-Relay (at the high school, or a local middle or elementary school), with your committee or with recruited participants
Suggested due date: Two to three months before Relay

My Mini-Relay: _________________

· Find food and beverages for your youth at Relay
Suggested due date: ASAP, at least two weeks before your Relay

My due date: _________________

· Plan youth oriented activities for Relay and finalize them
Suggested due date: One and a half months before Relay

My due date: _________________

· Plan and have post-Relay celebration
Suggested due date: No later than one month after Relay
My due date: _________________

· Send out thank you notes to all school administrators, counselors, club sponsors, coaches, club presidents, etc.  (whoever helped you out during the entire process)
Suggested due date: NO LATER than TWO WEEKS after Relay

My due date: _________________

