RACE PLANNING CHECKLIST
Pre Race

______Get permission from town hall

____ _ Press releases out to Poc Times, Mtn. Messenger, Beckley Herald, Nich. Chronicle, 

Charleston Gazetteer. 

_____  Radio ad out to…

_____  Get coupons from area sponsors.  

_____  Design and Print out coupons

_____  Get prizes from area sponsors, shamrocks from Lowes, saplings from WV nursery
_____  Rolo’s candy for the finish line

_____  donations from Kroger for snacks (oranges)

_____  Find water coolers 
______buy Gatorade mix
_____  Flyers up.

_____  Make signs 

_____  make ice for coolers?

_____  sort and count t-shirts, 

_____  order more if needed

_____  call police department

_____  get permission from Carnegie for registration outside

_____  make and print out results sheets

_____  stuff bags with __brochures, __child abuse flyers, and __coupons, __course map, ___pins 
__stickers?
_____  slice fruit
Day of Race

Load up:  

____saw horses 3 or 4

____tables 2 registration 1 start/finish
____chairs, 

____signs, 

____flags, 

____cones, 

____coolers (filled with water, ice, and Gatorade), 

____t-shirts (sorted and counted)

____fabric pens

____race numbers

____safety pins

____sponsor coupons

____clip boards, pens
____ time sheets

____ cameras

____ battery clock.

People stations:

6:45—8:00 Course markers (2) start at opposite ends.  (truck)
8:00 – 8:50  Registration Table (3) 2 sign-uppers w/ numbers, 1 t-shirt/waterbottle hander-outer
8:50 – 10:15 Starting line (5) 1 starter/ timer, 1 timers, 1 number caller, 1 sorter (/gold distributor), 1 writer 

9:00-10:15  Course Marshals (6) (van)
Post Race

_____Write up article about winners

_____ radio story editing?

_____ Thank sponsors

_____ Post results online somewhere. 

