10-Sample Letter To Team Captains-Upcoming Key Dates

This is a sample letter to send to team captains. Thanks to Stacy Capra of the Vienna Relay For Life!

--------------------------------

Attn:  All Team Captains
 
Let’s get registered.  Turn in your completed registration forms and money to me by Friday, April 16th and you will receive a special Relay For Life T-shirt and a Relay for Life Team Captain’s baseball cap.    
 
By now you’ve had a chance to look over your Team Captain Kit and should have a pretty good idea of whether or not you would like to be a Team Captain for this year’s event.  You can participate in any of the local Relay For Life events:
 
The Fairfax Relay For Life event is June 12th & 13th at George Mason University
The Sterling Relay For Life event is June 5th & 6th at Potomac Falls High School 
The Reston Relay For Life event is May 15th & 16th at South Lakes High School
 
If you would like to be a Team Captain, here’s a quick step-by-step list of things to do:
 
1.  Make a list of potential team members – think of friends at school or work, relatives, neighbors, club members or church members.  Whoever you can think of can be on your team.
 
2.  Distribute the registration/t-shirt forms to potential team members.  Give them a deadline to return the forms to you – April 13th – that gives you time to collect all of your forms in time by April 15th – in case they forget.   Also, remind them that if we do not have a t-shirt size for them, we will order X-Large – that’s a good incentive for them to turn in their forms.
 
3.  Collect the completed registration/t-shirt forms and $10 from each team member.  Checks should be made payable to American Cancer Society.  
 
4.  Turn in your completed registration forms and money to me by Friday, April 16th and you will receive a special Relay For Life T-shirt and a Relay for Life Team Captain’s baseball cap.    Oakton teams can deliver completed forms and money to Mrs. Granahan/Mr. Poston in Room 177.  Madison Teams should deliver their forms and money to Mrs. Kravitz in Room 223.  Or, if you call or e-mail me, I can meet you before school in front of the main office.  
 
5.  Choose a name for your team.  You don’t need a Team Name to register but now is as good of time as any to pick one.  Here are some ideas and some team names from last year:  Cougars for a Cure, Warhawks, GI Janes, Divas and a Dude, The Princesses, Charlie’s Angels, Team Angie, Renegade Relay, Team Jamaica, Supertroopers, The Killer Bees, Runners for Life, and MAD Drama.  We already have a team named:  Joe Momma – so that one’s taken!    
 
 
If you have any questions, feel free to call me or e-mail me anytime.  
 
If you have decided not to be a Team Captain, please let me know so that I can pick up your packet and distribute it to another potential Team Captain.  If you would like to be on a team let me know and I can give you a list of the Team Captains.
 
 
Stacy
