Introduction To The Mid-Atlantic Chairman’s Manual (Draft)

This Manual contains the “Best Approach”/Checklists for about 20 critical areas related to Relay – NOT EVERY POSSIBLE THING YOU CAN TRY, but the key things we feel each event should be doing.  There are several key things we are trying to achieve with this Manual for Event chairs in the Mid-Atlantic:

1. To provide the basic best approach/checklists for Relay For Life.   Each section contains a checklist for a sub-committee that successful events have executed.  

2. To define a clear relationship between Event Co-Chairs, the Committee, and your Staff Partner.  One of the most common reasons for event issues or dissatisfaction is a lack of clarity between volunteers and their staff partners.  Developing a clear list of expectations (both ways) ensures that you as a volunteer (and your committee) know what to expect from your staff person.  
3. To do a good job planning on the front end  - If we do a good job on the front end of developing an event timeline and sticking to it, we hope that the event will be much smoother.
4. To ensure we review our results! - We need to do a good job of critiquing our events after they are finished to really understand the results and why they turned out as they did.  By understanding what worked well and what didn’t, the event chair and committee can develop a FOCUSED plan for the following year addressing the previous year’s shortcomings.  This has been proven to be an effective way to get the most improvement for your efforts!

5. To ensure we create an event legacy! -  When Event Chairs and Sub-Committee Chairs move on, it is sometimes very painful.  This manual can be your legacy to smooth the transition for the next Event Chair.  We ask that you keep the book updated (please add appropriate information related to each of the sections to this binder) and pass it on to the next chair of your event.

And please know that this manual is a resource developed by volunteers FOR volunteers like you.  And our request to you is to make your event(s) more and more self-sufficient and less and less Reliant on American Cancer Society staff.  This request will help continue to make Relay For Life one of the events with the lowest expense ratio in the non-profit sector!  The Mid-Atlantic Relay For Life Task Force (consisting of Volunteer Reps from every region – Your Regional Chairpersons) is responsible for this binder.   As they are updated, they will be posted to the Mid-Atlantic Relay For Life Web page at www.acsrelay.org, with a revision date so you can see whether you have the latest version.  When new versions of a best practice are released, a communication will go out via regional chairs (Task Force Members) to all the chairs in the Mid-Atlantic so that they know to update those documents in chair binders (they can download them from the website, get them by email, or via their office).

And we hope that you work to make your event better for one reason and one reason only – So that some day cancer will be eradicated.  There Is No Finish Line Until We Find A Cure!
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