Logistics 

Logistics Chair/Committee Responsibilities & Timeline

	General Responsibilities Of Chair and Committee 
	Responsible for planning and coordinating all logistics and facility operations during the Relay event.  Serve as primary link with the site in scheduling the field for the event.  Work with appropriate people to obtain volunteer help during the event.  Coordinate with site, local businesses and law enforcement for securing services such as security, trash pick-up, portable toilets, electrical power, stage, PA systems, walkie-talkies, etc.  Have an on-site logistical team to address problems as they are encountered during the event. Ensure medical support at event.

	Specific Responsibilities
	· Select subcommittee members and define their duties

· Ensure that subcommittee is represented at each Relay Committee Meeting.

· Develop Logistics and Facilities Plan and Timeline

· Develop a specific plan for your sound/announcement system for track and campsite area.

· Actively contact businesses throughout the county for donation of necessary on-site services, tents, etc.

· Make sure you have lots of volunteers for the day of the event to help with setup, keeping things going, and cleanup!

· Make sure that you or someone brings all the things on the Day Of Relay Logistics Checklist

· Set-up the Relay Stage (near the track), and ensure that lighting and sound systems are functioning properly.  Ensure that all tents and canopies are properly set up & taken down.

· Organize and supervise cleanup team at the end of the event.

· Ensure that luminaria bags are properly filled and placed on the track., working with Logistics Chair.

· Ensure that medical support is present at event 

· Develop a Rain/Weather Plan on what will happen in case of inclement weather.  Have some indoor/covered facilities that can hold an event if absolutely needed, and communicate the plan in advance to team captains so there is no confusion the day of the event.

· Ensure that Thank You’s are sent to businesses and groups that donated services.

· Attend post-Relay wrap-up meeting, and make suggestions for next year’s Relay.


12 Months Before Event (when your last one wraps up!)  ________, 20__

	Item
	Who?
	Target Date
	Status

	Secure a site, including backup facilities (indoor or covered) for inclement weather
	
	
	


7 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Preliminary walkthrough of facility noting # of available bathrooms, water, showers, power, PA system, possible stage
	
	
	

	FILL IN YOUR SITE SPECIFIC ITEMS HERE!
	
	
	

	FILL IN YOUR SITE SPECIFIC ITEMS HERE!
	
	
	


6 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Be sure to call, send letters, and setup all items needed for event:

· Tents

· Portapotties

· Chairs and Tables

· Stages

· Dumpsters/ Trash Cans/Garbage Collection

· Everything you can think of!
	
	
	

	FILL IN YOUR SITE SPECIFIC ITEMS HERE!
	
	
	

	FILL IN YOUR SITE SPECIFIC ITEMS HERE!
	
	
	


5 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	FILL IN YOUR SITE SPECIFIC ITEMS HERE!
	
	
	


4 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	FILL IN YOUR SITE SPECIFIC ITEMS HERE!
	
	
	


3 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Recruit volunteers for setup and takedown of event
	
	
	

	FILL IN YOUR SITE SPECIFIC ITEMS HERE!
	
	
	

	FILL IN YOUR SITE SPECIFIC ITEMS HERE!
	
	
	


2 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Arrange for Traffic Management (if needed)
	
	
	

	FILL IN YOUR SITE SPECIFIC ITEMS HERE!
	
	
	

	FILL IN YOUR SITE SPECIFIC ITEMS HERE!
	
	
	


1.5 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Make sure that you have needs from all other committees for tents, chairs, tables, etc.
	Logistics Chair
	
	


1 Month Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Make sure Parking is mentioned in the Newsletter and At Team Captain’s Meetings
	
	
	

	Arrange for items to be transported to site
	
	
	

	Site walkthrough (if needed) for exact placement of all tents, tables, etc.
	
	
	

	Be sure to call and confirm all items:

· Tents

· Portapotties

· Chairs and Tables

· Stages

· Dumpsters/ Trash Cans/Garbage Collection

· Everything you can think of!
	
	
	


3 Weeks Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	
	
	
	


2 Weeks Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Final Bank Night
	
	
	

	Ensure you have all the items on the “CHECKLIST - ITEMS TO BRING FOR DAY OF RELAY” – Work with ACS Office to get/purchase what is needed
	
	
	

	Ensure that On Site Volunteers are arranged for
	
	
	


Week Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Start setup if needed
	
	
	

	
	
	
	

	
	
	
	


Days of Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Portapotty, Tent, Table, Chair Deliveries Arranged
	
	
	

	Hand out Cell Phone list and/or radios so people can be in contact during event for issues
	
	
	

	Oversee setup and breakdown
	
	
	

	Take care of all things on “CHECKLIST - ITEMS TO BRING FOR DAY OF RELAY”
	
	
	


Follow Up

	Item
	Who?
	Target Date
	Status

	Thank yous – to all logistics resources

· Site

· Those who provided items

· Those who provided setup/breakdown
	
	
	

	Ensure all bills are paid if applicable with Event Staff Partner
	
	
	


	Things Every Successful Event Should Do:
	Complete?

	Assess chosen site and note availability of rest rooms, PA system, electricity, etc. And secure additional equipment if necessary.
	

	Make arrangements for large tents to be donated/rented.
	

	Arrange for security to be on duty the night of the event.
	

	Recruit a local Boy or Girl Scout Troop to help set up luminaries and or clean up after the event.
	

	Arrange for transportation of tents, ice, sound system, etc. 
	

	Map out and assign campsites.
	

	Make signs for rest rooms, parking, etc.
	

	Make arrangements for accounting to be safely housed away from participants.
	

	Put together a site map for the Program (see example in this section)
	

	Arrange for all infrastructure (see timeline – items such as tables, chairs, etc.)
	

	HAVE A Plan B if it rains/you have weather issues!  Having an indoor backup space is a great way to make this very easy.  

Aspects of a good contingency plan for weather include:

* an inside or covered space to move 1.  essential activities to  2.  store/put out food  3.  hold basic ceremonies, and 4.  of course, to walk if there is thunder/llghtning.  Of course, you must prework this with your site so the area is available.

*  Depending on your amount of space, everyone may or may not be able to move their campsite.  At a minimum, set aside some chairs/etc. for folks to come in, snack, take a load off and get a little dry before they charge back out.  We've walked in the rain before, and gone under the covered area to regroup from time to time.

*  Finally, communicate the rain plan IN ADVANCE to all team captains, so there is minimal need to call or communicate about it the day of Relay.  Tell them the top-lines of how it will work if you are forced to move to part or all of Plan B.
	

	Ensure we have all items on DAY OF CHECKLIST for Logistics
	

	Confirm that all items on DAY OF CHECKLIST for Medical have been arranged.  Try contacting a local hospital to see if they will handle it
	

	
	


Checklist For Day Of Relay (Things To Remember To Do The Day Of The Event!)
LOGISTICS

	
	OVERALL
	
	

	_____
	Cell Phone List of Committee
	______
	Security & Permit for Use

	_____
	Reports of money turned in, teams turned in
	_____
	Copies of programs

	_____
	Volunteer Assignment List
	______
	Volunteers for Set-up &Take-down

	______
	Site Plan (location of all areas) 
	
	Banners (sponsors)

	______
	Communication--Phones/Radios
	______
	Office for Committee Use

	______
	Rain Gear (ponchos, tarps, contingency locations to move things to, tarps to cover electronics, small canopies to cover certain critical areas)
	_____
	Sheet to collect names of volunteers & other attendees (put at Volunteer check In table and registration)

	______
	Tables/Chairs – How Many Are needed?
	______
	Tents – How Many?

	______
	Trash Collection/Bags
	______
	Restrooms/Portables

	______
	Tape–Masking, Electrical, Packing, Scotch, etc.
	______
	Toilet Paper/Paper Towels/Soap

	____
	Office supplies – pens, pencils, paper clips, paper, stapler, black marking pens, rubber bands, calculators, deposit slips, bank bags, address stamp, tape, string, envelopes, scissors

	
	
	
	

	
	PARKING
	
	

	______
	Parking/Traffic Control/Parking Passes
	______
	Traffic Cones/Barricades

	______
	Car/VIP/Parking Passes
	
	

	
	
	
	

	
	ELECTRICAL/POWER/SOUND
	
	

	______
	Lights/Hook-up for electricity
	______
	Extension Cords

	______
	PA System
	
	

	
	
	
	

	
	SITE MARKING/TOOLS/SETUP/TAKEDOWN
	
	

	______
	Balloons/String/Ribbon/Helium
	______
	Staple gun 

	______
	BALLOONS to mark important areas
	______
	Carts for hauling things around

	______
	Event signs/banners/stakes/rope
	______
	Big Event Banner to Put by Main Road

	______
	Team numbers/stakes & staple gun
	______
	Sign w/ directions to restrooms, showers

	______
	Hammers, nails, rope,staple guns
	______
	Fire Extinguisher

	______
	Banner for Registration, Cancer Control
	______
	ACS & Relay For Life Banners

	______
	Banner for Survivior’s Reception, Food Tent
	______
	Banners from Sponsors

	
	
	
	

	
	CAMPSITES
	
	

	______
	Map for Campsites
	______
	Method for marking campsites (could be with rope, wash away paint spray, etc.)

	
	
	
	

	
	PHOTOS/VIDEOS OF EVENT (coordinate with Entertainment – sometimes their responsibility)
	
	

	______
	Photographer and film
	
	Disposable cameras for committee & teams

	______
	Videographer and extra video tapes
	______
	Developer/Frames


MEDICAL

	
	Confirm attendance of doctors
	
	First-aid tent and equipment

	______
	Ice chest with ice for injuries
	
	

	______
	on-site ambulance/paramedics?
	______
	First Aid
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