Entertainment, On-Site Activities, & Ceremonies

Entertainment, On-Site Activities, and Ceremonies Chair/Committee Responsibilities

	General Responsibilities Of Chair and Committee 
	Provide appropriate entertainment during the Relay event.  Coordinate with local talent (e.g., bands, fiddlers, magicians, dancers) to implement entertainment and other activities.  Coordinate with Relay co-chairs to produce very exciting opening, Luminaria and closing ceremonies.  You will work closely with the Logistics Coordinator to ensure that the event runs smoothly.

	Specific Responsibilities
	· Select subcommittee members and define responsibilities.  Sub-committees to include Stage Design, Activities (Children, Teens and Adults), Ceremonies, Entertainment, Luminaria Sales, Food Tent (for Participants), Photography (of teams), Campsite Judging, Survivor Reception, and Foods Stands

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

· Participate in Relay Kick-off

· Contact local talent within the community to provide entertainment, free of charge.

· Work with Public Relations chair to promote the entertainment activities during the event.

· Make several promotional announcements during the event to promote the on-site entertainment activities.

· Ensure that all speakers have ceremony scripts for all parts of event

· Develop On-Site Activities Plan and Timeline

· Coordinate getting names of day-of volunteers to assign to activities at Relay

· Develop a list of necessary equipment and materials for activities, and identify businesses that will donate or lend the use of these items.

· Arrange for on-site staff to conduct activities during the event.

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


TIMELINE
11-12 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Recruitment of Committee Chair for next year 
· Job descriptions for Committee Chairs
· Sub-committee recruit for next year
	Event Chair

Committee Chair
	
	


8 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Contact Sub-committee members

· Send letters to all sub-committee members outlining their responsibilities and notifying them of upcoming committee meeting
	Committee Chair
	
	


7 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Committee Meeting

- Meet with sub-committees to decide on entertainment ideas and goals for Relay
	Committee Chair
	
	


6 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Rally/Community Kickoff 

- Attend event to let Team Captains know what your Committees are planning as entertainment for event
	Committee Chair
	
	


5 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Contact Entertainment, Speakers, Food Vendors to begin to organize schedule of events
	Committee Chair
	
	


4 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Meet with Logistics Chair regarding the need for sound board, microphones, tables, chairs, etc and also planned activities and locations of each activity
	Committee Chair
	
	


1 Month Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Send confirmation letters to all entertainment scheduled for event and all speakers for Ceremonies, detailing their appointed time slot and length of time they are expected to entertain or speak
	Committee Chair
	
	

	Meet with Event Chairs to discuss any “thank you” gifts that are needed for speakers or entertainment
	Committee Chair
	
	

	Develop your event program

· Provide a timeline (as accurate as possible) for all entertainment on stage area, including ceremonies

· Provide a timeline (as accurate as possible) for all activities that will take place during event
	Event Chairs, Staff
	
	


3 Weeks Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Check with each musical group, soloist,  entertainment group, and activity contact people  on what specific equipment they will need provided, how many microphones they will need, extension cords, water, electricity, lights, tables, chairs, etc and what special equipment they will be bring that special arrangements needed to be made for them
	Committee Chair
	
	


2 Weeks Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Talk to Staff person and get/ Provide planned scripts for each ceremony for final review to Event Chairs, and All Sub-committee Members (generic scripts for Opening Ceremony, Luminaria Ceremony, Closing Ceremony)
	Committee Chair
	
	

	Provide final schedule of entertainment to be included in printed map & schedule of events to be handed out at event
	Committee Chair
	
	

	Provide final schedule of all onsite activities and events to be included in printed map & schedule of events to be handed out at event
	Committee Chair
	
	

	Meet with Logistics Chair to finalize needs for all entertainment and activities planned for event
	Logistics Chair & Committee Chair
	
	


Week Of Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Meet with Event Chairs and obtain all special “thank you” gifts planned for speakers and entertainment
	Committee Chair
	
	

	Meet at Site to walk thru site, logistics, etc.
	Event Chairs and Committee Chair
	
	


Day of Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Present speakers with “thank you” gifts either before or after they complete their “detail”
	Committee Chair
	
	

	Attend Event and handle any details or instructions that come up at last minute for your activities
	Committee Chair
	
	


Follow Up

	Item
	Who?
	Target Date
	Status

	See 12 months before event!
	Committee Chair
	
	

	Event Critique meeting
	Committee Chair
	
	

	Complete event critique form
	Committee Chair
	
	

	Send Thank You Notes to Speakers, Entertainment and sub-committee members
	Committee Chair
	
	


Entertainment

	Things Every Successful Event Should Do:
	Complete?

	Put together a Entertainment Contact List as well as look at contact lists from past years or other Relay For Life events that happen on a different weekend that may have someone you could use also.     Possible types of entertainment could include suggestions given day of checklist
	

	Put together a Entertainment Schedule for the event that fits with the Overall Event Schedule – define when all your ceremony and entertainment time slots are (working with the Staff and Event Chairs)
	

	Consider getting TV Star or News Personalities to help promote your event.  This is a great way to get the people in your community aware of what is going on.  
	

	Make sure to ask for a separate Audio Spot to use with Radio Stations.  Additionally, if you get them to agree, even ask for a Picture to use with Print Ads (Newspaper).

· Use the World Wide Web as a resource to find the personality that you want.  Look for ways to contact them individually or thru their Station or Agent.  This information is very available.

· If no access to web, call local TV Stations to see if they can help you reach the individual or their agent.

· Be prepared to provide a 30 Second script for the ad to be completed, detailing what, where, when and why.

Note:  Most TV Stars/Personalities are more than willing to help you promote the event, they just need to be asked….the worst that can happen is they will say “no”.
	


Ceremonies

	Things Every Successful Event Should Do:
	Complete?

	Obtain the latest generic Opening, Luminaria, and Closing Ceremony Scripts – go to www.acsrelay.org/darn good ideas for them
	

	Customize them based on who your speakers will be and the flow of your event (make it fit the overall event schedule
	

	When designing your Luminaria Ceremony, consider:

· How many Luminaria do you have?  Can you read all the names, or is that not possible?

· Where will you set them up?  
	

	Make sure you have matches, bags, candles, and lighter sticks for your Luminaria Ceremony!
	


Food

	Things Every Successful Event Should Do
	Complete?

	Develop a Food Contact List
	

	Develop a Food Schedule (when do you want what kind of food out?)
	

	Contact Local Restaurants to cater the Survivors Reception, and even provide food for the general event
	

	Contact Bagel or Donut Shops for Coffee, Donuts, Bagels, Fruit for the morning
	

	Contact Grocers for food donations
	


On-Site Activities

	Things Every Successful Event Should Do
	Complete?

	Develop a On Site Activities Contact List
	

	Develop a On Site Activities Schedule (or make it part of overall event schedule)
	

	Have various activities:

· Movies

· Games (Board)

· Volleyball or Basketball or active sports
	

	Theme Hours (especially for kids)

· Egg Carry

· 3 Legged Race

· Water Balloon Toss
	

	Develop an On-Site Activities Theme (for example, Red-White, and Blue)
	


Checklist For Day Of Relay (Things To Remember To Do The Day Of Event!)
ENTERTAINMENT and ON-SITE ACTIVITES

	
	COORDINATION/BASICS
	_____
	Table for Entertainment Check-in

	_____
	Entertainment check-in list
	_____
	Sign in Sheet

	_____
	Stage/Sound equipment
	_____
	Confirm all entertainment

	_____
	Tents/canopies
	_____
	Copies of entertainment schedule

	
	
	
	

	
	MUSIC/DJ/
	
	Confirm DJ if applicable

	_____
	 Tapes/CD’s
	_____
	Boom box if needed/ for emergencies, for local music in one area

	
	
	
	

	
	MOVIES
	
	

	_____
	Movie light pro projectors, cables, vcr if watching movies
	_____
	Videos

	
	
	
	

	
	EXAMPLES OF ENTERTAINMENT YOU COULD HAVE
	
	

	
	MC
	
	Massage

	
	Sports Team Mascots
	
	Soccer Players

	
	Games
	
	Bands

	
	Acts
	
	DJ and/or Music all night

	
	Zoomobile
	
	Movies all night

	
	Aerobics
	
	Astronomer

	
	Dance Lessons
	
	Belly Dancing

	
	Jugglers
	
	Balloon Animal Expert

	
	Special VIP Guests
	
	Miss Relay Contest

	
	Face Painting
	
	Clowns

	
	Volleyball
	
	Karaoke

	
	PJ Fashion Show
	
	Hula Hoop contest

	
	
	
	


CEREMONIES CHECKLIST

	
	OVERALL
	
	

	_____
	Event Master of Ceremonies
	_____
	

	
	
	
	

	
	OPENING
	
	

	______
	Speakers (welcome, invocation, survivor lap and caregivers lap)
	_____
	Ribbon & scissors, special banner, etc.

	_____
	Music (singer, tapes, cd's)
	______
	Opening, survivor and caregiver scripts

	_____
	Color guard/Military
	_____
	List of survivors

	
	
	
	

	
	LUMINARIA
	
	

	_____
	Ceremony script & matches/lighters
	______
	Moment of silence

	______
	Survivor speaking
	______
	No lights or dim lights

	_____
	Special music
	_____
	

	
	
	
	

	
	CLOSING
	
	

	_____
	All taking last lap
	_____
	All Awards

	_____
	Special music
	_____
	Special grand prize for all registered participants

	_____
	Best campsite award and certificates

Most spirit award and certificates
	_____
	Highest fundraising team

Highest fundraising individual


FOOD

	_____
	Healthy foods during event (fruit, nutrition bars, etc)
	____
	Plastic utensils, can opener, knife

	_____
	Water, ice, tea, lemon, soft drinks, & cups
	____
	Dish cloth, towel, soap, paper towels

	_____
	Coffee, decaf coffee, filters, & hot chocolate
	____
	Plates & napkins

	_____
	Coffee pots, warmers, thermos, etc.
	____
	Dollies/carts for coffee

	_____
	Stirrers, sugar, equal, creamer, & hot cups
	____
	Schedule any food deliveries

	_____
	Snack foods (nabs, chips, etc)
	____
	Bring Coffee pots/warmers, something to make coffee in.

	_____
	Pizza, subs, etc for Midnight Madness
	____
	Pick up bagels

	_____
	Juice, bagels, cream cheese, biscuits, donuts, breakfast bars, etc .
	____
	Coordinate with caterer

	_____
	Water Area/Water/Cups – water buffalo from national guard
	____
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