Registration And Accounting 

Registration And Accounting Chair/Committee Responsibilities & Timeline

	General Responsibilities Of Chair and Committee 
	Responsible for overseeing the accounting and database functions for the Relay event.  Serve as primary liaison with the ACS staff and a local bank for depositing and recording monies.  Provide primary coordination during Bank Night.  Ensure that the Relay Database is properly entered and maintained.   Responsible for conducting registration of all teams before and during the Relay Event.  Ensure that all teams fill out proper paperwork while registering and turning in monies.  Ensure that registration staff is sufficiently trained to maintain accurate record keeping.

	Specific Responsibilities
	· Select subcommittee members and define responsibilities

· Ensure that subcommittee is represented at all Relay Committee Meetings.

· Develop Accounting Plan and Timeline

· Coordinate with ACS staff persons who will support the accounting function during event.

· Ensure that the Caging Procedures are properly followed, and coordinate with Bank.

· Work with ACS staff person to ensure that appropriate accounting and record-keeping equipment is on-site during event.

· Provide central coordination of Bank Nights (hold 2-3 prior the event)

· Produce an accurate list of funds raised by teams & individuals before Closing Ceremony.

· Work with team captains to pre-register as many teams as possible.

· Participate in Bank Night

· Set-up Registration Table before the Relay begins.

· Work with registration staff and team captains to make sure registration forms are properly and consistently filled out.

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


6 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Recruit sub-committee members to count money
	
	
	

	Find security for money/event
	
	
	


4 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Learn computer system to for data entry
	
	
	


3 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Determine logistical location for money counting
	
	
	

	Begin entering registered teams and money
	
	
	


1 Month Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	
	
	
	


3 Weeks Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	
	
	
	


2 Weeks Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	
	
	
	


Week Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Arrange food for Registration & Accounting People
	
	
	

	Clearly mark T-Shirts into bags for each team with correct size shirts
	
	
	


Day of Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Collect Participant waiver forms and registration fees in Yellow Team Captain’s Envelope
	
	
	

	Collect money at registration and have runners run the money to Accounting
	
	
	

	Provide event totals hourly to Event Chairs/ MC’s
	
	
	

	Provide end of event total for Closing Ceremony
	
	
	

	Provide highest fundraising individual, team, youth or other appropriate info for Closing Ceremony
	
	
	


Follow Up

	Item
	Who?
	Target Date
	Status

	Event Critique meeting
	
	
	

	Complete event critique form
	
	
	

	Thank yous
	
	
	


Registration

	Things Every Successful Event Should Do:
	Complete?

	Recruit volunteers and staff
	

	Develop an organization system with your Registration staff/volunteers
	


Accounting
	Things Every Successful Event Should Do:
	Complete?

	Ensure volunteers and staff at the event
	

	Keep track of all funds
	

	If appropriate, get a portable computer from the ACS office to begin data entry several months before the event
	

	Coordinate fundraising tally at the event so it can be communicated periodically
	


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

	_____
	Quiet Room w/lock
	_____
	Deposits Slips/4

	_____
	Lights/heat/fans
	_____
	Cash boxes/shoe boxes

	_____
	Computer/laptop
	_____
	Dozen sharpened pencils

	_____
	Envelopes/large & #10
	_____
	Bo_ of pens

	_____
	Surge Protector
	_____
	One notepad per volunteer

	_____
	Extra diskettes
	_____
	Highlighter

	_____
	Team list
	_____
	Rubber bands

	_____
	Manila Envelopes/Checks 
	_____
	Paper clips

	_____
	Adding machines with tape
	_____
	Scotch tape

	_____
	Extension cords
	_____
	 Scissors

	_____
	Bill wrappers
	_____
	 Sticky finger

	_____
	Coin counters and/or wrappers 
	
	Baby wipes

	_____
	Runners to carry money back and forth from Registration to where money is being counted
	_____
	Night Deposit Keys

	_____
	Verify money & sort
	_____
	 Plastic Bags/Cash/

	_____
	Count money & package
	_____
	Snacks/Drinks

	_____
	Make deposits
	_____
	Advil

	_____
	
	_____
	 Phone & phone book


REGISTRATION

	______
	Volunteers
	_____
	Rubber bands

	______
	Extra Team Envelopes and team captain packets
	_____
	Scissors

	______
	Information/Waiver forms
	_____
	 Stapler

	______
	Campsite & site maps
	_____
	Visa/MasterCard machine

	______
	Team T-shirts
	_____
	trash bags./trash cans/ dumpsters

	______
	Sign-up sheets (for volunteers for next year) – 
	_____
	Team picnic

	______
	Other contest
	_____
	Envelopes (large & #10)

	     _
	Heavy Duty Tape
	_____
	Lighting & Extension cords

	______
	Calculator
	_____
	Paper Clips

	_____
	Paperweights
	_____
	Magic markers

	_____
	Pens/pencils
	_____
	Post-it-notes

	_____
	Receipt book
	_____
	Registration envelopes

	_____
	Balloons to mark the important areas!
	_____
	Goody bags

	_____
	Arrange for tables (3 registration, survivor area, other groups that are present, massage, etc.) & 40 chairs (do not have to clean up)
	_____
	Generic brochures for people wandering by

	______
	Goody Bags – Giveaways when people register
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