Thank Yous, Rewards, and Recognition 

THANK YOUS, REWARDS, and RECOGNITION CHAIR/COMMITTEE RESPONSIBILITIES
	General Responsibilities of Chair and Committee Chairs
	Responsible for creating positive reward structure for committee members, sub-committee members, community donors and corporate sponsors.  As you delegate, delegate, delegate – remember to say thank you, thank you, and thank you!  

	Specific Responsibilities – Chair
	· You can never thank a volunteer enough. Do so every opportunity you have
· Thanking the Committee, Team Captains, Volunteers & everyone involved

· Compile a list of individuals, organizations and/or businesses that have donated to your Relay event.  At the latest, provide list to Chair on the day of the event.
· Ensure proper use of Team Captain gifts.
· Honor Teams/Team Captains/individuals that have reached milestones

· Ensure other Committee Chairs send thank yous to sub-committee members.


Thank Yous

	Things Every Successful Event Should Do:
	Complete?

	Send a thank you note/letter to each committee member.
	

	Post-event, prepare a thank you announcement for your local newspaper.  Include committee members, supporters, donors and corporate sponsors.  Include a disclaimer in case of an unintentional omission.
	

	Send a thank you to corporate sponsors – inform your sponsors that you look forward to working with them at future Relays (reinforce an on-going commitment.)  Include a copy of your newsletter.
	


Rewards

	Things Every Successful Event Should Do:
	Complete?

	Ensure proper use of Team Captain gifts. (See Team Captain Gifts under Section 10)
	

	Give rewards to entice your Team Captains to comply with date sensitive issues, such as registration deadline.  Use small tokens of appreciation. (You’re a lifesaver – distribute lifesaver candy.  You’re the apple of my eye – distribute apples.)
	

	Honor Teams/Team Captains/individuals that have reached milestones at your Relay, such as being a Team/Team Captain for five years.
	


Recognitions

	Things Every Successful Event Should Do:
	Complete?

	Recognize committee chairs at every Team Captain meeting.  Use this opportunity to invite committee/sub-committee membership.
	

	Recognize committee members in newsletter.

Designate a page in the newsletter to recognize corporate sponsors.
	

	Review your corporate sponsor brochure and be sure to comply with the level of recognition outlined in the brochure.
	

	Recognize your corporate sponsor at your Kick-off, a brunch, lunch, picnic or dinner.
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