The Progeria Research Foundation’s Road Race TASK CHART

 (4 Months to Plan this Event; based on an early September date)

Task
Timeline assuming Sept. date 
Description/Status

SET-UP AND COMMUNITY INVOLVEMENT



Contact Mayor’s  Office to Set Date
April  
We’ve always had our races start and end at City hall; you may choose a park, bike path, main street or other place. We’ve found it very helpful to have the assistance of local government. Peabody’s Mayor has attended, given welcoming remarks, and announcing the start of race. 



Work with local running club on event promotion and implementation
May  
Recruiting a local running club to do computerized timing for the runners adds credibility and attraction to the serious runner, and the club itself will bring participants.  There may be a fee involved for this service.  They also have mailing lists of runners you can send race applications. 



Inform local Police Department about race date, request assistance 
May 
Telephone contact with Chief, with follow up letter to confirm PD involvement. Having the police there adds a level of safety; they should provide this service for free. 



Contact ROTC or other local high school-age  group to request students, in uniform, along race route
May 


Every year, we have 15-20 ROTC students from the high school help along the race route and in other ways – they are fantastic!  If you can get a group of kids (many need community service hours) to help out it’s a win-win, just be sure to confirm them before the school year ends in June, and reconnect as soon as school starts again in September.  You’ll also need to have a walk-through of the race route and assign posts. We put people at every corner and intersection, and have signs at the half-way mark and the final stretch that say, “Almost there!” and “Great job!” 



Contact high school cross country track teams 
May
Get school teams to compete against each other!  Peabody High brings 15-20 team members every year, and this year we are trying to recruit the other local schools.  You need to contact the coaches no later than mid-May, and then reconnect at the beginning of the school year, or in August as the teams usually start practices a few weeks before school starts. 



Inform any nearby businesses or churches  about race date
July 
It’s important that the businesses nearby know of the race, as it may disrupt the flow of traffic a bit.  We recommend having the race on a weekend beginning no later than 9 am, before most businesses open. If on Sunday and there’s a church nearby, make sure there’s no conflict with services.  Send letters to confirm.

T-Shirts
July- August
Try to get a vendor who will donate or give at a low cost, or get someone to underwrite the cost. 

Trophies, ribbons
July- August
For the runners, we give awards top overall male & female and 2 deep (1st and 2nd place) in ages for both the race and fun run/walk: 0-10, 11-18, 19-29, 30-39, 40-49, 50-59, 60-69, 70+  All kids receive a ribbon and they are very inexpensive to buy. 

Liability Insurance
July
This should be purchased – a minimal cost of about $100 - $150 but well worth it! Go to www.usatf.org 

Recruit volunteers for day-of event
August
Recruit volunteers to staff registration tables, monitor race route, staff water and food tables, dress in costumes, and other tasks as needed. 

Signs
August
Create signs for registration, acknowledgment of sponsors and for the race route. Even though you have people along the route, it’s important to put balloons up and signs with arrows to show everyone the way, especially if runners and walkers split up at a point along the route.  

Bib Numbers
August
Order bib numbers for runners and walkers. We did so though Rainbow Racing System – black ones with computer timing sheets for runners, red ones with no sheets attached for walkers. 

Bags
August
Racer’s Resource or a local business may provide you with bags to put the t-shirts, brochures and other goodies in.

EVENT SPONSORS AND DONORS



Solicit event sponsors
Initial Contact: May or June 
Sent letter to members of local Chamber of Commerce and other local businesses. Conduct follow up calls 3 weeks later. Send acknowledgement letters to paid sponsors, and post race thank you with total amount raised.

Solicit in-kind donation of Children’s Costume characters 
May or June 
This is a great feature for the kids!

Solicit food donations
July - August
Contact local grocery stores, health food stores (for things like Power bars) or large warehouses like Costco, Sam’s, Wal-Mart, for food & drink donations.  Some will give you gift certificates that you can use to buy the food.  Remember to buy cups for the water station!   Food we get: oranges, bananas, bagels, trail mix and (I‘m sorry to say) junk food. 

EVENT PROMOTION



Create and distribute promotional materials (flyers, brochures, registration)
April – August 
Develop application form, poster. Distribute to other local road races in the months before, post in local stores.  Also consider mailing applications to your local supporters, about 5-6 weeks before the event. 



Post race on websites
April 
The race should been submitted to Coolrunning.com, the Running Network (www.runningnetwork.com), Racers Resource and any other site the running clubs suggest. 



Create press releases for local newspaper, cable stations 
June- September
Create weekly press releases promoting the event. Fax and email press releases to local media outlets and cable stations. Our experience has been that the papers promote only 2-3 times, as the time gets closer, but the cable stations will run it continuously for quite a while. 



Post Race Postcard
October
Create and distribute post-race postcard for all participants thanking them for their participation and providing an overview of event highlights, including amount raised.  



WE HAVE BALLOONS, BROCHURES, PENS, AND NEWSLETTERS 

FOR YOU TO DISTRIBUTE

HAVE FUN, CALL US IF YOU HAVE ANY QUESTIONS, 

AND THANK YOU FOR YOUR SUPPORT!

