Run for Relief

Burma

5Krun/5Kwalk

Organizers Handbook

Purpose:

Due to the oppression of military regime in Burma, there are over 1 million internally displaced persons (IDPs) hiding in the jungles of Burma.  Run for Relief hopes to generate awareness throughout the United States and provide “Help, Hope, and Love” through financial support for humanitarian relief efforts to those that have been displaced.

Organization Supported:  You can use a local non-profit or coordinate with Partners USA or World Aid.
World Aid (Designate Run For Relief Burma)
2442 NW Market Street, PMB# 434

Seattle, ZWA

98107

(206) 784-7248

Free Burma Rangers: www.freeburmarangers.org  

Logo: “For a million villagers in Burma running is not a choice”

 (Logo and description of Logo attached)

Note: This event can be a Fun Run, a Competitive Race, a Walk or a combination. Events advertised as a Fun Run or a Walk do not need as much attention paid to the participants time. A Competitive Race requires serious timing.

I. Assemble an organizing committee: 5 people is a good target (these 5 can cover most of the coordination listed below)

a. Race Director: In charge of overseeing the whole event: must be on top of every detail

b. Registration Coordinator: Registers pre and post race entries; sells shirts; deposits money

c. Course Director: works with police; designates “no Parking zones”; instructs and monitors course; places cones and markings along course; places mile timers if needed.

d. Start Coordinator:  Performs crowd control; works PA system: coordinates the start of the event.

e. Finish Line Coordinator: Sets up finish line equipment; trains volunteers, Handles crowd control; coordinates first aid

f. Awards Coordinator: Gathers trophies, ribbons and prizes

g. Refreshment Coordinator: coordinates water stop on course and finish line; prepares fruit and other refreshments for finishers and volunteers

h. Results Coordinator: Furnishes times and winners of race and age categories; coordinates presentation of awards, PA system and platform as needed

i. Equipment Coordinator: Tasked with set-up and take down

II. Race Director and Committee check-list:
a. Establish race date and time

b. Prepare a Budget (There will be costs associated with the race and it is good to try to get sponsors. Invite sponsors to donate funds $200- 500 (three or more of these would be good: put major donors logos on T-shirt): A good target is to raise $ 1500 from Sponsors and put their business logos on the back of the T-shirt.


Possible expenses

1. Awards: participation ribbons, certificates, trophies or plaques and or medals for all age divisions

2. Food (if not donated)

3. T-shirts for entrants and volunteers

4. Numbers for racers

5. Finish line – i.e. clock, starting guns and blanks, stopwatches, time sheets, etc.

6. Barricades, ropes and posts for crowd and traffic control: to block streets and close parking lots

7. Clipboards for coordinators and finish line

8. Maps of the course to hand out day of

9. Megaphone

10. PA System 

11. Tables and chairs for Finish line, drinking check points, awards table, places for people to sit, refreshments table, etc.

12. Police check, ready the day of the race (if needed)

13. Walkie-talkie or cell phones to communicate with people on the course

14. Posters and Banners, brochures, print an paper materials for entry forms and info sheets (plan for plenty extra), also as directional in Race Day (where is your start and Finish line, registration?)

15. Dixie cups and water for the course

16. Course Marking materials and measuring wheel

17. First Aid kit with Ice packs

18. Plenty of trash cans

c. Select Name of Race and charity supported

d. Pick a tentative course and get approval for location and time from authorities (city, police, business etc...): you may need event day liability insurance (see below): check with local running clubs and also ask for their assistance with any equipment that may be needed for the race.

e. Select route: Contact City and Police to approve route. Measure Course for accuracy/obtain certification if desired

f. Outline traffic control and course security plan for police

g. Arrange for medical support, ambulance service (usually just a call to the local fire station to alert them of the event.) Have one volunteer medical person at the race

h. Prepare (design the form: sample attached), print and distribute entry forms


Necessary ingredients for an entry form: 

1. Name of Race, sponsors, charity involved

2. Location (start and course)

3. Date and Time

4. Course description

5. Service locations (mile splits, water etc…)

6. Prohibitions (could include roller skates, bikes etc…)

7. Awards and prizes

8. Entry information (fees, deadlines, day of race fee)

9. Runner check-in / packet pick up dates, times and location

10. Name of entrant (Last, first, middle initial)

11. Mailing address and Phone

12. Age of entrant as of race day

13. Sex of entrant

14. Age group listing

15. T-shirt size

16. On time and late entry fee prices

17. Check to be made payable to whom?

18. Waiver and release of liability (to be signed by all entrants)

19. US Track and Field association acknowledgment on flyer and entry form if being insured by them

i. Expense: Order race numbers and supplies: This can be done through www.rainbowracing.com  

j. 
Order t-shirts for entrants and volunteers: Usually T-shirt companies need 
at lease 7-10 days and sometimes more to complete the order. Check with 
your selected company to see when they would need your order in for 
them to be able to make the shirts in time for the Race. Pre-registered 
runners/walkers can be guaranteed a shirt whereas those who enter after 
that specified date or on the day of cannot be guaranteed a shirt.

III. Secure insurance: This is one of the most important aspects of the event. In the USA this can be done through US Track and field association see: www.usatf.org or www.usatf.org/events/sanctions  It costs about $ 75 the event for 100 people and about $ 100 for 200 people.

IV. Establish major task areas i.e. Administration, promotion, registration, course logistics, tee-shirts : and designate who will be in charge of the following:

a. Volunteer Recruitment

b. Publicity and advertising

c. Entry form distribution

d. Entry form receipt, processing

e. Race number preparation

f. Registration/check-in

g. Course security/safety

h. Course marking and signage

i. Water Stations

j. Medical aid

k. Communications

l. Equipment transportation, set-up, tear down

m. Timing: on course and finish line

n. Results: award gathering and awards ceremony

o. T-shirt purchasing/set-up and distribution 

p. Post race refreshments and entertainment

q. Clean-up

V. Make contact with local running clubs/ find out about course timing equipment and help with organization: In Gig Harbor we hire the Kitsap Track club coordinator to provide us with the finish line and timing system. This costs around $ 435.00
VI. Determine Race entry fee (pre paid and race day) Set Date for pre-registration:
VII. Line up Volunteers for registration tables, food, beverages, course directors, water ( need about 15-20 people) 

VIII. You need at lease Two -Three months to prepare

Month One:

Month One:

1. Finalize budget 

2. Send out sponsor request letters

3. Confirm sponsorship 

4. Brainstorm ideas for scenario of event day 

5. Invite the mayor and other local celebrities to Run for Relief

6. Establish promotional strategy 

7. Identify all possible sponsors of the event i.e. local businesses, media etc.  

8. Submit Race information to running clubs and magazines

9. Get tee shirt lined up ready to order 

10. Make Race Registration forms: place at Church, in the community, and on Web           

Month Two:              

1. Establish poster publicity locations  

2. Get sponsors logo for tee shirt

3. Confirm race with city again 

4. Collect registration forms

5. Order Race Day Bibs (depending on when race day is) early registration deadline?       

6. Confirm all course logistics, equipment    

7. Establish pick-up, set-up and return schedules with volunteers  write follow-up press release and send to media 

8. Send press releases and public service announcements to local newspapers, TV and radio stations                 

9.  Prepare a final event schedule include any scripts required by VIP's 

10. Designate a photographer 

Run for relief DAY ACTION 

1. Set-up on site registration station, start/finish area: awards area : Equipment needed: 

a. Tables (2) registration, (1) T-shirts and (1) refreshments (1) for course aid station (1) awards 

b. Chairs for volunteers

c. Pencils and pens for registration/finish cards

d. Entry forms

e. Cash and change/money bag

f. Cups/coolers/drinks

g. Food/trays for food (apples, oranges, bananas, bagels

h. Finish line set up

i. Time clock

j. Trash bags and garbage cans

k. Knives to cut fruit/bagels

l. Pre-race bags with shirt, race number, safety pins and other goodies for registered runner.

m. Cones for course: course needs to be set up starting one hour before the race starts. Mark the course with chalk and make mile markers and direction arrows as needed.

2. Hold a briefing meeting for volunteers: (have a volunteer check in table)  

3. Introduce VIP’s, opening remarks (Pastor Prayer) 

4. Pre-run activities 

5. Officially start 

6. Closing celebration: Awards Ceremony

POST-EVENT 

1. Write thank-you letters to all event volunteers, sponsors 

2. Compile entry form information, # of participants, age breakdown and overall results

3. Submit race results to paper if desired

4. Send funds to organization supported

