TAT 2011 – Planning Committee Opportunities
 “The HOW List”

Ideas to help make your Project successful

· Event Management

a Event Mgr – preplanning - MELISSA MIKULAK
i Oversee all facets of event planning 
ii make sure projects are being addressed and completed

iii Work with project managers on timelines

iv Event map & program
v Set-up committee meetings
vi Permits & insurance

vii Run of show
b Event Mgr – Day of - RANDEE FERRY
i Oversee all facets of the event on the day of the event. 

ii Work with event planning mgr as much as possible prior to the event

iii Walkie-talkies (find source for rentals)
· Generate Revenue $$
a Sponsor Team - ___________________________
Support – Lindsay Herkert, Elaine Brosnan
i Find companies and individuals to give funds to pay for the cost of the event

· Sponsors offset the cost of the event, and make it possible for us to say that 100% of donations go to kids cancer research. Without sponsorships we have to trim the event. (We do not spend more money on the event that we have in sponsorship dollars)
ii Develop a sponsorship packet

· Sponsor form w/ $ and amenities (see last years form)
· “Sponsor-A-Truck” – man a popular vehicle, collect donations, advertise you biz and meet the people while they wait in line

· Booth at event

· Logo on tees

· Logo on banners

· Logo on Website, Facebook, 

· Sponsor a patient – for $____ a child and his family currently in treatment will receive admission to event, 2 t-shirts, and 4 lunch vouchers

· Family sponsorships: Donate $___ receive # tix and ___

· What is TAT
· Who is MROF
iii Contact last years’ sponsors

iv New prospective sponsors – make a list of who to call and visit
b On-Site CFO – ALLY MILLER

i Goal is to track income – what exactly is taken in though admissions, donations, lemonade stands, raffle, etc. on the day of the event
ii Tally entry fees throughout day

iii Tally donations throughout day (as needed)

iv Tally lemonade stand and bake sale donations (as needed)

v Set-up deposit runs throughout day as needed 

· Work with security personnel to get to bank

· Make runs to bank for change for admissions if needed

vi Must have 2 other volunteers assisting

vii Brinks truck to stop by? 

viii Private tent? Closed area in admissions?

c Admissions – LISA STURT

i Goal is to have a well run entry point(s) for attendees to pay and enter event

ii Headcounter

iii Day-of Volunteers

iv Design admission booth set-up; lines, flow, signage

v Fanny packs

vi Waivers, clip boards, pens

vii Entry bands 

viii iPhone credit card swipers, training
d Donations at Event - ___________________________
i Increase per person donations at event; 2010 = approx $9pp. Revenue could have been higher last year with more donation bins!
ii Source donation bins
· Bright color or see-thru

· Large 

· How many? 20, 30, 40?

· Manufactured or store bought; affordable
iii Placement at event

iv Need at least two other volunteers day-of event

e Kids Raffle - ___________________________
Support – Ursula Meier, Lindsay Herkert
i Increase donations by having a kids-only raffle.

· Last year we made approx $1000 on kids raffle for 25 prizes

ii Find prize donations

· Toy stores, Supermarkets, Drug stores

· Clubs & Individuals

· Museums, zoo, Legoland, kart racing, restaurants, etc

iii Auction boxes?

iv set-up and run raffle booth at event

· how many volunteers

v raffle ticket sales

f Lemonade Stand #1 – The Checkett’s family
Lemonade Stand #2 – __________________________
i Create and run a lemonade stand at the event to increase donations
ii Get water, ice, lemonade mix donated from supermarkets 

iii Tents, Tables, cups, large jugs, large spoons, paper towels

iv Other drinks offered?

v Set-up and tear-down booth day of

vi Do you have volunteers to work day of? How many will you need?

g Bake sale – LORI & MELISSA GOOD
Support – Helen Thomsen, Ale Blasina (+ all bakers!)
i Create and run a bake sale at the event to increase donations
ii Ask local bakeries to donate goods

iii Ask people to bake

iv Send people out from the tent during the event to sell items from trays

v Packaging?

vi Set-up and tear-down booth day of 

vii Do you have volunteers to work day of? How many will you need?
h T-shirt Sales - ___________________________
Support – Ally Miller (sources)

i Tees are a great advertising tool after the fact, and add revenue if the production costs are low enough.

ii Source for t-shirts and printing 

· Event Tees (for sale at event)

· Volunteer Tees (for people working at the event) Pit Crew
· Participant Tees (for people who brought a display) 
· Same color; different colors?

iii T-shirt design

iv Sponsor logos

v Timing

vi Design and run the t-shirt sales booth at the event
i Food Vendors x3 - ___________________________
i Find & manage food vendors who will donate back to TAT
ii Secure date  

iii Manage during event

iv Need at least three

v NO desserts offered (we have bake sale)

vi Local restaurants: Rubios, Panda, Sammy’s?

vii Bretts BBQ helped last year; offered to do 2011

viii Flippin’ Pizza has a truck
· Bring People in

a Facebook, twitter  - RYAN ALBERT
Support – Ursula Meier

i promote event on Facebook and twitter

ii updates; changes; news
b Flyer distribution  - ___________________________
i oversee flyer distribution at malls, baseball games, etc.
c Mommy groups – COURTNEY MOURATOFF
Support – Ursula Meier, Sarah Albert

i locate San Diego mommy groups to spread the work of the event
d Internet promotion - ___________________________
Support – Ryan Albert

i find free calendars and sites to post the event info (sign-on SD; Reader; etc)
ii update as needed 
e Write news articles, press releases – Elaine Brosnan
Support – Ryan Albert

i Identify and utilize community publications throughout San Diego
f TV & Radio - ___________________________
Support – Ryan/Cliff Albert, Ursula Meier

i Be our media rep! 
ii Contact local TV and radio stations and find out how we can promote the event through them for free

iii We have an existing relationship with NBC that can be utilized, as well as Clear Channel Radio.
iv Celebrities

v Photographer for event – Kevin Mudd 2010
· Create a Safe & Enjoyable Environment 

a Parking & traffic control - ___________________________
i Parking needs for volunteers & attendees
ii Traffic control at front of school

iii Traffic control and parking direction in rear main lot

iv Signage needs

v Handicap parking

b Security Personnel - ___________________________


i Locate a security firm to oversee event (admissions and booths primarily)

ii We have a contact who may do it for free

iii Determine # of personnel 
iv We need to close and secure site except via designated entry/exits

c Signage - ___________________________
i TAT needs lots of signs! 

ii Source a signage company
iii What signs can be handmade?

iv What signs have to be printed

v Most cost effective

vi Decorate venue with banners and signs

vii Take-down signage after event – what should be saved?

d Restrooms - ___________________________
i Source a portable restroom company
ii How many?

iii Hand wash & sanitize stations

iv What is the process to rent

v Drop-off / pick-up times (work within high school hours requirements)

vi Signage needs

e Tents & tables – LORI GOOD
i Source a company with good rental rates

ii All items must be fire department approved

iii Qty of tents needed?

iv Qty of tables needed?

v Gather needs from committees

vi Manage set-up and tear down at event
f Fencing/Barricades & trash receptacles - ___________________________
i Source a company to provide barricades for certain areas
· Where are they needed at event

· Footage needs?

ii Can we use caution tape or pennant strings?

iii Most cost effective ways to funnel attendees to admissions

iv Signage needs

v Source for an affordable dumpster

· Pick-up & drop-off costs?

vi Trash receptacles & liners

· Last year used 24x24 boxes from staples (cheap!)

· How many?

· Check trash throughout day; empty as needed

g MROF Info Booth - ___________________________
Support – Ursula Meier

i Design and run the MROF Info booth at event
· Flyers

· Handouts

· Upcoming events

· Become a volunteer

· Host your own fundraiser

· TV?

h First Aid/Lost Parent/Lost&Found Booth - ___________________________
Support – Helen Thomsen, Kim Walter
i Design and run booth

ii Appropriate signage; what can be made by hand; cost effective; easy to read
iii First aid
· What do we need at a first aid booth?

· Put together needs/cost analysis

· Fire extinguisher

· Medical emergency phone numbers

· EMT on site?

iv Lost Parent (lost child pick-up)

· Area in booth for kids to play, calm down if lost
· Announcements made at stage (person to deliver announcements)

· Person to play/console child

· Walled tent? (don’t want to lose child again!)

· Safe area

v Lost & Found Pick-up

· Box to hold L&F items

· Announcements delivered to stage

i Volunteer Mgr – ALESSANDRA BLASINA
Support – Cathy Palmer
i Locate volunteers

· Facebook & Friends & Family

· 2010 volunteer list

· High school groups (we can offer comm serv hours!)

· Draw from other folks in our planning committee

· Volunteersandiego.org and Volunteermatch.org – get our event added
ii Host the Volunteer/Participant Hospitality Booth
· Volunteer check-in (t-shirt distribution)
· Participant check-in (t-shirt distribution)
· drinks, water, snacks

· Seating, table

iii Manage Volunteer Needs for the whole event

· Work with other project leads on their needs (can they find their own volunteers?)

· Map exact needs of all areas and make sure they are covered

iv Vehicle Concierges

· Need 1 volunteer per display to keep lines in order, remind folks to respect the cars, talk about MROF, donations, keep lines moving, etc. 
· These could also be sponsors (check with sponsor team)

j Staging & Entertainment – LEO BENAVIDEZ
i Staging

ii Sound

iii Electric

iv Bands

v Tents to fit stage

vi Tent for sound tech

k Vehicles/Participants - ___________________________
Support – _________________________________________

i Find and secure cars, trucks, boats, birthday companies, Star Wars Characters, etc.

ii Update 2010 reservation form

iii Let participants know there is no registration fee for our event

iv Utilize last years list for a quick start

v Call and email

vi Can any vehicle participants help find more displays

vii Work with event mgr on lot layout

· Know size and space needed for each vehicle (trailers, tents, etc)

viii Set-up arrival schedule for participants

ix Set-up welcome packet for participants

x Manage Vehicle Concierges at event

