[Race Name]
On-Site Registration Instructions

1.   Have runner fill out race application.

2. Have runner pay entry fee (Cash or Check) make check payable to 

“Designated Name”

3.   Check to be sure that the form shows age, sex, and the Medical release is signed.

4.   Assign the next race number and record the runner number on the race application form.

5.   Fill out tag at the bottom of the race number with the following information:

a. Name

b. Age

c. Sex

USE ONLY PERMANENT INK PENS WHEN POSSIBLE

6. Put race number in the bag and then give it to the runner.

7. Instruct runner to pickup his or her T-shirt to the right or left of registration.

8. Place all completed race applications in a designated area (Shoebox, folder, and moneybox).

9. Identical procedures should be in place for the handling of cash or checks.        

