[Name of Race]
[Date and Time of Race is a 8:00 AM Start]
TIME LINE

Registration -

06:00 a.m. - Registration & Packet pickup Team Leader reports to coordinate race day set up.

06:15 a.m. - Registration & Packet pickup volunteers arrive for instructions and get all the 


       Volunteer T-Shirts to the appropriate Team Captains.

06:30 a.m. - Pre-registration (Packet Pickup) & Late Registration begins.

07:45 a.m. - Pre-registration (Packet Pickup) & Late Registration closes.

Cone Head – Course Logistics
Saturday    - Schedule pickup of all cones from [designated] storage locker.

Sunday      -

06:00 a.m. - Report to [designated area] to pickup tables, water buckets, liners, cups, mile signs, cones, and directional signs.

07:15 a.m. – All signs (mile & directional) should be posted and water stop supplies delivered, and cones placed on [route numbers or street names].

07:30 a.m. - Report back to [designated area].

07:45 a.m. - Note: Team Leader will be responsible for knowing ahead of time where all the cones    should be located on the course.

08:00 a.m. - Complete coning the designated course (return to start up area).

08:05 a.m. - After the start of the [designated] race, begin picking up the cones as you follow the last   runner. Pickup cones at [designated area], directional signs, tables, buckets, and garbage as runners complete sections of the half-marathon course.

· Timers will be responsible for returning miles signs.

· Help return cones to the designated storage location. (Optional)

Finish Line -
07:00 a.m. - Finish line volunteer’s check-in with team leader.

07:30 a.m. - Finish line volunteers receive instructions; assist in the set-up of the finish line.

                     (Pickup volunteer T-shirts)

08:00 a.m. - Finish line ready to go (additional volunteers from packet pickup/Registration should

                     check in for further instructions).

* After the last runner finishes, start dismantling and loading the finish line equipment before

   leaving.

Timers -

07:00 a.m. - Team Leader reports in and picks up stop watches (8)

07:30 a.m. - Timer volunteers report to team leader for instructions, pickup stop watches,

                     and volunteer T-Shirts.

07:50 a.m. - Timers for [designated race] should be in their vehicles and ready to be                  transported to there assign mile marks.

08:00 a.m. – Designated Race Starts. [Designated Miles]
08:05 a.m. – Additional Race Starts [Designated Miles]
(Timers should remember to bring back with them the mile marker and stop watches when they return to the start/finish area)

Water Stops – (Water Supplier will handle the Start & Finish area water needs)

06:30 a.m. - Team Leaders arrive to manage the set-up of water tables for the [designated races].

                    Equipment needed: Pitchers, cups, water buckets, hoses, tables, and garbage bags.

06:45 a.m. - Water stop volunteers (start/finish) report to team leader to set-up water table

                    and fill cups for the arrival of runners. (Distribute volunteer T-Shirts).

07:00 a.m. - Water stop volunteers (Designated Race) report to team leader to collect water, and other

                     needed supplies (See equipment needed list above) before heading out onto the marathon

                     course to set-up water tables and to fill cups for the arrival of runners. 

                    (Distribute volunteer T-Shirts).

07:30 a.m. - Water stop volunteers and Team Leader (designated area) report directly to the

                     site of the pre-arranged water stop. Equipment needed: Same as above.

08:00 a.m. - Water stop should be ready (Designated Half way point)

08:15 a.m. - Water stops should be ready (Designated Race)

08:45 a.m. - After the last runner passes your location, break down water

10:00 a.m    stop, clean up, and then bring all supplies back to start location if possible.

Sentries (Race Marshals) -

06:30 a.m. - Sentry Team Leader arrives to coordinate the processing of all his volunteers.

06:45 a.m. - Sentry volunteers check in with team leader for there sentry post instructions,

                    and pickup flags & vests, and volunteer T-shirts.

07:00 a.m. - Sentries start departing for their assigned locations.

07:45 a.m. - Sentry Team Leader departs to check on possible problems with sentries 

                    (personnel shortages, wrong locations, etc.).

08:00 a.m. - All sentries should be in place and ready to go. (Designated Races)

08:00 a.m. - Race starts.

*** Instruct all volunteers to return all vest and flags to you before leaving.

Awards/Food/Beverage -

07:00 a.m. - Team Leader arrives to coordinate food and drink preparation.

07:15 a.m. - Post run volunteers start to arrive and check-in with team leader for

                    instructions and volunteers T-shirts - begin food preparation and

                    displaying (arranging) all trophies or awards.

08:00 a.m. - All food, drink and awards preparation should be completed.

08:15 a.m. - Approximate start of food and drink distribution.

09:00 a.m. - Approximate start of designated race awards ceremony and random prize drawings

                    (after last runner finishes).

10:15 a.m. - Approximate start of [Designated Race] awards ceremony - random prize drawing continues                     after awards ceremony (after last half-marathon runner finishes).

Parking Control – 

06:00 a.m. – Team captain arrives to coordinate parking control.

06:15 a.m. - Parking control volunteers start arriving. Start taping off designated area near the Giant
food store. Place Race parking signs along [designated roads, and place No Race                  Parking signs at designated businesses in the area. Place volunteers in their designated areas.

06:30 a.m. - Race participants will start arriving.

Pre-race Activity Schedule -

07:50 a.m. - Runners are moved to the starting line areas (at the designated location).

07:55 a.m. - Runners receive race information and announcements (water stops, timers,

                    course description; tell runners to stay on the right side of the road during

                    the entire race, runner number on front of t-shirt). Traffic cones will mark the course.

08:00 a.m. - Designated Race Starts.

08:05 a.m. - Additional Race Starts.
 

********************************************************************************* 

[Date] - Pre-race packet setup/Race Meeting – at TBD - 07:00 p.m. - 09:00 p.m.
All packets stuffers must be received or dropped off at the [designated location] prior to us stuffing the packets. People who are designated to work pre-race registration and race day registration should be present to receive instructions.

[Date] - Pre-race registration and Packet pickup - 10 a.m. - 5 p.m. - at the [designated location].

[Date] - Race day registration and packet pickup – 06:30 a.m – 07:45 a.m. at the [designated location].

