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This guide was created for Smart Commute coordinators to help organize efficient, safe, and enjoyable community events.  Information in the guide should be tailored to your community.  We encourage you to use the guide and organize a series of events in preparation for the Smart Commute event.

Create an event team
Recruit a multi-disciplinary team with a passion for Smart Commute.  The team should represent your local population.  Suggested team members include:

· Law enforcement

· Community coalition members

· Local employers

· AARP

· Rotary/Kiwanis Clubs

· School representatives

· Church groups 

· Local fitness clubs

· High school students 

· Marketing representative (from local newspaper/radio/TV)

· Honorary Chair to host the event (mayor, school superintendent, local VIPs, high school sports celebrity, legislator)

Note:  Organize a team meeting to plan the event.  Solicit input from team members on location, time, budget, publicity, potential sponsors/donations, logistics etc.  Recruit team members with expertise in certain areas to serve as team leaders for the suggested committees:

· Sponsorships/Budget

· Course set-up/clean-up

· Volunteer Coordinator

· Food/beverage  

· Marketing 

· Speakers/Entertainment 

· Follow-up 

Select a time and location
· Schedule an appropriate time for your event.
· Choose a location that is accessible to people of all ages and abilities.  The site should have:

· Easy access with convenient parking.

· Clean restrooms.

· Handicap access.

· Site should be clean and safe (away from heavy traffic areas).

· Attractive scenery. 

Note:  Check with local authorities to see if a permit is required for your proposed course.  If you are not sure whom to call, start with your local law enforcement office.
Establish a budget

· Itemize estimated expenses for the event that include required expenditures (tents, tables, equipment, facilities rental, portable restrooms, barricades, cones, music, insurance, banners, permits, fees, marketing, graphic design, printing, postage, t-shirts, entertainment, food, bike rental, bus rental, handouts, prizes etc.).

· Create listing of additional expenses that could be covered by a sponsor, local donations or loans.  Use the estimated expenses as a guide. 

· Develop an estimated income for the event.  

· Avoid charging entry fees.

Secure sponsorships

· Prepare list of potential sponsors and a listing of recommended expenses (food, water, t-shirts, etc.)  Most sponsors want exposure and identification with a consistently high quality event.  Clarify expectations of sponsor and ways the event can promote their business or product.    

· Create a recognition plan. 

Examples of recognition:

· Printing logos (include sponsor name/logo on all printed materials including brochures, posters, banners, informational packets and clothing). 

· Promote event via local newspapers, radio/TV station and identify the sponsor.

Note:  Seek sponsors months prior to the event.  Media sponsors can help publicize your event, which could attract other sponsors. 

Review liability issues

· Consult with your local legal council regarding issues that may arise from hosting a walking or biking event.  
· Arrange for liability insurance coverage to protect against a liability claim.
· Partner with a local non-profit agency, Chamber of Commerce, city or township (if possible).  These agencies can typically add a rider to their existing insurance coverage for little or no cost.
Promote and publicize the walk

· Solicit team members’ expertise in developing creative ideas to promote the walk (i.e., marketing representative).  

· Distribute promotional materials months prior to the walk.  Ask team members to distribute materials through their networks.  

· Send a press release to local newspapers and television stations.

· Attempt to secure media coverage on the day of the event.  This adds value to the event for any sponsors.

Water and food 
· Ensure there is plenty of water and cups on the course and at the finish.  If the weather is hot, lack of water could be a major health risk.  
· Include food if you secure a sponsor or donor to cover the costs.  A local grocery store or health club may donate water and staff the distribution points.  Select tasty, healthy food that is easy to consume and clean up (fruit, bagels, nutritious snacks).

Secure speakers/entertainment

· Recruit a person (e.g., the honorary chair) to kick-off the event and/or speak at a press conference.  Announcements should include: sponsor recognition, an indication that this is a (name of community) 2009 Smart Commute event and a thank-you to all volunteers.  Other speakers could include the mayor, major employer representative, local VIPs or politicians.  
· Monitor time limit (approximately two minutes) for each speaker.
· Explore entertainment possibilities such as school bands, local DJs, or music played over a sound system.  A good sound system and music is impressive.  The sound system can be used for announcements too. 

Develop a logistics plan
· Secure the needed permits and/or permissions for your event.  Local law enforcement agencies will need to help if traffic will be interrupted or diverted.  
· Examine the parking situation.  There should be ample parking on or off site with clearly labeled directions. 

· Arrange for portable restrooms on-site if necessary (one restroom for every 100 participants.) 
Map the Layout of the Event – Prior to Event Day.  
· Check restroom availability and arrange for portable restrooms if necessary.

· Display large colorful banners with sponsor logos in a clean area with clear directions to starting location and time.  The display will enhance the quality of the event and could entice participants to join future community physical activity functions. 

· Select food and beverage locations to minimize lines.  

Recruit/recognize volunteers

· The Volunteer Team Leader should oversee tasks and answer questions.  The Coordinator should meet with the volunteers to review tasks either the night before or two-three hours before the event.

· Arrange for the number of volunteers according to the size of event and tasks in Step three.  In addition to the event team, extra volunteers are needed the day of the event, and a few volunteers could perform multiple tasks.  

· Recruit a volunteer to take pictures to publicize the event and sponsor(s). 

· Recognize volunteers for their good work and time.  Show appreciation by providing refreshments, t-shirts or other amenities.


Meet with committee and volunteers (ideally the evening before)

· Specify the volunteer’s station on the course.  Distribute maps and a task list.  

· Review their assignments and answer any questions to make sure they are comfortable with the event logistics.

Prepare event set-up

· Assemble tents, hang banners, set-up sound system and prepare refreshment areas.  Display appealing start and finish lines.

· Stock water stations with refuse containers so people can dispose of trash and avoid cluttering the course.

· Arrange food attractively on large pre-set tables accessible to participants from multiple sides.  Keep food fresh and set some aside for participants at the back of the pack. 

· Prepare parking areas and restrooms the day before, if possible.  Restrooms may more use than normal, so be sure there are lots of supplies on hand.
Organize parking area

· Station volunteers to direct traffic and maximize efficient, safe parking.

· Recruit volunteers who understand the traffic plan.

· Avoid assigning these volunteers to other stations since they could be busy when the walk begins.

Greet speakers and/or other guests

· Identify a team member to greet and escort the speakers/guests to the area designated for their brief remarks. They should be in place at least 15 minutes prior to their scheduled speaking time. 

· Remind speakers of their two-minute time limit.
Clean-up

· Secure plenty of volunteers for trash removal during and after the event.  
· Disassemble the tents, tables, banners, refreshment areas and any other remnants as soon as possible or at the agreed-upon time stated in the permit. 

· Leave the area as clean or cleaner than the way you found it.


Debrief the event

· Prepare and distribute a brief feedback survey for participants, sponsors, volunteers and the event team.  Request suggestions for improvements.

· Seek volunteers for next year’s event.

· Thank volunteers and sponsors.

· Create a brief summary of event for sponsor(s) and include number of participants, media coverage, logo placement and feedback survey results.

· Complete post-event response form.
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