Terry Fox Run Organizing Plan
1. Connect with the Terry Fox Foundation (TFF) coordinator for Alberta christie.krawchuk@terryfox.org and look at the valuable resources that are provided on the TFF website: www.terryfox.org.
2. Watch for the notice of the first national zoom meeting for the organizers of the run from across Canada. It is useful to zoom in, see what the theme is for the year, and to feel the excitement of the group. 
3. Contact the facilities bookings office at the Medicine Hat College facilitybookings@mhc.ab.ca in early April to book the Sunrise Rotary Trail, access to washrooms inside the building, and to request use of equipment (chairs, tables, garbage cans, recycling bins, podium, PA system). All should be free of charge. The college will send you documents to sign as the representative for the local Run. Once the TFF coordinator sends you a copy of the insurance make sure that gets to the facilities bookings office at the college. 
4. Send out a notice to the organizing committee in early April that it is six months until the Run and that they can double their fundraising if they sign up as soon as the registration opens, also in early April. Ask if any of them no longer want to be involved and then remove them from your list. Most of the members of both the Sunrise Rotary Club and the Rotary Ignite Club are members of the organizing committee; if they aren’t they almost all will help the day of the Run. You are very lucky to have this great group!
5. This is an easy committee for the members to serve on because you don’t really need to meet in person as it can all be done by email. You could have an in-person meeting in April to review the prior year and to get ideas on improvements for the new event. There should be one in-person meeting at the end of August when the signs and posters can be distributed. I recommend doing this at the college so that you can look at the area to make sure nothing is going to be a problem. 
6. The TFF coordinator will send you a list of merchandise and other materials that can be obtained from the TFF. It will include what was ordered in the previous year so go with that or adjust as per input from the committee. A big box with all the supplies will arrive at your house sometime in August.
7. Compile a “to do” list of tasks using the one from the previous year or compile your own. This needs to include anything you are delegating or that someone has volunteered to look after. Put their name or initial beside it so that they remember and no one else must worry about it. If you wish, include all the tasks that you are doing yourself so that those items are not missed or someone else doesn’t do them without telling you. Update the list regularly and mark off all the tasks as they get done so that nothing is forgotten.
8. As it gets closer to the date of the run the TFF will send you updates on how well the site is doing with fundraising and registrations. But I couldn’t wait so often just checked the website daily! Don’t worry if it looks like there isn’t much interest - most registrations come in once September comes. Let the committee know the progress so that they are enthused. The night before the Run the TFF will send you a list of everyone who has registered online. This is used to check people in – it is useful for the count of participants that you will need to include in the final report. It indicates how many runs they have participated in, which is nice to acknowledge when they check in.
9. You need a lot of volunteers on the event day so encourage the committee to be there as well as other sources of people: Alberta Motor Association (staff get points for community work; contact is teresa.schile@ama.ab.ca), local Sea Cadets (serve as guides along the trail – very useful and good community work for the young people; contact clintlawrence27@gmail.com), people who indicated in their registration form that they wish to help out (send them an invite), other Rotarians who are not on the committee, and family members. Registration should be handled by members who have done it before or who are good at details. Information on the registration system is provided by the TFF and is relatively easy to follow.
10. Assign committee members to find or confirm the singer for the national anthem, a warmup person, and a cancer survivor to give a brief testimony. You can serve as the MC or ask someone else to do it, if you provide the speaking notes. The TFF will send you information that is useful for organizing the event and one of them is a sample speech.
11. It is important to have water and healthy food. Costco has been great as they bring their own awning and lots of variety of treats but if they can’t do it try Co-Op or another grocery store. The on-trail water station is set up near the three “why we did this” Rotary signs along the trail as it’s about halfway along the route.  Bottled water can come from the Icy Water dealer; cooler is in the storage shed.
12. Supplies, like awnings, signs, banners, water cooler, etc. are stored in the Sunrise Rotary storage shed across the street from the Burger King on the highway by Redcliff. The storage shed key is in the storage cabinet in the Chinook Village boardroom. 
13. You will need to bring other supplies: stapler, pens, cash box, donation box, chalk for the cadets to write inspirational messages on the trail, bubble machine for the finish line, thank you cards, land acknowledgement, your speech, the box of supplies from the TFF. 
14. Ask everyone to help with the set up and the take down. It goes quite quickly but you will need to be around to answer questions and to give directions. Most of the supplies will go back to the storage shed. The people who put up the signs along the roads should be asked to take them down the afternoon of the Run so that they don’t clutter up the roadways with dated information.
15. The final report is very important but easy to compile, especially if you work with the experienced registration people. It asks for a registered cheque, but we just have the club Treasurer write a cheque and that is fine. The cash is deposited in the Rotary bank account and a cheque written to the TFF for that amount.
16. If you feel overwhelmed or need an answer, just check with the TFF coordinator. If she doesn’t know she will find out. Have fun. It’s a very worthwhile thing you are doing and so feel proud of your involvement, and of your committee!
