Trophy Series Race Director Instructions
Overview
The Trophy Series (TS) Race Director (RD) is responsible for managing the race on the day of the event.  This includes:

1. Course set-up and clean-up

2. Assigning duties to volunteers.

3. Overseeing registration.

4. Describing the course

5. Doing the volunteer and participant raffles

6. Handing out ribbons after the race.

You are not responsible for the following.  These are done by the TS director and the RMRR board.

1. Choosing, designing and measuring the course and distance.

2. Obtaining permits.

3. Recruiting volunteers, though any help you can get from family and/or friends is greatly encouraged.

1 Month before the Race
1. Review the course with the TS Director

a. Make sure that we have the necessary permits for the race.

b. Get a copy of the course map.  Run/ride the course if needed.
c. Determine how many “non-running” volunteers are needed.  Typically, we need 7 finish line volunteers ( for 2 chutes), plus course marshals and water station attendants as needed.  If you are short of volunteers, some experienced (and faster) members may be willing to start at 0:00 and still work the finish line.  On longer races, we may be able to get by with 5 finish line volunteers (only 1 chute).

d. Determine other special needs:  portable toilets, etc.

2. Contact the Volunteer Coordinator to let him/her know how many volunteers are needed, especially non-running.  
3. Determine whether or not you want/need to attend the board meeting.  Get the dates and locations from the TS director.

1 Week before the Race
1. Contact the Volunteer Coordinator and get a list of volunteers.

2. Make preliminary volunteer assignments.  See volunteer assignment sheet.

3. Call all volunteers by Thursday and tell them what time and where to show up.  Try and let them know what they will be doing, though often there are last minute changes depending on who shows up.  Tell them who to check in with when they arrive.  Remind them to sign in on the volunteer sheet so they will get credit for their time.  Generally, set-up and registration crew should arrive 90 minutes before the start (running volunteers).  Finish line volunteers not involved with registration should arrive at least 30 minutes before the start(non-runners).
4. If you don’t already have a key to the office, contact the TS Director and arrange to get a key or when to meet him/her at the office.
5. Review any last minute race requirements with the TS Director.

Day before the Race
1. Pick up the van and load with equipment for the race.  See equipment checklist.

2. Purchase food for volunteers and drinks if needed.

3. Make any last minute volunteer assignment changes.

4. Make sure you plug in the Time Machine to charge overnight.  Time Tech machines do not need to be plugged in and should not have any batteries in them…new batteries should be placed in them race morning.
Race Day-Set-up
1. Purchase ice for the race for the soda and to chill any bottled water.

2. Arrive early enough to setup the course and return to the registration area before the race starts (90 minutes).  If the course set-up is long or complicated, you may need extra time.
3. Make sure the finish line and registration equipment is ready to be set-up when the first volunteers arrive.  If you are not going to be back at the start line 1 hr. before the start time, you may want to unload the start/finish/registration equipment from the van before you set-up the course, except for the Cash Box.
4. Set-up the course with:

a. Mile markers

b. Water stations

c. Course markings:  cones, race in progress signs, arrows, etc.

5. Have volunteers sign in on the sheet, and check with you for their assignment.  If you are going to be out on the course when volunteers arrive, make sure someone is there to assign volunteers and oversee registration.

Race Day-Start
1. Call all racers for announcements and the start 5-10 minutes before the start time.

2. Make pre-race announcements:

a. Special Announcements by Board members (check with TS Director or look in race folder) - President
b. Volunteer of the Month (Volunteer Coordinator or President)

c. Strongly encourage people to sign up in the volunteer book.

d. Welcome new TS racers.

e. Acknowledge/thank the volunteers.

f. Announce upcoming events.

g. Give course description (Race Director)

h. Ask if anyone is starting early or not at their assigned time.  Make sure their start time is written on the tag and highlighted to assist in scoring.

3. Turn control over to the official starter.

4. Once the race starts, have finish line volunteers clean up registration tables.  Leave table(s) out for post race refreshments, newsletters, flyers, etc.  

5. Please make sure Cash Box is placed in a locked car after registration.

Post-Race
1. Make sure the scorers have the score boards and a place to work.  If it is cold, leave the boards in a warm place until after the race.

2. Introduce post race speaker (if applicable).

3. Announce that results/awards will take place in approx. 15-30 min. (for the benefit of new members)
4. Post-Race Announcements:

a. Thank/Acknowledge all the volunteers again.

b. Announce next race – date, time and location.

5.
Conduct the volunteer and participant raffles. Write out the entry slips for the volunteers since some may still be out on the course.

5. Awards – The Race Director announces and hands out the ribbons after scoring.

6. Clean-up the course and registration and load the van.  Remove ALL evidence of our presence from the site.  Load garbage bags in the van and dump them at the office in trash in the back.  This is essential to keep good relations with the public and permitting agencies so that we may continue to use the site in the future.
7. Make sure all volunteers sign out when they leave.

Back at the Office
1. Unload the van and return all items to their proper spot in the office.  Please leave the office and equipment neat and organized.

a. Clean out and reorganize the brief case and registration box.

b. Empty all water jugs and store them with the lids off to prevent molding.

c. Rinse all drink/food containers and trash cans.  The trash bin is in the alley around back and the key is on the hook in the front of the back room on your right.

2. Leave the van clean and empty.  Park in the Wild Oats Parking lot in the southernmost spot.  

3. Complete volunteer sheet by totaling the hours for each and call all volunteers to confirm hours with them and also to thank them again for their time.  
4. Add all hours that you and others have worked on the race prior to race day including:  riding the course, calling volunteers, loading the van and buying food and supplies.

5. Adjust the times for those who ran.  i.e., if someone signed in at 7:00 and out at 10:00 and ran, you should subtract their time running the race from the total time. Be generous and err on the side of giving too many hours.

6. Email or return the completed volunteer sheet to the Volunteer Coordinator by Wednesday or Thursday so that they can send the hours to the Editor of the newsletter by Friday.

7. Reimburse yourself for any expenses (gas, food, etc.) from the Cash Box.
8. Account for any cash in or out using the sheet in the Cash Box. *Note: do not include checks in on the Cash Log.  Also, fill out the RMRR Event Summary form, a copy should be in the race folder. Any checks or applications received should be placed in the Treasurer’s and Membership file holders on the wall below the bulletin board.
9. Leave the Race Folder on the table in the office.

10. Arrange to return the office key and van key to the TS Director or return through mail slot when leaving the office.

If you have any questions or problems, call the trophy series director.
