ENA Annual 5K Turkey Trot Playbook

	ITEM/ISSUE
	2010
	2011
	2012

	Event Details
	*First annual

*Thanksgiving Day @ 8 a.m.
*Rain, snow, or shine event

*Started at 5306 East Buckeye Road

*Ended at 5002 East Buckeye Road

*27 participants, 2 dogs
*Start early to give people time to get ready for family celebrations
*Consider asking for a donation for the food pantry in lieu of a registration fee
	IN ADDITION TO 2010:
*Second annual

*Started and ended at Droster Park 

*76 participants, 3 dogs

*In lieu of registration fee, asked for non-perishable item donation for Second Harvest Foodbank of Southern Wisconsin

*246 pounds of food collected and delivered
	

	Materials Needed
	MATERIALS WE USED:

*Wire sign holders (10)

*Signs in sheet protectors (10)

*Clear packaging tape

*Certificates for 5K Turkey Trot (2)

*Refueling food/drinks

ADDITIONAL MATERIALS WE NEED FOR NEXT YEAR:

* Turkeys on sticks (10)

* 10-pound bag of white flour and towel

*Trophies for 5K Turkey Trot (2)

*Medals for all kids who finish 5K Turkey Trot

*Finish chute

*Garbage can

*Recycling bin

*Compost container for banana peels

*Basket for Cliff bars

*Wheeled cooler with ice

*Bowl/knife for bananas

*Table/tablecloth

*Megaphone

*Collection bin for donated food items
	IN ADDITION TO 2010:  
*Water cups (50 provided, 100 needed)
*Certificates for adult male winner, adult female winner, male kid winner, and female kid winner (4)

*Two 10-pound bags of flour

*Coupons for all kid participants (20 needed)

*Goody bags with donated and purchased items (bottle of water, mini Cliff bar, coupons, rubber Thanksgiving duck, ENA magnet, Running Club schedule card) (100 needed)

*Additional tray of baked goods needed (2)

*Additional food collection bin needed (2)

*Flashlight for early morning set-up
	*Trophies for 5K Turkey Trot male and female age division winners (6)

*Certificates for 5K Turkey Trot male and female age division winners (6)



	Race Prep
	*Make/fix directional signs

*Wheel/Garmin course to check distance

*If necessary, apply to become a sanctioned road race through City of Madison

*Order engraved stickers from Budget Signs

*Print certificates

*Create/update informational flyer

*Find local food pantry to accept donations and ask what items are most needed
	IN ADDITION TO 2010:

*Assemble goody bags 
*Submit paperwork to Second Harvest Foodbank of Southern Wisconsin

*Arrange for pick-up and drop-off of food collection barrel

*Solicit donations

*Pick up bakery donation (1 tray)

*Assemble winner prize bags (4)

*Deliver safety vests ahead of time to volunteers
	*Contact Alder Jill Johnson  district16@cityofmadison.com regarding City of Madison sanctioned road race concerns

	Advertising


	*Advertise in September/October and November ECHO

*Post on website event calendar

*Post flyer on website

*Post on Facebook page

*Send event invite via Facebook

*Advertise through running shoe stores if become a sanctioned road race through City of Madison

*Blast e-mail one week prior
	IN ADDITION TO 2010:
*Advertise on East Buckeye Neighborhood Association Facebook page and in their newsletter
	

	Sponsors
	NONE
	SIGNATURE SPONSORS:

Heritage Bakery & Café (tray of baked goods)
Contact:  David Sramek (co-owner and chef)

E-mail:  info@heritagebakeryandcafe.com
4674 Cottage Grove Road

Madison, WI  53716

608-222-0136

Website:   www.heritagebakeryandcafe.com
Get Fit Staying Fit (fitness prizes for winners)
Contact:  Matt Poster (owner)

5222 Academy Drive

Madison, WI  53716

Website:  www.getfitstayingfit.com
Gene and Laura Clark Taylor

East Buckeye Neighborhood residents

5625 Rustic Woods Drive

Madison, WI  53716

E-mail:  lclarktaylor@yahoo.com
COUPONS DONORS:

Fazoli’s

Hometown Cafe

Perkins Family Restaurant & Bakery

Rocky Rococo Pizza and Pasta

T.G.I. Friday’s
	

	Volunteers
	*Tiff Roltgen (Logistics, advertising, and clean-up)

*Mike Roltgen (Sign set-up and pick-up, race official at start line, timer, finish line, refueling table staff, clean-up)

*Recruit ENA Running Club significant others and ENA Board members

*Need intersection directors, traffic monitors, and water station
	*Tiff Roltgen (Race logistics, advertising, communication, goody bags, sign and refueling table set-up,  flour arrows, medical, race official on bike, safety vest delivery, clean-up)

*Matt Poster (Finish chute and sign set-up)
*Mike Roltgen (Race official at start line and turkey mascot)

*Gene Taylor (Official timer)

*Ryan McKee (Refueling table monitor, recorder at finish line, clean-up)

*Rodney Benson (Route volunteer at Grafton Road/South Thompson Road and sign pick-up)

*Mason Jellings (Route volunteer at South Thompson Road/Cottage Grove Road and participant counter)

*Louise Jellings (Route volunteer at Cottage Grove Road/Stacy Lane) 
*Dan  and Jessica Murphy Family (Route volunteer at Stacy Lane/bridge path and clean-up)

*Mona Everett (Water stop across at 1309 Woodvale Drive)

*Marianne Bird Bear (Route volunteer at Woodvale Drive/East Buckeye Road)

*Tracie Masters Zoll (Route volunteer at East Buckeye Road/South Thompson)
*Photographers needed (2)
	

	Pre-event
	*Purchase water (one 24-pack), Gatorade (one mini 12-pack), Cliff bars (one mini bar 18-pack),  and bananas (3 bunches) the day prior to the event
*Next year purchase one extra water (two 24-packs total), no Gatorade, one extra pack of Cliff bars (three total mini bar 18-packs), same amount of bananas, and ice (20 pounds)  
*If assembling goody bags, purchase extra water and Cliff bars
	*Purchased 6 bunches of bananas but had 2 left
*No ice needed—leave water outside the night before if not below freezing temperatures
	

	Set-up 


	*Start at 6:30 a.m.

*Set up 10 directional signs and turkeys
*If not raining, create two flour arrows on each turn and one straight arrow at any major intersection where runners need to continue on without turning

*Set up refueling table, drinks, and awards
	IN ADDITION TO 2010:

*Start set-up at Droster Park at 5:30 a.m. with flashlight 
*Add more flour arrows on straight aways
	

	Archives
	*Take pictures before/during/after for neighborhood archives

*Take group photo before race begins

*Take picture of male and female race winners

*Take photos of volunteers

*Take photos of race set-up such as finish chute, refueling table, awards, and directional signs/flour arrows 
	IN ADDITION TO 2010:
*Recruit volunteer race photographer who is willing to be on bike

*Recruit volunteer race photographer to cover start and finish line

*Photograph male kid and female kid winners

*Take more pictures of participants, set-up, and volunteers
	

	Safety
	*Encourage volunteers to carry cell phones

*Hand out safety vests to all volunteers

*Staff all busy intersections with race directors to stop traffic
	NO INCIDENTS OR COMPLAINTS
	*Consult ENA Safety Coordinator

	Start/end time
	*Cleaned up by 9:00 a.m.
	*Cleaned up by 9:15 a.m.

	

	Age group separation
	*If/when the race grows, consider age groups 
	*Offer three award divisions:  KID (12 and under), ADULT, and SENIOR (65+)
*Brainstorm how to denote/identify age groups more efficiently—assign a volunteer to determining winners and recording names and times at finish line
	

	Certification


	*Not currently certified or sanctioned through City of Madison
	
	

	Parking


	*Most people walked

*If/when the race grows, address this issue
	
	

	Awards


	*Take picture of male and female 5K Turkey Trot winners and write down names

*Award trophies and certificates to male and female 5K Turkey Trot winners
*Give medals to all kids who finish 5K Turkey Trot
	*Award ceremony and goody bag distribution (one per group or family) at 8:40 a.m.
	

	Winners
	MALE ADULT:  Kyle Staven

FEMALE ADULT:  Sarah Baltisberger
	MALE ADULT:  Ron Ofstun (18:10)  

FEMALE ADULT:  Emily McCluhan Leas (25:42)

MALE KID:  Connor Lauby (21:51)
FEMALE KID:  Devin Lauby (30:26)
	

	Clean-up


	*Take down signs 

*Pack up extra medals for storage

*Send extra refueling items home with participants

*Pack up table and other supplies

*Take trash and compost

*Make sure entire area is clean
	IN ADDITION TO 2010:

*Take down signs and turkeys

*Take down finish chute

*Distribute extra goody bags

*Assign volunteer to transport food donations from park 


	

	Follow-up


	*Post pictures on website and Facebook

*Recap article in December/January ECHO
	
	

	Improvements
	*Clear area beyond finish chute to allow for runners to sprint to the end

*Go over race etiquette and safety at start line (slower traffic stay right, pass on left, hand water cups to volunteers, not a closed course, watch for cars at intersections, stay on side of road or sidewalk at all times)

*Consider handing out goody bags with coupons and food samples
*Consider starting and ending at the same location

*Make stop signs for intersection directors 
	*Deliver flyers to houses surrounding Droster Park several weeks beforehand to notify neighbors of the event
*Anticipate higher participation numbers and plan accordingly (Year 1 = 27 participants and 2 dogs, Year 2 = 76 participants and 3 dogs)

*Provide second barrel for Second Harvest Foodbank donations
*Offer three award divisions:  KID (12 and under), ADULT, and SENIOR (65+)

*Buy two clicker counters for volunteers to track participation

*Consider changing date to Saturday before or after Thanksgiving to avoid competition with Berbee Derby race Thanksgiving morning
	

	Inventory
	*Have all directional signs intact

*Have 20 kids medals left from Firecracker 5K
	*9 kids medals  
*Directional signs (13) and scarecrows (14) 

*5-pound bag of flour

*120 water cups

*10 Thanksgiving rubber ducks

*Assorted coupons

*Goody bags
	

	Total Cost
	NO BUDGET 
*Woodman’s Snacks/Drinks ($22.64)

TOTAL = $22.64
	BUDGET = $150.00
*ShopKo Trophies (2 X $6.085 = $12.17)
*Scarecrow Sign Markers (14 x $1.055 = $14.77)

*Oriental Trading Thanksgiving Rubber Duck Prizes (5 X $6.00 = $30.00)

*Woodman’s  Refreshments and Goody Bag Items ($54.49)
[*Budget Signs Engraved Stickers (2 x $8.00 = $16.00) Complimentary this year due to company error with due date] 
*Less $20 donation from Gene and Laura Clark Taylor
TOTAL = $111.43 - $20.00 = $91.43
	


