ENA Annual Firecracker 5K/Kids Fun Run Playbook
	ITEM/ISSUE
	2011
	2012
	2013

	Event Details
	*July 4
*Kids Fun Run 8 a.m. (Elvehjem Park shelter)

*Firecracker 5K 8:30 a.m. (Elvehjem Park Painted Post entrance)

*Rain or shine event

*Start early to avoid excessive heat and give kids time to decorate bikes for the parade
	
	

	Materials Needed
	*Wire sign holders (10)
*American flags (10)

*Signs in sheet protectors (10)

*Clear packaging tape

*10-pound bag of white flour and towel
*Trophies for Firecracker 5K (2)

*Certificates for Firecracker 5K (2)

*Medals for all finishers of Kids Fun Run and kids who finish Firecracker 5K
*Prizes for Kids Fun Run winners (at least one per age/gender group)

*Megaphone

*Refueling food/drinks
*Wheeled cooler with ice

*Table/tablecloth

*Bowl/knife for bananas

*Basket for Cliff bars

*Garbage can

*Recycling bin

*Compost container for banana peels

*Finish chute

*Cones (7)

*Firecrackers/lighter or matches
	*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
	*Contact Alder Jill Johnson  district16@cityofmadison.com regarding City of Madison sanctioned road race concerns
	

	Advertising


	*Advertise in June and July 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
*Include in blast e-mail one week prior
	
	

	Volunteers
	*Recruit ENA Running Club significant others and ENA Board members

*Tiffani Roltgen (Signs, course, and finish line set-up; leader on bicycle; medical; Firecracker 5K race official at start line; clean up)

*Gene Taylor (Timer and Ellen/Painted Post intersection director)

*Susan Schenk (Painted Post/Droster intersection director)

*Tiff Roltgen + 2 neighbors (Starker/Ellen intersection director)

*Christina McKee (Starker/Acewood intersection director)

*Ryan McKee (Deerwood/Bike Path entrance director)

*Rodney Benson (Bike Path exit/Leo Drive director and clean up)

*Carol Anderson (Acewood/Academy intersection director)

*Mike Roltgen and Mike Digman (Finish line and refueling table staff)

*Bonnie Benson (Kids Fun Run director and clean up)

*Mike Roltgen (Kids Fun Run race official at start line and finish chute set-up)
*Greg, Sor Kuan Goh, and Chloe Markel (Water stop)

*Alert volunteers to be ready to accept water cups to avoid littering

*Return vests, sign, and American flag to finish line area or Elvehjem Park shelter following the race

*Bonnie and Rodney picked up any signs or flags not turned in
	
	

	Pre-event
	*Purchase water (two 24-packs), Gatorade (two mini 12-packs), Cliff bars (two mini bar 18-packs and five kids organic bar 6-packs),  bananas (8.11 pounds), and ice (20 pounds) from Woodman’s on July 2 or 3

*Returned one mini bar 18-pack to Woodman’s

*Next year purchase same amount of water, one extra 12-pack of Gatorade (three mini 12-packs total), three mini bar 18-packs, no kids organic bars, same amount of bananas, and same amount of ice  
	*May need more food and drinks for refueling table based on 2011 5K Turkey Trot attendance (76 participants, 3 dogs)

	

	Set-up 


	*Start at 6:30 a.m.
*Set up 10 directional signs and American flags

*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
	
	

	Archives
	*Recruit volunteer race photographer who is willing to be on bike

*Recruit volunteer race photographer to cover start and finish line

*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 
	
	

	Safety
	*Encourage volunteers to carry cell phones
*Hand out safety vests to all volunteers

*Staff all busy intersections with race directors to stop traffic
*Consult ENA Safety Coordinator
	
	

	Start/end time


	*Kids Fun Run lasts only a couple minutes
*Perfect timing for both races

*Cleaned up by 9:30 a.m.

*Head over to Elvehjem Park shelter to begin July 4 event set-up
	
	

	Age group separation
	*If/when the race grows, consider age groups for both races
	
	

	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 Firecracker 5K winners and write down names
*Award trophies and certificates to male and female Firecracker 5K winners at 9 a.m.
*Give medals to all finishers of Kids Fun Run and kids who finish Firecracker 5K

*Give prizes to Kids Fun Run winners (at least one per age/gender group)
	*Award trophies and certificates at 8:40 a.m.
	

	Winners
	MALE ADULT:  Mike Vitale 
FEMALE ADULT:  Julie Minikel-Lacocque
	
	

	Clean-up


	*Take down signs and American flags
*Take down finish chute

*Take extra water and Gatorade to picnic in wheeled cooler

*Pack up extra medals for storage
*Take trash and compost

*Make sure area is clean in front of Elvehjem School
	
	

	Follow-up


	*Post pictures on website and Facebook

*Recap article in August 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 t-shirts as a pre-pay/pre-order offer with pick-up 30 minutes prior to race
*Offer three award divisions:  KID (12 and under), ADULT, and SENIOR (65+)

*Consider starting and ending at the same location

*Make sure firecracker works at starting line—test beforehand

*Make tagboard stop signs for intersection directors 
	
	

	Leftovers
	* 20 kids medals left—may use for 5K Turkey Trot
*All directional signs and flags intact
	*9 kids medals left after 5K Turkey Trot
	

	Total Cost
	*Dollar Store Flags ($10.55) 
*ShopKo Trophies (2 X $6.08 = $12.16)

*Medals ($25.29)

*Budget Signs Engraved Stickers (2 x $8.00 = $16.00) Complimentary this year due to company error with due date
*Woodman’s Snacks/Drinks ($57.45)

TOTAL = $105.45
	
	


