Race Directors Planning Checklist

•Race date and course selection: Your date and general course should be determined as soon as possible. Check with your municipality for date availability, permits & fees.

•Race committee selection and timeline: Keep your race committee on task and communicate often with everyone on your team.

•Select race management company and/or timer: Ask other races or your local running store for recommendations. Select early as company schedules fill up early.

•Permitting: You or your race management company should obtain permits before you start publicizing your event. Remember- this process should start no later than six months prior to your event although each municipality has different rules.

•Finalize course: Choose a pre-existing course or create a new one. Be sure to check for construction or other course hazards prior to race day.

•Insurance: Obtain insurance for your event, look at the Road Runners Club of America (RRCA) membership and insurance package for what they offer.
•Course certification: Running a race on a certified course allows participants to 

Accurately compare their time to performances run on other certified courses. No one can truly establish a personal best if the course distance is not accurate.

•Confirm police requirements, if needed: Be sure to communicate before your race with your city police contact. S/he may have requirements of the event, such as volunteers at certain posts.

• Medical: Research your insurance and municipality requirements.

•Volunteers: Recruit early and communicate often. Make sure they know where to go and who to report to on race day.

•Runner premiums: Decide on your runner premium, create your design, and contract with your screener. Start process at least two months before race day.

•Race flyer: Check it for completeness, clarity, and errors before it is printed.

•Race website: Have a URL that is easy to remember. Don’t have your race information buried within another site.

•Race bibs and pins: Be sure to order the proper type of bibs and safety pins (4 per bib).

•Toilet facilities: Can be in a civic building, park pavilion, or portable toilets. If portable toilets are needed, usually one (1) per 75 runners will do and remember to order at least one (1) ADA handicap accessible unit.
•PA/sound system/air horn: Confirm your needs and make sure your items are charged.

•Registration: Set up online registration and determine procedure for mail in, walk up, and race day registrations. At packet pick up and race day, be sure to have: list of pre-registered runners, unassigned bibs, cash box, petty cash, entry forms, ballpoint pens or markers, race bibs, safety pins, t-shirts, tables, chairs, and volunteers.

•Course management and safety: Determine who will be in charge of course management on race day. Train course marshals, check on the water stop, mark course turns, deploy mile marks, and coordinate with police. Check the course yourself, several times on the day of the week and time of the race as part of planning and again on race morning and have your lead bike or vehicle tag along so you can be sure they know the course.  If your event is on a Sat. at 8am this is the time you want to go out and do course checks several times to see not just how much and what kind of traffic but also any activities might be taking place, your goal is to not find surprises on the day of the event being prepared and letting your course marshals, lead vehicles, and volunteers know ahead of time make for a safe event. 
•Water stop: Purchase enough water and cups for station. Deploy pre-race.

•Bottled water and finish line food: Have enough water for finishers; be prepared with extras on hot days.

•Finish line set up: Assign a finish line captain to set up and train volunteers.

•Pre-race announcements and race start: Make a list of announcements and recognize sponsors and VIPs. Have a clear procedure for the race start and don’t forget to coordinate with your timer before pulling the trigger!

•Awards and results posting: Determine who is responsible for announcing awards and

coordinate with your timer on a realistic time for the ceremony to start. Find a spot to post race day results for people to review after the race. Ask your timer to post to website and send to local running publications.

•Post-race clean up: Ask your staff and volunteers to stick around to help with loading up equipment and leaving the area as you received it.

•Post race wrap up: Take a few days to digest the event and then get together with your team to review. Make notes to find out what went right, what went wrong, how the race can be improved, and determine if it was profitable enough for your charity or organization to consider for next year.
