IMPORTANT INFORMATON FOR RACE DIRECTORS

Race Coordinator:  

The race coordinator will help you with general information and questions about the race.  This includes putting out PSAs (public service announcements), obtaining permits (for events on USFS lands or on state roads), and submitting the race report to the treasurer in a timely manner. The current version of this kit and other tools for race directors are available at http://www.southeastroadrunners.org/race-directors.html. If you have questions about how to proceed or on how to run a quality event, contact the race coordinator:

Paul DeSloover

pdesloover@yahoo.com 

586-6709

Official Race Schedule and Summary Information: 

The race schedule is provided on the SERR web site at http://www.southeastroadrunners.org/race-calendar.html. You should review this information (supplied by Club Officers) carefully and contact the race coordinator (see above) and club president (tkl1289@gmail.com) if it contains any errors, or changes substantially prior to a race. In fact, if information on this page is incorrect it is likely that information published or to be published in the Juneau Empire, CBJ event calendar, etc., will also need to be updated ASAP.

Registration Forms:

Registration forms are available through either the race coordinator. Entry forms for pre-registration should be dropped off at Pavitt Health & Fitness, both JRC/The Alaska Club locations, and the Nugget Alaskan Outfitter.  After the race, registration forms must be returned to the treasurer along with the race report.  SERR needs to keep them for 3 years for insurance/liability purposes.
Race Equipment:  

SERR race equipment is located in a storage unit on Commercial Blvd near Costco.  To arrange access to the equipment, contact one of the people listed below a week in advance.    If you need non-standard (non-SERR) items, start even earlier.

David Thomson, Thomson@gci.net, 586-1363

Paul DeSloover, pdesloover@yahoo.com, 586-6709
Financial / Race Report: 
Submit the SERR race report to the Treasurer (Sherry Tamone, sltamone@uas.alaska.edu). Make sure to include the registration forms, race proceeds (cash & checks), and vendors receipts for food or supplies.  The race report is the last page of this file.  It is important to give the race report, proceeds, and expense receipts to the Treasurer within a few days after the event.
Fundraising Events:

If your race is a fundraising event for an approved group/organization (e.g. JDHS track or Cross Country teams, Prostate Cancer, etc.), you must still submit a completed race report along with all race proceeds.  SERR will process the checks and money, then provide a check to your group.  Include any checks made out to your group as well; they will be returned, along with the check from the Treasurer, when SERR’s accounting is complete. 
Need More Info?

Instructions for public service announcements, permits, and race results, are covered over the next 3 pages.  A copy of the SERR race report is provided on the last page.  SERR also has a much longer manual for race directors. A copy can be found in the medium-sized flat plastic tub holding the bulk of the race supplies, or via the Race Coordinator.  Lots of info about is located on our web site at http://www.southeastroadrunners.org.  In case of an emergency, contact the race coordinator or club president Tristan Knutson-Lombado // tkl1289@gmail.com // 723-1772.  
PSAs (Public Service Announcements): 

 Modify the example PSA below as desired, and submit it as noted before your event.  In order to prevent “competition” between SERR events to a minimum, please do not send radio stations a PSA prior to the time that other SERR event is scheduled. (Note however, that other advertising such as posters and race entry forms can be distributed with good effects 2 weeks or more in advance of an upcoming race).

Below are directions for submitting PSAs to Juneau Radio Stations:

KTOO/KXLL/KRNN

· Visit http://www.ktoo.org/calendar/ for directions on submitting events to their community calendar. Events submitted via this calendar are read as PSAs on the radio.
KJNO/Taku 105/Mix 106/KJNO/KJXX

· For these commercial radio stations, they each have a PSA/Community Switchboard form for submitting PSAs.
**Both companies have options for enhanced PSAs (EPSAs) at varying rates.

OTHER OPTIONS FOR ADVERTISING:

· Postering around town. The JACC offers a postering service for a nominal fee, but not all bulletin boards/businesses in Juneau are utilized.
· Hanging a Banner. Can you find a business that will allow you to hang a banner?

· Community Calendars. The Arts Council, Capital Copy, Cycle Alaska, and other agencies and businesses post community calendars. Make sure your event is on there!

· Radio talk shows. Juneau Afternoon on KTOO and Capital Chat on KINY. If you are able to get on any other DJs or talk show hosts shows in town, do it!

· Get Creative! There are many other ways to advertise at little or no cost.

------------------------------------------------------------------------------------------------------------------------------------------------------------

PERMITS
If your race is one the list below, it (at some point) occurs on land managed by the USDA Forest Service.  Thus, you MUST have the permit SERR has obtained from the USFS on site during the race.  A copy should be found in the medium-sized flat plastic tub that contains paper forms and documents like the larger race director manual.  If the permit is not present contact us in time to get a copy onsite.  You should read and comply with the stipulations of “EXHIBIT A” at the end of the permit!!
Also, each USFS permitted race must show proof of 1st Aid/CPR certification. At least one person at the event must have this certification, and a copy of their certification must be returned to the USFS. Each Race Director MUST bring the 1st Aid kit (located in the SERR storage locker) to the race site.

DOT PERMIT (MUST BE ON-SITE):

Every event that occurs on a road maintained by the State of Alaska must have a DOT permit.  These permits will be drafted by a club officer, sent to DOT for approval, then sent to you for signing and implementation on race day.  The race director must return the original, signed copy to DOT prior to the race.   Then, it is the responsibility of each race director to fully implement the permit, i.e., to direct the runners as stated, implement the traffic control measures as stated, and place the DOT approved warning signs as stated.  If the race director wishes to place more signs of any kind, that is ok (even necessary in some cases), but do not neglect any of the required ones!  Note that DOT has no requirements for signage on roads that they do not maintain, and the permit does not include signage requirements for these roads!   It is the race director’s responsibility to place signs wherever they are needed to maintain runners safety!  If there are not enough of the new “roll-up” signs to fully maintain safety, use the new signs as required in the DOT permit, and use the old “tee-pee” signs at other locations, as would usually be done.   On a long race (e.g., the Sea Coast Relay), the new roll-up signs can be moved forward as the race progress.  If you have any question about any of this, contact the Race Coordinator. 

Warning Signs:

SERR’s old “Runners On The Road” “tee-pee” signs are no longer acceptable for use on State Maintained Highways requiring a DOT permit  (see above).   Seven (7) fabric “Roll-Up” “Runners On The Road” warning signs and collapsible metal  stands have been purchased to replace the old wooden signs for these races.  Use the new signs and stands first in ALL SERR events where a warning sign is needed.  On DOT roads, these signs will be placed as specified in the DOT Permit (see above) or as is needed for safety.  In the later case, a general rule is to place a sign about 300 m before the first location runners enter the roadway.  After that, placed signs soon after each major intersection where cars can enter the roadway (again, on the side of the road that runners use).  We also have 2 “Flagger Ahead” signs, and 2 hand-held “Stop/Slow” paddles available for special traffic control situations.

Race results for the Juneau Empire:

Send the results to Carrie Bohan after your race, preferably within 48 hours after it is completed.  Please use the Race Results Form.xls spreadsheet provided by Carrie.  After the results are entered, send the spreadsheet to Carrie as an email attachment.  Carrie will take care of formatting and sending the results to the Juneau Empire.  If you have questions about the spreadsheet, please contact Carrie at carriebohan@gmail.com or 957-1833.

If it is not possible for you or a helper to complete this part of the race duties (i.e., no one has access to a computer and/or email), complete the Race Results form that is supplied with this kit and get it to a SERR officer as soon after the race as possible.

Compilation of results for the Empire Cup series and SERR web site:

Send the results from the race to Carrie Bohan using the Race Results Form.xls spreadsheet.  She will take care of entering the results into the Empire Cup series database.  Carrie will also take care of getting the results posted to the web site. If you have questions about the Empire Cup series, please contact Carrie at carriebohan@gmail.com or 957-1833.

Digital Photos and other info for the Web Site

After your race is completed, you are welcome to provide a brief (1 paragraph) summary to post on our web site.  You can put anything interesting about the event, participation, overall winners (especially in kids races), and any other aspects people might enjoy reading.  SERR has a digital camera for your use (via the Equipment Manger).  The camera should be set to take (or you should later transfer) images into a manageable (say 50K-75K) size and .jpg or .gif format prior to submitting them for display on the web.  Send the photos to our webmaster editor or club president:

Tristan Knutson-Lombardo

tkl1289@gmail.com 
723-1772

Joining SERR at the race:

Have current SERR membership applications on hand, and displayed at the race check-in / registration table. A current copy can be downloaded from the SERR web site if copies are not found in the medium-sized flat plastic tub in the equipment box.

Also, people can (and do) check the "JOIN SERR" box on the race form to join SERR.  People who do this can either pay the $$ (i.e., $15, $25 or $35 for an individual, couple, or family), or not.. i.e., people might check the box by accident, check it and change their mind, or just forget to include the $ at the last minute.  At any rate, if the actual status of "Joining SERR" (and paying the right amount) isn't established by the race officials when the registration is FIRST INTERCEPTED, we will not usually be able to sort out the facts afterward without calling the person and asking them about it (which we obviously don't want to do on a regular basis). 

THUS, when pre-registration packets are picked up from the varied locations, inspect the applications for a checked JOIN SERR box BEFORE the contents of each packet are mixed with other materials.  When a JOIN SERR box has been checked, look to see if that person appeared to have paid the indicated $15 (or more in some cases). You can do this first by looking to see if a check (for a specific amount) was given by that person, or if the person who took the application (at JRC for example) paper-clipped the money to the application.  If neither check or clipped cash is attached to the application, total the amount in the envelope and compare it with the total that should be there (i.e., $1 per kid <=13 years old and $5 per adult, etc.) to see if the right "excess" due to checked "JOIN SERR" boxes is present.  Once this has been established, the forms from each location can be mixed without losing important JOIN SERR data. 

At the race, the process is a lot simpler. Folks at the registration table simply need to inspect the incoming forms for a checked JOIN SERR box, and when checked, make sure all the needed info is supplied (especially a mailing address and an e-mail address if one exists), and collect the right $ fee.

Finally, isolate all the forms with checked JOIN SERR boxes (& memberships applications and checks) prior to sending them to us (with the $$, receipts of expenses, etc.) along with a note on the amount collected for new memberships, and a note detailing any problems (for example, “..form collected from <name> at the <location> had the JOIN SERR box checked the ($15) membership fee did not appear to be collected..”, or whatever).  This will help us a lot, and insure that folks who do try to join SERR actually get on our books correctly, get the Footnote magazine from RCCA, etc.  

SOUTHEAST ROAD RUNNERS RACE REPORT
EVENT _____________________________________   DATE___________________

RACE DIRECTOR______________________________________________________

NO. OF ENTRANTS   ____________

MONEY RECEIVED

ENTRY FEES

$____________


SERR MEMBERSHIP
$____________

TOTAL RECIEVED
$____________

 







   (Need 

EXPENDITURES                                                                                    Reimburse?

    Y/N)

REFRESHMENTS 

$_________________      _________

OTHER (________________)
$_________________      _________

OTHER (________________)
$_________________      _________

OTHER (________________)
$_________________      _________

OTHER (________________)
$_________________      _________

OTHER (________________)
$_________________      _________

TOTAL RECIEPTS (attached)  
$____________

Are any receipts not attached?     ________________________________

(SERR will reimburse you for any covered expenses noted above, providing you mark Reimburse = Y above and include receipts.  Otherwise, we assume funds matching the expenses have already been removed from the race proceeds and TOTAL marked below.)

MONIES ENCLOSED:   
TOTAL
 $___________

 Details of Enclosed:
$ TOTAL IN CHECKS
$____________


$ TOTAL IN $50’s
$____________



$ TOTAL IN $20’s
$____________


$ TOTAL IN $10’s
$____________



$ TOTAL IN $  5’s
$____________


$ TOTAL IN $  1’s
$____________


$ TOTAL IN $COIN
$____________


$ TOTAL IN OTHER
$____________    

Was any race equipment in need of repair/replacement?

Suggestions to improve the race next year?







