Updated 7/1/11

                                  AMCC CROSS COUNTRY CHAMPIONSHIP MEET
                                                         PLANNING GUIDELINES

A. One year ahead
· Secure race site (sign contract)—Must have covered shelter/building available nearby to accommodate up to 200 people for awards ceremony
· Meet with local authorities regarding liabilities (e.g., road crossings, anticipated road closures)

B. Six months ahead

- Schedule at least one referee (preferably two); must be USATF certified; if only one, specify that he/she is the race starter and oversees finish (particularly close calls)

- Schedule timing service (sign contract)

- Ask if timing service will supply bib numbers; if not, order

- Schedule mid-season “preview” invitational on same course (recommended but not required); invite all conference schools

- Design course layout (6K for women, 8K for men)

C. Three months ahead

· Draft letter to coaches with meet details

· Contact vendor to design and print meet t-shirt; draft order form for coaches

· Make mile marker and directional signs

· Order white paint for course (approx. 15 gallons of field paint for the 5 mile, solid line course)

· Notify head athletic trainer to ensure on-site coverage

D. Two months ahead

· Touch base with venue

· Order tents for concession stand and/or coaches’ hospitality tent (if needed)

· Order 4-6 porta-johns (if no restroom facilities nearby)

· Arrange for lead race vehicle (if terrain allows)

E. One month ahead

· Hold preview invitational 

· Post-invitational:  get coaches’ feedback regarding course

· Send out coaches’ letter regarding championship; including detailed course map with mile marks
· Get bib numbers

· Touch base with referees and timing service

· Arrange for course volunteers

F. Two weeks ahead

· Order concession stand food (if having one)

· Order food for coaches’ hospitality tent (if having one)

· Receive final entries from participating schools

· If possible, email list of entries to all coaches

· Email coaches’ meeting reminder and request agenda items (commissioner)

Note:  Depending on the location, this meeting may take place the night before or immediately following the race

G. One week ahead

· Touch base with referees and timing service

· Have course cut

· Produce meet program

· Send media release to local outlets
· Tuesday at 5pm: meet entries due
· Compile team packets with competitor bib numbers, map, etc.

· Post directions to venue on conference website (commissioner)

H. Three-four days ahead

· Line course

· Confirm arrival time with volunteers

· Touch base with commissioner regarding coaches’ meeting

I. One day ahead

· Set up directional and mile marker signs

· Walk through with teams

· Set up tents (if needed)

· Verify porta-john delivery (if needed)

· Confirm arrival time with referees and timing service

J. Day of Meet

· Set up sound system

· Set up finish chute

· Bring programs

· Set up conference meet banner

· Post roadway signage if venue is difficult to locate

· Lead race vehicle to course
· Pre-race coaches’ meeting
Check list of meet day items:

· Awards, t-shirts (commissioner)

· AMCC banner (commissioner)

· Starting pistol/supply of shells

· Back-up timers

· Paint (for touch up, if needed)
· Finish chute (rope, stakes)

· Timing equipment/computer & printer (if host school is coordinating)

· Generator (if no power source available)

· Extension cords

· Portable PA system

· Electronic Megaphone

· T-shirts or other gift for volunteer staff (optional)
K. Post-Event

· Publish results on conference website (send electronic file to conference office)

· Coaches’ meeting (depending on host school location, may be held the night before the race)

