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here i s  our "manual". 

good luck w i t h  th ings11 

john m o r r e l l  

***************************************************************** 
East Coast C o l l e g i a t e  rac ing  seems t o  s u f f e r  from the  problem 

t h a t  not enough schools have t r a d i t i o n s  o f  p u t t i n g  on a race every 
year. The r e s u l t  i s  t h a t  very  few racers on c o l l e g i a t e  teams have ever 
been Involved w i t h  race promotion. So, l o t s  of  people want t o  pu t  on 
c o l l e g i a t e  races but  don ' t  know how, and they e i t h e r  don ' t  do i t ,  o r  
worse, they announce t h a t  they w i l l  promote a race and then cancel a t  
the l a s t  minute. 

So here i s  my l i s t  o f  the steps you need t o  take i n  o rde r  t o  
promote a c o l l e g i a t e  race weekend. What fo l lows i s  a t ime l i ne /  
c h e c k l i s t  f o r  a l l  the th ings  you need t o  deal wi th,  a sample 
budget, and f i n a l l y ,  a l i s t  o f  h i n t s  f o r  where and how t o  get  t h i n g s  
you w i l l  need. 

One thought before I s t a r t  - I would encourage everyone 
who i s  cons ider ing promoting an event t o  th ink  about promot ing a whole 
weekend o f  races, instead j u s t  a one day race. The reason I suggest 
t h a t  i s  t h a t  once you have gone t o  a l l  the t rouble of secur ing p o l i c e  
permission. o f f i c i a l s ,  haybales. ambulance support, and a l l  t h a t  f o r  
one race, i t ' s  r e a l l y  no e x t r a  t roub le  t o  do add i t i ona l  races. Also, 
your p r o f i t s  go up i f  you do more races because some of your expenses 
are f i x e d  cos ts  ( l i k e  race numbers, f o r  instance) which don ' t  change 
i f  you promote two o r  three races. Also - things l i k e  t ime t r i a l s  and 
h i l l  c l imbs cost  almost no th ing  t o  promote. They a r e  pure p r o f i t .  Of 
course, no one i s  go ing t o  show up f o r  a time t r i a l  un less you a l s o  
o f f e r  then a road race and a c r i t e r l u m ,  but t h a t ' s  b i k e  rac ing.  

I w i l l  be happy t o  serve as an email consul tant  f o r  any teams 
who need advice p u t t i n g  on races f o r  the f i r s t  time. The address i s  
mushforOai.mit.edu 

good luck, 

- Tom Moyer 

CHECKLIST : 

three months o r  more be fo re  the event: 

make sure you know what i s  invo lved and that  your c l u b  i s  up t o  the task! 
choose courses and p r e f e r r e d  dates 
s t a r t  the process o f  o b t a i n i n g  permission t o  ho ld a race. T h i s  includes: 

Ken McAdams - get a spot on the ECCF schedule 
USCF permit  - t h i s  needs t o  go t o  Ken and t o  your d i s t r i c t  rep 



l oca l  p o l i c e  - permit  a p p l i c a t i o n  t o  any p o l i c e  dept whose roads you w i l l  use. 

campus events and serv ices - i f  you do a campus c r i t e r i u m  (This i s  important!  

l oca l  business community - i f  you d o - a  c r i t e r i u m  o r  a RR i n  an i n d u s t r i a l  park 

- i f  you do a campus c r l t e r l u m ,  you may need permission 
from both campus p o l i c e  and c i t y  po l i ce .  

Do i t  e a r l y  o r  you may get hosed!) 

a t  l eas t  one month before the event: 

make sure a l l  yeur permi ts  have been approved and t h a t  you know how many 
p o l i c e  o f f i c e r s  your races w i l l  be assigned. 
Be sure your budget can handle I t !  
Get USCF o f f i c i a l s  through your l oca l  d i s t r i c t  rep. 
make a race f l y e r  and send i t  t o  a l l  the schools 

I n  the l a s t  month: 

Don’t even thi.nk about cance l l i ng .  You should have done tha t  a long time ago. 
s tay  i n  touch w i t h  a l l  p o l i c e  departments 
s tay i n  touch w i t h  a l l  campus bureaucracy 
ma in ta in  a f o l d e r  w i t h  permi ts  tha t  you w i l l  b r i n g  t o  the race 
o b t a i n  permission t o  use bathrooms or locker rooms 
o b t a i n  permission t o  use park ing f a c i l i t i e s  
make sure you have access t o  power i f  you need i t  
make sure you have permission t o  tow cars parked i n  your way 
get medical support (see the h i n t s )  
announcer and sound system (op t i ona l ,  but  r e a l l y  c lassy)  
f i n i s h  camera (see h i n t s )  
ask a l oca l  b i k e  shop t o  prov ide a mechanic f o r  neu t ra l  support f o r  a c r i t e r i u m  
get medals made 
n o t i f y  res iden ts  o r  businesses who w i l l  be inconvenienced by the races 
make a campus f l y e r  and post i t  t o  adve r t i se  the race 
in form the campus newspaper ( w r i t e  the a r t i c l e  you rse l f  i f  necessary) 
explore o the r  ways o f  on campus a d v e r t i s i n g  

I n  the l a s t  few days before the race: 

post n o t i c e s  on c a t s  tha t  are i n  your way o r  make sure the cops w i l l  do i t  
inform res iden ts  again ( they always fo rge t )  
have a meeting f o r  race marshal ls  t o  t e l l  them what t h e i r  j ob  i s  
make every team member b r i n g  f r i e n d s  t o  the marshal ls ’  meeting! 

Things you w i l l  need a t  the race: (see the h i n t s  f o r  most of  them) 

f i n i s h  camera (& lV o r  monitor,  VCR, and extension cords) 
course marshal ls  
wa lk ie - ta l k ies  
vests  
w h i s t l e s  
reg vo lunteers 
reg tab les  and c h a i r s  
p r e r e g i s t r a t i o n  and paperwork 
cash box 
numbers, p i n s  
r e  I easea 
pens 
c l  ipboarda 
tape f o r  the f i n i s h  l i n e  
200 meter s i g n  ( f o r  a road race) 
brooms ( I ! )  
b i k e  check s t i c k e r s  (op t i ona l )  
f i n i s h  banner 
t ruck  o r  s c a f f o l d i n g  f o r  o f f i c i a l s ,  announcer and camera 
ten t  o r  t a r p  f o r  o f f i c i a l s  and f o r  r e g i s t r a t i o n  
lead v e h i c l e  ( f o r  c r i t e r i u m )  
lead and f o l l o w  veh ic les  ( f o r  road race) 
hayba I es 
cones, barr icades, snow fencing, ye l l ow  p o l i c e  tape, rope, s tap le  guns 
l ap  counter,  b e l l  
l a rge  c l o c k  f o r  o f f i c i a l  s t a r t  t ime ( f o r  a time t r i a l )  
l a rge  b u l l e t i n  board o r  blackboard f o r  pos t i ng  r e s u l t s  and s t a r t  t imes 
food f o r  marshal ls,  race promoters, and o f f i c i a l s  (don’ t  f o rge t  t h i s ! )  



S W L E  BUDGET: 

medals f o r  2 races, 5 categor ies,  top 3 places 
o f f i c i a l s  f o r  a weekend 
cops f o r  a day 
permi ts  f o r  a weekend 
por t -a-pot t ies per day 
f i n i s h  camera per weekend (see h i n t s )  
s tag ing  f o r  o f f i c i a l s  f o r  a weekend 
marking the course ( p o l i c e  tape, signs, p a i n t ,  e t c )  
haybales f o r  a ‘ c r i t e r i um 
numbers and p i n s  
p r i n t i n g  and m a i l i n g  
announcer and sound system 
food 
medical support  f o r  a day (see h i n t s )  

$100 - $120 
$300 - $400 
$500 - $1500 
$50 - $100 
$150 - $250 
$50 - $1000 
$75 - $150 
$75 - $150 
$80 - $350 
$70 - $100 
$20 - $50 
$300 - $500 
$80 - $100 
$50 - $700 

. 

HINTS: 

MEDICAL SUPPORT: 
You should have q u a l i f i e d  EMTs a t  the course f o r  any c r i t e r i u m  and a t  l eas t  
have r a d i o  communication w i t h  an ambulance f o r  a road race. The Red Cross 
w i l l  do t h i s  f o r  you f o r  $50 a day - o r  you can pay an ambulance se rv i ce  
$700 a day f o r  the same th ing.  You choose. Contact the Red Cross a t  l eas t  a 
month i n  advance because they have t o  schedule vo lunteers t o  do i t .  We had 

FINISH CAMERA: 
Th is  can be another h igh budget item. Profess ional  f i n i s h  serv ices can cost  
$500 a day o r  more. You can do i t  you rse l f ,  but  you MUST do a number o f  
t h ings  r i g h t .  You need a v ideo camera w i t h  a shu t te r  speed o f  a t  l eas t  1/1000 
sec. Remember a l l  those races where you had t o  p i c k  out the co lored b l u r  t h a t  
was you c ross ing  the l i ne?  Get a f a s t  camera. You may be able t o  ren t  one 
from a campus audio v i sua l  department f o r  undeer $50. Second - you need a 
h i g h  q u a l i t y  VCR w i t h  frame-by-frame advance. The average household VCR w i l l  
NOT c u t  i t .  I f  you are going t o  do your own f i n i s h  work - prac t i ce ,  
p rac t i ce ;  p r a c t i c e .  Try i t  the day before the race. Try  i t  the morning o f  
t he  race. T r y  i t  a f e w  times on laps other  than the f i n a l  s p r i n t .  Make sure 
you can read numbers and you can see the whole road. The camera w i l l  have t o  
be e leva ted  t o  read numbers and t o  get over peoples’ heads, but  i f  you get  
i t  too  high, you won’t be able t o  see the whole road. 

RESULTS : 
I f  you a r e  us ing  a f i n i s h  camera (espec ia l l y  i f  f o r  the f i r s t  t ime) 
have the  top  20 f i n i s h e r s  s ign  out.  I f  they j u s t  put  t h e i r  name, 
school, number, and estimated f i n i s h ,  i t  makes the j ob  o f  reading 
numbera o f f  the videotape a hundred times eas ier .  A lso - assign one 
person who w i l l  not  be rac ing the j ob  o f  adding up p o i n t s  the e n t i r e  
day1 Th is  person w i l l  not have much chance t o  do anything else,  bu t  
you w i l l  have r e s u l t s  done on time1 Don’t make your o f f i c i a l s  do t h i 8 .  
I t ’ s  no t  t h e i r  j ob  and i t  w i l l  take three times as long. 

NEUTRAL SUPPORT: 
I f  you c a l l  Mavic now you may get them t o  support your race. (Thei r  schedule 

+may be t i g h t e r  now - I haven’t t r i e d  them i n  a few years) They have been known 
t o  cover an average joe schmoe c o l l e g i a t e  race i f  they are asked i n  time. 
I f  not ,  you should be able t o  get a loca l  shop t o  lend you a mechanic i n  
r e t u r n  f o r  p u t t i n g  up a banner. 

COURSE MARSHALLS: 
You w i l l  need a l o t  and they w i l l  get  bored and need t o  be re l i eved .  So 
make 8ure a l l  your c l u b  members b r i n g  f r i e n d 8  t o  the race. A t  a road race 
don’ t  f o rge t  t o  send a car around t o  p i c k  marshal ls  up and drop them o f f .  

REG VOLUNTEERS: 
T ry  t o  ge t  someone levelheaded t o  be i n  charge. Thia i s  a decep.tively 
h e c t i c  j o b  and you can lose l o t s  o f  money by f o r g e t t i n g  whether people 
have p a i d  o r  f o r g e t t i n g  t o  charge them l a t e  fees, e tc .  I f  necessary, 
r e s t r i c t  t he  times when d i f f e r e n t  categor ies can r e g i s t e r  - i e  o n l y  i n  
the hour be fo re  your race o r  something. Th is  c u t s  down on the l i n e s  
and the f r a n t i c  act ion.  

WALKIE TALKIES: 
I have a g rea t  l i s t  o f  who not t o  bother asking. Don’t bother ask ing the cops. 
Don’t bother  asking campus f a c i l i t i e s .  Don’t get them from Radio Shack. Try  



a loca l  r a d i o  c l u b  or rent  them o r  don' t  bother a t  a l l .  You need good ones. 
Bad ones are too f r u s t r a t i n g  t o  deal w i th .  

VESTS, WHISTLES: 
T ry  your school 's c l u b  spo r t s  o f f i c e .  1 have not known t h i s  t o  f a i l  ever. 

NUMBERS, PINS: 
Get your numbers from the Nat ional  Federat ion o f  High School A t h l e t i c  
Associat ions i n  Kansas C i t y  a t  816-464-5400. They cost  $11.50 per package. 
o f  100. They a re  l a rge  and waterproof and you w i l l  not  f i n d  a b e t t e r  p r i c e  
anywhere so don't waste your time. There I s  a 4 week lead time f o r  regu la r  
shipping, but  you can express ma i l  them i f  you fo rge t .  P ins  i n  b u l k  had us 
hung up f o r  a whi le .  I have heard o f  people g e t t i n g  them from laundromats, 
bu t  we had no luck w i t h  t h i s .  Don't bother t r y i n g  hardware s tores.  We got 
ours from a l oca l  number p r i n t e r  - Sports P r i n t e r s  i n  Cambridge (who would 
have charged us twice as much f o r  the numbers as we p a i d  ma i l  order)  

SIGNS: 
We bought orange poster  board, s t e n c i l  l e t t e r s ,  and b lack  p a i n t  (next t ime 
w e ' l l  get  spray p a i n t ,  though) and made "caut ion - b i k e  race" and o the r  
s igns.  Th is  d e f i n i t e l y  he lps keep people o f f  your course. 

BROOMS : 
We borrowed ours from M I T  Phys ica l  P lant .  I t  was easy. 

BIKE CHECK: 
Th is  i s  op t i ona l ,  but  I would l i k e  t o  see i t  become standard. You would 
not  b e l i e v e  how many boneheads can ' t  g lue t i r e s  on u n t i I , y o u  run a b i k e  
check some time. I t  may save some s k i n  i f  we check. 

FINISH BANNER: 
O f f e r  the chance t o  p rov ide  a banner t o  a loca l  sponsor. Most companies have 
banners l i k e  t h i s .  Don' t  even dream o f  buying one or  g e t t i n g  one p r i n t e d .  
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FLATBED TRUCK OR SCAFFOLDING FOR OFFICIALS: 
A l oca l  r e n t a l s  com any can ren t  you sca f fo ld ing  o r  s tag ing  ( l ook  up r e n t a l s  
i n  the ye l l ow  pages! but i t ' s  expensive. Try t o  borrow from campus sources 
l i k e  the Campus A c t i v i t i e s  O f f i c e  o r  a campus theater  group. 

LEAD VEHICLE: 
Someone must have a f r i e n d  who r i d e s  a motorcycle, r i g h t ?  I t ' s  much c l a s s i e r  
than a car  f o r  a c r i t e r i u m .  A t  Santa Barbara and a t  Altoona, PA, I have seen 
the l oca l  Har ley c l u b  he lp  out.  What the heck - g i v e  them a c a l l .  

HAYBALES: 
Having l o t s  o f  haybales makes a r e a l l y  c lassy race. We used 75 f o r  a 
four  corner c r i t e r i u m .  Th is  i s  a l o t .  We got them by look ing up "Hay" 
i n  the ye l l ow  pages. 
concept o f  r e n t i n g  hay bales,  but  they w i l l  adapt q u i c k l y  when they 
r e a l i z e  they can make some bucks. Tap l i n  Farms charged us $80 f o r  
r e n t a l ,  de l i ve ry ,  and p ickup w i t h  us help ing t o  load and unload the 
haybales a t  the race. They don' t  know how badly they undercharged us, so 
don ' t  t e l l  them. Expect t o  pay more l i k e  $300 f o r  d e l i v e r y  o f  t h a t  many 
bales.  A lso - some companies w i l l  make you pay f o r  the haybales i f  they get 
wet. You'd ra the r  a t  least  know i n  advance, r i g h t ?  So ask. 

Most hay companies have never heard o f  the 

CONES, BARRICADES, SNOW FENCING, YELLOW POLICE TAPE, ROPE, STAPLE GUNS: 
You can probably get cones and barr icades from your l oca l  campus o r  
c i t y  p o l i c e  department a t  no charge. P o l i c e  tape you have t o  buy. Get 
i t  from G a l l ' s  800-477-7766 a t  $15/1000 f t  p a r t  #BT (Do Not Enter)  
bu t  be sure and ok i t  w i t h  the cops. Rope from the hardware s to re ,  
obv ious ly .  Someone on the team must have a s tap le  gun. I t ' s  r e a l l y  
important t h a t  your course i s  w e l l  marked. Crashes a re  always bad, bu t  
i t ' s  much worse i f  you ' re  the promoter and they are your f a u l t .  

LAP COUNTER, BELL: 
Try  c l u b  sports.  T ry  l oca l  people who put on a regular  t r a i n i n g  se r ies .  
We got  ours from our c h i e f  r e f .  

I 

TENT OR TARP: 
Again - you can ren t  one, but  i t ' s  expensive. ( i n  c o l l e g i a t e  race 
budget terms) I t  might cost  $100 a weekend o r  so. You need about 10' x 15' 
f o r  r e g i s t r a t i o n  and the same f o r  your o f f i c i a l s .  Obviously,  i f  you 
can move r e g i s t r a t i o n  indoors i n  case of  r a i n  tha t  so lves t h a t  
problem. Campus a c t i v i t i e s  may have a tent  you can borrow - o r  the 
boy scouts or somebody. 

ANNOUNCER: 



I t ' s  d e f i n i t e l y  op t iona l ,  but  i t  sure makea your race look pro. I f  you 
are i n  Massachusett8 c a l l  Dick  Ring. I t ' s  expensive, but worth i t .  Having 
an announcer can a l s o  e a s i l y  pay f o r  i t s e l f .  Sponsors are much more 
w i l l i n g  t o  s h e l l  out bucks i f  there w i l l  be an announcer there t o  t e l l  
everyone about i t .  

FOOO: 
Everybody w i l l  be happier if you feed them. Feed the marshal ls o r  no one 
w i l l  volunteer. Feed the cops. Feed the o f f i c i a l s .  Feed yourse l f ,  w h i l e  . 
race. so assign'someone t o  b r i n g  food around t o  everyone. 

. you're a t  I t. I f  you are the promoter you won't have time t o  leave the 


