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Team Captain Checklist
Step 1:  RECRUIT YOUR TEAM
Teams must consist of at least 10 people.  To recruit use posters, e-mail, organization newspaper, bulletins, etc.

· Teams Captains with 50 or more members on their team will be rewarded with a special prize!
· Teams Captains with 150 or more members on their team will be rewarded with two special prizes!
Step 2:  REGISTER YOUR TEAM
There are two options to do this – Online or Manually.  Both are detailed  below – look them over and decide which one is best for you and your team.  The Team Registration deadline for both these options is Wednesday, April 9. 
Please Note:  
Choose only one registration option for your team!  For teams that submit both online and manual entries, we cannot guarantee the race packets for the online entrants will be included in your Team Packet, and might have to be picked up the mall during Race week.
Option 1:  Online Team Registration  (available 3/14)
Files needed:  “Team Captain Online Instructions”, “Team Member Online Instructions”

1. Use the “Team Captain Online Instructions” file to create your team online.

2. Make copies of the “Team Member Online Instructions” file and distribute to your team members, which tells them how to register for the event and join your team.  Team members can register themselves on your team right up until the deadline of Wednesday, April 9.

This is a fast and convenient way to register your team! 
All you do is set up your team online, and your team members log on and register themselves.  You don’t worry about distributing and collecting Race Entry Forms or handling money, and having to keep track of it all!

There is no additional fee for your members to register online!!  
It is the same $22 per entry, but please be aware this service takes debit & credit cards only.  To assist team members that have difficulty with online transactions, you or another member of your team can register them online using your card and be reimbursed by the team member.  
If you need assistance with online registration, contact Active Customer Support at 877-228-4881 or support@active.com.

A Special Note About Online Registration:

Not only is online registration the easiest option for you as a Team Captain, it’s also much more efficient and time-saving for the volunteers at Komen Tyler as well.  Many of us have young families and jobs, and have given freely of our time in support of the Komen Tyler Race for the Cure®, and we ask that you please give it sincere consideration as you choose your team’s registration method so that we may best utilize the time and effort of our volunteers.  Thank you so much!

Option 2:  Manual Team Registration  
Files needed:  “Race Entry Form”, “Manual Team Roster”.
1. Make copies of the “Race Entry Form” and distribute to your team members.  Each team member must have a completed and signed Race Entry Form, regardless of age.

2. Collect the completed and signed forms with entry fees from each of your team members.  Please make sure each payment is correct!    

3. List your team using the “Manual Team Roster” file.

· Make two different categories of participants – one for chip timed runners and one for all other participants.

· Alphabetize within each category and fill out on separate Manual Team Rosters, and circle the runner type in the top left-hand corner.  Make as many copies as you need to fill in all your team members.  
· Make sure T-shirt sizes are indicated on the Manual Team Roster.  YS, YM, & YL indicate Youth sizes - make sure you clearly write which one is needed, as well as XL and 2X.

· Please thoroughly check your Race Entry Forms to your completed Manual Team Roster to make sure they reconcile to each other.   

· Make 3 copies of your Manual Team Roster, keeping one for yourself.

4. Place the other two copies of your Manual Team Roster, your Race Entry Forms, and payments in a large envelope.

5. No later than Wednesday, April 9, submit your envelope:

Mail to:  P.O. Box 6217
             Tyler TX 75711
Or Deliver to:  Komen Tyler Affiliate Office
                                  100 Independence Place, Suite 103

                                  Chase Bank Building, 1st Floor (across from the mall)
                                  Between 10 am and 5 pm, Tuesday-Thursday
  (903) 561-6992  * please call office prior to delivery  
**For large teams, delivery is recommended due to the high number of Race Entry Forms.

PLEASE NOTE:  No additional team entries will be accepted once your Manual Team Roster has been submitted.  If someone returns a Race Entry Form back to you too late, they can enter the race through regular registration, but are welcome to participate with your team during the Race.
Special Entries & Activities
Power of 10
To celebrate the 10th Anniversary of the Komen Tyler Affiliate, we are challenging all race participants to ask 10 friends to donate $10 on their behalf.  If 5,000 race participants were successful, an additional $500,000 would expand breast cancer programs in Smith County!  Prizes will be given – go to www.komentyler.org for more details.

In the Pink

For only $50, your team members may arrive at their leisure on Race Day and enjoy VIP parking close to Bergfeld Park.  This package also includes one race entry, a race T-shirt & number bib, and a special gift.  What a deal!
Sleep In for the Cure®  
If some are unable to make it on Race Day, they may register to Sleep in for the Cure® and still be a member of your team!  Participants will receive their Race T-shirt & number bib, and a special Sleep In for the Cure® t-shirt! 
Dine Out for the Cure
Join us at Gilbert’s El Charro #2 on Monday, May 5 from 5-9 pm.  Your table will be waited on by our “celebrity” wait staff and entertained by an Elvis impersonator.  It’s lots of fun!
Pink in the Park

Help us decorate Bergfeld Park with large pink tulips in honor or memory of someone special.  They will be available for purchase at all registration sites and on Race Day for $10 each.
Deco Potties

For a $100 donation, your group can spend the afternoon before the Race decorating a port-o-potty - it’s a blast, and prizes will be given!  If interested, call the Komen Tyler office at 903-561-6992.
Kid’s Dash

All registered children ages 8 and under are invited to participate in a 50 yard dash at 7:45 am at the Race starting line.  Each child must be wearing a Race t-shirt and number bib, and all will be winners!

Children’s Area

There will be a special area designated for children – join us for fun & giveaways!

Post-Race Expo

Check out goodies donated from our national & local sponsors after the race!
Step 3:  PICK UP YOUR TEAM RACE PACKET 
       (Race T-shirts & Number Bibs)

· April 22, 23, 24 – 10:00 am to 5:00 pm
· Stop by at your convenience during these 3 days!
· Komen Tyler Affiliate Office
100 Independence Place, Chase Bank Building, 1st Floor 
(across from Broadway Square Mall)
· Also pick up Race Day schedules and Site maps to pass out to your team.
· Race Sponsors & teams with 50 or more members:  
No need to pick up your Team Race Packet - it will be delivered to you!

Step 4:  DISTRIBUTE T-SHIRTS & BIBS TO YOUR TEAM
· There will be a printout of your Team Roster available for you when you pick up your Team Packet to assist in giving your members their correct shirt size.

RACE DAY – SATURDAY, MAY 10!
· 1 Mile Fun Run/Walk:  8:00 am

· 5K Fun Run/Walk:  8:30 am

· Awards ceremony & prize drawings:  9:45 am

· Use the Race Site maps to determine a location for your team to meet so you can all participate together!
· Please remind your team members to bring $ to buy goodies from the Race Boutique - there will be a great selection of items!
Encourage any Survivors on your team to arrive early at 7:00 am for complimentary breakfast and to pick up their gift bags.  Also, the Survivor photo will be taken at 7:30 am - we love to have as many Survivors in this as possible because it is their day!
Thank you so very much for your time and effort as a Team Captain in support of the Komen Tyler Race for the Cure®.  We greatly appreciate you and hope that you and your team have a fun and memorable time at the Race!
Kristin Goodman





Jennifer Watkins
Race Co-Chair





Executive Assistant

Tyler Race for the Cure




Tyler Affiliate
Questions?

E-mail Kristin Goodman at kristinlaurel@yahoo.com or
call Jennifer Watkins at the Komen office at (903) 561-6992.
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