Event Coordinators Check List

Touring Event

Preparations for the Event

1. Set the date and destination (although this usually will be done prior to the coordinator being “appointed”).

2. Select a starting point for the drive.

3. Set the necessary time schedule. (Generally, this will mean picking a time the drive itself will start, and then working back a half-hour to an initial meeting time at the starting point.)

4. Prepare a write-up of the event for Jeff to post on the web site.

5. If necessary, arrange for parking at the starting point.

6. Check out the route for the drive. (Any construction along the way, etc.)

7. Make the necessary reservations at the destination. (May involve Paul or Bob if guarantee at restaurant needed.)

8. Arrange for secure parking at the destination. Ask if they have parking cones or something similar to mark off the parking area.

9. Prepare map and directions for the drive.

10. As the event date approaches, prepare a more detailed description for e-mail circulation (by Jeff or Bob).

11. Be sure to obtain blank release forms (from Jeff or Bob).

Day of the Event

1. Arrive at the starting point first (15 minutes before the announced meeting time).

2. Hand out maps and directions.

3. Get release forms signed by all participants (MANDATORY).

4. Act as lead car. 

5. Upon arrival at destination, finalize “on the spot” arrangements with the destination people. (That is: parking location, set up cones, select table in restaurant, etc.)

