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Yellowknife Multisport Club

Event Coordinator’s Guide

Revised April 2010
This document has been developed for Yellowknife Multisport Club event coordinators, as a tool to aid event planning, improve event financial reporting, and to ensure consistency between events.  If you have any questions regarding event coordination or this document, please contact Stacey Lambert:
staceylambert_@hotmail.com or 446-6721 
Our website maintainer is:

Damian Panayi - loislane@ssimicro.com  
1. Event presentation in the Media

The phrase “The Yellowknife Multisport Club Presents” must precede the name of the event when events are announced or promoted in the media (radio, television, newspapers, internet, and posters).  Some advertising options include the following:
Free Advertising

Here are some free advertising opportunities:
· At least two weeks before the event, send the event details to Stacey Lambert for advertising in the paper, posting on the website and for distribution through the club’s email list. 

· The email list will include the Yellowknifer, CBC, CJCD, and Coffee Break News.
· Print posters and post them around town.

· Call CJCD and offer to do a short interview as a news item.  Call them at 920-2523.

2. Event Merchandise and Draw Prizes
If you would like to have specialized event merchandise made for your event, we require that this be paid for by your sponsor.  Items produced for event participants (t-shirts, water bottles, ball caps, etc) must carry a Yellowknife Multisport Club logo.  This logo may be single color and smaller than the main event logo and text.  We have several digital logo files available, please contact a board member.

The Club also has a tradition of providing draw prizes at the end of each event.  We encourage event coordinators to reward participation over performance.  You may want to consider including your volunteers in the draw.  Draw prizes can be purchased at Overlander, and can be directly invoiced to the Club.  Please use the YK Multisport Buffs for the majority of your prizes.
3. Registration
Please determine the registration cut-off time (usually 6 pm at Overlander, the day before the event), and a number assignment cut-off time (usually 30 minutes before the event).  It is up to you if you want to receive entries after your cut-off time; one option is to allow late entries to participate but not receive a time. 
The registration form for events must include: 

· The phrase “The Yellowknife Multisport Club Presents” preceding the name of the event.
· The standard Yellowknife Multisport Club event waiver (see below).
· An area for the participant to supply their email address.
· A telephone number, so you can contact participants if there is a cancellation or if there are problems with payment.
· We will ONLY accept cash payments for registration.  NO CHEQUES OR VISA.

· Will no longer have membership fees, so please ensure there is only one type of fee per entry.  

· If possible, please make entry fees dominations of $20, so that change is not required from Overlanders.

Note: please ask for YKMC Board approval if you are charging more than $20 per entry for an event or would like to donate event proceedings to a charity.

4.  Race Day Presentation and Announcements
Club banners must be displayed at event, particularly the sponsor banner.
Pre-event Announcements
Here are some items which should be mentioned prior to an event:
· Participants should practice self-preservation and obey all rules of the road.

· Be respectful to others using trails.

· Helmets are mandatory for all cycling events.

· Brightly coloured swim caps and rescue boats are mandatory for all lake swims.

· Cycle with the traffic, run against the traffic.

· Thanks to the volunteers.

· Point out the timers, and remind participants that if the timers don’t get their number, the participants won’t get a time.

· Inform the participants of the location of the first aid kit (usually at the staging area) and the nearest telephone or cell phone.
· Announce the next Multisport Club event.

· For events using the Ski Club trails, ask participants to consider volunteering for trail clearing.

Note: there is a sandwich board with these items listed that you can display at your race start/finish line.

5. Event Equipment

· Equipment such as sandwich boards, pylons, buoys, safety vests, clipboards, stop watches, race bibs, a megaphone, banners, water jugs, cups and napkins can be found in the YKMC Storage Shed in the Ski Club.  The storage shed is located on the opposite side of the parking lot from the main Ski Club building, and is the furthest back.  The key is hung on the tree behind the shed on an Air Tindi key chain.  It is always a wise idea to make sure you can find all of the equipment you need a few days in advance.

· Please return all equipment to the shed immediately following your event.
· Please do not store left over food or beverages in the storage shed…unless you plan to make a family of mice very happy.

· Please minimize the use of chalk as the City of Yellowknife prefers us not to.

6. Event Food
The Club has a tradition of providing food after a race.  Food must be purchased by the Event Coordinator or volunteers and costs will be reimbursed upon submission of receipts.  Food ideas include:

· Cut up bagels and cream cheese

· Cut up oranges and bananas

· Juice or sports drink

· Cookies

· Pretzels

· BBQ

· Pizza

7. Ski Club Building Booking
The ski club building can be booked for use before or after an event.  The deck is a great place for a post-event BBQ.  Please call Mackenzie Management to book the facilities.  There is an expense for booking the club which must be paid out of your event finances. 
8. Financial Reporting (expense report form attached)

Financial reports from events must be submitted to the treasurer no later than two weeks after the event and include the following:

· details of the income of the event including all the original registrations forms 
· details of  all event expenses that must include receipts for such expenses

· all registration forms

9.  Event Timing

We do not usually provide results immediately after an event, due to the large number of volunteers required to do so (but this doesn’t mean you can’t!).  However, please compile your results within a few days of the event, and send them to Stacey and Damian for the website, and to the Yellowknifer (sports@nnsl.com).  If you get your results to the Yellowknifer by Wednesday, they will appear in the Friday newspaper.

Yellowknife Multisport Club
Event Expense/Revenue Form

~PLEASE SUBMIT NO MORE THAN 2 WEEKS AFTER YOUR EVENT~
EVENT:                                                                DATE:______

Total estimated volunteer hours:​​​​​​​​​​​​__________
Expenses: Include copies of all receipts

	ITEM DESCRIPTION
	
	TOTAL

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL EXPENSES
	
	


Revenue: Include copies of all registrations forms & cash 

	
	Cash

	REGISTRATIONS (Cash only please, no cheques or visa)
	

	DONATIONS/OTHER ( we will accept cheques from sponsors)
	

	TOTAL REVENUE
	



	TOTAL REVENUE
	+

	TOTAL EXPENSES
	-

	TOTAL
	=

	
	

	PAYABLE TO COORDINATOR
	-

	TOTAL
	=


Note:  Please do not use registration fee money as an advance.  Please pay expenses; the Yellowknife Multisport Club will reimburse ASAP once receipts are submitted to the Treasurer.  This procedure is the simplest approach to balancing event finances.  Thank you!

Yellowknife Multisport Club Waiver Form

This document will affect your legal rights and liabilities, therefore, please read carefully before signing.

To:  The Yellowknife Multisport Club ("hereinafter known as YKMC")

I am aware that participating in the YKMC ***Insert Race Name Here*** to be held in and around the City of Yellowknife on ***Insert Date Here***.  The YKMC ***Insert Race Name Here*** involves many inherent risks, dangers, and hazards.  I freely accept and fully assume all such risks, dangers, and hazards and the possibility of personal injury, death, property damage, or loss resulting from such risks, dangers, and hazards.

In consideration of the YKMC permitting my participation in the YKMC ***Insert Race Name Here***, I hereby voluntarily agree as follows:

i.  to assume and accept all risks, dangers, and hazards in connection with my participation in the YKMC ***Insert Race Name Here***;

ii. to waive any and all claims, legal, equitable, or otherwise, that I may have against the YKMC and sponsors, its directors, officers, employees, agents, representatives, volunteers, and insurers (all of whom are collectively referred to as "YKMC);

iii. to release YKMC from any and all liability for any loss, damage, injury, or expense that I, or my heirs, successors or dependents, may suffer or incur as a result of my participation in the YKMC ***Insert Race Name Here***  due to any cause whatsoever, including negligence on the part of the YKMC;

iv. to hold harmless and indemnify the YKMC from any and all liability for property damage, personal injury, or death suffered by myself or by a third party as a result of my participation in the YKMC ***Insert Race Name Here***  

v. that this release, waiver, and indemnity agreement shall be effective and binding upon my heirs, next of kin, executors, administrators and assigns, in the event of my death;

I have read and understood this release, waiver and indemnity Agreement and the conditions of its operation and use prior to signing it and I am aware that by signing this document, I am affecting the legal rights and liability of myself, my heirs, next of kin, executors, administrators and assigns in relation to the YKMC.

Participant Name: 







Signature:








Parent/Legal Guardian and Witness Signature if under 19 years of age: 

Guardian Name: 







Signature:








Witness Name: 








Signature:








Date:




Please submit completed forms, along with all relevant documents no later than two weeks after your event.  Submit to Treasurer
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