Mik Muller	413-320-5336	mik@NorthEastSoapbox.org
Soapbox Derby Planning Doc Roles and Considerations Checklist
· Directors
· Race Director
· Town Liaison (Fire, Police, Selectboard, etc)
· Financial (income, expenses, insurance, etc)
· Publicity / Website / Social Media (Schedule / Documentation)
· Sponsors / Underwriters / Other Partners
· Racers Liaison
· Vendors / Raffle
· Supplies (hay bales, caution tape, timers, etc)
· Video / Photography
· Volunteers
· Check-In Station / Cart Inspectors
· ATV / Cart Transport to race track, and to starting line after each heat
· Starting Line / Cart Wranglers
· Finish Line Timers
· Finish Line Cart Wranglers
· Announcers / Judges
· Results Tabulator
· Crowd Control
· Race Day Issues to Consider
· Parking
· Race Day Schedule
· Vendors Area (Beer Garden?)
· Spectators Areas
· First Aid Tent
· Bathrooms
· Track Detail, Hay Bale and Barriers Placement
· Traffic Signage (keep cars away from race area)
· Public Address (PA) System
· Trophy Ceremony (buy trophies)
· Police
· Documentation Needed for Racers


Areas Associated with the Race
· Cart Specs and Requirements
· Racer parking (they will all have trailers)
· Cart check-in station
· Race starting line
· Race track
· Spectator area / bathrooms
· Announcers platform / tent
· Race end stretch and finish line
· Racer staging for return up hill
· Vendors area
Event Specific Materials
· Hay bales!
· Coffee and pastries for set up in the morning
· Garden gloves to handle the bales. Each bale weighs about 60 lbs!
· CONTACT THE JAIL FOR ORANGE SUIT ASSISTANCE WITH HAY
· Leaf blower to sweep hay off track before race, and after bales are returned to truck
· Barricades (hiway dept loan)
· Race car scales for weighing / inspection
· Measuring tape for inspection
· 20’ Trailer flatbed for announcers? Portable stage?
· Public Address system 
· Gas generator for announcers PA and several extension cords, and spare gas tank
· Port-O-Potties
· 2 Cart start-blocker
· Caution tape and tomato stakes for spectator area and race track
· Two-way radios for race officials
· Chalking machine for vendor slot marking, and start and finish lines
· Folding tables and chairs for announcers and first aid tent
· Tent and table and chairs for race merchandise booth, cash box, etc.
· “Event boxes” cardboard garbage / recycling cans (DPW / FCSW)
· Sheets of paper, cut into ovals, and sharpies for on-day racer registrant cart numbers
· Scotch and masking tape and staple guns, clipboards, pens and markers
· [bookmark: _GoBack]Blank entry forms (if you’re allowing same-day registration)
· Medical supply bag
· 50-50% Raffle tickets
· Lengths of strong rope and carabineers for pulling carts
Merchandise and Trophies
· T-Shirts
· Previous years stadium cups and pint glasses
· Posters
· Trophies
· 9 total: 3 for each age group
· Additional trophies for style (created by local artists)
· Table
· Chairs
· Tent
· Cashbox
· Price Signs
Signage
· Paper signs affixed to blank lawn signs, each stapled to poles, and placed in strategic spots around town for traffic control
· Traffic Control plan
· 10’ banner attached to the announcers platform
· Hay Bale advertising signs
· Cable ties to affix bale signs to bales
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