Polar Plunge Committee Overview
There are four categories (Logistics, Marketing/Promotion, Recruitment and Sponsorship) which are further broken down into subcategories.  Each segment of responsibilities is broken down into three stages – Planning (months leading up to the event, Pre-Event (week before the event), Game Day (day-of the event).  This document can be used as a work book for the event.

Logistics -  NAME of Sub-Committee Chair – responsible for making sure all facets are accomplished through Committee Leads.
Safety – NAME Safety Committee Lead - 
Planning Stage –  


Person Responsible -
Get divers committed (determine amount needed and list names below)





1.





2.





3.





4.





5.





6.





7.





8.





9.





10.

Get EMS agencies committed (determine how many needed, list lead contact)





1.





2.

Person Responsible -
Map out route to water with layout map and materials needed

Person Responsible -
Determine signage needs and list:



List all signs needed for beach below – 


Pre-Event – 



Person Responsible -
Confirm Divers and EMS with contact info


Person Responsible -
Confirm communication plan with all parties in case of emergency


Person Responsible -
Gather volunteers to help with beach clean up and layout of route



Person Responsible -
Hang signage

Person Responsible -
Coordinate/communicate timeline of plunge parade and announcements for all parties


Game Day



Person Responsible -
Spot EMS and Divers; make sure they know route and timeline of the day



Person Responsible -
Make sure barriers and route is set on beach with necessary materials



Person Responsible -
Have volunteers in place for safety route with timeline in hand



Person Responsible -
Make sure signage is in place

Person Responsible -
At proper time get plunge parade volunteers and crowd control in place.  At queue, get crowd ready for procession, in line and down the beach



Person Responsible -
Confirm EMS is in place with safe exit route (just in case)

Parking and Traffic - NAME Parking and Traffic Committee Lead -
Planning Stage – 

Person Responsible -
Get traffic control on board (list lead contact with number of staff)



1.

Person Responsible -
Set traffic plan with parking plan including overflow lots and shuttle plan

Person Responsible -
Secure shuttles (list company and contact name and number)



1.

Person Responsible -
Determine VIP Parking and communication plan to determine this

Set route for busses in and out of plunge area with parking options

Person Responsible -
Determine all signage needs for lots (parking, shuttles, traffic flow) and l

list below:

Person Responsible -
Communicate traffic and parking plan with participants through SONY s
staff


Pre-Event – 



Person Responsible -
Confirm traffic at all determined points with communication plan



Person Responsible -
Have contact info for all busses, shuttles, alternate parking lots, etc.



Person Responsible -
Confirm alternate parking lots



Person Responsible -
Placement of all signage

Person Responsible -
Information out to all participants/sponsors/VIPs of parking and traffic plan (through SONY)

Person Responsible -
Get lists of all VIPs, busses that will be dropping off and coming through to appropriate personnel
Game Day – 
Person Responsible -
At correct time have all traffic control in place at all designated areas with proper instructions

Person Responsible -
Monitor Bus arrivals


Person Responsible -
Monitor shuttles 


Person Responsible -
Make sure all signage is out and up


Person Responsible -
Make sure vie list is at the appropriate places

Person Responsible -
As lot fill activate communication plan to start overflow parking in alternate lots and shuttles.


Troubleshoot as needed

Tents - NAME Tents Committee Lead -

Planning Stage – 

Person Responsible -
Determine exact locations for tents and dimensions – large tent, 2 changing tents and possibly VIP tent

Person Responsible -
Secure vendor who can deal with high wind possibilities
Person Responsible -
Determine heating and power needs and secure heaters and power sources 

Person Responsible -
Determine signage needs

Person Responsible -
Determine table and chair needs, and order through vendor 

Person Responsible -
Find out the PA needs and capabilities?


Pre-Event – 

Person Responsible -


Be on-site to spot tent set up, drop off of heaters and other equipment



Arrange volunteers for table and chair set up

Person Responsible -


Set up heaters, sound, etc and test all equipment

Person Responsible -
Set up all signage


Game Day – 

Person Responsible -
Make sure all tents are up, heaters in place and working, tables and chairs up and arranged for designated times

Person Responsible -
Make sure all signage/banners are up in and around tent area

Person Responsible -
Make sure PS System is up and running

Person Responsible -
Make sure music/video is all working

Troubleshoot as needed (back up plan with specified volunteers, if heater breaks, etc)

Registration - NAME Registration Committee Lead -

Planning Stage- 

Person Responsible -
Determine location, traffic flow and table and chair needs

Person Responsible -
Coordinate Registration Lines, Freeze Pass Lines, College Team Lines

Person Responsible -
Determine signage needs

Person Responsible -
Determine volunteer’s needs and list volunteers below:




Registration 10-15 (regular, freeze pass and college lines)




Greeters/line movers – 5




Incentive Distribution - 10

Person Responsible -
Coordinate location for incentive distribution and plan of action for traffic flow



List of supplies needed: 




Bracelets, pens, etc.


Pre Event – 

Person Responsible -
Make sure all registration materials are unpacked and in place at each station

Person Responsible -
Print directions for each volunteer for their respective station

Person Responsible -
Hang all signage

Person Responsible -
Confirm volunteers

Person Responsible -
Set up all tables and chairs (with help from “tent” committee members)

Person Responsible -
Print Freeze Passes and registration lists

Person Responsible -
Set up incentives, fold sweatshirts, etc.


Game Day – 

Person Responsible -
Set volunteer training and specific time and each person have directions for their function

Person Responsible -
Have volunteers set up at each station with appropriate training and directions

Person Responsible -
Make sure all incentives are out and categorized

Person Responsible -
Make sure all signage is in place

Person Responsible -
Recognize top fundraisers as they come up

Person Responsible -
Monitor lines and flow and troubleshoot as needed

Food & Beverage - NAME Food & Beverage Committee Lead -

Planning Stage – 

Person Responsible -
Come up with a wish list of what we are looking for

Person Responsible -
Determine what we are selling vs. giving away

Person Responsible -
Work on donations and budget for other items

Person Responsible -
Recruit volunteers

Person Responsible -
Determine where we are selling/giving away food – tents, building

Person Responsible -
Research and fill out documentation for any permits needed

Person Responsible -
Determine quantities, etc.

Person Responsible -
Determine signage needs

Person Responsible -
What equipment if needed, grills, power, etc.


Pre-Event – 

Person Responsible -
Set up cooking and serving locations

Person Responsible -
Spot deliveries of food/materials

Person Responsible -
Confirm volunteers

Person Responsible -
If needed coordinate money boxes, change, etc.

Person Responsible -
Hang signage

Person Responsible -
Confirm placement of all food – what is going where and when


Game Day – 

Person Responsible -
Set up kitchen area and start making hot things hot and cold things cold

Person Responsible -
Coordinate any deliveries of food/beverage to other parts of the event

Person Responsible -
Volunteers in place for cooking, serving, selling, etc.

Person Responsible -
Signage up

Person Responsible -
Bank/change in place


Post Event – 



Clean up and tear down

Signage - NAME Signage Committee Lead -

Planning Stage – 

Person Responsible -
Create a signage request form for all committee leads

Person Responsible -
Communicate with all sub-committee leads on signage needs and banner placement, using a signage request form

Person Responsible -
Work with SONY on printing of all signage (possibly outside vendor as well)
Person Responsible -
Map out placement of all signs


Pre-Event – 

Person Responsible -
Inventory and hang all signage where possible, have plan in place for everything that will have to get done the morning of the event

Person Responsible -
Double check with all committee leads for any last second needs and requests

Person Responsible -
Make sure you have all materials on hand – proper lists, zip ties, rope, tape, etc.


Game Day – 

Person Responsible -
Coordinate with volunteers to ensure all banners are hung and signage is in place according to plan.  Give volunteers map and direction on what needs to be hung and where
Person Responsible -
Have materials in hand for hanging signage
Person Responsible -
Clean up and collect all signage on venue

Entertainment - NAME Signage Committee Lead -

Planning Stage – 

Person Responsible -
Determine emcee for the day

Person Responsible -
Work with sponsor committee leads and staff to develop a running script

Person Responsible -
Work through a sponsor recognition plan/script

Person Responsible -
Music/DJ – determine possibilities, placement, equipment and power requirements, etc.

Person Responsible -
Determine any signage needs


Pre-Event – 

Person Responsible -
Confirm scripts and print

Person Responsible -
Set up equipment and test (if possible prior to event)

Person Responsible -
Work with Emcee on script
Person Responsible -
Make sure all awards/recognitions are in place with sponsorship 


committee lead, and sponsors are confirmed with time for presentations

Person Responsible -
Confirm arrival of DJ/radio station
Game Day – 

Person Responsible -
Make sure music/video is up and running

Person Responsible -
Go over scripts and timeline with emcee

Person Responsible -


Coordinate sponsors are in place for presentations


Person Responsible -


Signage is in place

Person Responsible -


Be on hand for queues, coordination of guests, direction and to monitor flow

Person Responsible -


Clean up and return all equipment

Volunteers - NAME Volunteers Committee Lead

Planning Stage – 

Person Responsible -


Solicit community for recruits through word of mouth, web sites, etc.

Person Responsible -


Work with subcommittee leads to determine needs

Person Responsible -
After need is determined, write up job descriptions and times for each slot

Person Responsible -
Set up a system of communication with each volunteers group (via email, etc)


Pre-Event – 

Person Responsible -
Make sure all volunteers have job descriptions, a time and place to arrive, what to wear, where to park and someone to report to

Person Responsible -


Make sure all necessary slots are filled

Person Responsible -


Make sure t-shirts/badges are ready

Person Responsible -


Put up tables and signage for volunteer registration

Person Responsible -


Print community service letters for students and have on hand


Game Day – 

Person Responsible -
Set up and man volunteer check-in where they will have all volunteer jobs with descriptions ready.  Will direct to proper placement.

Person Responsible -


Hand out volunteer shirts/badges

Person Responsible -
Help coordinate any holes that may occur (too many people one place, not enough in another)

Person Responsible -


Hand out any letters that students may need

Marketing/PR/Promotion - NAME of Sub-Committee Chair – responsible for making sure all facets are accomplished through Committee Leads.

Planning Stage – 
Person Responsible -
Distribute collateral – make a list of all places flyers and posters can be dropped of at

Person Responsible -
Solicit media partner if possible

Person Responsible -

Make sure event is on all community calendars/blogs/ etc
Person Responsible -
Hook up Facebook with community media sites

Person Responsible -

Pitch community feature stories to media, coordinate interviews

Person Responsible -
Find opportunities for on-air interviews

Person Responsible -
Billboards, designs and placement

Person Responsible -

Website/blogs/facebook updates – daily promoting sponsors, plungers, top fundraisers, volunteers, events put on by teams, etc.


Pre-Event – 

Person Responsible -
Coordinate and send out all press releases to all news outlets (with feature pitch ideas)

Person Responsible -
Follow up phone calls to all media

Person Responsible -
Coordinate interviews with plungers/athletes/staff

Person Responsible -

Facebook and social networking updates and contests

Person Responsible -
Coordinate appropriate signage needs


Game Day – 

Person Responsible -
Coordinate interviews and shots at venue.  Have direct access to all parties that may be needed (Chair, Staff, key plungers)

Person Responsible -
Facilitate any contest winners
Person Responsible -
Make sure all necessary signage is displayed correctly


Post –Event – 

Person Responsible -

Prepare post event media summary including all videos, radio spots, photos, stories, blogs, etc.

Person Responsible -
Necessary thank you’s

Recruitment  - NAME of Sub-Committee Chair – responsible for making sure all facets are accomplished through Committee Leads.

Planning Stage – 



Four Categories of Plunger Recruitment
1. Schools – NAME Committee Lead
a. List of 2008/2009 teams and $ amounts


b. List New Potential

2. Law Enforcement - NAME Committee Lead
a. List of 2008/2009 teams and $ amounts


b. List New Potential

3. Community (Clubs, orgs, athletes) - NAME Committee Lead
a. List of 2008/2009 teams and $ amounts


b. List New Potential

4. Corporate- NAME Committee Lead
a. List of 2008/2009 teams and $ amounts


b. List New Potential

2009 Totals – 


Dollars – 


Plungers

2010 Goals


Dollars


Plungers

Recruitment tools


Kintera blasts - Person Responsible -


Personal emails - Person Responsible -

Use Facebook/Twitter - Person Responsible -

Set meetings with past top plungers - Person Responsible -

Go through potential leads in each community, set up meetings – 

schools, law enforcement agencies, companies - Person Responsible -

Follow up and repeat



Pre-Event – 



Continue with communication




Fundraising reminders – can they increase?




Contests




Personal Touches



Evaluate numbers to goal



Communication with VIPs




Plan of action for game day action

Communicate with participants about incentive distribution and registration process


Game-Day – 

Person Responsible -

Recognition for top teams, captains, and individual fundraisers through PA’s, signage, vip lines, etc.


Post Event – 

Person Responsible -
Kintera thank you

Person Responsible -
Handwritten note/gift to top fundraisers

Person Responsible -
Plaque for top fundraisers and teams from each classification



Coordinate incentives through Turnkey

Sponsorship - NAME of Sub-Committee Chair – responsible for making sure all facets are accomplished. Must break down responsibilities by category.

Planning Stage – 

Person Responsible -
Sponsorship package created 

Person Responsible -

Evaluate sponsors and amounts from 2008 and 2009; compose updated agreement and set meeting for re-commit, can they grow?

Brainstorm – 

1. Look at teams from 2008/2009, any from businesses?  Would they be interested in additional sponsorship.

2. List top 100 targets in region with any warm leads and then continue with cold calls. Make calls, set meetings, close deal.  Continue to evaluate lists, and grow.

3. Networking with current plungers, any leads out there?

4. Any new ideas?  Sponsor kick-off party?
Person Responsible -
Fill out sign requests and placement opportunities. 

Person Responsible -
Logo placement on banners, sweatshirts, ads, etc.?

Pre-Event – 

Person Responsible -
Make a list of commitments and fulfillment obligations

1. Signage – where is it going?

2. Banner – do we have it, where is it going?
3. PA Announcements – who gets what?

4. Presentation – is there one?  What time, what are they getting?

Person Responsible -
Coordinate with sign and logistics leads

Person Responsible -

Communicate all necessary info with all sponsor contacts as well committee leads – parking, etc.

Person Responsible -
Invoice


Game Day – 

Person Responsible -

Make sure all signage is hung in proper place

Person Responsible -

Take photos of all sponsor photos

Person Responsible -
Confirm script mentions for appropriate levels with emcee

Person Responsible -
Coordinate all presentations – time, gift, make sure proper people are in place to receive

Person Responsible -
Make sure you are mingling with sponsors, making introductions with Neal, athletes, committee –get photos!


Post-Event – 

Person Responsible -
All thank you’s out

Person Responsible -
Coordinate thank you’s from Neal

Person Responsible -
Get any gifts out that need to be delivered or sent with photos

Post-Event – 

Person Responsible -
Post Plunge report for sponsors

Person Responsible -
Sponsor thank you and gift

