1 year prior

Determine which type of race and where





Work up a projected budget





Develop a prize list

Develop a sponsorship plan. Identify potential sponsors, levels of sponsorship and recognition they would receive.

Develop a marketing plan. What advertising, marketing mix and publicity you will use. Decide on media partners and delivery methods (broadcast, print, web/email medias)

September of year prior
Put your race on the next year’s OBRA schedule along with other cycling publications (print, web and email lists)

Submit dates and general race information to local chambers, visitor and recreation calendars. 

6 months prior

Reserve your course and facilities

If the course is new then the course needs to be reviewed by an official appointed by OBRA.

Contact the municipalities/road use authorities about road approval/closure 

Develop road plan (map course and distribution of volunteers

Develop a communications plan if needed, ex. If race needs to rent cell phones or professional radios

Outline a draft of a race flyer

Set up online registration

Develop a media plan, who and what media you will contact, etc
3 months prior 
Develop your race announcement/flyer. After completing approved flyer email to various cycling lists at least once a month, plus reminder week before race.





Develop a race website if needed

Announcement/flyer must be reviewed by OBRA prior to publication

Schedule your distribution of the flyer and/or advertisements

Start developing volunteer positions, time schedules and placement volunteers





Arrange for state certified flaggers if needed
45 days prior

File your OBRA insurance paperwork 

Notify law enforcement and EMS personnel of the date of the event





Notify land owners/businesses along course of event

Arrange for First Aid provider (OBRA will schedule if requested)





Develop race info (race bible)





Start recruitment of volunteers

1 month Prior
Distribute insurance endorsements and confirm course reservations





Reserve course signage, equipment, port-a-potties





Confirm appointment of Officials

Send press releases to media by email or fax. Contact media by phone to develop stories or suggest story ideas relating to your event.

1 Week prior
Discuss event with Chief Official review budgetary constraints





Confirm port a potties

Email race flyer and updates out to various cycling lists.





Arrange parking facilities





Verify volunteers

Send press releases again to media my email or fax. Contact media and confirm stories, interviews and coverage of event.





Arrange meals/lunches for officials/volunteers

Days Prior


Pick up equipment, truck, etc.

Get change for cash box

Review necessary forms (entry forms, releases, start lists, results forms) and make needed copies





Obtain safety pins





Develop signage for registration





Fill water containers

Purchase and assemble snacks/lunches/drinks for volunteers and officials

Charge batteries in radios and display clocks, if multi day race

Morning of Race

Set up signage for course





Designate Warm up Area





Set up start-finish line/registration/results areas





Coordinate with Volunteer coordinator





Confirm with Chief Referee





Have Fun!

Keep mental or written notes of what is working and what is not





Thank volunteers, racers and officials

Post Race
Thank Everyone! Compose a general volunteer letter to send to all volunteers. Possibly write special thank you notes to officials. 


Collect feedback from officials, and volunteers


Email or fax results, stories and race reports to media and email lists. 


Celebrate the success of the event! 



Volunteers Guidelines:
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Course set up and take down


Basic Sponsors/Prizes Guidelines:
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  Media Partners or Sponsors
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Publicity Guidelines:
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  Race Press Releases
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Budget:
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Income: 

Entry fee 
$ 


Sponsors 
$ 


Late fees 
$ 


Total Income 
$ 


Expenses: 

Race Permit 
$ 


Insurance 

$ 


Late fees 

$ 


Police
 
$ 


Prizes 

$ 


Advertising 
$ 


Printing 

$ 


Equipment rental  $ 


Officials
 
$ 


Refreshments 
$ 


Trophies 

$ 


Total Expenses 
$ 


Net Profit 
$ 


