Checklist for Organising a Stages Rally

12 Months to go….
Organise Hotel. 
Some Clubs have a rolling deal with a Hotel. Some work a 3 year deal.
What will the support package be? How much money up front, Price of Meals and room availability, Office space for paperwork, and Meetings. 

Drivers Briefing and Prize giving rooms.  

6 Months to go…..
Organise your 
Secretary / Deputy COC / Assistant COC / Stage Commanders / Chief Marshall
Team to Help you
Communications / Time Keeper & Results / Scrutiny coordinator / Equipment Officer
Run the event

Service coordinator / Hotel Start & Finish coordinator / Junior rally COC /




Programme / Press Officer
Do any of these officials/officers need licenses?
You will also need persons to draw up the following: - Safety Plan – Road Book – Time Cards (Computer skills vital)

Persons required to edit, manage the Event Programme – Get Sponsorship, photographs, articles, Liaise with printers. Organise sellers and distribution and money collection at rally weekend.

Sponsors &

Title Sponsor, Stage Sponsors, Ceremonial Start Sponsors, Service Sponsors.
Budget? 

We are talking about 70,000 euro to run a rally in 2012.?????
Income from entries, 131 – 65,000 Euro !!!!!!!   151 - 75000 Euro !!!!!!!!!!!  
Juniors - 5000 Euro

So up to 20,000 Euro needs to be found in Sponsorship and Programme sales to break even.

Stages: 

How many. One, Three, or Four. Get advice within the club on suitability,  

Too short, Old PR problems, too fast, bumpy. Do they make a loop, are the road sections too long. 151 or 131 entries? 




Service – Suitable Location, is permission required????

Time & Distance
Will everything fit into a rough Schedule, is it possible to fit in service etc…You do have to run the rally all in one day. Use the green book for all calculations for time and Distance.

How many junctions, How many sector Marshals

Inform County Council of your intentions. Keep the area engineers in the loop.
Safety Plan: 
Get Safety plan drawn up

Agree junction layout along with Marshal and safety requirements, locally first. Use expertise in the club to come up with first draft. Most Clubs have a couple of very experienced, Trained Safety Officers. They may have a valid contribution to make. Has an experienced competitor a contribution to make?
Event Time & Distance Schedule needs to be finalised. Will the Rally Fit?

Stages


Do a Pre PR with a small team to assess the possibility of running a rally in the area.
Regulations and
Prepare a 1st Draft early. Proof read for dates, wording, indemnity, etc.
Entry Form.
Use a print company, or do it in house, to produce a word and PDF final version. Is the format suitable to be put on the Interweb?
Regulations and 
Get a draft set of regs off to MI 12 weeks before event, with a permit application Entry Form.

and cheques.
Regs cannot be printed/ posted, posted on web, without a permit number. 

Liaise with MI for edits and changes.
Get help from club and event secretary and Club Treasurer.

Hotel


What type of advert do the hotel want in the regs.
When permit number is issued, print regs and event secretary gets to work.



Accommodation for officials, 

Price for meals on rally weekend. 

Meet hotel and Finalise office needs, meals and accommodation, 

Ceremonial Start and finish locations. PR opportunity?
Parc Ferme & 
Where?   Who is in Charge?
Marshals
Scrutiny & 

Security. Fencing for Secure Pare Ferme…… Lighting.
Trailer Park.  
Unloading Procedure, Potential Traffic Problem. Road book to and from Unloading, Scrutiny, Parc Ferme. IRDS and early

Map Permit
Permit required from OSI to use maps.

Maps required for Safety Plan, Road Book, and Programme
Service

Make early contact with Doctors, Rescue and Ambulance. 
Providers

Also, Gardai, HSE, Fire Service and Fire Extinguisher provider.



Is an early Radio test needed?
3 Months to go….
Meetings

Start Having Regular Rally Organising Team Meetings.




Organise a timetable of dates / venues / times
Safety Plan

Meet with MI Safety Officer 8 weeks before the event and reviews the plan.
MI Safety

Agree modifications and get Safety Questionnaire signed.
Carry out modifications to safety plan, agree on final draft, and post it along with the Safety questionnaire (pink Sheet) to MI Safety at least 5 weeks before the event.

Road Closing 
Meet with and write to your County Council, Roads Department for road closing. 

Application
Include a description of town lands affected for each stage, and times required for the road closing order for each stage. 

The Co. Co. loves all info in computer word form, for cut and paste.

Trophies

Meet Trophy Supplier and agree numbers and price.

Print Company 
Develop a relationship!!! With a Print Company…. Regulations, Programme, Road book, Time Cards, meal tickets etc. Agree prices!!

Event Info

Liaise with the Event Press Officer and Programme, Website Co Coordinators. 

Style of programme, distribution and selling, collection of adverts, PR on local papers and Radio. 

Get some Pre PR going with Rallying Websites.



Speak to Championship Representatives to agree logos and needs.

MI Stewards & 
Make contact with MI Stewards and Scrutineers.
Scrutineers 

Post them Regs and Safety plans as appropriate.

Officials

Arrange for Training. Officials who need Licences, COC, Stage Commanders. 

Marshall Training, Competitor Training.
Marshals

Put Someone in charge of Marshals – Chief Marshal? Liaise with Stage Commanders
Do up lists of Marshals Phone numbers and Experience. Try to establish how many Sector Marshals will be needed, and how many you have. Licensed Sector Marshal Availability.
Organise a lunch pack, voucher to give to marshals / officials at the meeting points and during the day

Doorplates: 
Agree design and numbers, Officials plates, Recce and Service Stickers. 

Stages 
Equipment
Book & arrange
Clocks / Timing Gear







Radio Communications - Radio operators







Rescue
 Units











Breakdown Vehicles







Ambulance 

Doctors

Fire Extuingushers

6 Weeks to go….
Rally Officials
Copy Safety Plan to all parties. Travel over the stage with Stage Commanders. 
Start getting all Officials familiar with the Route….

Timekeeper

Organise a Results Team to work in rally office. Broadband Coverage.
Collection of time cards from Time Controls and bring them to Rally Office during the day

Stages


Road Closed Car, Spectator Control Cars / Road Open Car / Car Accountability



00 Cars
Event  Info 
Liaise with Gardai – and help required from them i.e. particular junctions on rally route and scrutiny / start / finish
Speak to Community Leaders…..

Information to Priests, Local Notices in the papers.
Equipment 
Sort Out. Count and Sort old equipment. Order Necessary equipment (lots of tape) Layout proposed equipment for each stage. Get all officials familiar with equipment and positioning of same.


Barriers – for Stage Entry / Exits and major junctions.


Book and arrange their transportation


Are bales required for chicanes / junctions on the stages?

Are they available / arrange delivery & collection

Communications
Arrange a Radio Test - Liaise with Controller

Carry out modifications to Safety Plan, agree on final draft, and post it along with the Safety questionnaire (pink Sheet) to MI at least 4 weeks before the event.

2 Weeks to go….
Entries & Seeding 
Organise a Meeting - Get experienced team together for this work
Liaise with Championship registars. Priority, try and fit 250 into 151. ….!!!!!!!!! 

Agree timescale for release of entry list.

Stages Safety
Continuously check that Ambulance and Doctors are available. Liaise with Hospital contacts.
Stages PR: 

Pr sheets and teams to do the work. Liaise with Stage commanders.




Sort out PR Problems

Road book & 

Finalise route. Agree roadbook layout. Must match the timecards.

Timecards

Junior Rally Roadbook & Start Location. How many extra Timecards Needed ?
Start / Finish

Start & Finish Coordinator 




Marshals / Traffic Control / Arch / Ramp
Dougie. Celebrity to flag away first cars ????

Parc Ferme & 
Layout of Scrutiny, Parc Ferme, trailer park
Scrutiny & 

Marshals / Traffic Control
Trailer Park.  
Security at Parc Ferme, it must be a sealed area.
Service

Layout of service 




Marshals / Traffic Control

Stage Set Up

Organise experienced people to travel over the stages after road closing and before

Stage Tidying  
MI Stewards and MI Safety Officer to ensure that stages are set up correctly.

Same persons to travel over stages between runs to redo taping and to move broken down cars etc.
Continuously talk to Stage Commanders, Radio, Timekeeper, Chief Marshal re availability of help.

Stages Marking: 
Make sure 200 Metres at junctions, arrow positions and Chicanes are properly laid out.



All Stages marked by the same team.
Pace Notes: 

Pace Note Providers, needs final road book, chicanes, starts etc...

Secretary: 

Get Final Instructions 1 ready to post. Inform all changes to regs. 

Event Info

Post Maps / Instructions / Times to all rescue / Ambulance/ Radio operators.

Visit Gardai, Vets, Fire brigade, with maps and details.




Photos of finish, sponsors, Video. Radio reports Local Papers. 




Make a Time and Distance Schedule available on the net.
Cleanup

Organise Monday Cleanup Crews.
Equipment

Collection of equipment by Stage Commanders, officials etc.




Organise officials to carry spare equipment




Rally Clocks / Timing Gear, Radios
1 Week to go….
Rally Weekend
Time, Location, Agenda for Stewards Meeting. 

Meetings 

Have copy of road closing for Steward meeting, copy of licenses. 
Office staff, equipment.

Sort out Stage start procedures / emergency procedure

Event Secretary: 
Permit ok, send copies to County Council, 

Packs for competitors, meal tickets, reserve entry list update.

Marshal Packs to be done up by the Chief Marshal. 
List of what’s needed in each pack
Information for final regs 2 or 3. Briefing for 00’s, junior Rally

Extra information for drivers briefing – time etc. Hope it all comes together…..
Rally Day…..
Drivers Briefing
Who is the main Speaker at Drivers Briefing.

Safety Briefing very important.


00 briefing


Junior Rally Briefing

Rally


Who is running the rally on the day? 
Emergency procedures, 

Silence on the radio. 
Start procedure, 00 to Midpoint etc
Finish


Finish Reception Ramp – bottles of champagne etc.




Photographs
Results

Liaise with Results Team / CLO / Stewards and resolve queries




Get results posted and finalised ASAP.
Hotel


Marshals / Officials meals running smoothly




Video on show of event to keep people entertained
Prize giving

Organise speech




Set up of room and Display of Trophies

Day after the Rally
Monday Clean up. 
Make sure Stage commanders Assess the Damage

Pick up rubbish on the access roads. Check Fencing at Junctions.

Liaise with Treasurer, Bill Paying. Reserve Cheques returns.

Start planning for next year  !!!!!!!!!!!!!!!!!

