2007 President’s/Leukemia Cup Regatta

PRSA REGISTRATION PROCEDURES

6 PM – 9 PM Friday, 9/7 and
8:30 AM – 11 AM Saturday, 9/8

PRSA Registration committee volunteers will accept completed President’s/Leukemia Cup Regatta entry forms and entry fees and record the entry information for use by Race Committee and Scorers, and will record and secure the money collected.

Let’s remember that there is only one regatta and its name is the President's/Leukemia Cup.  We will get this question multiple times at the registration table.  If someone says they only want to sail in the Leukemia Cup, tell them that this year there is only one regatta for one-design boats and its name is the President's/Leukemia Cup 

We should have a few copies of the NOTICE OF RACE to show incredulous people. 

Sailing Instructions will be available to hand out at registration.

Many regatta participants will have filled out and submitted in advance the online entry form at http://www.potomacriversailing.org/PresidentsLeukemiaCups/2007/entryform.html
We will have a list of those who have done so, and pre-printed completed forms for them.

Some of those will have used PayPal to pay their entry fee; others may have sent an entry fee check to the PRSA treasurer.  We will have a list of those who have done so.  People who register on-line and pay via PayPal will not know they need to visit the registration table.
For these advanced-entry participants we only need to get their signature on the pre-printed completed forms, and to collect checks or cash if they have not yet paid their entry fee.  Everyone else will need to complete a hardcopy form and hand it to the PRSA registration committee volunteer, along with cash or a check for the appropriate entry fee.

Registration for Leukemia and Lymphoma Society activities, gifts and awards will be handled separately, by L&LS volunteers who will be sitting adjacent to the PRSA volunteers on Friday night and again on Saturday morning.

Tickets for the Saturday dinner are given by the L&LS based on the $ amount of contribution; extra dinner tickets can be purchased at the L&LS registration desk.  T-shirts and other memorabilia items can likewise be purchased there.  PRSA volunteers should direct entrants to that desk for more information and to make purchases.

We will undoubtedly have participants show up late and request to complete and submit their entry forms and fees after the scheduled registration desk closing times (9 PM on Friday and 10 AM on Saturday (for Upper Course racers) or 11 AM on Saturday (for Lower Course racers).  Do your best to accommodate them, and to let the Race Committees know about these late registrants.

We will facilitate and encourage the collection of PRSA dues by having a role of “Membership Solicitor.”  It will be best if this is someone, like Jeff, Nabeel, Yates, or David, who knows the people.  Otherwise, the person has to be good at eavesdropping to get the name, quickly look up their status, and, in a friendly way, suggest, "Hey, I see you have not paid your dues this year.  Would you like to take care of it today?”
Roles and Responsibilities Table

	Role
	Responsibilities

	Chair
	Plan, organize, supervise registration activities; provide registration materials

	RC Rep
	(a member of the RC) Transfer data from the registration forms to a spreadsheet shell or a paper list, to give the RC a list of entrants (preferably several copies) by class that can be used for checking in competitors on the water and scoring. 

	Recorder
	Enter information from forms into computer; provide print-outs

	Registrar
	Greet participants; accept completed forms and checks or cash; review forms

	Rover
	Circulate, provide clipboards with blank forms; move participants to head of line

	Solicitor
	Solicit enrollment/re-enrollment in PRSA; collect past-due dues and new dues


Registration Materials Check List

· Change – a $200 supply of $10 bills – to make change for registrants who pay with $20 or $50 or $100 bills (entry fees are $20; $30; $40)

· Blank Entry Forms

· Pre-printed completed forms for participants who have pre-registered on-line

· 3-ring binder with 100 clear plastic sleeves and 10 tab separators

· Laptop Computer, with printer

· Lists – who has pre-registered; who has paid via PayPal or check sent to Yates; who is current in PRSA dues.

· 10 copies of the NOR for people to read (and for some to take away)

· 75 copies of the sailing instructions

· Active PRSA membership roster with 2007 dues status 

· 20 blank membership forms 

· Stapler (to staple check or cash to membership form).  

· Extension chord & power strip or other backup power source (for computer & printer)

· 3 or 4 clipboards  (so that people can complete forms standing up)

· 5 to 10 pens  (they tend to walk away)

Volunteers, as of 9/6:

Registration Committee Chair: David Thompson

Friday Evening Crew:

· David Thompson
DThomp01@aol.com
· Nabeel Alsalam

Nabeel.Alsalam@gmail.com
· Frank Gallagher

fgallagher@geico.com
· Maryann Gallagher
maryann.gallagher@fda.hhs.gov
· Kyra Talon

kytallon@gmail.com
· Greg Swaluk

gswaluk@tmrengineering.com
· Stuart Richman

1chaucer@comcast.net
· Catherine Blair

4thbair@gmail.com
Saturday Morning Crew – First Shift (8:30 AM – 10 AM):

· David Thompson
DThomp01@aol.com
· Rose Gentile

rgentile@ft.newyorklife.com
· Doug Kirby

fathead732@adelphia.net
· Collin Kirby

kirbman999@hotmail.com
Saturday Morning Crew – Second Shift (9:30 AM – 11 AM):

· Eric Swanson

ESwanson@worldbank.org
· Barb Thompson

bkt01@aol.com
· Genie Williford

eugenia.williford@cox.net
· Genie’s Friend



· Robert Bennett

rb1367@gmail.com
· Robert’s Friend Tiffany


· Jim Graham



Procedures

	Role
	Step
	Description

	Chair
	1
	Bring needed Registration Materials

	Rover
	1
	Circulate among the congregating participants and direct them to the PRSA line if they have not yet completed/submitted entry forms; give them a clipboard with a supply of blank forms if they are going to head immediately for the line.  Find out if they have done advance on-line entry, and if they have, give them a pre-printed completed form to take to the PRSA registration desk.

	Rover
	2
	Ensure, if possible, that participants visit the PRSA desk first and then, only if they have registered with, or plan to register with, the L&LS Society, to visit the L&LS desk second.

	Rover
	3
	Thank them for their participation.

	Registrar
	1
	Greet the participant; accept their completed form and check it for legibility and completeness:

· Skipper’s First Name

· Skipper’s Last Name

· Class (Laser; Sunfish; El Toro; Jet 14; Vanguard 15; Albacore, etc)

· Payment Amount (based on class)

· Form of Payment (cash; check; paid in advance via PayPal)

· Crew First and Last Names (confirm spelling/ensure legibility)

· City, State, home phone (ensure legibility)

· Club affiliation (PRSA for most, other affiliations for the out-of-towners)

· Sail Number (confirm legibility and correctness)

· Boat Name

· Skipper’s Signature

	Registrar
	2
	Accept cash or check and note it on the form – check number for checks; cash amount for cash.

	Registrar
	3
	Place form and checks/cash in plastic sleeve.

	Registrar
	4
	Thank participant for his/her entry; remind them of the Skippers Meeting; provide copy of SIs

	Registrar
	5
	Direct participant to PRSA Membership solicitor if they would like to join or renew their PRSA membership. Otherwise, direct them to the L&LS registrar if they need to complete registration and/or get dinner tickets or T-shirts and other items of memorabilia.

	Registrar
	6
	Hand completed, sleeved form to recorder.

	Recorder
	1
	Record information from form into the scoring computer and mark on the form that the information has been recorded.

	Recorder
	2
	Place sleeved form in 3-ring binder, filed by sail number within class.

	RC Rep
	1
	Work with recorder to enter info into computer and produce print-outs.

	Membership Solicitor
	1
	Maintain a supply of blank PRSA membership renewal forms and a list of current paid-up members.



	Membership Solicitor
	2
	Greet the participant and ask if they would like to join or renew their membership.  If yes, give them a blank form to complete. 

	Membership Solicitor
	3
	Accept the completed form and the check or cash; thank the member for joining or renewing.  Give them a PRSA Yellow Book for doing so.

	Membership Solicitor
	4
	Direct participants to the L&LS registrar if they need to complete registration and/or get dinner tickets or T-shirts and other items of memorabilia. 

	Membership Solicitor
	5
	Put completed membership form and cash or check in a plastic sleeve and enter in the 3-ring binder.

	All
	At end of Registration
	Turn over to Registration Committee Chair the 3-ring binders and supplies of forms.


Blank Form:  here is an example:


[image: image1.wmf]2007President'sCupR

egistrationForm.doc


Completed Pre-printed Form: Here is an Example:
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Enter to race in the 2007 President's/Leukemia Cup Regatta

ENTRY FORM

First Name: ___________________________________________________


Last Name: ___________________________________________________


Class: _______________________________________________________
         (Laser; Sunfish; Penguin; El Toro @ $20; Jet 14; Vanguard 15; Albacore; Buccaneer; Catamaran; Isotope;
             Hampton; Interlake @ $30; Lighting; Flying Scot @ $40)


Payment Amount:  $ _________      Check        Cash   Paid in Advance by ___________
                                                                                                                                                                               (mailed check or PayPal)


Crew Names: __________________________________________________________


                      __________________________________________________________
                                   (enter multiple names (first name/last name)  separated by commas) 


City: _______________________________________________


State: ______________________________________________


Phone (home) ________________________________________


Club Affiliation: ______________________________________


Sail Number: ________________________________________


Boat Name: _________________________________________


By signing below I agree to abide by Racing Rules of Sailing, the sailing instructions of the Potomac River Sailing Association (PRSA), and all other rules which govern this event. In consideration for being permitted to enter this event, and being knowledgeable of the risks of competitive sailing, and knowing that it is my sole responsibility to decide whether to enter or continue in any race, I voluntarily assume all risks associated with participation in the event hereby release PRSA, its fleets and officers and the people conducting the event from any liability in connection with any injury or damage that may occur.


____________________________________________________________________
                                               (Competitor’s Signature)
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Enter to race in the 2007 President's/Leukemia Cup Regatta

PRESIDENT’S CUP REGISTRATION FORM

First Name: David___________________________________________


Last Name: Thompson___________________________________________

Class:  FORMDROPDOWN 
____________________________________
           (Laser; Sunfish; Penguin; El Toro @ $20; Jet 14; Vanguard 15; Albacore; Buccaneer; Catamaran;
             Hampton; Interlake @ $30; Lighting; Flying Scott @ $40)


Payment Amount     FORMDROPDOWN 
_____________  Payment Method:  FORMDROPDOWN 


Crew Names: Catherine Calvin, Joe Kimak,______________________________

                      Barb Thompson_________________________________________
                                   (enter multiple names (first name/last name)  separated by commas) 


City: Herndon____________________________

State: VA___________________________

Phone (home) 703-620-6571_____________________

Club Affiliation: PRSA_____________________

Sail Number: 15228______________________

Boat Name: Blue Two_________________________

By signing below I agree to abide by Racing Rules of Sailing, the sailing instructions of the Potomac River Sailing Association (PRSA), and all other rules which govern this event. In consideration for being permitted to enter this event, and being knowledgeable of the risks of competitive sailing, and knowing that it is my sole responsibility to decide whether to enter or continue in any race, I voluntarily assume all risks associated with participation in the event hereby release PRSA, its fleets and officers and the people conducting the event from any liability in connection with any injury or damage that may occur.


____________________________________________________________________
                                               (Competitor’s Signature)











