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PROGRAM PLANNING PRIORITIES 
CHECK LIST

• Choose your City’s BTRR Chair and/or Co-Chairs 

• Procure your location, date, and time 

• Determine your budget 

• Create a timeline/run of show schedule 

• Make a plan (How many participants do you expect? Who should you invite? Are there space 

restrictions, rules, and policies at the location chosen?) 

• Ask for representatives from local nonprofit organizations to serve as sub-committee chairs (If 

possible, utilize individuals who have assisted with previous BTRR’s – experience is helpful.) 

• Reach out to community partners who can bring new ideas to the table (mental health, harm 

reduction, food bank, etc.)

• Promote your event 

• Create a backup plan for weather, health, safety 



EVENT COMMITTEE

The Event Committee should be made up of your 

• Event Chair(s)

• Sub-Committee Chairs

• Volunteers



EVENT CHAIR(S) RESPONSIBILITIES 

• Set meetings and agendas 

• Creating an event plan and budget

• Appoint your sub-committee chairs 

1. Funding (procuring sponsorships/donations) 

2. Decorations 

3. Volunteers 

4. Food and Beverages

5. Marketing 

• Educating and supporting the sub-committee chairs on their roles, responsibilities, and 

process

• Creating an environment for fun and success



EVENT CHAIR(S) RESPONSIBILITIES 
Day Before the Event

• Make sure all Sub-Committee Chairs are on site with you to make 

sure everything is set according to plans 

• If any setups can be done that day, take advantage of it

• If setup is needed, make sure Volunteer Sub-Committee Chair 

schedules volunteers to assist 

Day of Event

• Address all challenges in a timely manner

• Communicate with sub-committees as needed (Note: Make sure 

you have all committee member’s cell phone numbers)

• Direct beginning of day to end of day 

• Make sure clean-up committee is in place

• Thank all your committee members and volunteers



SUB-COMMITTEE INFORMATION 
Funding & Sponsor Sub-Committee

• Work with full committee to set a budget 

• Determine the amount needed from sponsorships and vendor table sales to cover the cost 

after you receive funding by UT

• Reach out to nonprofits who have participated in the past 

• Reach out to mental health organizations and other organizations/corporations who may be 

interested in participating 

• Get a Letter of Commitment signed from all agencies who plan to participate 



SUB-COMMITTEE INFORMATION 
Funding & Sponsor Sub-Committee:  Here is a sample of what San Antonio did in 2022…



SUB-COMMITTEE INFORMATION 

Decorating Sub-Committee

• Do you need to rent a stage? If so, make sure it includes sound 

systems and/or other needs as required

• Rentals (tables, chairs, canopies, portable bathrooms if needed, etc.) 

• Do you want centerpieces for the tables? What is most cost 

effective? 

• Communicate with the Volunteer Chair if people are needed for set 

up and take down.

• Work with Marketing Sub-Committee to create signage as needed



SUB-COMMITTEE INFORMATION 
Volunteer Sub-Committee

• Recruit volunteers to help with set up and take down 

• Assign duties to volunteers for day before and day of event (greeters, putting signage up, 

working booths, etc.) 

• Schedule volunteer times and let them know where to park

• Send out a reminder the day before the event to all volunteers to confirm they will be at event 

• Make sure to have a group of volunteers scheduled for trash pick up during and after event OR 

hire a company to handle this, if cost effective 



SUB-COMMITTEE INFORMATION 
Food & Beverage Sub-Committee

• Meet to decide the types of food may be desired and what is the availability for the community 

(food trucks, booths, etc.?) 

• Are food handler permits required for volunteers that may help with food booths? (San Antonio 

had snow cones, popcorn, and cotton candy in the Children’s Activity Area that volunteers 

handled) 

• Set times for food vendors and/or food trucks to set up on the day of event 

• Provide a map of the area with food vendor locations and email to all food vendors

• Make sure snacks and lunch are provided for all volunteers (this committee is responsible for 

grocery shopping and/or ordering necessary food. Have a location set up for volunteer check-in 

and food area – preferably an indoor location) 

• Make sure your committee does setup and cleanup of Volunteer food area.



SUB-COMMITTEE INFORMATION 
Food & Beverage Sub-Committee

Last year, San Antonio was able to pay for food 

for those in recovery. These were dispensed by 

nonprofit organizations serving our community 

(who purchased booths) and they handed out 

the vouchers to their clients. Agreements were 

made with the food trucks to accept these food 

vouchers as payment and Chairs paid them at 

the end of the event.  

This was the ticket San Antonio created and 

printed internally to dispense.



SUB-COMMITTEE INFORMATION 
Marketing Sub-Committee

• Create flyers, posters, signage, and/or print ads in 

accordance with the Big Texas Rally for Recovery 

guidelines

• Handle all press releases 

• Market the history of the event 

• Send and update information to the person managing 

the “official” BTRR website 

• Get information out on all your organization’s social 

media sites – ask all nonprofits participating to share 

information on their social media sites

• Arrange for interviews by news reporters prior to and 

news coverage on the day of event 



SUB-COMMITTEE INFORMATION 
Marketing Sub-Committee - Flyers from 2022 (NOTE: We plan to have flyers more 
consistent for 2023. Information will be sent out to Chairs.)
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