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How To 

 

How to Plan a 5k at James Madison University 

 

A 5k is a great way to raise money for a special cause or event at James Madison 

University. Not only will it promote fitness, fundraising and fun, the mere idea of people 

completing a race is a rewarding feeling for both the planners and participants. The organization 

will benefit with funds for charity and the runners will benefit in terms of feeling charitable and 

fit. It’s win-win situation. 

  I planned a 5k with Alpha Tau Omega in September 2008 and realized that there was 

more work involved than I expected. Not only was I not aware of all the steps involved for the 

process, no one had a checklist for me to work from even the administrators in charge of 

overseeing the process.  

Here is my own checklist, which should help you plan a successful 5k. To begin, start 

with a committee. Have two coordinators assigned the specific role of running the event. Have 

one web design specialist, one treasurer, one secretary, and one public relations person. It is 

smart to begin planning one semester before the 5k race. If that is too early, plan at least two 

months before the race.  

 Set a budget and estimate the potential advertising help from businesses (more details 

below). Most importantly, you must be in one of JMU sponsored organizations to plan a 5k. 

Every sponsored organization at JMU has a certified nuts and bolts liaison, which means 

that in order to reserve space and get approval to use JMU facilities, you have to go 

through training with Events and Conferences. They only accept request from people 

certified. This would only affect students not in a sponsored organization.  
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1) Book the race route with Events and Conferences at Festival (The designated race 

route is in the Festival area). You will report directly to Debra Kauffman. She is in 

charge of approving facilities on the east campus (Festival) area. Go to 

www.jmu.edu/events to retrieve the form for booking Festival events. 

2) Once Kauffman confirms your booking, fill out a Festival Events and Approvals 

form in which you register everything about the race and events leading up to it. The 

approvals form will include signatures from specific people in charge of keeping 

JMU safe and out of legal troubles.  

An Events and Approvals Form are needed for: 

  * The Festival 5k event 

  * The tables on the Commons 

  * The tables in Warren (more below) 

In general, an approval form is filled out for “vending” situations where money and 

items are being handled. If this form is not filled out two weeks prior to each booked 

space, the event will be cancelled. 

3) The people you need to meet with for specific matters on the Events and Approvals 

From are listed below: 

a. Food. Non-catered food, catered food or snacks must be approved and 

signed by Dining Services’ Director of Operations Marco Levesque. His 

email is levesqmq@jmu.edu. ARAMARK Corp. maintains the exclusive right 

to provide food services on JMU property. (Bagels, crème cheese, fruit and 

granola bars were approved for our 5k).  

b. Merchandise Sales. Any merchandise sold by your organization, especially if 

the imprinted merchandise uses the JMU logo, image or name, must be 

approved. Go to Students Activities & Involvement in Taylor 205 A for an 

approval form. You must attach the image of the t-shirt and what your 

organization wishes to display, and the name of t-shirt distributor to the form. 
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The form must be stamped and signed. The process takes about a week to 

get approved. 

c. Book information tables to advertise two weeks prior to the race. A certified 

nuts and bolts liaison must book tables for the Commons at least a semester in 

advanced to ensure a spot in this busy booked area. You can use these days to 

pass out flyers, pre-register people, sell t-shirts, etc. An Events Approval 

form must be filled out for the Commons, as noted above. 

d. Schedule an appointment to meet with Sgt. Peggy Campbell, a JMU Public 

Safety official, two weeks prior to the event. You will need her signature 

after she briefs you on: 

i. Cash Handling (A cash box with a lock needs to be present on site.) 

ii. Large Events (attendance of 250 or more)  

e. The last signature for the Events Approval forms is from Dave Barnes, 

Director of University Unions. He is in charge of contractual agreements for 

legal issues. This refers to working with a third party where a contract and 

money is involved. Even if a third party is not involved, a signature is still 

required. This takes 48 -72 hours for authorization.  

f. Sign the Events and Conferences Approvals form and give it to Debra 

Kauffman. 

4) Have your public relations specialist book advertising space. Keep in mind the 

following: 

a. Stay in the lines of the budget. If you need to compensate for expenses, charge 

more for registration the day of and less for pre-registration. Or you can set a 

cheaper price for individuals that form a team/group. (I charged $10 for each 

person to a group of five or $12 for individual applicants.) 
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b. Go to www.roadID.com or call 1-800-345-6336 to order Road IDs, the 

numbers for runners to pin on their backs. They also do emergency overnight 

delivery, knowing that we forgot to book the badges ahead of time.  

c. Compose a letter with your organization’s or the school’s letterhead to invite 

companies to donate money for the cause. The money can help towards 

funding smaller items like t-shirts. You should include their business logo on 

the t-shirts to show that they helped your cause. A form will have to be 

mocked up to give to businesses for the logo they wish to submit. Either you 

can edit their submitted logo, make one for them, or ask them to make one to 

appear on the shirt. 

d. Book banner space in Warren Post Office, Festival, Taylor Down Under 

(TDU), etc. You must fill out an events form for this to request it. Do this 

online at www.jmu.edu/events. Banners may stay up for a week at a time. 

This is one of the most important and effective ways to advertise on campus. 

e. Use all of JMU’s advertising mediums to promote the cause, including: 

* Banners - Festival, Outdoor, Warren/Taylor 
* Breeze 
* Bulk Emails 
* Bus Ads 
* Chalking 
* Club Mailbox Stuffing 
* Directory Advertising 
* Display Cases 
* Gateway Postings 
* Grafton-Stovall Movie Slides 

   * Hot Events - JMU Calendar of Events 
* Info Tables - Academic Buildings, Warren/Festival 
* Post Office Mailbox Stuffing 
* Posted Flyers 
* Potty Mouth 
* Sandwich Boards - Commons 
* Table Tents 

* For more information on each medium, go to www.jmu.edu/events. 
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f. Book the Festival Lawn/Amphitheatre/Patio area, and the Festival Drum to 

manage sales, registration and food during the race.  

g. Compose a form/contract for registration. Make a decision whether to do it 

online, just on paper, or both. Set a deadline for registration. Set a fee price. 

One for early pre-registration and for the day of registration. Keep an excel 

spreadsheet on who paid and their tee-shirt size. Tee shirts should be free with 

registration payment.  

i. If you decide to accept flex as a payment type, you must go to Events 

and Conferences to reserve a flex machine/jac card reader. The will 

brief you on the process. This is not advised for smaller 5k venues. Go 

to www.jmu.edu/events for more information. 

ii. Have the Web designer create a link on the organization’s website for 

students to access a pre-registration form.  

h. Book Warren Hall vendor space with Events and Conferences to handle pre-

registration. Book this space two weeks in advanced for a couple days to a 

week prior to the day of the race.  Reserving tables in Warren also requires an 

Events and Approvals form, as noted above, to list exactly what you are 

vending and if money is involved. The approval form is due two weeks prior 

to using the Warren Hall space. 

i. Use the Clubhouse in Taylor 205 to make banners to promote the race, to 

make big poster signs with arrows to direct runners, and to make the finish 

line sign.  

5) For the day of the race you will need:  

• Chalk to chalk the route and at least 15 signs with arrows for 

volunteers to hold to direct the route. 

• 15 orange cones and/or orange hand held flags  

• A stopwatch to record each runner’s time. 
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• A biker to bike in front of the racers so they do not get lost. 

• Bottled Water, Granola bars, bagels, fruit, etc.  

• An ambulance if you can provide one. If not, have first aid materials 

at hand.  

• People to sit at the registration stand, the road id stand, the food and 

water stand, the tee-shirt stand, and the finish line. 

Most of these steps can be done out of order, but I categorized them based on how I 

coordinated the race. 

Finally, take a deep breath and have fun! Count on your volunteers and careful 

preplanning to make a successful 5k happen.  

 


