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CHECK DATE INFORMATION TIME 

 NOW! Reach out to co-workers to garner interest in participating NOW! 

 9/1/17 Registration OPENS - team tent rental available 9:00 AM 

 2/28/18 Informational Meeting at Running Zone (3696 N Wickham 
Rd, Melbourne, FL 32935) 

6:00 PM 

  Office Chair to 5k 8-Week Training Program starts  

 3/21/18 Rc_k A_nr_gl%q Kccrgle _r Psllgle Xmlc (3696 N 
Wickham Rd, Melbourne, FL 32935) 

6:00 PM 

 3/31/18 LAST DAY for $25 per participant pricing 11:59 PM 

 4/1/18 $30 per participant pricing in effect  12:00 AM 

 4/13/18 Tent Rental DEADLINE  

 4/17/18 Online Registration CLOSES 11:59 PM 

 4/17/18 Last day for team member switches and transfers 11:59 PM 

 4/18/18 Invoice sent to Team Captain, payment accepted online 
with credit card or check sent to Running Zone 

 

 4/18/18 Team Captains Packet Pick-up available at Running Zone 12:00 ­ 6:30 
PM 

 4/18/18 Team Captains Packet Pick-up Party at Running Zone 6:00 PM 

 4/19/18 RACE DAY! ­ Orlando Melbourne International Airport 
(1 Air Terminal Parkway, Melbourne, FL 32901) 

 

  Race Site Opens (arrive early to park, set up & warm up) 4:30 PM 

  Race Start  6:30 PM 

  Pictures from event available for free download: 
RunningZone.com 

See Facebook 
for update 

 5/17/18 Payment on invoices are due (1 month from race) 6:30 PM 

Agenda 

1. Timeline 

2. Rc_k A_nr_gl%q Afcaijgqr 

3. Registration Guide 

4. Introduction Email 

5. Pitch Email  

6. Last Minute Email  

7-9. Event Flyers 

10-11. Training Program 

 

Timeline 

www.BrevardCorporate5k.com  

Team Captain Benefits  

¶ Rc_k A_nr_gl%q Qfgpr & Bag! 

¶ Chance to win Saucony shoes! 

¶ Drinks & networking at meetings 

¶ Show your boss your leadership 

skills 

¶ Meet more people in your 

company and strengthen skills 

¶ CONTEST: highest percentage 

increase in participation vs. 

previous year 

 

 

http://www.brevardcorporate5k.com/


 

  

Team captainȭs checklist  
Youôre Hired: Get Started  

¶ Reach out to your co-workers before registration opens to get a count 

¶ Sign up as a Team Captain when registration opens: 9/01/17 

¶ Be sure to register yourself as a participant if you plan on participating 

¶ Attend Team Captainôs Meeting on 3/21/18 

Recruit: Build Your Team  

¶ Invite fellow co-workers (see email invites on following pages) 

¶ Invite vendors, clients, friends and family to join your team! 

Manage: Motivate  

¶ Set a participation goal 

¶ Add members 

¶ Motivate and communicate through emails (see sample emails below) 

¶ Hang event posters (take some posters at the Information Meeting 2/28/18)  

Inspire: Show Your Flair  

¶ Rent a team tent to make it easier for your team to meet on race day 

¶ Plan for food and drinks ­ there will be food trucks again this year (CASH ONLY)! 

¶ Wear team shirts on race night and company colors! 

Final: Get The Job Done  

¶ Attend the FLORIDA TODAY Corporate 5k on April 19, 2018 ­ Orlando Melbourne 

International Airport 6:30 PM 

¶ Get moving! 

www.BrevardCorporate5k.com 

For questions at any time please contact info@brevardcorporate5k.com  

 

http://www.brevardcorporate5k.com/
mailto:info@brevardcorporate5k.com


 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Registration Guide 
1. Create a team and make sure to register yourself if participating  

 

 

2. Team members can then register under the team name 

 

3. You can choose to rent a tent during registration or can log back in to make 

the purchase ­ tent deadline: April 13, 2018 

 

4. Companies can choose to subsidize employee entries or have employees 

purchase their own entries 

 

5. Entry fees: $25 Sep. 1
st
 ­ March 31st | $30 April 1

st
 ­ 17

th
  

 

6. You can manage your team by logging in to your RunSignUp  account 

 

7. Team member switches and transfers are permitted up until April 17
th
 at 

11:59 pm  

 

 

 

 

Weôve Gone Green 
¶ Online registration only! 

¶ All materials are available electronically: Team Captain Page  

¶ Utilize email communication to recruit members  

¶ Virtual Race Bags with goodies from sponsors 

¶ Download FREE Team Pictures online after the event! 

¶ Follow our Facebook Page for event updates 

 

www.BrevardCorporate5k.com 

For questions at any time please contact info@brevardcorporate5k.com 

 

@Corporate5K 

REGISTER HERE 

https://runsignup.com/
http://brevardcorporate5k.com/team-captain/
https://www.facebook.com/Corporate5k/?fref=ts
http://www.brevardcorporate5k.com/
mailto:info@brevardcorporate5k.com
http://brevardcorporate5k.com/register/


 

 

  

DATE INFORMATION 

 Running Xmlc Dmslb_rgml%q Dgr l% Dsl 6-Week Training Program  
The program includes training plans for runners and walkers at all levels 

9/1 ­ 3/31/18 Early registration at $25 per member 

4/1 ­ 4/17/18 Late registration at $30 per member 

4/17/18 Online registration CLOSES 

4/19/18 RACE DAY | Orlando Melbourne International Airport | 6:30 pm 

Email Communications & Important Info  
Email #1: 

Team Captain Introduction  

 

To: 

CC:  

From: 

Subject: Sign up for FLORIDA TODAY Corporate 5K Run/Walk 
 

**LAST YEARôS COMPANY PHOTO HERE** 

FLORIDA TODAY CORPORATE 5K Å April 19 th 

Orlando Melbourne International Airport Å 6:30 PM 

Hi, my name is ____________ and I will be your team captain for the 2018 FLORIDA TODAY 

Corporate 5K! I am here to get you signed up and ready to participate in this exciting, one-of-a-kind 

opportunity! 

As we get closer to April 19, 2018, I will be your source for information about the event. From t-shirts 

to race numbers to race night meet-up and parking information, I will give you everything you need 

to make it happen! 

In the meantime, tell all of your co-workers, friends and family about the 2018 FLORIDA TODAY 

Corporate Run/Walk 5K and Fitness Program.  

If you have any questions along the way, please feel free to drop me an email.  

 

Here are some important dates to remember: 

 

 

http://brevardcorporate5k.com/training/
http://brevardcorporate5k.com/
http://brevardcorporate5k.com/


 

 

  

 

Email #2: 

Pitch to Recruit Team Members  

To: 

CC: 

From: 

Subject: Sign up for FLORIDA TODAY Corporate 5K Run/Walk 

 

Hi, my name is ____________ and I am your Team Captain for the 2018 FLORIDA TODAY 

Corporate 5K, Gd wms f_tcl%r _jpc_bw bmlc qm* G clamsp_ec wms rm qgel sn dmp rfgq ctclt as soon as 

possible to take advantage of all the information and offers! 

This outdoor office party will take place on Thursday, April 19
th
, 2018 ­ 6:30 pm at Orlando 

Melbourne International Airport. 

What do you get for signing up? 

¶ An 8-week training guide with fitness tips and training schedules for everyone from 

beginner walkers to experience runners 

¶ Entry into the FLORIDA TODAY Corporate Run/Walk 5K 

¶ ? dglgqfcp%q r-shirt to commemorate your accomplishment 

¶ Free downloadable pictures online after the event 

¶ A great evening of fun, live band, and FREE BEER! 

¶ A way to give back: benefits United Way of Brevard 

Visit the Corporate Run/Walk 5K site today at brevardcorporate5k.com to get started and be part 

md msp rc_k, Pcegqrcp lmu qm wms a_l psl _jmleqgbc wmsp amjjc_escq* d_kgjw _lb dpgclbq, Bml%r

miss out on the fun! 

 

 

 

 

 

 

 

 

 

 

http://brevardcorporate5k.com/
http://brevardcorporate5k.com/
https://online.uwbrevard.org/servlet/eAndar.article/226/United-Way-of-Brevard
http://brevardcorporate5k.com/


 

  

 

Email #3: 

Last Minute Information  

To: 

CC: 

From: 

Subject: Last Minute FLORIDA TODAY Corporate Run/Walk 5K Details 

 

Hello team!  

 

The 2018 FLORIDA TODAY Corporate 5K & Office Party is finally here! After weeks of training, 

your hard work has paid off. I have some last minute details to share with you to help make this 

wc_p%q ctclr _ qsaacss.  

 

Date: Thursday, April 19, 2018 

 

Important Times:  

4:30 p.m. Gather at tent or designated meeting spot  

___ p.m.   Team photo 

6:30 p.m.   Run/Walk begins 

7:15 p.m.   Party begins 

8:15 p.m.   Awards ceremony 

 

Location: Orlando Melbourne International Airport (1 Air Terminal Parkway, Mel, FL 32901) 

 

Dress: Athletic shoes and apparel are recommended. Check the weather to see what you will 

need for the 5K and for the festivities afterward.  

 

Here is my cell phone number for race day should you have any questions: ________________ 

 

  

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


