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Bike Race - Freedom Challenge Event Planning Toolbox  

You want to create a Freedom Challenge bike race to raise finances, prayer and awareness to free women 
trapped in modern day slavery? That’s awesome! We are here to help you plan your event. If you have any 
questions or requests don’t hesitate to contact us.  

INITIAL POINTS TO CONSIDER WHEN CREATING A BIKE RACE: 

1. Include prayer in your planning process.  ☐ 
2. What is the best date and location for this event? How are the weather conditions? Are there any 

conflicts?  Your local Chamber of Commerce and Convention and Visitors Bureaus are good places 
to check. 

 
 
☐ 

3. Make sure not to forget about event insurance, security as well as a stand-by ambulance.  ☐ 
4. Research and make sure that you don't overlook basic permitting requirements such as parade 

permits and traffic plans.  
 
☐ 

5. How will you promote your event beginning with invitations, an event website, flyers, advertising 
and press releases? 

 
☐ 

6. Which sponsors can you partner with? Besides school districts, churches and hospitals, who are 
non-traditional partners that might have an interest in supporting your bike race? 

 
☐ 

 

After addressing these initial topics, you are ready to create an event timeline, beginning 6 months in 
advance. You may need more or less time to create your event, but 6 months is a good and recommended 
guideline for you and your organizing team.  
 
6 MONTHS IN ADVANCE  

1. Continue building your race's committee and create a budget. *see budget form  ☐ 
2. Inform events@thefreedomchallenge.com and we will create an individual event registration page 

for your bike race.  
 
☐ 

3. Set goals for fundraising and participation, etc.  ☐ 

4. Choose and reserve a location for your race. ☐ 

5. Map a race route; choose safe and reasonable routing and distances. ☐ 

6. Get city/ police approval for your bike race. ☐ 

7. Propose cash sponsorships to businesses, organizations, etc.  
*see example sponsorship form 

 
☐ 

8. Create a list of sports clubs, stores, etc. for promoting your bike race. ☐ 
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9. Organize your food and beverage plan. Propose food and drink sponsors. Make sure to provide 

enough water. 
 
☐ 

10. Start recruiting volunteers. (High Schools, sports clubs, etc.) ☐ 
11. Invite all participants to save the date, especially speakers and reporters. ☐ 
12. Reserve course equipment (barriers, timing equipment, sound system, etc.), stand-by ambulance 

for event and reserve portable toilets.  
 
☐ 

4 MONTHS IN ADVANCE 

1. Send invites. ☐ 

2. Design your promotional materials.  ☐ 
3. Decide your facilities layout and how sponsors will be represented and acknowledged. One 

common method is with event T-shirts. 
 

☐ 

4. Get event insurance to cover all partners to the event.  ☐ 
5. Confirm presenters, entertainers, the event photographer, and vendors. Are permits for any of 

them required (food handlers)? Make sure all vendors have the proper Health Department 
licenses.  

 

☐ 
6. Make a checklist for all issues and include columns for date due and responsible party. ☐ 
7. Seek donations or special rates for rental equipment such as tables, chairs, tents, podiums or 

musicians. 
 

☐ 

2 MONTHS IN ADVANCE 

1. Create your event schedule (races, activities, awards). ☐ 
2. Order or make banners, directions and welcome signs. ☐ 
3. Increase publicity (contact/ give flyers to schools and churches, contact local news and radio 

stations, promote your bike race at other community events and races). 
 
☐ 

1 MONTH IN ADVANCE 

1. Prepare registration desk materials such as the schedule of events, sign-in sheets, welcome gifts 
for children, etc. 

 
☐ 

2. Finalize details with vendors.  Make sure they comply with city licensing and permit 
requirements.  

 
☐ 

3. Order event T-shirts and race bibs. ☐ 
4. Create volunteer schedule (set up, during event and clean-up). ☐ 
5. Make a list of phone numbers and contacts for all emergency responders. ☐ 
6. Write speeches and introductions, and get them approved.  ☐ 
7. Create a schedule outlining all deliveries, cues, and timing for the event.  ☐ 
8. Do you have enough direction signs?  If your event access is off the beaten track, plan to make 

roadside signs. Consider email maps with directions to all participants.  
 
☐ 
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2-WEEKS IN ADVANCE 

1. Email all participants a briefing package including the schedule and route map. ☐ 
2. Reconfirm the schedule for everyone who be delivering anything to the event, and the media.  ☐ 
3. Prepare your event kit with office and other supplies that will be needed, tools, etc. ☐ 
4. Print race day registration forms and list of preregistered ☐ 

5. Create a set up crew. ☐ 
 

EVENT DAY! 

1. Leave early and bring help. ☐ 
2. Place signs leading to the event and parking if you didn’t do so the day prior.  ☐ 
3. Meet your event team onsite to pray and go over pending logistical issues, discuss the schedule, 

and send everyone to their stations with everything they need. 
 
☐ 

4. Set up event venue and conduct sound and equipment checks. ☐ 
5. Set up registration and make sure greeters are there before any early birds. ☐ 
6. Enjoy your success!!  ☐ 
7. As people leave, have your event team ask participants what they thought, what they liked best, 

and what you could improve next time. 
 
☐ 

FOLLOW-UP 

1. Meet with your event team and conduct event debriefing to determine success or ways to 
improve in the future.  

 
☐ 

2. Send thank you notes to staff, volunteers and vendors; include a survey. ☐ 
3. Make notes for future events. ☐ 
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