Checklist for Bike Collection
Please be advised that this will be revised and updated.
Step 1:  Determine the site of the collection.  

Location, Location, Location 

Find a place that has shelter from the sun and rain. Other considerations are:  Drop off area; traffic control; convenient location for the community – churches, schools, community centers work well.
Step 2:  Identify target groups who will be involved – youth leagues, scout troops.
Step 3:  Establish Public Contact information – Phone, email, contact person
Date:
Earth Day, April 22, 2006 

Time:
A four hour timeframe for the drop-off is best – chose a time between 9 and 5 – factoring set up and break down time into the schedule.  
PLEASE SEND THIS INFORMATION TO WTA NO LATER THAN MARCH 4.  IF YOU NEED A PERMIT AND HAVE A TENTATIVE LOCATION PLEASE NOTE THAT, BUT SEND ALONG THE PREFERRED SITE INFORMATION ANYWAY.  
SEND TO:  DIXIE DUNCAN

d_duncan@comcast.net, http://wheelstoafrica.blogspot.com 

703-534-3723 home, 703-919-0570 cell

NOW – TWO MONTHS BEFORE THE EVENT
Have organizational meeting with all interested parties 

Discuss Plans – (hint:  set up an agenda before the meeting, and keep to one hour, if possible). 
Plan a one month event so that the community can regroup, share information and get motivated!

Assign tasks for event day and appoint a coordinator for the “Day Of” Event
Media Advertising Publicity
THIS IS THE MOST IMPORTANT PART OF  A SUCCESSFUL EVENT – GET THE WORD OUT!
Assign someone to contact local reporters and try to secure coverage one month before the event and possibly a day before the event.  Your media contact should be responsible for making sure all the information is accurate and proof read before it is being circulated to the media and outreach coordinators.  

Contact local political leaders for their support and attendance.
Contact school boards to inform them of the project.
Contact PTA’s, scout groups, local sports organization. 

Find merchants who can help with donations for the event and post flyers in their shop and restaurant windows.  Best venues are high traffic sites, including restaurants, bike shops, grocery stores.
Ask everyone to help create awareness for the event.

Ask volunteers to contact people they know in the community for support of the event – Personal contacts are always the best way to involve individuals

One month before the event

Organize an assembly program at a local schools/classes/gatherings to educate individuals on Africa and promote the understanding of the Africa people and continent.
(We can provide more information on ideas for an assembly program.)
Host a community event – bike safety, bike race, bike parade, to stimulate interest in the upcoming event.
Find a place to store the bikes after the collection.  Check with local a real estate agents or community contacts to find a temporary storage place for the bikes. The site should be secure and preferably inside with limited access.  Bikes may need to be in storage for a couple of months depending on the transportation routes available in your area.

Arrange for transportation of the bikes to storage.  Arrange for the donation or rental of a van or truck to transport the bikes. 

Several volunteers with pick up trucks may be able to make a couple of runs to the storage facility, but this will require someone staying at the collection site during that travel period.  Vans are enclosed bed trucks are recommended because of safety and weather factors.  Ask a local merchant to donate a van for the 1 to 3 hours as needed

[Calculating the number of bikes that will be donated is nearly impossible – you could have 50 or 200.  We will get better at forecasting this in the future!]   

Day of the event:

Positions that need to be assigned:
Controller – where to go, what to do, keep everyone on task, communicate with others, cell phone recommended to provide directions and other essentials.
Set up group (2 to 3 individuals)  post signs, set up tables, name tags, volunteer list. 
Break down (2 to 3 individuals)  signs for the event, equipment, etc.
Charity Receipt and Donation Collection Supervisor (can be the same person) to provide information on tax deductible donation and collect suggested donations of $5 to $10 to help defray cost of transportation of the bikes to Africa.
Refreshment and meal coordinator.  Think pizza donations!
Bike evaluation and repair individual.  

Bike Disassembly Team.  Wheels and peddles need to be removed and tied to bikes to ready them for shipping.  It works well to have a team of 5 to 10 individuals (10 kids to 2 patient adults ratio works well).
Transportation Team to take bikes to storage after collection –  2 to 3 people.
Important Note:  ALL leaders of children’s group need to be present so everyone will know which kids are involved for safety and contact information.
Supplies

Name tags
Volunteer sign in and out sheet    

Signs – please have tape, hammer, nails etc. to post the signs

Flyers for posting

Other advertising material
Lunch – pizza ask your local owner for donation of a few pizzas
Water and other beverages for participants

Tools recommended:

Allen wrench

Bike tools – pedal wrench

Cable/Zip ties – ties used to attach pedals to bike 

Vise grip

Screwdrivers

Hammer

Lubricant  WD 40 

Adjustable wrenches

Pedal wrench

Evaluation of event:

An evaluation form for the event will be provided.  
Contact information:

Dixie Duncan

Winston Duncan – 11 year old founder of Wheels to Africa 
703-534-3723 home
703-919-0570 cell
Bikes for the World
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