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This guide is intended to help collegiate cycling teams organize and promote fun, safe, and successful road
bike races. Collegiate racing suffers from the unique problem that racers leave the team after a few years, so
maintaining a knowledge base of the information needed to promote events is difficult. This handbook should
help both new and existing teams remember the necessary steps in putting on a race. Take notes on things
that did (or didn’t) work well for you which can provide a valuable reference in future seasons.
Much of the information in this handbook is derived from notes and e-mail provided by the MIT and Tufts cycling teams and many throughout the ECCC. This assistance has been invaluable.
Please feel free to contact the authors of this handbook if you have any comments / suggestions / additions
that might benefit Collegiate Cycling or other teams (see the contact info at the bottom of this page). We all
benefit from having a calendar filled with great races!
USA Cycling - Collegiate Cycling: 1 Olympic Plaza, Colorado Springs, CO 80909
(719) 866-4856 info@collegiatecycling.org
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The Race Season Schedule
The ECCC road racing season is in the spring, filling the eight or nine weekends in March and April (including
the championship weekend). Collegiate Road Nationals are usually held in mid-May, after all conferences
nationwide have ended their regular seasons.
There is a conference meeting held on the second Saturday in November where the spring road schedule will
be planned. You should come to the meeting with a race date in mind (look at your school schedule, holidays,
and weather history beforehand), but be prepared to negotiate and have a backup date (or two) prepared.
Northern schools will want to bid for dates near the end of the season to minimize the chance of weather
cancellations. The conference also makes an effort to have race weekends where the Saturday and Sunday
races are within close driving distance, so you may want to contact other schools in your area before the
meeting to see what they are planning and when.
Typical 8 week schedule:

Typical 9 week schedule:
March 2
March 3

March 7
March 8

March 9
March 10

March 14
March 15

March 16
March 17

March 21
March 22

March 23
March 24

March 28
March 29

March 30
March 31

April 5
April 6

April 6
April 7

April 12
Army Spring Classic
April 13

April 13
April 14

April 19
April 20

April 20
April 21

April 26
April 27
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Easterns

April 27
April 28
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Team Commitment
Hosting a race may be one of the most rewarding experiences of your college career. It provides a very
important service to the entire conference and is an excellent way to showcase your team and school.
However, it is a very demanding undertaking and involves a reasonable amount of work.
Holding a collegiate race requires a commitment from the entire host team, which must be dedicated,
motivated, and having the leadership and drive to make the race work. One person can NOT put on a good
bike race. You’ll need to have an organizing committee willing to devote time over a period of months, as
well as many other volunteers for the myriad smaller tasks involved. Make sure that your cycling team
understands the overall effort required to put on a race, and that everyone is interested. The task is not
impossible, but should not be taken lightly -- be prepared to work hard and learn a lot.

Delegation, Volunteers and Tasks
Delegating the myriad tasks associated with hosting a race is critical to success. The following list of jobs is
a good starting point when matching team members to tasks. Someone must be assigned to each of these
important duties, though some people may handle more than one task (for example one planning task and
another on race day). Larger teams will be able to select members for more specific tasks.
• Race director
• Media / promotional director
• Marshal coordinator
• Race vehicle coordinator

• Hospitality (taking care of police, EMTs, officials, and marshals)
• Results & scoring
• Course setup
• Course cleanup

Selecting the Type of Race
First you must decide what type of race(s) you will be holding. Most racers prefer road or circuit races, as the
terrain and scenery is more interesting. However, these can be logistically more challenging to organize, and
must take place off-campus, so criteriums are popular with many promoters. You should think about what
type of race your club will be able to put on so that you can bid for this at the fall conference meeting (where
the spring road schedule is created). Options include road races, circuit races, criteriums, individual time
trials, hill climb time trials, team time trials, and stage races (which combine any number of these). Stage
races often combine a road race one day with a criterium, circuit race, or time trial the next.
The ECCC works democratically to lay out a schedule which includes a good variety of race types, and tries
to accommodate as many schools that wish to hold races as possible. Some preference is generally given
to schools which have hosted successful events in the recent past. Teams wishing to put a new race on the
calendar should do as much planning as possible before the conference meeting so that they can make a
good pitch to the conference.
If your team has some experience hosting races, and there’s room on the calendar, think about hosting a full
race weekend. This minimizes travel expenses for other teams, and maximizes profit for your team (many
of your expenses will be the same no matter how many races you hold). If you do have a race weekend, at
least consider making a team time trial part of it. Collegiate racing is one of the few times riders will ever get
to participate in a TTT, and these are especially valuable practice for nationals. Plus, they’re fun and easy to
host in conjunction with other races.
The conference has a preference for full weekends when allocating dates. If your school can’t handle the
task of a full weekend, talk to other schools close by and consider each hosting one or two events on either
the Saturday or Sunday. This minimizes travel for racers, and if the schools are close enough only one
host hotel might be needed. Schools can also work together to share promotion duties to make this type of
weekend easier (for example, one school handling sponsors and registration, the other taking care of course
preparation). Full weekend events allow for a Saturday night event/dinner to be planned as well.
USA Cycling - Collegiate Cycling: 1 Olympic Plaza, Colorado Springs, CO 80909
(719) 866-4856 info@collegiatecycling.org
www.collegiatecycling.org

5

Budget
You will want to begin a budget for your race before you first present it to the conference. Make sure that your
team won’t lose money by holding the race. A good race can reap decent financial rewards for your team,
but this requires careful planning and sponsors. You want to carefully estimate your attendance, as this is
your primary income. The biggest expenses will probably be police and porta-potties (don’t skimp here, as
both are critical to having a good race), but don’t forget the little things. Past examples of race budgets are
included in Appendix A (pages 18-19).
Some budget items to consider:
Income
• Entry fees (max $13)*
• Late fees (max $5)
• Sponsorships

Expenses
• Race permit ($25 per race)
• Insurance ($2 per rider per day)
• Officials
• Venue rental fee (school or other public building)
• Medical Support
• Police
• Printing flyers, race packets, proposals
• Phone use (the organizer will appreciate reimbursment)
• Rentals (porta-potties, tents, scaffolding, etc)
• Hay bales
• Refreshments & lunch for all volunteers
(see Appendix A for additional expense items)

*set by the ECCC

Course Selection
For anything except a criterium, pick a clockwise loop to eliminate left turns (which force racers to cross the
traffic lane). A criterium course must be completely closed to traffic, so can be run in either direction. Find
a good place to locate the finish where riders can be scored accurately (if you don’t have a finish camera,
this will need to be an uphill). Having the start and finish in the same place is nice, but not necessary. The
important things are to have parking and facilities near the start, and a finish line where accurate results
can be recorded - if these two can’t be at the same location, that’s OK, but try to keep them within walking
distance. You will need lots of parking as well as good facilities (which can save the expenses of getting
water, electricity, and portable toilets).
Spectator friendly-course design suggests that you should locate a crit on campus or downtown if possible
- not out in the middle of nowhere with no traffic (and no people). Road courses should try to have start and
finish close together (or in the same place so spectators can see races begin and end with minimum hassle).
A road race should be as difficult of a course as can be planned (i.e. big hills). Find a road course with low
traffic and wide, well maintained roads (having motorists stuck behind the race won’t make you any local
friends). Even light traffic will cause backups and make the marshalling job difficult.
When you’ve got a couple of course ideas planned, contact your USCF rep to get your officials assigned. The
chief referee will need to approve your course, and you want to get this done as early as possible in case
changes need to be made.
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Example of a good road race course layout (courtesy of UNH Cycling Team)
Notes: Right-hand turns; large hill; safe, straight start/finish; few cross streets; light traffic.

Example of a good criterium course layout (courtesy of Tufts Cycling Team)
Notes: Technical course; long start/finish stretch; fully closed to traffic.
USA Cycling - Collegiate Cycling: 1 Olympic Plaza, Colorado Springs, CO 80909
(719) 866-4856 info@collegiatecycling.org
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Planning Timetable
4-6+ months before the race (as early as possible):
Read this handbook and make sure that your team is up to the task of hosting a race
Pick a desired date and decide on 1 or 2 days of racing (and choose a backup in case of conflicts)
Set up a race budget (see page 6 for general info, and pages 18-19 for samples)
Select the race course(s)
Identify backup venue(s)
Start the process of getting permission to hold the race, which includes at minimum:
Get a spot on the ECCC calender (at the fall conference meeting)
Check with local police and/or campus police for permission to use roads (permission from
both may be required for some on campus events)
Check with campus events, student activies, and buildings and grounds for permission
Check with local government offices (town council, dept of traffic & parking, etc.)
Obtain a USCF race promoters kit (see www.usacycling.org for forms and checklists), which
contains a race permit application which must be submitted more than 6 weeks
before your race (earlier is much better)
Contact ECCC Conference Director to obtain USCF officials for your race (contact info on page 12)
Have the race course(s) approved by your chief official (this might not be needed if the course has
been used many times before - check with the official)
Contact potential sponsors for cash or product
8 weeks before the race:
Make sure that all of your permits have been approved
Verify the number of police officers assigned to your race
Check your race budget to make sure that expenses will be covered
If you haven’t already, create a race flyer and distribute it to all ECCC schools
Contact potential sponsors for cash or product
4 weeks before the race:
Don’t even think about cancelling. It’s way too late for that.
Stay in touch with all police departments
Stay in touch with all campus departments
Maintain a folder with all race permits that you will bring to the race
Obtain permission to use facilities for the race (parking, restrooms, locker rooms, etc.)
Find access to electrical power if needed at the start/finish
Obtain medical support services
Look into getting mechanical support for racers (pit for criteriums)
Get medals/trophies made
Notify all residents and/or businesses who will be inconvenienced by the race (see Appendix D)
Make a flyer to distribute on campus promoting the race
Inform the campus media (good team promotional value, write something yourself if necessary)
2 weeks before the race:
Have an all-hands meeting to see if everything is ready and progressing as planned
Identify any potential issues and divide the work to accomplish any remaining tasks
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The week of the race:
Inform residents and businesses again (they will have forgotten, and don’t want a surprise)
Hold a meeting for race marshals / support workers so they know what to do (and have them sign
volunteer insurance waiver forms, available from:
http://www.usacycling.org/membership/forms/usac_volunteers.pdf)
Obtain all necessary equipment for the race (signs, start/finish supplies, brooms, etc...)
2 days before the race:
Check in with police departments to confirm scheduling and details
Check in with all campus organizations to confirm scheduling and details
Gather race setup supplies (brooms, shovels, registration supplies, etc. - see page 13 for details)
1 day before the race:
Sweep the course of sand, glass, and other debris, paying special attention to corners
Place haybales for rider protection (if this can be done ahead of time)
Inform residents and businesses again to avoid last minute conflicts (make sure they know not to
park on a closed criterium course the next day)
Post notices on cars that are in the way and will need to be moved
Put up signs directing racers to parking
Get $1's, $5's and $10's for change
Race day:
Sweep the course again
Finish course setup (check that corners are still clean, cover sewer grates with plywood, check
haybales or set them up, put up barriers, fencing, course signs, etc.)
Deal with any course obstructions like parked cars that need to be moved
Make sure that you bring all of the permits to the race
Set up registration area (table, chairs, cashbox WITH CHANGE, pens, plenty of all entry
and license forms, etc.)
Set up start / finish areas (put line on road, put up 1K and 200m signs, scaffolding, power, camera)
Organize pit (for criterium) or wheel vans (for road race)
Organize vehicles (inform drivers, mark cars with signs like “MEN A PACE CAR”)
Remember to feed your volunteers lunch
After the race:
Post results
Clean up
Return all borrowed supplies (keep careful track of any borrowed radios)
Send race summary to sponsors and media
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Sponsorship
Your race should have a fund-raising goal of at least $1000. This will help cover the gap between entry
fees and expenses. It is easy to find a bunch of $50 - $100 sponsors (talk to local businesses). Make sure
the sponsors know how your race can help promote their business (this ties in with the section below on
promotion and media attention). Create a sponsorship letter like the one in Appendix B of this handbook to
help make your case. Find ways to make your sponsors visible at the race (prominent banner, logo on flyer,
name printed on race numbers, etc.). After the race, don’t forget to send abbreviated results and a summary
of the day to all of your sponsors. Describe how well the event went, how many spectators attended, include
press clippings, etc... Sending a packet like this to sponsors that turned you down is a good way to get them
to agree to help next year.

Promotion / Media
Proper community and media promotion is key to the long-term survival and profitability of your race. One
person should be assigned to this task full-time. Every successful sporting event relies on four key aspects:
sponsors, media, spectators, and participants. If you only focus on the racers and neglect the residents and
local businesses, it’s only a matter of time before your race becomes a nuisance to motorists and the town
and you will need to move elsewhere. Work on building your race into a community event held year after year
- you will get more help and have more success this way.
One person must be assigned to the task of managing media for your event. This job is just as important as
anything else in the race -; without proper media attention there will be no spectators, and without spectators
you won’t get any sponsors. Without sponsors you won’t have much (if any) profit from the race, and you
won’t be able to afford the services that make the racers return next year. Your team can make a lot of money
putting on a good race, and this effort starts with sponsorship, which ties to your media person and how
much attention you can provide for sponsors. The media job is critical, but usually not too difficult. Papers
are always looking for local event coverage, so make sure you give it to them. Send material (both before
and after the race) to your school paper, the town/city paper, and the calendar section of your major regional
newspaper. Make sure the local cycling club knows about the event (maybe event get into their newsletter),
and utilize appropriate e-mail lists. You can also make sure people are aware of the event on the web
through sites such as eccc-info.com and ridezine.com, etc.
The Tour de France has 15 million spectators along the route - you don’t think they learn about it by word
of mouth, do you? These spectators are the reason that the sponsors pay so much for the opportunity to
promote their products, and the sponsors make the race profitable.
The goal is to attract spectators to your event, and get sponsors interested in this. The better job you do
now, the easier and more lucrative it will be when your team runs the race next year. Don’t skimp on event
production. Have a good announcer, a good sound system, and design the course to be spectator friendly
(good places to watch from, and exciting racing - short hills in crits are great for this). Think about all five
senses for your spectators. They want to see the racers, hear the commentary, and feel the rush as the pack
passes... Most importantly, make sure that the last event run is the best one of the day. Try to get a good
sound system and announcer for your event. Promoter Alan Atwood has one (alan_atwood@hotmail.com), or
you might locate one by talking to your school’s AV or media services department. You’ll keep your spectators
around if they can follow the action more easily by listening to the announcer, and he/she can help plug your
sponsors, too.

The "Four Pillars" of an event:
PARTICIPANTS, SPECTACTORS, MEDIA, SPONSORS
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Flyers
Note: Your flyer MUST be approved by either the Conference Director or your Chief Referee prior to
circulation.
Your race flyer must contain the following information:
• Race location
• Directions (make them good - a small map helps)
• Registration times
• Schedule of events with exact start times
• Entry fees, late fees
• USCF permit number (or “USCF Permit Pending”)
• Pre-registration deadline
• Contact information (phone, e-mail, regular mail)
Other good information to include with the flyer is:
• Lodging recommendations / host hotel (try to arrange discounted blocks of rooms at nearby hotels)
• Course map and profile (profile can be determined from topo maps, riding the circuit with an altimeter
cyclocomputer, or with software such as DeLorme Topo USA)
• Sponsor logos (ask local businesses if they can donate money in exchange for having their logo displayed)
• Information on feeding (if allowed) and where the feed zone is located
• Rider number placement if camera location has been set (which side, how many numbers)
Your flyer must be distributed at least 1 month before your race (or you can not charge late fees). You may
want to hand them out at other races, and you should make the flyer available in electronic format on your
team web page and the ECCC web page. When your flyer is ready and loaded onto your web page, you
can post a link to it on the ECCC-info mailing list so that other teams know where to look (this is better than
posting the actual flyer, since some list readers do not always have high-speed connections). PDF is an
excellent electronic format if you know someone with Adobe Acrobat, and HTML and MS Word work, too.
Look at some flyers from past seasons for examples of how to do this (old flyers can be found on the web at
www.eccc-info.com). See below for an illustration of some good ways to lay out your flyer.

USCF Permit Number

Date

Registration
info
Entry
fee
Clear
timetable
Contact
info
Course description
(with map reference)

Directions
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Registration
Encourage riders to register on-line, which saves lots of time and work for everyone (www.bikereg.com).
Since teams will be traveling and staying near your race, try and arrange to have a pre-registration site set up
the evening before the race (somewhere inside and convenient like the lobby or conference room of your host
hotel).
Make sure that registration and parking are in the same area so riders can get signed up quickly and without
a lot of hassle (put this near the start line, too). Have a couple of folding tables with chairs set up (it’s a good
idea to have one volunteer for each category if possible to save time), and make sure that your cash box has
change in it when you start.
If you can have your start at a school or other similar venue, this has a lot of advantages: indoors in case
of bad weather, running water, and changing / restroom facilities. Racers really appreciate having showers
available if you can make this happen (locker rooms). Just make sure that you assign someone to make
sure the facilities are clean when the race is over - if the place is filthy afterward, you can guarantee that you
won’t be using it next year. If registration must be outdoors, you will need to have a tent available in case of
rain (10 ft. x 10 ft. minimum). Also get a sufficient number of porta-potties (make sure at least one is located
conveniently for registration workers and officials).

Workers
You will need:
• Corner marshals for all races (10-30 for a criterium, 20 or more for a road race)
• Lead and follow vehicle drivers
• Registration workers
• Scoring
• Volunteers to go out and sweep the course the evening before the race
• A clean up crew to make sure all facilities are left in good order after the race (trash collection, sign removal)
• Nice touch: concession stand run by student group or team parents
Have a meeting for marshals and other workers a day or two before the race. Tell the marshals what they
need to do (and what not to do), since most will have never worked at a race before. The USCF has an
insurance coverage form that volunteers should fill out.
Ways to get course workers:
• Have your teammates work marshalling shifts when they aren’t racing
• Have teammates ask their friends
• If you have been getting help from a local cycling club, ask their members to volunteer
• Ask campus service organizations, or service fraternities/sororities. They will need a lot of advance notice,
but are often looking for things like this to do.
• Talk to the local Boy Scouts

Officials
You will need officials for your race - contact your USCF rep to have them assigned. The rep will also need to
approve your flyer and race permit. The officials will have to be paid, so make sure this is in your budget.
ECCC Conference Director
Mark Abramson
ph: (617) 945-1276
e-mail: mark@eccc-info.com
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ME, VT, NH, MA, CT & RI:
Diane Fortini
ph: 781-293-2383
e-mail: diane@ne-bra.org

NJ, NY, DE, PA:
Judy Miller
ph: 610-866-4051
e-mail: moto2@ptd.net
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Race Day Supplies & Suggestions
Establishing a relationship with a local USCF racing club is incredibly valuable. They can be a source of
volunteers, and if they hold a race of their own during the summer they probably have brooms, signs, vests,
flags, and other equipment you may be able to borrow. Many of these clubs host races every year and get
quite good at it, so you can learn a lot from asking them for tips and assistance.
Things you will need to have at the race (see the section on Supplies for more details on some items):
• Marshals (lots of them, in shifts)
• Finish line camera (unless finish is on an uphill steep enough to allow hand scoring)
• Radios
• Vests for course workers
• Tables and chairs for registration
• Preregistration materials
• Cash box
• Numbers and pins
• Blank release forms
• Pens
• Clipboards
• Porta-potties (if you don’t have indoor facilities)
• Duct tape to mark finish line on road
• 1 K and 200 meter signs for road or circuit races
• Brooms (for last minute corner sweeping)
• Truck or scaffolding to elevate officials for good visibility of rider numbers
• Tent or some similar shelter for officials and registration in case of poor weather
• Lead car/moto for criterium (both lead and follow cars for road and circuit races)
• Haybales and lots of string
• Cones, barricades, snow fencing, rope, etc. for course marking and crowd control
• Lap cards, bell
• Large clock for official timing (needed for time trials, optional but nice at other events)
• Large bulletin board for posting results
• Food for marshals, workers, and officials (very important!)
A few other things which are good to have at the race, but optional:
• Finish line banner (nice touch, but only works if you’ve got something to hang it from)
• Announcer and sound system
• Food and beverage services - a campus or community group might like to do this if they keep
proceeds
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Below are some tips on things you probably need for your race, and how / where to get them ahead of time:
Medical Support
You should have qualified EMTs at the course for any criterium, and at least have an ambulance on call during
road/circuit races. Commercial ambulance services are very expensive (expect over $700/day), but cheaper
options exist if planned well in advance. The local Red Cross can provide these services for under $100, or
you might try contacting your school’s ROTC department as well.
When considering any budgetary contraints, please consider the "cost" of a preventable serious injury or
death. You may discover the cost of having an ambulance on-site seems rather small.
Mechanical Support
For a road race, make every effort to provide wheel vans for all fields. Tell the racers that this support will be
“wheels in, wheels out” so they need to put their extra wheels in the vans. If you can’t get enough vehicles for
this, at least provide a broom wagon to drive around the course occasionally and help/pick up riders with flats.
At a criterium, set up a pit on the course where riders can leave wheels (not too far from the start, since an
official will need to be present there). Neutral support is great if you can arrange it - try contacting a local bike
shop, who might have a mechanic willing to work at your race. Another option if you have room in the budget
is Pedro’s Racing Service (contact Butch Balzano, tek888@aol.com) which may be able to provide a neutral
vehicle and mechanic for $175/day.
Directions and Signs
Make it easy to find your race. Nobody ever has time to get lost, so check your directions carefully, and put
up big colorful signs that help direct drivers to parking and registration. Put up the signs at dawn so that
teams who want to arrive early (to pre-ride the course for example) can find the course. Also put up lots of
signs around the course at intersections alerting drivers to the race. Make them yourself (stencils and spray
paint), or talk to a local USCF club that puts on a race and see if you can borrow theirs. You’ll need arrows,
“Caution - Bike Race”, 1K and 200m signs for a road course.
Numbers and Pins
You shouldn’t need to deal with this anymore - Pioneer Event Promotions will take care of numbers for all
riders during the entire season. (For reference, you can get numbers and pins from www.reliableracing.com
for $35 per 100 numbers, and $2 per 100 pins. Another number source is www.rodeoprinters.com ). You
should still have a few hundred pins available at registration for riders who need them.
Marshals
You will need a lot of marshals, and they will get bored and need to be relieved. Plan on at least two shifts.
For road races, you’ll need to have a vehicle to drop them off, pick them up, make the shift change, and
deliver lunches and drinks.
Marshal vests & flags, lap cards, bell, cones, brooms
Talk to a local USCF racing club and see if you can borrow their equipment, or ask your school’s club sports
office or another sports club. Brooms for corner sweeping should big the biggest, sturdiest push brooms
you can get (you’ll be moving a lot of sand and dirt with them - even getting a small shovel or two can’t hurt).
Brooms might be available from the school Physical Plant or Buildings and Grounds. Cones may be available
by asking your campus or local police or highway department.
Vehicles
For criteriums, motorcycles work great if you can find a rider (more maneuverable). You might also see if you
can find a local motorcycle club that would be willing to help out. For road courses, you will want to have lead
cars which can carry a driver and official (if you have any with sunroofs, use them for this). Pickup trucks and
vans make the best follow / wheel cars, but station wagons work, too.
Be sure that you inform any pace car drivers to act responsibly as they speed around the course.
14
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Haybales
These are a safety item, and you’ll need a lot of them for a criterium (100 isn’t too many). Look up “Hay” in
the yellow pages, or ask for some contacts at a local feed and grain store. You may want to try to rent the
bales, and have them dropped off and picked up. This will probably cost you $2-300. As long as it doesn’t
rain this should work, but realize that if the bales get wet, you may own them (ask about this, and put it in your
budget).
Scaffolding or Staging (for officials and camera)
Look up “Rental” in the phone book. It’s not cheap, but you’ll need some way to provide a good view for the
officials to get results and a high place to put the camera (if you have one). A flatbed truck (or big pickup)
works in a pinch, but isn’t as good.
Finish Line Banner
If you have a place to hang it (like your staging/scaffolding), you can ask a local shop if they have a banner to
display.
Radios
Get good radios or don’t bother. Don’t bother asking the police or campus facilities. Try a school or local
radio club (they might have volunteer radio operators, too), or rent them. Don’t rely on any radios to be able
to reach all points on a road course - realistically, they won’t have more than a mile range. Get them for the
cars on the course as well as the crew at registration & start/finish (it’s good to have communication between
the organizer, the officials, and registration at all times).
A note about radios: don't lose them! Make each person sign each radio out by number.
Finish Line Camera
This is a big-dollar item. You should really try to design a course where a camera won’t be needed, but
when necessary, plan on $750 per day to hire this service (which is the best way to do it). If you want to try
to do it yourself, you can NOT substitute with a home video camera - the film will just be a big useless blur.
Finish cameras must have a shutter speed of at least 1/1000 sec - you might see if your school’s audio/visual
department can rent this to you, but it’s a long shot. You’ll also need a high quality VCR with a clear frame-byframe advance (most home VCRs can not do this clearly enough). Don’t wait until race day to try the system
out - it takes practice to aim the camera properly and read all of the numbers. You will need to get the camera
high up in the air to be able to see down on all of the rider numbers, but not too high or it won’t be able to see
the entire width of the road.
Note: John Frey/PEP Results Service handles all results and camera work for ECCC Road Events.
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Course Preparation
Sweep corners
Every corner of a criterium course must be thoroughly cleaned before the race. Use judgement on road
courses - sweep as much as possible, paying attention to sharp corners or dirty spots. Sweep criteriums
the morning of the race. Since it takes longer, do this the day before on a long road course, but make sure
that someone drives the course with a broom the morning of the race to double-check (especially if it rained
overnight).
Place hay bales
Use hay bales as padding to protect racers from crashing into sign posts, light poles, mail boxes, fire
hydrants, parking meters, and any other dangerous objects along the course. They can be stacked and tied
to poles to keep them in place on taller objects (make sure you get lots of sturdy string or twine for this).
Corner setup

Hay bale protecting
riders from hydrant

Stack hay bales two-up (or more) for
tall signs or other large obstacles

Start / Finish line setup

Finish line
and banner
Caution tape barriers
(crowd control)

Staging
(raised
platform)
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Camera
and officials

Haybales
protecting
all posts &
objects
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Race Caravan
The race promoter must ensure that all of the necessary vehicles for the race caravan are provided, and that
their drivers & passengers are instructed on what to do. Every field must have a pace car and follow car.
The pace car clears the road ahead of the race (the driver may wave oncoming cars to the side to warn them
of the race), and the follow car prevents traffic from getting to close to the racers. An official (if the field has
one assigned) will ride along in the follow car to monitor the race, warn about the yellow line rule, and keep
track of dropped/lapped riders. A wheel van should bring up the back of the caravan to provide support for
mechanical problems or assistance at crashes. Any stragglers who drop more than a few hundred feet off
the back of the pack will be passed by the follow car and wheel van, and then must obey the rules of the road
(stay to the right, don’t interfere with traffic, etc.).
The pace car leads the field around the course, and MUST NEVER BE PASSED. If the pace car must stop
(for a train, policeman, traffic accident, etc.) the racers must too (this is rare, and only happens when it is
unsafe for the race to continue - the pace car driver should understand this). The pace car must stay close
to the pack to protect them from traffic, but should be far enough ahead so that the leading riders do not
gain an advantage from drafting the car. When available, a police car makes the most effective pace vehicle
(large races use both a lead police car and a pace car). On courses where following traffic may be a concern,
placing a police car behind the race can also be helpful.
Follow vehicles and wheel vans should maintain a safe distance behind the main field (leave enough room
to stop in case of a crash). Do not allow traffic to get between the follow cars and the field (if cars must pass
the race, they should pass the entire caravan and field at once, and only be allowed to do so on a safe open
section of the course). If riders drop off the back of the pack, stay behind them until the gap is a few hundred
feet, then pass and regain position behind the pack.
Pace Car
or Police

Peloton

100-150 ft.

Follow Car Wheel
w/ Official
Van

Stragglers
(must follow
rules of the
road)

50-100 ft.

Results
Note: John Frey/PEP Results Service handles all results and camera work for ECCC Road Events.
Even if you are using a finish camera/timing system, have the top 20 finishers sign out immediately after
the race. If they write down name, school, number, and estimated finish place it will make the job of scoring
accurately much easier. This can really help clarify hard-to-read numbers from the camera or resolve
discrepancies in the scoring sheets.
One person should have the job of compiling results and adding up the collegiate points for the entire day (or
days). This is a bigger job than it seems, so this person should not have other things they need to do. The
officials are not required to do this, and they won’t want to, so you should have someone one your team deal
with it.
After the race, results must be submitted to ECCC leadership so that season totals may be calculated. Get
this done on the Monday or Tuesday after the race, after all the discrepancies have been resolved but before
you forget.
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Appendix A - Sample Criterium Budget
Criterium Budget (Courtesy of Tufts University Cycling Team, Tufts Criterium Budget 2002)

Race Costs

Item

Each

Quantity Total

Police (town)
Police (campus)
Fire Marshal (town)
USCF Race Permit
Medical/EMT
Porta-Potties
Barrels and set up
Haybales
Sound System
Medals for USCF
Numbers for USCF
PEP race results- NCCA
PEP race results- USCF
USCF insurance
USCF one days, renewals
Supplies, twine etc
Petty cash in

300
310
358.6
25
126
105
82.77
2
139
79
0.21
2.5
30
2
550
15
200

1
3
1
1
2
3
1
100
1
2
200
183
3
250
1
1

Subtotal Criterium:
Assets
Entry Fees

Cash on hand
Checks
bikereg
Subtotal/Entry Fees:

Net

The Harvard Coop
Wheelworks

300.00
930.00
358.60
25.00
252.00
315.00
82.77
200.00
139.00
79.00
42.00
457.50
90.00
500.00
550.00
15.00
200.00

$4,535.87
1140
1965
1588

1
1
1

Entry fees actually deposited (4/9/02):
Sponsorships

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

250
500

$1,140.00
$1,965.00
$1,588.00
$4,693.00
$3,176.00

1
1

$ 250.00
$ 500.00

Subtotal

$5,443.00

Total assets
Total costs

$5,443.00
$4,535.87

Profit

$ 907.13

Note: This event included three USCF categories.
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Appendix A - Sample Stage Race Budget
Stage Race Budget (Courtesy of UVM Cycling Team, Road Easterns 2001)
Item
Race Costs

USA Cycling Race Permit
Venue Permit
Police - Street Closing
School Rental
Ambulance Rental
Race Numbers
Trophies
Port-a-Pottis
Officials
Racer Registration Packets
Van Rental for transportation
Trophies
Tee - Shirts - 300 @ 8.00
USCF Insurance (day 1)
USCF Insurance (day 2)

Each

2
2

Quantity Total

250
250

Subtotal Costs
Assets
Entry Fees

Net

Entry Fees, day 1
Entry Fees, day 2
Entry Fees, TTT

$50.00
$100.00
$1,000.00
$100.00
$500.00
$298.00
$521.00
$300.00
$500.00
$100.00
$100.00
$521.00
$2,400.00
$500.00
$500.00
$6,969.00

12
12
12

225
225
150

$2,700.00
$2,700.00
$1,800.00

Tee Shirts

$1,500.00

Subtotal Assets

$8,700.00

Total assets
Total costs

$8,700.00
$6,969.00

Profit

$1,731.00
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Appendix B - A Typical Sponsorship Request Letter
Below is a sample form letter that can be customized for your event and sent with your sponsorship request
packet. Include your race flier and any recent press clippings that you have - the goal is to generate interest in the race, convince the sponsor that your club deserves support, and show them how they can benefit.
Mention if the race will be held on campus, as this guarantees lots of attention. Be as specific as possible
about the type of attention you can generate (display banners, mention by race announcer, media coverage,
etc.). Make sure you follow up this letter with a phone call in a week or two.
Dear Potential Sponsor:
Collegiate road cycling is a popular and rapidly growing competitive sport in colleges throughout the Northeast and the United States. This spring the racing season extends from (dates), with many different schools
hosting events. This spring, (your team) is promoting a race on (day and date). This promises to be an exciting and popular event, but will not be possible without both the commitment of our team members and outside
financial support.
Our team has already begun planning and organizing, and all members are dedicated to making the event a
success. The expenses involved with staging an event of this caliber are unfortunately high, which provides
an opportunity for sponsors to join the effort. In exchange for your generous financial support, we can provide
(what type of attention they will get).
If you are wondering how your company will benefit from helping our school host this race, the answer is exposure. A collegiate race draws around 20 competing colleges from all over the East Coast, with 200 racers
and many more friends, family members, and local spectators. The race will be publicized on campus and in
the local media, providing name and logo recognition for your company on flyers, our web site, and banners
displayed around the course.
Enclosed is our race flyer. If you have questions please contact (info). (Your team) looks forward to working
with you to make this event a success this year and in the future.
Sincerely,
(Your name and team)
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Appendix C - Race Proposal Document
A version of the following letter should be sent to all town and campus offices. It’s a good idea to mention
whether the race has been held on the same course as in previous years, since if it has this makes it much
easier to get approval again. Make sure to include a good course map with the locations of start/finish, facilities, police, marshals, etc. well marked.
To:
From:

All Concerned Parties
(Your name and team)

Race Description:
(Your team) would like to host a collegiate bicycle race on (date). Each spring universities throughout the
Northeast host collegiate cycling events during March and April, and we would like to hold one of these events
this year.
Course Description:
The race start and finish will be located at (location). The course uses the following route (see also attached
map):
(Description / list of each road used by the course)
Road Closures:
The entire course will need to be completely closed to traffic (applies to criteriums and circuit races only).
We will have barriers closing the course at all intersections as well as having traffic marshalls and/or police
officers stationed at each corner (as applicable). No parking will be allowed along the course on race day,
but residents will be allowed to enter and exit the course inorder to minimize inconvenience to them. Cars left
parked on the course on race day will need to be moved, either by their owners or other methods.
Race Schedule:
(List category, field size, and start / finish times as on your flier)
Police Details:
To ensure the safety of all involved, the race course and any traffic will be supervised by police officers. Officers from (town and/or campus) ploice departments will be stationed at (locationss).
Parking:
Parking for participants, workers, and volunteers will be provided at (location).
Sanitary Facilities: (list applicable option)
Portable toilets will be available on site. Sanitary facilities and water will be available in (location).
Medical Support:
Medical support will be provided by (name service).
Insurance:
Insurance will be provided by the United States Cycling Federation for all sanctioned races. The
race, all participants, spectators, and third parties (school and towns) will be insured with a $1 Million of liability coverage. This insurance is paid for through a race permit fee and a surcharge on entry fees.
Contact:
(Your name and contact info)
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Appendix D - Flyer for Local Residents
A version of the following letter, course description, and map should be given to all residents and businesses
along your course that may be inconvenienced by your race. Do this a month before the race to give
everyone plenty of warning, then again the week of the race and the day before. For a road race, this letter
should simply be a notice that a race will be traveling on the course and for residents to use caution when
driving on race day (and to keep pets on leashes for their own protection). For a criterium the roads will be
closed, so the letter must indicate that no parking will be allowed on the course on race day.
To:
Regarding:

All Residents of (listing of course streets)
Parking on (race date)

(Your team) will be hosting a bicycle race in (town or campus) on (race date). With the permission of campus
and town police, we will be closing several roads for the duration of the race (hours that roads will be closed).
The roads described below and shown on the attached map will be closed and no parking will be permitted
along these roads. This is for the safety of both the racers and your cars. We must request that no cars be
parked along either side of the roads as indicated. Cars left on the indicated roads as of (time and date of
road closure) will unfortunately have to be towed. (Your team) apologizes for this inconvenience. For more
information, please contact (name and contact information).
(Listing of roads traveled by race)
(Course map with route highlighted)
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