
Midstate Miata Club Event Preparation Checklist  
Note: These are the steps and responsibilities of the Event Coordinator that has agreed to 

host an event and they apply to both events planned at the Annual Planning meeting, as 

well as, Pop Up and local events.  

  

Prior to the event: 

• Submit the completed Planning Template to the Activities Coordinator for inclusion 

in the Club Calendar in order to provide as much information as possible for 

advertising the event to the members in the newsletter and website.  

 

• Prepare directions and conduct a “dry” run for the route. Remember to add time for 

caravanning and potty stops. Potty stops should be scouted out in advance and be 

no more then 1 ½ hours apart. (This should be done as soon as possible after 

submitting the event for approval but at least 8 weeks prior to the event.) NOTE: It 

is not recommended to caravan on Interstate roads unless absolutely necessary. 

Otherwise, have clear directions where to stop and regroup after exiting the 

Interstate.  

 

• Scout out “food” locations and initiate contact/make initial reservation with the 

management. (Preliminary reservations should be made 8-10 weeks prior to the 

event with a follow up 2 weeks prior, and the week of with final numbers.) Be sure 

to get prices (including tax/gratuity) and provide deadline to register and pay in your 

event article. Members will make checks payable to Midstate Miata Club but will 

send to you. Please include your name/address in your article.  

 

• Get the full event article/ information to the newsletter editor so that it can be 

published 1 full month prior to your event. Be sure to include a deadline for RSVP. If 

it is a Pop Up event, be sure to have all the information and reservation details in 

the email to Activities Coordinator and President when the request is submitted so it 

can be distributed as quickly as possible.  

 

• If applicable, make final reservations with restaurant, and complete any “special” 

requirements of the event.  

 

• Make copies of directions (and maps if applicable) for the event (at least 2 copies -1 

lead and 1 tail car, after event a copy should go to the historian for inclusion in the 

Club Scrapbook). 

 

• Contact your area rep to obtain enough radios needed for coverage (may vary by 

expected attendance). 

 

• Instruct event participants to: 

o Wear their official club nametag, sunscreen, sunglasses, hat or visor.  



o Arrive at the starting point early with a full tank of gas in their car, an 

empty bladder, and be ready to leave on time. 

o Have their car clean and “show ready” to make a good impression of our 

Club. 

 

Should an event need to be cancelled or if you cannot host on specified 

date: 

• Please supply all necessary information to the Activities Chairman (Jay Cartini).  He 

will determine if we can find someone else to host it, or if we have to cancel. He will 

send note to all Area Reps to that fact. He will also notify the webmaster to add to 

the website.  

 

At the event: 

• Event organizers should have a brief driver’s meeting before each drive and go 

over the “Caravan Rules”. (Caravan rules are to be read at every event to help new 

members understand the key points of caravanning).  

 

• If needed, consider dividing the group into a “spirited/enthusiastic” or “normal 

touring” driving groups or especially if it’s an exceptionally large group, each 

with an interim leader and an interim sweep car, preferably with radios. The 

suggested ideal number for a caravan is 10 cars including the leader and sweep 

cars. 

 

After the event: 

• Write up the post event article for inclusion in the newsletter and send to 

Newsletter Editor within 1 week.  

 

• If possible, send list of event participants to Activities Coordinator with the post-

event article.  

 

• Give event planning sheet and any directions and maps to the club historian, Bob 

Sabella, for inclusion in the scrapbook. 
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