
Team Captain Playbook

1. Set up local team page (see prior slides)

2. Send email to Capital Women local chapter membership 

and/or site-based distribution list 

1. We will also post invitation/registration information on 

Capital Women site and CGWeb (no action required on 

your part)

3. Encourage associates to participate (either by registering to 

walk and/or to donate/raise funds)

4. Send reminder emails for participation 

5. Optional: arrange for Susan G. Komen to give an educational 

talk to your chapter/site 

6. Send email the week of the walk to participants with day-of 

logistics 

7. Pick up “Event in a box” and bring to the walk (will mail to 

team captains; includes booth decorations and SWAG)

8. Arrive early the morning of the race to set up CG booth and 

welcome participants 

9. Take photos during the event and share back with the group 



Sample Progress Email

Subject: Susan G. Komen Walk on Sunday - Meetup Time

Team!
We are so excited to be walking together on Sunday 10/29 to support the great work of Susan G. Komen supporting breast cancer research! 

We’ll plan to meet at the Capital Group table at 8AM. My cell is below if you need to reach me.
Also sharing a few handy documents – the parking map, the layout of the event village, and the walk route.

Please share this info with any non-CG team members – friends and family are welcome to join!

Looking forward to being together,

Sarah Johnson

Sample Day of Event Logistics Email
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