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The Lemonade Alley® Challenge 
At its core, Lemonade Alley is just a lemonade stand contest. Kids build lemonade stands 

and sell lemonade. But the “twist” is that they do it for a charity of their choice. And in 

combination, these elements make Lemonade Alley an all-in-one innovation challenge, 

entrepreneurial contest and charitable giving program. 

For the kids, it’s about 

empowerment and 

finding the hero within. 

For adults, it’s a chance 

to play like a kid again 

and build family and 

community relationships. 

Over the years, 

Lemonade Alley has 

become rich with 

traditions including The 

Yellow Carpet Walk 

(judges & team introductions), Start Your Lemons (Start of “Sales”), B-Plan, Booth, 

Taste & Pitch Judging, and Raising of the Umbrellas (a “Profit to Share!” shout-out to 

the world). These traditions all have their roles in reinforcing the mantra of Profit to 

Share and converting learning experiences into heart-felt moments and recorded media.  

In the end, Lemonade Alley creates champions. Smart kids. Good parents. And a strong 

community full of heroes. Thanks for joining the Lemon Crew and getting your lemons 

on! 

Love, lemons & aloha, 

 

Steve Sue  
Chief Lemon Head  
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Getting Started 
This Idea Book is designed to help you create your own unique Lemonade Alley® 

Challenge.  While ideas contained here have worked for others’ events, you should feel 

free to improvise. To help you in your quest for greatness, additional resources like 

forms and trademark art are referenced in this document and available online at 

LemonadeAlley.com. 

Competition Overview 
Teams of 2-5, K-12 kids create a lemonade stand business and choose a charity. Teams 

can be from or represent schools, groups, charities, companies or be family or friends. A 

Student Workbook and Workshop Series can precede Competition Day. During 

Competition Day, all teams come together for a day of head-to-head lemonade selling. 

At the end of the day, awards & prizes are distributed. 
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How it Works 

Lemonade Alley is a lemonade stand event that can be run in varying stages of 

complexity depending upon your time and resource availability. For first-timers and 

small groups, this Level 1 Simplest Event is a good way to 

start. You may add features from higher level Lemonade Alley 

systems as you see fit. Here’s a few ideas on how to run 

simple challenge without judged contest: 

1. Teams Outreach: Teams can be fielded by any groups 

such as a group of charities, a school or class, or kids 

from companies. 

2. Create a Recipe: Teams concoct a lemon-based recipe. 

An easy option is to add an audience Ballot so 

attendees can vote on best recipes. 

3. Plan a Business: Teams create a 1-page “StoryTree 

Business Plan.” StoryTrees are posted on booth fronts 

and may be included in Audience Ballot voting. 

4. Build a Stand: Teams create booths in a street fair style environment for a day of 

head-to-head sales. 

5. Optional 1-Minute Sales Pitch: Teams can do a sales pitch at their booths or a 

stage area. Option exists to have Audience Ballot judge pitches. 

6. Sell for Charity: Teams get several hours to sell lemonade in a head-to-head 

contest. Rules allow teams to sell prior to the event which increases amounts 

raised for charity. 

7. Awards, Prizes... & more! 

 

Sample Timelines 
Depending on the size of your Lemonade Alley 

event, the planning and run-up can take as 

little as a few weeks or range upward to 

months in planning. Here’s a sample timeline: 

Production Timeline 

Event planning for a Lemonade Alley depends 

upon size and complexity of intended event. It 

also depends upon the experience and 
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resourcefulness of your team. Typical phases are as follows: 

● Committee Kickoff: Assemble Steering 

Committee (your “Lemon Crew”). 

● Optional Sponsors: You might consider 

corporate sponsors for prizes or to help 

make your event fancier. 

● Event Promotions: Lay the groundwork 

to gain community interest with flyers 

and announcements. Media loves 

Lemonade Alley, so you might look for 

TV, radio and print sponsors to cover 

your story. 

● Team Outreach: Engage kids and issue Call for Entries through schools, after 

school programs and community organizations. A simpler way to get teams is to 

make your event charity or company centric by having organizations be your 

teams and in turn having each charity or corporate team provide and supervise 

their own kids. 

● Workshops: An option to hold pre-event workshops exists and Student 

Workbooks are available in the System to guide mentors and students through 

the process. Workshops may include recipe making, booth design and pitch 

development. 

● Competition Day: Lemonade Alley can be an outdoor event with teams building 

lemonade stands or an indoor event with teams working off tables.  

● Post Event: Complete final bookkeeping. Send thank you letters, charity 

donation checks and team reimbursements. A Committee Debrief Session is 

recommended to improve your process. 

 

Optional Pre-Event Workshops 

Lemonade Alley includes a Student Workbook 

that guides contestants through the 

preparation process. Students may use 

Workbooks on their own, refer to videotaped 

Workshops at LemonadeAlley.com or may be 

guided through the Workbook materials via 

live workshops. Three primary content areas 

are covered are follows: 
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● Recipe & B-Plan: chefs and mixologists teach recipe-making, food safety, 

presentation techniques and food costing. Business and accounting experts 

teach the BizGym.com 1-page business plan system and profit projections. 

● Booth Design: retailers and designers teach the arts of branding, store design 

and operations processes. 

● Public Speaking: public relations experts teach sales pitch skills to prepare teams 

for their 1-minute Sales Pitch and interview skills to prepare students for press 

opportunities. 

 

Event Program 

A typical Lemonade Alley event can be just a few hours up to most of a day.  

 

8:00am Site Setup 

9:00am Committee/Volunteer check-in 

9:30am Volunteer Briefing 

 

10:00am Opening Ceremony 

Yellow Carpet Walk (team intros) 

 

10:15am Sales Begin  

(Option to have Audience Ballots) 

 

11:30pm Optional Sales Pitches 

(Option to have Audience Ballots) 

 

1:00pm Close of “Sales” 

Tabulation Period 

 

1:30pm Awards/Closing 

Group photo shoot 

 

2:00pm Event Closed/Strike 

 

3:00pm Site Cleaning Complete 
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Site Maps 
Alternative configurations for various types of Lemonade Alley events: 

 

Mini Event 

Great for a really simple event by a small group. Indoor/outdoor, tents or just tables. 

Pros: can pop up anywhere and doesn’t require a lot of logistics. 

Cons: small event not built for large amounts of traffic. 

 

 

 

Stand Alone Event 

Pros: sponsorships are more easily raised for a stand-alone event. 

Cons: this style requires marketing to get patrons to the event. 
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Lemonade Alley Event Insert 

Pros: this style of event can reside within a larger event such as a farmer’s market or 

street fair thus leveraging existing foot traffic. Cons: sponsorship may be harder to raise 

as the event would be within another event. 

 

 

Lemonade Alley / Lemon Fest 

Pros: has more than just beverage to consume. Cons: logistically complex. 
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Your “Lemon Crew” Steering Committee 
The following committee roles are recommended to mount a Lemonade Alley challenge. 

However, you may not need or can combine these positions. For example, if you have 

charities or corporations provide their own kids, you won’t have much need for a Teams 

Chair. 

 

 

Recruiting Your Lemon Crew 
The remainder of this document describes recommended function breakdowns in the form of 

checklists. We recommend that you use these checklists to recruit and orient your Lemon 

Crew Committee Chairs. 
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Executive Producer 
Your Executive Producer should be a seasoned leader who can efficiently run team 

meetings and assist in all areas of the event. Good planning and people skills are also 

necessary to success.  

 

Executive Producer Pre-Event Checklist 

❏ Secure Host Sponsor: Obtain a sponsoring organization that will be the driving 

force behind the event. 

❏ Secure Lemonade Alley License: As the licensee of the Lemonade Alley® System, 

your Host organization must stay vigilant to uphold the terms of the Lemonade 

Alley License Agreement; Ensure that all laws, codes and regulations are 

observed; Ensure a safe event and provide event liability insurance, and; Manage 

all aspects of the event(s). 

❏ Recruit Steering Committee: obtain commitments for all positions to implement 

the event. 

❏ Run Committee Meetings: The Exec Producer generally runs committee 

meetings. We find that monthly committee meetings during fundraising time 

leading into bi-monthly meetings during production time is adequate to execute 

large Lemonade Alley events. Meeting for a couple hours after work at a 

committee member’s home or office is a nice way to unwind and enjoy the 

company of like-minded people. Light snacks or even dinner helps make the 

thinking process more pleasant. A format of each committee chair reporting on 

status and requesting clarification and needs is common. This alleviates creating 

an agenda each week. Event production is highly collaborative, so getting 

committee chairs talking is a good way to integrate their responsibilities. A big 

part of running such meetings is keeping the conversation on-track and working 

well for all participants. 

❏ Participate in Sponsorship Development: Raising funds requires visitations by 

your top brass. You should therefore expect to work closely with your 

Sponsorship Chair who should take the lead in setting up meetings that you 

would also attend. 

❏ Participate in Venue Sponsor Meetings: Every venue is unique thus variations 

for site conditions will affect the character and operations of your event. Your 

Event Chair should take the lead in setting up meetings but you should plan to 

attend. 

❏ Guide Budget & Finance: You should work closely with you Controller to ensure 

that your project finances are on-track. Further, you need to make sure that your 

Page 10  



Controller has issued formal thank you letters and tax donation receipts for their 

donations. 

❏ Monitor Risk Mitigation & Liability Control: You should take a leading role in 

questioning risk, security and liability control. Events are ever-changing and can 

be unpredictable. With families, children, dignitaries and press on site, the 

temptation for nuisances and disturbances is a reality. You should therefore 

think risk mitigation forward to protect your event and its attendees. Be sure to 

work closely with your Event Chair on emergency and security issues, your Team 

Chair on child handling issues and your Controller on insurance issues. 

❏ Appear in Press Interviews: press interviews to advertise Workshops and 

Competition Day are common. Teams are also often asked to appear as well. 

Know event details like location, time and information contacts. Always try to 

work in key Sponsor mentions. Try to throw the action to kids when in 

interviews. 

 

Executive Producer Competition Day Checklist 

❏ Attend Safety Meeting: attend and “Pep-Talk” conclusion of Events Chair Safety 

Meeting. 

❏ Be a Primary Spokesperson: A primary spokesperson with title should be 

defined as press will be looking for a person of authority to interview. Always try 

to work in key Sponsor mentions. The Executive Producer is a natural position for 

this however you can designate others if desired. On Competition Day, it is 

advisable that you are free to float and bring goodwill to all. This means NOT 

being on wireless radio (get an assistant to carry one and tap your for questions) 

or on specific tactical duties. You should also expect to be a co-emcee at the 

main stage with an eye toward keeping the show on-track and moving forward. 

❏ Be a Primary Host: Thank and welcome Teams, VIPs, Sponsors, Press, 

Volunteers, Crew and Vendors. 

❏ Uphold the Brand of Lemonade Alley: Your overriding goal is to teach the 

mantra, “Profit to Share” in a safe and fun manner for all. Safety among other 

things means security, food safety, child safety and financial safety. Fun means 

not to take yourself too seriously and as long as the kids are safe, happy and 

learn life and giving skills, you have achieved your top goals. 

 

Executive Producer Post-Event Checklist 

❏ Appear in Press Interviews: press interviews to report competition results are 

common. Typically teams are asked to appear as well. Consult your Controller for 

summary results to report and try to throw the action to the kids when in 

interviews. Always try to work in key Sponsor mentions. 
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❏ Host Committee Debrief Meeting/Party: set up meeting for Committee Chairs 

to discuss possible improvements for future events. Budgeting to do it as a 

dinner party at restaurant is a nice way to finish off the event with good vibes. 

You also might consider having your Promotions Group create a framed “Lemon 

Crew” plaque for each Committee member.  

❏ Attend Venue Debrief Meeting: Attend meeting with host venue set up by 

Events Chair. 

❏ Sign Thank-You Letters: Sign thank you letters created by Controller and other 

Chairs. 
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Controller 

Your Controller is ideally a bookkeeper or accountant by profession. Your Controller 
must oversee all money matters, inventory and scrip sales; distribution of prizes and 
reimbursement checks, and; distribution of final donation checks to each charitable 
organization. The Controller Committee is responsible for the Budget, Bookkeeping, 
Inventory Control, Scrip and Merchandise Sales. 
 

Controller Pre-Event Checklist 

❏ Create Program Budget: Create and maintain the Program Budget to track all 

income and expense items.  A template is available in the Lemonade Alley Kit.  

❏ Run Checking Account & Payment Gateways:  Establish a method to securely 

deposit cash throughout the program and on the day of the event. You also may 

want to open an online payment gateway like PayPal or Stripe so you can receive 

donations online or through smartphone credit card readers the day of show. 

❏ Run Bookkeeping System: Oversee accounts payables for various items that 

need to be purchased and receipt of sponsor donations and team sales. We 

highly recommend an online accounting system like Quickbooks so multiple 

parties can help maintain the books. 

❏ Secure Insurance Policies: Ensure that all events and activities including 

outreach, workshops and main event are covered. When in doubt, talk with your 

host venue, a professional event planner and a professional child handler to 

determine required scope of coverage. 

❏ Inventory Scrip: Work with Promotions Group to print Scrip and with Team 

Group to distribute Scrip as part of Team packages and at official events like 

Workshops. 

❏ Inventory Prizes & SWAG: A number of branded items such as t-shirts, 

wristbands, nametags and umbrellas may be produced by your Promotions 

Group. Your Sponsorship Group will also have cash and in-kind prizes to 

inventory. You should collect and keep them safe for Competition Day. 

❏ Receive Team Pre-Sales: Record and track pre-event sales by team. Be sure to 

issue receipts and keep adequate records so there are no disputes in the future. 

❏ Receive Committee, Mentor, Judge and Volunteer Agreements: All parties to 

your event operations must sign a Participation Agreement. The Agreement may 

be done en-mass at Check-in on Competition day or as separate sheets. 

❏ Recruit Check-In, Sales & Audit Teams: You should recruit your own volunteers 

for Check-In (2-4) Scrip/SWAG Sales (2-4), Prize Inventory, Sales Tabulation, Cash 

Handling and Bookkeeping.  

❏ Control a Master Spreadsheet: Make a centralized spreadsheet available to all 

Committee Members to add names and contacts including Committee, sponsors, 
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teams, judges, volunteers, vendors, etc. Your accounting skills will be very 

important to enforcing disciplined entry by all to this spreadsheet. 

 

Controller Competition Day Checklist 

❏ Run Check-In Table for All Volunteers: Greet and check-in all staff, judges, 

volunteers and sponsors at a centralized table. all parties should be checked into 

the Master Spreadsheet. 2-4 Check in corrections/completion of names and 

contact information. Promotions Group will provide nametags, t-shirts and 

wristbands for your check-in crew to distribute. 

❏ Ensure All Committee, Mentors, Judges & Volunteers Sign Agreements: All 

parties to your event operations must sign a Participation Agreement. The 

Agreement may be done en-mass at Check-in on Competition day or as separate 

sheets. 

❏ All Attend Safety Meeting: all staff and volunteers  should be directed to attend 

the  Events Chair Safety Meeting. 

❏ Run Scrip & SWAG Sales: Operate scrip and merchandize sales booth(s). Past 

events have found that roving scrip sellers are a good way to move more tickets. 

Price (Donation) Sheets and tent signage are important to closing more sales 

fast. Tap your Promotions Group for graphic design and production. You should 

plan for a couple of volunteers per sales location at all times during show 

operations. Use scrip to avoid cash loss or theft. All scrip transactions should be 

characterized as “donations” rather than sales to avoid Federal and Local Sales 

Taxes. Communicate this on Donation Sheets and to all attendees. Be sure to 

follow Federal and local tax laws on the revenue collected. 

❏ Receive Team Sales / Coordinate “Lemon Bank”: Your group is responsible for 

collecting each team’s scrip and cash receipts and reporting final sales figures to 

the Contest Group for inclusion to the sales performance part of the Judging 

Rubric. If you secure a Lemon Bank Sponsor (a bank that sends teller volunteers 

to receive Team Deposits during Competition Day), you should work closely with 

your Lemon Bank to ensure proper collection procedures for incoming 

scrip/cash, team receipts and cash handling. If you do not use a Lemon Bank 

sponsor, you can run your own Lemon Bank. You will need to work with the 

Emcee to ensure that announcements for periodic Team deposits are done to 

remove cash from the site and to keep the tabulation effort up to date. 

❏ Collect Reimbursement Forms: Teams are allowed to submit for expenses to be 

paid from their Team’s net proceeds (Gross Sales less 20% Lemonade Tax). Many 

teams will not apply for reimbursements, but for those that do, you should 

collect Expense and Reimbursement Forms. You may send checks in the mail 

following the event. 
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❏ Remove Cash in a Safe Manner: Cash should be removed from the site for 

security reasons. Work with the Event Group to make arrangements for the 

security team to escort cash to a secure location or bank deposit. 

❏ Estimate Attendance: As part of your Competition Day Report, you’ll need to 

estimate attendance. We suggest a volunteer with a clicker at the front gate is a 

good way to estimate attendees. 

❏ Pay Vendors: Most vendors prefer to be paid day of show so you should have a 

checkbook handy. 

❏ Complete Competition Day Report: Team judging results rely upon Net Income 

calculations. We recommend tabulating results on collaborative software 

platforms such as Google Docs so that multiple auditors can enter deposits and 

also to alleviate the risk of a single computer going down. You also might 

consider reporting aggregated results on a recurring basis to the Emcee during 

Competition Day to spur sales. Note that you’ll also need to report key metrics 

like amount raised for charity, attendance, cups consumed and the like to the 

Promotions Group so they can in turn report to the media. 

 

Controller Post-Event Checklist 

❏ Assemble Full Competition Report: Double-check your Competition Day Report. 

Add winning teams & scoring by team (from Contest Group), attendance, 

sponsorship proceeds, expenses and volunteer numbers. 

❏ Deduct 20% “Lemonade Tax”: Prior to distributing any proceeds, deduct 20% 

Lemonade Tax from each team’s net income. This Tax is split equally between 

your host organization and BizGym Foundation to help fund your event and the 

Lemonade Alley System. 

❏ Distribute Team Checks & Performance Letters: Write and distribute any Team 

Cash Prizes and Reimbursements. You should also send a letter noting overall 

performance and each Team’s own performance. Teams all want to know how 

they performed, many intending to return for future events so feedback is 

important. You should also report general event performance numbers in the 

letter and have the Executive Producer sign the letters. 

❏ Distribute Charity Donation Checks: We recommend sending Charity donation 

checks to Teams so they can present checks themselves. Teams love to do this 

and charities love to receive funds from kids as it becomes a photo opportunity 

and news event. You may include these checks in Team Performance Letters. 

❏ Send Tax Donation Letters to Sponsors: Work with Sponsorship Group to 

confirm all donors. Tax Donation/Thank You Letters should be sent to all cash 

and in-kind donors recognizing their contributions. They will need these letters 
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for tax purposes. You should also report general event performance numbers in 

the letter and have the Executive Producer sign the letters. 

❏ Pay Lemonade Alley License Fee: Pay half of the Lemonade Tax to BizGym 

Foundation. 

❏ File Lemonade Alley Exit Report: Visit LemonadeAlley.com to complete an Event 

Report Form (see Wall of Fame section). You will need key metrics as well as a 

key picture of your event (see your Promotions Group for photography). 

❏ Attend Committee Debrief Meeting: Attend meeting for Committee Chairs to 

discuss possible improvements for future events. 

❏ Close Books: Pay any outstanding vendors and close the books on the project. 

Residual funds in the checking account can be distributed as directed by your 

Executive Producer. 
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Sponsorship Chair 
If you intend to raise sponsorship resources or seek donated prizes, you should include a 

Sponsorship Chair on your committee. For monetary fundraising, make a special note 

that If you’re going for end-of-year annual budgets, you’ll need to start well before 

November as holidays start disrupting processing time. Finally, you should expect to set 

up meetings that are supported by your Executive Producer as well as other Sponsorship 

Group members. 

Sponsorship Pre-Event Checklist 

❏ Recruit Sponsorship Team: Sponsorship is largely about relationships so look to 

leverage your organization’s Board Members and other influential people. 

❏ Set Funding Resource Goals: The amount of resources you will need to produce 

the Lemonade Alley depends on the size of your event and amount of SWAG 

giveaways you wish to produce (t-shirts, wristbands, etc.). 

❏ Assist Events in Securing Venue Partner: Work with your Executive Producer 

and Event Chair to select and negotiate an in-kind deal with the Competition Day 

Venue. Most venues are able to provide in-kind donations of infrastructure like 

staging, sound system, parking, restrooms, Workshop and secure count space, 

public relations support and signage. This could be the most important funding 

relationship you make, so concentrate on finding the right relationship. Also 

keep an eye to the future as many venue sponsors will find a multi-year deal 

desireable. 

❏ Secure Cash Sponsors:  There’s nothing more powerful than cash sponsors. Use 

the sample Sponsor’s Rate Card or make up your own to tier sponsor 

commitments. Be sure to keep a record of past donor contacts and contact past 

donors early each year. 

❏ Secure Optional “Lemon Bank” Sponsor: This is a blended cash/volunteer 

opportunity for participating banks to provide assistance to Lemonade Alley. The 

Lemon Bank is a bank literacy opportunity for teams to learn how to make 

deposits of their Lemonade Alley sales. It also offers participating banks visibility 

and community service credits. Such sponsors may be offered the opportunity to 

be an all-year Lemon Bank for teams to raise and deposit money at branches 

before Competition Day. Work closely with your Controller and Contest Chair to 

set up the Team depositing system. 

❏ Secure In-Kind Sponsors: Donations of supplies and in-kind services such as 

staging, sound, tents, restrooms, generators, first aid, banners and flyer printing, 

food and beverage donations for volunteers, other business services that 

contribute to production of all events. 
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❏ Secure Prizes & SWAG Bag Donors:  To increase donor visibility, pick award 

names strategically. Past examples include: “Most Rockin’ Award” from Hard 

Rock Café for best use of music; “Best Healthy Recipe Award” to promote a 

Junior League cookbook, and “Best Business Plan” presented by BizGym. You 

might consider  a cash prize for top winners ~ past events have given up  to 

$1,000 grand prize with runner-up prize money for second and third places. 

SWAG bags with gift cards,  coupons and souvenirs are a nice touch for all team 

participants and volunteers. Certificates and participation medals are also a nice 

keepsake touch. All such items build participant happiness and your event brand. 

We suggest you work with your Promotions Group for production of such 

materials. 

❏ Write Grants if Needed:  Funds may be available to cover the costs for team 

outreach, workshops and even the competition. Many foundations, cities, 

counties, and other agencies offer grants to develop youth development 

(particularly in the field of financial literacy, business, and entrepreneurship) 

programs. We suggest an early start as grants can take a long time to secure. You 

also might observe end of year budget cycles as part of your application strategy. 

❏ Enter Sponsor Info to Controller’s Master Spreadsheet: Keep Sponsor 

information on the Master Spreadsheet for your own and other Chair use: 

Controller will send receipt of funds and Tax Donation Letters; Promotions Group 

will need to know Sponsors for placements like program, signage, nametags and 

interviews; and Events Group will need to work Sponsors into the stage program. 

❏ Recruit Sponsor Host Volunteers: On Competition Day, you should be on hand 

to welcome and host sponsors. You should recruit your own volunteer Hosts to 

handle sponsors in stage appearances and the presentation of awards. Report 

your volunteer names and contacts to the Contest Chair who will place them on 

a centralized spreadsheet. 

Sponsorship Competition Day Checklist 

❏ Direct All to Check-In: Sponsors and volunteers should be checked in at 

Controller’s Check In table to receive name tags, t-shirts, wristbands and 

assignments. 

❏ All Attend Safety Meeting: all staff and volunteers  should be directed to attend 

the  Events Chair Safety Meeting. 

❏ Manage Sponsor Host Volunteers: Run a team of Hosts to ensure that Sponsors 

are welcomed and taken care of. Key Sponsors should get stage time whether for 

Yellow Carpet Intro, encouraging words, proclamations, Emcee interviews, 

awarding prizes and photo opportunities. Make sure they attend your Event 

Group’s safety meeting prior to the event. 
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❏ Greet & Orient Sponsors: Have your Sponsor Host Volunteers staff a check-in 

table for sponsors with nametags. Sponsors should be oriented to VIP Tent 

usage, refreshments and times they will be needed for event segments and 

photography. 

❏ Ensure Sponsor Placements: On show day, be watchful that sponsors are getting 

the exposure they expect. Stage time, signage and print placements are essential 

to this effort. 

❏ Ensure Sponsor Photography: Work with your Promotions Group to ensure that 

sponsors get in group and individual shots. 

❏ Encourage Social Media/Blog Postings: Work with Promotions Group to ensure 

postings highlighting Sponsor participation in the event. 

❏ Make Sponsors Feel Special: Be welcoming and thankful to your sponsors. 

 

Sponsorship Post-Event Checklist 

❏ Ensure that Thank You Letters Go Out: Double check with Controller that thank 

you letters to all sponsors go out. You should also send email or surface mail 

thank yous to volunteers (include general performance statistics from Controller 

Final Report). 

❏ Deliver Sponsor Plaques: After the event, the Promotions Group should produce 

framed 8x10 plaques memorializing sponsor participation. Such Plaques are both 

a nice keepsake for sponsors and a great brand-building opportunity for your 

event. You should hand-deliver as many plaques as possible to finish off the year 

in style as well as use meetings to set up for even greater participation in the 

future. 

❏ Attend Venue Sponsor Debrief: The Events Chair will arrange for a meeting with 

Executive Producer, Venue, Events Chair and Sponsorship Chair. 

❏ Attend Committee Debrief Meeting: Attend meeting for Committee Chairs to 

discuss possible improvements for future events. 
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Event Chair 
Your Event Chair should be a person who likes event planning. Event planning is 

complex and highly detailed. Further, operating a safe public assembly event requires 

both experience and presence of mind to handle safety issues and emergency 

situations. 

 

Events Pre-Event Checklist 

❏ Secure Venue Sponsor: Work with Sponsorship Chair and Executive Director to 

identify a suitable Venue Sponsor. As Event Chair, you should take the lead in 

setting up periodic meetings with your Venue to ensure that all requirements 

and issues are being addresses. Every venue is different, so maintaining good 

communications with your venue is essential to your event’s success. When you 

call meetings, you should also involve your Executive Director and Sponsorship 

Chair. 

❏ Secure Permits: Make sure to check in early and take permits with all local 

venue, event, health, safety, security, fire, EPA and any other governing 

agencies. Regulations vary depending upon location so it’s safer to ask than to 

assume. 

❏ Secure Emcee, Create Show Plan, Set Music Play List (consider a sub-committee 

lead for this function): Start by identifying an Emcee who is good at kid-oriented 

productions. Keeping the show “G” rated is essential with children on site. Next, 

fill in with entertainment for Opening Ceremonies (National Anthem, Blessing, 

etc.) and acts such as kid rock & roll bands to cover judging segment 

changeovers. Also be careful to brief all stage performers to keep it clean and 

family-oriented. You should have your sound engineer prepared with 

background music but do not leave this to chance: pre-approve all music on 

playlists. 

❏ Create Safety & Security Plan: You should always have a safety plan in place that 

specifies emergency protocols. As part of that Plan, you should hire security crew 

and hold safety briefings the morning of the event for all staff and volunteers  to 

educate them on safety and emergency procedures. 

❏ Create Parking & Traffic Plan: We recommend preferred or reserved parking for 

participants and VIPs as well as ample space for the public. You should also have 

a Traffic Control Plan in place with attendants in your volunteer pool. When you 

competition loads in and out, teams will be coming by vans, cars and trucks, so 

it’s imperative that vehicles are directed safely so as not to endanger the public 

or any children. Your security detail should be part of this plan. 
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❏ Set Up Competition Day Logistics: Set up vendors and infrastructure as noted 

below in Event Day Checklist. Be sure to stay in close contact with your Host 

Venue as they will know of restrictions, requirements and regulations. They may 

also provide many requirements and will also be able to help source best 

vendors. 

❏ Recruit Stage Crew, First Aid & Parking Crew: You should recruit your own 

volunteers for setup/strike, stage crew, first aid and parking/traffic control. 

Report your volunteer names and contacts to the Contest Chair who will place 

them on a centralized spreadsheet. 

❏ Enter Emcee, Crew & Volunteer Info to Controller’s Master Spreadsheet: Add 

all names and contacts to the Master Spreadsheet for your own and other Chair 

use such as Promotions Group which will create credentials and distribute 

t-shirts.  

 

Events Setup Checklist 

❏ Pre-Load Items: Restrooms, Main Tents, Stage and other large items should be 

loaded the day before the event to the extent possible. If you do this, you will 

likely need to provide overnight security. 

❏ Mark Team Locations: We recommend you tape or chaulk locations at least an 

hour before loading is scheduled to start. 

❏ Install/Operate Command Center: A small tented area is recommended for your 

primary logistics crew, food and water and communications equipment like 

wireless radio. Good sight lines to the overall event, particularly the stage is 

desireable. 

❏ Provide Event Volunteer/Crew Refreshments: Provide morning snacks/coffee 

and lunch/water for all Judges, Sponsors, Volunteers & Crew. Work with 

Sponsorship Group for in-kind donations and reference Controller’s Master 

Spreadsheet for requirements. 

❏ Optional: Install Yellow Carpets: Yellow carpets are a signature brand touch for 

all Lemonade Alleys. Previous events have featured movie lights along with the 

Carpets for a  “paparazzi” effect. 6’x20’ yellow astroturf carpets on Amazon 

generally cost around $100 each. You might anticipate buying a couple of carpets 

for a small event. 

❏ Install Decor & Signage: Helium-filled yellow balloon arches are easy to install 

and inexpensive. Site signage for scrip sales, directional signs for restrooms, 

first-aid, tabulation and judges check-in are also important. The more yellow you 

can use, the better. Work with your Promotions Group for the production of 

such assets. 
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❏ Supervise Scrip & SWAG Sales Setup: You will need at least one 6-foot table to 

sell scrip and SWAG (promotional items). The tent(s) should be located near the 

main entrance so visitors know to buy scrip and the tent should be adequately 

signed. 

❏ Supervise First-Aid Setup: A nurse or doctor is recommended to be on site with 

first aid supplies. A cot, table, chairs and water should be on hand. 

❏ Supervise Trash, Recycling, Liquid Dumping Setup: Trash receptacles are a must. 

Recycling is always encouraged.  Check with your venue on trash handling as well 

as with local Board of Health rules for proper disposal of liquids. 

 

Events Competition Day Checklist 

❏ Direct All to Check-In: Crew and volunteers should be checked in at Controller’s 

Check In to receive name tags, t-shirts and wristbands. 

❏ Hold Safety Briefings: You will run a mandatory safety briefing for all staff and 

volunteers  to educate them on  emergency ,safety  and appropriate child 

handling procedures. For the latter, work with your Team Group to present that 

portion of the presentation). Also work with your Executive Director for an 

ending “Pep-Talk.” 

❏ Supervise Security & Crowd Control: You should consult with your venue as to 

security requirements. Many venues will provide security for you. They will also 

know of specific crowd control and safety requirements. If they do not provide 

security for your event, you are highly recommended to hire a security 

contractor to protect cash movements, parking control, crowd control and assist 

in emergency situations. Security staff should be part of your overall safety plan 

and be required to attend staff safety briefings. 

❏ Supervise Parking Plan & Crew: you should have a parking control crew out 

before drive-ons begin, during the event and during strike. It’s typical for many 

to come at the same time in the morning, so be prepared for peak traffic. You 

should also have a disciplined crew to handle the after show period. Experience 

shows that often pushy parents in a hurry to load and leave won’t observe stated 

procedures. It’s very important that traffic is strictly controlled so no one is hurt. 

❏ Manage Infrastructure Strike & Drive Out Process: Once the competition has 

concluded, your volunteers should remain on hand to keep the strike process 

organized and safe. While the Teams Group will manage Teams strike, be aware 

that parents trying to leave quickly have on occasion tried to break drive-on rules 

which jeopardizes the safety of participants and attendees. You should therefore 

have your Security and Parking Crews work with Teams Group to ensure all 

hands are in place to enforce a safe strike. Zero tolerance is a must at this stage 

of the event.  
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❏ Manage Site Cleaning: Your team should also stay vigilant to no dumping rules 

(the EPA requires reservoir dumps for liquid processing) and assist in overall site 

cleaning adhering to the idea that the site should be left cleaner  after than 

before the event came.  

 

Events Post-Event Checklist 

❏ Submit Vendor Payments: During and/or after the event, refer vendors to the 

Controller for payments. 

❏ Attend Committee Debrief Meeting: Attend meeting for Committee Chairs to 

discuss possible improvements for future events. 
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Promotions Chair 
Your Promotions Chair is your brand manager and main communicator. 

Communications management skills coupled with media savvy are important for this 

role. 

Promotions Pre-Event Checklist 

❏ Secure Media Partner(s): Secure media sponsors like TV and radio to produce 

and distribute Public Service Announcements (PSAs), book Teams and Executive 

Director for interviews and do news stories on the event. 

❏ Manage Press Releases: Create a press release schedule with stories going out 

once a month to announce Call for Entries, Workshops, Main Event, Title 

Sponsors and Event Results. Report volunteer names and contacts to the Contest 

Chair who will place them on a centralized spreadsheet. 

❏ Manage Pre-Event Promotions: Work with Media Partner and PR Crew to 

promote your event paying special attention to Call for Entries, Workshops, 

Team Stories, Charity Stories, Sponsor Stories, Competition Day. 

❏ Recruit Graphics Crew: Secure a graphic designer to produce print materials. 

Report volunteer names and contacts to the Contest Chair who will place them 

on a centralized spreadsheet. 

❏ Produce Pre-Event Graphics: Scrip, Workshop Workbooks, T-Shirts, Wristbands, 

Flyers, Name Tags. 

❏ Recruit Web & Social Media Crew: Secure web and social media people to 

record and distribute your story online. Report volunteer names and contacts to 

the Contest Chair who will place them on a centralized spreadsheet. 

❏ Produce Pre-Event Web & Social Media: Get the buzz started and stay in touch 

with Teams, Sponsors, Charities and fans of your event. 

❏ Secure Photographers: Capturing key moments in both still and video 

photography is important to brand-building your event. You should engage at 

least one photographer to capture each booth, team participants, sponsors, 

judges, committee, awards presentations, entertainers, groups and general 

ambiance shots. Report volunteer names and contacts to the Contest Chair who 

will place them on a centralized spreadsheet. 

❏ Enter Crew & Volunteer Info to Controller’s Master Spreadsheet: Add all names 

and contacts to the Master Spreadsheet for your own and other Chair use. 

 

Promotions Competition Day Checklist 

❏ Check-In Volunteers: including designers, photographers, staff. They should 

receive name tags, t-shirts, wristbands. 
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❏ All Attend Safety Meeting: all staff and volunteers  should be directed to attend 

the  Events Chair Safety Meeting. 

❏ Manage Show Day Graphics: including Scrip, Nametags, Program, Umbrellas, 

Selfie Walls, Decor & Signage, Awards, Participation Medals. 

❏ Manage Media Partner(s)/Press: Your PR Crew should manage visiting press and 

set up interviews for them. 

❏ Manage Social Media/Web: Make sure bloggers and social media experts are 

distributing content on the event. 

❏ Manage Photographers: You should have shot-lists prepared and disseminated 

before the event starts so that photographers know content to be captured. 

Typical shots include key moments, Teams, booths, Sponsors, Judges, 

Committee, Awards and photos for advertising, web or social media use. On the 

last type of photos, keep in mind that images composed to accept text 

placements are highly desirable for web, social and advertising use. 

 

Promotions Post-Event Checklist 

❏ File Final Press Release: Work with Contest Chair to get final results from your 

competition. Aggregated statistics like number of teams, ages, amount raised for 

charities, number/type of charities, number/name of sponsors and other key 

metrics are always desired along with key sound bites from your Executive 

Director and others. 

❏ Follow Up With Media Partner(s):  Make sure to follow up with Media Partners 

to get amount of promotions contributed. You should report performance 

numbers to controller for Tax Deduction Letter and Contest Chair for aggregation 

to the Final Report. 

❏ Manage Social Media/Web: File final stories on Blog and social media channels. 

❏ Receive & File Photography & Video: You should inventory photo assets in a file 

sharing service like Dropbox. Keeping high resolution images in a free use area 

for press to use is helpful to the press. 

❏ Provide Sponsor Plaques: Produce plaques and give to Sponsorship Chair for 

dissemination. 

❏ Attend Committee Debrief Meeting: Attend meeting for Committee Chairs to 

discuss possible improvements for future events. 
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Teams Chair 
If you choose to have teams of kids submit directly rather than through a charity or 

business, we recommend that your Teams Chair has a background in child handling or 

can get training in place for your committee and volunteers. Professional teachers, 

counselors or youth organization leaders are often good candidates. 

 

Teams Pre-Event Checklist 

❏ Recruit Teams Committee: You should find at least a couple of people to be 

Team handlers throughout the event timeline. Individuals with child handling 

skills are preferred or you should train them in safe child handling. Background 

security checks and medical TB are recommended. Use your discretion and get 

experts involved to ensure that you’re confirming to local laws and best 

practices. 

❏ If Teams Submit Directly, Announce Call for Entries: You should work with your 

Promotions Group to write and disseminate a press release, flyers and other 

announcements. Call for Entries announcements are a key to starting your 

outreach period. 

❏ If Teams Submit Directly, Run Team Outreach: Your committee is responsible 

for outreach, but be sure to work closely with the Promotions Group as they can 

help spread the word through mass media. In our experience, particularly for 

new events, nothing works better than one-to-one introductions, so your 

committee needs to allocate time to do outreach in an effective manner. Look to 

leverage relationships with schools, churches, youth organizations and 

companies. Provide “Bulletin Board Kits” to school staff so that they can post 

them in break rooms, teachers' lounges and other conspicuous places around 

campus. Promote at public events, festivals and family-focused activities. 

Challenge schools to compete against one another in friendly rivalries. Create a 

corporate challenge to motivate companies to form student teams. 

❏ Corporate & Non-Profit Team Options: You may elect to promote teams that 

represent companies or nonprofits. Such teams often assemble kids from 

employees to represent their organization with benefits including team/morale 

building for the organization as well as brand-building for the organization. If you 

include these options, you should work with your Sponsorship Group who can 

help you with promoting the option. 

❏ Collect Team Applications & Parental Consent Forms: You are responsible for 

collecting all Team forms and submitting them to the Controller for safekeeping. 
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❏ Distribute Team Packages: Team packages include Workbooks, t-shirts, 

wristbands, Pre-Event Scrip, Deposit Tickets (Lemon Bank) and Reimbursement 

Forms. 

❏ Keep Teams Apprised: Send workbooks, event instructions and food and safety 

requirements.  Teams should be informed of proper sanitation, handwashing, 

food handling and wear gloves. Its important to maintain contact with teams to 

ensure that they will show up for the event. If any are suspect to dropping out, 

other teams on the waiting list should be substituted. 

❏ Provide Teams for Interviews: Work with Promotions Group to supply Teams for 

press interviews and appearances. 

❏ Select/Log Teams & Charities to Controller’s Master Spreadsheet: You are 

responsible for keeping track of all teams, team members and charities. Enter 

information onto the Controller’s Master Spreadsheet so other Chairs like 

Contests can access this information. You may elect to admit teams on a 

first-come, first-served reservation system or via a submission and selection 

system. Create waiting lists when all available spots are filled. 

❏ Enter Volunteer Info to Controller’s Master Spreadsheet: Add all names and 

contacts to the Master Spreadsheet for your own and other Chair use such as 

Promotions Group which will create credentials and distribute t-shirts. 

 

Teams Pre-Event Optional Workshop Checklist 

❏ Select Workshop Venue: We find workshops work best when staged at venues 

that kids already attend. This facilitates both the promotion and easy of finding 

workshops. 

❏ Promote Workshops: Use Team contact list to notify Teams of Workshops or use 

workshops to promote your Lemonade Alley challenge. 

❏ Decide How Many Workshops: You can do a single workshop or split the 

subjects into multiple workshops. In general, three areas are recommended: 

Recipe, Booth, Pitching. 

❏ Secure Mentors: We recommend industry experts like chefs, retailers, designers, 

etc. 

❏ Coordinate with Promotions Group: Workshops are a key press and 

photography opportunity so be sure to coordinate with your Promotions Group. 

❏ Use the Student Workbook: Use the Lemonade Alley Workbook to guide kids 

through the process of creating a business. 

❏ Use a Public Address System: Using  mic is helpful to focus attention and ensure 

that all can hear adequately. 

❏ Set the Stage: You should create a stage area like tables and banner backdrop so 

photographs and video look good. 
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❏ Run a Check-In Table & Use Name Tags: Name tags are really helpful to getting 

your community vibe going. 

❏ Create Hands-On Exercises: Opening with short expert talks followed by working 

sessions works great. You also might consider mini contests like teams making 

lemonade with chefs and parents in the audience judging taste using the 

Competition Judging Criteria. 

❏ Communicate Food & Safety Requirements: Lemonade Alley is a food and 

beverage event, so be sure to teach food safety and observe all food distribution 

and sales requirements. You might consider bringing on a local foodservice 

sponsor to help you navigate permitting and local requirements. Typical 

concerns include: no selling foods prepared on or in a heating elements (unless 

done in a commercial kitchen ~ teams may partner with restaurants if food is 

made and packaged in their facility), handwash station requirements for booths, 

screen netting for some locations (California for example requires this) and 

dumping reservoir stations (required now by the EPA ~ a $25,000 fine could be 

imposed for each infraction of unauthorized dumping such as an ice check 

dumped in a planter). We suggest coordinating with the Contest Chair to ensure 

that a Referee from that group is present to inspect and resolve issues in this 

area. 

❏ Thank Mentors & Sponsors: Make sure to thank key sponsors of the event and 

the workshop. 

 

Teams Competition Day Checklist 

❏ Send Volunteers to Check-In: All volunteers should be directed to Controller’s 

Check-In table to receive name tags, t-shirts and wristbands. 

❏ All Attend Safety Meeting: all staff and volunteers  should be directed to attend 

the  Events Chair Safety Meeting. 

❏ Brief Team Volunteers: You should hold a briefing session for your volunteer 

crew so they know how to implement the day’s events. Your crew is very 

important to both the safety of participants and smooth functioning of judging 

segments. Your crew should also be briefed on Lemon Bank rules so they can 

facilitate the smooth depositing of Team earnings. 

❏ Check-In Teams: your Team Volunteers should work with the Event Parking Crew 

and Controller’s Check-In Crew to check-in Teams as they arrive. Once checked 

in, your team should escort Teams to their assigned booth location. 

❏ Brief Teams on an Individual Basis: You should have an instruction sheet for 

each team that re-iterates key contest and safety r as well as the day’s agenda. 

Doing this by sheet and walking each team through has proven more effective 
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than trying to gather teams together as they arrive at varying times and will be 

largely focused in building operations. 

❏ Work with Contest Group Referees: Contest Group Referees will continually 

walk booths to ensure compliance with rules. When in doubt on a rule, refer 

Teams to Referees. Strict compliance over rules is for the safety of both 

participants and visitors. 

❏ Escort Teams to Lemon Bank: Your Team Volunteers should escort Teams to 

stage for Opening Ceremonies, Judging Sequences (Taste Test, Sales Pitch), 

Lemon Bank Deposits (regularly once each hour) and Closing Ceremonies.  

❏ Manage Team Strike & Drive Out Process: Once the competition has concluded, 

your volunteers should remain on hand to keep the strike process organized and 

safe. Parents trying to leave quickly have on occasion tried to break drive-on 

rules which jeopardizes the safety of participants and attendees. You should 

therefore work with Event Security and Event Parking Crews to ensure all hands 

are in place to enforce a safe strike. Zero tolerance is a must at this stage of the 

event.  

❏ Assist in Site Cleaning: Your team should also stay vigilant to no dumping rules 

(the EPA requires reservoir dumps for liquid processing) and assist in overall site 

cleaning adhering to the idea that the site should be left cleaner  after than 

before the event came.  

Teams Post-Event Checklist 

❏ Follow Up With Controller: Make sure that Controller has all information to file 

Final Report and send Checks/Team Performance Letters to Teams. 

❏ Attend Committee Debrief Meeting: Attend meeting for Committee Chairs to 

discuss possible improvements for future events. 
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Program Files and Forms 
BizGym Foundation works continuously to make Lemonade Alley easy to implement by 

providing forms and systems to produce the event including: 

Master Contact List 

● Main Spreadsheet: teams, volunteers, judges, mentors, committee, sponsors 

Contestants 

● Team: Entry Form 

● Team: “StoryTree” Biz Plan 

● Team: Reimbursement Form 

● Team: Income Collection Form 

● Charity: Approved Charity Form 

● Participant: Parental Consent 

● Participant: Workbook 

Pre-Event Solicitation 

● Sponsor: Plea Letter 

● Sponsor: Sponsor Agreement 

● Mentor: Plea Letter 

● Mentor: Mentor Agreement 

● Volunteer: Plea Letter 

● Volunteer: Volunteer Agreement 

● Media: Plea Letter 

Post-Event Letters 

● Sponsor: Tax Donation Confirmation, Thank You & Performance Report 

● Donor: Tax Donation Confirmation & Thank You 

● Mentor: Thank You & Performance Report 

● Volunteer: Thank You & Performance Report 

● Team: Thank You & Performance Report 

Graphics & Marketing 

● Official Logos: color, B&W, transparent 

● Promotions: Posters & Flyers 

● Site Signage: Banners, Selfie Walls & Signage 

● SWAG: T-Shirts, Stickers, Wristbands, Umbrellas 

● Program: One-page B&W 

● Awards: Giant Checks, Medals 

● Certificates: Participants, Sponsors, Committee 
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