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INTRODUCTI ON

This manual is REFERENCE document directed by &tding Rule IVB Rule 2 of The Mid-Adhtic African Violet
Society. The procedures for the Convention Committee (which have been approved by the Board of Directors) are
set forthbelow. The rest ahis document doesot require APPROVAL and is modified emquired each year

through our expeeince running MAAVS Conventions, amprovided as gemal guidance.

Convention G@mmittee ProceduregApproved by the MAAVS Board of
Directors from MAAVS Bylaws & Standing Ruledpdated November 14, 2009)

RULE 1. The President shiaact on the appaoitment of th&€onvention Chairman as soon as pbssiafterthe
convention state has been selected and approved. The appointment should be made at least two (2) ygars
prior to the dayof the convenan and should be someonei the hosting orgaration and locad in the
site area. The Convention Chairman wilNlork closely vth the Vice Preident to asure continuy from year
to year. The Vice Resident will act as Convention Coordinator and as a drect link to the President.

RULE 2. The procedures fohe Convention Committeeadhbe thoseset forthm the Convention Manual and
approved by the Board of Directors.

RULE 3. The Convertion Chairman shall submit a proposed budyet to the Anance Chairman by December 1. A petty
cash fund of two hundred dollars ($200) may be maintained by the Chairman of the Conventiarit@em
when required. Any disirsements from pgttash, supported bpaid invoics, shall be rported to the
Treasurer throughout the yea. An accounting of petty cash funds for the preceding year shdl be reported to
the Treasurer by December 31.

RULE 4. The Convention Chairman shdiéep the Vice RBsidentnformed of the abtities of the commie and
submit a reportd the Presidenat least si (6) weeks prioto the scheded Board of Directors meiegs and
the Convention. At the Board of Directors meding during the canvention for which the chairman is
respmsilde,an oralrepot may besubsituted br the writen eport with thewritten eportto dllow.

RULE 5. The Convention Chairman shappoint a Convendn Photographer who
shall:

1. Reord the wimers hortcuftureand dsign of he annal canveniton show,

2. Prepare a photo board gictures aken in previougears for disgy at Annual Converdn,
and

3. Prepare s$ide progams wih written commerary ofeach anualconvation show.

RULE 6. The Convention Chairman shall place a Convention @uthee member in charge of a convention raffle.

RULE 7. The Convention Chairman shaficlude a Ist of MAAVS Affiate and MAAVS members in the Conventi
Souvenir Book.

RULE 8. The President shahppoint a Conveidn Registrabn Chairman.
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HOSTING CLUB

The Host Club usally provides wardsfor Best in Show Horticulture and 8sign ($50 for each). His is a
tradition that daes back to thdirst MAA VS showin 1992, hut is not a requiement.

Usually only MAAVS memkbers can attend Conwion events and exhibit in the Convigon Show. Thisis
governedby the feeschedule developed feach Conventiorgnd the Convention Show Rag It is not a hard
andfast rule of the MAAVS Bylaws and Stading Rules Some Host Clubs clarge a registriaion fee for peple

attendingeven a single meal (such as a spouse of a member), and some do not because they hope to encourage

maximum participaifon at meal evest Some Host Clubs @ff a non-member class the show dr local
African violet growes who are not members MFAAVS. Be creative in this eea, and seek the guidance of our
Vice President (Convention Coordinator).

The Host Club should provide ihks (cofee, soda or t@afor Thurscay show setup, registrati and plant
placement. A hosptality room is optional at this time, but ice water should be availahigng all activities.
Expenses foany hospitaty room & reimbursd by MAAVS.

The Host Club may wish to mgister for a room at the hotel so workingembers have soe placeto go restin
thehoelinlieu d going bme MAAVS mayhaw agratsroan atthe hdd, caled a @MPED room. Ifitis
not needel for other purposes, this ray be availake for Hosptality.

All other reasnable expenses are coed by MAAVS.

The Host Club Treasrer shold arrang for a 3day sding pemit if necessar (Commis&ner of Revelue's
office is the usual cont&) and havetax rate cards ailable. Further informadnh may be obtained from the
MAAYV S Treasurer. This information should be given to the Commercial Sales Chairman prior to convention.
Local convention and show chairpersons make the onsite planning much easier.

MAAVS usually pag for the MAAVS President’'soom. If theHost Club does not useyalCOMPED room for
Hospitality or gets a secoth COMPED room, it shoud be usedfor the MAAVS’ President.



CONVENTION RELATED JOBS

I. MAAVS Vice Presidet (Elected)
The MAAVS Vice President is the liaisorbetween theMAA VS President and theConvertion Chairman and is
known as the Convention Coordinator.

I. MAAVS Treasurer (Elected)

Signs all hotel contracts.

Serves as the Convention Treasurer.

All convention expenses must be submitted for payment to the Treasulaenthan December 31, following

the convention.

4. The treasurer reeives allchedks for awards and writes a chet& the Awards Chairran who will prepare cash
awards for distribution. Check should be mailed about 10 days prior to convention.

5. Thetreasurewill handle all ta« money fom Commercia, unéss thg opt to dotiindividually. Thisshould be

decided prior to the convention.
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[1l. Convention Chairma n (Appointed by the MAA VS President)

A. Find a Convention Site

Work with the MAAVS Vice Presidat (Convention Cooardinator) ard Future Gnventiors Comnittee Charman to
locatea conventionise (hotel, convetion center, &) that is easily accesble to the Host Club am that includes all
the necessar spae for convention activitie{proper banquet rooms, lecture rooms, meeting rooms - Board and
GeneralMembership meetingssales room wih easy accasfor commercial¢o load/unloadadequate areéor
registration low room rates withthe mhimum number of guaran¢éel rooms possible, FREE parkingif possible,
and wheelchair/handicap accessible Also, make s there arédandicap accessilbe rooms in our room block
Tips: 1) Check for other events in theea on the eanvention weekend toinsure they will not intefere with activities.
EG: Marathons withravel routesto hotel blockedetc; 2) The hotelocation show not be isolad from other
business/®res that bring the public into the area. Aftfinding a likey hotel, make arrangements to tour the
facility. The MAAVS President and Treasurer must be in agreemeiftooe contract andthe Treasuer must sign it
afterthe MAAVS Vice Presidat (Convention Coardinator) has passed gmoval of thelocation. Send hotelfloor
plan to the Commercial Chairman for their inputs.

B. Educate the Hotel Staff

If the hotelhas never had #ofwer conventiorbefore, educatthemas to the specific needs of canganization. Take

photographsof prior showsd educate management abautatto expet. For @ample, hatls thnk in ttrms of

numberof dines, not he number ofplants when couting ®bles. They also dot think tha tables need to be
skirted.

1. Hotels frequently change manageent which means they backut or change promed items (be se
EVERYTHING is in the contac). Keep in toub with managemento estalish good communation, thenbe
flexible.

2. Know the content®f the contracwith the hotel to avai unexpected chargder items requested during the
convention. Extra-contractual chaeg MUST BEAPPROVED by the Convention Coordinat (MAAVS Vice
Presidentand ulimatel by theMAAVS Treasurer who gins allcontracs for MAAVS.

3. Establishyour requiraments for the onventionearly. This includes determing the necesary number ofables
(Showroomand Commercial Salesdding a few foWays & Means and Resgtration & mentioned above)
reviewing menu seletions and agreeing on the afgges with both the Vice Peédent and Treasure This must
be compleéd befoe the egistation formcan be put togbeer for The MAAVSMema Keep an open line
betweenthe hotel staff andVIAA VS Vice Presidat or Future @nventiors commitee dairman. See prior
contractsfor petinent information (numbepf tables,amount and chargesrfdinners, &) Try to keep het
reservationso a maximum of two peoom, since the is a room-mght or rooms/day quat

Hotel signs- See if the hotel will put MAAVS on their sigesign (if they have one). Arrange, with the hotel's

permission, to make large ghs so the puldi will be abé to find tle ocommerdal sales area.



Key Parameters Regarding Convention Hotel

Space requirementsfor the Show and @mmercial Sales, andrBsentations/Meetings area aas follows:

Large SingleRoomShow Spaceeeded Thursday 8 atmrtt Saturday 5 pm
2,150 sft (50 feet by 43 feetwith 50 6' x 30" or 36" skirted tables (or 36 8' x30" or 36"
skirted tables) for a 300exhibit show. This is usually 2 stanard Hdliday Inn 25 x 43' salons.
Inside the Show Spac#,permanent tabl@vith elecricity) is reserveddr the Entries
computer work stan and 2 tables arreserved for grplacement oéxhibits (which
ultimaely will hold ribbons ad water duing showjudging) Space can bgiven up &5 pm
on Saturday to Bdw dinner serice.

Large Sngle or Multiple (to add up to 2250 sft) Sales Spac@meeded Thursday 8 aimrti Sunday 11 am
1,075 (25 feet by 43 feet)to 2,150 sft (50 feet by 43 feetyith 29 6' x 30" or 36" skirted
tables (or 28 8 x 30" or 36" skirted tables) for 10 canmercial sdélers with an aveage of 2
tables per s#dr (This isusually 2 sandard Holiday In25' x 43" sans). We can use several
smaller rooms that add up to approximately 1,075 to 2,150 sft. We must also provide 3 6
8' tables for Ways and Elans Sales.

Hallway Space

Registation Needd Thusdaynoon hru Saurday 3 pn 270sft (10 feet by 27 feetwith 4 6' x 30"
or 36" skirted ta bles (or 3 8' x 30" or 36" skirted ta bles) (These tables support the
registration committeehé membership committee, and Ways andavls. They are
usually locatedin the lobby o hallway outsideof the ShowSales area.)

Classiicaton Needd Thusdayll amfiru 11pm270sft (10 feet by 27 feetwith 4 6' x 30" or 36"
skirted tables (or 3 8' x 30" or 36" skirted tables). (These tables support the
grooming ad clasdiication proces used toet up theshow andnust have eletricity.
After Thursdayevenng isover,thesetables can beéncomporatel intothe Slow Room,
but definiely do not need tcemain for thdollowing day The space can also be/gn
up after Thursday night.)

Total skired tables87 6' x 30" or 36" kirted fables or708' x 30" or 36" kirted tables. Thes should be@art of
thecontactwith no aditond cost,butbe caeful to makesue itis ncluded aNO
COST.

Meeting Space

Presentadbn Needed Friday noorhtu Saturday4 pm,050 sft(30 feet by 35 feetwith theaér
seating fo0 pegle facing a progction scree or dais with aUnited Stdes flag. This
room will sewe for the presentations, a Juging Schml, and the Gneral Memberslip
meeting.

Hospitality Needed Friday 9 am thrSaturday 4 pmAny stawnlard hoteroom closed the Show
and Sads area Usually this s a COMPTED (complenmé¢ary) room.

Presiden’s MAAVS usually eimburseshe MAAVS Presidens hoté room resevation

Dinner Space

Friday Sit down Plated banquet with 2 choices 7T@rpeople betwen 7 pm and 10 pm

Saturday Sit down Plated banquet with 2 choices 1®0 people betwen 7 pm and 10 pm
Saturday Nighand Sunday Commercial Membep&tage

Arrange for Saturday night and Sunday storage for commercial members’ mat@rasscan be the
Commercial Sales sace.)

Financial: Meeting, bow, saés, presntaton, and sirage roomst®uldnot cost anything. Skirted takds
should adonot costanything. Usually to gethese kid of concessionsve must guargee a minimum number
of total room nights using thier Formula One: 90 room-nghts between Wednesday and Satday; or
Formula Two: Wednesday D rooms, Thursday 20 rooms, Friday 50 rooms, Saurday 50 rooms.

- Room raes should ke the same folor 2 pasons sharing aoom ard be appoximately $100/night.

- Skirted &bles should be pradéd atno cost Usually hotels have gkéd tables and include them at n
charge. @casionally, a btel has to rehadditional skrted tables to reet our neds—these w have usully had to
pay for.

- Complimentary room(s) may be intuded by thehotel basedn total nunber of roam nights, but wile
this is a freebietishould NOT be accepted in lieu of no cost meeting, show, sales, presenaati storage
rooms; and skirted tables. Make sure we haardicap accessible rooms in our room lock.

' or 2
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10.
11.

D.

(1)

Financial Issueghe Convention Chairman Must Consider

The MAA VS President will decice if the Conveation is to makemoney orto break een, aad the Annual
MAA VS Budget will idertify the amount d MAA VS money to be aded to the @nventionTreasury.

The MAAVS Treasurer will be the Convention Treasurer.

The Convention Chairman and the Host Club llwinot incur anyliability if the Convention loss
money—MAAVS will absrb all bsses.All convertion profts wil go o MAAVS.

The Convention Chairman muslewlop a Registration Fee schedule to cover the cost of the Convention.
Registration fes, fees for guds, mark-ups a meals, etc. argour call.

Key Financial Paramets for hotetontract: Sebox above with Key PointRegarding Convention Hotel
Showplant slles usally return80 percent othe sad price ® the exhbitor, and 20percent of tke sale price to
MAAVS. Whenyou decice on perentages, mke sure all exhiitors know it beforethey price andsell their
plants.

Determinewho will obtain a Ceificate ofiInsurace and theellng pemit for commerdals. The selling prmit
comesfrom theState Depament ofTaxation. In somecase weause an existing club’s perminh others we have
to get our ow individual one-time pernit.

Decideif entertainment vl be part of the Fiday meal ad coordnate with the lotel. Budgt $100 - $2000dr
entertainmat if you have it.

Security: Determineéhow the shw roomandcommercial sakerooms will be scured each evenirend opened
each morning. Wo will contact the hotel staff or hold the keys?

Coordinatdimes ad placesdr variols meetigs: Boardaffiliates, and gearal membeship.

Consider putting up a bulletin board for members and attendees to post messages to each other.

Dinners

Thursday nght event -The FirstNight

Usuallyno eventd planneddr thiseveningas everpody is egages irShow set p.

(2)

Friday nght event -The Fun Night

1. This shoud be a casal plated dinrer with atleast 2 choies. This ighe "let t all outnight". The show habeen
judged, the"work" part is finished - nw it's time to have a grty.

2. Keep taal cost $40 (wth tax and gratity) or below. Occasiondy buffets wil run morein price. Trade oubn
mealexpenses. If Aday night uns $35/person, chge $30 ad make it upon the Saturdy night meal. B sure to
add tax ard gmtuty to the hdel prices in mawy @ases his unsas hgh asan aditiond 25%! Taxeshave a
significant impact on meal prices.

3. RastconvertionshadMAAVS subsdize neak byabait 15 %.

4. Coordinate any dertainment that is scheduled. Makure a podium is pxded for the Mater of Ceremonies.

(3)

Saturday night evert The Awards Banquet

1. Arrange for a Master of Ceremonies, amtepare a schedulef events.

2. Have an Invocation.

3. Decidewho will present the Show Avards: i.e. Preident, Award Chairman or Show Gairman, bu have tre
Presidengive the award andiske the peson’shand.

4.1n an electionyear, arrangdor the installation 6 officers by an apropriateperson diring this banget.

5. Select two meathoices inlie $35 - $40 price (wittax and graity) rance.

6. RastconvertionshadMAAVS subsdize neabk byabait 15 %.

7.1f a head table is set up, decide who Wil seated there. In mosteat convations,we have been verynformal
and did rot use a headable. In that casemake sure g@odium is povided for the Master of Cereronies.

E. Joint Regonal Organizaiton Conventons

1. The Corvention and ShowChairmen should & members of bih organizations.

2.Sharing of profts ard lossesnust be agred to befar you proce&. Formula thatidentfy numberof members of
both orgamationsmay be used.

3. All commttees bBould onlyhave one chieman flom eitherorganizéion

4. A single Convention Teasurer should be assignedhe individual should bene of the organizationrgasurers.
5. A consolidated saofdule should be eveloped that acaomodates eaclrganization’s special classes.

F. Convention Chairman Assign Committee Chairmen
Oversee the work of all chairmen to ensure tasks are completeatidition:
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Assignand work with he Convention Broalre Chairman for a compte convention lochure (also known as
the Souveni Book). Write a welome note to béncludel, assst with the conention shedule (se the por
year's copy - if eerything vent well,don't tryto change )t have someonebtain a letter fom the mayoor
other official welcoming MAAVS to the city, and proide a floor dan of the hotel toappear inthe brochue.
The Show Schedelportionwill be handled bythe Show Chiaman butmust bencluded.
Assignand workwith the Progam Chaiman to find sgakers for edcationalprograms Make sure a program
aide isassiged to secw any alitles equired.
Choose a theme and colors with the Show Chairman.
Critical Inputs forThe MAAVMemo(Earlier inputs are alwaygelcome for example the May/June edition):
- An approved or wapproved Desig Stedule by Fetuary 2% for incluson in the 1 Yearly Editon
which is sent to the members on March 1
- An appioved or unappread Horticulure Sckedule by May 25 for incluson in the 2 Yearly Editon
which is sento the members on da I
- Registration fams, totel information, Request dr Judges ah Clerks,and otherriformaton by
Septemben 0" for incluson in the 3 Yearly Edition vhich is sehto the nembersat the bginning of
October
- Get all the abwe information posted @ the MAAVS web site atwww.maavs.org
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4.

B.

CONVENTION COMMITTE E CHAIRMAN

Hospitality Committee Chanan (Appointed by the Gwention Chairman)

Sets up a room cke to the Show and @nmercial Sales Rom to provide aplace to rest and have refresanis.
Refreshments arreimbursed by MAAVS. Donationsoin the host club masupplement MAAVS coverage.

The Hospitaity Room slould be open &day on Fiday and Sarday duing the Conventin. It doesn’t fave to
be mannel during all these hours, bushould havesome lochoversight.

Consider buing coffee serwe from tle hotel ® reduce comniiee wokload.

Convention Treasume(The MAAVS Treasrer)

1. The MAAVS Treasurer will be the Convention Treasurer.

2. The Convention Treasurer regives all checks and cash fromrm@ntion sales, and pays all hotel and erpe
bills.

3. Collects Commercial members’ sales tax and either pays #te 8irectly, or giveshe money to the Host Club
Affili ate Treasurer to pahe State.

4. Provide cash to thewards Chairman for igtribution to show award winners.

C. Convention Brochure Cairman (Appointed by th€onvention Chairman)

1.

2.

[EnY

&

Getan up-to-datenembership rosterdm the Membership Chairmaarfthe brochure. Thilisthng will serve as
the MAAVS annual addess booket.

Commecial Chairman will send a letteotall Commercial affiliagds and an ad will run ilthe MAAVSMemo

soliciiing ads forte brochure.

Obtain lettes from the Predient, Conventiomnd Show Chairmen. Inae letterdrom local offcials sich as

the mayor or governadf possibe.

Respamsible for producton and copyig of thebrochure keeping cos as éw as possile. Enoughshould be
producedso each membeaf MAAVS receivesa copy. Thos@ot atending he convenbn will have onemailed

to them. Also, each new member who fai during he year should be matd a copy. Suggegbu put away
copiesto be mailed to MAAVS meimers not inattendance before the convention stactsysu have enough.
Many times, we give away too matyochuresiuring he converibn and do nohave enougho mailto the non
attending members.

Publicity Chairman (Appinted by the Conveion Chairman)

Mail a notice of our shw to all local individuals who normdy attend local shows, and to local gardelubs.

Go to SENIORCENTERS ASSISTED LIVING FACILITIES, and ELEMENTARY SCHOOLS to see if they
will advertse your egnt. Seior Centes and Asisted Lving Faclities are avays lookng for places to tae
their members.

Send a publicty sheé to al media nh the ara (newspaps, TV, radd, cable wtiors, alllocal canmunity
newspapers. Make €lis or postersf libraries local plam societés, nurseels, Home Depot, Lowes, etc.
Submit an articé to theAVM and any other plant magazines that might bentériest. Magazine deadlines are
very early. Chek their schedles.

Sendpublicity informaton to the hdel as well and make sure the hatek the hours of opening at the desk and
switctboard.

Registration Chairman (Apmnted by the MAAS President)

Prepares a registration form fobhe MAAVSvVema

Receivesall regdstraions. Tracks moneypad, members registered, eals ordered, field trips, programn
estimates number of exhibits/exhibitof@an non-menbers exhiht? Indicate on registraion form).

Update President, Convation aml Show Chairmemnd Convenbdn BrochureChairman orcurrentnumber of
registrants. Inform Convention Chair of all meals odered ty hotel deadine so the appopriate number/typewill
be ordered.

Send Treasurer all checks received for regisirati

Breakoutregistrantsby sta¢ andsend this infornation to the Cavention Brochure Ghairman forinclusion in
the brochure by pnting deadhe.

Registration Chairman makes badges with each regi&naames and other pertinentarrhation.
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The Convenibn Chairman mayappoint a jgecial cormitteeto assemlel regisration packetor "goody bads
and man the regtsation able. This isoptional, buthas been quiteuscessfuln the past.Information ondcal
history, shoppng, nurseries, psightseeing shold be availdle.

The regidraion Chaiman must makesure the regtraton table is manmeduring regigation hous. Consider
an hour or so on &urday morning for late arrivals.

A copy of the Convention Brochure is easily handed out with the name tag, migaihasists, and goody bag.

Membership Chairman (Appated by the MAAVS Resident)

This is an ideal time to set up a membership renewafallet Membership Chairman should have a cormoster
a receipt book, mmbership cards (if agirable), and extra pens.

Assign a few gople to work the reneval table. If renewals are light, handut forms Fiday night.
Maximize the colletion ofannual das so you doat have @ send renmniders to mebers aftr the Cowmention
through the nail.

Table Decor anéravors (Appointed bythe Convention Chairman)

Depending on the Friday night event altle decorations/party favors may be appropriate. An iddali or
affiliate other tan the Host Club may sisme these rpsnsibilifes. The Conventn Chairman willdecide.
The Awards Banquet shald have a enterpiecewhich can e given away,as well as eme sort ¢ table
favors/decorations. Stay with theshow theme Be innovaive in how thingsare awar@éd. Pe@le love to
second guess: dot on cup, under chair, on napkin, etc. Keep them guessing!

Commercial Sales Chairman (Ainted by the MAA® President)

The Convention Commercial Sal€hairman ishte Chairman of # Commercial Actities Committe

appointal by the Pesident.

The Convention Chairman should preide a layout of the area with dimensions, inf@tion on light fixtures,
ability to secure ara during na-selling hours, asilability of electrical aitlets,sizes ofthe available tables, and
whattype ofdrapimg/ skrting will be ugd to he ConvationCommercialSdes Chairman asarly as posbie.
(Skirtingis neessay in the Sale Room)

The Commercial Sales Chairmalays out the floorplan for the sales room aassigns commercial locations.
The Convenion Commecial SalesChairma will provide necesary nformdion © all Canmercial Members
planningto sell atthe Convention andcollectthetalde fees. The ablefees wil be gven b the MAAVS
Treasurer

MAAVS Treasurer will arrange hatidg of sdes taxmoney from Commeials Membersunles they opto do
it individually. This should be decided prior to the convention.

CommercialSales Chaman wil send outlettes solciting ads fothe Convation Brochure to &AlCommercial
Affiliates.

I. Ways and Means ChairmarAppointed by the MAAS President)

Coordinates all fund-raisig activities for the cavention to aoid duplication of effort. This includes waking with
the host club regarding any speciéfforts they presenof fund-raising.

Raffles and Auctons

Run an article in alkffiliate newtetters, inaiding The MAAVSVemq for raffe and action donations for the
convention.

Have a roll of tickets and bags to holttkets for raffe sales. Prepare sign-up sheets ductionswith pens
available.

Set up a schedulerfvolunteerso cover the tale.

Arrangefor people to conducdhe raffe during the Satrdaynight banquet if there is time andelect a perso to
announce winners.

Show Plant Sales

Maintains a 2 part redpt book for show pants that are sold. Try to get volunteers to helpdiarsales.

The buyer pays Ways & Means, the plemarked "SOLD," and the buyer given a&ceipt withhis/her
name, the plant name, and the purchase price. This resdlm claim check for the plantt is shown during
the pickuptime as the shw is being tak@ down. This is usually 4 - 5 pnon Saturay.

8



3. Proceeds are turned over to the Treasurer who distributes 80 % to the exhibitor.

J. Photography/Show & Cands (Appointed by th€onvention Chairman)

1. Conventionchair appoints a show photographer to take pictures of th&,shimning entries, plus andid shds
during he converibn and dimers. Al expenss will be paid by MAAVS.

2. All phobs ae £ntto he HBtaian for MAAVS ardives. The Historian bings he official phoo libray for
viewing at all MAAVS Conventions.

K. Judging School Chairman - wimeapplicable (Appaited by the Conventio@hairman)

Reasonale expenses Wl be pad for the Judgng Sch@l Teaher(s) Thee epengs nomaly do NOT

includetravel expenses (i.e.rines, milage) which wodl be cost prohibitive. They should Iinde one day (or

two days if the Judging Schotakes place over a two daypod) of hotel accomodations and reals.

2. Writes to the AVSA Judgng Schod Chairman for approval to hold theschoolat least 2months before he
convention. There is a $15 application fee.Give dates and otheecessarynformation (se AVSA Handbook
For Growers, Exhibitorsand Judgedor particulars and the proper form).

3. Writes notice for he AVM andThe MAAVSMemoannouncingthe Judging $hool. Include what paticipants

must bring with them. (AVSA entry cards, ribbons, Judges Handbook).

Contacts a teacher for the Jgidg School. Check tsee if they have any special requirements.

Have pants available fo use in the Juding Schal.

6. One month after the govention, checks with those who tkdhe test to see if they have received their grades.

=

oa s

L. Program Chairman (Appointe by the Convention Chaman)

1. Contactspossible speaker®r the Convention, working out details such asial and departure times. Make
sure they haveadequae transportéion to and fran the hotel.

2. Offer one nights fredlodging as a peaking indicement, ad deperding on the spaker ofér to reinburse for
air/car tavel. How much to raiburse is a dedisn the Conventin Chairman must make.

3. Ask the Treasurethow tohandle the payment for the lodging,heit by check to the speaker as reimbursement
or direct pgyment to the heel.

4. Arrange for introductions of speakers at each sessi

5. Assign a Program Aide.

Program Aide

1. Arrang for asignannouning the sesion otside of the room.

2. Work with program speaks, b obtan any pops or iems hey mght ned for heir pesenation (podium,
microphone pblackoard,etc) Askfor this nformation BEFORE the convention. Some of these items are part
of the contract with the hotel, but there are charges.

3. Make cerain wder s avaliabledurirg the pogram.

4. The Conwention Chairman mst approve any adtonal costs for programs.

M. Show Chairman (Appointed biyne Convention Chairman)

1. Choosea show them and colas with the Cowention Charman.

2. Oversee all show aomittees.

3. Notify the Ribbon Chaman of the number of classes atypes of ribbons eedel. Hdp sekct he showtheme
Best-In-Class ribbon design.

4. Submit show scheduleof AVSA approval along with aheck to cover th&VSA Collection rose#s - check

invenbry first todetermire how many cdéction rosets are neded.

5. Write letter for convention brochure and send to Brochure Chairman.

Put an article imhe MAAV3Memowith contact information for Design spa reservations.

7. Obtain floor plans of the show room to share witlagihg chairman Ensure that thdloor plans wth table
layouts are complete ansubmitted to the hotel by their deadlines.

©
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SHOW COMMITTEE CHAIRMEN

Staging Chairman (Appointeby the Show Chairman)
Show Chairman Bould sipply the Staigmg committee with a detailedofbr plan of the showroom and the
numberof tabks thatare available. Staging Chairmatetermines the layout of tables so that the show &a
pleasingappearance from the nmmaéntry. Anne 2 and 3 show how to sap a standard Sho®Room with the
requirednumber of eithe6 foot or8 foot long &bles. Prepare a datled draving that will be used byhe Show
Chairman and htel in setting up tables.
Requirements for cmmercial display tables:
Sized to acommodae commercial displays described ihhe AV®\ Handbook Fa Growers,
Exhibitors, and didges.
Design ard set up a them table for topwinning plants.
Coordinate with the show theme ancolors,as wellas the btel decoating. Check wih the hogl as ¢ color of
skirting and also determine what lighting uised in their Xitures. Try to put designs in an aredhsut direct
sunlight or large ftures to avoid glare and distortion.
Be availabé during lhe show setip to assit theshow chaiman ifthere ae lastminute dlanges neked.

Schedule Chairman (Appated by the Show Chairman)

Use schedule fronthe prior year for format and classes.aké only required chares.

Decide if non-menbers will be allowed to exhibit. Ywmight want to have a N@ICE class.

Obtain informaton on stes and numbsrof nihes to be wgpplied for the show. Write design classes and

forward to show chairnan for appoval.

Forwarda compléed stieduleto showchaiman by pecifed daé so tlat itcan be sbmited to AVSA.

Forward copyd brochure cairman oncepproved.

Forward a copy to editor of The MAAV3Memoand the Emtes Chaiman once appwved.

Critical Inputs forThe MAAV3Memo(Earlier inputs are alwaygelcome):

- An approved or unappwved Design &hedule byFebruary 28 for incluson in the 1 Yearly
Edition which is sent to the members on March 1
- An approvedor unapproved Hoiculture Scheaule by May 2% for incluson in the 2°
Yearly Edition whih is sento the members on Juné& 1

Design Resert@mns Chairman (Appointedythe Show Chairman)

Accept reservations forakign classes and transmits any correctionshanges to those entering designs.
Design entry cards are made by the Eiets Chairman sing the AVSA FirstClass and Entes Computer
Programs. After the designreservaton deadine, forward the rames of thneindividuals in e&h design clas to
the Entries Chairman.

Show Awards Chairman (Appdied by the Show Chairman)
Purchase Show Award Ribbons

a. Inventoy ribbon nedsand orcer only what is neded. Chek on current ribbon inventory. Ohain

numberof clases in kow schedud to detemine numbemwf BIC ribbonsand speciarosetes. Wok

with the ShowChairmanto pick a BIC ribbon thatinterpretsthe show theme

b. Ensurehat ribbols are deVvered b the showoom bédore judging Be sure thathe show chaman

delivers the AVSAcollection ribbons.

c. Leftover ribbons are given to the Properties Chairman foauee next convention.
Requestcopies ofall documats flom the prevous awardshairmaras a guideo the various award listhat are
needed.

Determinewith the treasureif there are any fuds carriel over fran the prevdus convenon. Sart an awrds
list with these funds, listing donors and any designations for the award

Standingawards: MAAVS nay provide $5 for each Best-l@lass avard, $50 for best MAA\S collection, and
$20 for secod best MAAVS colledon. The HostClubmay provide $50 for th&est in Show in hdiculture
and $50 for Best Design or a comparaplft for each award. This ia traditon, but not a harand fast r.
Sendout a letter requesting awardem MAAV S members, as well as Commigricand Qub Affiliates, about
2-3 months prio to convertion. Include inthe leter a statementhat monetay donatiors will be carriedover to
the next convation if not awarded. Le¢rs may also beest to commercialendors who supply Aitan violet
items such as fertilizer or physan. NBTThe MAAVS membership chairma will provide address labs.

11
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11.
12.
13.

14.
15.

16.
17.
18.

—h

Run a form requesting awardsTime MAAV3Mema

Keepa listof allawards reeived, ad forward a copy ofhis Ist © The MAAVSVMiemoeditor for publication in
the SeptembelEdition, to the Entries Gairman, aw to the individual who piblishes the Cavention Saivenir
Booklet.

Forward checks to theMAA VS treasuer.

Assignmonetaryawards tdahe standard sbhw awardribbons, aml advise theEntries Chaman whichribbos will
be awarded. Tese ribbons are as follows:

Hort Tri-cobr Design Trieolor 1°' Best Hort 2" Best Hort

3" Best Hort 1°' Best Design 2" Best Design 3" Best Design
Sweepstake Hort Sweepstake Design Best Standard Best Mini

Best Semimini Best Container Garden Best Plant Arrangement Best Flower Arrangement
Best New Cultivar Best Gerneriad Best traiér Best Species

Best Variegated plant Best non-variegated plant Judges Award of Merit

Starting with the2008 Convention, we need to irtlude in our order a Best T' Time MAAVS Entrant

Ribbon and a Best Noue Ribbon.
Requestfunds fom MAAVS treasurerto cover cah awardslO days prior to the convention. Prape cash
award envelopes for awinners,listing each award and the dormr the front othe envelope.Determine hw
to distribute cash and items that haveebeontributed as undesigreal awards.
Plan to be in the show reo during judging to ensuréhat the judges give out all awards.
After judging, mark each winrrés name on the approjate envelope(s) and plaie presentation of awards.
If all awards are not given out (Bmple: there is10 exhibit b meet requirementsf a designatd award such as
there § no noviceentry ora speciftc plantis notentered), make a list of undetred awards for threasurer and
the next yeas awards chairman.Money is carried oveto thenext cowention unles the donor spdaés
otherwise.
Return anyift certiicatesto donorsfinot awaded.
Generde Peoplés Choice Award Envelopes wth label on ouside “People’s Choice Balldtand inside plag 1
ballotfor Horticulure and 1 kallot for Dedgn. Deliver to Convertion Registration so they can & placed irto
each Cawvention Registration Rcket.
At completion of Convention, forward your eypense acount to the MAAVS Treasure for reimbusement.
Gengate Awards Report for Show Chairman’s Report.
Give out award at AwardsDinner. Ask the MAAVS Presidert come down from the podium and shake eah
award winners’hand as the awardrevelop ispresentd.

Judges & Clerks Chanan (Appointed by the Sk Chairman)

Putan applicatin blank for in¢rested judges drclerks to wlunteer their services iThe MAAV3Mema Send
a response to all persons who volunteer.

Subdividethe show imd speciic judging sedions once ya have revieved all entries @ Thursday night to
asses size of classes. Assign judging panels for the shabecide in advancevhich panel will judge for Bst

in Show categories.

Insure thaboth AVSA and MAAVS Collection skets are avkible for he judges and thalhey have beerilfed

out correctly. Place a remindén The MAAVSMemo prior to the Bow regarding th entry processtimes
entrieswill be open,and necgsaryinformation for Colections, sch as a AVSA membeship card and
registation umbers foplantsbeing ergred.

Provide clip boards for judges clerks. (Local club may provide these).

Arrange a wak area outside of the showroom for deciding the SSA. The show should open as soon as judging

of plans is compdted.
Preparegifts for he judgesad clerks Conside giftcertiicate b be used fomny commercial purchase in the
Commercial Sales Room that will be reimbursed by the Treasurer to the Commercial Member.

Entries Chairman (Appoirgd by Show Chairman)

Usethe AVSA 1° Class andEntries prgram. Olains all necessaryquipmert for the proess. See Anex 1 to
this manual for guidance running thentties and Classification tables.
Coloredstickers should be placed ofapt ernriesthat ae eligble for gecial avards suclas bestrish Firt, or
best Lyons. The Awards Chairman will supply a comprehensive list bdferentries begin.
Entry cards (if the Propeigs Chairnan does ot hawe enough an pdated AVSA 1 Class dat base mushe
ordered from AVSA ly the Entries Chairman.
Receivethe bllowing inpus tobuildthe AVSA ' Class Show Program Eil

- The Show Schedule frorhe Schedule Chairman

12



- The Awards to be givefitem d para 7 and 9 abovebi the Awards Chairman

- The Design Reservians receivedrbm members from the DesidReservation Chanan
g. Classification ChairmanAppointed by Show Chairman)
The most curentedition of AVSA F' Class must be es to clas$y entries on a computer. A mtiedMVL list can
be generted flom the AVSA 1 Class program (by searching on a space on the Searcknp@ed shouw be
availableat the clasificafon table. The updatd AVSA 1* Class is norméa} ordered by th Entries Chaman when
they order the Entry Cards. The Table on page 4 identifies necessary taldkss§ificatbn and grooming.

h. Placement Chairman (Appoied by the Show Chairman)

1. Recruit volunteers to cary plants and etmy cads from enties b the showaom and placenithe appropate
classes. Be ge that a stake witlplant nameis in each entry.

2. If a plant appears to be entered into the wrong clastsfy the Clasdication Chairman.

After all entries a& complete, reaange plantsor better spaog and overall beaybf the show.

4. Be available at the close of the shdo assist in transferring sold plants to new owners.

w

I. Education & AVSA Information Exhibit (By invitation to a lochaffiliate person by the

Show Chairman)

1. Work with the Show Chamman to determinehe type and ge of exhibitto be set up and adation tha will
encouage visitors to visi the display. {tis chairman should be local for ease liansporting items for the
display).

2. Be sure to have AVSA culturelflers on theable.

3. Two entry cards are reded fo this exhibit.

j. Show Plant Sats (this is handkd by the Wagand Means Committee Chairman appointed
by the MAAVS Presient)

See above under Wa and Means Committee Chairman.

k. Properties Chairman (IlRequired is Appointethy the Convention Chaiman - - Normally
this is MAAVS Non-board Committee)

Works closely with tte Show Chaman to cmrdinate itens neededfor the show th& have beenpreviously
purchasedand kept instorage. Stores aah delives thesepropertés to tle hotel. There are airhited rumber of
MAAV S properties to be concerned with:

1. The MAAVS Flag with weghted bae (wih Ken Barbi inNovember 2011)
2. The Show planplastt stakegwith KenBarbi in Novenber 2011)
3. Stickycolored DOTS for Cles card$o denotespecialitems (ith Ken Barbiin November 2011)
4, The Show Seotin/Classards and S¢ion/Class card dlders (vith Ken Barbiin November 2011)
5. Two (2) black easels (with Ken Barbi in November 2D11
6. MAAVS Membership Pins (wh Ken Barbim November 2011)
7. AVSA First Chss Enty Cards 30qwith KenBarbi in Novembe2011)
8. 12 clipboards for 8 1/2" x 11" paper
9. Show Ribbons (with Ken Barbi in Noveneb 2011):
500 blue streamers 300 red streanres 200 whitestreamers
9 Judges’ Avard of Merit 1 AVSA Stand 1 Awards 3 AVSA Stand 2 Awards
1 AVSA Mini/semi 1* Awards 1 AVSA Mini/semi 2"* Awards
10. Epson computeprojectorfor pregntatons (wih Ken Barbi inNovember 2011)

Section/Class calls Notes

1. Checkthe stow schedule to be sure there are suéfiitiSection/Class cards, and they are labé alongwith
the card héders. Thenumber ad descrigion cards areeused ealt year.

2. Names of degin clases shoud be typed out Check wih Stagng to seéf a speific styke is bemng used.

3. Ken Barbi stoes the Saton/Class cardand holdersand updats them ezh year ameeded.

Nich Notes

1. Useniches from the Host Club or another nearby a&fdi MAAVS dces not want to constrticcarry, and find
storage for rdhes. Acknowledgmenmf the loan cago into the broclre.

2. Raiseall smal desigis so thg can be sen at eydevel.This can be daneasy with PVC pipe on tabléegs,or
putting them on top of little boxes or ffee cans.

Class Divider Ribbons Notes: Ribbons todivide the clases are pufttased by theStaging Chaman andgenerally

carry out tle show theme.
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Other Items Notes: Review the hotetontractwith the show chaman to deéermine wha is supplied ly the hotel.
Usually skirting is incuded in the hotetontract. Somahes we buy whé plastic @ roll over thetablecbths to
protect themfrom water and dirt.
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Annex 1
Entries Process for Use with AVSA Entries Computer Program

When you register at the convention sit@uywill be askd to indicate the time you will be
enteringon the single day of entries (Thursgjaand the number of plants. Thislivallow us to
efficiently schedule the entries processnlyYOmenbers on Thursday tours will be able to enter
exhibits between 6 pm and 9 pm orhdrsdy evening, but must provide their Entries Sheet
(describedbelow) before hey leaveso we canleave space for their exhibits. All DESIGN
classes will be pre-entered, so design exhibitors can go dit@thlgir niches to work.

Here’s what you need to know to make the process work:

StepOne - when you ame in the entries area, you will be greetedtty Entries Coordinator
who will give yau an Instrudon/Entries shde(attachment 1)temporaryplant D cards
(attachment 2), plastic name stakes, and assign youdomigg table.

StepTwo - atthe grooming tale, you will prepare youplants, and fill out the Entries Sheet
Make sure gur name and adelss are under thpot.

Step Two A - you mut fill out the tempr@ary plantlD card withthe plantname, you
name(bring some name and address labels to stickam) theclass. The AVSA Entries
Computer Program wiprint the final stak name and entriesards.

Step Two B - place the plastic name stake (holding the temporary acand) into the
pot. If you have a tight leafed plasuch as a petrocosmea, don't stake it.

StepThree - whengu are readyo ente your plans, the Entries Codmator will dire¢ you to

one of the clasificaton teams. We will have two fully manned teams: an express team for
amateur and commercial »hibitors (5 or fever plants) and an arateur and commercial
exhibitors team (6 or me@ plants).

StepFour - when your plants have been througgni@s/classification, they become exkstand
our placement team will move them - - you’re DONE!






Mid-Atlantic African Viol et Society Conv ention S how
Plant Entry Form

(Design Classes have been pre-entered - - Go directly to your niches to work)

Exhibitor's Name 1st Time MAAVS Show Entrant Novice

Checked |Class [Name of Plant (Please write clearly sowe don't have to find you to intrepret)
By #

(Note: The convention staff will sell your exhibit if you place a price on the inside of the Entry Card.
MAAVS will retain 20 % of the sale price and return 80 % to the exhibitor.)

ONLY enterl0 plants per sheet - - Please start another form
if you have more

Atch 1






Plant Name:

Class #:

Exhibitor's name:

Plant Name:

Class #:

Exhibitor’'s name:

Plant Name:

Class #:

Exhibitor's name:

Plant Name:

Class #:

Exhibitor’'s name:

Plant Name:

Class #:

Exhibitor's name:

Plant Name:

Class #:

Exhibitor’'s name:

Plant Name:

Class #:

Exhibitor’'s name:

Plant Name:

Class #:

Exhibitor's name:

Atch 2







Annex 2
Previous MAAVS Convention Venues

Year City Hotel

2012 Richmond, Virgina Sheraton Richmon@ark South
2011 Baltimore, Maryland Crowne Plaza Timonium

2010 Owego, New York Treadway Inn

2009 Williamsburg, Virgnia Woodlands Hotel and Suites

2008 Fredericksbug, Virginia Fredericksbrg HospitalityHouse
2007 York, Pennslyania Holiday Inn

2006 Owego, New York Treadway Inn

2005 Richmond, Virgina Comfort Inn

2004 Annapolis, Maryland Radisson Hotel

2003 Raleigh, North Carolina  Embassy Suites Harrison Oaks, Cary, NC
2002 Rochester, New York Holiday Inn Airport

2001 Raleigh, North Carolina  Four Points Hotel Sheraton

2000 Frazer, Penndyania Sheraton Greater Valley

1999 Richmond, Virgina Holiday Inn Central

1998 Baltimore, Maryland Sheraton International BWI Airport
1997 Williamsburg, Virgnia Williamsburg Holichy Inn Hblidome
1996 Virginia Bead, Virginia Holiday Inn Sun Spree Resort Hotel
1995 Pittsburgh, Pennbsania Holiday Inn McKnight Road

1994 Frederick, Maryland Holiday hn Francis Scott & Mall
1993 Richmond, Virgina Holiday Inn Central

1992 Timonium, Maryland HolidayInn Timaiium Plaza

1991 Virginia Bead, Virginia Holiday Inn Sun Spree Resort Hotel (No show)






Annex 3

Show Room Lay Out with 6 Foot Tables

----- 25feet ------------

I

Electric

43 feet

This diagram shows two 25 ft x 43 ft conacted balfooms with 50 6 ft x 36 inch tablearranged for a show

I I I

4 6 ft x 36 inch tablesare also provied right outdde the Show Room for Clasification and grooming






Annex 4
Show Room Lay Out with 8 Foot Tables

25 feet --—--------- >

Electric

This diagram shows two 25 ft x 43 ft conacted balfooms with 36 8 ft x 36 inch tablearranged for a show

I ) I

3 8 ft x 36 inch tablesare also provided right outdde the Show Room for Clasification and grooming



