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PART I
The purpose of Part I of this Planning Guide is to assist prospective convention host groups in determining the requirements for, and if adequate facilities and wherewithal are available to support a successful RMR convention.

1.  PREPARING A BID

To facilitate your planning activities and the earliest acceptance of your convention bid by the Region BOD, it is recommended that a convention committee be established at the earliest possible date empowered to:

A. Draft a Proposed Schedule of Events (a Program).

B. Determine the Size of Facilities required.

C. Survey local community for Suitable Convention Accommodations.

D. Establish a Preliminary Budget Estimate.

E. Establish tentative Convention Dates. Contact the Regional Coordinator (Region Vice-President) in an effort to avoid conflicting with some other function or event that might affect attendance.

F. Approval of the convention committee’s report by the majority of the hosting group’s members. This should assure more active support by the membership as a whole.

G. Submission of the Convention Bid to the Regional Coordiantor at the earliest possible date, however not less than six months prior to the tentative convention dates.

H. A signed letter of intent from the convention hotel.

2. COMMITTEES

After the host group’s basic concurrence that you would like to sponsor a Region Convention, the most important task is the careful selection of the Convention Committee.  From the volunteers, be selective.  Committee members must be thoroughly committed to hosting the convention, be conscientious, and willing to put forth the extra effort to insure a viable and successful convention.  A few of the functions needed to accomplish the job are:

· Convention Chairperson

· Registrars for Pre‑Registration and the opening days of the Convention.

· Convention Treasurer should not be the hosting group’s regular treasurer. Could also function as one of the Registrars.

· Convention Contest Chairperson.  Should contact the RMR Contest Chairperson for further information.

· Contest Registrars. At least one for each type of contest event.  Contact the RMR Contest Chairperson for further information.

· Publicity

· Tour Guides as required

· Chairperson for Non-rail activities

· Auctioneer if a live auction is to be held

· Auction Chairperson to take care of the bookkeeping for a live or silent auction

· Security Detail if the hosting committee plans to provide from volunteer members

· Program Chairperson

· Layout Tour Chairperson

· Displays Chairperson

· Prototype/industrial Tour Chairperson

3. BANK ACCOUNTS

A separate bank account, specifically for the convention, will be set up.  All income and expenses should pass through this account.  In cases where individuals are reimbursed for expenses, proper documentation should be provided.  At least two people should have signatory authority on this account.  This account needs to be in place prior to the Treasurer writing a convention advance check.
4. PROGRAMS

Development of a full program is most important to the success of the convention.  Plan as many activities as possible into the time allotted.

A. Clinics, both live and tape.  NMRA tape / slide clinics are available but must be reserved early.  Contact NMRA and the model railroad hobby magazines for possible clinicians.
B. Displays, static, operational, commercial, and non-commercial.  Contact local clubs, associations, train collectors, rail historians, passenger or railfan groups, live steamers, and museums ‑ in fact, any and all groups or individuals interested in modeling or railroading.

C. Movies. ‑ Kalmbach and many railroads loan or rent movies for showing at meetings or conventions, etc. Reserve early and return the film promptly.  A separate room is not necessary, although desirable.  Continuous showing could be planned.

D. Tours and/or layout visits.  Make your initial contacts as early as possible; obtain entrance and tour information, especially any restrictions on group size.  Make necessary transportation arrangements.  Contact again about two months before the convention and reconfirm, as necessary, no later than a week before the Convention.

E. If non‑railroad activities are planned, such as a dance, be sure to schedule some railroad activity if possible, such as movies, during the same time.  Remember the primary interest of the group.

5.  CONTESTS

Not all NMRA contest events or all model construction categories need be included (refer to page 57 of the Special Issue Bulletin date January 1977).  However, during one meet each year, all model, photo and non-rail categories should be included.  The RMR BOD will advise when accepting the convention bid if all model categories are desired.  The Convention Contest Chairperson will handle the local details; however, the Region will provide the judges and awards.  The Region Contest Chairperson will conduct and supervise the contest, and will be aided by the Convention Contest Chairperson.  The Region Contest Chairperson and the Convention Contest Chairperson will be jointly responsible for manning the contest room during viewing hours.  Early receipt and completion of the contest forms by the entrant greatly expedite the entry registration and also could result in the entrant receiving more points due to a more complete description of the construction details, etc.  The entering of a model or photo by a judge of the event would be discouraged.  Even though judges conduct themselves scrupulously, it could provide a cause to question the integrity of the contest and/or the sponsoring activity.  Judges will not be allowed to judge a category in which they have an entry.  The Region Contest Chairperson should be kept informed of all plans concerning the contest.  The Contest Judges should be given some form of recognition at the Awards Banquet for their contribution.

A. The Model Contest should be conducted in a separate room that can be locked.  The Region Contest Chairperson should be the only person with a key to the room during the convention.  The hotel management should be instructed not to allow janitorial staff into the room during the convention unless accompanied by the Region Contest Chairperson. 

B. Sufficient tables to display the models should be provided.  Tables should have white linen covers if they can be obtained.  The number of tables required varies with the number of entries each year.  Be prepared to obtain additional tables should they be required.  

C. The lighting in the room should allow for easy viewing, and judging of the models. 

D. The contest room, and table layout, should be such that the Convention participants can safely view the contest entries with out causing damage to them.

E. The Region will cover the cost for any awards needed for the contest.  The Region Contest Chairperson's annual budget should be sufficient to cover the contest awards.

F. It is suggested that the hosting committee provide additional volunteers to assist the Region and Convention Contest Chairpersons in the areas of security. 

G. The Region Contest Chairperson will require power in the room for use of a personal computer and printer. 

H. The Convention Committee will provide refreshments or lunch during judging if necessary for those that have volunteered their time to act as judges.  
I. The Region AP Chairperson is responsible for staffing the Contest with qualified judges.  AP Judging at Region Model Contests is of course optional.  Those models that are entered for AP judging will be identified.  Models will usually be judged on the Saturday or Saturday night of the Convention.  The assignments of judges and the final outcome of AP judging will be determined by the Region AP Chairperson.
J. Digital photos of 1st, 2nd and 3rd place models in each category should be shown to the audience during the awards ceremony.  These photos should also be included in the email version of the Callboard and the region website.
6.  AUCTION ‑ LIVE or SILENT

Auctions are usually well received; however, they do take up a lot of time if they are conducted live.  To be successful they do require a good bit of record ‑ keeping.  The proceeds of the auction are usually ten percent of the total sales.  An exception can be for the person buying back their own item and only charged five percent, or a maximum buy ‑ back charge can be established.  But a charge is necessary since the item took up time.  If an item gets no bids, then there should be no charge.  A minimum bid system takes a lot of time, often with no successful bids.  The system with the person buying back their item usually works well.  For best results in totaling auction figures use an adding machine with a tape.  The Auctioneer should be familiar with railroad items so that he can properly describe them to the buyers.  Most often a volunteer from the model railroad community will work best.

7.  BANQUET / DOOR PRIZES

When contacting the caterer concerning the Banquet, do not commit your group or the Convention to a specific (guaranteed) number of people or plates.  You must be able to supply or confirm this information to the caterer within 48 hours of the Banquet and also find out if you can add to, and by how many, as late as the day of the Banquet.   For initial discussion use your break-even point.  Obtain the total banquet costs per plate to include taxes and gratuity, in writing.  Admission to the Banquet should be by ticket only.  Door prizes are an enjoyable part of the Convention.  Appropriate refreshments will be provided for contest and the BOD meeting.  Many local and national businesses will contribute items as door prizes.  Either a ticket system or a drawing of registration numbers can be used.  Announcing the winners during or after the banquet could increase dinner attendance.  The tickets can have two parts, one of which is deposited for the door prizes.  Having volunteers announcing door prizes during the dinner will save a great amount of time.  Be sure to give recognition to the contributors when the prizes are awarded.  If you buy the door prizes, do not expend a large amount on them.   Non-registrants should be allowed to attend the banquet only.  These include;
· Family members and friends of registered attendees.

· Vendors and exhibitors

· Home layout hosts

· clinicians

8.  FACILITIES

Contact the establishments being considered and talk to them about your needs.  Be prepared with a good idea of what you need; better to have a set of layout plans.  Do not take or make verbal agreements.  You want to know the room costs for all convention facilities you plan on using, and also what extra costs will be for additional space if needed.  If the establishment is to cater the banquet, its total per plate cost including taxes and gratuities.  Obtain all agreements, explanations, and as many details regarding the cost for the various services in writing.  You will need space for:

· Registration

· Displays

· BOD Meeting

· Clinics

· Contest Room

· Movies

Space for people to gather and visit is also desirable.  The Clinic Rooms must seat 50 or more, should have a public address system, a projection screen, a blackboard, extension cords, and adequate ventilation.  Contact the clinic givers to ascertain their needs for projection, etc.

9.  BUDGET ESTIMATE

The cost of the convention can be critical so look at all aspects thoroughly.  Include all foreseeable expenses; convention facilities - break it down by room; printing; projection and other equipment rentals; committee and conventioneer badges; postage; clinics; security; insurance; tour and layout transportation; awards banquet; and if necessary, door prizes.  Total and then make a reasonable estimate of the number you are sure will attend.  Divide this number into the total cost estimate - this is how you determine your breakeven point.  Add at least one dollar for each projected attendee to cover any possible errors in calculation and establish the convention fee.  Review all calculations again.  Are they realistic and is the convention reasonable?

10.  PRE‑REGISTRATION

Pre‑Convention advertising is extremely important, however of utmost importance to the convention committee is the pre/mail Registration Forms.  Besides containing the registrant’s Name and Address, it should provide for:

· NMRA Membership number and expiration date.

· Type of registration - adult w/ banquet; adult w/o banquet; youth; banquet only, etc.

· Contests (model, photo, etc.) registrant plans to enter; number of contest forms required.

· Each tour or additional fare activity planned to go on.

· Non-rail program and often hotel / motel accommodation information desired.

This information is extremely helpful in the planning for and setting up programmed activities.  As pre-registrations are received, each registrant should be assigned a registration number for the convention.  This should assure that registrants are correctly assigned to requested tours and/or additional fare activities.  It would also assist in determining which registrant should go on a “forced reduction” tour.  It also expedites model registration, auction bids, and could be used for as much of the additional book keeping as the committee can foresee, for example door prize winners.

11.  REGISTRARS

Registrars, especially those registering contest entries, should be the most knowledgeable members of the convention committee.  Try to place your registration desk/table at the main point of entry to the convention area.  An as‑registered convention work sheet should be on the registration desk for constant referral.  This should reduce mistakes in assignment to tours and any additional fare events.  Enlarged copies of the timetable, schedule of events, or program should be displayed near the Registration Desk.  Use some sort of badge to identify those registered.  It has been found that the self‑stick badge does not last as well as the ones with pins.  The entire Committee should be alert for anyone in the display or clinic areas or on tour without a convention badge.  Have tables outside the contest room /area to receive entries.

12.  PUBLICITY

As soon as possible after receipt of the RMR BOD acceptance of your convention bid, start your publicity.  Get news releases, including contest scheduled, out to the commercial publications, the NMRA Bulletin, and the RMR Region’s Callboard.  Plan a direct mailing or an insert in the Callboard with a clip of the Registration Form.  These early actions should give the registrants / contestants the maximum time to prepare.  As much information as is possible about the convention should be made available.  This will generate more interest and help increase attendance.

NOTE: Please work closely with the Regional Coordinator in regards to any publicity.  The lack of PR and publicity has been the downfall of several RMR conventions.  

13.  ADVANCE

If advanced financial support is required after the bid acceptance, the host committee should promptly forward a request for these funds to the RMR BOD through the Treasurer.  These funds are available to provide operating capital prior to registration receipts, and are to be considered a loan that is to be repaid after the convention is over.   The maximum advance is specified in the By Laws and is ultimately the responsibility of the BOD.

PART II
The purpose of Part II is to explain the requirements set forth by the Rocky Mountain Region, NMRA, in submitting a bid, hosting, and final reporting of a RMR Convention.

1.  SUBMITTING A BID

The hosting group has established their convention committee, accomplished all its initial planning, and is now ready to submit their bid to host the Region Convention.  The bid should be submitted to the Regional Coordinator as early as possible, however not less than six months prior to the convention, and is subject to review and acceptance by the Region BOD.  The bid must contain the following information:

· Tentative Convention dates:  Dates to be somewhat flexible in the event something else is already scheduled for that period.

· Location of the Convention: Name of the center / hotel / motel / mall. Include a brief description of facilities. Brochure if available.

· Planned Program: Brief description of clinics, tours, layout visits, extra fare items, contests to be offered, displays, auction, and banquet.  Provide any additional information appropriate to the convention, i.e.; list of other events scheduled in the convention city during the convention period.

· Preliminary Budget Estimate: Include cost of convention facilities, supporting materials - printing, etc. and banquet. Include the breakeven point.  Also include convention registration fees and any additional-fare events.

· If at all possible, use the Region Bid Form that can be obtained from the RMR Website.

2.  REGION - HOST RELATIONSHIP

Some tips for REGION ‑ HOST RELATIONSHIP

· Once the convention bid is approved by the RMR BOD, the convention host committee may request advance financial support from the BOD.  These funds are available to provide operating capital prior to registration receipts.  This advance will be repayable after the convention is over. 

· The RMR BOD will have final approval or disapproval of all activities, plans, contests, etc. as relates to a Region-sponsored convention.

· After initial approval, the host is expected to work through or keep advised the Regional Coordinator information copies of all correspondence directed to the RMR President.

· The Region will operate all contests at the Convention and provide judges, trophies, and/or ribbons for the winners at no expense to the host.

· The net profit or loss of the Convention will be shared by the Host and the Region on a 50% basis.  

· The Host will provide necessary insurance coverage.

· All persons attending a convention will be required to register.

3.  FINAL REPORT

The Host Convention Chairperson will submit a Final Report on the Convention, within three months, to the Region President with an information copy to the Regional coordinator.  The report will contain the following minimum items:

A. Registration information should be broken down by category, i.e. Rails, Non-rails, Youth, Families, etc., and should include;

1) Attendance at the Banquet.

2) Early registration

3) Rails, non-rails, and youth

4) Attendance at any special event, such as a tour.

5) Attendance at a public train show by category (adults, children, families)

6) Daily passes.

B. Convention financial statement covering all receipts and expenditures.  Include 50% Profit Check.  

C. Comments and recommendations concerning the convention that would be useful for future conventions.  A news release article, with convention pictures, for publication in the Callboard should be forwarded as soon as possible and a copy attached to the final report.  Also, copies of the pre-registration form and the Program, Schedule of Events or Timetable would complete the report.

4.  REGISTRATION REQUIREMENTS


All persons attending an RMR convention must be registered.  Registration Categories are:

A. Adult with Banquet ‑ includes all activities such as layout tours, clinics, programs, auction, and public show.

B. Adult without Banquet ‑ includes all activities except Banquet.

C. Youth ‑ a reduced fee schedule may be established by the host committee; however, the cost of the Banquet must be recovered, if attended.

D. Banquet only ‑ must at least recover the cost of the Banquet.

E. Auction only ‑ a special fee for the auction only should be established.

F. Public Show ‑ a special fee for the display area only should be established.

G. Exhibitors ‑ No registration will be charged to exhibitors for access to the display area only.  Those exhibitors who do not wish to register for the convention should be supplied with a special exhibitors badge.

H. Lecturers ‑ (clinics and programs); no registration will be charged to those people who are there only to present a clinic or program.

I. Guest Speaker ‑ will be given full registration at no charge.

J. Judges ‑ no registration will be charged to those people who are there to judge only.

NOTE: The above region rules are there to assure that no one abuses the monetary aspect of our conventions.  Please ‑ no freebies!  Offering free or reduced registration to people such as those giving clinics and attending the convention can cause hard feelings among paying convention goers.  Please heed the rules so things don’t get out of hand!
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