90 DAY CHECKLIST

ANNOUNCER 

(
Has equipment been confirmed?  (See Grounds)

(
Power source identified? Internet connection?  Budgeted?

(
Location/set-up confirmed?

(
Volunteers confirmed for coverage at all events?
(
Sound check/equipment training scheduled?
(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

BANQUETS/MEETINGS 

(
Consult Host Hotel/Site Contract to determine deadlines for Banquet Event Orders (BEO) and schedule of final payments due.

(
Confirm set-up and location and complete BEOs for each event by deadline in contract?.

· Welcome





· Annual Banquet

· Judges Dinner

· Other?

(
Alternate location identified/reserved for Welcome Party if it overdraws?

(
Are you stuffing dinner tickets separately or together with rest of show?
(
Decorations planned?  

(
Favors identified? In budget? Turn around time for orders?  Going off estimates or actual registrations? Planning to sell extras at W&M?  Judges gifts? 

(
Complete and sign BEOs and file with Hotel by deadline specific in contract.

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

CASHIER/MASTER REGISTRATION 

(
Systems in place?

· Checks & Cash Batches (deposits) to Treasurer

· Special Requirements (Parades, Others? Educational Programs/Berner U, Health Clinics, etc.)

· Print/stuff name tags/registration info

· Onsite trouble shooting

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

CATALOG ADVERTISING 

· Number of ads received to date? 

(
Develop Deadline “Reminder” Strategy (e-lists, newsletters, etc.)

(
Communicate deadline to all parties responsible for last minute submissions- trophy donors, show committee pages (e.g. show chair welcome, thank yous, donor pages, section inserts, back cover ad from next Specialty, etc.).

(
Develop system to return original ads at show (at Catalog table?)

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

CATALOG SALES 

(
Estimated quantity to order?

(
Need change box and lots of $1’s and $5’s by Monday for first day of sales 

(
Do you have deposit slips to turn in cash of daily sales?  

(
Two volunteers secured to work mornings first two days of sales (pre-order volume)?

(
Volunteers secured for remainder of show? 

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?
CONFORMATION EVENTS/CHAIR 

· Final Premium List carefully proofed for errors/omissions?

· Chief Steward identified?  Confirmed?  If not identified, check with Judge’s Education Chair.  Someone working toward AKC license may be interested in performing steward duties.

(
Judges assignments confirmed?  (Coordinate with Judges’ Hospitality)

· Confirm with Superintendent:

· Equipment set-up day/time.  Will they provide labor for ring changes?

· Are they providing Judges book?  Other publications required on-site (LCA Standard, Show Trial Manual, etc.). 

· Complete set of arm bands for each and every class.  

· Ribbons/Rosettes (if applicable)

· Placement numbers and markers for BOB, BOW & BOS (if desired)

· Photo platform (if available – may come from Photographer)

· Veteran Sweeps prizes

· Communicate with superintendent that entry fees from Futurity need to be supplied to the Show Treasurer (for cash prizes). 

· Who is responsible for changing ring set-up?  Cleaning rings daily?  Superintendent?  Grounds?  

· Other equipment needed/ordered (tables, chairs, supplies for in-ring accident clean-up, etc.) Responsible party identified for set-up? 

· Coordinate ringside supply kit(s) with Judges Hosp. (i.e. gum, mints, hand sanitizer, Kleenex, safety pins, sunscreen & bug repellant for outdoor events, cool drinks – water, sodas, etc.)

(
Lunches ordered for Judges, Chief Stewards (Coordinate with Judges Hospitality?  Banquets?  Other?)  Private meal location identified?

(
Rosettes & trophies ordered?  Ring favors?  Who is responsible party to deliver?

(
Judges’ gifts? (Coordinate with Judges’ Hospitality)

· Signage/ropes to block off tents 

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

EDUCATIONAL PROGRAMS 

(
Have set-up requirements (tables, microphones, A/V, flip charts, etc.) for each course been identified with instructor?

(
Have BEOs been completed, signed and filed with Hotel by deadline specified in hotel contract?

(
How will class schedules be printed for each registrant?  Who is responsible?

· Will schedules be stuffed with Registration materials? Separate?  Do you need registration table? 

(
Volunteers in place?

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

FUNDRAISING 

· How are things going?

· Have you received any confirmed donations?  Qty?  Amt?  (Advise Show Chair and/or Welcome Bag Chair if appropriate)

· Any issues/problems that need to be addressed?

GROUNDS - GENERAL/BASIC 

(
Confirm all equipment & dates/times of set-up.

· Conf/OB (rings, mats, placement markers, jumps, etc.)

· Tenting (on-site/off-site, rented, borrowed)

· Rally (signs from MB-F – need to confirm)

· Draft (scale, obstacles, markers for freight haul)

· Plastic Sheeting for Hotel Rooms

· Equipment rentals required for each event (e.g. tables, chairs, port-a-potty, etc.)

· PA/sound system for conformation ring

· Identify ringside seating area for Judges’ Education.  Rope off/Signage?


· Who is responsible for hanging Regional Club banners?  Supplies needed?  How will they be handed over to next year?  Have they been informed?  Can they bring home?

(
Adequate number of trash cans onsite of Host Hotel(s) & Show Site? 

(
Are portable cans and liners required?  If so, supplier identified?  Budgeted?

(
Who is responsible for trash can maintenance?  Inside?  Outside?

· Required number of pooper scoopers?  Poop bags?  

· In-ring accident clean-up supplies? Room accident clean-up supplies?  How distributed?

(
Designated potty areas identified?  Signage?  How communicated?  Maps in welcome bags?

(
Adequate indoor restroom facilities?

(
Adequate outdoor restroom facilities (e.g. Draft, Agility)?  If no, has port-a-potty service been contracted?

(
Evacuation plans prepared?

(
First aid kit(s)

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

GROUNDS – GROOMING 

(
Layout determined? 

(
Supplies needed (duct tape, tape measure, caution tape, signage, other?)

(
Set-up day/time determined? Number of volunteers required?  Help confirmed?

(
Maps posted?  Where?  

(
Generator vendor identified? Set-up date/time? Lead-time if additional generator required?

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

GROUNDS – GROOMING: DOG WASH 

(
Dog wash area identified?  Water and power hook-up sufficient?  Drainage?

(
Supplies needed (e.g. hoses, splitters/connectors, tubs, tables, blowers, extension cords, buckets, etc.)..  Borrowed?  Purchased?  Budgeted?  

(
Have delivery dates for tubs been confirmed?  Set-up date/time identified?  Tools required?

· How will shampoo be distributed?

· Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

GROUNDS – OVERNIGHT (RV) PARKING

(
If  no overnight camping - Has Grounds Chair been advised?  

(
How will we deal with offenders?

· Layout determined? 

(
Supplies needed (duct tape, tape measure, caution tape, signage, other?)

(
Set-up day/time determined? Number of volunteers required?  Help confirmed?

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

GROUNDS – TRANSPORTATION & EVENT PARKING

· Adequate number of parking spaces at Host Hotel & Show Site (at least two spaces per hotel room)?  If not, has parking plan been developed?

(
Loading/Unloading parking area identified?  Signage?  Cones?

(
Handicapped provisions made?

(
Reserved spaces for Judges identified?  Signage?  Cones?

· If parking limited, spaces for photographer/videographer identified?  Signage?  Cones?
· Shuttle Service?  How will service times be communicated?  Welcome bag?

· Cleaning supplies needed for bus?  (paper towels, natures miracle, etc.)

· What will registrants receive for Shuttle Pass?  What if they lose it?  (Suggest sticker or something they can insert in/on name tag).

· Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

HEALTH CLINICS 
· Special needs identified (i.e. CERF requires dark room, cardiac quiet room free of distractions, large wait area, etc.).

· Complete and sign BEOs and file with Hotel by deadline specified in contract.

· Are contracted vets licensed in state?  Have assignments been confirmed?

· Supplies and forms/kits ordered?

· Are you stuffing Health Clinic registration separately or together with rest of show?

· Volunteers secured?

· Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

HEALTH FUND AUCTION OR OTHER BOARD APPROVED AUCTION/ FUNDRAISER (event organized by beneficiary of fundraiser, not Show Committee)

(
Confirm location and set-up requirements (tables, cash bar, microphones/podium, A/V, etc).

(
Complete and sign BEOs and file with Hotel by deadline specified in contract.

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

HOSPITALITY

· Has convenient location been confirmed?  BEO required? Completed?  Held in Park?

· How will location be communicated?  Signage?  Info in hospitality bags?

· Has each morning been sponsored? If no, what are your plans for coverage?  Budget?

· If sponsored, how are clubs going to be acknowledged?  Catalog?  If yes, need to develop “thank you” ad and submit to Catalog Advertising Chair before advertising deadline.

· What equipment rental is required?  (i.e. coffee pots & dispensers, extension cords, etc.) Suggest you solicit pricing from tent vendor/general party supply vendor – if tent vendor, ask that they throw these in or provide to you at discount).

· What supplies are required (i.e.  paper goods – cups, plates, napkins, sugar, creamer, stir sticks, etc).  Who responsible for purchasing?  Where will they be stored?

· Who is responsible for getting food/shopping?  Do they have large vehicle?  If yes, suggest that list of stores w/directions be provided.  If no, need to identify way to get food to room?  Budget?

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

HOTEL LIAISON 

· !!! Need to communicate cancellation policy to all members NOW prior to deposit date!!!  Suggest language be posted ASAP on the website and all e-lists!!! (Is hotel doing this?  Suggest several follow-up notices on all lists.

· How many names currently on wait list?  Follow-up with hotel to ensure that a) either they put people from list into rooms or b)  Liaison is advised of cancellations in a timely fashion so that room block is maintained (Texas had over 25 rooms at the host that did not get filled!!!)  

· How many people staying at overflow? 
· Confirm arrangements with responsible party for following meetings/events:

· LCA Board Meeting 

· Health Clinics 

· Health  Auction or other BMDCA approved auction 

· Judges Education 

· Other?

· Advise responsible party of Host Hotel/Site Contract deadlines for Banquet Event Orders (BEO) and schedule of final payments due.

· Complete and sign BEOs and file with Hotel by deadline specific in contract.

· What is the earliest date that items can be shipped to the Hotel?  Stored?  What address should be used?  Communicate info to Vendor Chair. 

(  Any issues/problems that need to be addressed?

JUDGES’ HOSPITALITY 

· Some judges will want to be entertained.  Some may choose to rent a car and remain on their own.  Suggest that a letter be sent to each judge now to confirm assignments, consult them for their travel information/pick-up required, preference of entertainment/on own, advise them of weather, how to pack, invite to Judges Dinner (with meal selections), also state which meals will be provided/on own, etc. I have sample letter/judges information sheet if you need one).   

· Judges assignments confirmed?  

(
Sweeps, Veteran Sweeps

(
Conformation 

(
Junior Show 

(
Obedience 

(
Rally 

· Hotel reservations confirmed?

· Judge’s checklist ready to be sent?

· Transportation/pick-up to/from airport required?  Confirmed?  (NOTE:  Any person providing transportation or entertaining/interfacing with judges can not show under that Judge.)

· RSVP to Judges Dinner (and meal choice received – communicate to Banquets). If not coming to Judges Dinner, request that he/she provide a write-up for Judges’ Dinner.  (Remind them the day of their assignment!!!)

· How will lunch be ordered for Judges daily?  Quiet location for them to eat identified?  BEO required? 

· Who is coordinating orders for stewards daily lunches?  How will this be communicated? Who is responsible for obtaining menus/making copies?

· Coordinate ringside supply kit(s) with Event Chairs (i.e. gum, mints, hand sanitizer, Kleenex, safety pins, sunscreen & bug repellant for outdoor events, cool drinks – water, sodas, etc.).  

· Thank you gift for each judge identified?  In Budget?  (In addition to their gift, you may also want to give each judge a goodie bag, and a favor from each event).

· Arrival gift/basket identified?  In Budget?  See guidelines for sample items.

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

OBEDIENCE & RALLY 

(
Final Premium List carefully proofed for errors/omissions?

· Judges assignments confirmed?  (Coordinate with Judges’ Hospitality)

· Signage/materials acquired to block off rings?  Who is responsible for roping off?  Sunday?

· OB equipment contracted with Superintendent?  Set-up times and location confirmed?

· Rally equipment contracted with Superintendent?  Other?  Set-up times and location confirmed?

· Other equipment needed (tables, chairs, supplies for in-ring accident clean-up, etc.) ordered?  Responsible party identified for set-up?

· Coordinate ringside supply kit(s) with Judges Hosp. (i.e. gum, mints, hand sanitizer, Kleenex, safety pins, sunscreen & bug repellant if outdoors, cool drinks – water, sodas, etc.)

(
Lunches ordered for Judge, key stewards (if budgeted), etc.  (Coordinate with Judges Hospitality.)

(
Rosettes & trophies ordered?  Ring favors?  Who is responsible party to deliver? 

(
Gift for Judges? (Coordinate with Judges’ Hospitality)

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

OPENING CEREMONIES 

· Are you having?  If no, make sure the National Anthem is present. (provided by Super? Played by LCA member, etc.) If, yes, do you have all the volunteers you need? 

· Coordinate with Grounds to set-up training for PA/sound system (sound check)

· Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

PARADES 

· Entries to be included in catalog?  Dates/info for submission of entries communicated? 

· Favors identified?  Will you be ordering after deadline?

· Do you have all the volunteers you need? (Suggest 6-10 people to help with line-up, hand out favors, etc.)  Announcer?

· Coordinate with Grounds to set-up training for PA/sound system (sound check)
· Need to devise system to distribute favors for no shows.  (Suggest you distribute as many as you can at the show – keep record/get signature for pickups.  Others will need to be mailed). 

· Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

PHOTO CONTEST (& other photo related events) 

· Location identified?  Signage required?

· Any special set-up required (tables, linen, etc.)  BEO?

· Display materials identified/ordered (stands, category signs, velcro, entry numbers, etc.)

· Ballots in Welcome Bags?  In room?  Ballot Box made?

· Rosettes ordered?

· Gifts ordered?
· When will ballots be counted?  Winners announced?

· When/where can photos be picked up?  How will this be communicated to entrants? 

· Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

PUBLICITY 

· Deadline for LeoLatter (last chance issue).   What are you planning to promote/advertise?  W&M?  General hoopla?  Invitation/message from Show Chair?


· Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

RAFFLE 

· State raffle rules investigated?  Applications prepared and filed?

· Location and set-up requirements identified? (tables, chairs, etc.)

· Supplies needed/ordered (tickets, bags, cans, Velcro, markers, etc.)

· How are you planning to get items to the Specialty?  Need assistance?


· Raffle rules need to be clearly defined and disclosed to attendees.  Copies made for Welcome bag?  Signage made for raffle area?  Badge secured for Raffle Chair?  Other items as required by state?

· When are you planning to set-up?  Monday? 

· Are you acknowledging raffle donors in catalog?  If so, ad needs to be submitted to Catalog Chair by deadline

· When will raffle tickets be pulled?  How will winners be communicated? (White board, tickets on bags, etc.)

· Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

REGISTRATION 

· When will registration tickets be stuffed?  Don’t wait until last minute – get this out of the way.  It will take several people a few hours).

· Who is responsible for printing tickets?  

· Stuffing party/volunteers identified?  (This job is very important and needs to be done very carefully/accurately to minimize headaches/problems at the show.)
· Name badge holders identified? Orders placed?  Assembly required? If yes, suggest it be done at stuffing party. 

· Determine what you want on name badges. (i.e. Logo, Name, Kennel name, City, State, etc.?.  Suggest that titles of all Show Committee Chairs and LCA Officers, Directors and also be listed on badge)

· Who is responsible for printing badge inserts? (Need to be ready to stuff with other items.)

· Have welcome/hospitality bags been identified?  

· Is the turn-around time sufficient to order exact qty or do you need to order an estimate?

· What are you putting in them? Purchased items (i.e. note pad, magnet, etc.)?  Donated items?

· When will bags be stuffed on-site? Volunteers secured?  (Pizza typically provided to helpers). 
· Has convenient location for registration desk been confirmed?  BEO required?  Completed?

· Who is responsible for overseeing Registration desk coverage?  Volunteers confirmed? 

· Locked storage area nearby?  If no, where will bags be stored?  Transported to desk?

(Suggest notice board be in Registration area to post notices, dinner tickets exchanges, etc. 

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

RESCUE GALLERY

· Do you have all the volunteers you need to help with set-up?

· Do you need any tables/chairs?  (Coordinate with Grounds.)

· Any changes to budget (additions/deletions)? Any issues/problems that need to be addressed?

SHOW CHAIR

· Create a binder with contracts for all judges and other professional services including AKC Superintendent, Emergency Veterinarian, Event Photographer and Videographer, professional steward, etc. Such records shall be made available to AKC® upon request and be available at the show site on each day of the event. 

· Include copies of AKC’s Disaster and Emergency Plan for each event and bring two extra copies – one for the event secretary and one for the announcer. 
TREASURER 

· Last minute payments identified? (If no, develop a schedule of anticipated expenses). 

· Budget provided to Treasurer with “to date” actuals (so that budget can be updated daily) 

· Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

TROPHIES 

· Have all trophies been ordered?  Received?  Other Awards?

· All trophy classes sponsored?  Collections?

· Have at least two helpers been identified?  

· Upon receipt, carefully double check each class in Premium list matches up to a trophy.

· Advise deadline for submission of Catalog sponsor list.

· Where will trophies be stored? How will they be transported daily to Show Site?

· Who is responsible for coordinating rosette orders?  Need to ensure that they are brought/delivered to the Specialty and that the order is 100% complete.  
· Is the Super responsible for Vet Sweeps cash prizes? If not, who? When will it be done?

· Who is responsible for Special Awards and ensuring the items are present at Judges Dinner (i.e. Fan Awards, other?)

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

VENDORS 

· Number of spaces/layout identified – paying close attention to AKC rules for required aisles and ingress/egress?  (NOTE: National, current and next year’s Specialty W&M must be given preferential treatment and placed ringside; regional clubs should also be accommodated whenever possible, with preferential space).
· Are on-site lunch options available?  If not, who is coordinating concessions for daily lunches?  How will this be communicated? Welcome bags?  Who is responsible for obtaining menus/making copies?
· Payments received?  (Suggest payment in full be received prior to set-up)

(
Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

VOLUNTEER COORDINATOR 

· Has one been identified?  If not, you should find one!  Someone to solicit on e-lists (need to know what positions need help on committee)

(
Any special needs now?  On-site?  

(
Any issues/problems that need to be addressed?

WAYS & MEANS 

· Develop strategy to push/advertise for final orders 

· Evaluate inventory to determine final order

· Place final order 

· Any significant changes to budget (additions/deletions)?

(
Any issues/problems that need to be addressed?

WEBSITE 

· Communicate necessary changes/updates to Specialty Webmaster:

· Cancellation policy notice/language should be prominently placed on website

· Downloadable Premium Lists for Draft & Herding? Agility & Tracking (if not on Superintendent site)?

· Link to Premium List on Superintendent site

· Update W&M?

· Host hotel updates?  Overflow?

· General announcements

· Other 

(
Any issues/problems that need to be addressed?

WELCOME BAGS

· How are things going?

· Have you received any confirmed donations?  Qty?  (Advise Fundraising Chair.)

· Finalized choices to order (high end, medium & economy)?  Lead time?  Set-up charges?

· Any significant changes to budget (additions/deletions)?

· Any issues/problems that need to be addressed?

MISC

· Determine who is responsible for following-up with Regional Clubs for the Banners? 
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