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LONG TERM TIME LINE

.

NO LESS THAN 18 MONTHS OUT

· Show Chair to complete contracts with Show Superintendent, Photographers Videographers, Professional Steward Assoc (if desired), Emergency Vet and/or Services (if onsite). Incorporate and communicate all critical deadlines into committee timelines.

· Show Chair to complete signature card for Specialty account.

· Develop room reservation form, obtaining approval from Host Hotel.  Distribute form to LCA Board, OSA Recipients, Show Committee members & Judges to pre-book rooms.

· Develop plan for W&M merchandise. 

· Finalize trophy selections and ring favors.

· Confirm ring layout/spacing for vending and grooming to determine max numbers allowed.

· Develop advertising strategy for Alpenhorn.  The Show Committee receives up to 12 free one-page ads in the magazine.   Submission deadlines are two months prior on the 15th of the even months so careful planning and execution must be followed to maximize exposure. 

· Coordinate development of Specialty Website with Specialty Website Chair and Specialty Webmaster.  “Pending AKC Approval” must be noted everywhere date or schedule is posted until AKC approval is obtained.

NO LESS THAN 12 MONTHS OUT

· Visit the show site and plan the exact layout of rings, concessions/vendor space, spectator space, parking, space for the photographer/videographer, special attractions such as health clinics, etc.  Draw a scale model of the your show grounds, both for your committees and for AKC approval.

· Define and secure the exact equipment needed for grounds including signage.  

· Confirm Emergency Veterinarian & gather information required on Emergency Procedures.

· Obtain signed contracts for all judges.  

· Work with Show Chair(s) to compile data for AKC applications.

· Confirm all events/items for Planning Booklet (e.g. meals, programs, vending/grooming, catalog advertising, RV parking, etc.) – at an in-person meeting at the Specialty if possible.  Advise chairs of first content submission deadline 

· Confirm trophies and classes for Premium Lists.

· Begin soliciting trophy sponsorships at Specialty prior to your event. 

· Contact and solicit vendors and send out contracts.

· Solicit donations/sponsorships (commercial and regional clubs) for guest hospitality. 

· Block advanced room reservations for Show.

· Begin recruiting stewards/volunteers.

NO LESS THAN SIX ½ MONTHS OUT

· Provide requested content for AKC applications/judging programs to National Conformation & Performance Chairs.  NOTE: AKC will accept applications one year in advance or as soon as dates/tentative schedule are confirmed.
NO LESS THAN SIX MONTHS OUT

· Set final prices for all items in Planning Booklet and prepare Planning Booklet layout and proof carefully for errors/omissions.

· Obtain a list of trophies from trophy chair and begin putting together Premium Lists 

· Provide requested content for first drafts of premium lists to Show Chair. (Consult Superintendent contract to confirm deadline). 

· Confirm with Hotel Liaison that space is reserved and Banquet Event Orders (BEOs) are completed for all events/meetings.(See Hotel Liaison or Show Chair Chapter 14)

· Reconfirm contracts with Emergency Veterinarian (if onsite), emergency health crews (if onsite), Photographer, Videographers, etc.  Contact to confirm set-up requirements.

· Request any insurance certificates that are required by contract from the LCA Treasurer.

· Continue advertising in LeoLetter.  

· Continue soliciting trophy donations.

· Continue grounds planning, order tables, chairs, tents, Port-a-potties, P/A Systems, etc. if this hasn’t been done already.

NO LESS THAN FOUR MONTHS OUT

· Mail premium to membership.

· Send 90-Day checklist items to each Committee Chair to discuss status.

· Confirm and schedule volunteers for stewards and other positions.

NO LESS THAN THREE MONTHS OUT

Refer to “90 Day Checklist” 

LCA  Specialty Manual (Rev5/10/2010)
2
Show Chair & Assistant Show Chair



LCA Specialty Manual (Rev 5/10/2010)
1
Show Chair & Assistant Show Chair 




