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Running a show
Introduction
This is an attempt to produce a standardised guide to help people run a cat show in accordance with NZCF Inc Show Bylaws and Rules, and their Club Show Rule.

It must be understood that this is a guide only and there will be many variations and interpretations, please do not shoot the messengers; they are doing as they are told. If you discover a problem, please do something about it and notify the appropriate organising group.
If the contents appear to be a “little over the top”, it has been included as a result of a question, incident, suggestion or common sense. Sometimes people need reminding of their obligations.

You may have been involved in organising/running cat shows for years; now you may want to stand back and let someone else have a turn.

Give them a break; help us to help them by providing a good guide to organising/running a show.
It is the intention that this document will be updated as required, and there is not set amendment schedule.

There is no intention to have this document as a reference; there are approved rules for this purpose. If you intend to use this document as a guide, please ensure you have the latest version, and don’t forget to consult the latest NZCF and Club Rules.
If there is a conflict between this document and NZCF Rules or Club Rules, the NZCF Rules or Club Rules are the over-riding authority.

The organising of a cat show starts several years before the show. The club intending to run the show must start several years before the show. The club intending to run the show must start deciding on a date and judges about three years before the planned show.

As show day approaches, the pace quickens, but usually there is very little to be seen by those who are not directly involved in each activity. It is very important that each person keeps a written record of the steps that they have carried out when preparing for the show. This is invaluable if someone else has to take over the task.
Clubs do not run their show the same as each other, so be prepared for some differences.

It is very hard trying to keep on track as to what actually constitutes running a cat show. Note down a topic, and you are suddenly off on a tangent because each topic is so interconnected with another.
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Purpose

The purpose of this document is to assist and guide users through the process of running a show.

Intentions

In intention is to update this document annually, releasing the document in November or December each year ready for the following show season.

Important information 

It is very important that anybody involved with the organising and running of a show has a copy of all the relevant rules. You must read and understand these rules, and be prepared to abide by and enforce the rules. If a rule needs amending, initiate the action. 
The success of any Cat Show depends on many factors. One of the most important is to have good stewards... A good steward with a professional attitude is an asset to a Judge. A good steward can enhance the performance of a judge by helping set or maintain the pace of judging, avoiding distractions and ensuring accurate record-keeping and judging mechanics. Conversely, an incompetent steward can be a liability, adversely affecting the performance of the Judge and smooth running of a Show. A steward must be accurate and neat because wins awarded by the Judge and recorded by steward are official show records. Initialling of the judging sheet is certification of accuracy. If there are errors in the posted results, they are the steward’s errors, even if they originated elsewhere.
Familiarity with current NZCF Show Rule, Bylaws, accepted breeds, colours, and sections is essential. In essence, the steward’s responsibility is to serve as executive assistant to the Judge.

Another important factor is to have good handlers. A good handler with a professional attitude is also an asset to a Judge. A good handler can enhance the performance of a Judge by helping set or maintain the pace of judging and avoiding distractions.

These comments apply equally to all Show helpers.

The Stages in Running a Show
Stage One – The first moves

· Keep a detailed record of all expenses incurred.

· Keep a written record of all decisions made regarding allocation of appointments and tasks
· Keep a written record of decisions made regarding charges (entry fees for exhibits, refreshments and visitor entry charges) decided.

· Keep a written record of the progress of all tasks.

Stage Two – Two years before the Show

· At a club meeting, select show date and appoint Show Manager, Assistant Show Manager, Show Secretary and Entry Clerk. Record these appointments select a location and venue. Record these selections in the minutes. Get a list of Judges from the NZCF website or contract the Judges Portfolio Manager.
· At a club meeting, select the judges and contact them informally regarding their availability. If available, Club Secretary writes to each using the NZCF triplicate judge’s contracts forms. You can get the Judges contract forms from the NZCF stationery person.  Don’t forget to include any additional requirement e.g. after dinner, show reports, presentations, microphones. Also ask if the judges have any special requirements, e.g. vegetarian.
· After Judges have replied accepting their assignment, they must be sent to Judges Portfolio Manager for approval, the P/M will then send a copy to the Club Secretary and a copy back to the Judge.
· The P/M will also check to make sure there no conflicts with other assignment.
· Club Secretary applies to the NZCF Inc for show date stating its status and number of rings. Check the NZCF calendar for closing date of applications a late fee may apply.
· Start organising sponsors for the show.

Stage Three – One year before the show

· At a club meeting, confirm show date, location and venue. Confirm (or appoint) Show Manager, Assistant Show Manager, Show Secretary and Entry Clerk. Record these decisions in the minutes.
· Draw up a proposed budget for the Show. This will need to be updated and approved but should provide sufficient details to enable initial planning. The entry fees should cover the cost of running the Show.
· Decide entry fees for visitors to the Show. The door taking should be considered as a bonus. Don’t forget, the entry fees should cover the cost of the running of the show.
· Decide what catering service the club will provide, and what catering services will be provided by other parties. Some venues will have their preferred or obligatory caterers.
·  The Judge’s are to be provided with lunch on the day of the show.

·  Decide what level of catering will be provided for assistants and helpers at the Show.
·  Decide who is having meal paid for at the show dinner (Judges).

·  Decide catering charges for food provided at the Show. The catering income/profit should be considered as a bonus. The initial cost of the catering should be deducted from the catering income.
· Show Manager checks the venue is suitable and available. This should involve visiting the venue and obtaining (drawing up) a floor plan with measurements and locations of doors, fire exits, windows and obstructions. Don’t forget room for vet and first aid. The facilities available should be detailed on the plan also; club Secretary initiates formal venue booking, and the checks the deposit requirements, hire charges, facilities available and the conditions and restrictions in writing. (Is the venue available the day before the Show for setting up?) This plan and details will provide the basis for an emergency evacuation plan.
· Judges Coordinator (Club Treasurer or Show Secretary) selects and books tentative accommodation for Judges, and arranges air travel and other travel requirements as agreed to on the Judges contracts. It is important that the names are correctly recorded on tickets.
· Plan/arrange Judges transport requirements.
· Catering Coordinator arranges the show dinner venue and prices (if applicable) and advises the show Secretary of details for inclusion in the schedule (if applicable).
· Club/Show Secretary contacts business for sponsorship for show (usually a pet food manufacturer). Obtain in writing the amount of sponsorship that is to be offered. Confirm in writing your clubs acceptance
· At a club meeting appoint the Trophy Stewards, Longhair, Shorthair, Domestic and Companion Entry Clerk(s). Publicity and Advertising Coordinators, Judges Coordinators, Door Manager and any other positions including assistants record these appointments.
· Each official should now make (or be provided with) a list of requirements and a timetable for these events.
· Confirm sponsors for the show. Liaise with the sponsors about requirements and what is offered.

Stage Four – Four months before the Show
· Show Secretary checks all judges are still available and contracts have been returned.
· Show Secretary decides details for the schedule. Show Secretary to revise and get printed along with entry forms and other information (venue location map, membership form).
· Once the schedule is ready, send to the Show P/F Manager to be checked that all Judges and rules are correct.
· Send copy of Show Schedule to Judges at the same time send to, NZCF Secretary, Judges P/F Manager, sent out to exhibitors.
· Send to the Show P/F Manager for it to have it placed on the NZCF Web site
· All NZCF shows are covered for Insurance only if the Affiliated Club has appointed a Health & Safety Officer who has completed the NZCF H&S (work paper) . Contact the Treasurer if there is a claim to be made following H & S incident at your show.
· All NZCF Affiliated Clubs need to have returned the H&S booklet to the H&S Officer to qualify for ( NZCF Public Liability Insurance )
· The NZCF have a Health & Safety booklet, each affiliated club has one. The club needs to appoint a person for this position this person will give a small talk before the show opening about the Health & Safety.
· Show Secretary orders the Breeders award merit and vet rejection forms from the Show P/F Manager

· Show Secretary Orders Judges sheets (duplicates) from supplier.
· Show Secretary decides on Club requirements for place and prize cards and orders

· records if necessary.

· Club/Show Secretary writes to Veterinary Surgeons inviting their attendance for the show day early morning inspection. Advise Veterinary Surgeon that an ultra-violet lamp (Woods Lamp) is required if the clubs does not possess one. Be prepared to send a copy of the vetting requirements (extract from Show Rules) to do with the veterinary surgeon.
· Show Manager locates cages and checks the number available and their condition. Complete any repairs necessary.
· Show Secretary places orders for ribbons, rosettes and sashes as required.
· Show Secretary/Trophy Steward prepares trophy return reminder forms for previous winners.
· Advertising Coordinator visits business, to hire out space at the show venue (display)
· Advertising Coordinator prepares poster, banners and notices for distribution to business, member cars, notice boards etc.

·  Advertising Coordinator book air time (Community Notice Board) on radio and newspapers, draft appropriate wording for the advertisements.
· Judges Coordinator confirms Judges Accommodation, air travel and other travel requirements as agreed to on the Judges Contracts

· Advertising Coordinator arranges the setting up of advertisements and display.

· Catering coordinator confirms the show dinner venue and prices (if applicable) and advises the Shoe Secretary of details for inclusion in the schedules (if applicable).

· Advertising Coordinator follows up sponsorship, including major sponsor for the show.

· At a club meeting, decide if the club will provide food at the venue or will contract outside caterers (recommended if you are short of members/helpers).
· Maintain communication with sponsors for the show. Liaise with the sponsor about requirements, what is offered, and delivery details

· Determine sponsors stall/display requirements for the show
   Stage Five – Two months before the Show

· Post out Show Schedule, entry forms, show dinner details, membership forms and trophy reminder slips to past exhibitors, prospective exhibitors and those who have requested a Schedule.

· Show Secretary Will Email/Post a copy of the show Schedule to the Shows PFM to be checked for up to date NZCF Show rules. Once the show schedule has been approved the Shows PFM will have it placed on the NZCF web site
· A copy of the Show Schedule to be sent to Honours Registrar, and the Judges PFM, as well to the Judges been contracted to the show.

· The show manager draws up a risk identification for the show, this could be requirement for hire of the venue.

Stage Six -
One month before the Show

· Close show entries

· Within seven days of the close of entries the Club shall provide written advice to Judges with more than 80 entries or less than 10 entries in a section, and by agreement between the Club and the Judges, such sections may be split into smaller ones or combined into a larger one, as required, and the Club shall advise all exhibitors affected by such changes.

· No later than seven days before the Show, the Club shall provide written advice to the Judges of the numbers and breed codes (colour) which they will be judging.
· No later than seven days before the Show, the Club shall provide written advice to each Judge of there, accommodation, travel arrangements.

· Confirm Judges accommodation and travel arrangements.

· Show Secretary advises the Show Manager of the total numbers of entries, so a cage count can be conducted.

· Advertising Coordinator removes any remaining schedules and entry forms from the vets and shops, replaces them with fliers advertising the show.
· The advertising coordinator forwards any advertisement to the Show Secretary for the show catalogue.

· Put out large signs of advertising for the show

· Show Secretary advises trophy stewards of entry for prizes
· Show Secretary to complete exhibitor’s envelopes with cage number and cats name, any refunds, receipts, entry passes.
· Show Secretary prepares exhibitors section of the catalogue and forward to the catalogue compiler
· The Show Secretary prepares a list of sponsors and donation and forwards to the catalogue compiler.

· Catalogue compiler prepares draft catalogue and proof reads.
· Show Committee proof reads catalogue

· Catalogue compiler amends catalogue as required, proof reads and prints catalogue

· Show Secretary prepares Judges books 
· Show Secretary appoints workers for the show by email or post. The workers will be given the position for show day. Over seas Judges are to have NZCF accredited (trained) stewards as books stewards or NZCF Judges.
· Show Secretary finalises exhibitor’s envelopes, enclosing receipts, entry passes, refunds, catalogue tickets.
· Show Secretary or Show Manager prepares instructions and training for show helpers as required.
· Show Manager confirms set up of the cages. Along with the floor plan for the show. Consideration must be made for all occupiers within the venue on show day- exhibits, empty cages between entire male exhibits, stall holders, judge’s tables, fire exits, trophy table, door person, scribes, vets, first aid, etc.
· Show Secretary sends out contract details for the motel, travel details and any other contracts this should be done at the earliest opportunity.
· Show Manager arranges transport of show equipment to and from the show.

· Trophy Stewards obtains/purchase Judges gifts and outright wins for the show. Any sponsorship prizes

Stage Seven – One Week before the Show
· Show Manager visits the show venue to organise the picking up of keys, or swipe card.

· Show Secretary confirms vets and their availability, and reminds them of the requirements for an ultra – violet lamp.

· Show Secretary confirms judge’s accommodation.

· Show Secretary or appointed person confirms collection of the Judges and transport to their accommodation, show venue on the day of the show, show dinner.

· Show Manager confirms transport arrangements of show cages and any other show equipment needed.
· Stall holders confirmed
· Show Secretary confirms catalogue are printed 

· Show Secretary confirms ribbons have arrived for the show

· Show Secretary confirms that NZCF certificates needed for the show have arrived.

· Show Secretary confirms the correct numbers of prize cards are in hand
Stage Eight - 
Day before the Show

· Show Manager/ Show Secretary collects keys/swipe cards for the venue

· Set up tables and any other bits to do with the show. Put up clubs/ or sponsors bunting, then the paper.

· Put cages together

· Make sure you have the right number of cages

· Clean all cages out with disinfectant
· When placing cages on the tables making sure that an empty cage is placed between male’s cats 

· Set the prize table, scribe table, computer table, raffle table, Judges tables on the floor.
· Run rope through tops of cages and tie them at the end of each row
· Put the cages numbers up, checking this with the show catalogue

· The show Manager to check – all cages are tied down, also that all cage pins are in right, that the cages numbers are correct.

·  Rubbish bags are set out on Judges table plus at the end of cage rows.

· Make sure that 2 bags of litter are available for exhibitors

· Make sure there is a dark area available for the veterinarian to use

· Set up the sound system if need
· Collect Judges and transport to their accommodation

· Make sure that the kitchen person has all the food and refreshment for the show

· Confirm the numbers for the club dinner

· Set up Scribe table, ribbons, award cards, prize table, and make sure all show papers are finished and are correctly placed in the Judges books. 
· First aid kit is at the show

· H & S manual and forms are in the venue, UTH/UTJ forms are at the show.

Stage Nine -  
Morning of the show
· Show manager to turn on all heating, put the lighting on

· Show Manager and Show Secretary to read up on the show rules, make sure the club has an up to date copy.

· Make sure that the table at the door is set, with exhibitor’s envelopes, show catalogue, and any other bits
·  Make sure the kitchen is set for tea/coffee and toast
· Open venue to exhibitors as per schedule

· Have helpers at door/car park to assist/direct/ and guide exhibitors as necessary
· Introduce vet to the Show Manager and their assistants

· Collect Judges, deliver them to a private area at the venue and provide them with their Judges books

· When finial vetting is called, the Show Manager is to clear the hall of all exhibitors, make sure all paper work is correct with the Show Secretary, and the vet rejection forms are at the show.
· Call all workers to the front of the hall, so they are ready to go with the Judges once they come on to the floor.

·  Once Judges are on the floor, the Show Manager will check all areas are working well, trophy table, Judging tables, runners, scribe table, computer table, door person, kitchen helpers
· Make sure the first aid kit is at the show, with the H & S manual and any forms

· Make sure the UTH/UTJ forms are also at the show

· Open the show to the public

· Judges and works to be provided with morning tea.

· The book steward will make sure the Judge has a break for lunch
· Fill in top ten sheets (computer person will do this)

· Place awards and ribbons on cages after Judging is finished and any other prizes
· Prize giving (if applicable), present Judges gifts and any other items such as Supreme

·  Draw raffle and announce winners

· Get trophy winners to collect and sign for trophies after judging is completed

· Close show at the appropriate time and announce this so that exhibitors can start to remove cats so that the cages can be dismantled
· Show Secretary to tidy the trophy table, ribbons, and scribe tables up.

· Return the judges to their accommodation/ transport to airport as required

· Show Manager supervises the pack down of the show and cleaning of the venue
· Show Manager is also responsible for checking that no exhibits have been left at the venue unattended or not collected.
· Collected all advertising signs that were put out.

· The after show dinner

Stage Eleven – After the Show

· Post marked catalogue to Honours Registrar (14 days)

· Post catalogue to EC Treasurer with absent/ and benching fee cheque (14 days)

· Any Veterinary rejection certificate to be sent the EC Secretary within 48 hours, and clubs holding show to be notify also.
· Send any UTH forms to the Show P/F Manager

· Send any H & S forms from the show to the H & S Officer and Show P/F Manager

· Return all hired/borrowed equipment

· Complete updating of trophy books

· If any complaints that were not addressed on show day to address at the post show meeting

· Set a date for post show meeting

· Write to major sponsors with report of all show winner
· Confirm that all was satisfactory with venue management

· Start thinking about next year’s show
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