2008 Show Timeline 

 

	Dates
	Coordinator
	Activity

	March-April 2007
	Co-Chairs 
	· Reserve Show dates
· Finalize Show location and get president to sign contract
· Start recruiting Coordinators, esp. Treasurer, Raffle Quilt Construction, Judging, Publicity, Logo Art,   and Vendors 
· Decide on theme 
· Decide raffle quilt design
 

	 
	Vendors 
	· E-mail previous vendors about new show dates 
 

	May 2007
	Logo Art
	· Begin Logo Art design

	 
	Raffle Quilt 
	· Purchase fabric and prepare raffle quilt kits to distribute to members
 

	June 2007
	Raffle Quilt 
	· Distribute raffle quilt kits to members 

	July 2007
	Co-Chairs
	· Prepare Draft Budget 
· Complete recruiting for all coordinator positions 
 

	 
	Logo Art
	· Complete Logo Art design 

	August 2007
	Co-Chairs
	· Present draft budget to Board
· Hold first meeting with all Committee Chairs

	 
	Festival Specialties
	· Order Festival Specialties

	 
	Raffle Quilt
	· Complete Raffle Quilt Top 

	 
	Treasurer
	· Review proposed draft budget

	Sept. 2007
	Judging
	· Finalize Judges for 2008

	 
	Publicity
	· Reserve overhead street banner location
· Determine time frame for other publicity venues

	 
	Raffle Quilt
	· Unveil raffle quilt top at Guild meeting 
· Photograph raffle quilt top

	
	Co-Chairs
	· Begin regular monthly meetings with coordinators

	October 2007
	Co-Chairs
	· Present final proposed budget to Board

	 
	Entry Forms
	· Start planning new Entry form format

	
	Entry Forms & Web Manager
	· Begin work on automating entry form

	November 2007 
	Festival Specialties
	· Begin Specialties sales

	December 2007
	Co-Chairs
	· Submit any AAQG Policies changes to Board

	 
	Hanging/Takedown 
	· Contact decorating services

	 
	Raffle Ticket Sales
	· Print raffle tickets, prepare ticket packages

	January 2008
	Awards
	· Begin awards design and construction

	 
	Boutique
	· Begin solicitation of Boutique items

	 
	Judging 
	· Send contract to judges, receive, have president sign, and return a copy to judges and give copy to show treasurer

	 
	Web Manager
	· Begin updating web sites with quilt show info and dates

	 
	Silent Auction
	· Begin solicitation of Silent Auction Items

	 
	Treasurer
	· Prepare a financial report for the Board

	 
	Raffle Ticket Sales
	· Begin distributing raffle ticket packets to members

	 
	Vendors
	· Send application letters to prospective vendors

	
	Co-Chairs
	· Decide Special Exhibit 

	February 2008
	All Coordinators
	· Submit volunteer needs to Volunteer Coordinator by end of month

	 
	Conservation
	· Determine what information to disseminate and how 

	 
	Wearable Arts
	· Announce Wearable Arts Challenge guidelines

	
	All Coordinators
	· Submit Floor plan requirements to Floor Plan 

	March 2008 
	All Coordinators
	· Submit articles for Show Guide by mid-March to show co-chairs to be forwarded to Show Guide coordinator by end of March.

	 
	Children’s Exhibit
	· Start planning Children’s Exhibit

	 
	Entry Forms
	· Finalize entry form

	 
	Floor Plan
	· Finalize number of vendors with Co-chairs and Vendors coordinator

	 
	Printed Program
	· Start planning Printed Program

	 
	Program Advertising
	· Start planning Program Advertising

	 
	Publicity
	· Determine how to get TV and radio spots in September

	 
	Volunteers
	· Prepare Volunteer sign-up sheet for Show Guide 

	April 2008
	Appraisals
	· Start planning Appraisal booth

	 
	Co-Chairs
	· Plan May Guild Meeting

	 
	Demonstrations
	· Start planning Demonstrations and solicit presenters

	 
	Publicity
	· Send Quilt Show Info to Quilter’s Newsletter by May 1

	 
	Treasurer
	· Prepare a financial report for the Board

	 
	Vendors
	· Send confirmation letters to accepted vendors, waiting list status to others

	May 2008
	Admissions
	· Print admission tickets for advance sales 

	 
	Advertising
	· Mail letters for vendor advertising in printed program
· Send e-mail for guild member advertising

	 
	Co-Chairs
	· Present Show program at Guild meeting

	 
	Show Guide
	· Mail Show Guide to members

	 
	Vendors
	· Complete all vendor selection

	 
	Volunteers
	· Start recruiting show volunteers

	 June 2008
	Co-chairs
	· Review Show concessions with Crockett Center 

	 
	Publicity
	· Send out press releases and media packets

	June 15, 2008
	Publicity
	· Banner printing

	July 2008
	Advertising
	· Send vendor and guild member advertising to printed program coordinator

	 
	Co-chairs
	· Arrange to pay Crocket Center rent balance and provide insurance binder 30 days in advance of show

	 
	Floor Plan
	· Begin advance preparations 

	 
	Hanging/Takedown
	· Begin advance preparations 

	 
	Judging
	· Send bios to Print Program coordinator and Quips editor

	 
	Printed Program
	· Begin advance preparations

	 
	Treasurer
	· Prepare a financial report for the Board
· Acquire liability insurance for quilts

	July 7-14, 2008
	Entry Forms
	· Collect and process Entry Forms

	July 14, 2008
	Entry Forms
	· Deadline for completing entry forms and entering quilts in show

	July 14-25, 2008
	Entry Forms
	· Enter forms into database & process online forms

	 July 26-Aug 3
	Co-Chairs & Entry Forms
	· Verify quilts are in correct categories and meet all AAQG rules 

	August 4-10, 2008
	Entry Forms
	· Send confirmation emails/letters to all entrants

· Send sleeve email/letters for quilts greater than 90 inches

	August 2008
	Boutique
	· Reserve any special equipment 

	 
	Check-in/Check-out
	· Establish procedures, reserve any special equipment

	 
	Conservation
	· Plan Conservation booth layout

	 
	Floor Plan
	· Provide preliminary Floor plan to Vendors, Volunteers, and Judging Coordinators 

	 
	Judging
	· Begin organizing judging day activities

	 
	Opening Night 
	· Plan event 
· Reserve any special equipment needed

	 
	Quilt Signage
	· Begin preparing signs for quilts

	 
	Raffle Ticket Sales
	· Begin collecting unsold raffle tickets from members 

	 
	Photography
	· Establish plan for Show photography

	 
	Security

	· Establish plan 

	 
	Silent Auction
	· Reserve any special equipment

	 
	Sign Signage
	· Review signs; prepare new and replacement signs

	 
	Wearable Arts
	· Reserve any special equipment

	Sep 1-5, 2008
	Entry Forms & Floor Plan
	· Floor Plan gives assigned numbers to Entry Forms

· Entry Forms enters assigned numbers into database

	Sep 6-12, 2008
	Entry Forms
	        Specialized Reports to: 
o       Check In/Out
o       Judging
o       Appraisal
o       Featured Quilters
o       Hanging/Takedown
o       Wearables/Accessories
        Final Data to:
o       Printed Program (Sept 6-7)
o       Quilt Signage (Sept 6-7)
o       Photography  (Access DB)
· o  Show CD (Access DB)

	Sept. 8, 2008
	Publicity
	· Banners to city

	September 2008
	Co-chairs
	· Establish final set-up plan and submit equipment and service needs to Crocket Center at least 10 days before show
· Reserve dates for next show and pay deposit (optional)

	 
	Printed Program
	· Send program to printer 14 days prior to show date


 

	September 2008
	 
	· SHOW TIME!
· 9/24:  Show setup
· 9/25:  Quilt judging, Vendor move-in, setup continues, Opening Night for members
· 9/26-9/28: Show open to the public

	October 2008
	Co-Chairs
	· Host Thank-you luncheon for Committee Chairs
· Conduct show postmortem with Committee chairs
· Begin reminders about committee reports

	
	Photography
	· Deliver photos to Show CD chair

	
	Show CD
	· Finish Show CD and duplicate

	
	All Coordinators
	· Submit final committee reports to Co-chairs at October meeting
· Update Committee notebooks and return to Co-chairs

	November 2008
	Co-chairs
	· Hand out Critique form at Guild meeting and publish in Dec. Quips and on web site
· Present Financial Report to Board

	
	Specialties
	· Mail Show CD 

	December 2008
	Co-chairs
	· Remind membership to fill out critiques

	 January 2009
	Co-Chairs
	· Update job descriptions as needed

	 
	Photography
	· Complete Show photography archive

	 
	Treasurer
	· Complete final financial report 

	February 2009
	Co-chairs
	· Present final Show report to Board, including Treasurer’s report, Critique summary, recommendations, and AAQG Policy changes 
· Place in Quips for March


 
 

 
