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1 Prolog

I would like to commend Mike Guthrie for writing this guide.  Many others and I have benefited from it while hosting shows.  I cannot underestimate the value that it has provided over the years.  If you have attended very many shows then you have seen the results of his efforts.  

Since it was written technologies such as computers, e-mail and the Internet have enabled our hobby to communicate more effectively.  A couple of years ago while planning the 2000 Bloomington, MN National I thought it would be nice to have this documentation in electronic format and available on the NIA website.  Table layouts and judging forms in this document were designed using Visio.  The spreadsheet was done is Microsoft Excel.  The source file examples will available to shows hosts if required separately.  

Thanks and good luck in your collecting endeavors.  

Ed Peters 

Jan. 10, 2004
Savage, MN

2 Introduction
This document was prepared by the National Insulator Association to assist prospective show hosts, with the planning and execution of their shows.  It is intended to provide a step-by-step, detailed listing of as many conceivable elements of show sponsorship as possible.  Any suggestions for the improvement of the handbook are welcome and should be forwarded to the author for incorporation into future revisions of the handbook.

As a start, potential show hosts are encouraged to thoroughly review the requirements and recommendations contained in the NIA membership handbook.  Many general guidelines are contained therein which will be of critical importance and assistance as you plan your show.

You are also encouraged to utilize the experience of the hundreds of people in the hobby who have hosted shows in the past.  Most are more than willing to assist you with your project. 

The survival of our hobby depends upon the willingness of both new and established collectors to sponsor shows.  This document is intended to provide prospective show hosts with the tools and confidence necessary to execute a successful and enjoyable show. 

Show sponsorship can be a most rewarding and satisfying contribution to the hobby, so give it a try!

3 Planning

The most important part of hosting a large show such as a National or Regional insulator show is proper planning.  

Proper planning can make your show very successful and a lot less stressful.  

The following sections will step you through the process of planning for a large show.  

3.1 Date Selection
One of the most critical elements of show planning is the selection of the proper date.  The most important feature of date selection is to avoid conflicts with other local or regional events so as to prevent loss of attendance due to this competition. As a general rule, holidays should be avoided; as too many people will have conflicting family plans.  In order to identify the best possible date(s) check with your local Chamber of Commerce, Convention and/or Visitors Bureau, newspaper calendars of upcoming social events, bottle hobby publications, and Crown Jewels to see if someone else is already using your weekend.  

The decision to have a one, two, or three day show is purely contingent upon your costs, ambition, and the market for shows in your area.  In the case of a first time local show, it never hurts to start small and expand if you are successful.  NIA sanctioned Regional and National shows have established length and/or date requirements, which must be followed.  These requirements are contained in the NIA Membership Handbook. 

Once you have selected a date, be sure to get your show listed in the above resources (i.e. Chamber of Commerce, etc.) so that others planning events in the area will be aware of a conflict with your date(s).
3.2 Show HoursAs is the case with show dates, some times of NIA Regional and National Shows are fixed or limited. Once again, refer to the Membership Handbook for details.  Some suggestions/requirements for times are:

· A set-up time with no public admission is required for the National Convention and may or may not be appropriate for regional and local shows.  Many shows have no restrictions for public participation during set-up while others charge a premium admittance fee for the privilege of being able to buy first.  In the case of the National, not only is the public prohibited from entering during set-up, it is highly recommended that a separate (earlier) set-up time be created for displayers before the dealers can begin set up. A sixty-minute period is generally adequate. 

· Friday set-up is very common for Saturday and Saturday/Sunday shows. Whether or not you permit this is basically contingent upon the cost of your facility. You may not be able to justify the expense of a second or third day. In some cases, the facility managers may permit a half-day use at no additional cost so it pays to ask.  If you do permit set-up the evening prior to a show, try to close the facility at a reasonable hour. Many shows have open-ended closures, which causes some dealers to hang around to protect their merchandise until 10:00 p.m. or even later with no sales taking place. After traveling and setting-up, most dealers are ready to call it a day no later than 9:00 p.m.  Set-up time is, after all, a convenience to the dealers (who pay for the show) so some accommodation is proper. Set-up on show dates should start about two hours before public hours. Earlier is o.k. but care is necessary to restrict public entrance before dealers arrive to protect their merchandise.

· Public hours should be carefully considered. As a rule, public opening hours before 9:00 a.m. are not recommended.  Public hours should also end reasonably.  After sitting at a sales table all day eating nothing more than hot dogs and chili, dealers want to escape to a shower and meal at a decent hour.  Most are ready to leave at 4:00 p.m. and get real impatient by 6:00 p.m. Other considerations for show closure hours are whether a banquet is scheduled travel considerations, etc.  Sundays generally shut down about an hour earlier than Saturdays. On Sundays of multiple day shows, 3:00 p.m. is the generally accepted time of closure.  Hosts should take measures to prevent dealers from packing up before the show is closed in fairness to those who attend during the advertised hours, especially when admission is charged. Some of the techniques to achieve this objective are: statements in the dealer contract requiring participants to remain set-up, incentives to remain set-up (such as a raffle among dealers for a refund of one table's cost for those still set-up at closing time), reminders over the public address system, or even a refundable deposit for those who are still set-up at closing time.
3.3 Site Selection· There are many considerations in selecting a site for the show as well as all of the accompanying facilities.  Each general area of consideration will be discussed separately.  As a general rule show hosts are cautioned to GET IT IN WRITING (GIIW).  
Any agreements, commitments, and/or promises made by facility managers should be reduced to writing and signed by all parties. This cannot be overemphasized GIIW should be the absolute rule of thumb.
3.4 Sales FacilityThe show/sales site should be located as close as possible to the accommodations.  In choosing a site you may wish to check into fairgrounds, National Guard Armories, union/social halls (e.g. American Legion, Elks, Teamsters, etc.), schools/universities, hotels, government (convention centers, civic auditoriums, etc.), churches, or anything else with sufficient floor space and affordable price. There are many factors which should be taken into account when selecting the show site including:
· Air conditioning.  The most unforgettable shows have generally been those where comfort was missing.  In warm areas, air- conditioning, or the absence thereof, can make a major difference in show success.

· Parking. Adequate free parking for dealers/collectors.  Unloading/loading zones close to entrances and without steps should be provided for dealers if at all possible.

· Access. Access ramps, doors, etc. for dealers are important.  Upstairs facilities create unique problems for moving large quantities of heavy merchandise so this must be addressed.  It is especially convenient if hand trucks and dollies can be provided.  If it is a club-sponsored event; then having volunteer club member’s assist in helping dealer’s unload/loading of stock is a welcome help.  

· Lighting.  Adequate lighting is a critical element of a showroom.  Some lighting sources cause distortion in colors of glass, which is disastrous at a glass show.  In all cases the host should ensure that all existing fixtures are functioning.  In some cases, auxiliary lighting may be necessary to avoid dark areas in the showroom.

· Tables, chairs, and table covers.  Some facilities include tables and chairs as part of the rental of their site but this must not be assumed. If you do not confirm before signing an agreement you may find that each table and chair is an extra, hidden cost Eight-foot tables thirty inches wide are the preferred size.  Six-foot tables are adequate but should be priced accordingly. To stimulate cash flow in the beginning of the show planning process, dealers can be offered a discount on table rental for reserving early or a penalty can be assessed for reserving late.  Either technique will reduce the number of dealers who wait until the last minute to reserve.  Certain rules regarding deposits and refunds are contained in the NIA Handbook (see Show Rule #10.)  To limit the possible losses from last minute cancellations it is recommended that a waiting list be prepared for those wanting tables that may be sold out. When a cancellation is received then you can fill the hole easily.  It is a very risky practice to reserve a table without a deposit, as there are almost always no-shows in this category.  Don't forget that additional tables and chairs will be needed for the show participants for breaks, eating, registration, etc.  Table covers are usually available at hotel sites whereas fairgrounds, union halls, fire halls etc. don't normally have them.  It is something the host must arrange.  If not available, this fact should be noted in the contract.  White is the preferred color; anything else tends to distort the colors of the insulators.  Also, some type of nameplate for the dealer tables should be provided by the host, along with a map of the table layout for dealers to find their spot quickly and easily.  Refer to “Floor Plan” on page 10 for further details on table layout.  If you expect help from dealers in cleaning up their sales area after the show it may be worthy of mention in the contract and by public address near the end of the show.
· Power.  Many dealers require light for showcases, etc.  Since power may not be available at all points in a building, those that need power must be identified and placed where power is accessible.  Some facilities charge for the use of power so determine this in advance.  If that is the case then it should be noted in the dealer’s contract and a surcharge can be applied to those dealers that require power.  Usually instructions are given to dealers to bring their own extension cords.  It is best if the facility installs cords across aisles, when necessary.  When they do not perform such installations a roll (or three) of duct tape to cover exposed cables and cords is advisable to have on hand. Since cables crossing aisles are inherently dangerous you may wish to avoid the practice.  This can be done most easily when your facility has overhead drop cords or floor plugs accessible to all table rows.  If you decide to limit power to those along walls with outlets, the contract should so specify so that those wanting power will need to reserve early.

· Displays.  The amount of display space available varies with the site. Some space should be reserved for displays for a reasonable time period such as up to 30 days before the show.  After that time, unreserved display space can revert to sales, etc.  Display tables should be provided free of charge and should have access to power.  It may be wise to limit the amount of display tables/space (not all will need a table) that each exhibitor will be allowed to reserve.  When more than one space is given to a single person it may deprive someone else of the opportunity.  It is very important to permit as many different people as possible the opportunity to display.  A deposit to reserve a display table is appropriate providing the deposit is returned upon the set-up of the display.   Verbal requests for space without a deposit frequently result in last minute cancellations causing headaches for the host.  If you are not providing table covers, let the displayers know in advance.  Ropes and stanchions to keep spectators away from the displays are the responsibility of the host.  Signs prohibiting touching of displays should be prominently mounted on the ropes and/or stanchions.  Several shows have had very successful non-competitive group displays of such things as "Seldom Seen Items", Threadless, Early California Pieces, Bostons, etc.  Before considering such a proposal it is wise to consider the labor and space requirements not to mention adequate display cases, etc.  The recommended method of sponsoring a combined display is to have a committee responsible for everything from designing the space to coordinating the receipt of specimens to security for the display.  It is a show feature that should not be attempted by a solo host.
· Public Address System. While not required, a P.A. System, even if portable, is most helpful since most shows produce a variety of announcements, which will need to be made.

· Rest Area.  A place for people to rest and eat is imperative so some space with tables and chairs should be reserved for this purpose.

· Food Service.  Many dealers and others cannot leave the show floor to eat so some type of food service is recommended.  This can be provided by the facility, by an insulator club, by a local service organization (e.g. Boy Scouts, etc.), a contract caterer, etc., etc.  This doesn't have to be fancy but something more than donuts and coffee would be nice.  A word of caution: There are many state and local health regulations covering the preparation and sale of food.  It is recommended that you consult with a professional in the food service industry before attempting food preparation on your own.  Also, it is advisable to verify the regulations of local/state ordinances as well as your facility relative to the sale and/or consumption of alcoholic beverages.  Any restrictions on it should be publicized in the show packets.

· Insurance.  Many facilities have insurance coverage for their facility and their own liability, which may or may not cover the activities of show participants.  Other facilities, especially those owned or operated by government agencies, may require separate coverage at specified limits to be provided by the users.  This must be ascertained in advance of making one's bid, to avoid a potentially devastating hidden cost.  Failure to have adequate insurance can expose the host to personal liability, which is a risk rarely worth taking.  The NIA does offer show insurance under an insurance carrier at reasonable rates.  It is recommended that this insurance be purchased for any show.  

· Transportation.  It is important to select a site, which has access to regularly scheduled commercial airlines and railroad services.  Show participants from out of state regularly utilize both options.

· Meeting Rooms.  At the NIA National Convention several meeting rooms are required during the course of the show.  On Thursday afternoon a room sufficient to seat 20 will be required for a Board of Directors meeting.  On Friday night, a room for a general membership meeting will be required.  A seating capacity of 150 is necessary.  On Sunday morning, another room for a Board Meeting will be required usually between 7:00 and 9:00 a.m.

3.5 Accommodations
Probably the best scenario is to have accommodations at the same place as the show site however this is frequently impossible.  When accommodations at the show site are not possible, at least somewhere close (within a few minutes drive) is a must.  Most collectors who attend a show are more interested in reasonable prices than they are in luxurious facilities.  Many shows discourage participation through the cost of fancy hotels.  Comfort, cleanliness, cost and convenience are the most important factors in selecting a designated hotel/motel.  Even when a single facility has been selected as headquarters for the show, hosts should identify a number of alternative motels/hotels that represent a range of prices.  It is frequently possible to negotiate with hotels to obtain better room prices.  Many will give special rates to large groups so it is always advisable to ask for group rates when exploring the facilities in the show area. Just like with buying insulators1 it never hurts to ask for a better deal. Many hotel prices for everything from rooms and banquets to space and tables are negotiable. Be bold, it can save you money. It is also helpful to have facilities, which provide some type of shuttle service from airports, train stations, etc. to accommodate non-driving out of town travelers.  Parking for RV's, overnighters, etc. is also a factor to explore. While most hotels do not have hook-ups for RV's1 many will allow parking during the show.  Sites with hook-ups in the area should be explored and details should be provided to participants upon request.

3.5.1  Banquet
If you plan a banquet, adequate facilities are a must.  In most cases, banquets are held at the headquarters hotel/motel.  There is nothing, however, to prohibit using any restaurant facility in the area. Banquet attendance has decreased at major shows because the cost is not commensurate with the meal quality so hosts must be careful to realize that attendance at a banquet is not automatic.  Collectors are going to evaluate the banquet agenda, meal, and costs carefully before attending.  If it is not well planned, many simply won't attend.  There is certainly nothing wrong with an informal banquet where the host simply reserves a restaurant with adequate capacity (varies on the size of the show) where the collectors simply gather for a meal and fellowship without a formal program.  It is frequently just as much fun and almost always less expensive than the formal setting. When a banquet is planned, payment in advance is strongly encouraged. Verbal commitments are prone to cancellation without warning leaving the host responsible for a meal not paid for. A refund deadline should be established for banquet payments as with table and display reservations.  In the case of the major shows (Regional and National shows), the awards ceremony is generally incorporated into the banquet format even though there is no requirement to do so.  If you elect to use an "Awards Banquet" it is advisable to develop an agenda with the sequence of presentations and presenters listed.  The master of ceremonies is also flexible with the final decision resting with the show host(s).  The use of a "head table" for NIA and show officials is becoming increasingly less popular as it restricts significantly the ability of those folks to mingle and enjoy the company of many people.  It also tends to create an invisible barrier between officials and show participants, which is not desirable.

Remember…. GIIW !!!!!

3.6 Advertising
Now that you have your dates chosen, site selected, and hotel(s) arranged, it is time to start your promotion.  The first move is to list the show in the "Coming Events" section of Crown Jewels, list in the show calendar in ICON www.insulators.com and other hobby publications in your area (most of which are free).  From these listings you will get inquiries from dealers and collectors alike.  You should have two types of packets available for immediate mailing:  Dealers/displayers and collectors.  Since dealer packets generally have more pages, you can save money on duplication and mailing by sending only the information someone needs or requests.  

· Show Packets.  Some of the items you may wish to include in mail out show packets are: maps, antique store addresses/maps, restaurant/lodging information, sightseeing attractions, dealer and displayer applications, banquet reservations, show time/date schedules, etc., etc.  Dealer and display packets must include NIA show rules (for NIA sanctioned shows), judging requirements and criteria.      

Except for Nationals, show packets are not sent out more than six months in advance of the show, as most people do not act before then anyway.  Giving much of the above items to dealers at the time of set-up and including only minimum information in the mail-out packet can save significant amounts of postage.  There are pros and cons to both methods. To minimize costs you may also wish to have several different packets with different amounts of information in each one. Three categories of show packets are generally required: 

1) Dealers 

2) Exhibitors/Displayers; and 

3) Buyers.  

The buyer’s packet, for example, would not need to include dealer contracts, etc. which can save some printing and postage costs.  See Appendix B for packet details.  

For National and Regional shows, it is advisable to have dealer show packets available at the previous years National.  The day after the NIA members meeting after the shows have been announced, dealer tables can be sold.  This helps defray some of the mailing costs associated with mailing the packets.  It also helps the show host regain the personal money that they may have put down to hold the show hall.  

The local or state Visitors/Convention Bureau many times can provide packet materials.  Informational brochures on state/local attractions, restaurants, shopping, antique shops, campgrounds or anything you feel might be of interest to dealers or buyers should be included.  

· Free Advertising.  Many sources of free advertising are available and absolutely must be considered and utilized extensively.  Included in this category are: 

1. Calendar sections of hobby magazines of all types: Chamber of Commerce, Convention/Visitors Bureau, and local government publications of coming events; Auto Club and other regional magazines (most require several months advance notice).

2. Radio and TV public service announcements (most want 6-8 weeks prior notice). 

3. Newspaper social calendars of events (usually close to the date); feature story in local papers (lots of success has been achieved from this technique-approach the “Features" or social editor and make a local collector available for photos and interview).  

4. Community affairs programs on both TV & radio (it helps to make an educational approach which will be of general interest to the community). 

5. Use of marquees at the show site; and notices mailed to any collectible clubs in the area.  See Appendix A for examples of show announcements fliers.  

6. You may also wish to contact local businesses that may profit from the show (hotels, restaurants, etc.) to see if they will underwrite the expense of some of your advertising in exchange for some publicity about their business.  A flier paid by and with the name of a hotel, for example, may save money in printing costs.  

7. Some regional antique publications (Antique Week, Antique Trader, etc.) will publish your show in their calendar and may even give you some column space.  Offer to distribute complimentary issues of their publication in exchange for some advertising.

· Paid Advertising.  Probably the first paid advertising you should consider is the use of fliers at bottle, insulator and antique shows in the area of your show.  This needs to be done sufficiently in advance to permit distribution at all area shows in the year preceding your show.  Small cards or miniature fliers which are handed out in advance of the show are often less expensive than full size fliers and are equally effective (see Appendix A for example show announcements.)  Other types of paid advertising which may be reasonable are: newspaper classified ads (under antiques/collectibles); hobby magazines and periodicals (consider all publications which cover your geographic area-only one or two months of advertising in such sources before the show are needed); posters (in local antique stores, flea markets, and malls); and signs near show site.  Radio and TV ads are far too expensive for most budgets and do not really reach the specific group of people that hobby publications do.  Remember to utilize collectors in the area of your show to distribute fliers, posters, etc. to antique stores and other prominent places in the communities near the show site.

· Television Coverage of Show.  Attempts should be made to encourage local TV Stations to cover your show.  In addition to news releases mailed prior to the show you should call the assignment editors of the local stations to encourage coverage.  All efforts should be made to obtain this coverage on the first day of the show to increase public awareness and attendance on the second/third days of the show (see Appendix D for press release examples.)

3.7  Exhibits and Awards
The guidelines contained in the NIA Membership Handbook should be reviewed for details about this category.  Exhibit awards may include the NIA ribbon/plaque; Crown Jewels ribbon; Federation of Historical Bottle Clubs ribbon; Antique Bottle and Glass Magazine award, and participation or other awards provided by the show host. Award acquisition is generally achieved by contacting the provider with plenty of lead-time to permit mailing. Most provide the awards at no cost to the host (refer to Appendix E for listing of annual award providers.)  The appointment of an awards coordinator (consider using the NIA Show Standards Committee Chairperson if present) is worthy of consideration. This person can be responsible for obtaining awards, arranging judges, developing the awards ceremony agenda, etc. This is a major responsibility, which can create headaches for the host if not smoothly coordinated.

The judging of exhibits at NIA sanctioned shows should be conducted in accordance with exhibit judging rules contained in the NIA Membership Handbook. This requires the acquisition of judging sheets from the NIA Show Standards Committee Chairman.  Exhibit name cards are also available from the same source.  It is always a good idea to line up your judges prior to the show so you don't have to bother with it at the time of the show.  In order not to detract from the judges' enjoyment of the show it is recommended that the judging be conducted before the show starts (see Appendix F.)  Exhibits must not be identified by name until after the judging is complete.  Due to the value of many of the exhibit items, security is paramount.  Ropes, stanchions, and "Do Not Touch" signs should be a part of the exhibit area.

3.8 Miscellaneous Considerations· Planning Timetable.  One of the most helpful tools to planning all of the steps necessary for a successful show is to establish a timetable of critical tasks.  To do so, one must make a large calendar month by month for the year proceeding the show date.  In each month you insert the tasks, which must be accomplished during that time so as to, spread the work out over the entire year.  With this method nothing gets forgotten and all things are done when the time is right (see Appendix H.)

· Dealer Contracts.  When dealers and exhibitors (displayers) agree to participate in the show they should complete and sign a "contract" which constitutes an agreement to abide by all rules the host establishes and provides in the show packet.  A liability disclaimer against loss and damage is also recommended in the contract(s) (refer to examples in Appendix A.).

· Taxes and License Fees.  Many local jurisdictions have tax and/or license fees for commercial activities held in their city/town.  It is imperative that these be investigated in advance, as the costs can be significant.  Occasionally exceptions can be made for non- profit ventures but this should be established in advance so there are no surprises.  Most states also have a sales tax, which must be paid on gross sales.  The method of collection varies but the necessary requirements must be determined in advance to avoid conflicts with the authorities.  It is normally given to each individual dealer to pay the appropriate tax but the host should coordinate this so that the proper good faith effort to collect can be demonstrated if the issue is raised.

· Security.  The security of the show is the responsibility of the host.  Some facilities have requirements, which are more restrictive than those of the NIA including some specifications for the type and amount of security, which they require.  This can get expensive so the show facility's requirements must be clearly established.  Volunteer security is reasonably effective under some circumstances but when the loss potential is high (e.g. in the larger shows) reliable security is a must.  

· Ethics Enforcement.  The enforcement of the NIA Code of Ethics is the responsibility of the show host (NIA Show Rule #4).  This includes negotiating disputes, ensuring that fakes, damage and repairs are properly labeled and enforcing all show rules.  It is sometimes a dirty job but someone has to do it. Hosts should feel free to enlist the assistance of the NIA Show Standards and Ethics Committee Chairmen or any member of the Board of Directors to address identified problems.

· Sales Gimmicks.  NIA show rules prohibit disruptive techniques by dealers such as bells, whistles, etc. Other promotional techniques, which are less blatant, can, nonetheless, be disruptive. One practice is to have a silent auction while another proposal at one National involved a pre-show advertised auction to be held during the first day of the show. A very loud outcry was heard from several dealers who felt such an approach would jeopardize their sales.  The host should decide what types of activities of this nature will be permitted and ensure that all dealers are aware of the rules.

· Floor plan Layout.  In the beginning it is important to identify how many display and sales tables will fit into the selected facility. Before attempting the layout of tables one must determine the requirements of local fire codes relative to width of aisles, distance between tables, etc.  It is far better to design in compliance at the time of layout rather than to find the local fire department reorganizing your tables half way through the show! Most jurisdictions also have rules about placement of boxes in aisles etc. so check thoroughly. There are no other "rules" of layout however; most shows have dealer tables arranged in pods with dealers on the inside and the public on the outside. Likewise, most displays are placed on the perimeter of the room so as to restrict public access (see examples in Appendix H.) Many ill feelings have resulted from dealers who did not get the location within the show that they wanted.  While assignments are the prerogative of the host, a first come first served principle seems to be the fairest, especially when it is clear in the dealer packet and contracts that this principle will be exercised.  Any options which the host wishes to extend; (e.g. corners, wall spaces, etc.) should be clearly offered with the contract so no misunderstanding can be alleged later.  When your facility has limited floor space, you may wish to limit the number of tables that a single dealer can purchase. This permits more people the opportunity to participate.  You should have a map of the floor plan easily accessible to participants, dealers and displayers throughout the show. It is a good idea you enter all table assignments in pencil, as changes are inevitable.

· Raffles/Door Prizes.  While a potentially valuable source of revenue to cover show expenses, extreme caution must be exercised in this area.  In many states, raffles are a form of gambling, which may be illegal.  In others, you must be willing to give away tickets at no charge to any that ask for them so as not to be guilty of running a lottery.  So, before having a raffle it is strongly recommended that you check with local law enforcement to avoid any problems.

· Co-sponsorship.  In deciding to sponsor a show it is very valuable to have as much help as possible ranging from a single co-host to the assistance of an entire club.  A distribution of labor makes the entire show planning and execution much easier.  Whenever possible, the work should be shared to prevent an unreasonable burden for just one person.  When enlisting the assistance of others it is wise to have specific tasks and times assigned in advance so each participant knows precisely what their assignment is.  It is also recommended to enlist the help of those who are close to you and the site to prevent unnecessary travel and phone expenses.

· Show Directory.  Most often with the National Convention but occasionally with smaller shows, a directory of dealers has been prepared with a list of the names and addresses of those who had tables at the show.  The value of this exercise is limited and is more of a commemorative function than a utilitarian one.  It is an expensive effort in money and labor with a minimal return.

· Admission Fees.  For NIA sanctioned shows, the Board of Directors must approve admission charges.  The amount charged is the prerogative of the host however any plans to charge admission should be submitted to the Board at the time the show sanctioning is requested.  To reach a reasonable figure you may want to check what type of admission charges are being used by other antique shows in your community.  While most insulator/bottle oriented shows will not command the admission price of larger shows, it will at least provide a high benchmark. Keep in mind that NIA show rules require that once admission is paid it is good for the duration of the show so some type of re-entry verification will be necessary.  It is important that the cost of the show be distributed between dealers and show participants rather than just dealers, as has been the case for years.

· Registration Table.  Some type of registration/admission/ information table will be needed at the entrance to the show.  Space should be allowed for show fliers and advertising for upcoming events as well as to display NIA and local club information, raffle prizes, display awards, etc., etc., etc.  You may enlist volunteers for the purpose of staffing the table or if your budget permits, you may want to hire someone to run the table and free you up for other things that will require your precious time.

· Fund Raisers.  Many different efforts have been made to generate extra revenue from the sale of commemorative baseball caps to drinking glasses and things in between.  Most commemorative items will generate very low volume in sales with a minimal return for the dollar and hour invested in the effort.  Show hosts have many critical responsibilities but this should not be one of them. The same effort and money expended for show promotion will generally yield far greater results than the sale of some commemorative item.  If you elect to produce a fund raising item it is imperative that you consider the restrictions on the use of the NIA name and/or logo, which are part of the NIA bylaws.  Since it is a trademark you must have permission to use it on any item you plan to produce for profit (the name and logo can be used in sanctioned show promotion without restriction.)  Questions on this issue should be addressed to the NIA President or Executive Director.

· Budget.  It is required of NIA National and Regional Shows and strongly recommended for local shows that the host develop a budget of expenses and revenues to ensure that it is economically feasible to put on the show.  The following categories of expenses should be included in one's budget:

· FACILITY

1. Room Rental (Show room, meeting rooms, and banquet room)

2. Tables/Chairs/Table covers

3. Public Address

4. Auxiliary Lighting

5. Food Service

6. Insurance

7. Electricity

· ADVERTISING

1. Dealer/Collector Packets and Postage

2. Fliers & Cards

3. Commercial Ads (newspaper, hobby magazines, etc.)

4. Signs/posters

· AWARDS

1. Host provided awards are the sole cost.

· SECURITY

· TELEPHONE EXPENSES

· ADMISSION TICKETS

1. NIA provides name tag holders for National

2. Some provision necessary for re-entry without repayment

· DOOR/RAFFLE PRIZES & TICKETS

A note on telephone expenses, while the telephone is a quick and convenient tool it is also can be expensive.  You will save lots of extra bucks by using e-mail or letters instead of phone calls.  It is recommended to keep a log of correspondence so that critical communications can be followed up on when answers are not received in a timely fashion.
4 RECORDS

It is very important to keep accurate and complete records of expenses to avoid problems with governmental agencies later on.  (See budget example in Appendix G)
· Show Report.  The show host of an NIA sanctioned show is required to submit a "simple report of the conduct of the show (including any difficulties experienced and suggestions for better rules in any area) and submit this to the NIA office within 30 days after show." (NIA Show Rule number 17.)  The purpose of this rule is to permit future hosts the opportunity to avoid the problems encountered by others thereby improving their own show.  The value of these reports cannot be overstated.
A second type of report should consist of some type of summary of the highlights of the show along with photos to be submitted to Crown Jewels to let everyone know what a great time the show provided for those in attendance. This is especially great advertising for your show next year. You should include things such as: what insulators were present; who was there and from where, what special occurrences took place, etc. You should make prior arrangements for someone to take photos and write the show report so that they can be looking for stories and photos of interest.

5 CONCLUSION 
There is a lot of assistance waiting to help you plan your show if you will but ask.  The NIA Board of Directors is at your service for this purpose; feel free to contact any of them for help.  You will also discover that many of those who have hosted shows will be more than helpful.  Look for their names in past show advertisements and give them a call.

Appendix A Show Announcement Examples

This section contains example of show announcements that could be mailed to dealers and attendees, sent to the Crown Jewels and ICON.  

NATIONAL INSULATOR ASSOCIATION 18TH ANNUAL CONVENTION

JULY 24,25, & 26, 1987-- FRESNO, CALIFORNIA
GENERAL SHOW INFORMATION

LOCATION: HACIENDA RESORT & CONVENTION CENTER1 Freeway 99 @ Clinton Ave. in Central Fresno. Fresno is a growing city of approx. 295,000 population covering nearly 100 sq. miles. It is located very near the geographic center of California and is within 2-3 hours of 3 National Parks (Yosemite1 Sequoia, & Kings Canyon), Central California coastal vacation spots, San Francisco Bay Area, and Lake Tahoe/Reno. If planning an extended vacation, there are a number of possibilities in the area.

ACCOMODATIONS: The best room prices at a National in year’s Single persons: $37.00/night. Two, three, or four persons for $42.00 a night! All rooms plus 9% tax. A block of 100 rooms is reserved until July 1st so reservations should be made as soon as possible to guarantee your space.

If you prefer to stay at a location other than the show site, alternative accommodations are available upon request. The Hacienda will require a deposit of the first night’s lodging.

RV’s:  RV’s will be permitted to park on Hacienda premises at $10.00 per night with ~ hookups. A complimentary room will be provided for all RV’ers for bathroom and shower use. The closest site with hookups is approximately 1/2 mile from the Hacienda with approximately the same fee per night. RV1ers should be cautioned that the climate in July in Central California is hot and dry and air conditioning is a necessity.

GETTING THERE: North or South on State Route 99 from Los Angeles or Sacramento. You may also fly Into Fresno Air Terminal (FAT) direct from some eastern cities but normally with connections in San Francisco 6r Los Angeles. San Francisco is a bit closer than L.A. Fresno Air Terminal is on Clinton Ave. (the same street as the Show site) approximately 6 miles across town. Rental cars are available at the airport.

SHOW HOURS:
Friday exhibit set-up 7-7:30 a.m.

Friday dealer set-up 7:30-9:00 a.m.

 


Friday, (NIA members only) show hours 9:00 a.m. to 6:00 p.m.

 


Friday, NIA general membership meeting: 6:30 to 7:30 p.m.

 


Saturday public hours 9:00 a.m. to 400 p.m.

 


Saturday no-host cocktail hour 6:00 to 7:00 p.m.

 


Saturday banquet and awards ceremony 7:00 to 10:00 p.m.


Sunday public hours 9:00 a.m. to 4:00 p.m.

DEALERS & EXHIBITORS:  Information and contracts for sales and exhibit tables are on separate documents. If you are interested in either, please make separate request if you have not done so already.

ADMISSION CHARGE:  Adults: $1.00, Children (under 16) free

BANQUET INFORMATION:  The banquet is a traditional California buffet held outside in the Olympic Pavilion of the Hacienda. The menu includes:

Santa Maria Tri Tips with Barbecue Sauce

Tossed green salad w/choice of dressing

Potato Salad

Cole Slaw

Barbecue Beans

Corn on the Cob

Rolls & Butter

Dessert

Coffee or Tea

The price, including tax and tip is $14.00 per person. Checks should be made payable to Mike Guthrie. Your cancelled check will be your receipt. Banquet space is limited so get your reservation in early. No banquet reservations will be accepted after July 1, 1987. Tickets for the banquet will be distributed during the show at the registration table.

FOOD AVAILABILITY:  Food and beverages will be provided in the show room throughout the hours of opening. A restaurant and bar are present at the Hacienda with several fast food and other restaurants within one mile of the show location.

SHIPMENT OF SALES/EXHIBIT ITEMS:  Shipments of sales and/or exhibit items may be made to the show host who will transport the items to the show on Thursday, July 23, 1987 for pick-up. Shippers should arrive on Thursday to obtain their property prior to Friday set-up. On Friday, access to the items will not be possible.

QUESTONS:  Any other subjects will be happily answered by the show host upon receipt. Merely write to:

Mike. Guthrie

35816 Bonadelle Ave.

Madera, Ca 93638

(209) 645-0120

WELCOME TO FRESNO & THE 18TH ANNUAL NIA CONVENTION! ! ! 

Appendix B Dealer Packet Information

This appendix contains the printed contract information found in a dealer packet.  These would include dealer and exhibitor contracts, NIA floor rules and banquet sign-up sheet.  

North-Western Insulator Club

Twin Cities Y2K National
Dealer & Exhibitor Contracts

July 28-30th, 2000

Dealer Contract
Dealer’s Name __________________________________________________________________

Address ________________________________________________________________________

Phone ______________________

Helper’s Name ___________________________________________________
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maximum
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Showmanship

     30

Educational

     30

Rarity
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Variety

     30

Originality
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     -5
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Sales tables are 8 feet long and 24 inches wide.  Electricity will be available with a $15.00 per table charge if needed.  White table covers will be provided.

I would like:          tables for $45 each           number of tables requiring electricity @ $15.00 each

(   Check here if you would like a third table for another $15.  We will confirm availability two weeks before the show. Do not  pay for more than two tables now; we will collect the balance at the show.

I will be primarily selling: ________________________________________________________

Please note special requests or comments here: ________________________________________

______________________________________________________________________________

Cancellations received by June 27, 2000 will be refunded in full. After that date, refunds are at the show hosts’ discretion, based upon table resale. No-shows will not receive a refund.

I agree to abide by the NIA show rules and any special rules as outlined in the information section. I understand that the North-Western Insulator Club, the Thunderbird Hotel, nor the show host committee will be responsible for theft, loss, or breakage of participant property.

I understand that I am responsible for collecting and paying Minnesota sales tax where applicable.

I understand that all items falling under Rule #3 of the NIA show rules (fakes, questionable items, etc.) must be PERMANENTLY MARKED.

I understand that by signing this contract I am taking responsibility for compliance with all rules for my entire table(s), even if there is another dealer sharing the table(s).

Signature__________________________________________________ Date _______________


Please return this form with payment to:

Please make checks payable to:


Ed Peters  NWIC




Connie Peters

5424 Dufferin Drive






Savage, Minnesota 55378

North-Western Insulator Club

Twin Cities Y2K National

July 28-30th, 2000

Exhibitor Reservation

Exhibit tables are eight feet long. Please indicate on your reservation form if you do not need a table!

Exhibitors will be provided with table covers.  However, they should provide their own extension cords.

Please let us know as soon as possible if you will not be exhibiting.  This way we may allocate the space to someone else.

Exhibitor Name _____________________________________________________________________

Address ___________________________________________________________________________

Phone______________________

Helper’s Name ______________________________________________________________________

Please describe your space needs (tables are 8’ long and 24” wide) _________________________________________


___________________________________________________________________________________

Please describe your exhibit ____________________________________________________________

___________________________________________________________________________________

Please note special requests or comments here, including the need for electricity ___________________

___________________________________________________________________________________


I agree to abide by the NIA rules and any special rules as outlined in the information section. I understand that the National Insulator Association, the North-Western Insulator Club, the Thunderbird Hotel, nor the show host committee will be responsible for theft, loss, or breakage of participant property.

Signature ______________________________________________________ Date _________________


Please return this form to:

Ed Peters   NWIC

5424 Dufferin Drive

Savage, MN   55378

Dealer/Exhibitor Information

Dealer and exhibitor set up time is 5:00pm until 9:00pm on the night of the 27th, and 7:00am on the mornings of the 28th, 29th and 30th.  The show is open to NIA members only on NIA Day, Friday the 28th, from 9:00am to 4:00pm.  The general public will be permitted on the 29th and 30th, from 9:00am until 4:00pm on the 29th, and from 9:00am until 3:00pm on the 30th. We request that you remain set up until that time, unless the show hosts have determined that breakdown will be permitted earlier.

Please see the enclosed NIA GENERAL SHOW FLOOR RULES for important information. Pay particular attention to Rule # 3.  

It is recommended that dealers and exhibitors bring their own carts, as there are only a limited number of hand-trucks available.

Neither the North-Western Insulator Club, the Thunderbird Hotel, nor the show host committee will be responsible for theft, loss, or breakage of participant property.

DEALERS:

Sales tables are 8 feet in length, & 24 inches wide, white table covers will be provided. Electricity is available for sales tables, with a $15.00 surcharge, for the three days.

Minnesota has a 7% sales tax which applies to antiques and collectibles. Dealers are responsible for collecting and paying their own sales tax. Any further questions can be addressed by the show hosts, either before or during the show.

Sales table cancellations received by July 27, 2000 will be refunded in full. After that date, refunds are at the show hosts’ discretion, based upon table resale. No-shows will not receive a refund.

EXHIBITORS:

Exhibit tables are 8 feet long and 24 inches wide.  Please indicate on your reservation form if you do not need a table!

Exhibitors will be provided with white table covers, but should provide their own extension cords.

Exhibitors are requested to cancel as soon as possible if they will not be exhibiting so as to allow the show hosts to best re-use the space. There is no deposit for exhibits; please don’t make us wish we asked for one!

N.I.A. General Show Floor Rules

These Floor Rules have been adopted by the NIA Board, as a guide to proper conduct of individuals at insulator shows, and they are to be publicized to all show participants and attendees.  Only items #1 through #7 are of concern to the general public; all items #1 through #17 are of concern to the sales table dealers and exhibitors.

1. All participants shall abide by the NIA Code of Ethics.

2. Participants shall not knowingly misrepresent the attribution, condition, rarity or value of insulators or related items they offer for sale or trade.

3. Fakes, alterations, reproductions, and/or highly questionable insulators or related items may only be brought onto the show premises if they are PERMANENTLY MARKED or embossed so as to indicate their lack of authenticity.  It shall be the show host's responsibility to strictly enforce this rule and the decision of the show host shall be final.

4. All repaired items on sales tables must be clearly labeled as such.

5. All show participants and the attending public shall respect any show rules in force with respect to local ordinances and restrictions imposed by the owner of the facility.

6. Positively no public attendance during show setup hours.

7. "Aisle dealing" by the attending public will not be permitted.

8. It will not be permissible for sales table dealers to "work the aisles" in any fashion which preempts the opportunities of fellow dealers.

9. Dealer sideshows (spotlights, excessive cow bell ringing, etc.) shall not be carried to the point of being abusive to fellow dealers and the general public.

10. Dealers will not sublet all or portions of tables without first consulting with the show chairman and obtaining permission.

11. Dealers shall keep aisles in front of tables free of boxes and clutter.

12. Dealers are encouraged to not leave their uncovered tables unattended at any time and do so at their own risk of loss.

13. Dealers should keep their sales tables intact until the end of the published show hours.  There will be exceptions made for those driving long distances or needing to make other travel connections, but advance arrangements should be made with the show chairman when making table reservations.  The chairman reserves the right to locate such tables on the outer aisles or near exits to avoid disruption of the rest of the show with any early departures.  The chairman may announce blanket authority for early takedown at such time as public attendance appears to have essentially ceased anytime Sunday afternoon.

14. Dealers and exhibitors will be responsible for any damage they do to the facilities with their setup practices.  Please no thumbtacks and no signs or other items taped to walls or furnishings.

15. The NIA and the show host will make every effort to provide good security, but neither will be responsible for any loss of participant property due to theft, loss or breakage.  Each dealer and exhibitor is asked to help in security by watching after his own items and keeping an eye on adjacent tables in situations of obvious risk.

16. At the NIA National Show only, exhibitors and sales table dealers who offer a substantial amount (over 25% of table) of insulators and/or "related items" must be NIA members.

17. The reservation of a table constitutes the acceptance of these rules and agreement to comply with them.
Banquet Reservations

The 31st Annual National Insulator Association Awards Banquet will be held on Saturday, July 29th in the Chippewa Room, across from the show hall.  Cocktail hour starts at 6:00 p.m. (cash bar).  Sit down dinner service for 150 people will begin at 7:00 p.m.  

The awards program will begin after dinner, starting with the awards presented by the NIA.  Presentation of awards by local clubs and individuals will follow.  

The awards banquet is a great place for getting to know other collectors, and their interests.

You have a choice of two dinner entrées:

Sliced Tomatoes and Cucumbers Vinaigrette

Roast Prime Rib of Beef


Parmesan Potatoes



Sugar Snap Peas





Sliced Tomatoes and Cucumbers Vinaigrette

Teriyaki Chicken

(With sautéed mushrooms and teriyaki sauce topped with Swiss cheese.)

Rice Pilaf

Broccoli Spears

All dinner entrées include roll, butter, coffee, tea, decaffeinated coffee or milk.

Desserts will be Carrot Cake and Raspberry Cheesecake.  (Please circle one.)

Please reserve ________ beef dinners and/or ________ chicken dinners at $25 each.

Enclosed is $ ____________

Name: ___________________________________________________ NIA# ________________

Address: _________________________________________ City: _________________________

State: ____________ Zip Code: ___________ Phone: _____________ E-mail: ________________

Please detach this form and send with check or money order made out to Connie Peters, 5424 Dufferin Drive,  Savage, MN  55378.     612 447-2422

Appendix C Show Layout Examples

Appendix C contains examples of table layouts that are required to effectively host a show.
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Figure 1: Table Layout

Appendix D Exhibit Judging Rules and Forms

Appendix D contains the various display judging rules and tally sheets for judges.  

JUDGING RULES:

1. There will be a minimum of three judges for any category, and a given person may judge more than one category, if qualified.

2. All judges at a NIA National should have previous judging experience.

3. Judging panels should include at least one woman judge.

4. At NIA National shows, the judging panel should include at least one judge from each of the three NIA regions.

5. Judging decisions will be final.  Ties will be re-judged.

6. A person may not judge any category in which that person or a family member has an entry.

7. Prior to judging, the show host or judging chairman shall meet with the judging panel to review and discuss these rules.

8. Judging will be on a standard HIA 100-point system.  The average of all judges for any given category will be the final score.  The standard NIA 100-point system:

30-Showmanship. Eye-catching, public appeal, good use of go-withs, display props, lighting, etc.

30-Education. Information, history, explanation, good use of titles, labels, pass-outs, etc.

30-Rarity. This must be considered in context with the items on display1

5-Variety.  A wide range of styles, colors, shapes, etc.

5-Originality.  Independent and creative thought, freshness of idea, new or unusual arrangement, etc.

In addition to the positive scoring shown above, the judges are allowed to deduct from one to five points for each of the following exhibit deficiencies:

Condition:
Points deducted if the exhibit is dirty, or not presentable, or if the items exhibited are unclean, damaged excessively, have unsightly repairs, etc.

Category non-adherence:

Points deducted for items that are foreign to the category entered, such as a threadless insulator in a threaded exhibit, a domestic insulator in a foreign exhibit, etc.

Judges will be furnished standardized printed scoring sheets accompanied by detailed guidelines on a number of points, of which the two most important are as follows:

A. Judges should consider each grading factor separately without regard to other factors.  Avoid the “halo” effect, such as the tendency to give an exhibit high scores in Showmanship and/or “Education” because it is outstanding in “Rarity”.

B. To make scoring meaningful, judges should score “average” exhibits in the middle of the point range (such as 15 points for Showmanship, etc.).  Inferior or superior ratings will range downward or upward from that median as appropriate.
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[image: image8.wmf]SAMPLE SHOW BUDGET

Original Budget

Actual Expenses

Description

Qty.

Cost

Extended

Description

Qty.

Cost

Extended

Hall rental

1

$1,500.00

$1,500.00

Hall rental

1

$1,500.00

$1,500.00

Table & chair rental

1

$0.00

$0.00

Table & chair rental

1

$0.00

$0.00

Security

1

$414.00

$414.00

Security

1

$558.90

$558.90

Flier & contract printing

1

$200.00

$200.00

Flier & contract printing

1

$65.46

$65.46

Postage

1

$300.00

$300.00

Postage

1

$273.70

$273.70

Telephone

1

$200.00

$200.00

Telephone

1

$208.58

$208.58

Local advertising

1

$300.00

$300.00

Local advertising

1

$254.08

$254.08

Hobby advertising

1

$250.00

$250.00

Hobby advertising

1

$261.50

$261.50

Award ribbons

1

$175.00

$175.00

Award ribbons

1

$57.84

$57.84

PA System @ 3 days

3

$15.00

$45.00

PA System

3

$16.20

$48.60

Electrical outlets

21

$5.00

$105.00

Electrical outlets

19

$5.00

$95.00

Insurance

$0.00

$0.00

Insurance

0

$0.00

$0.00

Miscellaneous

1

$162.43

$162.43

1988 Commemoratives

54

$10.00

$540.00

Raffle prizes

1

$221.10

$221.10

NIA Caps

100

$3.78

$378.00

Insulator Grab Bags

1

$30.00

$30.00

Totals

$3,489.00

$4,655.19

Projected Revenue

Actual Revenue

Description

Qty.

Cost

Extended

Description

Qty.

Cost

Extended

Sales Tables

100

$33.00

$3,300.00

Sales Tables

90

$33.00

$2,970.00

Electrical Outlets

10

$5.00

$50.00

Electrical Outlets

7

$5.00

$35.00

NIA Refund

1

$250.00

$250.00

NIA Refund

1

$250.00

$250.00

Admission

200

$3.00

$600.00

Admission Decided Against

0

$0.00

$0.00

1988 NIA Commemoratives

54

$14.00

$756.00

Raffle Tickets

1997

$1.00

$1,997.00

NIA Caps

79

$6.00

$474.00

NIA Caps

10

$5.00

$50.00

Grab Bags

45

$5.00

$225.00

Totals

$4,200.00

$6,757.00

$4,655.19

Profit

$2,101.81
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Your final score _________

Category ____________________ Exhibitor __________________ No ________ Placing _____

Show ____________________ Date ______________ Special Awards _____________________

Instructions:  Copy into the left portion the scoring marks of each judge and compute the averages horizontally.  Copy into the right portion, the comparable computed averages from the scoring Summary Sheets of the other exhibits in this category.  Do not identify judges by name.  After awards are announced and given, return this completed form to the exhibitor.
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Instructions:
Enter exhibit: left to right by category and tend to make comparisons of factors between exhibits in the same category. Preferably grade all exhibits for one factor before considering the succeeding factors. Please be sure to read the attached “Guidelines for Judges".
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Original Budget

Actual Expenses

Description

Qty.

Cost

Extended

Description

Qty.

Cost

Extended

Hall rental

1

$1,500.00

$1,500.00

Hall rental

1

$1,500.00

$1,500.00

Table & chair rental

1

$0.00

$0.00

Table & chair rental

1

$0.00

$0.00

Security

1

$414.00

$414.00

Security

1

$558.90

$558.90

Flier & contract printing

1

$200.00

$200.00

Flier & contract printing

1

$65.46

$65.46

Postage

1

$300.00

$300.00

Postage

1

$273.70

$273.70

Telephone

1

$200.00

$200.00

Telephone

1

$208.58

$208.58

Local advertising

1

$300.00

$300.00

Local advertising

1

$254.08

$254.08

Hobby advertising

1

$250.00

$250.00

Hobby advertising

1

$261.50

$261.50

Award ribbons

1

$175.00

$175.00

Award ribbons

1

$57.84

$57.84

PA System @ 3 days

3

$15.00

$45.00

PA System

3

$16.20

$48.60

Electrical outlets

21

$5.00

$105.00

Electrical outlets

19

$5.00

$95.00

Insurance

$0.00

$0.00

Insurance

0

$0.00

$0.00

Miscellaneous

1

$162.43

$162.43

1988 Commemoratives

54

$10.00

$540.00

Raffle prizes

1

$221.10

$221.10

NIA Caps

100

$3.78

$378.00

Insulator Grab Bags

1

$30.00

$30.00

Totals

$3,489.00

$4,655.19

Projected Revenue

Actual Revenue

Description

Qty.

Cost

Extended

Description

Qty.

Cost

Extended

Sales Tables

100

$33.00

$3,300.00

Sales Tables

90

$33.00

$2,970.00

Electrical Outlets

10

$5.00

$50.00

Electrical Outlets

7

$5.00

$35.00

NIA Refund

1

$250.00

$250.00

NIA Refund

1

$250.00

$250.00

Admission

200

$3.00

$600.00

Admission Decided Against

0

$0.00

$0.00

1988 NIA Commemoratives

54

$14.00

$756.00

Raffle Tickets

1997

$1.00

$1,997.00

NIA Caps

79

$6.00

$474.00

NIA Caps

10

$5.00

$50.00

Grab Bags

45

$5.00

$225.00

Totals

$4,200.00

$6,757.00

$4,655.19

Profit

$2,101.81

Date 


 Judge 


             Judge Number 

Appendix E Press Releases

This section contains examples of press releases for both print and television outlets.  

[image: image16.wmf]
Please add the following to your Show Calendar listing through the

July issue:

JULY 23-24, 1988

HOUSTON, TEXAS

Antique Collectibles Show & Sale in conjunction with the 19th Annual

National Insulator Association Convention, Adam's Mark Hotel, 2900

Located at Briarpark at Westheimer. Free admission and parking. Educational films, exhibits, hourly door prizes. Handmade queen size “Texas" quilt and other valuable prizes to be given away Sunday (need not be present to win). Hours 10-4 both Saturday and Sunday. 

Info:  Marilyn Albers,

14715 Oak Bend Dr, Houston, TX 77079  (713) 497-4146

You have our permission to use the enclosed flier for any additional information.

 









Thank you!

 









Marilyn Albers

 









1988 Show Chairman

 









NIA Convention


The National Insulator Association will present its 19th Annual Convention, Show and Sale on July 23 and 24 at the Adam's Mark Hotel, 2900 Briarpark Drive at Westheimer in Houston.  Sales tables will feature all types of table top collectibles, with an emphasis on antique insulators and related items such as old telephones, lightning rod balls and weather vanes, but also including bottles, jars, Coca Cola memorabilia, advertising, stamps, etc.  Visitors can see several private collections on display and perhaps win one of our hourly door prizes.  Two handmade queen size quilts and other valuable prizes will be given away on Sunday afternoon.  Admission and parking are free.  Hours are 9 - 4 Saturday and Sunday.  For more information, call 497-4146.

The National Insulator Association is a non-profit organization of over 1500 members from the United States, Canada, England, the Channel Islands, New Zealand and Australia.  And all these folks share a common interest in collecting insulators!  Anyone who would like to learn more about this fascinating hobby may call the local group that is sponsoring the show, The Lone Star Insulator Club, at 859-5138.

TO LOCAL PROGRAMMING STAFF

You are invited to visit our show and to take film for broadcast on your show.  The National Insulator Association would sincerely appreciate your help in publicizing our big event.  Collectors in the Houston area are especially proud that our city was chosen as the show site for the 1988 convention.  It is a big boost for Houston and a chance to show collectors in other parts of the country that we are very much alive and well!  Most of the sales tables and exhibits will be in place by 9:00 a.m. on Friday, July 22, when the show opens to NIA members only.  You are welcome to visit that day until 5 p.m. or you may prefer to come during show hours, 9 - 4 Saturday and Sunday when the doors are open to the public.

You may be interested in interviewing some of the collectors who will be at the show: the president of the National Insulator Association (from Fresno, CA), the editor of our monthly insulator collector's magazine, CROWN JEWELS OF THE WIRE (published in Olmsted Township, OH), a few “experts” on particular types of insulators, including authors of recent books on these subjects, members of the Telephone Pioneers of America, and of course the dealer who came all the way from Sydney, Australia just to attend the show.

The Adam's Mark Hotel is located on Briarpark Drive at Westheimer, just west of Gessner.  The show will be in the Exhibit Center, which is part of the hotel. There is a map on the reverse side of the enclosed flier, which may be of further help to you. Please feel free to call 497-4146 or 859-5138 for any other information you need.  Hope to see you that weekend.  Thanks!

Sincerely,

Marilyn Albers, 14715 Oak Bend Drive, Houston, TX 77079

(713) 497-4146


A large antique Collectibles Show and Sale will be held in conjunction with the 19th Annual National Insulator Association (NIA) Convention, July 22-24, at the Adam's Mark Hotel in Houston.  A local group, the Lone Star Insulator Club, will sponsor this event.

The location of the NIA Convention rotates annually from the western to the central and eastern regions of the United States.  Houston was chosen as the show site in the central region for 1988.  The weekend will include an NIA General Membership Assembly on Friday p.m. and a Saturday evening Awards Banquet.  Both functions will be held in the Grand Ballroom of the Adam's Mark Hotel.

Dealers from California to New York will occupy approximately 125 sales tables in the 14,800 sq. foot Exhibit Center.  Wares will include colorful antique insulators and related items such as lightning rod balls and telephones of yesterday, as well as bottles, fruit jars, collectible "Coke" items, weather vanes, old advertising, coins, stamps and many other table top collectibles. One dealer is flying in from Sydney, Australia bringing unique telephone insulators from "Down Under".

Several educational exhibits, primarily insulator related, will feature the treasured collections of various members of the organization.  Two of these deserve special mention.  The first, occupying 18 feet of wall space, will be put together from items loaned by the local San Jacinto Chapter 64 of the Telephone Pioneers of America.  Using an authentic old switchboard, original headset, antique telephones, insulators and wires, this exhibit will show the steps that were necessary in order to make a simple phone call back in the early 1930's.  The second display will be of exceptional benefit to the beginning and experienced collector alike.  Insulators, proven to be fakes, alterations or deceptive reproductions, will be shown along with the information necessary to distinguish these phonies from authentic pieces.

All dealers and exhibitors will be set up from 9 AM to 5 PM on Friday, a day set aside for NIA members only, but the doors will be open to the public from 9 AM to .4 PM both Saturday and Sunday, offering hourly door prizes, free admission, and plenty of free parking.  “Special" prizes are to be given away on Sunday afternoon, including two valuable purple insulators and two queen size handmade quilts, one of which is embroidered with 30 different Texas scenes, and the other put together using an all over star pattern.  For more information about the show, call (713) 497-4146 or 485-5937 in Houston or (409) 722-8925 in Port Niches.

The National Insulator Association is a non-profit educational and scientific organization dedicated to high standards and ethics in order to protect the interests of its collectors and dealers.  The group includes 1500 members from the U.S.A., Canada, England, Australia and New Zealand.  Prospective members with an interest in insulators are welcome to join the NIA.  Membership applications will be available at the registration table during show hours.


Dear Newspaper Staff,

We are pleased to invite you to visit our show and to take pictures and gather information for your publication.  The National Insulator Association would sincerely appreciate your help in publicizing our big event.  Collectors in the Houston area are especially proud that our city was chosen as the show site for the 1988 Convention and have worked hard for a full year to produce a show that would spark public interest.

Several knowledgeable folks will be available for interviews:

· Experts in particular aspects of insulator collecting such as fakes and reproductions, antique "threadless" insulators (prior to 1865), threaded glass (1865 to present day), glass colors, foreign insulators, old telephones, etc.

· Several authors, of recently published books on insulator collecting.

· The president of the National Insulator Association from Madera, CA.

· The editor of Crown Jewels magazine (see enclosure) from Cleveland, OH.

· A collector who came all the way from Australia to attend the show!

· Members of the Telephone Pioneers of America.

Most of the sales tables and exhibits will be in place by 9:00 a.m. on Friday morning as the show opens to NIA members only.  You're welcome to visit at that time or might prefer to come during show hours 9 - 4 Saturday or Sunday when the doors are open to the public.  If you should need more information, please feel free to call any of the three phone numbers listed on the flier or the press release.

The Adams Mark Hotel is located at 2900 Briar Park at Westheimer, just west of Gessner, and the show will be in the Exhibit Center.  There is a map on the reverse side of the enclosed show flier.  If possible, please post the flier on your bulletin board.  Thanks very much!

Sincerely,

Marilyn Albers

1988 NIA Show Chairman

147l5 Oak Bend Drive

Houston, TX 77079

(713) 497-414-1123


Dudley Ellis

                     

131 Plantation Way

                     

Stockbridge, Georgia, 30281

                    

770-957-9928 or pony102@aol.com
March 20, 2001

Derylene Counts, Editor

Cotton & Quail Antique Trail

Cotton & Quail Enterprises, Inc

205 E. Washington St.

P.O. Box 326

Monticello, FL 32345

Dear Ms. Counts:

The Dixie Jewels Insulator Club cordially invites your readers to attend the 32nd Annual National Insulator Association’s Show, Sale and Convention at the Renaissance Concourse Hotel at the Hartsfield Atlanta International Airport in Atlanta, Georgia, on July 6th – 8th. There will be more than 140 dealers and exhibitors of antique telephone, telegraph and electrical insulators from the United States, Canada and Europe, providing the largest selection of glass and porcelain insulators in the world as well as books and publications on insulator collecting. Free appraisals will be available for persons wishing to have a value placed upon their insulators or related collectables. In recent years many insulator values have appreciated with some values exceeding  $1000. Some insulators have sold for $15,000 to $30,000 during the past five years. 

There are more than 2000 active members in the National Insulator Association. Most of these collectors are expected to attend the three-day event. Also offered will be lightning rod balls and equipment, telephone and telegraph collectables, Railroadania (including railroad embossed insulators), insulator advertising, ham radio strains, bottles and jars. The competitive displays will provide a wealth of educational information about the hobby of insulator collecting. Attendees will learn much about yesterday’s technology of providing power for telegraph, telephone, railroads, residential and commercial electricity. Insulators are attractive and of historic significance. They are passing further and further into history. While motorist and train travelers can sometimes still see mile after mile of poles carrying multiple cross-arms, in most parts of the country, these lines are being cut down.

Insulator collecting is an unusual hobby that your readers are likely to find interesting. Please consider placing a notice in your calendar section about the show or writing a feature about the hobby. Enclosed is a picture of some rare insulators and a brief history on electrical insulators and the hobby of insulator collecting. Also enclosed is a small collage. The original collage is a high quality 200 dpi TIFF file that is suitable for a publication cover. You may view a JPEG file or download the TIFF file at http://www.insulators.com/nia2001. If you should have any questions or desire further information, please do no hesitate to contact me.







Very truly yours,







Dudley Ellis, Secretary/Treasurer







Dixie Jewels Insulator Club

March 20, 2001

Dear Newspaper Staff,

The Dixie Jewels Insulator Club cordially invites your readers to attend the 32nd Annual National Insulator Association’s (NIA) Show, Sale and Convention at the Renaissance Concourse Hotel at the Hartsfield Atlanta International Airport in Atlanta, Georgia, on July 6th– 8th. NIA members can attend on Friday from 9:00 a.m. until 4:00 p.m. (You may join the NIA at the door for $10 single and $12 family). The general public is invited to attend on Saturday from 9:00 a.m. until 4:00 p.m. and again on Sunday from 9:00 a.m. until 3:00 p.m.. The cost will be $3.00 for adults and free for 12 years old and under accompanied by an adult.

There will be more than 140 dealers and exhibitors of antique telephone, telegraph and electrical insulators from the United States, Canada and Europe, providing the largest selection of glass and porcelain insulators in the world.  Free appraisals will be available for persons wishing to have a value placed upon their insulators or related collectables. In recent years many insulator values have appreciated with some values exceeding $1000. Some insulators have sold for $15,000 to $30,000 during the past five years. 

There are more than 2000 active members in the National Insulator Association. Most of these collectors are expected to attend the three-day event. Also offered will be bottles, jars, lightning rod balls and equipment, telephone and telegraph collectables, Railroadania (including railroad embossed insulators), insulator advertising and ham radio strains. The competitive displays will provide a wealth of educational information about the hobby of insulator collecting. Attendees will learn much about yesterday’s technology of providing power for telegraph, telephone, railroads, residential and commercial electricity. Insulators are attractive and of historic significance. They are passing further and further into history. While motorist and train travelers can sometimes still see mile after mile of poles carrying multiple cross-arms, in most parts of the country, these lines are being cut down.

Insulator collecting is an unusual hobby that your readers are likely to find interesting. Please consider placing a notice in your calendar section about the show and including a feature about the hobby in the Antique Gazette. Attached is a brief history on electrical insulators and the hobby of insulator collecting. A collage of insulators may be viewed as a JPEG file or download as a high resolution TIFF file at

http://www.insulators.com/nia2001/. Other pictures of insulators that may be downloaded can be found at http://www.insulators.com/. Information on the National Insulator Association and more photographs of insulators can be found at http://www.nia.org. 

I am the contact person for the show. Please provide your readers and Club members my name, address, phone number and e-mail address. If you should have any questions or desire further information, please do no hesitate to contact me.

Thanks,

Dudley Ellis,Secretary/Treasurer

DixieJewels Insulator Club 

131 Plantation Way

Stockbridge, Georgia 30281

PH: 770-957-9928

E-mail: pony102@aol.com                                                                      

Appendix F Show Award Providers

The following is a list of awards, which may be available to you for your show. Individuals provide some of these awards and or clubs and may be available on a limited basis. Be sure to check with the provider well in advance of show date to confirm requirements, availability and delivery of the award. Names and addresses of the Clubs, which provide awards, are published in the October issue of Crown Jewels of the Wire Magazine.

NIA Sanctioned "Class C" Shows (also known as "local" shows):
· NIA Ribbon: Available from NIA Show Standards Committee Chairperson.

Sanctioned and Non-NIA Sanctioned Local Shows:

· Crown Jewels Ribbon: Available from Crown Jewels of the Wire.

· Federation of Historical Bottle Clubs Ribbon for Most Educational Display: Available from the Federation.

· Antique Bottle and Glass Magazine Ribbon: Available from the Editor.

NIA Sanctioned “Class B" Shows (the NIA Regional Shows):

· NIA Plaque Available from NIA Show Standards Committee Chairperson

· Also available are the three ribbons listed under Non-sanctioned Local Shows (above)

NIA Sanctioned “Class A" Shows (the NIA National Convention):

· First place plagues for each category listed in the NIA Membership Handbook (second and subsequent place awards are optional but the host at NIA sanctioned shows is required to provide some type of award for all exhibitors as recognition for exhibiting.) Available from NIA Show Standards Committee Chairperson.

Club and Independent Awards

Muholland Most Educational Display Award: Available from NIA Show Standards Committee Chairperson.

Crown Jewels Plaque: Available from Crown Jewels of the Wire
Capitol District Insulator Club Award for Rest Use of Eastern Insulators: Available from the Club.

Central Florida Insulator Club Award for Best First Time National Exhibitor: Available from the Club.

Central Florida Insulator Club Award for Most Creative Sales Table: Available from the Club.

Nor-Cal Insulator Club for Best Use of Western Insulators: Available from the Club.

Bob & Phoebe Adams Award for Best Showmanship: Available from the Adams

Sterling Finch Award for Outstanding Contribution to the Hobby: Available from Kevin Lawless & Doug MacGillvary

Outstanding Service and Lifetime Membership Awards: Available from NIA Show Standards Committee Chairperson

Also available are the three ribbons mentioned under local shows.

Many of the award providers will also want to present the award so it is important to check with them in advance when planning your awards presentation banquet or other ceremony.

Appendix G Show Budget Sample

Table 1: Show Budget Sample

Appendix H Planning Calendar




Table 2: Show Planning Calendar
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PRESS RELEASE FOR WEEK OF JULY 18, 1988





COMMUNITY EVENT ANOUNCEMENT FOR WEEK OF


JULY 18, 1988





Marilyn D. Albers,  NIA #541


President 1982-1984


14715 Oak Bend Drive


Houston, Texas  77079


(713) 497-4146
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National Insulator Association


Standard Judge’s Scoring Summary





Other exhibits in same category by Number.


Comparable average scores, all judges.
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National Insulator Association


Exhibitor Scoring Summary





Note: Your show will have its own deadlines and requirements.  Establish your calendar based upon the unique needs of your show and area.





Develop contracts & show packet info.





Send fliers to bottle clubs with winter shows.





Start mailing show packets.





Distribute fliers to 3 more bottle shows.  Develop press releases & photos.





Send show information to AAA magazine.





Send press releases to Antique Magazines.





Send letters to potential donors for dealer gift packets.





Deliver postmark design to Post Office for cachets.





Draft paid ads for newspapers.





Order award ribbons.





Pay banquet deposit.





Order paid advertising.





Develop Awards Banquet Agenda.





Distribute advance PSA’s.





Pick up awards.





Provide hotel with banquet head count.





Distribute short notice media announcements.





Finalize table layout.





Janurary





February





March





April





May





June





July
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Prepared in 1989 by:


Michael G. Guthrie


NIA President  1988-1990





Digitized and updated by:


Ed Peters


NIA Central Vice President  2000-2005
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Showmanship	     30�

Educational   	     30�
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Originality	     5�

Condition	     -5�

Catagory  	     -5
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Total�
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Sheet: Sheet1

SAMPLE SHOW BUDGET

Original Budget

Actual Expenses

Description

Qty.

Cost

Extended

Description

Qty.

Cost

Extended

Hall rental

1500.0

Hall rental

1500.0

Table & chair rental

0.0

Table & chair rental

0.0

Security

414.0

Security

558.9

Flier & contract printing

200.0

Flier & contract printing

65.46

Postage

300.0

Postage

273.7

Telephone

200.0

Telephone

208.58

Local advertising

300.0

Local advertising

254.08

Hobby advertising

250.0

Hobby advertising

261.5

Award ribbons

175.0

Award ribbons

57.84

PA System @ 3 days

45.0

PA System

48.599999999999994

Electrical outlets

105.0

Electrical outlets

95.0

Insurance

0.0

0.0

Insurance

0.0

Miscellaneous

162.43

1988 Commemoratives

540.0

Raffle prizes

221.1

NIA Caps

378.0

Insulator Grab Bags

30.0

Totals

3489.0

4655.19

Projected Revenue

Actual Revenue

Description

Qty.

Cost

Extended

Description

Qty.

Cost

Extended

Sales Tables

3300.0

Sales Tables

2970.0

Electrical Outlets

50.0

Electrical Outlets

35.0

NIA Refund

250.0

NIA Refund

250.0

Admission

600.0

Admission Decided Against

0.0

1988 NIA Commemoratives

756.0

Raffle Tickets

1997.0

NIA Caps

474.0

NIA Caps

50.0

Grab Bags

225.0

Totals

4200.0

6757.0

4655.19

Profit

2101.8100000000004
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