Nature Festival Organization Guide

1-2 Overall Festival Coordinator(s):  “The Head Honcho(s) “
Some of these items may be individually delegated to others or done as a group in meetings - the real key is ensuring it gets done.
· Establish theme and scope of festival, Need for new patches, shirts or logos to support that
· Determine location, obtain facility and date consistent with other county events, maintain contact info for all persons or facilities organizations
· Initiate and conduct all planning and status meetings, 
· Master exhibits list - identify and/or approve all festival content or projects (booths etc) - and ensure chapter Booth / Exhibit owner(s) exists for each one
· Use past years master lists as starting point, add and change per theme, availability
· Any special restrictions on types of exhibits, selling vendors, food

· Cutoff date, no new ones after specific date
· Create master spreadsheet template (use last years) to collect, summarize and distribute all data regarding all exhibits, booths, and speakers - the complete master list, everyone works off one complete list. This becomes a starting point for the next festival.  Booth / Exhibit owners contribute all or most of the data.  Capture:
· chapter owners and all outside contacts info, 
· # vols needed vs  planned for each effort, with names as they get assigned.

· Space, tables, chairs and special facilities needed vs planned 
· assist project owners in communicating and soliciting needs for materials, volunteers, etc. to members and others
· Document and distribute meeting decisions and to-do’s that are outside of the above master list as minutes
· Act as official spokespersons to community leaders, other chapters, radio interviews, city and county proclamations.
· Track overall expenses vs budget, with treasurer help
· Develop “in case of severe weather” plan

· Provide the master view - fill in as needed where ever holes develop - either get someone to do it, or do it.  Coordinators may have individual tasks assigned to themselves as needed

· Sign and send Thank You notes to all Supporters and Contributors
15-25+ Individual Booth / Exhibit owners – one or more chapter members assigned for each nature booth or exhibit, ours or otherwise - this is the heart and soul of what really gets done.
· Includes chapter booths and activities, outside invited booths and activities, vendors selling goods, and our chapter and welcome booths, etc. 

· Primarily responsible for activity scope and descriptive write up for advertising; 
· Keep itemized list, and obtain, all required supplies for booth activity

· Define space, # tables and chairs, electric, audio/visual, etc. if needed

· Define  # vols needed, finding own help if possible and asking for add'l if needed; staffing plan for booth setup, festival hours and tear down; 

· Be primary contact with and meet and greet outside non-chapter guests who are assisting or doing the activity including getting any bios 
· Own the activity and all the interfaces required to accomplish it
· Feed all data into Coordinators master spreadsheet – if it’s not on there, it doesn’t exist.
· Ask for help long before it’s critical
1 Speakers Coord:

· Identify and contact speakers consistent with theme, create schedule to fit 
· Obtain presentation titles, descriptive content, speaker bio’s and contact information
· Individual Speaker support: handouts, computer and audio/visual needs, water
· Meet and greet speakers, introduce prior to presentation, give gifts at end of each, provide free food/drink “coupons”
1 Donations / Funding Coord:
· Structure funding/support levels, identify sponsors, present needs, obtain funds and any supplies
· Start in summer prior to festival, budgets get set and consumed early – use prior year’s festivals as examples as new year is not set yet.
1 Advertising Coord:

· Newspaper and magazine public interest articles (free)
· Paid advertising - radio, newspapers

· Internet sites and various media online and printed event calendars
· Create Flyers for posting, advertising, and distribution by members and others
· Feed Chapter web site owner with up to date details for posting
· Use Extensive email distribution list(s) from past years.
· Create festival map layout, and Tri-fold brochures for festival handout
1 Facilities Coord: may delegate parts to more than one person, but should have a lead ensuring no holes in the overall facilities support plan, could be one of the co-chairs.
· Create, supply, borrow, buy, rent or build as necessary:  signage, tables and chairs, toilets, parking arrangements, audio/visual speaker support (computer, projector, pointer, screen, ext cords, external speakers, portable loud speakers), 2-way radios, security, electric power, night lights, trash containers, overall park clean up before and after, golf carts, etc.
· Be knowledgeable of whole area in terms of safety, regulations, and facility contacts.
1 Food and drinks coord.
· Ensure consistent plan and supply, variety, description of food/drinks, etc. 

· Engage vendors to sell as needed– they provide own equipment, tables, etc., 
· Maintain business and contact name info.

· Ensure electrical needs met
· Provide chapter volunteers drink and snack stash
1 Nature Photo Contest Coord.
· Review and update prior year contest rules and entry form, changes as necessary

· Get contest publicized in all media (Adv) 

· Establish Locations for forms pickup and photo drop-off, and location for judging

· Materials for sorting, titling and displaying for judging and at contest, and displays setup and tear down

· Scan photos to PC / picasa photo web site for our future use

· Obtain contest judges, gifts for them.

· Conduct Awards Ceremony

Special Projects as needed - find someone

· Obtain or create special gifts, prepare thank you cards for Coordinator signatures
· Obtain patches, shirts, buttons, backpacks, etc. as directed
· Festival photographer, including editing and posting to photo web site

· …
