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1. Dates   

The Convention Chairman, with the approval of the BOG, determines convention dates. Although it will never be possible to avoid all conflicts, every effort should be made to avoid conflicts with other major caving events, such as the International Congress of Speleology. The Schedule of Events, printed monthly in the NSS News, is a reference for such events. The somewhat traditional dates of 21 June through 21 August are set in an effort to avoid most school conflicts for cavers who are teachers, students and those who have children. School schedules are now such that July dates will offer the highest possible attendance. Local seasonal weather conditions, insect populations, cave conditions, etc., must also be taken into consideration when selecting dates. Convention dates will also be constrained by the availability of facilities. DO NOT SCHEDULE BEFORE OR AFTER THE AFOREMENTIONED DATES.  

Officially, the convention runs from Monday through Friday, with a few days of pre-convention activities, including a Geology Field Trip and perhaps a few days of post-convention activities. The campground should be open from, at least, early Saturday to Saturday, although a few people would appreciate having it open a day earlier. If possible, suggest a convenient alternate camping place for people who arrive before the convention campground is open.  

As soon as the date for a convention has been confirmed by the BOG, the convention chairman should notify the NSS News, so that the convention can be added to the Schedule of Events. Basic information should include the date, location and the name, address, E-Mail address and phone number of the Convention Chairman.  

2 Estimated Attendance  

As the convention date approaches it will be possible to make a more accurate prediction of attendance. In general, you can expect approximately 65% -75% to pre register at the discounted rate and 75% to 80% of the final attendance figure to pre-register by the cutoff date. This number can vary with more remote sites.

Pre registration may be higher if the convention offers significant incentives for early registration. Because most pre registration will occur in the last two weeks before the pre registration discount deadline, it is important to set the pre registration deadline early enough that major decisions, such as how many guidebooks or T-shirts to print, can be made after the deadline. Six weeks is barely enough lead time. Eight allows more of a safety margin.  

Convention Size 
Approximate Attendance  

Small 


500-750  

Medium 

750-1000  

Large 


1000-1600  

3 Personnel   

The following is a more complete list of the responsibilities of each of the key Convention Planning Committee members. For larger conventions, or when there are large numbers of capable volunteers, many of these jobs can be split among several people. Most commonly there will be additional sub-chairmen who have more tightly focused responsibilities. The Convention Chairman coordinates the activities of each of these key chairmen. The individual Chairmen, are in turn, responsible for their committees and coordinate the activities of their sub-chairmen.  

Organizational Structure: 

Each convention Committee MUST have a well-defined organizational structure, with most people reporting directly to the convention chairman. Some conventions will prefer to have relatively few committee chairmen reporting directly to the Convention Chairman, while others will prefer to have fewer layers in the committee structure. For example, the Registration Chairman could report directly or through the Treasurer. While the exact structure is not important, it is essential that there be clearly defined lines of authority and responsibility. Without them, disagreements and decision making can lead to counterproductive squabbles and even hostilities. The extent to which the chairmen participate in decision making outside their own committees will also vary from convention to convention. Each Convention Committee should determine its own organizational structure.  

Volunteers:  

Obviously, each of these jobs also requires a reasonably large number of ``gofers'', especially for initial setup. Line up as much additional help ahead of time as you can. Don't be afraid to solicit help outside your grotto, region or state. It is recommended you develop a time line that details how many volunteers will be needed for each task from set up until breakdown. Volunteers will often come forward to help when they see a need; they should be encouraged and thanked. Even if people offer to work just one afternoon, you will find that service invaluable. During the convention, don't hesitate to ask for volunteers through the daily newsletter. A volunteer sign-up book at registration helps solidify commitments to help.

Chairman: 

The Convention Chairman is ultimately responsible for the smooth workings of the entire convention process. They must be able to work well with people, as well as coordinate the varied activities of the convention staff. The Convention Chairman is the senior manager for the convention and should not take on other roles. They should be a leader and an organizer. The chairman should always support the staff. 

Vice Chairman (preferred): 

A Vice Chairman works closely with and assists the chairman, in all phases of convention planning. The Vice Chairman should be able to take over any or all phases of the Chairman's job in case of emergency or incapacitation of the Chairman.  

Co-Chairman (alternative): 

A Co-Chairman splits the responsibilities with Chairman. If this option is selected, the two Co-Chairs must clearly define who is responsible for which aspects of the convention. One of the Co-Chairs must be designated as the official contact, and be prepared to respond to questions from the Administrative Vice President and other NSS officers.  

It is extremely important that the Co-Chairs work closely together to avoid having two simultaneous conventions. If a clear cut division of duties is established, for example: where one Co-Chair handles all administrative functions, while the other handles all campground and caving related activities, conflicts tend to be avoided. Both Co-Chairs 

should keep their communications lines open and active.  

Treasurer: 

Because of the requirements for financial responsibility, the Chairman and Treasurer must not be the same individual. The Treasurer must be familiar with standard bookkeeping and accounting techniques, and be computer literate. The Treasurer should know how to prepare and track budgets, handle large sums of cash, and prepare financial reports that must be submitted periodically to the NSS Treasurer. The Treasurer acts as the Chief Financial Officer & needs to make sure each department submits a budget & stays within it. He or she will be responsible for handling a cash flow on the order of $60,000 to $200,000. Some convention committees may want to bond their treasurer, and. at some time in the future; the NSS may require that they do so, although this can cause a problem for some government employees. The Treasurer must be able to work closely with the Registration Chairman. The Treasurer must be willing to learn and use NSS Chart of Accounts. The Treasurer will be responsible for setting up a merchant services account for processing credit card receipts. See appendix 10, Section 8 for more information. The Treasurer is also responsible for developing procedures for handling all financial transactions, including credit cards, both at registration and in other convention activities.    
Possible Subcommittee: Vendors Liaison, Caver Co-op.  

Registration Chairman: 

The Registration Chairman should be in charge of both pre registration and on-site registration during the convention. The Registration Chairman must be able to work closely with the Treasurer.  

The Registration Chairman should be computer literate and be able to make extensive use of computer software as part of the registration process.  

Possible Subcommittees: Symbolic Devices (T-shirts, mugs, etc.), Pre registration & Onsite coordinators.
Facilities Chairman: 

The Facilities Chairman is responsible for both camping and meeting facilities and for providing audio-visual equipment for all activities. If the convention staff is large enough, AV equipment is best handled by a sub-chairman. 

The Facilities chair will reserve space in the vendor area for the NSS Bookstore & the Caver Co-op. 

The Facilities Chairman will have to work closely with local contacts to arrange use of facilities and campground, and to assure that they are used in an appropriate manner.  

The Facility Chair will need to arrange for the rental of any equipment not available at the convention site based on advance requests from the session chairs.  

The Facilities Chairman should try to anticipate problems before they arise and have contingency plans ready.

Possible Subcommittees: Campground, A/V, Salon Support, Security, BOG/COG Liaison.  

Publications Chairman: 

The Publications Chairman is responsible for the convention Guidebook, the Convention Program, the daily newsletter, and possibly a Geology Guidebook. This person MUST be willing to devote many hours of pre-convention time to the task. This job includes soliciting, collecting and editing material, formatting the publications and arranging for printing. Much of this work can be done through subcommittees and it is advisable to delegate the editorship of the major publications. The Publications Chairman is responsible for overseeing all of it but, when possible, should let a pro do the real work. Although this job is extremely time consuming, it is mostly complete by the time the convention starts. All that remains is the daily newsletter, which can be delegated.  

The Publications Chairman should be grammatically literate, have some graphic arts skills, have access to a computer and be a good proofreader. The ability to harass and cajole in order to obtain material before the deadline is also helpful. This person should also work closely with the Convention Treasurer, due to the need for funding the publications before the convention begins.  

Possible Subcommittees: Convention Guidebook, Geology Field Trip Guidebook, Program, Daily Newsletter  

Publicity Chairman: 

The Publicity Chairman is responsible for the series of NSS News articles and publicity for the convention and for public relations in and around the convention site. They should be able to work with local press, radio and TV during the convention week. (All interviews with the press during Convention are referred to the NSS President).  

Program Chairman: 

At some conventions, the Program Chairman is responsible for the overall scheduling of all convention activities. At others, the Program Chairman is responsible only for session scheduling and another officer, usually the Convention Chairman, assumes responsibility for overall scheduling. The Program Chairman MUST work closely with the rest of the convention staff and Section Chairmen to determine space and time requirements for meetings, sessions, workshops, etc. Time and space MUST also be allocated for standard convention events such as BOG and COG meetings and for special events and evening entertainment. The Program Chairman works closely with the Facilities Chairman to allocate available space and with the Publications Chairman to produce the Convention Program. 

The Program Chairman's most difficult task is to minimize conflicts. This can be more of an art than a science. See Section 1.6 for information for additional scheduling information.  

The Program Chairman MUST be familiar with the requirements of each individual activity and with the specific BOG Acts regarding convention facilities. In particular, the Vendors and the COG have detailed needs. (See Acts: 56-217, 56-267, 56-346, 56-459 in the Appendix)  In addition to requirements specified in Board acts, the chairman of each special event will be able to provide specific requirements for their events. Someone should be assigned to work closely with each event chairman.  

The Program Chairman is responsible for the contents of the Convention Program. They can either write it themselves or channel information to the Publications Chairman. This includes: collecting abstracts of papers, session descriptions, detailed session schedules, etc. It should be noted that the Program Chairman is responsible for collecting this information, not generating it. That is the responsibility of the session chairmen.  

The Program Chairman must make sure that one or more call for papers for each session appears in the NSS News and that a point of contact be identified for each session so that those wanting to give papers know where to send their titles and abstracts. For some sessions, e.g., exploration, it may be necessary to appoint someone on the Convention Committee to be sessions chair and to receive abstracts since for their session, there is no NSS Section that will organize the session.  

The Program Chairman must also make sure that submitted papers are appropriate for their sessions, that the 250 word abstracts submitted are accurate and summarize the paper, and that the abstracts for technical and scientific papers are sent to the Editor of the NSS Journal for inclusion in that publication.  

Logistics Chairman: 

Every convention is faced with numerous small tasks that do not easily fit into the realm of a single committee; moving several tons of guidebooks from the printer to the convention site, doing airport pickups and deliveries, procuring building materials, fetching BOG lunches, etc. While these can be assigned to other committees, some conventions have chosen to have a Logistics Chairman whose job is to deal with all of the loose ends.  

Possible Subcommittee: BOG/COG Liaison  

4 Registration   

The success of the convention depends a great deal on well designed and smoothly operating registration process. Registration policies, such as how to handle refunds and bounced checks, should be developed long before the convention. All registration staff must be familiar with these policies. Well defined policies and procedures will prevent many problems, and will help resolve those that do arise. These policies and any other registration processes should be well documented and reviewed thoroughly and understood by anyone who will be staffing the registration desk.  

Registration Overview  

The Registration Chairman and staff are responsible for:

1.) Conducting Pre registration  

2.) Conducting On-site Registration  

3.) Collecting all registration fees  

4.) Producing identification badges  

5.) Producing and selling convention symbolic devices, such as T-shirts, patches, pins,

           mugs, etc.  

6.) Assembling and distributing registration materials consisting of convention 




publications, tickets, badges,  housing instructions, etc.  

7.) Maintaining complete and accurate registration records  

8.) If requested by the Convention Treasurer, providing credit card services for convention activities that do not have their own merchant service accounts, such as the Caver CO-OP.  
While not absolutely required, it adds a nice touch to provide ``official greeters'' to orient and assist people on arrival. An "ASK ME" person, who has no other duties at registration but to answer questions, is a great asset to the staff and attendees.  

Registration Accounting and Record Keeping:  

For each registrant, the registration accounting system must be able to track all services requested, all fees collected and any amounts still outstanding or refunds due. People will make mistakes on their registration forms, no matter how carefully you design them. Record what people want and collect or refund the difference when they arrive.  NO CASH REFUNDS ARE PERMITTED. You could create ‘Caver Cash’ that could be spent at the vendors or redeemed at registration.
Each committee will need to know how many people are using its services and, in some cases, who those people are. The Howdy Party and Banquet need head counts (and separate counts for vegetarian meals, unless you include your vegetarian fare with the main serving line). The Publication Chair needs to know how many guidebooks and programs to print, etc. The Geology Field Trip, JSS and the Vertical Workshop will want a list of attendees, as well as a count, so that they can send out advanced information. The information required will vary from convention to convention. Prior to beginning pre registration, the Registration Chairman, Treasurer, and each individual committee chairman should meet to determine what information is required.  

All funds collected by the Registration Committee should be regularly forwarded, with a summary report, to the Treasurer for deposit. The summary report should indicate the amount collected in each accounting category, but not the individual detail. Again, the exact form of this report should be worked out between the Registration Chairman and Treasurer before pre registration starts. It is important that this be done regularly, even when registrations are just trickling in, so that registrants do not have to carry uncleared checks or credit card charges on their bank accounts.  

Credit card machines are available through the NSS Office. If you use the NSS's merchant processing services (highly recommended), the machines will be programmed to deposit the receipts directly into the conventions bank account.  If you elect to use another service, it may be possible to use the NSS's machines, or you may have to obtain your own. See appendix 10 section 8 for more information.
Registration Forms  

Registration forms should be clear and easy to fill out. Using blocks or segmented lines for information will usually force people to print, improving legibility. They should include sign-ups for add on activities such as the Geology Field Trip, JSS and Vertical Techniques Workshop. The form should also have a box for age, so that minor's badges can be appropriately coded. The NSS has a standardized registration form available from the Convention Committee in softcopy format. See Web Section for more info.
.  

The registration form should be printed in the NSS NEWS six months before the convention, typically in January or February. The form should accompany an article on the convention. Ideally, the form will be an insert which can be removed without damaging the NEWS. However, inserts are expensive to prepare and the convention must bear the cost. Discuss the issues with the NSS News editor before making a decision. Registration forms should also be available via the NSS website.
Paper forms should be prepared and distributed through the NSS Bookstore at the preceding convention. They will collect the forms and payment. Also they time stamp their receipt for numbering purposes. These forms must be collected by noon on Friday
In addition, registration forms can be mailed to grottoes and other organizations. This practice reaches people who might otherwise be unaware of the convention. It also prompts grottoes and I/Os to publicize the convention  

.  

Non-NSS members and foreign cavers often request information about the convention. You should prepare a standard packet of registration materials and respond promptly to such requests.  

Registration Fees  

Registration fees, in US dollars, should cover all convention expenses. The convention should not be viewed as a moneymaking event, but neither should it lose money. If in doubt, err towards the side of a modest profit (5%). Fees for Non-NSS members should be higher than those of NSS members. The difference should be the cost for the attendees to join the NSS. Refund the difference if the person joins during convention week. Day passes should be set at a schedule that is more than one-fifth of the full week pre registration price. Day passes do not include Howdy Party, Banquet, or Guidebooks. These MUST be purchased separately. Careful budgeting can make the convention affordable without losing money. The convention should establish a refund policy for those who pre-register, but don't attend. Fees should not wildly fluctuate from one convention to the next. Look to previous convention fee schedules as a blueprint for what you should be charging. Pricing can be staggered by age groups and you should consider the waiving of the free for children under the age of three. 
People joining the NSS for the first time receive a non-transferable, non-replaceable coupon entitling them to a one-time, $40 reduction in the registration fee for an NSS Convention.
Registration Policies:  

At every convention, the registration committee must deal with a few unhappy or irate individuals demanding special treatment or consideration. These problems can most easily be resolved if the Convention Committee has established registration policies well in advance and they have been published in the pre-convention publicity and the convention program. Keep in mind that there will always be some problems you can't resolve. Try your best, but don't worry if an occasional attendee goes away grumbling. You can't please all of the people all of the time. It is not unusual to find that 5% of the people at a convention are responsible for 95% of the problems and many of the 5% are the same year after year. If you're particularly perplexed, consult previous convention staff. They can help identify the perennial malcontents.  

Registration Required (NSS Policy):  

Everyone attending an NSS Convention and participating in convention events MUST register and pay a fee in accordance with the extent of participation (e.g. pay for full registration, for day pass only, for banquet only). This includes convention staff, paid contractors, and non-NSS volunteers. 

Exceptions are as follows:  

1. NSS Office staff register but do not pay a registration fee.  

2. Government officials (e.g. local dignitaries), government employees attending 



meetings of the Steering Committee of the National Cave and Karst


Management Symposium, local landowners, guest speakers, and others as


 
determined by the convention chairman may receive complimentary day passes 



in accordance with Act 56-631.  

3. Paid contractors who do not participate in any convention activities do not have to

 
register and do not pay a registration fee.  

4. Unpaid non-NSS volunteers (e.g., off duty policemen, medical personnel, family

 
members not otherwise involved in the NSS) who provide services that would

 
otherwise be contracted out by the convention committee do not pay a 



registration fee. Such people cannot participate in any convention activity unless

 
they pay for the activity, (e.g. attending a party or buying a day pass). 



Convention committees are urged to use such people as little as possible and 



make maximum use of convention committee staff to perform these services.  

5. Others as determined by the convention chairman and approved by the NSS


 
Administrative Vice President.  

Comment: The basic principle here is that with some limited exceptions, everyone who takes advantage of our convention activities should pay for this. On rare occasions, a convention committee may have to use non-NSS people to help out or may be able to use a volunteer to perform a service that would otherwise be paid for. In these cases, the people involved don't have to pay a registration fee but they also derive no benefit from convention activities. Like everyone else, if they want to go to a convention event, they'll have to pay for it.  

Refunds:  

The convention should establish a refund policy. Before a publicized cutoff date, fees should be fully refundable. After that date, fees can be partially refundable, depending on how the withdrawal affects convention finances. Money for meals, rooms, etc. should be returned, if at all possible. Convention publications, can be mailed in lieu of full refunds.  

Pets:  

If pets are allowed, establish policies concerning pet registration fees, areas where they are off limits and procedures for monitoring behavior and enforcing rules. Stipulating that pets must be on a leash, attached to a person or an immovable object and that owners must clean up after their pets are not unreasonable. Most convention sites are not the best place for critters to be left alone all day. Lack of shade or water can be dangerous for an animal.  

Badges: 

The most important thing on a badge is the person's name. Be sure to print it in LARGE LETTERS, so that it can be easily read. Nicknames should be in addition to, not instead of a person’s name. Badges should also show the person's NSS number and convention registration number. Additional information, such as I/O affiliation is nice, but optional. Badges can be color coded to indicate people with specific responsibilities, such as NSS board members, convention staff and medical personnel. Color coding can also identify minors to reduce problems with under age drinking. NSS and staff badges should include the position held. The NSS owns two laminators for making badges. Consider making a batch of generic badges for rotating volunteer positions, such as, registration, campground, security, that will be used only when the person is on duty.  Badges printed on both sides are very popular.

Communications: 

Many attendees leave spouses, children or older relatives at home. They may need to stay in touch with their jobs. It is essential that the convention provide some form of communication services. Registration personnel should be prepared to take messages and post them on the bulletin board. In emergencies, they should be willing to locate individuals and relay messages directly. In addition there should be pay phones at both the campground and meeting sites. Especially in areas where cell phone coverage is limited. It is recommended you note limited call phone service in your pre-convention material in the NSS NEWS. Staff radios are an invaluable resource, however disbursement of them needs to be controlled. Radios are available from The Robertson Association and will be brought to convention upon request. The NSS also has a cache of Radio's, however, at least 6 of them will be needed by the Photo Salon Committee on the day of the Salon.  Family band radios are useful within the school or campground - both if the facilities are close to each other. The use of HAM radios has also become very popular among cavers.  

Somewhere near, but not too near, the registration desk there should be a sizable Bulletin and Message Board for the use of members, with appropriate scribbling and tacking paraphernalia. If you provide small note pads for messages, people won't use up lots of space, putting short messages on big pieces of paper.  

Pre registration:  

Pre registration provides attendees with their first indication of how ``together'' a convention staff is. These impressions can influence people who are undecided about attending. Acknowledge registrations promptly, with a post card that tells people what they have signed up for. Cash checks regularly. Answer e-mails, letters and phone calls. The more interested the convention staff is in providing a service, the more the word will spread that ``this is really going to be a fantastic convention.''  

Online registration via the web has been very successful & should be initiated after the close of the previous convention. Approximately 75% of the attendees will pre register - most in the last two weeks prior to the discount cutoff date.

Pre registration records also help the Convention Planning Committee. Keep them up to date. Having tentative attendance figures helps in negotiations with caterers and other suppliers. They can help determine how many Geology Field Trip buses to run, how many T-shirts to order, etc.,  

Opting out of the Banquet can only be done during pre-registration.

On-site Registration: 

There should be a centrally located registration desk at convention headquarters. This desk should be open continuously from the Saturday before the convention through the beginning of the ``Howdy Party,'' Monday evening. The location of the registration facility should be publicized in the News and stated on signs leading people to the convention. After Monday, if the registration desk is not going to be open around the clock, its hours of operation and instruction for late arrivals should also be clearly posted. 

Registration should be designed to serve a maximum number of people in a minimum amount of time. People will be arriving, tired and cranky, after long drives. Make their initial experience a pleasant one. Registration materials should be assembled ahead of time for those who have pre-registered and they should have an express check in line. For others, desks or tables for filling out forms are essential. These should be located nearby, but not so as to interfere with those in line.  

Special attention should be paid to orienting ``first timers.'' Reception groups or select ``old hands'' could be assigned to take these people under their wing and make their first convention a pleasant and memorable experience.  

Symbolic Devices:  

Every convention identifies itself with a logo blazoned on T-shirts, patches, pins, mugs, etc. These are usually sold at the Registration Desk or at a table nearby. Deciding how much to order can be a real problem. Refer to the Convention Development Committee for T-shirt sales history. It is best to be conservative with ordering and to take into account price break points.  

You should be able to defer a final decision on quantities until your pre registration deadline, when you have a much better idea of what you need, your suppliers might make the patterns or silk screens in advance and if you leave enough time between pre registration and the convention for their production so they can produce the needed quantities. Discuss this possibility, with the suppliers.  

5 Facilities  

Before you go too far, be sure you have the commitment of the person at the top of whatever facilities you are looking at and the commitment that you will have the full cooperation of all departments in his or her organization. The convention site should provide meeting facilities, camping and food in close proximity. The area should be clearly defined Headquarters, most commonly near the Registration area, where people can gather, socialize, and obtain information. Parking space should be plentiful. There should be hotels, motels or dormitories available for those who do not want to camp. If the campground and sessions must be separated, the distance involved should be minimized. A shuttle bus system must be provided if these facilities are more than a mile or two apart. Shuttle service is mandatory for any activities that involve alcohol and are not within walking distance of the campground. In no case should daytime meeting sites be separated by more than a short walk. Having such meetings several city blocks apart or in widely spaced buildings on a campus is not desirable.  

Before signing a contract, find out if there are any limitations on bringing in caterers or beverage suppliers.

The local Tourist Council or Chamber of Commerce may be able to assist you in locating facilities, negotiating contracts & obtaining the best prices. They also will make sure the town businesses know a big event is planned & to be prepared. See A.13.

Air conditioned facilities are preferred, but are not mandatory. If the convention climate is unusually hot or humid, air conditioning is strongly encouraged.  

Handicap access to all convention activities should be available.  

Signage:

8"x10" - minimum - signs should be set up by Friday night.

Directions:

Keep them simple, direct & easy to follow. Have someone, who does not know the way, proof them. Shortcuts can be learned once folks reach the site

Campground:  

A large camp ground, preferably within walking distance of convention headquarters and no further than 15 miles from the Convention meeting location, is essential. The ideal campground has adequate toilet and shower facilities, a site for vendors, shaded space for tents and RVs and a gathering area. The camping area should not be so large that people lose contact with each other, nor so small that they feel crowded. If there are trees, people will tend to cluster under them, requiring less tent space. Areas prone to flooding should be identified, posted and possible marked off as a restricted area. The campground location should ensure the safety, security and privacy of campers (and of the local citizenry) and should conform to all local health and safety regulations. Most conventions choose to control campground access and to provide security guards. At a minimum, security guards should be present on nights when most people are likely to be away from the campground. Utilizing local, off duty police, sheriffs or firemen is good for PR and it frees the staff to enjoy the convention events.  

The campground should be divided into ``quiet'' and ``rowdy'' areas, although finer subdivisions, like ``quiet with children'' and ``quiet without children'' are possible.  

Some sort of sheltered gathering area should be available on a twenty-four hour basis. This should be well removed from the ``quiet'' area since it will undoubtedly be the scene of late-night revelry.  

It is especially important that the campground conform to all relevant health and safety requirements. Do not try to circumvent these requirements. Local authorities have the power to shut down nonconforming facilities. The hassle of getting permits and facing inspections, is nothing compared to the possibility of discovering the last minute that you don't have a campground.  

Campfires are nice but MUST be approved in advance. If allowed, arrange for fire pans.

Drop shipping:

Some attendees who fly to the site may wish to camp. Given the additional baggage costs, they may prefer to drop ship their camping gear to the convention site. If possible, set up a location they can send the items to & collect them near registration.
Facility Convention Size 
Small 
    
Medium 
Large  

Land Required 

10 acres 
15 acres   
20 acres  

Toilets 


12 
    
 20 
           25  

Showers 


7 each sex 
10 each sex 
15 each sex  

Parking:  

The Campground must have ample parking and people should be able to park reasonably close to their tent sites. Conventions that have provided only ``walk in to tents'' should expect and be prepared for constant enforcement problems and unending complaints, unless you publicize this fact well in advance.  

Cavers are resourceful, and armed with advance notice, will improvise around these situations.

Parking at sessions:

Advise, in advance, if parking is not close to the session sites or if there is a fee.

Toilets:  

The ideal campground has numerous flush toilets and showers in close proximity to the tenting areas. This ideal is seldom achieved. If adequate flush toilets are not located within about 50 yards of the camping, port-a-potties must be provided. See Section 15 on Health and Safety for additional information on rest rooms and port-a-potties. 

Pumping should be arranged to occur while attendees are at sessions.  Locate the port-a-potties in small clusters, close to where tents and people will cluster. The should be easily accessible for cleaning and pumping. As the week progresses, it is highly likely that you will find that you need more units in some places and fewer in others. Don't hesitate to have the port-a-potties moved, but do negotiate the fee for this service ahead of time.  Make sure you have someone responsible to make sure they stay supplied with toilet paper.

Showers:   

If you find it necessary to build temporary showers, be sure to consider both safety and the environment. Dumping large quantities of soapy water into the local watershed is not acceptable. Try to arrange a connection to a local sewer or storm drain or build a leach field. A co-ed facility is acceptable, but also provide separate facilities for those who are not comfortable in a mixed environment.  

Hot Tub:  

Although the hot tub is not an ``official'' convention function, it is enjoyed by many attendees. Unfortunately, it is also often a source of annoyance. To avoid problems, the hot tub should be in an isolated location, with an ample source of water, preferably in or near the noisy campground. The Convention Committee should designate the location, but the Speleo Spa Affinity Group is responsible for setting things up, running the tub 

and cleaning up afterwards. Some facilities will not allow a hot tub to be set up. It is advisable to notify the Speleo Spa Affinity Group in advance when this situation arises.

The convention is not required to provide funding or supplies for the Hot Tub, however some past conventions have chosen to contribute a small sum ($100) towards fuel and other supplies, or to provide equipment such as black plastic, carpeting and benches. A large compound for both showers and the hot tub, which share a water heater and drainage is a mutually beneficial arrangement.  

In some areas, it may be necessary to have the hot tub inspected by local health authorities.  

Motels and/or Dormitories:  

As the years go by, the number people who fly in and need or prefer the comfort and privacy of indoor accommodations to camping is increasing. If at all possible, inexpensive rooms in dormitories or youth hostels are highly desirable. In addition, there should be nearby motels, hotels or bed and breakfast establishments to accommodate those who require these facilities. A discounted rate can be negotiated, in most cases, since the room will be occupied for a week & the motel will be fully occupied. Information about motels, hotels, and bed and breakfast establishments should be printed in the NSS News and on the web page as early as possible. Include names, addresses, phone numbers, price ranges and location relative to the convention. When these facilities are limited, they fill up fast. It is not unusual for people to reserve 6 months to a year in advance. Motels should also be no further than 15 miles from the sessions. 

Registration Area:  

Public areas:  

Multiple registrations lines speed service and make it easier to meet people’s needs. There should be an express line for people who registered ahead of time and do not need to make changes.  

An information center with menus, brochures, maps and a phone book is helpful.

The registration area also serves as a social center and assistance center throughout the week. It should have a message board and comfortable chairs. There should be a pay phone. (If possible this area should be located away from of the mainstream registration area.)  

Bulletin Board/Message Center:  

There should be a bulletin board where people can post messages to each other, and receive messages from the outside. It should be close to a center of activity, but not so close as to interfere with other activities.  

Convention Office:  

During the week, the convention staff will need a place to meet and discuss problems, or just to retreat from the chaos. A secure, private area, near the registration desk, is most convenient, although having one elsewhere offers more privacy. This space, which is closed to non-staff, can also serve as the Treasurer's office and storage for registration materials. It is also a possible location for a copy machine, although it may be more useful at Registration.  

Editor's Center:   

The Daily Newsletter Editor should have a location where there is power for a computer setup, a large table and chairs.  

Duplicating facilities:  

Numerous convention activities require copying services, often at odd hours of the day or night. If duplicating facilities are not available as part of the facilities rental package, the convention should consider renting a high quality, medium speed, machine for the week. Office supply stores will frequently be willing to rent one cheaply, in exchange for being the exclusive supplier of paper and toner for the machine. It should be set up at registration or in locked room, with a specific person designated to provide access and assistance. The convention should provide free copying for the BOG, COG and daily newsletter (warning: most medium speed copiers cannot handle the continuous printing requirements of the daily newsletter. This is best done at a print shop.). Copying services should be offered to other official convention functions. Copying can be offered, at a nominal fee, for non-session related needs.  

Meeting Rooms:  

The Facilities Committee is responsible for managing all meeting sites during the week. At least one committee member should be on site any time that meetings or sessions are in progress. This person should be prepared to rearrange meeting sites and to provide and maintain AV equipment, rented if necessary, . Spare equipment and projector bulbs should be available on a moments notice. There should be a clearly marked convention office, so that this support person can be easily located when assistance is needed (a radio can be used for this also.) A master schedule of rooms being used and the times they are occupied, as well as a list of available rooms for last minute meetings, should be maintained at registration in the event of the need to move to larger quarters or a location being suddenly unavailable.  

Convention size  

Facility Capacity  

Small 

Medium 
Large  

Small Rooms (20-50) 
3 

3 

4  

Mid sized Rooms (50-100) 3 

4 

4  

Large Rooms (100-200) 
2 

2 

3  

Auditoriums (200-1000) 
1 

2 

3 

Section Meetings:  

Each NSS section will most likely want to have a meeting, luncheon or both. Section meetings can be as small as a dozen people or as large as several hundred. The Section chairmen should provide information about the Section's meeting requirements to the convention staff as early as possible.  

Sessions:  

Technical sessions are organized by the sections or by Convention Staff. The Program Chairman should contact them to determine space and equipment requirements. Whenever possible, all sessions should be in the same building or within a short walk of each other.  Power point projectors are needed at most sessions. Frequently they can be provided by or rented from the facility where you are holding the sessions.

Workshops:  

Each workshop has separate requirements. Typically, tables or other working surfaces are needed.  

Auditorium/Gymnasium:  

Auditorium or gymnasium accommodations are needed for the following activities:  

Photo Salon:  

The Photo Salon has very specific facility needs. These are described in detail in 
Section 8: Salons and Displays.  

BOG:  

BOG meetings have special facilities requirements. These are described below in section 6: Activities.  

COG Meetings:  

The Congress of Grottoes needs a facility that seats approximately 100 people, preferably in an auditorium. See section 6: Activities for a detailed description.  

Geology Session:  

Because attendance at the Geology sessions and meetings can run as high as 150 to 700 people, it is best to schedule it in a large facility.  

International Exploration Session and US Exploration Session:  

These two sessions frequently draw well over 500 people and require a larger, auditorium style facility.  

Vertical Contest and Vertical Techniques Workshop:  

The Vertical Contest and Vertical Techniques Workshop have similar requirements and usually use the same facility. They require a high roofed building (25') , such as a gymnasium, with suitable arrangement for anchoring ropes. See the Vertical Contest in Section 6: Activities, for more detailed requirements. The Vertical Techniques Workshop has been requesting multiple rig points and a rappelling location.  

Banquet Hall:  

The banquet hall MUST be large enough to comfortably seat the entire expected attendance indoors, with a speakers table visible to everyone. See the banquet section below for more detailed requirements.  

Vendor Space:  

If possible, indoor vendor spaces should be air-conditioned and individually securable. They should have ample lighting and electricity for adding machines, etc. Most conventions supply tables and partitions for large rooms. If the convention is not going to do so, vendors should be warned ahead of time, so they can bring their own or make arrangements to rent. Outdoor vendors need electricity and a secure area, located near the social center of the campground to ensure good walk-by traffic. A surcharge should be applied to vendors with large power consumption, such as those with sewing machines.  

Display Space:  

Each salon has its own requirements, however a few general comments are possible. Display space should be well lit and secure. The longer the viewing hours, the more people will have an opportunity to visit.  

A lockable display space is needed for the NSS Museum

A lockable display space is needed for the items to be Auctioned.

Parking:  

There should be adequate parking at both the campground and the meeting sites. 

Additional handicapped parking places may be needed.

Parking regulations should be plainly posted and enforced.  

Check to see if there will be fees associated with parking in any area. 

Keys:

Will room keys be issued to select individuals or will arrangements have to be made to have rooms unlocked & locked. Will there be a fee associated with locking & unlocking doors?

6 Activities  

The more varied a convention is, the more interest it will usually generate and the more satisfied attendees will be. Some events can reflect the convention theme, which is usually related to local history or culture. Try to leave at least one evening free, or very casual, so that people have time to socialize and relax.  

6.1 Scheduling:  

It is one thing to arrange for lots of activities. It is another to schedule them so that people participate in the ones they want with minimal conflicts. In particular, due to the large number of sessions it is necessary to schedule some of them against the BOG and COG Meetings. The following sessions should not be placed in the same time slot:  

BOG, COG, NCRC or any session business meeting - The BOG manual states that 



these conflicts should be avoided if possible.  

BOG vs. Geology - is an ongoing request of the Board that these events not be 



scheduled at the same time. Also, try to not schedule the BOG and Exploration

 
at the same time.  

Geology and Biology - There is a large overlap of speakers and audience 

Archaeology, Anthropology, Paleontology, History and Geology there is a potential 



for an overlap of speakers and audience  

Human Sciences and Conservation and Management and LEARN- another overlap


Of presenters and audience  

Cartography and Electronics - same overlap of interest situation (Monday is their 



preferred time slot.)  

Geology, US Exploration and International Exploration - all require a large facility


and are extremely popular  

Print Salon, Slide Salon and Video Salon Workshops - these are critique sessions


and there tends to be an overlap of exhibitors so try to schedule these sessions


at different times on Friday.  

The evening schedule at most conventions is:  

Monday 
Howdy Party  

Tuesday 
Special Event (cave tour, local attraction, etc.)  

Wednesday  Auction, Campground Party  

Thursday 
Photo Salon  

Friday 
Banquet  

6.2 Meetings:  

Opening Ceremony  

The convention is usually kicked off with a brief ceremony Monday morning. It is usually held immediately before the BOG Meeting at the same location. However, if the convention locality offers another interesting site, it can be used instead. The opening ceremony should introduce the convention staff and local dignitaries and provide a brief preview of things to come. A possible agenda for this ceremony follows. In no case should it last more than about twenty minutes.  

1.) NSS President: Introductory Remarks  

2.) Introduction of and Remarks by Local (or other) Dignitaries Convention Chairman:  

3.) Official Welcome  

4.) Last Minute Information  

5.) Introduction of Convention  

6.) Staff Program (optional):  

7.) A brief (emphasize brief), presentation which reflects the convention theme.  

Board of Governors (BOG) Meeting  

The BOG is the official Annual Business meeting of the NSS. It begins Monday morning and is usually continued on Friday. Within this framework, the BOG meeting may consist of a variety of open and closed sessions.  

The BOG consists of 17 people; the 12 elected Board members, the President, 3 Vice Presidents and Treasurer. In addition, the Recording Secretary sits at the meeting table. It is essential that these people be seated so that they can converse easily among themselves. They must have sufficient table space to spread out laptops, notes and other material. The U-shaped configuration with at least 40 linear feet of table space works best. It is not acceptable to seat the BOG in 2 tiers, where some members would be sitting behind others. Air conditioning, comfortable chairs and adequate lighting are also important. Power strips “MUST” be provided for the laptops. A small table is also needed for the recorder. Ice water (and possibly other drinks and snacks) “MUST” be made available for the BOG by the Convention Facilities Chairman. It is optional to provide them for the audience.  A convention staff member "MUST" be assigned to the BOG, this person will take lunch orders and handle any special needs of the BOG during the open meetings. Lunches can be provided or the BOG members will pay for them. 

With the exception of the Closed Meeting of the Directorate of the entire BOG, BOG meetings are open to all NSS members. For open meetings, there should be ample room to seat spectators (typically a hundred).  

All BOG meetings are recorded, with the exception of the closed meeting. The NSS Logistics committee will provide the needed equipment. The Convention Facilities Chairman should arrange to have this equipment brought to the convention and, if requested, provide an operator. 

The Convention Facilities Chairman should work closely with the Convention Development Committee to assure suitable BOG accommodations.  

Annual Business Meeting:  

The first session of the BOG meeting is the Annual Business Meeting, held Monday morning, following the opening ceremony. It is an open meeting, and is an opportunity for members to observe first hand how the Society operates. It is not unusual for 100 members to attend this meeting. The NSS President should open this meeting by introducing the BOG members.  

Organizational (Closed) Meeting:  

The Organization Session, which is usually held immediately after the Annual Business Meeting, is a closed meeting. While it can be held in the same room as the open meeting, a smaller private meeting room is preferred. Seating arrangements should follow the above guidelines, although the U shape is no longer needed since there is no audience. This meeting may or may not be recorded, at the discretion of the BOG. 

The BOG often eats lunch during this meeting. Some conventions choose to provide a lunch for the BOG, or ask a local Grotto or Region to do so. Usually the Board members place orders and provide payment in the morning, and the Logistics Chairman or the Facilities Chairman brings the food in.  

Additional Sessions:   

The Board will require facilities for at least one additional session, a continuation of Monday's open session, usually held on Friday morning. If the agenda makes it likely that the meeting will run past lunch, arrangements similar to those on Monday should be made. This is an open meeting. On occasion the BOG will need to have additional meetings, either open or closed. The Facilities Chairman should be prepared to respond to such special requests. The BOG will have an informal meeting on Saturday from 9am to 1pm. There are no special requirements. This meeting is open to attendees.
Support Services:  

The BOG will need access to duplicating services throughout the week. In addition, the recording secretary may need the use of a computer and duplicating services, no later than Wednesday evening, to prepare the agenda for Friday's BOG meeting. Let the recording secretary know ahead of time what type of hardware and software are available.  

COG Meeting:  

The Congress of Grottoes is an advisory body, consisting of representatives from each grotto and I/O in the NSS. The COG discusses issues of importance to the members and recommends items for consideration by the BOG. The meeting is well attended and requires a facility seating about 100, preferably auditorium style (not bleachers). There should be an adequate public-address system, with at least one microphone for the Chairman and one for the audience.  When possible, schedule for minimum conflicts.
The meeting is presided over by a Chairman elected at the previous year's Congress of Grottoes. The COG Chairman is responsible for determining COG representation, developing issues. The I/O Chair provides placards and ballots. The COG secretary is responsible for producing typed minutes of the meeting and providing a copy to the BOG's recording secretary for inclusion in Friday's BOG agenda. Copies for the Board members are also desirable.  

The convention's responsibility for the COG are minimal. Provide a suitable room with a table and three chairs for those running the COG. Also, provide access to a computer and duplicating services for both issues and minutes.  

Section Meetings:  

Each official NSS Section will probably have a business meeting, in addition to a technical session, during the week. Some sections will combine their meeting with a lunch or breakfast, others will request a meeting room. The individual Section Chairmen should inform the Convention Program Chairman about the requirements for their meetings, which vary greatly in size and format.  

Special Meetings:  

Space for special meetings may be requested by various groups. Such meetings could be on anything from cave lights to convention planning or speleo-massage. The International Union of Speleology (UIS) often schedules a meeting for those interested in international activities. The Program Chair may add such special meetings to the schedule and should have a few spare meeting rooms for last minute special meetings that are not on the program.  

Special Interest Breakfasts and Luncheons:  

Many NSS sections and I/Os like to combine their business meetings with a breakfast or luncheon. In addition, less formal special interest groups, such as the newsletter editors, surveys, etc. like to have luncheons. The convention should provide a private dining area, or a special group of tables for each group. Food service or some other catering provision should be available. People who want to participate in the meeting but not use the food service should be able to do so. These special breakfasts and luncheons should be scheduled ahead of time and announced in the program and daily newsletter.  

Past NSS presents recently have been having a private lunch and will need a room.
6.3 Sessions:  

Sessions are the heart of the convention's scientific program. Each NSS Section usually arranges a session for the presentation of formal papers. In addition, special sessions can be added by the Convention Committee or by other individuals. These special sessions frequently highlight local discoveries and projects. Abstracts of these papers should be printed in the Convention Program. The Program Chairman is responsible for contacting the chairmen of the various sections to determine who will be running the session. If the convention plans to present special sessions or symposia, the Program Chairman is responsible for locating appropriate session chairs. The Program Chairman works with the individual session chairmen to determine what size room and how much time to allot for each session, what audio-visual equipment to provide and other requirements.  

If a session is not chaired by someone in a section, (e.g. Exploration) then the Program Chair is responsible for finding a chair for that session.  

The section chairmen are responsible for issuing a ``Call for Papers.'' They collect papers, review them, and forward abstracts to the Program Chairman, who will send them to the Editor of the NSS Journal. Abstracts are limited to 250 words. Ideally, they also provide the Program Chairman with a paper by paper schedule with a timetable. These timetables should be adhered to. Substitute papers or breaks should fill any "no show" gaps, rather than rescheduling the program. The Section Chairmen are responsible for running their sessions and obtaining abstracts for papers which had not been submitted earlier. These will be published in the NSS Journal. Since soliciting papers and collecting abstracts requires a long lead time, it is helpful to identify section chairmen a year before the convention. However this is often not possible. When the chairmen have been identified their names and addresses should be published in the NSS News. Finally, the rooms used for sessions where darkness is required for slide viewing should be dark and should have a light trap entry to avoid disrupting the presentation.  

Classes and Workshops:  

The convention can offer a wide variety of workshops and classes. Various NSS sections and committees are frequently willing to teach such classes. The sponsoring group will set the workshop fees. Workshop profits should be returned to the sponsoring group, if it is an NSS I/O. Otherwise, profits should be retained in the convention treasury. Profits should never be returned to private individuals. The following courses and workshops are held at most conventions. Use your imagination to think of others.  

Vertical Techniques Workshop:  

The Vertical Techniques Workshop is sponsored by the Vertical Section. It teaches the basics of vertical caving in a safe, well lighted indoor environment. A combination of lecture and hands on experience provides participants with the opportunity to try a variety of equipment and techniques. The work shop is usually held on Thursday afternoon and takes four hours. Attendance is limited. It usually uses the same facility as the Vertical Contest, except they usually request multiple rig points and a rappelling site. Thursday - usually from 12:00 to 5:00

Photography Workshops:  

Photography workshops are sponsored by the Photography Section. They vary from convention to convention, depending on interest and available instructors. Instruction can include lectures and discussion on the basics of cave photography. If a conveniently located cave is available, it can also include a field session to put theory into practice.  

Surveying and Cartography Workshops:  

Some conventions offer Surveying and Cartography Workshops, sponsored by the Cartography Section. The Surveying Workshop teaches surveying basics, including compass reading, station placement and keeping book. The Cartography Workshop teaches the basics of drafting maps.  

Convention Development Workshop:

The Convention Development Workshop provides an opportunity for those considering hosting a convention to get together with the Convention Committee and past convention organizers to ask questions and develop plans for hosting convention. Typically 20 people. The workshop is usually held on Monday afternoon.

Convention Planning Workshop:  

The Convention Planning Workshop provides an opportunity for past, present and future convention organizers to get together, answer questions and discuss issues. Attendance is typically 20 people. The workshop should be held on Friday, so that some of the current year's staff will be able to attend and speak to some specific things that went right or didn't quite go as planned.  

Grotto (I/O) Publication Workshop:  

The Grotto (I/O) Publication workshop is a opportunity for the editors of Grotto and Regional publications to discuss problems and trade techniques. Sometimes there is a unifying theme, such as desktop publishing. If the Workshop follows the judging for the Graphic Salon, participants can examine and discuss newsletter covers.  

Slide Salon Workshop:  

The Slide Salon Workshop is held from 10:00 to 12:00 the morning after the slide salon. The workshop will show slides that were not shown during the Slide Salon for lack of time. These slides will first be projected for viewing only. Then after a short intermission some of the slides will be projected again, photographic techniques will be discussed, and entries will be critiqued by the salon judges and the audience. The workshop requires a dark room capable of holding at least 50 people. It should be set up with one projector and a 6' x 6' screen.  

Print Salon Workshop:  

A two hour Print Salon workshop should be held the day after the evening salon program. It should not conflict with the Slide Salon workshop. This workshop is open to all. During the workshop the prints will be critiqued by the salon judges and the audience.  

Video Salon Workshop:  

A three hour Video Salon Workshop should be scheduled the day after the Photo Salon. The workshop will show videos not shown the night before due to lack of time. Photographic techniques may be discussed and entries may be critiqued by the salon judges and the audience.  

Cartographic Salon Workshop:  

An hour and a half Cartographic Salon workshop 10:30-12:00 should be scheduled the day after the Photo Salon (usually Friday morning). This workshop is open to all. During the workshop the maps will be critiqued by the salon judges and the audience. Note that all cavers are encouraged to attend.  

Caving Short Course:  

Although it has not occurred recently, some past conventions offered a caving short course, covering basics such as equipment, safety rules, conservation issues and introductory geology. Some future conventions may want to consider resurrecting this idea if a suitable organizer can be located.  

Vertical Contest:  

The Vertical Contest is a highly competitive timed ascending competition. It is run by the Vertical Section. The convention must provide a suitable location for this activity. 

Safety must be the first concern when setting up the facility for the Vertical Contest. Contests Participants in the vertical contest and speleolympics should be in good health and aware that they are competing at their own risk. Participants must be prepared to sign liability waivers. A responsible adult must sign the waiver for minors. Contest organizers should be responsible for supplying the waiver.  

Monday - To prepare for the Vertical Climbing Contest - Access is needed to a gym or similar facility with a ceiling height of at least 20 feet at 9:30 am to rig ropes. The Climbing Contest begins around 1:00 PM and goes until 5:00 PM that day. Sessions do not blend well in the same area as the contest due to the cheering and encouragement for the climbers.

The following times are needed:

6 tables & 8 chairs for the paperwork

A way to access the ceiling for rigging - a man list, scaffolding, etc.

Something to cover the floor to protect from boots

At least 2 places on the floor to rig racks for belaying the contest climbers

They have used the strongest supporting poles under bleachers in the past if 


nothing else is available 

An EMT person quickly available

AC in very hot environments

The rigging for the vertical training class will be done on Monday and will require 10 to 12 rigging places for the learning stations. This is done under the supervision of the leader of the Vertical Section Workshop.

Tuesday - Climbing contest continues 9:00 to 5:00. Sign up sheet is cut off early enough to let the last climber finish by closing time.

Wednesday - Vertical Section meting & Vertical Session - 1:00 to 4:00 - preferably at the same location. Requires:

Large classroom or equivalent

Chalkboard or equivalent

AV equipment

Microphone

In the past they have used a gym but the acoustics can be difficult. If a gym is used, tables & chairs will be needed for the board members.

The Vertical Techniques Workshop:  

This workshop usually uses the Vertical Contest site on Thursday afternoon. They typically request anchors for multiple ropes and a place for beginners to practice rappelling. This should be a vertical or nearly vertical structure at least 8 or 9 feet tall and 15 feet long, with a minimum 2 foot wide ledge at the top. The top of the structure should be easily accessible. Historically, this requirement has been met in a variety of ways, such as bleachers, walls and scaffolding.  

Speleolympics:  

The Speleolympics is an obstacle course designed to test caving skills. It is usually held outdoors and often involves mud and water. It is a family activity and a favorite among children. The contest is usually divided into categories by age and sex. The convention is responsible for setting up the course and running the contest. A special chairman should be appointed for this activity. The object is to make the course fun rather than excessively difficult. The course should emphasize skill and delicacy rather than brute strength. Above all, the Speleolympics course should be safe. An EMT should be available at the contest site.  

Other Contests:  

Other contests can generate enthusiasm and spice up activities. Possibilities include cave rallies, four-wheel drive competitions (be careful of any environmental implications here) chili cook-offs & cave swill contests. You name it and someone will be likely to participate.  

6.4 Evening Events  

Howdy Party:  

For many people, the Howdy Party, rather than Monday morning's Opening Ceremonies, marks the beginning of the convention. It is usually held Monday evening and night and consists of an informal meal, followed by a party with live band or other entertainment. The Howdy Party is included in convention registration and is not charged for separately (with the exception of those on Day Passes). It has often been stated that the Howdy Party sets the tone for the entire week. A successful party means a successful convention.  

Location:   

It is best to hold the Howdy Party within easy walking distance of the campground and other lodging. If the Howdy Party is to be held at a site removed from the general convention area, it is MANDATORY that transportation be provided for those attending.  

Drinks:  

Beer and soft drinks (some decaf) are included in the cost of the Howdy Party. In recent years non-drinkers have been outnumbering the beer drinkers. Make sure there are plenty of soft drinks, juice and Ice Water (does not have to be bottled water). Alcohol consumption by minors has been a problem at many Howdy Parties. Convention badges should be age color coded and the servers should not hesitate to check ids. Illegal drinking can also be held down by making sure there are plenty of quality nonalcoholic drinks. Canned beer allows grab & go, kegs moderate consumption. 

As a footnote, a substantial number of people do not consider non-carbonated drinks, such as iced tea and lemonade, to be quality ``soft drinks.'' Others do like having them available in addition to soft drinks. It would be wise to serve only name brand carbonated soft drinks. Would you serve generic beer? The local beverage distributors should be able to assist in this area.  

In some areas it is possible to get beverages donated to a non-profit organization by major manufacturers, in exchange for advertisement in the program and displaying their banner at the beverage station. 

Check with local authorities for regulations, permit requirements, or restrictions regarding serving alcoholic beverages.

Music:  

The Howdy Party band should play a variety of music so that there will be something for everybody to enjoy. In particular, people should be able to dance to much of the music. However, areas need to be available for those who wish to socialize without shouting. These areas should be within a reasonable distance from the beverages. If the Howdy Party is held near the campground, a time should be established when the music will reduce in volume, typically midnight, and it should be enforced. See Board Act 56-654  - This applies to ALL evening parties.

Banquet:  

The Banquet marks the formal end of the convention. It should be a memorable event. The banquet should be held in a pleasant setting that will accommodate all attendees in one location, serve plenty of good food, rapidly and on time. Multiple food serving lines MUST be used. Following the banquet, the awards ceremony should be paced to give adequate recognition to the recipients without bogging down in long introductions and speeches by the recipient. A capable master (or mistress) of ceremonies can help keep things moving and quell incipient rowdiness. Apart from this general outline, the Convention Chairman is free to include any other reasonable events. Above all, remember, the Banquet should emphasize the National Society and its functions. 
Following the awards, the Convention Committee may choose to have a quest speaker.  

A sound system is essential for a successful banquet. In addition, a large screen and audio visual equipment are needed and they should be set up and tested ahead of time.  

Banquet Chairman:  

The Banquet Chairman works with the caterer, the facilities chairman and program participants to assure that all arrangements are in order and everyone is familiar with their individual responsibilities.  

The Guest Speaker:  

The guest speaker is optional and some conventions have not had one. Many convention attendees feel the week is incomplete without one, while others can do without ``yet another slide show.'' The decision is left to the Convention Committee. Factors to consider are the availability of a first class speaker, the topic of presentations, and the overall length of the banquet program.  

If there is a guest speaker, he/she can be either an NSS member or an appropriate outside figure and should be the focal point of the banquet. The topic should be of interest to the caving community and can be entertaining or informative. The Convention Chairman and the speaker should agree ahead of time about the length of the presentation. Typically a half hour is allocated. The speaker may be hired or reimbursed according to arrangements made by the convention Chairman.  

Master of Ceremonies:  

The Master of Ceremonies and the Convention Chairman plan the evening's events together. The emcee paces the evening, keeping things moving, on time and on track.  

Awards Chairman:  

The Banquet is also the time for announcing the Society's important awards and honors. These include the Honorary Membership, the Certificate of Merit, Fellowships and a number of other awards in recognition of contributions to speleology. At the 1995 Convention the names and pictures of the winners were projected for the audience. The Awards Committee endorsed this display and would like it to be continued at each awards ceremony. Awards for convention activities, such as contests, should be made at another time, so that they do not detract from the importance of the above awards. Also, long drawn-out banquets are never successful. The Awards Chairman should be prepared to keep the program moving and interesting. Don't be afraid to tell them how much time they are allocated, then negotiate to something reasonable for both.  

Other Presentations:   

Usually the outgoing and incoming NSS Presidents and the Convention Chairman make a few brief remarks. The Convention Chairman symbolically passes the hat to the incoming Convention Chairman. In recent years, the hat has been passed physically as well as figuratively. On hat is a helmet with the convention pins, another satirizes the current convention and is usually quite outrageous. People seem to enjoy this custom and Convention Chairmen are encouraged to continue it.  

Head Table:   

The head table should be large enough to seat the speaker, the Convention Chairman, the Master of Ceremonies, Officers of the Society, local dignitaries and outgoing past Officers. Spouses should be able to accompany these guests. If the available facilities do not allow such an arrangement, adjustments should be worked out in advance with the NSS President.  

The Meal:   

In planning the menu, keep in mind that cavers are a diverse group, with a wide variety of tastes. There should be a variety of food for people to pick and choose. There should also be a vegetarian option, for which people can sign up ahead of time. A nice touch is to incorporate the vegetarian entree into the main menu. Make sure your caterer knows using bacon fat, lard and other such items are not acceptable when preparing vegetarian foods. Many non-vegetarians will partake of the extra entree and the registration and banquet staff will have one less detail to address. Another option is to make the banquet in some way reflect the local environment. Those who are in a minority group, like Vegans, will supplement their needs if they are aware of the menu.
Nothing dampens the banquet like running out of food. Be sure to emphasize to the caterer that cavers are big eaters. In addition, it is wise to have servers put food on people's plates, rather than letting them help themselves. This reduces waste, assures that food is fairly divided and almost always guarantees seconds for the hungriest people.  

Another downer is long, hungry waits in line and trying to juggle plates, drinks and often children as you go through the line. Consider the possibility of allowing people to seat themselves first, with bread and salad already on the table. A few tables at a time can then get into the serving lines. This system has been used very successfully at convention. A rule of thumb is to start with 1, one sided serving line per 100 attendees. When setting up the seating arrangements be sure to plan a path for going to and returning from the service lines. This will prevent congestion and speed up serving.  

Wine – While it is a nice touch to have on the table when the room is entered, some folks take advantage of this & confiscate the bottles when others go to the serving line. You should consider having some staff available to deliver the wine after folks have gotten their meal. Also, non wine drinkers have expressed they would like soda available when wine is served.
Speleo-Auction:  

The Speleo-auction has become a major fund raiser for the Society. As such, it should not be scheduled opposite any other event. If beer or wine are served in conjunction with the auction, members will bid more freely. The preferred time is Wednesday evening, since this allows attendees several days to examine the merchandise. The auction site needs a sound system, 6 - 6 to 8 foot tables for the merchandise, a record keeping table, a checkout table 4 chairs and, if possible, comfortable sheltered seating (not bleachers) for approximately 200 convention attendees. 

Lockable display cases are needed to display the items to be auctioned off.

The auction is conducted by the NSS Fund Raising Committee, which supplies the auctioneer. The NSS Bookstore receives and displays auction items during the first part of each week. Members donate a wide variety of speleo-memorabilia, including old publications (NSS NEWS, Bulletins, Journals & grotto publications must be at least 30 years old), antique caving equipment, crafts, etc. In recent years, it has become customary to auction off registration #1 and 2 for the convention two years away. The Auction Committee may decide not to auction off any items they feel do not fit in with the above criteria or that may be deemed as inappropriate. These items will be returned to the donor. The NSS EC determines where the proceeds of the Auction are to be directed. All items are a 100% donation to the NSS. No reserves can be applied.
Special Events:  

Many conventions host an additional evening event, such as a campground party or a trip to a local attraction such as a commercial cave or a riverboat trip. There is sometimes an additional charge for this activity and the number of participants can be limited if necessary.  

It is tradition for the Terminal Syphons to play at a Campground Party. They normally do not bring their instruments to convention. If possible, borrow the needed items from local cavers; otherwise funds need to be allocated to rent equipment for them, about $500. Although they should contact you with a budget amount, they are a once a year group & you may need to contact them to find out what is needed.

A night with the locals:

In some areas it may be possible to have an evening where cavers & locals get together for a presentation regarding conservation, a current hot topic – fracking, wind farms, etc.

Unofficial Events:
Ramen Noodle Wrestling and other such events may be requested. The staff should be prepared to approve or deny these events base on what the facility allows.
6.5 Junior Speleological Society (JSS):  

The Junior Speleological Society (JSS) was started in 1991 to provide structured activities for speleo-kids. 

The JSS provides a much needed service to the kids, to their parents and to the convention at large. The entire program is handled by the JSS and their adult advisors.  

There "MUST" be a JSS staff person on each convention staff to make sure that JSS needs are taken care of, arrangements made, etc. and to work with the national JSS Chairman.  

The JSS fee (currently $55) is added to the 10-17 child registration fees. The JSS fee is treated similar to a field trip. Also, the JSS budget will be part of the convention budget.  The convention staff person responsible for JSS coordination and logistics should work closely with the national JSS Chairman to insure that there will be a full JSS program, that appropriate facilities are made available for JSS activities, and that arrangements are made for JSS functions (e.g., setting up field trips, obtaining tickets for commercial events, renting vehicles or busses, obtaining meals). They should also work together on the JSS budget including estimating the costs of JSS activities and expected JSS attendance. The cost of participating in JSS activities at the NSS convention will be given on the Convention registration form and will be a line item on that form. 

The primary function of the JSS is to provide age/skill level appropriate educational activities and training. Such activities may include (but not limited to): caving, cartography, computer science, environmental science, first aid training, photography, speleo art, and vertical workshops. Social actives may include (but not limited to): teen and pre-teen overnights, Bar-B-Que.'s, swimming party, soft ball games.  

The JSS is not a daycare service. The building shall not be considered to be a daycare center, nor any activity as any form of childcare.  

The JSS convention activities are in themselves a small version of the main convention. Some supporting services of the main convention can be shared (i.e. registration, communications, emergency medical services, photo copying). Other services will be duplicated but limited to use only by the JSS (i.e. transportation, building needs, art and crafts).  

At the 2010 Convention the first “Science for Early Birds” was held. Various scientists gave 30 to 45 minute, age appropriate presentations every morning. It was a big hit with the JSS attendees & their parents. Some non parents also dropped in. 
Personnel  

Each convention staff must have a JSS Coordinator. This person will work with the JSS national Chair/Co-chair and the Convention Chair to develop a convention schedule, arrange local rental, and help produce a budget, select sites of JSS activities, and perform other duties as directed by the JSS Chair. This person will need to have good communication skills and be able to use those skills in a long distance setting.  

Volunteer staff may include parents, JSS alumni, and previous JSS staff. A list of active volunteers shall be maintained by the Chair with the help of the Coordinator.  

Daily staff is to be utilized as directed by the JSS Convention Coordinator or JSS Chair.  

Registration  

JSS will charge a fee in addition to the main convention registration fee. This fee will be determined by the JSS Chair and submitted to the Convention Chair prior to the printing of that year's registration form.  

All children under the age of 17 may register for JSS. Children 8 years of age or younger shall be accompanied by an adult.  

Buildings and Grounds  

JSS will need a building located with in walking distance (preferred) or a short drive from the main campground. In the event the campground is some distance from the session location, it is desirable to have a JSS location in both places (a barn, tent or other sheltered location at the campground). The building should have electrical service, water and a rest room. The structure should be able to be secured at night and when not attended. The building should be able to be accessed by a road or driveway. Most important the facility should be safe and as clean as possible. There should be a guaranteed access to this building in the event a group returns later than planned,  

A lawn or open space should be close to the building for outside activities.  

Activities  

Each day of the convention a variety of activities should be planned both underground and surface. Local history or special attractions should be emphasized. Activities like Speleo Art can take place at the JSS building or lectures of age appropriate subjects may also be given. It is the responsibility of the Coordinator to produce a schedule of planned activities to be reviewed by the Chair prior to the submission deadline for the publication of the Convention Program Guide. See Publications section.  

The cost of activities requiring an entrance or use fee may be passed along to the parents when appropriate.  

Scheduling  

The JSS schedule should complement and not conflict with the master convention schedule (see section 6.1). The JSS building should be open at 8:00 AM with the first actives not starting (children leaving the site) before 9:00 AM. Children should be back each day by 5:00 PM so they may eat and clean up for the evening's activities. During the Howdy Party (Monday night) and Campground Party (Wednesday night) the building should be open and attended with appropriate social and educational actives available. On one night of the week a location (on or off site) will be chosen for the Teen overnight. A location will be chosen (on site) for the pre-teen overnight.  

On Friday evening a swimming party will be held immediately following dinner, just before the start of the awards banquet. This is a JSS tradition. If swimming facilities are unavailable another special event that accommodates children of all ages will be provided.  

Transportation  

The JSS prefers a minimum of two, fifteen passenger vehicles to support the first sixty children. One extra vehicle will be needed for each twenty children thereafter. Mini-vans with a capacity of eight or less should not be rented. Full size schools buses should not be used unless the size of an activity demands it and the site of the activity can be reached by a large, low clearance vehicle. Many areas have 18 passenger school buses available and /or 4-wheel drive school buses. Full size school buses cannot operate on gravel roads in some states and do not give us the option of separating ages or destinations.  

Drivers  

The drivers for the JSS convention activities should be known beforehand. The JSS coordinator will have the vehicles and drivers cleared with the insurance carrier before the start of the convention. All parents who volunteer to drive (using their own private cars) must be licensed with an active insurance policy. Copies of their licenses and proof of insurance should be provided to the JSS Coordinator in advance. If the drivers operate within the same state there are no restrictions. If our drivers cross state lines, even in the 15 passenger vans, or they are paid to drive, they must keep a driver's log and have a medical card that indicated that are physically able to drive in this capacity. Also they are restricted to 15 hours on duty, 10 hours maximum of that driving and there must be 8 hours of down time (off duty - not waiting) between duty times. States have to follow this baseline of requirements but they may enact stiffer regulations. Every state needs to be checked before the event to assure we meet their guidelines.  

If we rent vans, we are required to get a rider on our event insurance - approx. $250 for 2 vans. This is an additional expense for the JSS budget.   

Another consideration is to hire school bus drivers to transport the JSS.  

Property  

All equipment purchased with JSS funds will become the permanent property of the JSS Section of the NSS. This material will be the responsibility of the JSS Chair to care for during the year and to see that the equipment is delivered to the next convention site.  

An inventory will be kept by the JSS Chair and available for review.  

Sales  

At conventions, with appropriate accommodations, a snack bar may be incorporated into the overall program. Ice, water, soda and snacks may be sold at a reasonable profit. All profits shall go to the JSS account.  

Publications and Publicity  

The JSS Chair and Convention Coordinator shall make a strong effort to publicize JSS activities prior to, and during, the convention. The NSS News, JSS Newsletter and the JSS Internet site may be used as some of the means to promote convention activities.  

The Coordinator is responsible for ascertaining the submission deadlines for all publications (i.e. Convention Program Guide). Two pages are required in the Convention Program Guide for schedules and information.  

Changes in the printed schedule of activities shall be reported as soon as possible to the editor of the convention newspaper.  

Finance  

It is the responsibility of the JSS Coordinator to produce a preliminary budget. It shall be reviewed and approved by the JSS Chair prior to final submission to the appropriate convention staff.  

Paperwork  

The Coordinator is responsible for tracking JSS demographics. The Coordinator is also responsible for obtaining the release of liability forms (transportation and medical), and emergency information forms signed by parents. The Chair will provide these forms.  

Safety  

Each Convention Coordinator shall develop a detailed plan for the possible event of an emergency medical need or rescue. This plan shall be review by the Convention Chair, Convention Health and Safety/Security officer and the JSS Chair.  

The Coordinator shall identify (locate) and list all emergency services able in the area (i.e., fire, ambulance, rescue, police, hospitals, etc.)  

All off site actives shall have an OSHA approved first aid kit as standard equipment. See section 15 of the NSS Convention Manual.  

The Planning Process  

Since the planning process for JSS activities are similar to the planning process for the main convention, please review the process given in section 17 of the NSS Convention Manual. This section will be of great assistance in organizing the early stages of planning.  

The National Chair is responsible for assisting with new ideas while helping to maintain traditions. The Chair should be considered to be a resource at all stages of the planning process and may be utilized at anytime.  

7 Field Trips and Field Camps  

Most conventions provide a variety of caving activities. Pre and post-convention camps are usually staged in areas along the most common travel routes. They should include camping facilities if they are more than a few miles from the convention site. Day trips take in the caves closer to the convention site. Field trips and field camps are best organized by a grotto or other group not directly involved with the convention. This relieves the burden on the convention committee and allows other groups to showcase caving areas which otherwise might not be featured.  

Field trips plans should be published in the NSS News and included in the Convention Program. Each trip should be graded as to level of difficulty and length of trip. The pre registration form should include sign-ups for trips which have special fees or requirements. For all trips, sign-up sheets and information for participants should be posted near the registration desk. More informal trips can be organized throughout the week and announced in the daily newsletter.  

All field trips should be organized with safety and conservation as primary goals. Observe the following guidelines.  

1. All trips should have competent leaders and other personnel who are familiar with the
            caves.  

2. All arrangements with cave owners should be made in advance, including release


 forms if required.  

3. In some cases, it may be advisable to rig, or at least to pre-rig (i.e. set up anchors),


vertical caves in advance. This will facilitate moving large groups or large

 
numbers of groups through the cave and assure the use standard rigging points.


On the other hand, it may encourage unofficial or unauthorized trips.  

4. Whether or not pre-installed, all rigging should be properly tested and frequently


inspected and its use must be carefully monitored.  

5 All trips should start promptly.  

6. The trip leader should log participants into and out of the cave, and make sure no


one is left behind.  

7. The convention should have a rescue plan. All trip leaders should be familiar with it.  

Geology Field Trip  

The Geology Field Trip is usually held Sunday, to avoid conflicts with the formal program. The trip should be planned and guided by a geologist familiar with the area and emphasize unique local features. Although it is tempting to try to show people as much as possible, it is preferable to show fewer sites well, rather than rushing through more, or having an extremely long day. 8:00 AM to 6:00 PM is more than adequate.  

Publicity:  

The Geology Field Trip should be included on the registration form and the trip should be announced in the NSS News. The Geology Field Trip is often full, with a waiting list, so sign-ups should be a first come, first served basis. Because many participants may be arriving the last minute, they should be notified in advance about where to meet, what equipment to bring, etc.  

Transportation:  

If at all possible, air-conditioned tour buses, with storage space for caver's equipment and rest rooms should be used. A built in PA system is highly desirable. If cost or availability exclude tour buses, school buses can be substituted. However, make a serious effort to obtain the most comfortable, roomiest buses possible.  

Occasionally, when buses were not available, when back roads were too steep or narrow for buses or when field trip sites did not have adequate parking for buses, the Geology Field Trip has been conducted using rented 15 passenger vans or private cars. The latter is an extremely poor option and should be used only if absolutely necessary. If it is used, every effort should be made to encourage car-pooling and to use multi passenger vehicles rather than individual cars.  

Planning:   

The Geology Field Trip Chairman should plan the itinerary carefully. Drive the entire route several times, at a moderate speed (buses cannot travel as fast as cars on back roads). It takes time to unload and reload the buses. Allow a half hour overhead at each stop. Measure the mileage between stops carefully and double check it. Be sure that each site can accommodate the buses and has a safe place for people to congregate, away from freeway traffic, etc. If the buses do not have rest rooms, plan several potty stops during the day.  

Environmental Concerns:  

Think about the impact the field trip will have on the environment and plan accordingly. Even though most cavers are happy to use the bushes, 100 people doing so at one location can have highly negative results. If there are no rest rooms, consider bringing in a port-a-potty. Will a large crowd of people thrashing through the bushes damage the plants? Plan to mark trails to minimize impact. Are there trash receptacles along the way? If not provide garbage bags.  

Cost:  

The price for the Geology Field Trip should be set to cover all of its expenses. These include bus rental, meals, the geology guidebook, entrance fees for parks, etc. Even though high quality buses will add considerably to the expense, people will be more than willing to pay the extra cost. The field trips are not meant to make a profit. Breaking even is the goal.  

Guides:   

Each bus should have a knowledgeable guide who can provide running commentary as the bus rolls along.  

Bull horns should be used at each site to enable people to hear over wind, passing cars and idle chitchat.  

Meals:  

The Geology Field trip should include a lunch stop and a lunch. Box lunches are best, but be sure to provide options for vegetarians. It is important to keep the lunches refrigerated to avoid the possibility of food poisoning. Long lunches eat into trip time. Make sure that every one can be fed in under an hour. Be sure to include lunches for the bus drivers and all guides. A scheduled stop with a catered meal also works well. If the trip starts early or if a quick breakfast is not available near the staging site, consider providing a continental breakfast. If the trip is very long or hot, you should also provide a snack and an afternoon drink. Lots of ice water should be available on trips.  

Safety:  

Each bus should have a first aid kit, and at least one medically trained person.  

Biology Field Trip:  

The Biology Field trip is optional. Sometimes it is combined with the Geology Field Trip, with one bus being designated for those with an interest in Biology. On the other hand, it can be a separate trip, either on Sunday, or at some other time during the week. If it is not part of the Geology Field Trip, it can be conducted in private vehicles.  

Pre/Post Convention Trips:  

Pre-convention trips are usually held the weekend prior to the convention, typically Friday, Saturday, Sunday, in areas attendees will be driving through. Post-convention trips are likewise held the weekend after the convention. Since most people are eager to get on the road, it is not wise to over plan post-convention trips. Nonetheless, some people will be interested, so if you have areas you would like to feature, don't hesitate to plan a few.  

Individual Grottoes can be responsible for these trips, each in different favorite areas, thereby offering a variety of trips. These trips can be relatively independent of the convention. The sponsoring groups can charge a small fee to cover expenses.  

Day Trips - Caving:  

Trips during the week should be limited to caves near the convention so that participants can return in time for the evening activities. Special tours of or discount rates on commercial caves in the convention area have elicited enthusiastic response at past conventions.  

A disinfection station and loaner gear needs to be available while WNS is an issue.

Day Trips - Non-Caving:  

The convention staff should provide information about local non-caving activities such as hiking trails, swimming sites, boating, parks, museums, winery tours, mine tours, railroading, etc. Although the convention is not obligated to organize these trips, it is a nice touch, and provides local color.  

8 Salons and Displays 

The NSS chartered salons to encourage cave-related art in a variety of media. Each salon has its own chair, who coordinates that salon, including: soliciting entries, displaying the art, providing for judging of the art, and granting awards. The NSS Salon Committee Chair(s) is/are responsible for working with the individual salon chairs to develop consolidated publicity announcements, coordinate salon convention requirements, and produce an integrated salon awards program for the convention. 

Each annual NSS convention is responsible for providing facilities and services to support the salons. The convention is not responsible for salon publicity. Salons for week long display usually like to start setting up on Sunday. Salon participants need to be able to pick up their entries and awards on Friday. Both the convention program and the daily newsletter should announce: when and where salons are located and the schedules for the salon workshops at the end of the week. 

There are three parts to the NSS Salons, each of which has its own requirements: 
 

 a.

 Salon Display areas (Monday through Friday)


 b.

 Salon Awards Show (Thursday) 


 c.

 Salon Critiques (generally Friday) 

Convention Salon Support Person: 

The convention staff should include one or more Salon Support Chair(s), who are familiar with the overall organization of the convention. Each person can be responsible for one or more of the salons. The Salon Support Chair may be the Facilities Chair for smaller conventions. 

These people are on call before and during the convention to make sure the facilities are adequate and to solve last minute problems. They should have keys to all locked Salon facilities. They should expect to spend Sunday helping to set up the Fine Arts, Print, Cover Arts, T-Shirts, Symbolic Emblems and Cartographic Salons; most of day of the evening salon awards program helping to set up the equipment for the program and preparing the facility; the following day helping with the various salon workshops, and early Friday afternoon helping to pack Salon equipment for shipment to the next convention or a storage site. 


8.1 Salons Display Areas

Salons require display space during the week. The nature of the display space reflects the nature of the Salon. Most of the salons require setup time on Saturday / Sunday to prepare the display space. 

In addition, the Multimedia and Video Salons may need a room or a kiosk for on-demand display of their entries. Generally the Video Salon has more entries each year, so is likely to need an on-demand display area. The Multimedia Salon has not often needed a display space.  

Salons Display space in linear feet 



 Cartographic Salon 200 


 Cover Arts Salon 200 


 Fine Arts Salon 200 


 Print Salon 200 


 Symbolic Devices 75 and a table space 


 T-Shirts 100 


 Other Displays 100 


 (other displays may include wall space, tables & locked cabinets) 

Location
The Display Salons should be located near each other, preferably in an area which will draw a steady stream of viewers. If they are near the sessions, people can visit them between papers. If they are elsewhere, extended viewing hours can enable people to see them in the evening hours. Having the display areas near each other encourages coordination between the Salon chairs for security and coverage. It is always preferable to have at least one person on hand at all times to supervise the Salon display space. 

Display Boards
A set of salon display boards are available in the east and west. They need to be moved after convention to either the next convention site or to a storage location. The display boards may be used for the Fine Arts, Print, Cover Arts, T-Shirts, Symbolic Emblems and 'Other' displays, at the discretion of the Salon chair and as coordinated with the Convention Facilities Chair / Convention Salon Support person. 

Cartographic Salon: 
The Cartography Salon exhibits cave maps from noon Monday through noon Friday. It requires a large, well lit area with a wall or free standing display boards on which approximately 50 maps of various sizes (some very large) can be taped or tacked for display. This requires about 200 linear feet of well lit, 8 foot tall display wall. The salon chairman needs a key to the workroom all week. The committee should be notified of any restrictions, such as no pins or stickum can be used on the walls. 


The Cartographic Salon committee is responsible for putting up and taking down the maps. The display space should be available from Sunday morning of convention week through 6 PM Friday afternoon. Most maps are delivered to the Cartographic Salon chairperson on Monday morning and the committee normally works until late Monday night hanging them. The judging normally occurs on Tuesday and may take until late Tuesday night. Thus the committee must have access to the Cartographic Salon area Monday and Tuesday night. 

Cave Ballad Salon: 
The Cave Ballad Salon requires a room with a CD player, overhead projector and chairs for an audience that usually does not exceed 50 people. The room should be available for at least one two-hour session some time between Monday noon and 4 PM Friday afternoon. If convenient, additional listening times can also be designated. The exact times should be announced in the convention program. 

The Cave Ballad Salon committee is responsible for providing the ballads and hosting the listening session. 

Cover Arts Salon: 
The Cover Arts Salon exhibits covers from Grotto and Region newsletters from noon Monday through noon Friday. It requires a large, well lit area with at least 50 linear feet of wall or freestanding display boards on which 50-100 newsletter covers can be taped or tacked for display. The Cover Arts Salon committee is responsible for putting up and taking down the newsletter covers. When no one from the committee is able to attend the convention, the committee may make prior arrangements with the convention staff to put up and take down the newsletter covers. The room should be available from Sunday morning of convention week through 6 PM Friday afternoon. 

Fine Arts Salon: 
The Fine Arts Salon requires a room with well lit wall space (at least 200 linear feet) and display shelves or pedestals. The Salon will be open from noon Monday until noon Friday. The Salon committee is responsible for the set up and takes down of the artwork. The room should be available from Sunday morning through 6 PM Friday. 

On Monday, the Fine Arts Salon Reception from 1 PM to 4 PM Monday afternoon, at which wine (if the site permits) and refreshments are served. During the week, the Fine Arts Salon members host a workshop and a collaborative project in which they create art as a team. Each of these activities requires a multi-purpose area to be successful. 

Multimedia Salon
The Multimedia Salon _may_ want a display space for on-demand viewing of the Multimedia Salon entries. The display space can be a 'kiosk' (stand-alone booth) or a secured room. The room must have a computer capable of showing the multimedia entries. (Many years there is a single entry, in which case there is no requirement for display space.) 

Print Salon: 
The Print Salon provides a continuous exhibit of photographic prints, from noon Monday through noon Friday. The Print Salon requires a large, well lit room that can be locked. The salon chairman needs a key to this room all week. 

Approximately 100 prints will be hung on freestanding display boards to be provided by the Convention. There must be sufficient open space in the room to accommodate the freestanding display boards and allow people to circulate around them. If art gallery quality wall space and lighting are available, the Salon Support Chairman should discuss the possibility of using it in lieu of free standing display boards with the Print Salon Chairman. The committee should be notified of any restrictions, such as no pins or stickum can be used on the walls. The Print Salon committee is responsible for putting up and taking down the prints and supplies its own mounting supplies. The room should be available from Sunday morning of convention week through 6 PM Friday afternoon. Some prints are delivered to the Print Salon chairperson on Monday morning and the committee normally works until Monday night hanging them. The judging normally occurs on Tuesday and may take until late Tuesday night. Thus the committee must have access to the Print Salon area Monday and Tuesday night. 

Symbolic Emblems Salon: 
The Symbolic Emblems Salon requires a room with well-lit wall space (at least 50 linear feet) and a display area such as a table for brochures, patches, cups, and posters. The Salon will be open from noon Monday until noon Friday. The Salon committee is responsible for the setup and take-down of the art. The room should be available from Sunday morning through 6 PM Friday. 

T-Shirt Salon: 
The T-Shirt Salon requires a room with well-lit wall space (at least 75 linear feet) or stands for hanging the submitted T-Shirts (front and back for T-Shirts with art on both sides). The Salon will be open from noon Monday until noon Friday. The Salon committee is responsible for the setup and take-down of the art. The room should be available from Sunday morning through 6 PM Friday.  

Other Displays: 
Auction donations should be on prominent display in lockable cases until Wednesday afternoon.

A selection of items from the NSS Museum may be set up in lockable display cases in a prominent location.

Other non-commercial displays can greatly enhance a convention. Selections of items from individual collections, such as carbide lights and vertical equipment, or exhibits from local agencies, such as the Forest Service, may be displayed. All displays should be protected by cases or be located in rooms with controlled access. It should be emphasized to those providing the displays that, while every effort will be made to ensure their safety, neither the NSS nor the convention can take responsibility for their protection. Exhibitions of related activities such as vertical techniques, canoeing, scuba-diving or rock-climbing, will also be of interest to cavers. Look for local special interest groups to help stage them. 

Video Salon
The Video Salon should have a display space for on-demand viewing of the Video Salon entries. The display space can be a 'kiosk' (stand-alone booth) or a room. The room must have a TV and DVD player. 

Secure Storage: 
Each Salon needs a secure, locked workroom, near the exhibition locations and keys to that room. The display salons can share a room; however the Photo Salon should have its own room. The room must be secure and suitable for storing the electronic equipment required for the salon between Monday and Friday. If a key cannot be provided, then a person with the key should be on-call and easily accessible. The room should have 6 chairs and at least 2 work tables. The Salon Committee needs round-the-clock access to the room. The room will also store video equipment to be used to film convention activities for future NSS A/V Library programs. 

Lighting: 
It is absolutely essential that all of the Display Salons have adequate, gallery quality lighting. 



8.2 Salon Awards Show

The Salon Awards Show and Photo Salon is the single best-attended event of the convention. It consists of the awards winners for each Salon, plus the Photo Salon event, Multimedia and Video Salon winners. It is best to estimate a seating capacity of 80 to 95 percent of the Convention attendance for the Salon Awards Show. 

The Salon should be scheduled for approximately three hours on Thursday starting between 7:00 and 8:00 PM. The doors should be opened from an hour to 30 minutes earlier to allow advanced seating. The Salon Committee will work with the Convention Chair to provide music for the seating time and during intermission, if one is scheduled. 

The NSS Salon Coordinator needs a high quality representation of the convention logo. The upcoming convention should launch its publicity campaign by providing the Coordinator with a copy of its logo and promotional show. The Salon Coordinator should know early in the week what media will be used. The following convention staff usually will present a short teaser program. 

The Convention Committee must provide the Salon Committee with an address for advance shipping for the display screens (see below) and other equipment, unless arrangements can be made to transport the equipment and screens by Salon personnel. 

As soon as possible, the convention needs to provide the Salon Committee with a sketch of the facility or room in which the Salon Awards Show will take place, including ceiling heights (the screens usually require 20 feet), the location of electrical outlets, light switches, doors, any permanently-lit exit signs, planned queuing area, availability of nearby rest rooms, air-conditioning, etc. By April, if not before, the two committees should have reached agreement on these facilities. 

Do not schedule any events in the same room(s) as the Salon Awards Show during the day of the program(s). The Salon Awards Show committee will need the room "closed off" and dedicated to the Salon Awards Show entirely from 9:00 AM to 7:00 PM to set up equipment and perform a program rehearsal. If there are to be two shows scheduled, it would be very helpful to be able to set up and test equipment prior to Thursday. 

Preferred Seating: 
The convention should put considerable effort into providing an ideal setting for the Salon Awards Show. An air-conditioned room large enough to seat all convention attendees, preferably with comfortable theater type seating on a gradually rising floor is highly desirable. If this is not available, the Salon Committee can work with raising the screens (to enhance sight-lines for a flat floored room) or other techniques. The earlier the Salon Committee understands the limitations of the venue, the better they can plan for it. 


Alternate Seating: 
If a room large enough to seat all convention attendees is not available, it is possible to conduct the photo salon in 2 shifts. In this case it is necessary to adjust the starting time. If the convention must use an alternate arrangement, work closely with the NSS Salon Coordinator(s) to assure that the facility is satisfactory. 

If a non-theater type room must be used, plan the audience seating (or screen placement) to minimize the distance between the audience and the screens; avoid wide rows that cause extreme viewing angles. When planning seating, remember that the front-projector platforms block the view of those who sit behind them and impact the hearing of all who sit near the projectors. If rear-projection can be used, it is preferable. If bleacher seats or folding chairs are used, keep the amount of time the audience must sit down prior to the start of the Salon Awards Show to an absolute minimum and consider scheduling the salon in two parts 

An outdoor arena is not suitable for the Photo Salon unless the Salon Coordinator(s) or a designated person has been able to approve the venue. 

The Environment: 
The Salon Awards Show works best if the venue is dark during the salon, especially during the Photo and Video Salon portions of the show. If windows or doors must be left open, light-traps should be constructed to block all ambient light. 

If it is not possible to provide an air conditioned room, serious attention must be paid to the comfort of attendees. If the local climate provides cool evenings (low 70s at the time the salon will be held), the salon should be scheduled to start after total darkness (normally 9:30 PM daylight savings time), so that all windows and doors can be open to allow ventilation. 

The room should be quiet. Ventilation fans can make considerable noise and interfere with the audio portions of the program. Be sure to check out any fans, air-conditioning or other noise sources such as open windows. 

Equipment: 
The Salon Awards Show requires a large amount of sophisticated equipment. The Salon Committee's Equipment group provides the AV equipment, but not the sound system. PLEASE CHECK WITH THE SALON COMMITTEE EACH YEAR AS THE EQUIPMENT CHANGES. The convention should be prepared to supply or rent additional equipment.

For 2010 and later: 

Salon Equipment Committee


 3 digital projectors (2 DLP projectors suitable for large venues)


 2 DVD players, cables, connectors


 2 video switchers


 2 12' x 12' screens with stands, front- and rear-projection screens


 Cables, Adapters, Tripod, more


 8 35mm Film Slide projectors with special lenses (no longer used)

NSS Equipment - stored separate from Salon equipment


 NSS 'Business' Radios for backstage command/control

Volunteer-Provided 


 CD player (unless in sound system) 


 Video-control computer


 Show-control computer & backup 


 Video camera to monitor show from backstage

Convention-Provided


 Sound System (venue) 


 2 Spot light(s) (venue)


 2 Spot light platforms (venue) 


 2 Lecterns / Podiums with reading lamps (venue)


 2 stage microphones for podiums (venue)


 2-3 backstage TV monitors (venue / rental)


 
The Salons Equipment Committee stores the equipment between conventions and ships/transports it to each convention. At the end of convention the Salon Equipment Committee packs the equipment and stores it (or arranges for storage) for the next convention. 

Platforms: 
If backlit (rear-projection) screens cannot be used, the convention will need to provide a 6 to 8 foot wide platform, 30 to 44 feet from the screens and centered on each screen. Ideally the platform is the same height as the center of the screens. The platform will be stable, will not vibrate, and can hold the following: two digital projectors. The platform will be supplied with at least two 20 amp outlets. If backlit screens can be used, a stable (NOT stacked tables) platform should be provided, at mid-screen height, able to accommodate the two video projectors and personnel. The screens are 12x12 and need to sit 6 to 8 feet off the floor, which means that mid-screen height is a minimum of 12 feet. Construction scaffolding is the best option unless the venue has backstage platforms. 

Lectern/Podium: 
A Lectern with microphone holder and reading lamp, placed on stage to the side of the screens. It is ideal if there are 2 lecterns and 2 microphones available to enhance program flow. However, if there are 2 lecterns, one on each side of the show screens, there must also be a way for speakers to get to the lecterns safely on each side of the screens. If there is only one set of stairs in the facility, only one lectern may be used. 


Spot Light: 
If the salon room does not have a spot light system, either one must be rented or cavers with sten lights (or other suitably bright lights) must be found to run the spot light(s). If one lectern/podium is used for the Salon Awards Show, then only one Spot Light is needed. 

MC: 
The NSS Salon Coordinator designates a master of ceremonies who coordinates the various salons to provide a joint presentation. The NSS Salon Coordinator(s) will also arrange with the NSS Convention Chairman for music prior to the show and during the intermission, if one is scheduled. The Salon Awards Show Background Music Coordinator will provide CDs with the salon background and special purpose music. 

Occasionally a second presentation, ``The Best of the Rest'' is given the day following the Salon Awards Show. This is totally at the discretion of the Salon chairman, who will arrange it with the Convention Committee in advance of the convention. 

Radios: 
The NSS has a cache of two-way radios, at least 6 of these are used by the Photo Salon Committee on the day of the Salon for backstage command and control UNLESS such communications are available at the Salon Awards Show venue (in-house theater communications headsets). Personal Band radios do NOT work well as a communications device due to the lack of headsets and the inability to use the radios quietly without disturbing the audience. If personal band radios are used, many folks have their own sets and may be willing to loan them to the convention. Budget in the cost of batteries. 


8.3 Salon Critiques / Workshops

Most of the Salons host critique sessions or workshops during which time the Salon entrants can talk to the judges and learn more about how the year's entries were judged for the Salon. 

Cartography
The Cartography critique session is scheduled for Friday morning in the Cartography Salon display area, at least 2 hours. 

Cave Ballads
Cave Ballads generally hosts a 'listening session' some time during the week rather than a critique. See more information for the Cave Ballads session under the Salon Display section. 

Cover Arts
Cover Arts generally does not have a critique session. 

Fine Arts Critique
Fine Arts Salon critique session is scheduled for Friday morning in the Fine Arts display area, at least 2 hours. 

Multimedia 
Multimedia generally does not have a critique session.

Prints
Prints Salon critique session is scheduled for Friday morning in the Prints display area, at least 2 hours. 

Photo 
Photo Salon critique session is scheduled for a room with a digital projector and a screen, seating at least 50 people, on Friday morning, at least 2 hours. 

Symbolic Emblems and T-Shirts 
Symbolic Emblems generally does not hold a critique session. 

Video
Video Salon critique session is scheduled for a room with a digital projector and a screen, seating at least 50 people, on Friday morning, at least 2 hours. 
9 Sales   

Minimum vendor space   Convention Size - in units of 250 sq. ft.   Approx. 10 -12 rooms 

Indoor Vendors 

Small      Medium      Large  

NSS Bookstore 

2 
     2 
            3  

Caver Co-op 


2 
     2 
            3  

Other Vendors 

8 
    12 
           20  

Outdoor Vendors 

8 
     9 
           10 

Since sales involve large sums of money, they are best managed through the Convention Treasurer. Ideally a separate Vendor Chair, who reports to the Treasurer, will be responsible for Vendor Sales. The Treasurer and Vendor Chair should work together to develop and publish clear policies for the operation of all Sales activities. These should be similar to the policies of past conventions. See Appendix 2, Resources, Vendor Sales Info, for a contact. Vendors and their employees who attend convention activities must register and pay convention fees.  

All vendors (except the NSS Bookstore, Caver Co-op and NSS I/Os which sell solely to their own membership at official sessions), including those who sell out of their cars, MUST pay a vendors fee. The convention, may, at its discretion, establish a special fee for tailgate vendors.  

It is most important that the facilities be accurately described to the vendors ahead of time. If tables need to be rented the vendors MUST be notifies of the fee in advance If they know what they are getting they can adapt and bring extra tables, lights, etc.. If they get hit with surprises after a long drive at the start of an intense week, they will not be happy.  

NSS Bookstore:  

The Convention Facilities Chair is responsible for providing a room and tables for the NSS Bookstore. The Bookstore sells Society publications, other miscellaneous publications; cave maps, symbolic devices, etc. The NSS Office Manager ships this merchandise to the convention the week before. The convention must provide a shipping destination and transport the goods from the shipping destination to the Bookstore's convention site.  

The NSS Bookstore should be located in the most prominent location (the first vendor to be seen), whenever possible and be near the meeting site, where people can browse between sessions and other activities. The sales area should be open at specific, publicized hours.  

Caver Co-op:  

The Convention Facilities Chair is responsible for providing a room and tables for Caver Co-op. The Caver Co-op provides people or groups, who have a small quantity of merchandise to sell, with a convenient way to do so without having to keep shop all week. Merchandise may include publications, caving equipment, T-shirts, artwork, etc.. The Caver Co-op should be located in the second most prominent location available. The staff member in charge of the Caver Co-op is responsible for scheduling staff to run the Caver Co-op, if volunteers or consignees are not willing to cover a time slot the room should be closed for that time. All merchandise must be brought to the convention at the designated time and place. The owners or their representative are also responsible for picking up remaining merchandise Friday afternoon. The convention should develop a system for recording inventory, tracking sales and distributing the proceeds. The convention charges a fee for this service. Typically the fee is either 20% of the gross or 10% and 4 hours time in the Caver Co-op. The Caver CO-OP can accept credit payments, using the convention's merchant service account (not the NSS Bookstore, as was previously the case). Prior to the convention, the Caver CO-OP organizer, the Convention Treasurer, and the Registration Chairman should develop a process for handling these credit card charge. The Treasurer will deposit all proceeds and write checks to consignees (this provides an audit trail - no cash payments should be made) . Self addressed envelopes should be provided by the consignors for use in payment. 

Indoor Vendors:  

While there is no requirement that vendors be permitted to sell at conventions, the membership has come to expect this service. Vendor fees should be established by the Convention Committee, based on the cost of providing space and other facilities. Smaller vendors can share a single space if they so desire. In the event of a disagreement over vendor charges, the decision of the Convention Chairman is final. (Vendor's should neither be subsidized or gouged - they should be paying for what they get.) (See BOG Act 56-267).  

Vendor space should be located near the meetings, where people can browse between sessions. Vendor Spaces should be securely lockable when the sales area is not open.  

Outdoor Vendors:  

The convention should provide a vendor area and electrical hookups in the campground.  

Vendor fees should be established by the Convention Committee, based on the cost of providing space and other facilities. Extra charges are generally attached to large power consumers. In general, vendors are responsible for their own security, however the convention should provide security during the Howdy Party, Photo Salon and Banquet. 

The outdoor vendor area usually functions as a social area and is open far into the night. A water supply & port-a-john or flush toilet in close proximity to the vendors is appreciated.  

10 Convention Publications  

For the Program & Guidebook, investigate the possibility of on demand printing

Convention Guidebook:  

The NSS Convention Guidebook is a major publication of the Society and careful attention should be given to its production. The Guidebook is usually 8-1/2 x 11 inches and should be perfect bound with a four color cover. It is not part of any other publication such as the NSS News. The NSS Logo should appear on the cover and the title page should state that the guide is ``Published by the NSS.'' There should be no advertising in the Convention Guidebook. The Guidebook MUST indicate that it is an NSS copyrighted publication.  The copyright must be registered using the following process. Go on-line go to http://www.copyright.gov/ and click on Electronic 

Copyright Office. The fee is $35 (as of 2008) and can be paid by credit card or an electronic transfer from a bank account. The on-line form asks for the ISBN but that question does not have a red star, thus it is optional. We don't want to put an ISBN on the guidebooks. 
Contents:  

The Guidebook generally includes cave descriptions, maps, geology and biology briefs and local natural history. The BOG has expressed the opinion that cave locations or directions to the caves be omitted from this publication. It can include comments on conservation, landowner relations, local history and other pertinent information. Reproduction of copyrighted material can be done "ONLY" with the permission of the owner of the material. You should be aware that fold out maps add considerably to the cost of the book and are most easily included between full signatures. A packet of folded maps is a more economical. Be sure to discuss the options with your printer.  

Optionally, the Guidebook may contain the itinerary and mileage log for the Geology Field Trip, although this is often printed as a separate document. Other local, self guided trips can also be included. No advertisements are allowed in the guidebook.

The Special Publications Committee:  

The Special Publications Committee is not responsible for the production of the Guidebook, but is a valuable source of help and advise. The Guidebook editor should obtain a copy of ``Style Guide for NSS Publications'' from the committee and follow its requirements. In addition, the committee Chairman can supply a list of qualified printers and a sample quote request. Tom Rae MUST perform a final review of the publication for conformity to style and format requirements prior to it being sent out for printing. 

Working with the Printer:  

Start working with the printers as soon as you have a rough idea of how large the guidebook will be. Get quotes when you have finally determined the size of the book, and how many pictures it will contain. The number of pages is quoted in terms of the next full signature (usually 32 pages, but always a multiple of 4). Plan on using full signatures, even if you have blank pages (for notes?) at the end, since printing a book with a partial signature requires extra work by the printer, which can often add over $100 to the job. In addition to looking for a good price, be sure the printer is someone you can work with and someone who is willing to go a little farther to help a novice. The guidebook will probably cost 10 to 15% more than the quote, because of standard business practices of charging for overruns and extras. The editor should work closely with the printer to determine printing schedules. Three bids are required, so shop around. Check out quantity price breaks. Sometimes printing 1500 copies can be cheaper than printing 1200.  

The Guidebook Editor should provide the printer with camera ready copy with all line drawings and maps in place. Many printers now have the capability of printing directly from computer disk, this is a high quality option and very cost competitive. The copy should be prepared with a top end word processor or page layout program and printed on a laser printer. The printer will return ``blue line'' proofs several weeks before the book is due to be completed. Check them to be sure that pictures are in the right place and right side up. Be sure to return the proofs, with any corrections within the time agreed on.  

Quantities:  

Plan to print more Guidebooks than you think you need, It is very expensive to print a few more later if you run out and excess copies go to the NSS Bookstore, where they generate revenue for years. They are turned over to the NSS office. The NSS does not pay for the excess books. Check with the NSS OVP to find out how many book they ideally would like to have in excess of your requirements.  

Reminder – only Full registrants receive a guidebook.

Standard practices allow the printer to deliver the number of books ordered, plus or minus 10%. Be sure you order at least 10% more than the maximum number you anticipate needing. Ordering 20% to 25% more is not unreasonable, if it provides a good price break.  

Determining how many guidebooks to print can be very difficult before the pre registration deadline. In some cases, printers may be willing to take the camera ready copy and produce the ``blue line'' proofs, and then sit on the plates for a few weeks until you can determine exact numbers. Because all the pre-press work has already been done, final production will require less time. Be sure to leave enough time after pre registration for printing, binding and delivery of the Guidebook.  

Convention Program:  

The Convention Program contains information to help people get through the week. It should be printed shortly before the convention to assure that its information is up to date. Consider using a printer at the convention site, if a suitable one exists. Negotiate the latest possible date for getting camera ready copy to the printer, which will still guarantee a delivery date before registration opens. As with the guidebook, three bids are required.  

The Program contains schedules of sessions and activities, abstracts, maps of convention facilities and the surrounding community, and a guide to local services. Avoid using special names for session rooms, it causes a lot of confusion since neither local building staff or directories can provide assistance. If you have uncertainty regarding room number, as you go to press, leave it blank and supply the information at Registration and in the daily newsletter. The Program should be designed for quick, economical printing. Most Programs run 50 to 100 pages, with a monochrome cover and are saddle stitched. Plan on printing about 15% more than you think you need. During the week some people will loose them and want to buy another. Additionally, and somewhat surprisingly, the NSS Bookstore will sell between 50 and 100 in the years following the convention.  

The Schedule:   

The schedule is the single most import part of the Program. It should contain a detailed schedule of all planned events, giving time, place, a brief description and, if applicable, the name of the person in charge. In most cases, the description of activities in this Convention Manual should provide a good starting pointing for the descriptions in the Program.  

There should also be a one page, week at a glance, summary giving abbreviated information. This schedule should be either at the center fold or on the back cover where it will be easy to find. Activity information should be organized in several different ways, so that people can determine when a given paper is being presented, what papers are at a given session, when a certain person is speaking, etc.  

Maps:   

The Program should contain maps of the campground, meeting sites, the town any other relevant location. These maps should show the relationship of these places to each other and provide orientation information.  

Abstracts:  

Abstracts should include the author's name, the title of the paper, the time and place of presentation and a short description of the paper. Abstracts can be organized alphabetically by authors’ name, or by session, but there should be a cross reference, so that they can be located through either index.  

Advertising:  

Is optional. Selling advertising space in the Program can help defer costs, inform attendees about available services and enhance community relations. An advertising chair, (who might also be the Vendor chair), is responsible for soliciting advertising, collecting fees in advance, and obtaining camera ready art from the advertisers. Local business, such as restaurants, Laundromats and auto service centers may well want to advertise. Most convention vendors will also want to do so. If you take this route, try to encourage those advertising to offer a special item or convention week sale. Generic ads are frequently skipped over.  

Advertising fees should more than cover the cost of printing them in the Program. Set the price for a full page ad at about twice the cost of printing a full page (cost per page x number of copies). The price for a half page should be slightly more than half the cost for a full page. A quarter page should be slightly more than half a half page. etc. This is a LOT of work and the revenue it produces is small in relation to the labor involved to solicit the material. If you are tight on staff, this should be considered very carefully.  

A list of sponsors should be listed in the Program

Daily Newsletter:  

The convention should print a daily newsletter providing information about program changes, trip schedules, the day’s events and any other current news. There should be a separate editor for this newsletter, since the Guidebook and Program editors may be thoroughly burned out by convention time. The convention staff usually chooses a name for the newsletter which reflects the local environment. There should be an in box at registration where attendees can drop off announcements, ride requests, etc.  

The Newsletter should be distributed, no later than 10:00 AM, at both the campground and meeting site. It is therefore necessary to arrange to have it printed over night. This can be done by locating an amenable local printer, or by obtaining the use of a duplicating machine. If you use a printer, be sure that prices and schedules are agreed on ahead of time.  

The newsletter can be a powerful tool for making things run smoothly. Use it to announce program changes, to solicit additional volunteer help and to ask for cooperation in cleaning up the campground and other sites after the convention.  

Geology Guidebook:  

The Geology Guidebook can either be printed as part of the Convention Guidebook or as a separate publication. The decision should be based on both cost and convenience. Only a few hundred copies of a separate guide are needed, but there are additional expenses for covers and binding. If the Geology Guide is included in the Convention Guidebook, more copies must be printed and the resulting book may be excessively bulky and unwieldy. Each convention will have to make its own decision.  

The Geology Guide Book or the Geology Field Trip section in the Convention Guidebook, should be prepared by the Geology Field Trip Chairman or other knowledgeable geologists involved with the trip. These people should work with the Publications Chairman to assure the overall quality of the book or section.  

Biology Guidebook 

On rare occasions a separate Biology Guide Books may be appropriate. Usually the information can be incorporated into the Convention or Geology Guide books.  

11. Publicity  

Internal Publicity:  

Pre-convention publicity should include information about the convention site and facilities, the caves and geology of the area, the programs and sessions scheduled, and local attractions. In particular information about hotels, motels and dormitories should be published early. Information about weather and camping conditions should appear shortly before people start leaving home. People also like to know about the availability of restaurants, stores, Laundromats, medical facilities. Any special situations should be indicated to allow attendees to prepare for them. e.g. no parking at the camp site, a dry county, a long drive for food, service or lodging, no pets allowed at the campground.  

The NSS News:  

Convention publicity is printed in the NSS News. Articles must be prepared well in advance because the News requires a two month lead time. The Publicity Chairman should work closely with the NSS News editor to establish a publication schedule, including the types of articles to be printed and their size. Remember that the NSS News is on a very tight budget and has a great deal of material to print in addition to convention publicity. Don't expect or plan on unlimited space. You can expect to have 8 to 10 pages available to you over the 6 month period.  

Publicity should consist of a series of articles, each dealing with a different aspect of the convention. These articles promote the convention and provide members with planning information. A few of these articles can be fairly lengthy, but most should be kept short to allow the NEWS to print more caving articles. The Convention Chairman should review publicity from recent conventions for useful ideas. Remember, the NSS NEWS is not responsible for convention publicity or its timing; you are. Consider reviewing previous year’s publicity for ideas  

Deadlines:  

Be sure to observe the deadlines for submitting material to the NEWS - typically 90 days. Remember that if you want it to appear in the March News, the editor must have it sent in by January. If at all possible, submit your material well in advance of these deadlines. Material can be sent to the NSS Editor via E-mail. Pictures: Submit photographs covering aspects of the convention (local attractions, buildings, caves , etc.) and allow the editor as much freedom as possible in their use. Clear, sharp black and white prints, 5" X 7" or larger, are most useful. Color slides can be used if necessary, but require more preliminary processing.  

The NSS News prefers not to start convention publicity more than six months ahead of time because if they do too great a portion of total News pages ends up dedicated to the Convention. If you want to start sooner, say nine months ahead, discuss it with the News office. They may be able to work out a compromise. Here is a possible publication schedule which is consistent with the News's preferred policy:  

Months Before Convention - Article   

6 - First notice: Registration Form and a one page attention getter with one or two 



pictures. Showcase some planned convention Highlights.  

5 - Short Feature: Basic convention facts and a preliminary schedule of events  

4 - Major Article on Caves in the convention Area (this is a caving article, not specifically


convention publicity  

3 - Major Article: Information about Field trips, camps, etc.; pictures  

2 - Short Feature: Local attractions and how to get there; Reminder to Register. Short


Article: Last minute updates, last chance to generate enthusiasm; How to locate


registration on late arrival late,  

1 - People are already on their way.  

Convention Preview Show:  

The Photo Salon at each convention normally concludes with a program promoting the upcoming conventions. This show should spotlight the convention area, facilities and available caving. Copies of this show can also be circulated through the NSS AV library to grottoes and other I/Os. The Convention Committee should provide a high quality slide of their convention logo and the convention program to the Salon Coordinator by April of the year before so (s)he can include it in the Photo Salon of the preceding convention.  

WWW Page:   

Putting all available convention information (session schedules, registration list, etc.) lodging information, local attractions, pre-post cave trip information, changes and updates, contact people and any other data you consider important gives attendees immediate access to your convention. It is a popular service and will keep the number of phone calls to the staff down. Contact the NSS web master for information on obtaining free site space.  

The local Chamber of Commerce can provide both services and travel brochures. State Tourist Councils or Travel Bureaus are good sources of maps as well as statewide brochures. Both types of agencies can often provide file photographs which could be used in publicity.  

Public Relations:  

Throughout the planning stages and during the convention itself, it will often be necessary to provide information to the general public. Talking with the Chamber of Commerce, obtaining permits from towns and schools and providing press releases to local newspapers and television news shows are all public relation tasks. It is essential that these presentations be consistent with NSS goals and policies. The following guidelines will help with this job. Additional questions, can be directed to the NSS Public 

Relations Committee Chairman. 

All publicity should reflect NSS goals and objectives. The NSS promotes the exploration, study and conservation of caves. It actively avoids glamorizing caving as a sport. The NSS welcomes, as new members, people who have already demonstrated an involvement with caves, but does not invite nor encourage the general public to explore caves.  

Local Public Relations:  

Keep local Grotto members informed about convention plans. Begin your negotiations with the Chamber of Commerce. As professional boosters, they are in a position to make life easier for you. Work closely with local businesses, school and university officials, law enforcement agencies and public and private cave owners. Make sure they understand what an NSS Convention entails and what the benefits to the community are. Meet with local editors and broadcasters and enlist their support in generating support for the convention.  

Be very open and honest with the local authorities. Don't try to hide things, especially alcohol related.  

Regional Public Relations:  

Keep Regional caving groups, whether NSS affiliated or not, informed about convention plans. Contact regional newspaper and magazine editors. It is better if articles contain our viewpoints on safety and conservation.  

National Public Relations:  

Rely on NSS publications to provide the membership with convention details. Contact other scientific organizations and have the convention put on their calendars. Encourage their members to participate.  

Contact officials of technical societies and provide them with abstracts of convention papers from previous conventions. Encourage them to send representatives to the convention. Emphasis the opportunity for acquiring information about the sciences and the conservation of caves. DO NOT REFER TO THE ADVENTURE OF CAVING. DO NOT REFER TO THE SOCIAL ASPECTS OF CAVING. DO NOT ENCOURAGE THE GENERAL PUBLIC TO ATTEND AN NSS CONVENTION.  

Exceptions:  

Some convention activities are also newsworthy. Local editors would like to include events, such as caving in the city sewers or the Speleo-rodeo, in their coverage of the convention. This type of coverage is acceptable, but in general we should focus the attention on the scientific and technical aspects of our activities, rather than the social.  

In case of convention emergency, contact the NSS President and/or Administrative Vice President immediately for assistance and directions. Make every effort to keep the media out of any emergency situations.  

Follow-up:  

Convention Planning Meeting: Several convention staff members and most especially the Convention Chairman should plan on attending the Convention Planning Meeting near the end of the convention.  

Convention Roundup:  

Convention proceedings, awards information and a summary of activities should be forwarded to the NSS News as quickly as possible. The convention should also have a number of people take large numbers of black and white snapshots for the News.  

Lessons Learned:  

A short review, including suggestions for future conventions, should be forwarded to the Chair of the Convention Development Committee. Information regarding attendance and symbolic device sales (broken down by pre and on site figures, should be included for the information data base. Inquiries regarding articles and/or broadcasts generated by the convention should be forwarded to the Chair of the NSS Public Relations Committee.  

12 Finance   

The Convention Treasurer must be familiar with standard accounting practices. Convention books will be kept using the standard chart of accounts of the NSS. The Treasurer is responsible for developing procedures for handling receipts and expenditures. The Treasurer will also work with the Registration Chairman to develop a system for accurately tracking registration transactions. (See Appendix 10) 

Advance:  

Once the preliminary budget has been approved, the Convention Chairman may obtain an advance (normally $2500 as of this printing) for use in running the convention. This loan is available from the NSS Treasurer on request and pay back should be planned for in the budget of the convention. This advance is usually adequate to cover startup costs until pre registration starts coming in. If you do need additional seed money, discuss the problem with the Administrative Vice President. The BOG may be willing to advance additional funds, or it may be possible to obtain a no interest loan from some of the NSS larger I/Os or from private individuals.  

Although early pre registration should be encouraged to help the cash flow, don't start prior to the previous year's convention. Doing so has the unfortunate side effect of inducing some people to skip the earlier convention in favor of the later one.  

Sponsorships and/or grants may be available through local businesses, tourist councils, or associations. Several conventions have taken advantage of these sources of income to offset the cost of convention. See Appendix 12.

Bookkeeping:  

All convention bank accounts should bear the name of the Convention Chairman, the Convention Treasurer and the NSS Treasurer, however checks should require only one signature. The BOG has passed an act which requires that all Convention bank statements be mailed to the NSS Treasurer, who will forward them to the convention treasurer. As a matter of policy, the Convention Treasurer should write most of the checks, although on occasion the Convention Chairman may also do so. 

Although most of the cash receipts at a convention come through registration, there are other sources such as ice sales, baby sitting, Caver Co-op, special luncheons, etc. In addition, most expenditures are not directly related to the registration process. It is therefore recommended that each function at the convention which handles money have a separate account in the chart of accounts and that receipts and expenditures be tracked to these cash centers.  

The Treasurer MUST have a private, secure place to handle money and prepare bank deposits. During the first few days of registration, provisions should be made for night deposits. If there are any questions about security, the Treasurer should request an armed escort from local authorities for the night deposits.  

Budgeting:  

Budgeting often seems to be mixture of magic and alchemy. Use attendance figures and expense reports from recent conventions as a starting point. Make adjustments for local conditions and for those things you can accurately predict. Be conservative when estimating attendance and estimate costs in the anticipated mid range, rather than at the lower end. Allow a contingency reserve for unexpected expenses. This style of budgeting leaves a significant safety margin for unanticipated expenses. If, as the convention nears, your anticipated profit begins to grow, you can convert it into extra value for attendees; use a high grade of T-shirt, ask the caterer to serve a better cut of meat, provide an extra, such as ice cream at the campground party, etc.. Once Convention starts upgrades become harder to arrange.  

Insurance:  

In recent years, insurance for conventions has become a serious issue. The NSS has obtained its own policy covering liability, to which each convention can attach a rider to fit local requirements, if necessary. The price of basic liability coverage could be as high as $7000. Check with the NSS Insurance contact. This amount should be included under "expenses" in the Convention budget  

Accident Insurance: 
Coverage for accidents is also required & as of this printing is $4.00 per person. Verify with the NSS Insurance contact.

Purchase of Capital Assets:  

Any assets that are not consumables and will become a permanent part of the items going from Convention to Convention must be approved. Purchases under $500.00 must be approved by the Convention Development Chair. Expenditures over $500 must be approved by both the Convention Development Chair and the Administrative VP.  

Honorarium:  

The host group(s) receive an honorarium of $3000 for their efforts in hosting the convention. While the NSS places no restrictions on the use of this honorarium, it may be helpful to discuss its dispersal in advance. Many convention committees use it to throw a party for all of the volunteers. The honorarium is a budget item and must be provided for in financial planning (Board Act 56-203).  

Contracts:  

Copies of all contracts signed with facility providers (campground, school, caterers. etc.) must be provided to the responsible NSS Officers (Administrative VP and Treasurer) the Convention Division Chief and to the NSS office. Please keep the officers aware of contract negotiations and terms and do not hesitate to ask for their assistance since these contracts are with the NSS. The NSS is legally responsible for complying with the contracts signed by the Convention Committee and NSS officers must be aware of contract conditions. It is suggested $1000 be budgeted for local review of contract terms and conditions. If Pro bono legal advice is available, that can be a viable option. Legal review is required prior to signing contracts.   

Travel Expenditures:  

Conventions could not occur without the dedicated support of a volunteer work force. Everyone who is officially involved with a convention should keep a detailed log of their expenses that are convention related, i.e. mileage meals, lodging etc.. Use these records for personal tax deductions, as they are not covered in the Chart of Accounts and cannot be reimbursed from the convention income.  

Refunds:

No cash refunds will be made under any circumstances. Whenever possible have those needing refunds provide an addressed mailing envelope.

Taxes:

Check with local & state authorities to determine if any sales taxes apply to the NSS Convention or the vendors. Work with the vendor liaison in any sales licenses are needed by the vendors. It may be possible to set up one license to cover all the vendors.

13. Paperwork  

Convention Bids:  

Obtain a copy of the current NSS Convention Bid form from the NSS Convention Committee.  

Interim Reports:  

The Convention Committee should provide periodic status reports to the Administrative Vice President and the Convention Development Committee. If you keep minutes of planning meetings, send those to the AVP and the Convention Development Committee also.  

Final Report:  

The final report for the convention should be submitted to the NSS Treasurer and the Administrative Vice President as soon after the convention as possible. A preliminary report should be available by the Fall BOG meeting, but it is unlikely that you will be able to wrap up all the loose ends by then. A Final Report should be possible by the Spring Board Meeting. If not, there should be an explanation. A copy must also be sent to the Convention Development Committee to aid in future financial planning. At the NSS Board meeting following the convention, the NSS Treasurer will present the financial report for approval.  

All convention reports become part of the BOG minutes. If you prepare a long report, with detailed suggestions for future conventions, also prepare an executive summary, suitable for inclusion in the BOG minutes.  

Letters: 

After Convention letters should be obtained from the host site and/or Chamber of Commerce regarding their reaction to our group and our stay there. It is always nice if they state they would like to have us come back. 

14. Conservation   

Although hosting a convention does not require that you file an Environmental Impact Statement, the convention must pay a great deal of attention to its environmental impact. No matter how responsible individual cavers may be, a group as large as a convention can place a great deal of stress on caves. It may be necessary to limit trips into or even to close some caves in the convention area during the time of the convention. It is also important to take into account the impact of large numbers of campers using an area not normally used for camping. If a potential problem exists, money should be budgeted for remediation.  

15 Health and Safety  

First Aid:  

A prominently marked first aid tent should be centrally located in the campground. It should be staffed at all times. The first aid tent needs a source of ice and, if it is provided with a large ice machine, can serve as a source of ice for the campground.  

There should be qualified medical personnel in the first aid tent, at the vertical contests, Speleolympics, Howdy Party and any other strenuous activities. Try to line up your medical personnel ahead of time, but don't hesitate to advertise for more volunteers in the daily newsletter.  

Health care professional identified by a specific badge color must be licensed or registered in the state in which the convention activity is conducted. If some activities are held in other states, this may require multiple badge colors. This nuisance is a legal necessity. Badge colors should be published in the program and daily newsletter. Any qualified doctor, EMT or RN at the convention who agrees to be on call should be issued this special badge. If desired, a symbolic device can also be issued to the above people to place on their tent or room door.  

Local Medical Resources:  

Determine the location of hospitals and medical clinics near the convention site. Everyone on the convention staff should be familiar with these facilities and their location should be included in the program. Emergencies numbers should be available at the registration desk. Meet with the emergency room staff before the convention, so that they are aware of our presence and the potential problems.  

It is a plus if you can obtain the name and phone number of a doctor and a dentist, who would be available for small emergencies on short notice.  

Cave Rescue:  

No convention wants to mount a rescue. Unfortunately it is sometimes necessary. Therefore, every convention should have a rescue plan. Since the first point of contact after an accident is liable to be the registration desk, all registration personnel should be familiar with the rescue plan and be able to deal effectively with requests for help. 

The plan should identify what resources are available, what resources the convention should provide and what additional resources can be gleaned from convention attendees. Whenever possible, the plan should make use of local cave rescue resources. There is no reason for the convention to reinvent the wheel if a fully competent Cave Rescue Team is available. If local resources are inadequate, the plan should be more comprehensive. In either case, key personnel should be identified and a procedure for rescue call out should be established.  

The plan should facilitate rapid access to rescue services while screening out and minimizing unnecessary call outs. To this end, the plan should provide trip leaders with guidelines for decide whether to attempt a self rescue or to initiate a rescue call out. Likewise, registration staff should understand that many initial requests for help can be met with less than a full call out, and should know how to screen the initial call and gather the additional information before calling the rescue team.  

Second only to assuring a successful rescue, a primary goal of any cave rescue plan should be to avoid publicity. The plan should therefore specify procedures for dealing with the media.  

Sanitation:  

Rest rooms:  

All rest rooms and showers must be cleaned daily. Many sites will include cleaning in the rental fees, others will not. Make sure your facilities contracts specify who is responsible. If the cavers are responsible, organize a cleaning crew to assure that its done daily. If the site is responsible, make a daily check to be sure the job is being done.  

Port-a-potties:  

Must also be pumped and cleaned daily. They should have their deodorants changed daily. Port-a-potty operators are often unreliable. Be sure your contract specifies clearly what level of service you are asking for and monitor the service to make sure you get it. 

Pumping should be scheduled while attendees are at sessions, not first AM while there will be a heavy demand to use them. A rule of thumb is to provide 1 port-a-pottie per 50 people.

Contracts for both toilets and port-a-potties should specify who is responsible for providing toilet paper and how much is needed. 1000 people will go through about 50 rolls (1000 sheets each) every day. Even if paper is included in the rental fees, the convention should have a supply on hand to cover emergencies and shortages.  

Garbage:   

Poor campground sanitation can result in a serious fly and rodent problem. Decide ahead of time how you want to handle garbage. You can place individual cans around the campground, empty and reline them daily, you can ask people to bring their bagged garbage to a conveniently located dumpster or you can combine both techniques. In either case, the campground should hand out garbage bags for general use. These can be available either at registration or in the first aid tent. Use Friday's daily newsletter to encourage people to clean up their own sites and dispose properly of garbage before leaving. If possible, have the dumpster well lit for the use of those leaving Friday night.  

Recycling:   

Many municipalities offer recycling services. Every effort should be made to arrange for this service.  

Handicapped Access:  

Although cavers tend to be a surprisingly healthy lot, there are members of the caving community with limited mobility. Every effort should be made to make the Howdy Party, Banquet, sessions and Photo Salon accessible. As many other activities as possible should also be accessible.  

Security:  

A staff of volunteers should be assembled to provide security at the campground. It is a good idea, and good Public Relations, to enlist local law enforcement personnel (paid) to cover security during the Howdy Party, Photo Salon and Banquet. Convention Security should not engage in physical force under any circumstances. In the event of an altercation that cannot be resolved verbally, a local law enforcement agent should be contacted.  

Mobility

On large campuses, renting golf or similar carts should be considered for staff use during set up, throughout the week & for tear down.

16 Special Services  

Ice:   

Besides being a convenience for campers, it is needed by the first aid tent. A local ice supplier will usually lend the convention an icebox in exchange for being the exclusive ice supplier. Ice deliveries can be on a regular basis or on request. This can be operated by the JSS or the first aid tent. 

Smoking:  

A smoking lounge, with plenty of ashtrays, provides a needed service. More and more smoking is prohibited in public places. It is a good idea to publicize the local smoking restrictions early.  

Pets:  

If the facility allows pets, there is a requirement that pets in the campground be kept on a leash, affixed to a person at one and the pet at the other. This eliminates a source of potential disputes (tents are valuable and should not replace fire plugs) as well as a potential safety hazard. In recent years, a pet registration fee has been charged to discourage owners from bringing their pets. Policies should be established for handling pets that are not cleaned up after or allowed to run free.  

Social Areas:   

One or more recreational or bull session sites should be open at all times. Evening movies on caving or other outdoor and adventure topics have been popular at past conventions.  

Bus, Train and Plane Pickup and Delivery:   

This is an optional service, but very nice to offer if you have the volunteers to handle it. Pickup service should be requested prior to the convention. Publish a number or name for people to contact. Allow buffer time in your schedule to allow for late flights

Contact information regarding public shuttle services should be provided in your pre convention publicity. 

Child care:   

Child care is a tremendous service to weary parents who would like to go caving or attend sessions. It is also a service to others who do not want session interrupted by crying babies and rioting children and parents who refuse to take them out of the room or can just tune the noise out. If Child Care is available parents should be encouraged to take advantage of it.  

Child care service MUST be provided during the Photo Salon and the Banquet (It will be more likely to be used during these events if it is provided for by the convention at no charge.). Often a local Senior Citizen's or Youth group will agree to provide child care for a fee to be paid by the parents. Be sure any Child Care facility you arrange complies with local and state laws. Provisions for child care should be announced in the NSS News and on the web page.  

Duplicating:  

Beyond the needs discussed elsewhere, some attendees may want access to duplicating services during the week. If possible, designate a place where copying can be dropped off and picked up. a nominal fee should be charged for non-current convention copying.  

Food Service:  

A food service plan (ALA carte or meal plan), especially for just breakfasts and lunches will be highly appreciated and well used. College cafeterias will often provide such a service.  

WI-FI

Let folks know in you pre-publicity if the facility has Wi-Fi or other access to the internet.

17 The Planning Process  

Contingency Planning:  

One watchword of convention planning is ``Expect the unexpected''. Herein follows a list of some disasters you may want to consider when doing contingency planning. It should also start you on thinking up disasters of your own. The process of disaster planning will help you cope with the unexpected, even when it is almost totally unlike what you planned for.  

Caterer cancels 



     
Fire -explosion  

Rain, Flood, Lightening, Heat or Violent Wind 
Foreign Invasion Space Aliens  

Health Department closes the campground 
Banquet Hall burns down  

Prolonged power or A/C failure 

    
Unexpected site unavailability  

Double the expected attendance 

    
Half the minimum attendance  

Cops raid campground for underage drinking  
Domestic violence in campground Convention chairman goes into labor  

Food Poisoning at Howdy Party

Printer fails to deliver guidebooks 

There are no complaints all week  

The Video Projectors are not color balanced
Grass fire in campground  

Planning Timeline:  

The exact timeline for convention planning will vary widely from convention to convention. It is extremely helpful to chart out all your activities on a large calendar. First enter the known dates; NSS News deadlines, your pre registration cutoff, etc. Make a list of all the things that have to be done and estimate how long each will take, both in elapsed time and in people hours. Work backwards from the deadlines and allow enough time for the tasks to be done by the available people. This will enable you to set reasonable dates for convention chairman to get information to you and to negotiate production schedules with publishers, T-shirt vendors, etc. Be sure to allow enough time for people to do a good job, rather than rushing.  

Once you have this schedule, do frequent reality checks against it. When you discover you've left something out (which you undoubtedly will) adjust the calendar to accommodate it. If things are getting too far behind, look for more help. If you have to, look for places to cut corners before things reach a crisis stage and you have to make a panicked decision.  

Frequent communication by committee heads is essential. Group meetings can be in person or via conference calls. However the last several meetings before the event should be attended by as many of the staff as possible & the balance should be participating via the phone.

In the final analysis, good planning & communications makes a good convention and a reasonable schedule can be an invaluable guide to good planning.  

Remember the seven P's: Prior Proper Planning Prevents Piss-Poor Performance  

Appendix  

A1 Glossary  

BOG  

The Board of Governors is the governing body of the NSS. It consists of 12 directors elected at large by the NSS membership and four Officers. The Officers are elected by the 12 directors. The Officers are the President, Executive Vice President, Administrative Vice President and Treasurer. In addition an appointed, non-voting, recording secretary attends most BOG meetings to record minutes.  

COG 

Congress of Grottoes is an advisory body which makes recommendations to the BOG. It consists of representatives appointed by each grotto, I/O and section in the NSS. Each I/O is granted a certain number of representatives based on its membership.  

I/O  

All grottoes (chapters), regions, sections and surveys of the NSS are Internal Organizations.  

UIS  

International Union of Speleology. This is an international organizations, composed of speleological organizations from around the world. The NSS is a member of the UIS. The UIS holds a convention somewhere in the world once every 4 years. The NSS hosted the 1981 UIS in Bowling Green Kentucky. Since then, there have been UIS meetings in Spain (1986), Hungary (1989), China (1993), Greece (2005) & Kerrville Texas (2009).  

A.2 Resources  

Members Manual The NSS Members manual is a rich source of names for section and committee chairmen, grotto contacts, etc. Don't forget to make use of it.  

Convention Contacts People are valuable contacts. Refer to the previous year’s program for the names to contact and the Members Manual for current phone numbers.  

Past Convention Chairmen The chairmen of conventions past have done it all before. They can provide extremely valuable insight and guidance to the current convention committees. So don't hesitate to contact them.  

2010 – Essex Junction, Vermont, Ken Moore 


2009 -  Kerrville, Texas, Hazel Medville

2008 – Lake City, Florida, Buford Pruitt

2007 – Marengo, Indiana, Dave Haun

2006 – Bellingham, Washington – Mike McCormack

2005 – Huntsville, Alabama, Jim Hall 

2004 - Marquette Michigan, Jean Devries

2003 - Porterville, California - Peri Frantz 

2002 - Camden, Maine - Peter Jones 

2001 - Mt. Vernon, Kentucky, Bill Carr  

A.3 Board Acts Concerning Conventions  

ACT SECTION 03 --- MEETINGS  

03-141 Expenses, 3-23-85, 4-20-68, 10-27-67, 10-28-61  

Directors and Officers shall continue to attend all meetings at their own expense. Members of Society committees shall continue to attend Board Meetings, Conventions, and committee meetings at their own expense without reimbursement.  

ACT SECTION 15 --- FISCAL MATTERS  

15-494  Federal Tax Identification Number, 8-3-92  

Any NSS committee, activity, or individual that uses the NSS's federal tax identification number must comply with all procedures outlined in Section 15 of the NSS Board of Governors Manual.  

15-495 Tax ID Reporting Requirements, 8-3-92  

NSS Committees and Commissions that use the NSS federal tax identification number shall periodically report their income and expense activity to the NSS Secretary-Treasurer at intervals to be established by the Secretary-Treasurer.  

15-617 Capital Purchases, 8-7-98  

NSS committees and commissions that seek to procure capital items are encouraged to use the normal NSS budget process to gain approval of the capital budget items. NSS capital items that cost more than $500.00 may be procured only with Board approval. The appropriate NSS officer may approve the procurement of capital budget items that cost less than $500.00. In an emergency the NSS President may authorize an NSS committee or commission to procure a capital budget item up to $10,000.00.  

ACT SECTION – 28 - MEMBERSHIP

28-607 NSS Convention Discount 07-27-07:14, 03-21-98 

Effective September 1, 2007, people joining the NSS for the first time shall receive a non-transferable, non-replaceable New Member Discount Coupon worth $40, applicable toward the registration fee for a NSS Convention. 28-607 NSS Convention Discount 3-21-98 

ACT SECTION 56 --- CONVENTION  

56-006 Advance Funds 11-8-08:17, 7-8-05, 3-16-96, 6-27-86, 8-18-72, 12-4-71, 

5-22-48 

The Convention Committee will be granted an advance to aid in organizing the Convention after their preliminary budget has been approved by the Executive Committee. 
56-105 Registration, 6-16-61:  

The Convention Chairman is instructed to enforce registration at the Convention.  

56-125 Convention Manual 11-04-00, 4-4-87, 10-11-75, 6-17-64 

The Society will make available the NSS Convention Manual to prospective and selected Convention Chairman and staffs. The Manual describes the responsibilities of the hosts and the various organizations involved in conducting an NSS convention, and provides background information to guide the host organization in their planning process. The NSS Convention Manual will be maintained and distributed by the Convention Development Committee Chairman. The Chairman will solicit revisions and suggestions from convention staffs and those officers and committees involved in convention planning and operations at least once each year, and keep the manual updated with information received. Any issues will be referred to the AVP for resolution. Current Acts of the Board and EC administrative policies related to conventions will be incorporated in the manual. 
56-189  Convention Guidebook, 11-4-00, 8-18-72, 8-22-70, 11-16-68:  

The size of the Convention Guidebook is to be 8-1/2 by 11 inches. The Convention Guidebook will be numbered autonomously from any other publication.  

56-192  Surplus Revenue, 3-1-69:  

Any surplus revenue from the Convention will accrue automatically to the NSS, regardless of the nature and number of other organizations cooperating in the conduct of the Convention. Similarly, deficits in legitimate operating expenses entailed by the Convention Chairman, after planning his expenses as carefully as possible with the Administrative Vice President and the Treasurer will be made up by the Society.  

56-258  Convention Sites, 3-23-73:  

It is recommended that convention sites be selected to move successive sites to widely separated locations.  

56-267  Vendors , 3-15-03, 11-5-77, 11-3-73:  

A policy concerning vendors at NSS or NSS member-sponsored activities is established: (1) The organizing committee of an NSS or NSS member-sponsored activity may, at the committee's discretion, welcome vendors at the activity as providing a service to the participants. Vendors will abide by any reasonable monetary and regulatory edicts. (2) No vendor may use the name of the National Speleological Society or any of its member organizations for any purposes, without the permission of the NSS or respective member organization(s). (3) The National Speleological Society or its representatives are not responsible, in any manner, for merchandise sold by vendors at NSS or NSS member-sponsored activities. (4) It is recognized that the NSS and its member organizations have the authority to charge reasonable fees and establish certain regulatory measures for vendors operating at their activities. (5) Non-profit 501(C)(3) organizations whose purpose aligns with NSS goals and is related to caves or caving activities will be allocated space, as available, at no cost to promote their organization provided their activities do not compete with vendors who paid for space. 

The following recommendations are to be policy for NSS activities and are suggested guidelines for member sponsored events: (a) Provide facilities for the display and sale of products; (b) charge a reasonable percentage based fee for this service; (c) provide security to prevent theft while these areas are unattended; (d) a vendor may choose not to use the facilities provided, in which case a flat-rate fee will be charged if the vendor is permitted to sell merchandise elsewhere at the activity (f) the organizing committee may judge the appropriateness of the items to be offered for sale and reject inappropriate items. Such judging shall take place if any requests to do so are received from any member of the NSS. 

56-274  Convention Bid Publication, 3-23-74:  

Convention bids are to be circulated to all Board Members and to NSS organizations active in the vicinity of the proposed convention at least 30 days in advance of the meeting at which they are to be considered. (Bids will be voted on at the BOG meeting following the meeting where they are presented.)  

56-293  Convention Honorarium 7-27-01, 8-7-98, 11-16-74  

A $3,000.00 committee allowance will be paid to the Convention Committee to recognize their efforts and non-reimbursed expenses to host the annual NSS National Convention. The committee allowance will be included in the convention budget and may be disbursed or used in any way that is deemed appropriate by the Convention Chairman. 

56-304  Convention Proposals, 3-21-96, 10-11-75:  

An informative article soliciting convention proposals shall be published in the NSS NEWS at least three years prior to that convention year. The article shall include an address to contact for bid forms and a copy of the Planning Guide for Annual Conventions. The preparation of such an article and the processing of convention proposals shall be the responsibility of the Convention Development Committee.  

56-307 Convention Manual, 11-4-00, 10-11-75:  

The NSS National Convention Manual shall require that convention committees consider carefully the environmental and socio-economic impacts of a convention and take whatever actions are necessary to mitigate adverse effects.  

56-328  Convention Non-commercial Displays, 3-26-77:  

The Convention Committee may, at their option, accommodate non-commercial displays on cave related subjects from organizations outside the Society. If this incurs a cost, the Committee may pass this cost on to the outside organization.  

56-337 NSS Committee Displays, 11-5-77:  

The Board of Governors requests that the Executive Committee arrange for exhibits and displays from NSS Committees for use at conventions.  

56-346 Convention Scheduling, 6-23-78:  

The NSS Convention Committees are requested to schedule no business meetings of sections concurrently with meetings of either the Congress of Grottoes or the Board of Governors.  

56-412  Convention Bid Expenses, 3-21-96, 7-1-83:  

The Convention Development Committee budget shall, beginning with fiscal year 1984-85, include $200 to be used to offset expenses for convention bidders that are not selected for the convention.  

56-496 Surplus Convention Items 8-3-92:  

The Convention Committee shall make arrangements with the NSS Bookstore Manager for shipping to the NSS Bookstore, all surplus guidebooks, programs, T-shirts, and related convention items within 30 days of the close of the convention.  

56-539 Convention Insurance 7-12-04, 11-6-93 

The NSS Insurance Committee shall obtain NSS convention insurance for medical payments and liability for injury, death, or property damage for at least one million dollars. This will be paid for out of convention revenue. 
56-547 Convention Proposals Submitted to the Board 11-8-08:15, 8-9-96, 3-5-94 

Offers to host NSS conventions may be considered by the Board no more than five years prior to the proposed convention 
56-548 Convention Scheduling 3-5-94:  

NSS Conventions shall be scheduled to avoid conflict with the International Union of Speleology Congress meetings when the UIS Congress schedule has been published prior to the scheduling of the NSS Convention.  

56-552 Liability Waivers, 6-24-94  

Completion of a general liability waiver, approved by the NSS Legal Committee, will be required for participation at NSS Conventions.  

56-576 Convention Deficiencies, 11-2-96  

All persons making convention proposals should clearly identify any known deficiency in their proposal from the standards established in these acts, the Convention Planning Guide, and significant traditions. The Chairman of the Convention Planning Committee shall immediately report subsequent deficiencies to he Administrative Vice President. The Administrative Vice President will inform the Board of Governors an any significant and uncorrected deficiencies.  

56-596 Junior Speleological Committee, 6-23-97  

The Junior Speleological Society Committee, in the department of the Administrative Vice President, is responsible for the administration, content, and implementation of NSS youth educational and recreational activities, including youth activities at NS conventions. The JSS Committee shall coordinate with the Convention Development Committee to determine the budgetary and facility support required from Convention Committees for JSS activities.  

56-611 Convention Budgets, 8-7-98  

All bids submitted for NSS National Conventions shall include draft financial projections showing major expected expense and income categories.  

56-612 Convention Chart of Accounts, 8-7-98  

All NSS National Convention budgets shall follow the standard NSS-supplied Chart of Accounts (COA) listing specific expense and income categories.  

56-613 Convention Treasurer, 8-7-98  

The Chairman of the NSS National Convention is responsible for appointing the NSS Convention Treasurer. The NSS Convention Treasurer shall provide financial reports to both the NSS Convention Chairman and agents of the NSS Secretary-Treasurer. The NSS Secretary-Treasurer is responsible for establishing financial process and reporting requirements for NSS Conventions. The Convention Chairman, or his agent, must approve all convention expenses before payment.  

56-614 Convention Budget Approval 11-08-08:16, 08-07-98 

Within one year after the Board of Governors accepts an NSS National Convention proposal, the Convention Chairman shall submit a preliminary convention budget to the Executive Committee (EC) for approval. In the event that this approval is received more than eighteen months prior to the convention, the Convention Chairman shall submit a final budget to the EC for approval eighteen months prior to the convention. The Administrative Vice President (AVP) shall include these budgets in his report to the Board following EC acceptance. Subsequent revisions to the budget exceeding 5% must be approved by the AVP and the Convention Chairman. 
56-615  Convention Committee Personal Expenses, 7-27-01, 8-7-98  

All Convention Staff activities associated with preparation of an NSS National Convention are carried out on a volunteer basis. Travel related expenses (e.g. travel, lodging, meals) incurred by Convention Staff are not reimbursable except at the discretion of the Convention Chairman from the NSS approved convention committee allowance. (See Act 56-293)  

56-616 Final Convention Report, 8-7-98  

A final NSS National Convention report shall be submitted to the NSS Administrative Vice President for inclusion in his report to the Board of Governors at the Spring meeting following the close of the convention. The report should include a description of "lessons learned" as a result of the convention experience. A final NSS National Convention financial report shall be submitted to the NSS Secretary-Treasurer at the same time, for inclusion in his report to the Board of Governors. The Financial Report shall compare actual and budgeted income and expenses in accordance with the NSS Chart of Accounts.  

56-624 Convention Bids, 11-7-98  

Acceptance of an NSS Convention bid by the Board of Governors will not occur at the same meeting of the BOG during which the bid is presented.  

56-625 Convention Sites, 7-12-99, 3-27-99  

A representative of the Convention Development Committee may receive reimbursement for travel expenses incurred, up to the amount budgeted by the Board, for travel to and examination of potential sites for future NSS National Conventions. A report on the suitability of the sites visited will be provided by the Convention Development Committee Chairman to the Board following visits to these sites. Funds for this travel reimbursement will come from the Convention Surplus Restricted Fund.  

56-631 Complementary Convention Day Passes, 7-12-99  

The NSS Convention Chairmen are encouraged to offer complementary day passes for public relations purposes, particularly to those people involved in cave management, such as members of state and federal agencies and private cave owners, as well as government officials.  

56-644 NSS National Convention Registration and Fee Policy, 10-23-99  

NSS National Convention Registration and Fee Policy is adopted (See Appendix AO).  

56-654 Noise Level at Convention from Amplified, All-Night Music, 3-18-00  

NSS Convention staffs shall ensure compliance with all municipal and/or county noise ordinances. Convention staffs shall enact effective measures to separate campground areas from those areas where amplified music is permitted. Convention staffs shall ensure that quiet areas for campgrounds are designated and enforced. In the event sufficient separation of camp and party areas is not feasible, Convention staffs shall set and enforce a curfew on amplified music.  

56-683 11-4-00 

Beginning in 2002 the NSS Executive Committee shall recommend the distribution of the undesignated proceeds from the upcoming NSS Convention Auction as part of the annual budget process and report their recommendation at the spring meeting for Board review. Unless the Board moves to modify, such recommendation shall be implemented. 

56-685 11-4-00 

Any vendor with a principal who is an NSS member may sell NSS convention guidebooks to NSS members if they have a current signed vendor memorandum of understanding on file at the NSS Office. 

56-690 Convention Development Committee 11-04-06:6, 11-04-00 

The Convention Development Committee is established, reporting to the Administrative Vice President. The Committee is responsible for: a) soliciting from NSS internal organizations and members proposals to host an annual NSS Convention; b) visiting the proposed convention sites and working with the proposing organization to prepare a satisfactory proposal; c) providing its analysis of proposals submitted to the Board for consideration; d) after a host is selected, working with the host organization to help them take advantage of lessons learned from past conventions, guide their planning process, mentor key Convention staff members, and integrate their efforts with other NSS committees who have an active role in NSS conventions; e) maintaining and distributing the Convention Manual. 
56-767 2009 NSS Convention 03-25-06:19, 11-05-05 

The 2009 NSS Convention will be held in conjunction with the International Congress of Speleology (ICS) on July 19-26 at Schreiner University, Kerrville, Texas. The organizing committee for the ICS shall be the organizing committee for the NSS Convention. The NSS Administrative Vice President shall appoint a Chairman for the NSS 2009 Convention to serve on the ICS Organizing Committee. The Convention Chairman will report to the NSS AVP. 
56-778 8-7-06

Convention Accident Insurance 

Accident insurance is required for future conventions. 
56-810 Policy on Placing Convention Guidebooks on the Web 08-15-08:27 

Convention Guidebooks will be made available online five years after the convention for which it was published. An exception to this will occur if a guidebook is sold out prior to the five year release date, at which time it shall immediately be made available online. Any cave location information included in guidebooks shall be redacted in the online version of the guidebook. 

56-818 Convention Budget Planning 04-04-09:21 

Convention budgets should include the provision for a modest surplus, in the 5% range. 
56-827 Convention Abstracts on the Karst Information Portal, 11-07-09:14 

The NSS will allow the Karst Information Portal (KIP) to host the digital archive of abstracts from NSS conventions. Furthermore, the NSS will allow abstracts from NSS conventions to be publically available on the KIP (pending specific redactions). 
56-828 Convention Guidebook Sales 11-07-09:16 

NSS Convention Guidebooks which contain cave locations may be sold only to current NSS members. Guidebooks that do not contain cave locations may be sold to the general public subject to the restrictions of Act 56-685, Sales of Convention Guidebooks by Vendors.

ACT SECTION 83 - PUBLICATIONS OTHER  

83-292 Copyright, 11-16-74  

All Society publications are to be copyrighted.  

83-658 Society Publications, 3-18-00  

All NSS Publications shall clearly and prominently identify the National Speleological Society as the publisher on the cover.  

A.4 Information from Past Conventions  

Registration Statistics have been complied for the last ten conventions. This information is available through the Convention Planning Committee.  
Insurance should be procured through the NSS.  

A.5 Sample Documents  

The following are available from the Convention Development Committee:  

Convention Proposal Forms  

Budgets  

Time Lines

Registration Forms  

Contracts  

Publicity Forms  

Final Reports  

A.6 Supplemental Salon Information  

For the list of current contacts go to: http://www.caves.org/committee/salons/

PHOTO SALON EQUIPMENT The Photo Salon Committee provides its own equipment. They are equipped for front and rear projection.  

They supply screens, projectors & lenses -depending on location, mixers, mikes and cables, and video projection equipment.  

The Convention Committee should provide:  

Projectors and Lenses - if not provided by committee  

CD Player: Compact disk player for salon background music  

Tape Player: A cassette tape player for the salon background music  

Video Recorder: A VHS video cassette tape recorder to drive the video projector Additional Speaker and Equalizer: If the rear rows are more than 75 feet from the front speakers,  

The Convention Committee should provide an intermediate set of speakers to avoid over driving the front speakers and to enable those in the rear to hear.  

Check with the Salon Committee to determine exact requirements before renting or borrowing the above listed items.  

NSS-Owned Salon Committee Equipment 

	Qty
	Equipment
	Type
	Manufacturer
	Model
	Size/ Length
	Owner
	Salon?
	Usage / Storage 

	
	VIDEO SALON
	
	
	
	
	
	
	

	1
	Cable, audio
	RCA - big
	
	male-male
	100 feet
	NSS
	yes
	video from stage front camera to backstage / D. Socky

	2
	cable, VGA 
	15 pin DIN 
	
	male-male
	50 feet
	NSS
	yes
	computer to video projector / D. Socky

	1
	cable, VGA 
	15 pin DIN 
	
	male-female
	25 feet
	NSS
	yes
	computer to video projector / D. Socky

	1
	cable, S-Video 
	4 pin 
	
	male-female
	25 feet
	NSS
	yes
	video source to video projector / D. Socky

	1
	cable, S-Video 
	4 pin 
	
	male-male
	50 feet
	NSS
	no
	video source to video projector / D. Socky

	
	
	
	
	
	
	
	
	

	2
	TV, portable
	RENTAL
	
	
	
	-
	yes
	backstage monitoring / D. Socky

	1
	AV Selector
	S-Video, 4 channel
	Recon
	
	
	D.Socky
	yes
	switch between VCR and DVD player/ D. Socky

	1
	AV Selector
	S-Video, 4 channel
	JVC 
	JX-S100
	
	D.Socky
	yes
	switch  between black and video/ D. Socky

	1
	AV Distribution Amp  
	S-Video, 4 channel
	Cable Electronics
	AV-400SV
	
	D.Socky
	yes
	distrbute video to projector and monitor/ D. Socky

	1
	DVD player
	
	Panasonic
	DMR-EA18
	
	D.Socky
	yes
	Source for video salon/ D. Socky

	2
	DVD players
	
	Cyberhome
	
	
	D.Socky
	yes
	Source for video salon/ D. Socky

	1
	Headphones
	good
	
	
	
	D.Socky
	yes
	Monitor video audio/ D. Socky

	1
	audio mixer
	3 channel
	Numark
	
	
	D.Socky
	yes
	Use for audio monitor/ D. Socky

	1
	Video Projector
	
	Sharp
	XG-C40XU
	
	NSS 
	no
	Project program, titles, and video/ D. Socky/ D. Socky

	1
	Tripod
	light weight
	
	
	
	NSS
	no
	Use to monitor stage front from back stage/ D. Socky

	1
	Tripod
	Good
	
	
	
	D.Socky
	yes
	Use to monitor stage front from back stage/ D. Socky

	1
	Video CamCorder
	Current
	
	
	
	D.Socky
	yes
	Use to monitor stage front from back stage/ D. Socky

	
	
	
	
	
	
	
	
	

	1
	Laptop computer
	Current 
	
	
	
	D.Socky
	yes
	Play multimedia and video files/ D. Socky

	2
	Switchers
	Video/RGB Scaler 
	Extron
	IN1508
	
	NSS
	yes
	Use to switch sources for salon projectors/ D. Socky

	2
	Projector shutters
	
	
	
	
	NSS
	yes
	Shutters made by Ray Cole to black out the projectors/ D. Socky

	2
	Cable, audio
	RCA - thin
	
	male-male
	24 feet
	D.Socky
	yes
	Connect video and audio gear/ D. Socky

	2
	Cable, audio
	RCA - thin
	
	male-female
	12 feet
	D.Socky
	yes
	Connect video and audio gear/ D. Socky

	2
	Cable, audio
	RCA - thick
	
	female-female
	6 feet
	D.Socky
	yes
	Connect video and audio gear/ D. Socky

	1
	Cable, audio
	RCA - thick
	
	male-female
	6 feet
	D.Socky
	yes
	Connect video and audio gear/ D. Socky

	1
	Cable, audio
	RCA - thick
	
	male-male
	6 feet
	D.Socky
	yes
	Connect video and audio gear/ D. Socky

	1
	Cable, ethernet
	Ethernet
	
	
	12 feet
	NSS
	yes
	Connect computers/ D. Socky

	1 lot 
	cables and adaptors
	audio and video
	
	
	
	D.Socky
	yes
	Connect video and audio gear/ D. Socky

	1 lot 
	cables and adaptors
	audio and video
	
	
	
	NSS
	yes
	Connect video and audio gear/ D. Socky


	Qty
	Equipment
	Type
	Manufacturer
	Model
	Size/ Length
	Owner
	Salon?
	Usage / Storage 

	2
	Monitor, video
	
	 Panasonic
	cr-1382y
	
	NSS 
	no
	/ D. Socky

	2
	VCR
	SVHS
	Panasonic
	ag-1960 
	
	NSS 
	no
	/ D. Socky

	1
	Time base corrector
	digital
	 I.DEN
	ivt--7
	
	NSS 
	no
	/ D. Socky

	1
	AV Mixer
	Digital
	Panasonic
	WJ-MX12
	
	NSS
	no
	/ D. Socky

	1
	Edit Controller
	1 input/1 output
	FutureVideo
	EC1000Pro
	
	NSS
	no
	/ D. Socky

	1
	Video Titler
	Analog
	Videonics
	TM-1
	
	NSS
	no
	/ D. Socky

	1
	A/B Roll Edit Controller
	4 channel
	Videonics
	AB-1
	
	NSS
	no
	/ D. Socky

	
	
	
	
	
	
	
	
	

	1
	Color Sync Generator
	Analog
	Horita
	CSG-50
	
	NSS
	no
	/ D. Socky

	1
	Wireless Microphone
	xmtr, rcvr, mic
	Nady
	151VR
	
	NSS
	no
	/ D. Socky

	1
	2010 DLP projector
	Digital
	Optoma
	TRX744
	
	NSS
	Yes
	/ David Lester 

	1
	2010 DLP projector
	Digital
	Optoma
	TRX744
	
	NSS
	Yes
	/ Cady Soukup 

	
	
	
	
	
	
	
	
	

	
	PHOTO SALON
	
	
	
	
	
	
	

	8
	Film Slide Projectors with special lenses 
	
	Kodak
	
	
	NSS
	yes
	 / Bruce Bannerman

	2
	Slide Projector Frames 
	
	
	
	
	NSS
	yes
	 / Bruce Bannerman

	2
	Projection screen frames, 12' by 12'
	
	
	
	
	NSS
	yes
	 / Aaron Bird

	2
	Front Projection screens, 12' by 12'
	
	
	
	
	NSS
	yes
	 / Aaron Bird 

	2
	Rear Projection screens, 12' by 12' 
	
	
	
	
	NSS
	yes
	 / Aaron Bird

	
	
	
	
	
	
	
	
	

	
	Radios 
	Business Band
	Various (with separate speakers / earphones) 
	
	
	NSS
	yes
	 / Barry Welling  

	
	Radios
	Family Radios
	Radio Shack (with headsets)
	
	
	NSS
	Yes
	 / Ray Cole 


A.7 Computers  

As conventions have become more complex, it has gotten progressively more difficult to run a convention without computers. At a minimum, an accounting package, a spread sheet (for budgeting), and a database (for registration) are needed. The NSS is standardizing these functions, contact the NSS OVP and the Secretary/Treasurer for the programs. A computer should be made available to the NSS Secretary and the COG Chairman for the production of reports for the Board and for the Photo Salon as a backup and for other convention activities.  

A.8 Equipment Cache  

For many years, each new Convention Committee had to assemble all of the miscellaneous equipment needed to run a convention. These items have been broken down into small lots and put into plastic containers that can be moved from site to site in cars or pickups. 

A.9 Convention Manual History 

This NSS Convention Manual is a Major rewrite of the original that has served the NSS for almost 25 years. 5th Draft- Ongoing, by Carol Tiderman, Suggestions: George Veni, 4th Draft, June 1993, by Peri Frantz Suggestions: Bill Bussey, Thom Engel, Jeanne Gurnee, W. Roswell Jones, William R. Halliday, Bill Mixon, Tom Rea, John Wilson 3rd Draft, March 1993, by Peri Frantz Suggestions: Bill Frantz, Wayne Marshall, Tom Rea 2nd Draft, February, 1993, by Peri Frantz Suggestions: Thom Engle, Bill Frantz, Jeanne Gurnee, Wayne Marshall, Tom Rea, Lee Stevens, Paul Stevens 1st Draft, November, 1992, by Peri Frantz An abbreviated history of the original Planning Guide for Annual NSS Conventions Revised: August, 1991 by William G. Fritz Revised: March, 1990 by William G. Fritz, Chairman Suggestions by Paul and Lee Stevens Revised: February, 1989 by William G. Fritz, Chairman NSS Convention Planning Committee; Suggestions from: Evelyn Bradshaw, Paul and Lee Stevens, Kathleen Hornaday, Doug Rhodes, Kendrick Day, William Frantz and many others at conventions Revised: October, 1982 by William G. Fritz, Chairman, NSS Program and Activities Committee; Suggestions from: James Dawson, Nick Noe, Larry Fisher, and many others at conventions Original: July, 1968 by John E. Cooper, Chairman; John R. Holsinger, John A. Stellmack, Marjory Shaw Schmidt  

A.10 Convention Fiscal Policies  

The following defines NSS convention fiscal policies. Through these policies we seek to preserve NSS assets, comply with state and federal laws, and assure complete and accurate accounting information. We use the accounting information to file federal Internal Revenue Service reports and allow a professional audit firm to certify that our accounting records conform to generally accepted accounting practices and properly state our finances.  

1) The convention chairman and the convention treasurer (CT) are both responsible for

 
NSS convention finances.  

a) The CT is responsible for signing convention checks. The convention chairman, or


his agent, is responsible for approving all convention expenses before payment.  

b) Both are responsible so that two independent people are involved in each fiscal


transaction; a standard practice to mitigate the risk of fraud, waste or abuse. The

 
CT should not be related to the convention chairman.  

2) The CT is appointed by and reports directly to the Convention Chair.  

a) The convention chair reports to the NSS Administrative Vice President (AVP).  

b) The NSS Secretary-Treasurer (ST) is responsible for establishing financial process


and reporting requirements for NSS conventions. Authority to handle NSS funds


comes from the ST.  

3) A proposal to host a NSS convention must include draft budget showing major anticipated expenses and income.

a) This "bid budget" must be based on the standard NSS convention chart of accounts,
          however detail items may be rolled up into group level lines without providing the 
          detail, and activities which are self-supporting, such as the geology field trip, may
          be presented at the top level only

b) In addition to the "bid budget", the Convention Chairman must submit preliminary and
          final budgets for approval.  See Board Act 56-614 Convention Budget Approval 
          for details. The final budget establishes the convention's registration fees.  

c) Both the AVP and convention chairman must approve subsequent revisions to the

 
budget exceeding 5%. 

d) A $3,000.00 honorarium may be included in the convention budget and may be used


in any way deemed appropriate by the convention chairman.  

e) The Board of Governors must approve capital items costing more than $500. The

 
AVP may approve the procurement of capital items less than $500.  

4) The CT will establish convention checking and savings accounts.  

a) The account name will be in the form of "2001 NSS Convention".  

b) The account must cite the NSS Federal Tax Identification Number (FIN).  

c) The CT, NSS President and ST must be signatories on all NSS convention bank


accounts. The convention chairman may be a signatory.  

d) Banks must be instructed to send the original of their periodic statements to the NSS 



office (2813 Cave Avenue, Huntsville AL 35810-4431). The NSS office will

 
quickly send copies of these statements to the CT and others (independent


account reconcilers, etc.) designated by the ST.  

5) The ST will transfer $2K to the convention bank account for startup expenses upon

 
request. The $2K  should be considered a loan and not considered when

 
calculating convention gross revenue.  

6) The convention chairman may sign contracts that implement a NSS convention (e.g.


contracts for  campground, sessions facility, banquet caterer) after AVP review.  

7) All checks and credit card payments for convention products and services must be

 
payable to the NSS convention.  

a) Provide receipts for all income.  

b) Attribute income to the proper revenue account.  

c) Regular deposits are necessary, particularly during the convention.  

8) The CT and his agents may accept Visa and Master Card credit card payments before and during the convention using a convention merchant services account established for the purpose. 

a) Upon request, the NSS Office will provide the equipment and instructions for its use.  

b) The CT is responsible for establishing a merchant services account for processing credit cards. It is highly recommended that this account use the same merchant services processor as the NSS office, although the convention will have a separate account with this provider. Receipts will be deposited directly into the convention’s designated account, and processing fees will be drawn from the account. Monthly merchant services statements should go to the NSS Office, which will forward them to the CT. In some limited cases, there may be valid reasons for selecting different merchant services provider. If this is the case, both the NSS Treasurer and AVP must be consulted, and must approve, before another service can be used. 

 c)  The CT and his agents must process the NSS credit card processing account. 

9) All convention payments must be made by check and backed by payment voucher or


invoice.  No cash payments are permitted.  Do not pay anyone prior to receiving

 
written documentation that justifies payment. That documentation may be an

 
invoice, collection of receipts, or a detailed list of expenses (what was bought,

 
from whom, when, for how much) incurred. Payment in advance should be

 
avoided but when necessary it should be done only after receiving a detailed list

 
of expenses (what will be bought, from whom, when, for how much).  

c) Instruct convention staff receiving goods to verify the order correctness, check for


damage, count the items, and deliver packing slips and invoices to the CT.  

d) Attribute payments to the proper expense account.  

e) Obtain the Social Security Number (SSN) for those individuals which the convention


pays more than $600 for honorariums and services (using a W-9). These people

 
do NOT include those who are simply reimbursed for the expenses they incurred

 
in support of the convention. The NSS Office will report this income to the IRS

 
and provide the individual an IRS 1099 form the following January.  

f) Travel related expenses (e.g. travel, lodging, meals) incurred by the convention staff

 
are not reimbursable except at the discretion of the convention chairman from 



the convention honorarium.  

g) Checks written during the convention should have a "Void after 90 days" stamped on

 
them.  

10) T-shirts, hats, or other similar items may be provided free to convention workers.  

11) The tax exempt status of the Society should be used to avoid sales taxes where


that is appropriate. The NSS tax identification number should be used where


appropriate. Instruct convention vendors to collect and pay any state and local


sales taxes directly.  

12) After the convention the CT should immediately follow up on outstanding matters


and strive to close the books within six months following the convention.  

a) NSS membership dues received during convention should be forwarded to the NSS 



Office.  

b) Convention bills should be paid quickly.  

c) Bad checks and credit card problems should be resolved quickly.  

d) Funds in excess of anticipated needs should be transferred to the NSS office as


soon as possible.  

e) Contact the AVP as to the disposition of convention supplies, materials, equipment


books, pins, badges, T-shirts, and any other items not sold. The Convention

 
accounting shall show these items are transferred to the NSS at no cost.  



Shipping charges are to be paid out of convention funds.  

f) When closing convention bank accounts transfer all funds to the NSS office.  

g) The CT should retain all financial records for 4 years following the convention.  

13) The CT will provide monthly fiscal reports beginning one year before convention.


Provide quarterly reports before then.  

a) Provide a statement of account transaction activity to the person designated by the


ST to independently reconcile the account. The independent reconciler will

 
compare the activity indicated in the bank statement with that reported by the

 
CT. If the reconciler has questions, the CT should respond. The independent 



reconciler will report their findings to the ST (inter alios).  

b) Provide a statement of revenues and expenses compared to budget using the NSS


convention chart of accounts to both the NSS convention chairman and agents


of the NSS ST.  

c) Provide to the NSS Office, before the end of each CY, the SSN and amount paid for 



those individuals  which the convention pays more than $600 for honorariums


and services. The NSS office will use this information to submit 1099s to the


individuals by 1 February. Missing that deadline will draw us a penalty.  

14) The CT's final report is a valuable planning tool for future convention treasurers. It 



should include accurate financial reports, an analysis of issues encountered,


 statistics of the various types of registrations (i.e., early, on site, NSS member,


 non-member, children), revenue from sales and quantities sold, credit card


 payments, and other information as requested by the ST.  

15) The ST will:  

a) see that bank statements received by the NSS Office are copied and 



forwarded to the CT in a timely manner.  

b) coordinate with the CT the transfer of funds to and from the NSS office. This 



includes the start up loan and final fund transfer.  

c) handle Federal tax issues including the production and mailing of 1099-MISC forms, 



and the reporting of interest from savings accounts.  

d) define what financial reports are needed and on what schedule they are to be 



provided to the ST. The ST will monitor and review the reports.  

e) work with the CT in establishing a budget. This will include reasonableness, accuracy 
of expense and income figures, and general completeness.  

f) secure bonding for the CT.  

g) secure liability insurance for the convention. This will be paid for out of convention 



revenue.  

h) provide the CT with a Chart of Accounts (COA) to be used. The CT may add 



additional categories to the convention COA with ST approval based upon

 
unique convention attributes and the need for consistent NSS convention


accounting over the long term.  

i) instruct the NSS Office to supply the equipment and training to the CT for credit card 



processing when requested.  

j) the ST will arrange for the CT's final report to be available to future convention


treasurers.  

k) add to, modify, and/or delete items in this Policies and Procedures document when



 appropriate.  

A.11 Salons.
NSS Salon Guidelines for Convention

CONTENTS

 
Division of Responsibility 
Salon Entry Rules and Schedule Convention Facilities and Support Exhibits 
Meetings and Workshops 
Thursday Evening Salon Program Convention Program Publicity 
Convention Logo and Video Points of Contact

INTRODUCTION
The purpose of this document is to support NSS convention staffs as they plan for hosting NSS Salons. Individual NSS Salon Committee sub-chairmen may provide the convention staff with updated requirements for their respective salons as their requirements become better defined. In the absence of such additional information the convention staff should plan for the following. 

DIVISION OF RESPONSIBILITY FOR NSS SALONS
NSS Salon Committee Chair(s) 
The NSS has established a NSS Salons Committee to encourage cave-related art in a variety of media. The NSS Salon Chair appoints the individual salon chairmen and has overall responsibility for all salons. The NSS Salon Chair sets the goals and standards for all of the salons; works with each salon chairs to develop consolidated publicity announcements, coordinates salon convention requirements, and produces the integrated salon awards program at convention. 

The NSS Salon Chair is responsible for appointing or serving as master of ceremonies for the Evening Salon Program, and for coordinating the various salons to provide a joint presentation. The NSS Salon Chair will consolidate all audio and visual media, develop the program script, and manage the overall presentation.

Individual Salon Chairs. 
The chair of each salon is responsible for conducting their individual salon, coordinating the judging for the salon, and granting awards. 

The chairs of the various salons are responsible for providing to the NSS Salon Chair their salon results, audio, and visual media for the salon, and self-portrait digital images of entrants who receive awards in the salon (if available) for incorporation into the overall Salon Awards program. 

The chairs of the individual salons are responsible for obtaining the ribbons and medals to be used as awards, selecting who will receive awards, and distributing the awards. Upon request the Salon Committee Chair can provide generic "NSS Salon" green and blue ribbons to the chairs of the individual salons. Each salon chair is responsible for obtaining the Medal Award for presentation during the Salon Awards Program, or by mail, for his/her respective salon. In the event that the actual award is not available, a dummy award may be used. Cover Arts Salon awards are normally mailed to the person who entered the newsletter cover on behalf of the grotto, usually the editor.

Each salon chair (or someone designated by him/her) will come on stage to announce the salon award winners, and present the medal for his/her salon (depending on Salon Awards Show timing).

NSS Convention Staff 
The NSS convention staff is responsible for providing facilities, equipment (display walls or display boards, display tables, and proper lighting for art displays; rooms, audiovisual equipment, and other necessary hardware and equipment for the art exhibits including the Evening Salon Program and workshops) and services to support exhibiting the salons during convention. 

The costs for this equipment, hardware, facilities and services should be included in the convention budget under the chart of accounts section for the salon.

ENTRY RULES AND SCHEDULE
The salon description, entry rules, and schedule (deadline for submitting entries, judging, etc.) for future salons are developed by the Salon Committee and posted on the NSS Cave Art web page (http://www.caves.org/committee/salons/) by the October preceding the convention. The convention web page should link to the NSS Cave Art web page. The Salon Committee will develop an article for the NSS News, generally for the January or February issue.

CONVENTION FACILITIES & SUPPORT:
General
The convention staff should include a Salons Liaison position. This person serves as the Convention Committee's point of contact with the salons before convention and is on call during convention week to provide general assistance and solve facilities and equipment problems. The Salons-Convention Liaison needs to be aware of the convention committee's plans and overall organization. He should also have a detailed knowledge of the convention facility and how to work with the facility's management. This person should:
· Expect to spend Monday morning of the convention week helping the Fine Arts Salon, 
      Print Salon, Cover Arts Salon, Cartographic Salon, Cave Ballad, T-Shirt and 
      Symbolic Emblems Salons set up. 

· Provide keys for the Photo, Video and Multimedia Salons locked room. Be on call most 
      of day of the salon awards program (Thursday) to help set up the equipment for the 
      program and prepare the facility.
· Help pack Salon equipment for shipment to the next convention or a storage site. 
· Observe what goes on behind the scenes to set up the salons during the prior       

 convention.


Exhibits 
The Cartographic, Cover Arts, Fine Arts, Print Salon, T-shirt, and Symbolic Emblems Salons should be located in adjacent areas.

Cartographic Salon
The Cartographic Salon requires a large, well-lit area with a wall or free standing display boards on which approximately 50 maps of various sizes (some very large) can be taped or tacked for display. This requires about 150 linear feet of well-lit, 10-foot tall display wall. A key should be provided to the Cartographic Salon Chairman early Monday morning and the chairman can return it late Friday. If a key cannot be provided, then a person with the key should be on-call and easily accessible. 

The Cartographic Salon Committee is responsible for displaying and taking down the maps. The room should be available from early Monday morning of convention week through 6 PM Friday afternoon. Most maps are delivered to the Cartographic Salon Chairman on Monday morning and the committee normally works until late Monday night hanging them. The judging normally occurs on Tuesday and may last until very late on Tuesday and/or Wednesday nights. Thus the committee must have access to the Cartographic Salon area on Monday, Tuesday, and Wednesday nights.

Cave Ballad Salon
The Convention is responsible for providing, equipping, and scheduling a room for the Cave Ballad Salon Workshop. The Salon requires a room with a CD player, overhead projector, and chairs for an audience of 50 people. The room should be available for a one hour session scheduled between Monday noon and 4 PM Friday. The Cave Ballad Salon committee is responsible for providing the ballad CD and hosting the listening session.

Cover Arts Salon (CAS)
The Cover Arts Salon requires a large, well-lit area with a wall or freestanding display boards on which approximately 200+ newsletter covers can be taped or tacked for display. They are usually displayed in three rows--sometimes four--to get them all in. So, the display area should be at least five feet high by 50 feet wide. The CAS committee is responsible for putting up and taking down the newsletter covers. When no one from the committee is able to attend the convention, the committee will make prior arrangements with the convention staff to put up and take down the newsletter covers. The room should be available from early Monday morning of convention week through 6 PM Friday afternoon. 

Fine Arts Salon (FAS)
The Fine Arts Salon requires a large, well-lit room that can be locked. The key should be provided to the FAS Chair early Saturday morning and the chairman can return it midday to COB Friday. If a key cannot be provided, a person with the key should be on call and easily accessible.

Approximately 100 art objects will be displayed on shelves or tables or hung using nails or other attachments capable of holding their weight. This requires about 200 linear feet of well-lit, 10-foot tall display wall or freestanding display boards, and several tables. There must be sufficient open space in the room to accommodate the freestanding display boards and tables and allow people to circulate around them. 

The FAS Committee is responsible for setting up, hanging, and taking down the art. The room should be available from Saturday morning of convention week through 1 PM Friday afternoon. Most art objects are delivered to the FAS Chair on Saturday morning and the committee normally works until, at the latest, Sunday night displaying the entries. The judging normally occurs on Monday and may last until late Monday night. Thus the committee must have access to the Fine Arts Salon area Monday night.

The FAS Opening on Monday will ideally (depending on the Convention facilities) include Wine & Cheese refreshments. (If alcohol is prohibited depending upon the host facility, then soft drinks/juices are substituted.) NSS FAS staff are responsible for obtaining the refreshments, plates, napkins, etc. (reimbursed with NSS FAS funds) and insure all diligence to prevent spills, etc. and protect carpet, etc. The NSS FAS Salon Opening may combine with the Print Salon opening, in coordination/cooperation with that Salon's staff. 

The NSS FAS Salon often hosts an artists' workshop and a collaborative art project. They will need space for the artists to work. 

Print Salon
The Print Salon requires a large, well-lit room that can be locked. The key should be provided to the Print Salon Chairman by Saturday afternoon and the chairman can return it Friday afternoon. If a key cannot be provided, a person with the key should be on-call and easily accessible. 

Approximately 100 prints will be hung using pushpins or other attachments capable of holding their weight. This requires about 200 linear feet of well-lit display wall or freestanding display boards. This can be provided as two 100-linear-feet rows of prints, one above the other, if the display space is tall enough to allow two rows of prints to be conveniently viewed. There must be sufficient open space in the room to accommodate the freestanding display boards and allow people to circulate around them. The Print Salon Committee is responsible for hanging and taking down the prints. The room should be available from Saturday afternoon before convention week through 2 PM Friday afternoon. Most prints are delivered to the Print Salon chairperson by noon on Sunday and the committee normally works until late Sunday afternoon hanging the entries. The judging normally occurs on Monday morning and may last until late Monday night. Thus the committee must have access to the Print Salon area Monday night. While judging takes place on Monday, the print salon space/room should be closed to all but those involved in the judging and quiet enough for the judges to concentrate. The Print Salon judging and the Fine Arts Salon judging can take place simultaneously.
Symbolic Emblem Salon
The Symbolic Emblem Salon requires a large, well-lit area with a wall or free standing display boards on which approximately 40 symbolic emblems (grotto patches, decals, pins, mugs, posters, brochures, etc.) can be displayed on tables on walls or freestanding display boards using nails or other attachments capable of holding their weight. This requires about 50 linear feet of well-lit display wall. The T-shirt & Symbolic Emblems Salon Committee is responsible for displaying and taking down the symbolic emblems. The room should be available from early Monday morning of convention week through 6 PM Friday afternoon. 

T-Shirt Salon
The T-Shirt Salon requires a large, well-lit area with a wall or freestanding display boards on which approximately 40 T-shirts can be displayed using nails, push pins, or other attachments capable of holding their weight. This requires about 100 linear feet of well-lit display wall. This can be provided as two 50-linear-feet rows of T-shirts, one above the other, if the display space is tall enough to allow two rows of shirts to be conveniently viewed. The T-Shirt & Symbolic Emblems Salon Committee is responsible for displaying and taking down the T-Shirts. The room should be available from early Monday morning of convention week through 6 PM Friday afternoon

Video Salon
The Convention is responsible for providing a TV and DVD player on a stand or in a kiosk-type of display in a public location for continuous showing of NSS Video Salon entries. The Video Salon committee is responsible for providing the videos. 

Meetings, Critiques & Workshops

Cartography Salon Critique
The Cartography Salon Workshop will be held during a two-hour time period on Friday morning at the Cartography Salon exhibit area. During the workshop the maps entered in this year's salon will be critiqued by the audience and salon judges, and cartography techniques will be discussed. Salon entrants may pickup their entries and awards. The Cartography Salon Workshop must be held in the morning, so that the maps can be donated to the NSS Bookstore before they close up and leave the convention in the early afternoon.

Fine Arts Salon Meeting
The Convention is responsible for providing and scheduling a room capable of holding 30 people from 11 am to 2 PM on Monday for the annual meeting of the Fine Arts Salon Subcommittee.

Fine Arts Salon Workshop
The Fine Arts Salon Workshop will be held during a one hour time period on Friday morning at the Fine Arts Salon exhibit area. During the workshop the art entered in the salon will be critiqued by the audience and salon judges, and art techniques will be discussed. 

Multimedia Salon Judging
The Convention is responsible for providing, outfitting, and scheduling a darkened room capable of holding 5 people for a 4-hour session sometime between Monday afternoon and Tuesday evening, as coordinated with the chair of the Multimedia Salon (some years the salon entries are judged prior to convention). The Multimedia Salon judging requires a digital projector and screen for viewing the entries.

Photo Salon Critique & Workshop
The Convention is responsible for providing, equipping, and scheduling a darkened room for the Photo Salon Critique & Workshop. The room should be set up with a digital projector, screen, and chairs for holding an audience of 50 people during a two-hour time period on Friday morning. Salon images not included in the evening program will be shown and the merits of various slides analyzed by the salon judges (if present). The room should be set up with one digital projector and a 6' x 6' screen. 

Print Salon Workshop
The Print Salon Workshop will be held during a two-hour time period on Friday morning at the Print Salon exhibit area. During the workshop the prints will be critiqued by the audience and salon judges, and photographic techniques will be discussed. The Print Workshop should be scheduled so that it does not conflict with the Slide Salon Workshop.

Video Salon Review Session
The Convention is responsible for providing, equipping, and scheduling a room capable of holding 50 people from 9:00 am to noon on Friday morning to project the video entries not shown during the Evening Salon Program. This room should be set up with one DVD player, one video projector, and a screen. A large-screen TV (25 inch or more) may be used in place of the digital projector and screen if necessary.

THURSDAY EVENING SALON AWARDS PROGRAM

General 
The Salon Awards Program should be scheduled for three hours on Thursday starting at 7 to 8 PM if the size of the room allows the program to be shown in a single sitting. Do not schedule any events in the same room(s) as the Evening Salon Program during the day of the program. The Salon committee will need the room "closed off" from 9 am to 7 PM in order to set up equipment and perform a "dry run" of the program. In an ideal situation, the Salon Committee may be able to reduce facility setup time to 12-7 PM depending upon the facility and equipment available. Please coordinate with the Salon Committee Chair if this is necessary. 

As soon as possible, the Convention Chairman should provide the Salon Chairman with digital photos and a schematic sketch of the room to be used for the salon awards show, indicating the following: 

 
stage dimensions

 room ceiling height

 electrical outlets near where the equipment will be set up

light switches & type of lighting 

doors and permanently-lit exit signs

planned queuing area before salon

planned audience seating

availability of nearby rest rooms

handicapped access

etc.

Theater 
An air-conditioned theater large enough to seat all convention attendees is a highly desirable facility for holding the salon. This preferably will be a theater with 

1.
 30-foot deep stage with curtains
2.
 professional audio system
3.
 comfortable audience seating on a gradually rising floor.

4.
 quiet air conditioning system
5.
 the capacity of being made totally dark (except for fire exit signs)
6.
 spot lights
7.
 house communications head sets for backstage command/control
8.
 on-stage platforms, stage access from either side, lecterns, microphones 

If a room large enough to seat all convention attendees is not available, it is possible to conduct the entire salon program in shifts. Contact the NSS Salon Chair if you wish to consider holding the salon in shifts. 

Do not use a non-air-conditioned room or a gymnasium or similar non-theater type room for the Evening Salon Program if at all possible. 

Non-Theater Type Room 
If a non-theater type room must be used, the room must be capable of being made totally dark during the salon program. 

If an air-conditioned room is not available and the local climate provides cool evenings (low 70's at the time the salon will be held), the salon must be scheduled to start after total darkness (normally 9:30 PM daylight savings time), so that all windows and doors can be open to allow ventilation. In such cases, light-traps must be constructed over all doors or other openings that will allow outdoor lights to enter the salon room. An outdoor arena is not suitable for the Evening Salon Program unless cleared by the Salon Chair or a designated Salon show person. 

The room should be quiet, without noise from fans, air-conditioning, or windows that will be open during the presentation.

As soon as possible the Convention Chairman should confirm the room is dark in the evening, quiet when the ventilation system is operating as it will be during the Salon program, and confirm availability of air conditioning. 

The Convention Chairman should rent, or otherwise obtain, chairs and arrange audience seating so as to 

1. 
minimize the distance between the audience and the screens 
2. 
avoid wide rows that cause extreme viewing angles for some of the audience 
3.
 enable easy movement between rows for audience members

Rear projection should be used if space is adequate to set up the projectors 30-35 feet behind the screens. If front projection is used, do not set up seating behind the slide and video projector platforms. Keep in mind that the digital projectors have loud fans, and detract from the audience experience in a considerable area around the projector platforms. (If there is a projection booth at the facility, the digital projectors must be tested to make sure the distance between the booth and the projection screens is adequate for maximum quality.) 

If bleacher seats or folding chairs are used, keep the amount of time the audience will need to sit prior to the start of the Salon Awards Program to an absolute minimum. 

The NSS no longer owns audio equipment. It must be rented. The rental must be included in the Convention budget if it is not part of the theater venue planned for the Salon Awards Show. The rental should include:

1. 
 speakers adequate for the facility
2.
 microphone(s) for the lecterns
3.
 controller bank & switchers for multiple inputs (CDs, Video, Computer, possible 
              musicians)

Rear Projection Requirements If rear-projection is used (preferred)
A slide projector platform (or stage risers) five to ten feet high, depending on the venue, should be set up 30-35 feet behind the screens. The platform should have an area of at least 3 feet x 15 feet and, if made up of more than one unit, then the units must be locked together. Industrial scaffolding is preferred. Stacked tables are NOT steady enough for use. 

Theater curtains or eighteen–foot tall (the height of the screen), wide, opaque drapes (supported by a frame) should be placed either side of the slide screens. If neither is available, the Salon Chair will work with the Convention Chair to work out a way to prevent the audience members from seeing the video projector lights. 

Electrical power must be available at both platforms. The digital projector platform needs two 20-amp supplies, one for the digital projectors and associated equipment and another for the sound system (if the theater does not have its own audio system). Check to make sure each of these outlets are on separate breakers.

Front Projection Requirements 
If the Salon Committee cannot use rear projection (rear projection requires a minimum of 30-foot deep area behind the slide screens) :

Set up two tables on a platform directly in front (horizontally and as close as possible vertically) of the screens and 30-40 feet away. Each table must be stable enough to hold a video projector without vibration, and tall enough so that the video projectors can project over the heads of the audience. The projectors will be noisy, so audience members will complain about them. 

In a very large room such as a gym or field house were the floor is flat, place the NSS screens on platforms or 'fly' them from the roof so the base of the screen is 6 or more feet off the floor to allow those in the back of the audience to see the entire screen.

For example, if the facility has a flat floor, the center of the screen will be about 12 feet above the floor. The projector lens can be centered horizontally and vertically in relation to the screen (and in line with the audience members) by placing the projectors in a stand on a 12-foot-high platform. Several blocks of wood may be necessary to adjust the projector height. The platform should have an area of at least 3 feet x 15 feet. If it is made up of more than one unit, the units must be locked together. Industrial scaffolding is preferred. Stacked tables are NOT steady enough for use. If the facility is a theater with a projection booth, we will use it if it is large enough for our purposes, and if the digital projector lenses can accommodate the distance from the stage.

Equipment for Every Salon 
Shipping costs should be included in the convention budget under the chart of accounts section for the salon.

The Salon Committee equipment list has the most recent Salon equipment, where it is located and who is storing it. Personnel holding equipment may change from one year to the next. 'Volunteer' equipment owned by Salon Committee member’s changes from one year to the next. Please refer to the Annual Salon Committee Report for the most recent equipment list. 

Backstage Command/Control 
If the venue does not have an in-house headset communications system, the Salon Awards Program staff will need to have access to radios. 

Ten radios purchased by the NSS Salon Committee in 1993 for use during the Evening Salon Program and general NSS convention use. They are maintained between conventions in 2010-2011 by Barry Welling (barry welling <d_black_se@yahoo.com>). Upon request, he can ship them to convention just before the event. 

The Salon committee has a nationwide itinerant mobile business radio frequency license at 151.625 Mhz until 2013. A temporary license can be obtained for additional business frequencies for use during convention week.

In the event that the Convention staff decides against using the NSS radios and instead rents or obtains others, the NSS radios should be made available to the NSS Salon Committee during the Evening Salon Program unless the salon program facility has an in-house communications system. Four to eight of the radios (depending upon the layout of the auditorium and the support personnel needed) are required from late Thursday afternoon to support the Evening Salon Program. The radios MUST have headsets for quiet use backstage and amongst the audience. 

The radios are deployed as follows: 


 Stage Manager


 Program Computer Operator


 Video Computer Operator


 Audio Board Operator


 House Lighting Operator


 Spot Light Operator(s)


 Quality Control Operator(s)


 Others as necessary (musicians, etc.) 

Seating & Sound System
The seating must be compatible with the sound system for the venue. 

One or two lecterns (each with microphone holder and reading lamp) placed on stage to the sides of the screens as viewed. The microphones must be connected to the venue's sound system. It is best if all program sound should be controlled from one place by one audio operator, who gets a radio for communications. If there are two lecterns, there must be a safe way to access each lectern for the Salon chairs making presentations.   

Spot Lights 
A spot light system is required for each lectern. Spot lights are required to track awards winners in the audience as well as the salon award presenters. 

House Lights
It is useful to have full control over house lighting to warn the audience prior to seating, to bring the house lights down for the show, up for intermission, warning at the end of intermission. 

Secure Room
A locked room near the room in which the Salon Awards Show will be held, is required with at least 2 keys. The room must be secure and suitable to store the electronic equipment required for the salon between Saturday when we arrive at convention and Friday at the end of convention. 

If keys cannot be provided, a person with the facility key must be on call and easily accessible each day until the day of the Salon Awards program. 

The room (or another nearby room) should have at least 6 chairs and 2 tables for the salon staff to use to prepare salon awards show material. The room or the backstage area will be used by the Salon Committee to complete the Power Point files used during the Salon Program. Dave Socky and others may also use the room to store photographic and video equipment.

SALON AWARDS

The chairmen of the individual salons are responsible for obtaining the ribbons and medals to be used as awards, selecting who will receive awards, and distributing the awards. Upon request the Salon Committee Chair can provide generic "NSS Salon" green and blue ribbons to the chairs of the individual salons. Each chair is responsible for obtaining the Medal Award for presentation during the Evening Salon Program, or by mail, for his/her respective salon. In the event that the actual award is not available, a dummy award can be used. 

Cover Art Salon awards are normally are removed from the winning covers on Friday morning at Convention by a member of the grotto. If any ribbons remain, Cover Arts Salon chair will mail them to the editor of the winning cover. All covers are then turned over to the Members Manual chair.

ENTRANT FEEDBACK

Each salon chair is responsible for communicating with the entrants in their salon and providing them feedback and the detailed criteria used for judging the salon entries

POINTS OF CONTACT

Contact information for NSS Salons is located on the NSS Cave Art web page 
(http://www.caves.org/committee/salons/)

SALON PUBLICITY:

THE YEAR BEFORE

The Convention Staff of the following year's convention needs to provide the NSS Salon Chairman with the following before the prior convention:

Convention Logo An electronic file of the upcoming convention logo suitable for Power Point, to project at the end of the prior convention's Salon program and at the beginning of the convention's program.

Convention Video Each evening Salon Program normally concludes with a slide or video program on the upcoming convention. The upcoming convention should provide either the convention slide/video program or a description (length and projection equipment required) of the program to the Salon Chairman by April of the year before so he can plan to include it in the salon program of the preceding convention.


NSS News & NSS Web Site 
The NSS Salon Chairman will coordinate and send the NSS News and post on the NSS Cave Art Web Site and NSS Discussion Board a consolidated announcement and solicitation of entries for all salons. A draft will be circulated to all salon chairmen for comment in the September before each convention.

Convention Program: The Convention staff is responsible for including information on the Salons in the Convention program: 

1. "NSS Fine Arts Salon - Cave and karst-related drawings, paintings, sculpture, and other art forms not covered in the other NSS salons will be exhibited and available for sale from 2 PM Monday through noon Friday (state its location). 

The Fine Arts Salon opening reception on Monday includes Wine & Cheese type refreshments. "

If alcohol is prohibited depending upon the host facility, then soft drinks/juices will be substituted. The NSS FAS Salon opening may combine with the Print Salon opening, in coordination/ cooperation with that Salon's staff. "

2. "NSS Print Salon - Photographic prints of cave-related subjects will be exhibited from Tuesday morning through noon Friday in (state its location)."

3. "NSS Cartographic Salon - Cave and karst-related maps will be exhibited from noon Monday through noon Friday in (state its location)."

4. "Cover Arts Salon - The best covers from newsletters of NSS-affiliated organizations which were distributed in (insert the previous year) will be exhibited from noon Monday through noon Friday in (state its location)."

5. "NSS T-Shirt Salon - T-shirts of cave-related subjects will be exhibited from noon Monday through noon Friday in (state its location). "

6. "NSS Symbolic Emblem Salon - Symbolic emblems (patches, decals, pins, mugs, etc.) related to caves or caving will be exhibited from noon Monday through noon Friday in (state its location). "

7. "NSS Cave Ballad Salon - Ballads related to caves or caving will be presented (a one hour time period) in (state the location)." 

8. "NSS Salon Awards Program - The NSS Salon Awards Program will be held Thursday starting at 8 PM (or state other actual time) at (state the location and describe any special arrangements for transportation and parking). The doors to the auditorium will open (state the time, from one hour to one-half hour before the program) for admission. The program will include the best entries in the NSS Slide Salon, the Multimedia Slide Salon, and the Video Salon. The top winners of each salon will also be announced." 

9. "NSS Photo Salon Workshop - A Photo Salon workshop will be held (state a one and a half hour time period on Friday morning) at (state the location). During the workshop the slides entered in this year's salon will be critiqued by the audience and salon judges, and photographic techniques will be discussed. Salon entrants may pickup their entries and awards. "

10. "NSS Print Salon Workshop - A Print Salon workshop will be held (state a one and a half hour time period on Friday morning) at the Print Salon exhibit area (state the location). During the workshop the prints will be critiqued by the audience and the salon judges, and photographic techniques will be discussed. Salon entrants may pickup their entries and awards." (Note: The print workshop should be scheduled such that it does not occupy the same time slot as the Slide or Map workshop.)

11. "NSS Cartography Salon Workshop - A Cartography Salon workshop will be held (state the a two hour time period on Friday morning) at the Cartography Salon exhibit area (state the location). During the workshop the maps entered in this year's salon will be critiqued by the audience, and salon judges, and map drawing techniques will be discussed. Salon entrants may pickup their entries and awards." The Cartography Salon workshop must be held in the morning, so that the maps can be donated to the NSS Bookstore before the store packs up and leaves in the early afternoon.

12. "NSS Fine Arts Salon Workshop - A Fine Arts Salon workshop will be held (state a two hour time period) on Friday morning at the Fine Arts Salon exhibit area (state the location). During the workshop the art entered in this year's salon will be critiqued by the audience and salon judges, and art techniques will be discussed. Salon entrants may pickup their entries and awards."

13. "Video Salon Session - Because of their length, most entries in the NSS Video Salon will not be shown in their entirety during the Thursday evening Salon Program. However, all Video Salon entries will be shown on Friday morning starting at 9 am at (state the location)."

14. "Annual meeting of the NSS Fine Art Salon (FAS) - Monday at 11 am-2 PM. Discuss FAS business and vote on the new committee for the next years NSS Convention. (State the location.) This is an open meeting to all NSS Convention attendees who have an interest in the NSS FAS."


EXAMPLE NSS SALON ANNOUNCEMENTS FOR 2010

NSS Cave Arts & Music Salons

The NSS Cave Arts and Music Salons promote and recognize excellent cave-related art, artists and musicians. The Salons are open to everyone, regardless of caving affiliation or attendance at the Congress. Entries for each salon are exhibited from 18-22 July 2010 at the NSS Convention in Vermont; for several salons only the best entries will be shown. The highest awards for each salon are presented, and a portrait of the winner shown, during the Convention’s Thursday evening Salon Awards Program. For further details, please reference the NSS Caves Arts & Music Salons web site: http://www.caves.org/committee/salons/NSS%20Salons.shtml

ENTRIES Detailed rules of entry are provided below for each salon. All entries must be the original work of the entrant(s), and must relate to caves or caving, or (in a few salons) to karst. Entries that incorporate the work of others without their permission, promote unsafe practices, violate NSS conservation policies, or may be detrimental to good relations with cave owners, will not be accepted. Entries that have been awarded or exhibited in past NSS Salons may not be entered again.

INFORMATION TO BE INCLUDED WITH ENTRIES Each Salon has its own entry form. Please refer to the Salon web page to download the entry form. If you have questions, please contact the Salon Chairman.

JUDGING Entries are judged by a panel of judges on the basis of artistic and technical merit, impact, "caver appeal," and other criteria based on the Salon’s history and type of entry. Some Salons are judged prior to the NSS Convention, some during the Convention. Further rules and criteria are outlined below, described further on the individual salon web sites, or may be obtained directly from the chairmen of each salon.

RETURN OF ENTRIES: Entries will be returned to the artist if requested at the time of entry, unless otherwise specified in the salon rules. Entrants are encouraged to donate their entries to the NSS. Entrants or their previously designated agent may pick up their own entries in the salon exhibit area on 22 July 2010 at the close of the salons. Please specify in writing BEFORE the convention if you want someone else to pick up your entry. Entries may be returned by mail if they are sent in reusable packaging materials and include the cost of postage and other special fees (registered post, insurance, etc.). 

RIGHTS AND CONDITIONS   The NSS Salons support the pro-imaging Bill of Rights for photography competitions. All entrants retain copyright and all moral and intellectual rights to their work. Credit and copyright notice will be included with all images displayed.

Digital copyright information will not be removed from any image; likewise, if no such digital information is included, no information will be added. All photographic entrants are encouraged to include digital data in the Exchangeable image file format (EXIF). 
Salons may request certain limited usage rights for the purpose of recognizing the winners, providing media coverage of the NSS Convention, or promoting the next such salon/contest.  Rights and Conditions are on the Salon entry forms. All such rights are optional for each entrant and each entry, and are granted individually by the entrant on the salon’s entry form. The entry form Rights and Conditions boxes must be checked and the form signed by the entrant for the entry to be accepted for showing. Indicate agreement with any or all by marking the box(es) on the entry form and signing it.
All entries will be handled and displayed with the utmost care, but the organizers do not bear any responsibility for loss or damage howsoever caused. The entrant bears the responsibility for insuring their own works if they deem it necessary.

Ballad Salon
Chair: Barbara am Ende 
The Cave Ballad Salon is a competition for cave- and caving-related songs and music.

CATEGORIES Entries may be in one of three categories: Traditional (new words written to an existing song), Original (completely original words and music), and Avant-garde (non-standard).

ENTRIES All entries must be sent to Barbara am Ende. Please submit an entry form with each entry (available for download from the Ballads and Song Salon web site at http://www.caves.org/committee/salons/ballads/Cave%20Ballad.shtml). All entries must be received no later than 1 June 2010. Entries should be submitted in digital form, either by email, ftp download, or on a CD through the mail. If this is not possible, a cassette tape entry will be accepted. Please include a self-portrait with your entry or entries, preferably in digital form, but slides or prints are acceptable.

JUDGING CRITERIA Judging will occur prior to the NSS by an international panel based on the factors published on the web site, including scores for Technical, Artistic, Caver Appeal and Humor aspects of the music. 

ADDITIONAL INFORMATION Contact Barbara am Ende,  43465 Laidlow Street,  South Riding, Virginia 20152 USA phone: 001-703-909-6550 , balladsalon@caves.org

Cartographic Salon
Coordinator: Jim Kennedy 

Cave cartographers are invited to submit entries for the Cartographic Salon. This competition blends technical expertise and artistic depiction. No entry fee is required. Maps may be submitted for judging or for display only. Categories are not yet finalized but will encompass digital and hand-drawn maps depicting caves and karst features. No more than five maps may be entered by any cartographer. Judging will occur during the Convention by an NSS team of experienced cave cartographers. All maps will be displayed. The rules and judging criteria are below.

ENTRY RULES  All maps must be representations of caves or karst-related features. Enter copies of maps, not the originals. There is no restriction on methods of presentation; innovative techniques are encouraged. All mailed entries must reach the Convention address by 10 July 2010, or be delivered to the Cartographic Salon exhibition area at the Convention by noon on Sunday, 19 July 2010. If space allows, maps may be displayed in the Salon but not judged, at the entrant's option.

JUDGING CRITERIA  Judges will look for mandatory features and quality factors and assign appropriate point values to each factor. The judges have the ability to divide the maps into categories. 

MANDATORY REQUIREMENTS  Mandatory and quality factors are described in detail on the Cartography Salon web site, as are judging methods and scoring details (see below).

ADDITONAL INFORMATION contact Jim Kennedy at cartsalon@caves.org or refer to the Cartographic Salon web page http://www.caves.org/committee/salons/Cartographic.shtml 

Cover Art Salon
Chair: Brian Killingbeck

The purpose of the Cover Art Salon is to exhibit and encourage excellence in the design and images on the covers of cave publications. Covers will be judged in one of three categories: (1) Computer Enhanced (2) Non-Photographic (3) Photographic. Please note the category on the back of each cover. The Computer Enhanced category includes: (1) covers that were distributed only in an online format instead of the traditional paper format, and (2) cover photographs that were obviously manipulated by computer from the way they were originally printed or shot. Print online covers on paper before submittal.

ENTRIES All entries must be mailed to Brian Killingbeck  863 Flynn St # 306 Chattanooga, TN 37403, accompanied by the entry form, and received no later than 1 May 2010. The entry fee is $6.00 per organization, regardless of the number of covers submitted. Please make checks or money orders payable to "NSS." Covers must be from newsletters or other publications of NSS-affiliated organizations which were distributed in 2008 or 2009 and never before entered in this salon. Entries should be mailed unfolded and unmounted in a large envelope, preferably with a cardboard stiffener. Entries will be considered donations to the NSS and not returned.

ENTRY FORM The information on the entry form will be used as a display card beneath your entry.  Please cut out each display card prior to mailing so that it is ready for display. All entrants retain copyright and all moral and intellectual rights to their work. Credit will be included with all items displayed. 

JUDGING: Judging will be done prior to the Congress. Judges reserve the right to alter categories where deemed necessary. If you have questions, e-mail coverartssalon@caves.org

Fine Arts Salon 
Chair: Carolina Shrewsbury

The Fine Arts Salon is the venue for exhibiting speleologically inspired artwork. Artwork can be in any medium, from painting and sketching to digitally altered photography, computer graphics, pottery and sculpture, textiles, and mixed media. This year, the subject must involve BATS, karst and caves, focusing on the central interest of speleology. There will be SpeleoArt workshops and events held in conjunction with the exhibition.

APPLICATION TO EXHIBIT Artists may use one of two application methods:   1. Online form from the SpeleoArt website. (http://www.speleoart.net/).   2. Postal form –download from www.speleoart.net and mail to:  Carolina Shrewsbury  124 4th Avenue NW, Largo, FL 33770-1810

ENTRY FORMS All entry forms must be submitted with digital images ONLY, no original artwork. Each digital image must have the following information embedded in its metadata: Name of artist, Dimensions of the piece, Category to be judged in (if judging is desired), Medium. The Firm Deadline for postal entry forms to arrive: no later than July 1st, 2010. Original artworks submitted at the Convention site will be not be accepted unless the entry form arrived by July 15, 2010. Include a self-portrait for the awards ceremony, preferably a digital image. This year the Fine Arts Salon will be judging on Sunday afternoon, with the Print Salon. Artists will have until 9am Sunday morning to drop off artwork. The opening will be at the usual time Monday at 12 midday.
Entries will be previewed and artists will be notified of acceptance by mail or e-mail. Additional information, and the Convention address to which to send artwork, will be supplied with notification of acceptance.

ARTWORKS The number of artworks is limited to four (4) per person. The size of artworks will be limited to space available for each individual artist. Artwork over 60 cm x 60 cm must be approved by the coordinator. There is provision for artwork to be displayed but not judged if the artist so wishes. We will provide up to an extra 4 artworks to be displayed if room is available, these artworks will not be judged. We encourage the exhibition of artwork that has won awards in previous shows, these will not be judged.

FEE* -to be sent with Entry Form or arrive with artworks to be exhibited. It will cost $10 for up to 4 artworks to be entered or judged.   *Up to four extra artworks can be exhibited and will cost $10 extra.

CATEGORIES Art will be judged in six categories, further described on the SpeleoArt web site: 1. Paint/Pastel  2. Sketch  3. Mixed Media- use of more than one medium  4. 3D  5. Textile  6. Multimedia-digital medium. 
JUDGING: Judging will be done at the Convention. Judging for the Fine Arts Salon Award is done by art and speleology professionals Judging for the SpeleoArt Award is by caver ballot. Judges' choice is final. Awards will be announced and handed out on Awards Night at the Salon Awards Program during Convention Week.

SELLING ARTWORKS We encourage artists to make all exhibited artworks available for sale. SpeleoArt will deduct a 20% commission from all art sold.

ADDITIONAL INFORMATION:  Carolina Shrewsbury 124 4th Avenue NW, Largo, FL 33770-1810  USA  phone 727-424-2903 fineartsalon@caves.org

Multimedia Program Salon
Chair: David Bunnell

The Multimedia Program salon accepts multiple-image computer presentations less than fifteen minutes in length, which can include music, narration, animations, or video. Video may not occupy more than one-third of the length. Presentations can be submitted on either CD or DVD. Further information, entry and technical details, and judging criteria are available on the Multimedia Program Salon web site ( http://Convention2010.us/multi.html)

MULTIMEDIA PROGRAM  A good Multimedia program begins with good images, presented in an interesting way that engages the viewer and maintains interest. Its purpose can be educational or simply to set a mood. Ultimately, it should entertain, whether it informs or not.

ENTRY REQUIREMENTS: All entries must be mailed to Dave Bunnell, P.O. Box 879, Angels Camp, CA 95222 USA and must reach him by 1 June 2010. Include a self-portrait, as a digital image. Please contact Dave at davebunnell@underearth.us to make inquiries about the salon. [You may also upload it at yousendit.com or use an FTP site, but give Dave notice that you will do that in an e-mail].   

JUDGING: Judging will be done prior to the Convention by an NSS panel. All entries will be judged, but only the best entry will be shown on Salon night. Other entries Accepted for Show will be shown at another time during the Congress. Entries will be judged on four factors: Image Quality (1 to 10 points); Image Selection (1 to 10 points); Presentation Impact (1 to 10 points); Presentation Technique (1 to 10 points).

SOURCES FOR SOFTWARE: ¨There are a growing number of programs available for making multimedia programs. Some of these are inexpensive for their power, and one of them (Photo Story 3) is free. For a list of programs, please refer to the Multimedia Salon web site. 


Photographic Salon
Chairs: Ray Cole and Cady Soukup 

The Photographic Salon celebrates the ethereal beauty of projected images of caves and caving. Cave-related slides and images are projected once, during the Thursday night Salon Awards Program, with a background of instrumental music written for the occasion. Images or slides must be of caves, cave-related subjects, or cave-related humor.

CATEGORIES There are 5 categories. 1 Story Series (maximum of 20 slides, include a caption for each slide in the series, considered a single entry);  2 Cave Photo (cave entrance, passage, formations) ; 3 Caver Photos (the focus is on the person or action);  4 Humor; 5 Science Photos (focus on the scientific aspect of caves; please submit an explanation of the reason the photo was taken and/or the subject of the research).


ENTRY FEES  The entry fee is $1.00 per film slide or $0.25 per digital image. There is no fee if the film slide or digital image is donated to the NSS. There is a limit of 30 slides or digital images per photographer. If you wish your entry/entries returned by mail, you must provide postage cost and re-usable packaging. Entry fees are payable by check or money order payable to “NSS”.

ENTRIES  All entries must be mailed to Cady Soukup (P.O. Box 600 Flint Hill VA 22627-0600) and must arrive no later than May 15 2010. Please complete the entry form (available from the Photographic Salon web page at http://www.caves.org/committee/salons/Slide.shtml), which asks you to assign each image a Category, a Number, and a Title. We encourage you to include a short description of the image (location, participants, unusual stories associated with the image or trip). Please also send a self-portrait slide or digital image. Please check the artist’s Rights and Conditions release boxes and sign the form before sending it in. 
Film Slides  Slides must be mounted in 2 by 2 inch (5 cm by 5 cm) mounts of 35 mm or superslides. No glass mounts will be accepted. Cropping is permitted (please use metallic tape or a cropped copy). Place a spot in the lower left corner of the slide mount as it is viewed by the eye when properly oriented. Write the photographer's name and entry number on each mount. Film slides will be digitized for presentation at the awards show if they are judged as accepted for show. 

Digital Entries  Submit digital images on a CD or DVD in standard file format (JPG) in the highest resolution available. Digital image files must be given a file name similar to the image's title and, if possible, the photographer’s entry number, e.g., 01-NiceCavePhoto.jpg. Digital entries are encouraged to include digital data in the Exchangeable image file (EXIF) format.
JUDGING  Judging is done prior to the Convention. Judging criteria are given on the NSS Photo Salon Website (http://www.caves.org/committee/salons/slide.html). Each category is judged separately, although there is a single ‘Best in Show’ award for all entries in the Photo Salon.

FURTHER INFORMATON  For answers to questions, e-mail Ray Cole and Cady Soukup photosalon@caves.org.
 
Print Salon: Exhibition of Photographic Prints
CHAIRMAN: Wm Shrewsbury.

DEADLINE: All entries must be mailed to NSS-2010 Convention, c/o Brian Pease, 431 Westford Road, Milton, VT 05468 and received by July 1, 2010 -or- delivered to the Convention site. Please include your e-mail address on the outside of the package so that we can let you know by e-mail that your package has arrived.

CONVENTION DEADLINE: All entries must be delivered to Wm Shrewsbury on Saturday, July 31st between 9am-5pm, or on Sunday, August 1st between 8-10:00am at the NSS Convention Print Salon exhibition area or mailed to NSS-2010 Convention, c/o Brian Pease, 431 Westford Road, Milton, VT 05468.  Please include your e-mail address on the outside of the package so that we can let you know by e-mail that your package has arrived.  If mailing please send post it no later than July 1st so that we can make sure it arrives in time.

JUDGING  – Judging will occur on Sunday, August 1st at 10:00am.  Entries received after 10 will not be judged.

ENTRIES – Refer to the Print Salon web page for the latest details and the entry form: http://www.caves.org/committee/salons/Print.shtml.  Each entry should include a hard copy of the Print Salon Entry Form and a CD containing a high resolution JPG or TIF digital file for each print entry, a digital file of a head-and-shoulders self-portrait and a brief (~100 word) text file about yourself.  Each entry, or group of entries, must include return postage, a note indicating that you will pick up the prints at the end of the Salon, the name of a designated person to pick up the prints, or the notation “donated to the NSS”.

CATEGORIES There are three (3) entry categories this year: Color, Black & White and a new Scientific category.

ENTRY RULES No photographer may enter more than ten (10) prints, of which no more than 8 may be entered into any one category.  The entry fee is $1 per print.  There is no fee if the print is donated to the NSS.  Prints may be created digitally (using a computer) or traditionally (in a darkroom). Prints must measure at least 20 x 25 cm (8 x 10 inches), but be no larger than 51 x 61 cm (20 x 24 inches). All prints must be mounted, but not framed. They may be matted at the discretion of the entrant. All prints must be titled.  There must not be any lettering on the print.  A small title card (samples are on the website above) with the Title and Entry Category ONLY will be displayed with each print during judging.  If one is not included with the print a handwritten one will be made for it.  A full info card, to be shown AFTER judging, should also be included with each print.  The following information should appear on the info card: Title of the print, Name of the photographer(s), Entry Category, and a Print Description, which may be up to 100 words of description and could include the cave/expedition/project, special conditions, etc.  Details of the photo such as exposure settings, flash type, software and other technical data may be in addition to the 100 words but should be kept as short as possible.

DISPLAY ONLY Entrants may offer prints for display in addition to those entered for competition. In addition to the ten (10) prints permitted for competition, you may offer up to 5 (five) more for display only. These prints will not be judged, only admired. If space is limited, the chairmen of the salon may be unable to display them. Prints entered for judging will have priority. “Display only" prints must be post marked by July 1st, 2010. Prints submitted for display must be mounted, but not necessarily titled or matted. They may also be prints that have been exhibited in other competitions. They may not be larger or smaller than the size requirements for those accepted for judging.

SALES AND ADDITIONAL INFORMATION: For questions concerning entries or sales of prints, please e-mail Wm Shrewsbury at printsalon@caves.org call 727-424-2901. If you have trouble meeting the deadline, please contact Wm before July 15th, 2010.

Symbolic Emblems Salon
Chair: Kim Fleischmann

The Symbolic Emblem Salon is a judged exhibition of symbolic emblems (posters, logos, patches, decals, pins, etc.) related to caves or caving. All symbolic emblem designs must be representative of a caving-related or karst-related organization (such as a caving club, grotto, section, or conservancy) or of a caving-related or karst-related event (such as a caving club event, grotto event, section gathering, meeting, conference, or convention). The Salon Chair will decide if a proposed entry fits the description of a symbolic emblem and is accepted for judging. Items that the Salon Chair determines do not fit the description may be accepted for display in a nearby area. If in doubt, please contact the Salon Chair in advance to discuss your proposed entry.

HOW TO SUBMIT ENTRIES: All entries must be mailed to Kim Fleischmann (115 Stoneleigh Road, Bel Air, MD 21014, USA) to arrive no later than Saturday, July 24, 2010, or delivered to Kim at the display area for this Salon (check Convention program for location) by 12:00 PM Sunday, August 1, 2010. For each entry, complete and print the entry form (available for download from the Symbolic Emblem web site at http://www.caves.org/committee/salons/Symbolic%20Emblems.shtml) or contact Kim to obtain entry forms via post. Entry forms will be available for completion in the display area for items delivered at the Convention.  Entries will be considered to have been donated to the NSS unless otherwise specified when submitted. 

ENTRY FEES: The entry fee is $3.00 for the entrant's first entry and $1.00 for each additional entry. Fees for entries delivered at the Convention may be paid in cash at that time. Fees for entries submitted in advance may be made by check (drawn on a US bank) or money order in US dollars payable to "NSS". T-shirt Salon entry fees are separate from the Symbolic Emblem Salon entry fees.

JUDGING: An NSS panel of judges will judge all entries during the Convention. Symbolic emblem entries may, at the entrant's option, be submitted for display but not judging.

RIGHTS AND CONDITIONS - All entrants retain copyright and all moral and intellectual rights to their work. Credit will be included with all objects displayed. The NSS request(s) further rights, which are optional. These rights are documented on the entry form and the Symbolic Emblems Salon web page (http://www.caves.org/committee/salons/Symbolic%20Emblems.shtml).

FURTHER INFORMATION - If you have questions, send e-mail to kfleisch@juno.com or call Kim Fleischmann at 1-410-838-4308.

T-Shirt Salon
Chair: Kim Fleischmann

DESCRIPTION - The T-shirt Salon is a judged exhibition of T-shirt designs related to caves or caving. All T-shirt designs must be representative of a caving-related or karst-related organization (such as a caving club, grotto, section, or conservancy) or of a caving-related or karst-related event (such as a caving club event, a grotto event, a section gathering, a meeting, a conference, or convention). T-shirts with designs on front and back may be entered as a single design or as two separate designs.

HOW TO SUBMIT ENTRIES - All entries must be mailed to Kim Fleischmann (115 Stoneleigh Road, Bel Air, MD 21014, USA) to arrive no later than Saturday, July 24, 2010, or delivered to Kim at the display area for this Salon (check Convention program for location) by 12:00 PM Sunday, August 1, 2010. For each entry, complete and print the entry form available for download from the T-Shirt Salon web page (http://www.caves.org/committee/salons/T-Shirt.shtml ) or contact Kim to obtain entry forms via postal mail. Entry forms will be available for completion in the display area for items delivered at the Convention. Entries will be considered to have been donated to the NSS unless otherwise specified when submitted. Two T-shirts must be provided for all two-sided designs, for display purposes.

ENTRY FEES - The entry fee is $3.00 for the entrant's first entry and $1.00 for each additional entry. Fees for entries delivered at the Convention must be paid in cash at that time. Fees for entries submitted in advance may be made by check (drawn on a US bank) or money order in US dollars payable to "NSS". T-shirt Salon entry fees are separate from the Symbolic Emblem Salon entry fees.

JUDGING - An NSS panel of judges will judge all entries during the Convention. At the entrant's option, T-Shirts may be entered for display but not judging.


RIGHTS AND CONDITIONS - All entrants retain copyright and all moral and intellectual rights to their work. Credit will be included with all objects displayed. The NSS request(s) further rights, which are optional. These rights are documented on the entry form and the T-Shirt Salon web page (http://www.caves.org/committee/salons/T-Shirt.shtml).

FURTHER INFORMATION - If you have questions, send e-mail to Kim Fleischmann at kfleisch@juno.com or call 1-410-838-4308.

Video Salon
Chair: David Socky 

The Video Salon is a competition among producers of moving-image depictions related to caves, cavers, caving, and cave conservation/ restoration. Time permitting, all entries will be shown at the NSS Convention.

ENTRY RULES The Video Salon is open to anyone, amateur or professional, regardless of affiliation with caving organizations or attendance at the NSS Convention.  Entries that have been exhibited in past Video Salons cannot be entered again. All entries must be entirely the work of the entrant, unless credit is included for any/all work of others that is used, indicating that permission has been obtained. Entries must be postmarked no later May 15, 2010.  Each entry must be accompanied by an official entry form,  available from the NSS Video Salon web page at: http://www.caves.org/committee/salons/Video.shtml 
The Entry Fee for each entry is $10.00.  The fee may be paid by check money order payable to “David Socky” and mailed with the entry.   Entries should be sent to: David Socky, Video Salon Chair, 6572 Woodbrook Dr SW, Roanoke, VA 24018-5402  sockydr@cox.net

ENTRIES: Entries may be submitted in any NTSC format – DVD, MiniDV tape, S-VHS or VHS tape.   If you wish to enter a production in any other format (PAL, computer based file, etc, please contact the chair in advance. 

JUDGING All entries will be judged prior to the NSS Convention by a panel of jurors who are cavers and experts in the field of videography. Entries will be judged on artistic merit, technical merit, impact, and appeal to cavers. 

ADDITIONAL INFORMATION: Entries will not be returned unless reusable packaging and return postage is included. Questions may be directed to the Chair at the address above, or email to sockydr@cox.net, or by phone at 540-989-7693. 

A.12 – Sponsors & Grants

Several to many thousands of dollars can be obtained in the form of sponsorships. This can be a significant additional source of convention income. Conversely, the amount of effort it takes to obtain sponsorships is relatively low, yielding a favorable cost-benefit ratio. The key points to remember are to start well in advance of the convention, obtain government licenses to seek donations and prepare a sponsorship proposal.

Sponsorships are the CEO's bailiwick in many nonprofits, and that has been the case with some NSS conventions. A convention chairman has more implied persuasion power than a staff member lower on the organizational chart, although reality might be otherwise. Nonetheless, appointing a different staff member is appropriate if the convention chairman cannot do this job. Ideally, the convention chairman would make cold calls and sign correspondences, and a second staff member would prepare applications and birddog the process.

Organizations setting aside sponsorship funds will have instructions on their websites where you can learn about their guidelines, obtain application forms and see whether an NSS convention conforms to their definition of appropriate events. Review their internal schedule for deadlines. You may find that the donation must be budgeted before the sponsor's next year budget is approved, which could mean that your application needs to be in their hands one to two years prior to convention.

Telephone potential sponsors' representatives to make sure you understand their guidelines, to find out if an NSS convention is likely to be awarded and to learn how large a donation they might recommend you apply for. Equally importantly, you should phone them to find out what they have not or will not put in writing on their website. It is much better to make the first few contacts with a potential sponsor via voice vs. mail.

Find out from the sponsor's rep what to say and not say in your application, whether there are any sponsor “specials” going on in your convention year that can be taken advantage of by rewording an application or by adding an event to the convention schedule. You can often get a verbal estimate of how much money they might have available in the convention year, whereas they might not put such a thing in writing. Are there any updates to their application process since the last revision of their website?

Prepare a list of potential sponsors, and err on the side of too many. Contact recent NSS convention and/or sponsorship chairmen to find out who donated to previous conventions and which of them might be willing to sponsor yours. Prepare a list of local non-franchise outdoor recreation stores. Are there any local or in-state consulting companies that focus on karst issues? Some karst-worried state and local environmental agencies may be willing to be sponsors. Local grottos and even local cavers might want to be sponsors.

Franchised outdoor equipment stores like Dick's and Cabella's receive hundreds of requests annually, and are unlikely to sponsor our conventions. Do not ask speleo-vendors for sponsorships, as they already have to pay to display their wares at convention and are at convention to make money.

Some states require a special license before a convention can legally request donations. An NSS convention may need to incorporate the NSS in the convention state before being able to apply for a license to request donations. If a license is needed, you should obtain incorporation papers at least a year in advance of convention. The NSS must be re-incorporated each year or its incorporation in that state will lapse, which is fine once convention is over.

A sponsorship proposal contains a written (letter) request for sponsorship and the benefits and costs of each level of sponsorship. You can call the levels “Platinum,” “Gold,” “Silver,” “Bronze” or whatever. Each increasing dollar level entitles a sponsor to an ever-larger set of benefits. In determining how many levels to establish, remember that sponsors are likely to contribute the minimum amount for a given level, so more levels may be better than fewer. Here is an example of costs and benefits for three levels of sponsorship:

Silver - $250 minimum donation:

Home page link on convention website

Verbal recognition at awards banquet

Quarter-page ad in program guide

Daily mention in daily rag

Sponsor banner displayed prominently all week (sponsors to provide)

2 day passes for any day – includes evening activities

Special table seating at awards banquet for up to 2 people

Gold - $500 minimum donation:

Home page link on convention website

Verbal recognition at awards banquet

Half-page ad in program guide

Daily mention in daily rag

Sponsor banner displayed prominently all week (sponsors to provide)

Exhibit space

1 full week registration – includes evening activities

Special table seating at awards banquet for up to 4 people

Platinum - $1,000 minimum donation:

Home page link on convention website

Verbal recognition at awards banquet

Full-page ad in program guide

Daily mention in daily rag

Logo (column width) in daily rag

Sponsor banner displayed prominently all week (sponsors to provide)

Exhibit space

2 full week registrations – includes evening activities

Special table seating at awards banquet for up to 4 people

4 NSS convention tee shirts, patches and pins

Most counties have a tourist council, its purpose being to increase the number of visitors and dollars coming into the local community. Among the many things that these councils do, of particular interest to us is that they help find locally available facilities and equipment, provide day-to-day local knowledge to convention organizers and process tourist grant applications. Tourist grant dollars can be greater than any other sponsorship donation; if so, this potential income source should be given the highest priority of all gift sources.

Remembering that grant applications may have to be submitted more than a year prior to the event, contact the tourist council at least two years in advance of convention. Obtain a copy of their tourist grant application form and any accompanying instructions. The council will be most interested in one or two particular metrics, usually bed-nights, on which to base grant allocations. NSS conventions do very well on that scale because of relatively high attendances multiplied by a relatively large numbers of nights. Find out what the council's critical metrics are and address them explicitly in your grant application. Address all issues requested by the application; otherwise, it will be returned to you for modification. Do not put yourself into the face-losing position of having to make multiple submissions.

Some states have tourist bureaus similar to local tourist councils, and should be contacted for applicability of the convention. Unfortunately, state sponsorship is typically limited to very large events bringing in 50,000 or more people from out of state.

A.13 – Tourist Councils/Chambers of Commerce

Many counties maintain an organization tasked with bringing tourist events into their borders and then supporting organizers so that their events are successful. Tourist council staffs are small but dedicated. Their directors seem to be chosen as much for knowing nearly everybody in town as for their organizational and managerial skills. They are an invaluable resource, perhaps more so than any other local civic organization.

Contact the local tourist council or Chamber of Commerce as soon as you start considering their bailiwick. Tell them their venue is one of several you are looking at. Be vague with them about your alternative venues, but be a little doubtful about those alternatives, too. This is also the time to start talking to the tourist council about tourist grants and fund amounts because you may never have more leverage than while you are still “looking.”

Tourist council staff may know of better local facilities than you are already looking at. NSS conventions require all sorts of equipment, and a good tourist council staff will know where to get these things and sometimes can get them for free. Tourist council staff will know which local politicians to invite to the opening ceremony or other activities. In general, they know who you need to talk to about most anything local, and are eager to provide introductions.

Early on, tourist council staff will report to their politically appointed directors that the convention may bring several thousand bed-nights to their county. This represents a lot of money for the hotel, restaurant, gas station and other industries servicing tourists. Their interest in securing the convention will therefore be very high, and pressure to grease your skids will flood out into the local business and government community.

If there is a need for the use of public facilities, a good tourist council staff will know who to approach and will contact that person in advance on your behalf to ensure that the public servant understands the important economic benefits to the county. It is not unusual for an occasional public servant to resent the coming of the NSS convention or resent the use of “his” turf. A good tourist council staff will know who to contact to override an uncooperative bureaucrat. This happens more often than you might imagine.

A.14 COG Rules

RULES OF PROCEDURE FOR THE CONGRESS OF GROTTOS 
(Refer to Section 48) 

I. The name of this organization shall be the Congress of Grottos of the National Speleological Society. 
II. The Congress shall meet each year during the annual convention of the NSS. 
III. Representation at the Congress of Grottos (hereafter referred to as COG) shall be determined in the following manner: 

A. Each Grotto (Chapter), Section, Regional Association, and Survey shall be entitled to representation according to the following schedule: two votes for 5-15 NSS members, three votes for 16-25 NSS members, four votes for 26-35 NSS members, and so on. 

B. In determining the number of votes to which an Internal Organization (I/O) is entitled, no NSS member may be counted as a member of more than one I/O. 

C. The NSS membership database shall be used to determine representation. 

D. Each I/O is entitled to a minimum of two votes. 

E. Any collection of eight or more NSS members who are not members of a Grotto may receive representation according to the same schedule as for Grottos with the provision that the NSS member has designated no Primary Affiliation in the NSS database. 
IV. A. The COG shall be composed of delegates who are members in good standing of the NSS. 

B. Each I/O and grouping of NSS members may appoint any number of delegates up to a maximum of the number of votes to which it is entitled. 

C. I/O's may, in order to ensure their representation at COG, appoint as delegates proxies who are not members of the I/O, provided written authorization is presented. 

D. In the event that delegate and proxy methods are not possible, votes may be submitted in writing to the Chairman of the COG. If, during the course of discussion on the floor, a resolution is amended so as to change its original intent, the written vote will not be cast. 

E. Delegations need not cast their votes as a unit but may split the vote so as to indicate the desires of the membership. Grottos may instruct their delegates how to vote or may allow them discretionary voting power. 

F. Distinctive placards will be provided, bearing the name of the I/O and the number of votes to which it is entitled. 

G. Voting shall be done initially by the show of placards. The Chairman may, at his discretion or upon the request of any delegate, call for a roll call vote. 

V. Any NSS member may attend the COG to express his views and shall be entitled to speak if recognized by the Chairman. 

VI. The Board of Governors of the NSS are requested to attend COG, as observers, to be advised of the views of the membership. Delegates may address questions to the Officers regarding their department if it is germane to the discussion. 
VII. The COG shall elect a Chairman of the COG to preside at meetings of the COG during his term of office, and also a Vice-Chairman. 

A. The Chairman and Vice-Chairman shall be nominated and elected by the assembled Congress at its meeting during the annual convention. 

B. These officers shall serve from the close of one annual convention to the close of the succeeding annual convention. 

C. A Chairman may not serve more than four terms in succession. Page 3.Q.2 09-16-09
D. No one may be elected Chairman who has not attended at least one COG prior to his election.
E. A Chairman or Vice-Chairman who becomes an Officer or Director of the Society during his term shall complete his term with the COG but may not be re-elected. 

F. If the Chairman of the COG vacates his office during the term, the office shall be assumed by the Vice-Chairman. 
VIII. The agenda of the Congress shall consist of resolutions submitted for its consideration. 

A. Resolutions may be submitted by any I/O or grouping of eight or more NSS members. The COG encourages the BOG and the Executive Committee to refer significant issues to the COG for consideration. 

B. An Issues Committee shall be appointed by the Chairman of the COG and by the Chairman of the I/O Committee of the Society to determine the issues confronting the Society and to propose resolutions intended to reveal the views of the membership. The Issues Committee shall provide the I/O's, in good time, with information and discussions concerning these issues. 

C. The Issues Committee shall, in correspondence with the proposer of a resolution, establish clarity of the wording of a resolution, consistency of a resolution with the Constitution, Bylaws, and Acts of the BOG of the Society, and shall resolve conflicts or overlaps between resolutions submitted. 

D. The agenda shall be submitted to all I/O's in sufficient time to allow the resolutions to be discussed before the annual convention. 

E. If time permits, resolutions will be allowed from the floor of the Congress after all other business has been take care of. 

F. The purpose of the COG being advisory and not legislative, resolutions need not be stated in advisory form but may be phrased in a multiple answer format to better express the views of the membership. 

IX. No Officer, Director, or Chairman of a permanent committee of the NSS may serve as a delegate unless no other individual is available. 

X. These rules may be amended by a majority vote of the Congress provided that such motions to amend appear on the agenda. 

XI Robert's Rules of Order, Revised shall govern all procedures not covered by the above rules. 


(Adopted by the Congress of Grottos in 1969 with amendments in 1972, 1973, 1976, 1980, 1993, 2002, and 2003.)
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