Competitions Committee

Committee Description

The competitions committee is responsible for all aspects of the community’s technical publications, online, and technical art competitions. This committee selects a trading partner, creates and distributes all competition collateral, works with the entries from our community and from our trading partner, and plans and runs the awards banquet. The committee should organize and schedule the community’s annual Technical Art, Publications, and Online competitions according to guidelines and deadlines from the STC international office. 

Specific and General Responsibilities by Role
Competitions General Manager

Specific Responsibilities

· Obtain agreement with another community to exchange entries for judging. Determine if you want to or are able to exchange art and online entries. Some chapters are unable to hold art and online competitions.

· Set the dates for entry submission deadline, judging party, and the banquet. Allow time to mail winning entries to the international competitions before their deadline.

· With the Admin Council, set entry fees for members (STC Houston and STC), nonmembers, students, and companies. 
· Submit information to the STC international office by the July deadline about the competitions we plan to hold.

· Coordinate the design, printing, and distribution of the following collateral:

· Call for Entries

· Awards Certificates

· Banquet Invitations

· Banquet Program

· Try to secure a corporate sponsor that will donate the design and printing of the call-for-entries, banquet invitations, banquet program, and awards certificates.

· Try to secure a corporate sponsor that will donate shipping of the entries to our trading partner and to the international competitions.

· Send calls for entries to the following:

· Last year’s entrants

· Community members

· Guests from chapter meetings

· Members of other communities in STC Region 5

· Other persons interested in STC

· Members of local related professional organizations

· Local media

· Write a newsletter article prior to the competitions and another article after the banquet about winners and entries.

· With the webmaster or other volunteer, create or update a database and form for submitting competition entries.

· Consider creating an online version of the call-for-entries in PDF format, and ask the webmaster to post it on the community web site.

· About four weeks before the call-for-entries submission deadline, broadcast summary competition information to the chapter e-mail list, SIG and satellite group e-mail lists, and other lists.

· Recruit judging team leaders and team members.

· Find a location for sending, receiving, sorting, and storing entries.

· Unpack, sort, and record Houston entries and fees.
· Send entries to the trading partner.

· Schedule a judging consensus meeting and order lunch.

· Unpack and sort entries received from our trading partner.

· Distribute our trading partner’s entries to the judging managers with instructions.

· Create and maintain a database of the entries and awards won.

· Receive back our trading partner’s entries, completed judging sheets, and lists of award winners at the judging party.

· At the judging consensus meeting, have the judges choose Best of Show winners in Art, Publications, and Online competitions from among the entries that receive Distinguished awards.

· Send judged entries back to trading partner.

· Receive judged entries back from our trading partner. Unpack and sort entries, if needed, for display at the awards banquet.

· Send Houston’s top winning entries, with appropriate fees, to the international STC competitions.

· Create and mail letters to winners and non-winners.
· Order Best of Show plaques.

· Design, print, and sign the certificates for award winners.

· Order certificate covers. 
· With the banquet general manager, select a location for the awards banquet. Help negotiate the cost of the banquet; request the president’s signature on the contract. Address the following needs: display of winning entries, dinner tables, cash bar, podium, and slide show. Use the number of winning entries to estimate attendance.

· With the banquet general manager and collateral designer, ensure that the list of winners for the program, awards certificates, slide show, and awards announcements contains the same names and awards in the same order. Distribute this list is to the president, emcee, people handing out certificates, and slide show creator.

· With the banquet general manager and banquet emcee, create an agenda listing the order of events at the banquet. Distribute this list to the president, emcee, and other managers whose activities are included in the banquet.

· After signing, stack the certificates in the order in which the winners will be announced at the awards banquet.

· For the online entry display, give winning entries to the person in charge of obtaining computers. 

· Recruit volunteers to monitor the display of entries to ensure that none of the entries are removed.

· Distribute the judges’ completed evaluation sheets to all entrants.
· Advertise the sale of extra awards certificates. 

· Mail certificates not claimed at the reception or banquet and extra certificates that are requested.

· Publish all winners in the newsletter.

· Write a newsletter article on international awards won by Houston entries.

General Responsibilities

· Acknowledge team for their work.

· Coach team on resolving issues

· Prepare a budget of expenses and income.

· Provide monthly activity updates to the vice president.

· Serve team by eliminating barriers to productivity.

· As needed, assist the vice president over volunteer resources and the volunteer coordinator with recruitment of managers, committee members, and temporary volunteers for your committees’ activities. Provide descriptions of committee activities. If you can, provide names of potential volunteers. You are not expected to staff your committees, but try to help others who are responsible for staffing.

· Periodically, give the vice president over volunteer resources information about your committees’ volunteers for recognition (Volunteer of the Month, Volunteer of the Year), Society awards and nominations (Distinguished Chapter Service, Associate Fellow), and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.

Banquet General Manager

Specific Responsibilities

· With the arrangements manager, create and maintain a list of facilities and arrangements resources.

· With the other arrangements managers, maintain the hotel/facilities checklist(s).

· Schedule facilities for the banquet.

· With the Admin Council, set banquet registration fees for members (STC Houston and STC), nonmembers, and students.

· With the president and treasurer, ensure that the facility contract is signed and deposit paid on time.

· Visit the facility before the banquet to ensure that the meeting room is adequately sized and to sample the menu.

· Arrange the room size, room layout, and audiovisual equipment. Provide a room setup diagram to the facility contact person.

· Secure a room where volunteers may change their clothes after banquet setup is complete.

· Furnish a guaranteed number of attendees to the banquet facility within the time specified on the banquet contract.

· With the vice president, president, and treasurer, complete a check request to pay the balance due the facility.

· With the volunteer resources manager, develop a list of volunteers needed to plan and execute the banquet.

· With the publicity manager, create and distribute a press release about the awards banquet.

· With the publicity manager, work with the publications designer(s) to create the banquet invitation, banquet program, PowerPoint presentation, nametags, and signs for winning entries.

· From the membership manager, request a set of mailing labels of the chapter membership.

· Coordinate the labeling and mailing of the banquet invitations.

· With the webmaster, coordinate the setup of a web site that will accept electronic RSVPs and payments for the banquet.

· With the treasurer, coordinate a registrar who can receive banquet registrations and payments that are to be sent to the chapter’s post office box.

· With the registrar, specify what kind of report the on-site registrars will need to check in banquet attendees.

· Obtain nametag stock and holders for the banquet nametags.

· With the nametags volunteer and the registrar, coordinate printing and stuffing of the attendees’ nametags.

· Coordinate a banquet rehearsal session to take place the week of the banquet. The rehearsal does not have to take place at the banquet location, but should if it can be arranged.

· With the competitions general manager and banquet emcee, create an agenda listing the order of events and announcements and make sure it is distributed to all parties whose activities are included on the agenda. Consider having the emcee include information about each winning entry at the awards banquet.

· On the day of the banquet, ensure that the following tasks are accomplished as applicable:

· Meet the facilities contact who will support you during the banquet.

· Make sure the bar and/or buffet table is placed appropriately in the room. 

· Make sure the display tables for the award-winning entries are appropriately placed.

· Make sure the facility provides a table in the meeting room with pitchers of water and glasses for guests and for the speaker(s).

· Bring STC banners to the banquet and set them up at the podium and registration table.

· Serve as the single liaison with the facility staff.

· Make sure lighting, heating, and cooling are comfortable in the meeting room.

· Set up the registration tables, including attendee reports and nametags.

· Bring STC membership materials to distribute to guests. Coordinate this with the membership manager.

· Check in volunteers and give them assignments.

· With the competitions general manager, coordinate setup of the award-winning entries.

· Coordinate decorating the tables with purchased centerpieces and banquet programs.

· With the president and competitions general manager, verify that award certificates are signed and inserted into folders. Verify that awards for Best of Show and Distinguished winners are set up.

· At the conclusion of the banquet, tear down and box up award-winning entries that are not picked up by submitters.

· Sign and forward the final banquet bill to the treasurer after the banquet.
General Responsibilities

· Acknowledge team for their work.

· Coach team on resolving issues

· Prepare a budget of expenses and income.

· Provide monthly activity updates to the vice president.

· Serve team by eliminating barriers to productivity.

· As needed, assist the vice president over volunteer resources and the volunteer coordinator with recruitment of managers, committee members, and temporary volunteers for your committees’ activities. Provide descriptions of committee activities. If you can, provide names of potential volunteers. You are not expected to staff your committees, but try to help others who are responsible for staffing.

· Periodically, give the vice president over volunteer resources information about your committees’ volunteers for recognition (Volunteer of the Month, Volunteer of the Year), Society awards and nominations (Distinguished Chapter Service, Associate Fellow), and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.

Manager, Tech Pubs Judging

Specific Responsibilities

· Form teams of judges.

· Assign judge numbers.

· Distribute entries to judges.

· Receive judged entries back from judging teams.

· Record awards given for each entry.

General Responsibilities

· Acknowledge team for their work.

· Coach team on resolving issues

· Serve team by eliminating barriers to productivity.
· As needed, assist the vice president over volunteer resources and the volunteer coordinator with recruitment of managers, committee members, and temporary volunteers for your committees’ activities. Provide descriptions of committee activities. If you can, provide names of potential volunteers. You are not expected to staff your committees, but try to help others who are responsible for staffing.
Manager, Online Judging

Specific Responsibilities

· Form teams of judges.

· Assign judge numbers.

· Distribute entries to judges.

· Receive judged entries back from judging teams.

· Record awards given for each entry.

General Responsibilities

· Acknowledge team for their work.

· Coach team on resolving issues

· Serve team by eliminating barriers to productivity.
· As needed, assist the vice president over volunteer resources and the volunteer coordinator with recruitment of managers, committee members, and temporary volunteers for your committees’ activities. Provide descriptions of committee activities. If you can, provide names of potential volunteers. You are not expected to staff your committees, but try to help others who are responsible for staffing.
Manager, Technical Art Judging

Specific Responsibilities

· Form teams of judges.

· Assign judge numbers.

· Distribute entries to judges.

· Receive judged entries back from judging teams.

· Record awards given for each entry.

General Responsibilities

· Acknowledge team for their work.

· Coach team on resolving issues

· Serve team by eliminating barriers to productivity.
· As needed, assist the vice president over volunteer resources and the volunteer coordinator with recruitment of managers, committee members, and temporary volunteers for your committees’ activities. Provide descriptions of committee activities. If you can, provide names of potential volunteers. You are not expected to staff your committees, but try to help others who are responsible for staffing.
Entry Collectors

Specific Responsibilities

· Receive competitions entries outside of the monthly meeting.
· Give entries to competitions’ general manager or individual judging managers.

Publications Design

Specific Responsibilities

· Design the following the following competition collateral:

· Call for Entries

· Awards Certificates

· Banquet Invitations

· Banquet Program

· Distribute collateral pieces to the competitions’ general manager, Admin Council, and an editor for review.

Slide Show Designer

Specific Responsibilities

· Create a slide show presentation of the winning entries that is displayed as the winners are announced at the awards banquet. Make sure that the list of winners is displayed in the order in which the awards certificates are stacked and in which the winners are printed in the program. Consider making photographic slides of winning entries.

· With the competitions general manager, the banquet general manager, and an editor, proofread the slide show.

Banquet Emcee

Specific Responsibilities

· With the competitions general manager and the banquet general manager, and an editor, proofread the slide show.

· With the competitions general manager and the banquet general manager, create an agenda listing the order of events and announcements and make sure it is distributed to all parties whose activities are included on the agenda. Consider including information about each winning entry at the awards banquet.

· Attend the banquet rehearsal.

· Act as master or mistress of ceremonies at the awards banquet.

Online Entries Display Setup

Specific Responsibilities

· After receiving the winning online entries from the competitions’ general manager, carefully read the system requirements for each entry.
· Obtain computers that meet all of the system requirements for displaying the entries at the awards banquet.
· Load each winning entry on the applicable computer before the awards banquet.
· Set up the computers at the awards banquet.
· Take down the computers after the awards banquet and erase the online entries. 
Banquet Registrar

Specific Responsibilities 

· Before the awards banquet/reception, receive RSVP cards and payments that have been sent to the community’s post office box.
· With the treasurer, obtain the registration information for attendees who have responded using PayPal.
· With the treasurer, deposit monies received for the banquet.
· With the banquet general manager, specify what kind of report the on-site registrars will need to check in banquet attendees.
· (optional) With the nametags volunteer and the banquet general manager, coordinate printing and stuffing of the attendees’ nametags.
Resources Needed and Meeting Availability by Role

Competitions General Manager

Resources Needed

· Committee members

· STC’s Guidelines for Technical Art, Publications, and Online Competitions
· STC Houston’s Hosting an STC Chapter Competition
· Facilities to receive, store, and mail entries

· Names of businesses who may be corporate sponsors

· Ability to spend up to 10 hours a week coordinating competition events.

· Chapter stationery

· Telephone to make calls during business hours

· Word-processing software, a computer, and printer

· Fax machine and/or email

Meeting Availability

· As many regular program meetings and chapter functions as possible

· Admin Council meetings during budget discussion and approval

· Admin Council meetings whenever the agenda includes topics relating to your committee

· All committee meetings

· Entry distribution meeting

· Judging consensus meeting

· Awards banquet rehearsal

· Awards banquet

Banquet General Manager

Resources Needed
· Telephone, fax, and email

· Volunteers to help on the day of the banquet

Meeting Availability
· As many regular program meetings as possible prior to the banquet

· Admin Council meetings whenever the agenda includes topics relating to your committee

· All committee meetings
· Banquet food tasting
· Awards banquet rehearsal

· Awards banquet

Manager, Tech Pubs Judging

Resources Needed
· Judges

· Chapter stationery

· Word processing and database software, a computer, and printer

· Fax machine and/or email

Meeting Availability

· As many regular program meetings and chapter functions as possible

· Admin Council meetings whenever the agenda includes topics relating to your committee

· All committee meetings

· Entry distribution meeting

· Judging consensus meeting

· Awards banquet rehearsal

· Awards banquet

Manager, Online Judging

Resources Needed
· Judges

· Chapter stationery

· Word processing and database software, a computer, and printer

· Fax machine and/or email

Meeting Availability

· As many regular program meetings and chapter functions as possible

· Admin Council meetings whenever the agenda includes topics relating to your committee

· All committee meetings

· Entry distribution meeting

· Judging consensus meeting

· Awards banquet rehearsal

· Awards banquet

Manager, Technical Art Judging

Resources Needed

· Judges

· Chapter stationery

· Word processing and database software, a computer, and printer

· Fax machine and/or email

Meeting Availability

· As many regular program meetings and chapter functions as possible

· Admin Council meetings whenever the agenda includes topics relating to your committee

· All committee meetings

· Entry distribution meeting

· Judging consensus meeting

· Awards banquet rehearsal

· Awards banquet

Entry Collectors

Resources Needed
· Boxes

· Telephone

· Car or other means of transporting entries

Meeting Availability
· As many regular program meetings as possible prior to the entry deadline

· Admin Council meetings whenever the agenda includes topics relating to your committee

· All committee meetings

Publications Designer

Resources Needed

· Committee members

· Reviewers

· Desktop publishing software, a computer, and printer

· Fax machine and/or email

Meeting Availability

· Review meetings, as necessary

Slide Show Designer

Resources Needed
· Presentation software, such as PowerPoint

· Reviewers

· Email

Meeting Availability

· Review meetings, as necessary

Banquet Emcee

Resources Needed
· Outgoing personality

Meeting Availability

· Banquet rehearsal

· Awards banquet

Online Entries Display Setup

Resources Needed
· Computers that meet systems requirements for use at Awards banquet

· Award-winning online entries

Meeting Availability

· All committee meetings

· Banquet rehearsal

· Awards banquet

Deliverables by Role

	Role
	Deliverables
	Due Date
	Receiver

	Competitions General Manager
	Preliminary budget
	July Admin Council meeting
	Administrative Council

	
	Final budget
	Aug Admin Council meeting
	Treasurer, EVP, President

	
	Team status report
	Monthly Admin Council meetings
	VP

	
	Committee managers’ names and contact information
	Ongoing
	Secretary

	
	Volunteer names
	1st of Month
	Volunteer Name Gatherer

	
	Newsletter articles
	1st of even numbered months
	Submissions Editor

	
	Check requests
	Periodically
	VP

	
	Committee plan
	Aug Admin Council meeting
	VP

	
	Competition entries
	TBD
	Judging managers

	
	Competition entries
	TBD
	Trading partner

	
	International Competitions Entries
	January 13, 2006
	STC Headquarters

	Banquet General Manager
	Preliminary budget
	July Admin Council meeting
	Administrative Council

	
	Final budget
	Aug Admin Council meeting
	Treasurer, EVP, President

	
	Team status report
	Monthly Admin Council meetings
	Vice President

	
	Facility contract
	TBD
	President

	
	Check request for deposit
	TBD
	Vice President

	
	Check request for payment
	TBD
	Vice President

	
	Banquet order
	2 weeks prior to banquet
	Facility Contact

	
	Signs
	Evening of banquet
	Setup volunteers

	Manager, Tech Pubs Judging
	Judges names and contact information
	TBD
	Competitions general manager

	
	Judged entries
	Judging consensus meeting
	Competitions general manager

	
	Entry awards
	Judging consensus meeting
	Competitions general manager

	Manager, Online Judging
	Judges names and contact information
	TBD
	Competitions general manager

	
	Judged entries
	Judging consensus meeting
	Competitions general manager

	
	Entry awards
	Judging consensus meeting
	Competitions general manager

	Manager, Technical Art Judging
	Judges names and contact information
	TBD
	Competitions general manager

	
	Judged entries
	Judging consensus meeting
	Competitions general manager

	
	Entry awards
	Judging consensus meeting
	Competitions general manager

	Entry Collectors
	Competitions entries
	September chapter meeting
	Competitions general manager

	Publications Design
	Call for entries
	July
	Competitions general manager

	
	Banquet invitation
	December
	Banquet general manager

	
	Award certificates
	January
	Competitions general manager

	
	Banquet program
	January
	Banquet general manager

	Slide Show Designer
	Banquet slide show
	January
	Competitions general manager

	Banquet Emcee
	Banquet agenda
	January
	Banquet and competitions general managers

	Online Entries Display Setup
	Computers
	February
	Banquet general manager

	Nametags Volunteer
	Nametags
	Evening of banquet
	On-site registrars

	Banquet registrar
	Registration reports
	Evening of banquet
	On-site registrars

	
	Banquet monies
	Ongoing
	Treasurer


Receivables by Role

	Role
	Receivable
	Due Date
	Sender

	Competitions General Manager
	Judges’ names and contact information
	TBD
	Judging managers

	
	Competitions entries
	TBD
	Trading partner

	
	Judged entries
	Judging consensus meeting
	Judging managers

	
	Entry awards
	Judging consensus meeting
	Judging managers

	
	Competitions entries
	September chapter meeting
	Entry collectors

	
	Call for entries
	July
	Publications designer

	
	Award certificates
	January
	Publications designer

	
	Banquet slide show
	January
	Slide show designer

	
	Banquet agenda
	January
	Banquet emcee

	
	Judged entries
	TBD
	Trading partner

	
	Entry awards
	TBD
	Trading partner

	
	Computers
	February
	Online entries display setup

	Banquet General Manager
	Banquet invitation
	December
	Publications designer

	
	Banquet program
	January
	Publications designer

	
	Banquet agenda
	January
	Banquet emcee

	
	Banquet programs
	Night of banquet
	Publications designer

	Manager, Tech Pubs Judging
	Competition entries
	TBD
	Competitions general manager

	
	Judged entries
	Judging consensus meeting
	Judges

	
	Entry awards
	Judging consensus meeting
	Judges

	Manager, Online Judging
	Competition entries
	TBD
	Competitions general manager

	
	Judged entries
	Judging consensus meeting
	Judges

	
	Entry awards
	Judging consensus meeting
	Judges

	Manager, Tech Art Judging
	Competition entries
	TBD
	Competitions general manager

	
	Judged entries
	Judging consensus meeting
	Judges

	
	Entry awards
	Judging consensus meeting
	Judges

	Entry Collectors
	Entries
	Ongoing
	Competitors

	Publications Design
	Review comments for call for entries
	July
	Reviewers

	
	Review comments for banquet invitations
	December
	Reviewers

	
	Review comments for certificates
	January
	Reviewers

	
	Review comments for banquet program
	January
	Reviewers

	
	Award winner names
	November/December
	Competitions general manager

	Slide Show Designer
	Award winner names
	November/December
	Competitions general manager

	
	Award winning entries for scanning
	November/December
	Competitions general manager

	Banquet Emcee
	Banquet agenda comments
	January
	Competitions and banquet general managers, president

	Online Entries Display Setup
	Online award winners
	November/December
	Competitions general manager
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