
GUIDELINES FOR THE ANNUAL EXHIBIT 

BOOKING 
Book guest artist 2-3 years in advance - the date of the AE will most often be set by the availability of the 
artist.  Contact artist to get a date set.  Ask about his/her fees.  Then send a tentative schedule asking if we 
can set a price for the whole weekend.  It’s easier to figure out our expenses if we go by the whole weekend. 

Book Boerner in October for the next year.  Remember to include the library, Grandparents’ room, Multimedia 
Room and the total length of the hallway.  The first VP usually does the booking, so contact him/her to book 
ASAP!  Very important to do this early or other groups will book. 

  
COSTS 
The Excellence in Bonsai usually covers the artist’s travel, reception/critique and demo + tree.  The rest is 
covered by MBS. 
 Figure costs by taking the artists fee per session and divide by the number of participants is each 
workshop.  If you set a max of 6, base your figures on 5.    
 i.e.  Walter Pall’s expenses for the week were $2000.  Travel $500.   
  Friday - judging and reception 
  Saturday - workshop and demo 
  Sunday - 2 demos    so 6 sessions  $2000 ÷ 6 = $333 

So EIB paid for the $500 travel, reception and demo $666 and the tree $675 ($350 of which was returned due to $ 
received at auction) 

Working with Walter was much different than other artists.  We set a price of $65 per workshop participant based on 
previous years.  Material was brought up that folks could purchase.  Might be a good idea to continue this practice.  Or if 
we have an artist coming in that has access to trees, participants might be able to purchase their tree online and have 
artist bring (we’re considering this for MABA 2020).  Walter’s style allowed for us to have 10 participants per session.  
Walter sat in the middle watching things and went to folks who beckoned him or he saw needed help.  Unique but effective.  
Most artists go from one participant to the next leaving students with a lot of down time, thus fewer students in the 
workshop.  With this sort of artist, it is most often necessary to have a “timer”.  Figure how many minutes are in the 
workshop, divide by the number of students and that’s the time each gets.  When they use up their minutes, their time is 
up.  The timer needs to watch for those that might try to slip in more time (oh, just one more thing…).   
 But back to our example:  If the session is $333 and 6 is the max, divide by 5 = $67 (round to $70) (that just 
covers artist’s fee).  If all the trees are the same and you want to include that in the price, that figure will need to be 
raised.   

VOLUNTEERS 
Two very important volunteers are the volunteer chairperson and the set up/take down chair.  Wally has been the 
volunteer chair for a number of years and does an excellent job.  He has the time / work schedule and can be of great 
assistance.  Bryan has been doing the set up/take down for a number of years also.  He has a handle on what’s going on.  
With the advent of possible table covers, this should take a lot less time. 

TREES  
It worked out very well using Eventbrite (a little pricey but worth it for what they do).  Melissa has the template that can 
be used again in 2019.  Again, suggestion that an Eventbrite link be found on the first page of the website on the right 
hand side under the logo and what’s new.  “Eventbrite events” and a link to all things we are using EB for. 
Once you get the number of trees and the height of the tables (usually the Monday before the event) you can figure out 
how many tall and how many low tables will be needed.  Let Bryan know for set up.   



You will need to decide if you want to just have trees to be judged or have trees for display only also.  We had 39 trees 
for Walter to judge.  He went thru them very quickly but accurately.  In thinking about State Fair, usually 20 trees are 
judged from 9 - 12.  A lot of time is spent writing comments.  Not so with Walter.  Plus, we updated the evaluation form so 
it is more concise. 

Ask Steve Carini if he wants to use that side section for his Intermediate students.  If so, he take care of all of that (set 
up, getting trees, etc). 

SET UP 
In May/June contact Shirley at county about having enough tables for our AE.  We need about  24  8’ tables and 10  6’ 
tables.  Contact again in August.  Try to keep ahead of any festival they might have in Sept and October.  Altho China 
Lights won’t be there in 2019 there will probably be some other light festival.  So we’ll need attention to parking passes. 

Thursday of event 
Set up 10 - 4 
Bringing trees in 4 - 7. 

Friday of event  
noonish - 4ish  judging 
dinner for judge 
6 - 9 - reception / critique 

Saturday of event 
9 - 12:30 - first workshop 
12:30 - 1 - lunch 
1 - 4 or 5 - demo 
6:15 dinner served - early so can eat a leisurely dinner, have raffles and auction and get out by 8:30 to get artist home so 
not dragging for Sunday’s activities. 
 Suggestion;  much easier to have a family style dinner at Meyer’s than a sit down with multiple choices.  If you want 
to go with Meyer’s again (lots of positives comments about food and amount of it), book early. 

Sunday of event 
9 - 12:30 - workshop 
12:30 - 1 - lunch 
1 - 4:30 - workshop 
3:00 start taking down display.  Folks can begin taking their trees out.  Must go by you to check out and get their    
 evaluation sheet. 
3:00 - 6:00 ish   finish taking down display, vacuum MM room,  clean spik and span library (vacuum if necessary), hallway, 
Grandparents’ room. 

RAFFLES 
This is where a lot of money is brought in for MBS.  Melissa did an outstanding job.  See if she will do it again for 2109  :o) 

ADVERTISING 
I bit weak on this this year.  Getting the word out in newspapers and on TV would help.  We discovered in the past that 
radio advertising wasn’t worth the money. 

See following about committees.. 



EXHIBIT TREES CHAIR - 
*Process on computer entries for the exhibit, 
wether to be judged or for display only 
*Make information cards for each tree with a 
number well displayed 
*Check in trees on Thursday afternoon/evening 
*Collect judging sheets to be handed out at check 
out 
*Check out after event 

REGISTRATION CHAIR - 
•Receive reservations for the workshops and dinner.  
*Make small tent cards with name and choice of 
dinner 
*Coordinate with Workshop chair as to how many 
trees to order for material provided workshop 

SET UP TEAR DOWN CHAIR - 
•Clean MM, library, hall and grandparents’ rooms 
before set up (vacuum - sweep, etc).   
*Contact Zillis / Boerner to have a vacuum available. 
*Set up and tear down exhibit area. 
*Clean MM, library, hall and grandparents’ rooms 
after event. 
   (Find new people to help out - pass on information)  

RAFFLE CHAIR - 
*Procure items,  
*Fill out donation forms -  
*All items can be on one sheet  (white copy gets 
taken off immediately for MBS)  
*Get white forms to Melissa to put on computer 
*Set up early for the 4 raffles (cans are in the 
grandparents’ room - 25 cans)  
*Sell raffle tickets  
*Bonsai Bucks will be like cash again this year.    

ADVERTISING CHAIR - 
*Create and print posters & cards  
*Get our event in the media (newspapers, TV, 
radio).  
*Put out and pick up signs. - 
*Contact County Parks /Boerner to get their 
approval to put their logos on all promotional 
material 
*Work with Parks / Boerner on press releases 
*Get all pre and post articles in newsletter.   
*Make sure we have pics of the ribbon winners and 
their info (name, tree, type of ribbon) for 
newsletter. 

WORKSHOP CHAIR - 
*Procure trees for material provided workshop and 
demo - See Ron for help  
*For demo also make sure materials needed are 
there i.e. soil, tools, wire.   
*Set up room after the morning workshop for the 
afternoon demo and after demo for Sunday 
workshops   
*For material provided, trees will be picked in order 
of registration.   
*Be the timer for the BYO workshops on Sunday. 

VOLUNTEER CHAIR - 
*Fill in the chart with volunteers. 
*Call volunteers the night before to remind 
*Check in the volunteers as they arrive (BB) 

ARTIST HOST - 
*Pick up and return artist to airport.   
*Provide what is necessary to make his/her stay a 
great experience.   
*Get to all events 15 minutes early. 
*Scribe for judging Friday afternoon.   

VENDOR CHAIR - 
*Line up vendors for event.   
*Set up hallway with tables / covers for vendors 
    Cost will include lunches and one dinner ticket.  

RECEPTION/CRITIQUE & BANQUET CHAIR - 
*Get bar set up arranged with Zilli’s.   
*For critique - As guests wander around have them 
vote on which trees they would like critiqued.  
Choose the top 10.   
*Line up restaurant for banquet.   
*Coordinate with Registrar for numbers of dinners.  
*Call in numbers one week prior to banquet  

UMBRELLA CHAIR - 
*Oversee all committee chairs 
*Reserve rooms  
*Get scribes  
*Get ribbons 
*Arrive early to make sure doors are open 


