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 Guidance No: 3 
 Revision: 5 
 Date Effective: 11/01/2020 
 
 

This is the companion writeup that accompanies the position description (PD-11) for the 
Woodworking Show Coordinator. 
 
Specific Duties and Responsibilities:  
 
1. Coordinator transition 

Meet with the previous Woodworking Show Coordinator and discuss the overall 
process, timeline, general tasks to be done, key contact points in the Guild and from 
The Woodworking Show, supplies required, past demonstration events, space 
required, staff support needed, and lessons learned from prior shows. 
 

2. Update web site 
At the end of the Woodworking Show, review the Guild website and edit materials 
and the project entry form as may be needed going forward.     
 
At year end, review and recommend updates to the web site materials again.  
Confirm that The Woodworking Show is on the Guild’s upcoming events calendar; 
update the entry form and contact information for the Woodworking Show 
Coordinator.  Recommend other edits to the website tab regarding the Woodworking 
Show based on most current information.   
 

3. Complete booth application 
Go to www.thewoodworkingshows.com in early January to fill out the application for 
our booth.   Confirm the answers to the questions in the application with the Board 
Chair before submission.  Retain this and make available for the next Coordinator. 

 
4. Contact show liaison 

Contact the person at the Woodworking Show listed on their website to confirm our 
access hours, registration, and booth size (will not be finalized until close to the 
show date).  Also confirm the number of free passes we receive for booth staffers 
and the rules for how they are to be distributed and used including daily check-in 
procedures.  We will have to provide these names in advance of the show.  It is 
typically 20 people and the passes are not transferable. 

 
5. Obtain prizes for drawing if applicable (coordinate with Patron Sponsor 

Director) 
If there is to be a prize drawing event for items donated by patron sponsors, solicit 
prizes from sponsors (this is done by the Patron Sponsor Director).  Pick up prizes to 
be displayed at the show or take good photographs to be displayed of items that 

http://www.thewoodworkingshows.com/
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winners must pick up at the sponsor’s locations, such as lumber. 
 

6. Confirm prize ribbons, business cards, drawing entry cards, brochure supply, 
and patron sponsor printed materials 
In early January, confirm there is an adequate supply of prize ribbons available to be 
used in the project entry competition.  This includes both Masters and Craftsman 
categories’ first, second, and third place ribbons for Guild members and participation 
ribbons or certificates for youth entries. 
 
Also identify need for business cards, prize drawing entry cards, drawing posters, 
patron sponsor credentials and prize descriptions, and membership and symposium 
brochures (with plastic holders) and coordinate with others to have those printed if 
applicable.  Some of these will have to be printed after drawing prizes are 
determined. 
 
Entry cards for a drawing event (if held) need to have space for name, address, 
email, phone and woodworking area of interest.   

 
7. Recruit participants for booth support team 

Review who has participated in the past and ask key individuals in advance of the 
recruiting effort if they are going to be available for the current year in a similar 
capacity.  Reserve a ticket for our show photographer also. 
 
Beginning with the January Guild meeting, begin to recruit volunteers to 
demonstrate, display projects, staff the booth, or support an educational 
demonstrations like toy making.  Pass around a sign-up sheet.  For booth staffers, 
communicate clearly that: 

• We have only a fixed number of passes to pass out 

• Some of those passes will be reserved for demonstrators who are committing 
to be at the booth for a day 

• Passes will be awarded based on individuals confirming specific days and 
time windows that they will be available when that information is requested 

• Those staffing the booth are expected to commit for at least a day with 
allowance for time to walk around and see the show 

• If we have exceeded our available passes, others are still welcome to join the 
booth team, but will have to pay for their own admission 

• Booth workers should plan to bring a chair if there is doubt about having 
enough provided by the show.  However, we expect booth staffers to be on 
their feet greeting visitors 

• Project entry participants must submit applications by Monday at 5 pm of the 
show week if they wish to participate so that arrangements can be made to 
have adequate table space for displays 

• We accept projects for both competition and for display only  
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Also, begin providing promotional articles in the newsletter and send an email to all 
Guild members in mid-January, Mid-February, and early March to solicit 
participation. 

 
7. Follow up with volunteers 

Send a follow up email to each person who signs up to confirm what they have 
signed up to do and confirm their time availability by day.  The timing sequence of 
this response is what should earn a pass to the show.  Maintain a consolidated list of 
all active sign ups.  Communicate to everyone; those who will receive passes as well 
as those who signed up, but for whom we do not have enough passes to include 
them. Summarize all staff volunteers and develop a schedule for staffing the booth.   

 
8. Develop staff plan 

Based on the volunteer sign ups, develop a staffing schedule for the booth from set 
up through take down.  3 to 5 people will be needed for set up and take down.  Daily 
staffing needs 4 to 9 or more in that it allows people to also tour the show at times 
without sacrificing our booth needs. 

 
9. Communicate booth staffing responsibilities 

Communicate to the booth staffers their role and responsibilities in the booth.  Our 
goal at the show, and our job in the booth, is to attract new members to the Guild.  
Some guidelines: 

• ID Yourself  
Bring and wear your name badge  

• Greet people  
Stand out near the edge of our booth where you can interact with people 
coming by 

• Engage visitors in conversation  
Say hello to people passing by.  If you can get someone's attention ... ask 
how they are enjoying the show, what is the best thing they have seen at the 
show, what is their woodworking passion, have they seen the items we have 
on display in our booth, would they like to enter our drawing for free prizes (if 
applicable).  Just make conversation so the visitor can form a favorable 
impression of the Guild  

• Find out if visitors have an interest in our Guild  
Eventually, we want to ask visitors if they are a member of our Guild, would 
they be interested in learning more about us, would they like us to contact 
them with more information, would they like to visit to see what we do? 

• Pass out cards and brochures 
Pass out Guild business cards to people we meet.  Also, pass out 
membership and symposium brochures.   

• Enjoy the show when timing is best  
Take breaks when needed, go see things at the show when we have full 
staffing, but when staffing looks light, hang around and help.  We generally 
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have good staffing throughout the show, so this should be workable for 
everyone 
 

10. Plan our space 
We ask for a large space, but we will be given what is left over after all the booths 
are sold (typically 10 x 30 or 10 x 40).  This means we will have to make final 
determinations for how to set up our booth close to the show date.   
 
Develop a layout plan for the booth based on the space we are assigned.  We are 
typically provided about 4 tables and 4 - 8 chairs (arrive early at the show and track 
these down to make sure we get them).  If we need extra tables, solicit the Board 
and Guild members for those.  The Guild also has a table at Woodcraft.   
 
Review past show layout plans as a guide.  See attachment.  Also document the 
layout used after the show. 

 
11. Confirm materials available for skills demonstrations 

Confirm that needs are outlined and materials available for specific skills 
demonstrations.  For example, hand tool demonstrators need to bring their tools and 
wood materials on which to do their demonstration. 
 
Identify if a workbench will be needed and arrange to have one available from a 
Guild member or borrow one from a patron sponsor. 
 
For power tools such as scroll saws, make sure there is a power supply, materials 
on which to demonstrate, and replacement blades or other items as may be needed. 
  

12. Obtain booth set up equipment 
Obtain the banner and prize ribbons from the Guild (check the Guild inventory list to 
determine who has this).   
 
Get electrical cords from the Guild inventory.  Three (3) reels and 2 to 3 splitters 
should be based on our power needs.  We get one power drop from which we have 
to run all power cords and we are limited in use of strip outlets, so the 1 to 3 splits 
work best for our needs. 
 
Get miscellaneous items, i.e., pens, note cards, duct tape to cover power cords, blue 
tape, shipping tape, double sided tape, rags, utility knife, scissors, plastic bags (for 
sorting entry cards), permanent marker, signage markers, a couple of cases of 
water, bags of hard candy and a couple of bowls to hold this, stick on name tags, 
twine, trash bag, and easel for displaying drawing signs. Also take screwdrivers, 
wrenches, and measuring tape in case there is a need. 
 
Finalize space; tables and chairs to be provided by the Show.  Make plans for extra 
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tables, workbenches based on our needs at the time.  In 2018, we used a total of 7 
tables, 4 of which were provided by the show.  Tom Melcher provided 3 5-foot 
tables.  Determine sources of tables, chairs, work benches, etc.   
 

13. Project entry competition guidelines 
Receive entries for the project competition and group them into appropriate 
categories, based on minimum participation in each category; see the website 
description of this.  If we do not have enough for a category, consolidate or change 
the idea of the competition to be a show and tell display.  Basic categories include: 

• Masters – for those who have won 3 or more ribbons in past Guild 
competitions 

• Craftsman – for those who have won fewer than 3 ribbons in past Guild 
competitions 

• Youth – for any family members under age 16 or Mentees under age 18 
 
A member may enter up to three (3) pieces in each category for which they qualify.  
Additional pieces may be entered for display. 
 

14. Set up project competition at show 
Get ribbons for the competition awards and have them available after judging. 
 
Project entries must be submitted by Monday at 5 pm prior to the show to allow time 
to plan space for display and forms for judging the event. 
 
Project entries can be delivered to the show on Thursday afternoon during set up, or 
Friday morning before 10 am.  The show floor will be accessible during those times.  
After 10 am, the floor gets closed unless one has a pass.  Judging will be at 11 am 
and the show opens at 12 noon.   

 

• Names of members and items are registered on a competition log sheet 
in their appropriate category 

o Log entries are numbered to correspond with the item entered. 
o Log entry shall include the member’s name and a brief description 

of the project 
o Youth category should include the adult member or Mentor 

working with the entrant 
 

• Projects will be marked with only an identifying dot or label corresponding 
to the log number (no names or other indicators) 

 

• The item is placed on the appropriate classification table as follows: 
o Red dot items or Master labels are placed in the Master Category 

display area 
o Green dot items or Craftsman labels are placed in the Craftsman 
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Category display area 
o Youth Category items may be displayed with the creator’s name, age, 

and Mentor’s name. These are for display only. (not voted on) 
o Display Only items may be displayed with the Member’s name. (not 

voted on)  
 

• Coordination of Categories for Judging 
o Each category must have a minimum of three (3) entries to be judged.  
o For any category with fewer than three (3) entries, the entries may be 

moved to the most appropriate category at the Show Coordinator’s 
discretion, (i.e., Craftsman may move up to Masters, Youth may be 
moved up to Craftsman). 

 

• Ballots for Voting/Judging 
o For the Woodworking Show, the Show Coordinator shall coordinate the 

selection of at least three (3) independent Judges from among vendors 
and others exhibiting at the show.  Best to ask people from booths with 
more than one person present or a seminar presenter who has nothing 
to do before the show opens.   

o Judges will be asked to review the projects in each category together 
and come to a consensus on 1st, 2nd, and 3rd place winners.  Factors to 
consider include: 
▪ Design and creativity 
▪ Complexity of construction 
▪ Finishing 
▪ Workmanship 
▪ Overall attention to details 
▪ Are some components purchased, i.e. not made by entrant? 

• Are the joints appropriate for the piece? 

• Any planner snipe or sanding swirls present, 

• Does the finish have any runs in it or orange peel? 

• Ergonomics if applicable (does the chair sit well) 
o If Judges are not able to agree on an order, then each Judge will be 

given three (3) ballot cards for each Category and will independently 
choose their 1st, 2nd, and 3rd place winners based on total votes 

o Ballots will be tallied by the Show Coordinator to determine the winner 
o If there is a tie for any position, a fourth Judge may be selected for the 

sole purpose of breaking a tie in one or more categories.  

 

• Awards 
o Ribbons for 1st, 2nd and 3rd place shall be presented for Master and 

Craftsman categories.  Write the person’s name and event on the back 
of the ribbon in the place provided 

o All Youth Category participants will be awarded a keepsake memento 
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(i.e., certificate or ribbon) recognizing their participation 
 

• Winner Acknowledgement 
o Photos should be taken of winners with their entries. This should 

include Youth Category participants 
o A summary announcement will be prepared by the Woodworking 

Show Coordinator for the Newsletter identifying all the winners, their 
awards and a description of all winning projects 

 
15. Set up prize drawing if applicable (coordinate with Patron Sponsor Director) 

Create ballot boxes for each prize (12x12x12 or smaller; tall is good in that it can be 
a support for other printed materials.  Cheap corrugated boxes can be painted white 
for an acceptable appearance (cut a slot to drop in entries and attach to the table 
with double sided tape).  In 2019, we made some wooden boxes for this that will 
also display the description of each Patron Sponsor. 

 
Create printed display materials for each sponsor describing their business and a 
separate printed description of the prize to be awarded.  May also include the plaque 
for each sponsor for display. 
 
Display materials should clearly describe the prize. Also attach a label that indicates 
the monetary value of each prize.   
 
Label each ballot box with the sponsors name. 
 
Put plenty of pens out on the tables with entry cards.  Ball point pens are best for the 
glossy print paper on which the Entry Forms are printed.  Tie the pens to the table 
with long strings to keep them from “walking away”. 

 
In 2018, we had nine prizes, and entrants could select one prize from among the 
nine for which they would make their entry.   
 
Drawings for the winners will be held about an hour before the show closes on 
Sunday.  Open each box and draw three cards in order, 1, 2, 3.  The extra cards will 
serve as alternate choices in the event the selected winner is disqualified because of 
submitting multiple entries or other reasons as determined by the Show Coordinator.  
 
Print out a current membership list in advance and compare the names drawn to our 
current list.  Current Guild members are not eligible, so their names will also be 
disqualified from winning.  If a current member is drawn, draw an additional name to 
provide 3 cards from each box. 
 
As entries from each box are drawn, label a plastic bag with that sponsor’s name 
and place the entries in the bag.  Label the first 1, 2, 3 drawn cards and place on top 



Woodworkers Guild of Georgia, Inc. 

The Woodworking Show Coordinator Guidance 

 

 

Woodworkers Guild of Georgia, Inc. – Woodworking Show Coordinator Guidance 
Page 8 of 23 

 

of the stack.  Keep the stacks separate by sponsor in the event we later must draw 
an additional card due to disqualification or a refusal of the prize.  Retain the cards 
until the mailing list has been updated and validated. 

 
16. Communicate to drawing winners 

Before any prizes can be distributed, all entries must be checked to see if there are 
multiple entries for the same person.  A good way to do this is to record all the 
names and associated contact information in a spreadsheet format and sort the data 
to find multiple entries. 
 
Any winners present at the show when the drawing is completed may take their 
prizes with them if we have confirmed they have not made multiple entries.  This 
may be difficult to do as it requires you to sort through all the cards to check. 
 
Contact each prize winner to let them know they won, confirm they wish to receive 
the prize, validate their address if we are shipping or delivering it, and 
communicating when we might be getting that to them.  A deadline for responding to 
us that they will pick up should be communicated, i.e., 5 days to let us know they 
want the prize and 30 days to pick it up.   
 

17.  Deliver prizes 
For local winners, those prizes can be delivered by the Guild.  For distant winners, 
we will have to ship those prizes.  Large prizes like lumber are awarded with the 
provision that the winner picks up within 30 days. 
 
Contact each winner and confirm they want the prize they won and if it is a pick up, 
that they will do so.  Provide a contact name at the pickup location. 
 

18. Summarize names from drawing entries 
Record the names of all the drawing entries on a spreadsheet to be used in a 
membership campaign.  This requires a lot of cross referencing to interpret some 
entries with poor hand writing.  Internet searches are helpful in doing this; searching 
an address can confirm a resident; searching a resident can confirm an address; 
searching a zip code can confirm a city name.  Also, looking at the handwriting and 
how specific letters and numbers are formed can help decipher a hard to read entry.   
 
Create a tally for areas of interest as noted on each card.  Remove duplicates and 
summarize key statistics for number of entries, city within Georgia (our most likely 
membership candidates along with closeness to our meeting location, i.e., people 
within one hour of Woodcraft).  The Membership Director should use this list to 
launch a marketing campaign for new members. 
 

19. Clean up daily, take down at conclusion, wrap up 
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We are responsible for maintaining our booth space.  Pick up loose paper and trash 
throughout the day.  At the end of each day, clear out sawdust and wood chips from 
our space. 
 
Confirm pick up plan for tables, chairs, and equipment we brought in.   
 
Make sure project entries are picked up by their makers. 
 
Summarize results and key lessons learned from the show.  Update the procedures 
write up for the show. 
 
Document expenses and turn in for reimbursement as needed.  
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ATTACHMENTS AND EXAMPLES 
 
Woodworking Show 2018 application form example 
Woodworking Show 2018 participation signup sheet 
Woodworking Show 2018 booth signup sheet 
Woodworking Show 2918 project entry form example 
Woodworking Show 2018 project entry log 
Woodworking Show 2018 prize poster and entry form 
Woodworking Show 2018 patron sponsor credentials 
Woodworking Show 2018 prize description 
Woodworking Show 2018 drawing display and ballot boxes 
Woodworking Show 2018 business card 
Woodworking Show 2018 booth layout 
Woodworking Show 2019 booth layout 
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The Woodworking Shows Special Exhibits Details Form: 2018 

Answer the following questions as thoroughly as possible. Once you have finished 

completing the form, click 'Submit" at the bottom. If you have any questions, please 

email: dawn@thewoodworkingshows com or call: 1-800-826-8257 

Thank you in advance for your cooperation. 

* Required 

Organization Name  

Woodworkers' Guild of Georgia 

Website  

Please respond, if none, type: N/A 

www.wwgofga.org 

Contact Name (First)  

Please enter your first name 

John 

Contact Name (Last)  

Please enter your Last name 

Champion 

E-mail      

Email address 

Telephone 1 

Use the following format:   

Phone number 

Approximate Number of Members 

152 

Year Started 

1984 

Club's main area(s) of expertise/focus 

The Guild is organized to advance the art and understanding of woodworking for 

encouraging cooperation and free discourse among woodworkers and others engaged 
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in woodworking activities and advancing the crafts of woodworking, carving, turning, 

and other related skills. As a non-profit, the corporation offers educational, cultural, and 

charitable programs.  

Community activity/involvement 

Special projects developed each year for the local community, e.g. toy and puzzle 

making for local Children's hospital, demonstration programs at The Woodworking 

Show, etc. 

Special areas/interest(s) of note 

All elements from basic to fine woodworking. 

Meeting Dates 

2nd Monday each month 6:30 - 9:00 pm 

Contact info for prospective members (if different from above) 

John Nielsen, email address 

What Cities Will you be Attending?  

Please check next to each city you will be attending. 

o Atlanta, GA Mar 16-18 (2018)  

Choose a booth size (All booths come with a 110 power drop)  

NO 220 ELECTRIC AVAILABLE / BOOTH SPACES MAY BE LIMITED BY OVERALL 
FLOOR SPACE, AT MANAGEMENT DISCRETION / YOU MUST SUPPLY YOUR OWN 
POWER CORDS AND STRIPS, EXTRA TABLES AND CHAIRS. 

10xl0 - includes 1 table, 2 chairs  

10x20 - includes 2 tables, 4 chairs; 1 - includes 3 tables, 6 chairs 

10x40/20x20 - includes 4 tables, 8 chairs 

Page I of 2 NEXT  
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The Woodworking Shows Special Exhibits Details Form: 2018 

Promote your guilds/clubs' presence at the show by listing 1-3 topics/focal points of 
interest you will be demonstrating at your booth 

Topic/Focal Point #1 

To be determined. This will be updated at a future date as appropriate 

Topic/Focal Point #2 

 Your answer 

Topic/Focal Point #3 

Your answer 

If you would like to offer hands-on instruction (which we encourage for greater exposure 
of your club) or have a well developed, educational presentation, please answer the 
following 4 questions and we will contact you to further discuss 
Please describe activity or topic below: 

Your answer 

Can you provide all needed equipment and staffing? 

o Yes  

o No 

Can you provide an outline of your presentation? 

o Yes  

o No 

Contact email AND evening phone number 

Your answer 

Interested in doing a longer presentation in a formal seminar center setting with stage 

and seating? We'll provide the set-up! 

Enter details below: 
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Your answer 

Help us promote The Woodworking Show, your input is extremely valuable. 

Please respond by letting us know what advertising mediums you find most effective. 

Examples: Web, radio, TV etc. Be as detailed as you like. 

We communicate to our membership through email campaigns. 

 BACK SUBMIT Page 2 of 2 
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After getting a list of potential booth staffing volunteers, contact each to confirm time 
and days they will be available.  From that, lay out a schedule of booth staffing across 
the days of the show. 
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Example summary of volunteers and availability to staff the booth. 
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Woodworkers’ Guild of Georgia  

Entry Form  

Woodworking Show  

  

Woodworker: _________________________________________________Date: _______________________  
  

Phone No.: ___________________________Email: ______________________________________________ 
  

Description of Piece: _______________________________________________________________________ 
  

Dimensions: _____________________________________________________________________________ 
  

Please circle one:     COMPETE     DISPLAY ONLY    Please provide a photo of your piece, if possible.  

 

Please circle one:     Furniture         Boxes       Turning     Carving      Other Woodworking    

Please circle one*:   Masters           Craftsman  

 *Have you won 3 or more ribbons in any previous Woodworkers’ Guild of Georgia competitions?  

(A “YES” answer to this question automatically puts you in the Masters Competition level for all categories.)    
YES    NO  

Does the piece have any prefabricated or purchased parts (such as inlay, legs, moldings, etc.)?   YES    NO  

Explain ____________________________________________________________________________________ 

1. What is the finish?  Poly      Lacquer      Varnish       Shellac      Oil      Wax       Other  

  

2. What is the major wood? _______________________ Secondary Wood____________________________  

  

3. What was your most challenging task in making this piece? ________________________________________   

_________________________________________________________________________________________ 

Pieces entered in the competition must be checked in prior to 10:00 am. on Friday when the show opens, or they will 
be for display only. Judging will start promptly at 11:00 am.  
       

E-mail entry to John Champion - jchampion@bellsouth.net  

  

Even though volunteers will be used to monitor public traffic through the display area, the Woodworkers’ Guild of 
Georgia will NOT be responsible for any damage to items entered for competition or display. Projects MUST stay in 
the booth till end of show Sunday unless otherwise specified.  

Woodworkers’ Guild of Georgia Competition Rules  

1. An entrant must be a current member in good standing of the Woodworkers' Guild of Georgia. 
2. All pieces entered in competition should be registered in advance by end of day on Monday prior to the show.  

3. A piece may be entered for judging at one public Guild showing (Woodworking Show) and one additional Guild 
showing (e.g., open house).  

4. You may enter up to three pieces in each category.   

5. A piece cannot be entered in more than one category.   
6. The entrant must perform all work on pieces entered competition.  Prefab elements are allowed, but must be 

declared. 
7. Each category must have a minimum of three entries to be judged. Any category with fewer than three entries will 

be dropped, and the entries will be moved to the most appropriate category by the show committee.   
8. All signatures, logos, or identifying marks must be covered prior to judging. They may be uncovered after judging 

is completed.   
9. Pieces cannot be removed before the official closing of the show.  
10. The Woodworkers' Guild of Georgia reserves the right to deny an entry at our sole discretion (such as safety, 

size, subject matter, etc.). 
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Example of 11” x 17” poster for drawing event.  Use two so they can face both 
directions on our booth aisle. 
 

 
 
Example 3” x 4.5” drawing entry form: 
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Credentials description 11” x 17” for each patron sponsor to be displayed with their 
product.  May also display credentials for patron sponsors even if they do not award a 
prize. 
 

 
 
 
Example of 11” x 17” prize description: 
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Patron sponsor credentials and prize display: 
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Example of Guild business card 
: 
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Woodworking Show 2019 Booth Layout 10 ft by 40 ft  


