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1. INTRODUCTION 
One of the strengths of having different groups of people organising the Region's Convention each 
year is the variety - a permanent team of organisers (if such a group could be recruited!) would 
eventually produce an air of "sameness" each year. 

Before exploring the possibility of staging a Convention any potential organising team should be 
aware of the financial support available from NMRA British Region and any profit share 
arrangements.  This guidance is referenced at Appendix A. 

We hope that you, as a Convention organiser will, in turn, contribute to an updated version of this 
Guide. 

2. ARE YOU ABLE TO HOLD A CONVENTION? 

2.1.Essentials 
Essentials to consider are: 

i) Hotel with enough bedrooms.  The number of attendees staying in the hotel at recent 
Conventions have varied from approx. 70 to nearly 200 (see Appendix E), the location 
apparently being a determining factor on not only attendance numbers but also the 
proportion of Convention-goers who stay in the hotel.  A nearby overflow hotel can be 
used.  There should be adequate free car parking either at the hotel or in an adjacent 
overflow area to accommodate both residents and non-residents. 

ii) Sufficient public rooms in hotel. These are: 
• Layout/trade stands/bring & buy room(s), 2,500 sq. ft. minimum, better 4,000 sq. ft. 
• Contest room, 400 sq. ft. minimum. 
• Room for the Awards Dinner (or the Banquet as it was previously known) to cater for 

the people staying at the hotel, plus some non-residents. 
• At least 2 other rooms for meetings, viz. Annual General Meeting (AGM), British 

Region Board of Directors (BOD), Ladies’ events, Clinics (or use Awards Dinner room 
sub-divided); size typically 400 sq. ft. minimum each, with the room used for the AGM 
requiring more. 

iii) Hotel costs should be such that increases over recent years are minimised. 

iv) The team should be large enough to organise the Convention, should have some 
Convention-going experience and should typically consist of Chairman, Treasurer, 
Registrar, Publicity person and layouts/clinics/bring & buy person, plus extra people at 
the Convention. 

The Chairman, as the person held responsible by the BOD for the Convention, must be a 
Region member as must be the member of the team who would be expected to deputise 
for him in the event of sickness, etc.  Other people on the team should preferably be 
Region members or their spouses/partners. 

Some Conventions have been successfully organised with fewer people but volunteers 
must consider how much time they have to spare and what will happen if a key member 
is taken ill.  At the Convention the organisers will not have much time to enjoy Convention 
activities. 

Both the Chairman and Registrar must be readily contactable by telephone and email. 

v) The Convention typically lasts from Friday mid-day to Sunday mid-day.  The date should 
be mid-September to end-October.  Within in this period, later dates are likely to reduce 
hotel costs and improve availability.  Recently most Conventions have been held in late 
October. 

vi) Layout availability in popular scales/gauges (N, HO, HOn3, O, On3, G). 
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vii) Access, i.e. how easy it is to bring in layouts from the car park and/or the street. 

viii) Place(s) of interest within reasonable travelling distance that the ladies and other non-rail 
attendees can visit. 

2.2.Other factors 
Factors that may affect attendance figures are: 

i) Attractive area or novel location. 

ii) Accessibility.  How long it will it take attendees to travel to the Convention?  This will 
affect their decision on whether to attend. 

2.3.Variations 
All these items are not tablets cast in stone, but any serious deviation from them should be 
discussed with the BOD and/or raised at an AGM before a bid is seriously started.  Do not 
hesitate to seek advice from organisers of previous Conventions or from the BOD.  The biggest 
hurdle is definitely locating a suitable hotel and this should be your starting point. 

3. PREPARING AND PRESENTING YOUR BID 

3.1.Timing 
Your bid to hold the Convention has to be presented to the BOD for their approval typically 18 
months to 2 years beforehand.  For the details expected by the BOD see Section 3.3 below. 

3.2.Hotel 
In selecting your hotel, as well as the obvious inspection of the facilities, if you can have dinner 
or stay there, or can talk to someone who has, this will give you some idea of the standard of 
service.  Often a more informal, interesting looking, cosy hotel (as against a modern business/
convention hotel) may, unfortunately, be less organised in catering for a Convention and have 
less of an empty-rooms-at-weekend incentive to lower prices. 

Give a clear idea to the hotel what a model railroad convention actually is - this will help them 
to meet your requirements.  Explain to the hotel what a model railroad layout and other typical 
exhibits consists of (photos?), and about typical Convention events.  Some general information 
notes for the hotel are included in Appendix B. 

Actively pursue the hotel's co-operation, compromising where necessary.  It is very important to 
the success of the Convention to seek the active and enthusiastic co-operation of the hotel 
staff. 

Most hotels have plans of their public rooms but such plans may have even the major 
dimensions incorrect and do not always show the complete picture so you must do your own 
measuring as well.  Note positions of power points, windows, door openings and various 
obstructions such as pillars, radiators, fire exits, etc. 

Once you start seriously negotiating with the hotel you should have someone experienced with 
you both in Conventions and negotiating to get the best deal.  Negotiations with the hotel must 
result in an unambiguous quotation, in writing, from the hotel.  This should state that: 

i) They can accommodate the Convention on the dates required. 

ii) Brief statement of public room occupancy, including some allowance for setting-up and 
taking-down where necessary. 
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An outline programme and a chart of public room occupancy should be prepared at this 
point. 

A clear understanding is required - in one instance the oral reservation of a public room 
from Friday to Sunday was wrongly interpreted as Friday and Sunday. 

iii) Cost (including VAT) for dinner, bed and breakfast per person for 2 nights, preferably 
inclusive of all public room hire charges.  Any supplements for single occupancy of 
rooms, or for rooms with special features (e.g. lakeside view, overlooking railway station, 
etc.) or for the Awards Dinner. 

It must be clear whether costs are per person or per room and whether per night or for 2 
nights.  Supplements for single room occupancy are not liked by members who are not 
willing to share but these may be unavoidable - some hotels will merely charge this 
supplement for single occupancy of double rooms, typically when all the single rooms 
have been booked.  Establish the position regarding service charges if any. 

Beware of hidden charges through Saturday dinner being the "Awards Dinner".  
Experience has shown that the hotel cost quoted should always be inclusive of the 
Awards Dinner.  The hotel may charge extra for the Awards Dinner but ensure it is the 
difference between Awards Dinner and normal dinner that is added to the hotel cost and 
not the total Awards Dinner cost.  Some hotels have a priced menu selector from which 
you will be asked to select a menu and they will give you a maximum cost allowance 
above which the extra cost will be added to the hotel cost.  The only money for Awards 
Dinner seats you should be responsible for collecting is that of people not staying at the 
hotel. 

It is most important that Convention-goers are not asked to pay more than is quoted at 
the time of the bid.  Obviously the costs should be those at the time of the Convention 
and not the current rates at the time of the bid!  However, it is understood that if 
attempting to book a hotel some years in advance of a Convention this might prove 
difficult, if not impossible. 

If, unusually, public room hire costs are not included, i.e. they will be billed separately, 
then allowance must be made in calculating Registration Fees (see Section 3.4).  If public 
room hire is not inclusive then the cost of this should be stated.  Unexpected public room 
hire charges have turned a Convention profit into a loss.  You should expect free public 
rooms from a hotel convinced of a high room occupancy. 

iv) Cost for children sharing parents' room and definition by age of "children". 

v) Cost of additional nights before or after the Convention. 

vi) Does quoted cost cover any extra items that you have agreed to?  At some Conventions 
tea and coffee on Friday afternoon, Saturday morning and afternoon and Sunday 
morning have been included.  More recent practice is for cheaper tea and coffee 
(typically £1) to be made available – this has been limited to Convention areas where 
necessary to avoid the public benefiting.  A price around £1.50 a cup is about as high as 
members in the main will pay.  (Tea and coffee prices can be a significant niggle factor at 
a Convention.) 

vii) Booking deposits required, if any.  These are preferred for Convention-goers as it helps to 
reinforce the "contract" between the individual Convention-goer and the hotel (see 
Section 4.3.1 (ii)).  This depends on hotel policy, and thus you should establish what this 
policy is.  The hotel’s cancellation policy should be determined. 

viii) Any commitments to fill a number of rooms.  Such agreements may be required by the 
hotel, but they are not welcome as they may expose the Region to significant financial 
risk thus early discussion with the BOD is essential.  The hotel may require a deposit 
from the organisers, held until sufficient rooms are booked, thus sharing the financial risk 
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of unfilled rooms.  The BOD should be approached for the Region to consider providing 
such a deposit.  Also, establish whether or not we will have exclusive use of the hotel or if 
there will be other guests staying during the convention. 

ix) Commit the hotel to acknowledging hotel bookings direct to Convention-goers within an 
agreed time (typically two weeks) of receiving the bookings.  These acknowledgements 
from the hotel must confirm details of the accommodation booked, i.e. single or double or 
twin bedded room, period of stay, etc. 

x) Agreement that traders may sell goods in the hotel. 

The practice of putting all important items in writing by either or both parties as appropriate 
should be maintained for all dealings with the hotel and with other parties.  "In God we trust - 
everyone else puts it in writing".  Contact with the hotel, on any subject, should be restricted to 
the Convention Chairman and Registrar and a single contact at the hotel, to avoid introducing 
confusion - the hotel will prefer this - advise the hotel accordingly. 

The hotel will expect you to give them a date by which the quotation will be accepted or 
declined. 

A clear understanding should be reached with the hotel on reserving blocks of rooms to ensure 
sufficient rooms for later bookers.  It should be a flexible arrangement, typically allowing for 
unfilled blocks of rooms to be released at later stages – the risk of making the Region liable for 
unfilled rooms should be minimised, see viii) above. 

Establish if the hotel provides lunch-time bar snacks; and meals for non-residents. 

A typical checklist of items to consider with the hotel is shown in Appendix C.  The list can be 
used as a basis of discussion between yourselves and the hotel, with the hotel also using it as 
the basis of their formal reply to you.  Such a list handed over to them at your first serious 
meeting with them will illustrate your businesslike approach to the Convention. 

3.3.Information for BOD 
The information required is: 
• Copy of quotation from hotel. 
• Outline programme. 
• Covering letter listing members on your Convention Committee. 
• Rough budget listing expected income and expenditure (see Section 3.4). 
• Any agreements with the hotel exposing the Region to significant financial risk, such as in 

Section 3.2 viii) above. 

3.4.Registration fee 
As part of preparing your budget, an estimate of the registration fee will be needed for your bid that 
adequately covers the expected expenses.  These expenses will typically include: 
• Convention committee expenses (postage, telephone calls, travel costs, etc.). 
• Hire of public rooms if not included in hotel room cost. 
• Convention badges. 
• Hire of equipment for clinics, etc. 
• Lecturer’s expenses. 
• Layout transportation costs. 
• Any additional insurance (over and above that supplied by the Region) or security cost. 
• Printing of timetables, menus, publicity, headed notepaper, etc. 

The Region will pay for insurance (see Appendix A) so this does not need to be covered by the 
Registration Fee. 

You can require all attendees, except the family members, i.e. spouses, partners and children, to pay the 
full registration fee irrespective of period of stay at the Convention (it costs the same per person to stage 
a Convention whether they stay 2 days or 2 hours).  However, as done at some recent Conventions, 
reduced rates may be charged for those attending for only one day or half a day.  Non-members must be 
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charged extra (see Section 4.3.3 and Appendix A)  It is difficult to estimate fees but the fee charged at 
recent Conventions is a rough guide.  You should aim to break even, i.e. avoid a loss, using a 
conservative estimate of attendance (see Appendix E for recent attendance figures).  Some "insurance" 
is provided by raffle profits but you should not depend on these as they are intended for Region funds. 

Some Conventions have recently given free registration to those member registrants staying in the hotel 
and registering prior to, say, July 1st.  Although this can be an additional complication, it is an 
encouragement to book early thus helping towards the success of the Convention and reducing last 
minute bookings. 

3.5.Presenting your bid 
The BOD will accept a written bid.  The BOD will consider the bid and reach a prompt decision 
as to whether it can proceed or not, or ask you for further information. 
  
(Although the membership is no longer asked to approve convention venues, you will also be 
expected to give a short talk indicating hotel costs, registration fees, the advantages of your 
venue, the featured attractions and outline programme, including that for the ladies, at an AGM 
prior to the Convention.) 

It is recommended that as early as possible you check the “grapevine” and consult the Events 
Co-ordinator or BOD to try and ascertain if anyone else is planning a bid for your Convention 
year.  If there is then negotiate with them direct or via the Events Co-ordinator or BOD to see 
which of you will postpone your bid until the following year. 

4. AFTER YOUR BID IS ACCEPTED 
If you are successful, the Region Secretary will then notify you officially that your bid has been 
accepted.  You must then confirm in writing to the hotel that you accept their quotation.  Use proper 
headed paper for your correspondence with the hotel and others, e.g. British Region paper suitably 
marked for the Convention. 

4.1.Responsibilities 
Now your bid has been accepted, a few words about responsibilities are called for. 

The BOD has the delicate task of monitoring the health of the Convention, because of their 
responsibilities to Region members, without appearing distrustful of your efforts.  Their job does 
not end when they agree your Convention bid because they will be held partly responsible if the 
Convention makes a loss or there if there are problems with the arrangements.  Although they 
expect you to "get on and run your own show", you must provide some feedback on the 
progress of Convention arrangements.  You should not hesitate to give an early warning to 
them if things start to go wrong before or at the Convention.  In extreme cases (e.g. illness) 
they have the right to step in and take over part or all of the organisation but, otherwise, they 
have no right to go over your head. 

People upset by particular items of your Convention organisation may try to circumvent you by 
going to the BOD (refused traders is a typical case).  Here the BOD should support you, not 
overrule you. You, in turn, should explain the circumstances to the BOD so that they can take 
an informed stance with the complainant. 

You, not the Region, are responsible to Convention-goers for the safe-keeping of registration 
fees and other received money until the profit (or loss) is handed over (or reported) but as the 
level of profit (or loss) affects the Region finances, the BOD has a responsibility to inspect the 
Convention financial results.  Only in exceptional cases will this become a detailed inspection.  
The Region will normally pay for any losses incurred (see Appendix A) but this will depend on 
the circumstances - after all, the Region membership as a whole may object to subsidising 
Convention-goers! 
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Communication between the Convention Committee and the BOD should be confined to the 
Chairman and President respectively (unless specifically delegated) to avoid confusion.  Not 
talking with one voice is as bad as not talking at all! 

Among your responsibilities is ensuring that adequate insurance is obtained (see Section 7) 
and that the Convention is run in a safe manner (see Section 6) - these are vital and should be 
planned well in advance. 

4.2.Financial control 
The Convention Treasurer shall keep at least a simple cash book or spread sheet to record 
promptly all receipts and payments.  This will then form the basis of the financial statement 
produced after the Convention (see Section 8).  The Convention Treasurer should regularly 
report to the rest of the Committee on how income and expenditure are running compared with 
the budget. 

Accounts in personal names are not to be used for Conventions.  The British Region has two 
accounts dedicated to Conventions (one each for odd and even years) and the Region 
Treasurer will advise you which one to use.  Each account has a float of £300 which must be 
left in the account when the convention account is handed back.  A bank mandate will be 
required to set up new signatories and to provide an address for the Statements to be sent.  
One signatory to the Convention bank account will always be the Region Treasurer.  Other 
signatories will usually be the Registrar, the Convention Treasurer and one other person, 
possibly the Convention Chairman.  All should be NMRA members. 

It is strongly recommended that two people handle all registration fees, i.e. the Registrar and 
the Convention Treasurer.  A list of registration fees received should be maintained by the 
Registrar with all money received by him passed to the Convention Treasurer with summary 
lists of whom the money is from.  This will share the responsibility for the money and provide a 
cross-check against error.  Check sheets (see Section 5.12) should be prepared by the 
Registrar for use at the Convention and these will also record registration fees received at the 
Convention. 

Committee members should record any expenses as they are incurred, with receipts where 
practicable. 

4.3.Taking bookings 

4.3.1.Booking Form Design 
A booking form needs to be designed.  A typical one is shown in Appendix D.  It should: 

i) Ask for registration fees and any hotel booking deposits at time of booking.  Advise 
that cancellation charges may be incurred if hotel bookings are cancelled. 

ii) Ask for the information that the hotel requires, thus you should ask the hotel to 
comment on your form before you publish it.  It is Region policy that although 
bookings go via the Convention organisers, the contract is between the individual 
Convention-goer and the hotel, thus the organisers are not to be liable for any 
cancellation charges that the hotel might make if someone just does not turn up (this 
has caused difficulties in the past).  Either a tear-off strip or a photocopy of each 
completed form should go to the hotel with the Registrar keeping track of quantities 
and types of rooms booked and by whom.  Check your lists frequently with the hotel 
management to ensure that the correct bookings have been made.  The continuing 
practice, for various reasons, of hotels allocating the wrong type of room causes 
considerable annoyance to Convention-goers. 

An alternative is to ask Convention-goers to send the hotel booking form direct to the 
hotel.  However, if the hotel gets fully booked then how to redirect them to overflow 
hotels and arranging for them to come to the Awards Dinner will still need to be 
addressed. 
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If Coventioneers are to be accommodated in overflow hotel(s) then they need to be 
promptly advised as to which hotel they will be in, whether you or the main hotel are 
arranging them. 

iii) Ask for all Registrants’ names, as they would like them to see them on their 
Convention badges (most, but not all, people like their first forename and surname).  
Also ask for email addresses, if they have one, for use by the Registrar and the hotel 
for acknowledgements. 

iv) State whom the form should be sent to and to whom cheques should be made out 
(see Section 4.2).  Separate cheques for registration fees and hotel deposits can be 
asked for.  Hotel deposits can be paid by Credit Card - the form allows registrants to 
add card details for forwarding to the hotel.  If these card details are being sent via 
the Registrar rather than direct to the hotel then these details are better emailed to 
the hotel in an agreed password protected Word document. 

v) Convention-goers expect acknowledgement of registration fees and hotel bookings 
to be issued as a matter of course and promptly.  Normally this is done by email but 
other methods that have been used include an endorsed photocopy of the booking 
form and/or pro-forma letter.  It is recommended that the hotel acknowledge the hotel 
bookings direct to Convention-goers. 

vi) Give details of dates and location of Convention, hotel costs (including those for only 
one night, for extra nights and single occupancy), what these costs cover and 
registration costs.  Note that Convention-goers expect to pay the outstanding 
balance of the hotel costs at the end of the Convention, and it should be advised if 
this is going to be required any earlier (requiring payment in advance is NOT 
recommended!). 

vii) The booking form should be A4 sized.  The optimum arrangement is doubled-sided 
with information about the hotel, the Convention, costs and nearby attractions on one 
side and the actual booking form on the other side.  It can be provided as an insert in 
Roundhouse and as a downloadable document on the Region website.  In addition, 
with the publication of BRe-news, an electronic copy should be available for printing 
in each issue throughout the year prior to the event. 

viii) Be ready in time for the previous Convention.  You should take booking forms to the 
previous Convention.  Quite a few people are eager to book one year in advance and 
the hotel will be re-assured by getting bookings so far ahead.  Typically, 50% of 
registrations and hotel bookings are received five months or more before the 
Convention.  Statistics of recent Conventions are shown in Appendix E. 

ix) Give the Registrar's telephone number for all enquiries. 

x) Ask for any special needs such as diet, disabled access, child care, etc. 

xi Ask for first time attendees to identify themselves – see Section 5.12. 

Some Conventions have, where Awards Dinner choice is provided, included a Awards 
Dinner menu at the behest of the hotel for Convention-goers to make their choice 
beforehand (see Section 5.13).  With the now widespread use of emails this can be left 
until nearer the Convention or until registrants arrive at the hotel. 

4.3.2.Cancellations 
You can expect a few people cancelling before the Convention and they should have their 
registration fees returned, so long as they advise you before the Convention.  The return of 
the hotel booking deposits and cancellation charges are the hotel’s responsibility and will 
depend on its policy.  Even if not declared to registrants, there should be a clear 
understanding with the hotel when booking deposits cease to be returnable. 
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4.3.3.Eligibility 
Bookings should normally only be accepted from NMRA members (from any Region) and 
their spouses/partners, children and guests.  (Convention Registrars can obtain a current 
list of members and arrange for updates from the Region Membership Director.)  Other 
people either should not be admitted or should pay a higher registration fee.  You can use 
your discretion to relax this rule, e.g. for those about to join the NMRA.  The BOD’s policy 
is to incentivise membership and that NMRA members should pay less than non-members. 

4.3.4.Bookings for one night only 
Some people can genuinely only stay one night, so such bookings should be accepted. 

4.3.5.Awards Dinner attendance for non-residents 
Convention-goers not staying at the hotel but wishing to attend the Awards Dinner should 
not have this confirmed until you are sure you can fit them in without displacing those 
Convention-goers staying at the hotel. 

4.3.6.Booking controls 
Summary lists of registrations and cash should be regularly passed on to the Convention 
Treasurer.  If applicable, keep summary lists of booking forms passed onto the hotel.  
Monitor the hotel's performance in acknowledging bookings promptly (especially after the 
first batch) and chase them up if necessary. 

4.4.Hotel Liaison 
You should have adequate communication and meetings with the hotel management.  Get all 
key decisions in writing and take minutes of meetings where necessary as hotel management 
staff change frequently - items agreed verbally with one Manager may not be accepted by his 
successor.  As before, contact with the hotel, on any subject, should be restricted to the 
Convention Chairman and Registrar and a single contact at the hotel. 

Ensure that the hotel has sufficient tables, chairs, etc. for your use over and above any required 
for the Awards Dinner. 

It is worthwhile for the organisers to have a meal at the hotel beforehand so that small 
problems such as cold plates, poor service can be pointed out to hotel management.  This also 
shows the hotel management that you are keen to ensure that their side of the arrangements is 
up to standard. 

Is a luggage room available first thing Friday morning and also on Sunday afternoon when 
people have checked out of rooms?  This is important for those who do not have car boots to 
stow away their luggage.  What is the latest checking out time for hotel guests?  Does the hotel 
do Sunday lunches and what will be the booking arrangements? 

Are porters available - to assist guests with their luggage and also to help organisers move 
tables and furniture etc.  The hotel should be prepared to provide some help. 

Advise hotel staff that most Convention-goers do not mind sitting together for meals such as 
breakfast and lunch.  This is applicable where large tables are used and helps the hotel staff to 
minimise delays. 

4.5.Publicity 
It pays to advertise – if possible, have representatives at every Regional Meet to update 
members on how arrangements are progressing. 
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Have articles in every available copy of Roundhouse once your bid has been accepted, with 
Registration forms printed or inserted in at least some issues, enticing members to book early.   
Include updated and new information in each issue.  Similarly provide such items in BRe-News.  
Also utilise the British Region website at http://www.nmrabr.org.uk where there is a link to the 
Annual Convention section.  This usually holds your summary information (typically which has 
been included on the back of the booking form).  There is also a further link to http://
www.nmraconvention.org.uk/ where there is a full blown website for adding more detailed 
information under ten different headings (including the booking form) as it becomes available.  
Please contact Region Webmaster for further information on using this facility. 

Advertise in the NMRA Magazine in the Events section of Club Car.  This is free and attracts 
members in the USA and Canada.  However, adequate notice (at least two months) must be 
given before the first advertisement appears.  Ensure that you are complying with any rules 
about format and acceptable information - see the NMRA Magazine for the full requirements. 

Another useful and free website is the UK Model Shops Directory which is located at http://
www.ukmodelshops.co.uk/.  Exhibitions, including other events such as Conventions can be 
listed up to a year in advance in their Model Railway Exhibitions and Events Calendar.  You can 
submit any changes you need at any time.  There is also UKMS Newsletter which is published 
weekly by the site, each one including exhibitions and events in the forthcoming fortnight. 

You can advertise the Convention in other magazines such as RM Craftsman and in British 
magazines such as Continental Modeller - bear in mind the publishing lead times and possible 
cost. 

Adverts on-line or in any magazines other than the NMRA publications must make it clear the 
function is primarily for NMRA members and their guests, and thus advise the times of 
admission to non-members. 

5. CONVENTION ACTIVITIES 
This section covers the period approaching the Convention and at the Convention itself.  Things to 
watch out for follow: 

5.1.General 
You may wish to make a date-based checklist to keep track of the various preparations and to 
ensure that they are all done on time. 

Hold regular committee meetings and ensure that more than one person knows of particular 
arrangements being made so that in the event of the absence of a key member someone else 
can take over. 

5.2.Convention staffing 
A roster should be prepared of the volunteers that are staffing the Convention that allocates 
them to the various tasks with adequate breaks, with rotation of tasks if practical.  Everyone 
should know who is doing what.  They should be readily identifiable by Convention-goers - 
distinctive badges, waistcoats and red hats have been used. 

5.3.Annual General Meeting 
This is, at present, held late Saturday afternoon, just after the Raffle Draw finishes at 4.30pm.  
It usually takes about an hour and a half, thus finishing by 6pm and giving everyone adequate 
time to get ready for the Awards Dinner. 

Check when the BOD will want a room available for a meeting on Friday or Saturday prior to 
the AGM. 
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5.4.Clinics 
Make arrangements for any necessary equipment to be at the hotel.  If you, or the hotel, cannot 
supply it, see if the hotel can hire it for you - this avoids the hassle of collecting/returning the 
equipment from/to the hirers, but may put the cost up - hiring in any form is not cheap.  At the 
Convention nominate someone on the committee to look after each event making sure that 
clinic presenters have what they require. 

Some Conventions have used high profile Clinic presenters who were funded out of 
Registration fees or, where appropriate, from Region funds. 

5.5.Layouts 
Come to a clear understanding beforehand with providers of layouts.  Information required from 
them, perhaps using a form, is: 

• title of layout and its scale/gauge 
• what size layout it is 
• what extra space (if any) is required, and where, for the operators and their access 
• required position(s) of power points 
• any tables or chairs required 
• any other special requirements 
• estimate of expenses are involved (amount and what for) 
• estimate of insurance value 
• their commitment to attend on the specified dates and their expected arrival time (approx.) 

- early enough? 

All these items should be confirmed in writing, together with advice on what level of insurance 
will be provided for them (see Section 7).  The expenses should only cover the extra cost 
involved in bringing the layout, over and above the cost that would have been incurred if they 
had been coming to the Convention anyway.  One would not expect to pay any accommodation 
costs!  Do not stand for any nonsense over surprise bills being presented at the Convention 
over and above that agreed beforehand. 

Check that the layout room lighting is adequate.  Prepare a room plan, fitting in the layouts first, 
then stands and bring & buy tables.  Ensure that power can be supplied as required.  Some 
lengths of timber, G-clamps, long extension leads and parcel tape are a useful way of getting 
power overhead to island sites; any cables crossing aisles at floor level must use lengths of 
cable protector held down by striped tape (both available from Maplin).  Leave adequate room 
for gangways and do not block fire exits (see Section 6 on Safety).  Consider how layouts and 
stands will gain access to the room.  Have someone in charge of this room as layouts and 
stands arrive at the Convention.  One problem encountered is layouts on arrival requiring more 
room than agreed. 

5.6.Traders 
Invite the regulars first.  All traders pay the Registration fee and an understanding has been 
reached where traders are not charged for space but they supply a raffle prize instead.  This 
makes for some star prizes.  Thus you will need to come to an understanding if arrangements 
are changed and with new traders.  Establish beforehand the size of the traders' stands/table 
space and hold them to it.  Check if they need any tables or chairs.  Find out when they will 
arrive (approx.). 

Traders have voiced the opinion of wishing to be in the main layout room and not separated 
from the main proceedings.  However they also prefer not to be stationed next to each other.  
This is not always possible to achieve but you should at least consider their requests.  Avoid 
putting a trader in a room by himself. 
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5.7.Bring & buy and other tables 
These days bring and buy tables are usually charged for at Conventions and you may wish to 
invite people to book space before the Convention.  This gives latecomers a chance if space is 
limited but be sure to label the tables for pre-bookers.  You may have to limit the amount of 
space you give to each person as there is usually a high demand.  Has the hotel got sufficient 
tables for this and any other activities? 

Note that auctions have fallen out of favour following disputes over after-time bidding.  Also 
they take manpower to run, as do tables manned by Convention organisers for bring and buy 
sales with 10% commission. 

5.8.Contests 
This is the responsibility of the Contests Organiser but liaise with him to ensure you have met 
his requirements such as table space, display of slides, projectors, security, etc.  The Contest 
Organiser is expected to provide for any computer equipment that may be required.  You may 
wish to have other contests outside his responsibility such as locomotive tug-of-war, switching 
contests, etc., but you will have to arrange for them to be provided and staffed. 

5.9.Non-rail activities 
Look after the members’ partners!  Not all the partners will attend organised events but do lay 
on a good programme for those who do and they in turn will bring their partners again next 
year!  The hotel usually has information on hand for local attractions which the Registration 
desk can in turn promote. 

An event in the hotel (typically a lecture or demonstration on Friday evening) is often laid on. 

Coach trips are unusual these days but an alternative is a “Car Pool”/”Ride-Share” 
arrangement.  This costs almost nothing other than a little organising and is very flexible in 
coping with unknown numbers - whilst the men are occupied in the hotel, their cars are usually 
standing idle in the car park.  Most partners do drive, can read maps and/or use Satnavs and, 
with adequate instructions, can make their way to places of interest. 

5.10.Public admittance 
The Convention Committee can use their discretion to admit, for a limited period, non-NMRA 
members as their "guests", e.g. local dignitaries, media people, etc., escorting them where 
necessary. 

An Open House is an optional activity designed to allow access to the layouts, trade stands 
and bring & buy areas, i.e. a membership drive, typically held for a few hours on Saturday or 
Sunday. 

Opening any part of the Convention generally to the public must have the consent of the hotel 
management.  

5.11.Information & Convention Guide 
Try to make it as easy as possible to find the Convention!  A map and information showing how 
to get to the Convention should be provided in Roundhouse and on the Region website.  In 
these days of Satnavs and web-based maps a post code is essential, together with any 
instructions if the post code indicated position it not precise enough. 

Also consider those people who will come by public transport to the Convention.  Are you on a 
bus route from the train or bus station?  You should provide useful information of the form 
"Members arriving by train at Central Station can catch Metro bus 6b, destination Stanley Park.  
Ask to be set down at Eastern Venue.”. 
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A requirement is a full Convention timetable and information document (typically A5 size, or 
better still, pocket-size).  This is usually handed out at the Registration desk to Convention-
goers on their arrival. 

Points to be included in the Convention Guide are a programme of events clearly stating what’s 
on, when and where.  A plan of the hotel rooms used for Convention activities is useful 
especially if they are spread out. 

Information on checking out of the hotel should be included such as when this has to be done 
by, and if luggage can be temporarily stored by the hotel after this time.  Also include whether 
the hotel does Sunday lunches and details of booking arrangements. 

Sign-posting is essential if the Convention rooms are spread out, so that the rooms are easy to 
find and that Convention-goers do not miss them.  Provide a notice board at the hotel to remind 
Convention-goers of the next events, any changes to the timetable (give good advance 
warning!) and for Convention-goers’ own messages. 

5.12.Registration desk 
This also doubles as an information desk and should be staffed on Friday from about mid-
morning for the early birds, building up to rush period by late afternoon.  Staffing should 
continue on Saturday until the Awards Dinner, and perhaps on Sunday morning.  Have 
information/leaflets to hand on places of local interest. 

Prepare all the name badges beforehand and make the names large enough so that they can 
be easily read.  The names should be typed or printed, using characters at least twice the size 
used in this document.  Have extra blank badges available for filling in at the Convention for 
late registrants - and know where extra supplies can be obtained if you run out.  Such people 
who have not booked beforehand should be asked to show their NMRA membership cards. 

You will need a list of those already registered to tick off on their arrival – Convention first-
timers will need to be highlighted.  Blank sheets for those registering at the Convention will also 
be required to log all money collected, apart from raffle tickets.  This is most important as it 
ensures that all money is collected, acts as a record and as a check sheet on which non-
residents have paid to be at the Awards Dinner. 

Take the usual common-sense precautions about keeping the money safe, and if selling raffle 
tickets at the desk then keep this money separate.  Provide sufficient change at the registration 
desk - the first person may have a £50 note! 

Try to be as welcoming as possible, especially to Convention attendees identified as first-timers  
Keep a look out for people near the desk looking a bit lost – it is easy to distract yourselves and 
miss such people. 

Make it clear that problems concerning bedrooms such as cleanliness, noise etc should be 
taken up with hotel reception, not the registration desk. 

5.13.Awards Dinner 
The Awards Dinner (or the Banquet as it was previously known) should be timed for 7.30 or 
8pm with drinks a half hour before. 

Ensure that you have properly arranged the collection of Awards Dinner attendance fees from 
Convention-goers not staying at the hotel.  Establish with the hotel when this money, plus that 
for any Awards Dinner guests, needs to be paid to the hotel. 

Re the Awards Dinner menu, these days providing a choice is expected and it does help to 
cope with the increase of vegetarianism, etc.  Having steaks can cause problems with their 
various degrees of cooking (raw to "incinerated").  As a North American orientated organisation, 
an American (or Canadian) slant to the meal is a nice idea.  Expect to liaise with the hotel in 
order to cater individually for people’s food allergies as advised to you on their booking forms. 
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If providing a choice will the hotel need prior information on people’s choices (and, as has 
happened, for Friday’s dinner as well?)  One can email or post a list beforehand asking for 
people to choose or it can be done at the Convention. 

You will have to decide whether you want Awards Dinner menus on the tables and who is to 
print them.  Some Conventions have put a copy of people’s choices on each table, either 
individually or one per table.  This solves the issue of people forgetting what they’ve ordered. 

You should agree a table plan with the hotel.  Each table should seat at least eight people.  
Recently there has been nothing special about the head table for the BOD other than that is 
centrally situated so that all diners can see any speakers.  Allow for the BOD and their ladies 
plus the Convention Chairman and Awards Dinner guests and agree the final arrangement with 
the Region President at the Convention.  Trying to squeeze too many people into the Awards 
Dinner will cause difficulty in serving people, cause discomfort and the room may get too hot 
and stuffy.  Do not forget a table for contest awards. 

Some care has to be taken in the seating arrangements as people like to sit in groups of their 
choice and it is also key to avoiding the occasional problem of people at the Awards Dinner 
who have not booked or paid.  A table plan, clearly marked with table numbers and seat 
positions, should be put on display on Saturday morning or earlier for Convention-goers to fill in 
their names (publicise this procedure beforehand).  This plan should then be cross-checked 
with your list of people entitled to be at the Awards Dinner before the latter takes place.  Ensure 
that all names can be identified and that no names have been put down twice.  Check that 
everybody has added their name - new Convention-goers have failed to add their names 
because they were not aware of the need to do so and the list was not displayed long enough 
for them to notice it.  Asking everybody to wear badges at the Awards Dinner will not work and 
trying to locate "freeloaders" once the Awards Dinner has started is extremely embarrassing if 
your plan does not show accurately who is in which seat. 

Another hazard is the hotel not arranging the tables and chairs to plan, so this wants to be 
checked as soon as they are set up.  Aggravation has also occurred due to people swapping 
names around on the table plan without the permission of all concerned - be firm in this matter. 

Adding name tickets on the tables is usually done these days – this is very helpful in ensuring 
that people sit at the correct table. 

Preceding the Awards Dinner there is usually a 30 minute period for drinks and it is helpful if the 
hotel can take any wine orders during this period, or at other times if the hotel prefers. 

The Convention Chairman or some other suitable person is expected to be in charge of the 
Awards Dinner, i.e. the "Master of Ceremonies" acting as the contact point with the hotel and 
with the Region President and making announcements as required.  Consider the need for a 
PA system - not everyone has a strong voice.  As Chairman, you should agree with the Region 
President the order of items, this typically being saying Grace, meal, speeches and prize 
giving.  Also discuss this timetable with the hotel.  Establish clearly who is to do what. 

Show you mean business by monitoring the standard of food and service right from the 
beginning of the Convention and complain to the hotel where justified. 

The Contest Organiser and the BOD usually organise the presenting of contest prizes, but 
liaise with them to ensure all the necessary arrangements have been made and to encourage 
speedy presentation. 

5.14.Raffle 
This has become a regular event and a useful contributor to Region funds.  Convention-goers 
expect to bring prizes but publicise it in Roundhouse, etc. beforehand to remind people.  Prizes 
are also donated by the Traders (see Section 5.6).  Recent Convention organisers have also 
managed to obtain worthwhile prizes from other sources.  Have tickets to sell, typically £1 for a 
strip of five tickets, and get some ladies to go round selling tickets, and possibly sell them at the 
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Registration desk as well.  You will need several books - only use tickets in strong colours - 
pastel shades can be indistinguishable under hotel artificial lighting.  Have the prizes on 
display. 

Normally the raffle draw is held in a large enough space at 4pm on Saturday prior to the AGM 
at 4.30pm.  

Recent comments from Convention-goers to the BOD have made it perfectly clear that they do 
not want to waste time at the Convention whilst the draw drags on through a tail end of 
inconsequential prizes.  The draw must not go on for longer than 30 minutes otherwise people 
will become bored, fidgety and thirsty - some draws have lasted over an hour - this is not 
acceptable. 

Do the drawing as quickly as possible, i.e. as soon as one person is on his/her way to the front 
with a ticket to claim a prize, draw the next ticket.  Thus you will need one person to draw, and 
another with a loud voice to announce numbers, and a further person monitoring the nearby 
prize table.  Unclaimed numbers should be discarded with minimum delay.  An achievable draw 
rate is two a minute. 

5.15.Hotel bars 
Closing times for bars should be discussed with the hotel.  Past experience has shown that 
keeping a bar open until 1am results in well-behaved Convention-goers making it financially 
worthwhile for the hotel.  Having the hotel open a separate bar prior to the Awards Dinner 
should also be considered. 

6. SAFETY 
Some of these items are mentioned elsewhere, but because of the increased emphasis now being 
placed on safety, they are being repeated here. 

It is essential that everything is done to make the Convention safe as far as reasonably 
practical. 

Most of the responsibility will fall on the hotel, so you will have to consider what additional safety 
hazards may be introduced by the Convention.  Before the Convention have a brainstorming session 
at which you go through the Convention activities (including those outside the hotel) and identify as 
far as possible any safety hazards that may arise that may be your responsibility, either to deal with 
or ensure that someone else has.  Draw up a plan on how you are going to deal with them and 
identify who is to do what.  The Convention Chairman should ensure the plan is carried through and 
the decisions recorded. 

You will find that most of the items on the list are items that you would have covered anyway, but in 
the rare event of someone being injured and any proceedings following, the fact those that you can 
demonstrate that you have separately considered and planned for safety matters will go a long way 
to proving that you have done "all that is reasonably practical".  Do not be frightened about safety 
requirements - it is mostly about thinking ahead and using good old plain common sense. 

Typical hazard categories to consider beforehand and/or check for at the Convention follow.  Discuss 
them with the hotel (and with the local fire safety officer if you are unsure). 
• Free access:  Make sure that fire exit doors will not be blocked.  Ensure that there will be sufficient 

aisle width between layouts, stands, etc. to allow quick evacuation in case of emergency.  Watch 
for pinch points. 

• Tripping:  There should either not be any trailing mains leads or they should be adequately 
protected. 

• Electrical:  Ask layout providers whether their mains equipment is adequate to avoid any electrical 
or fire hazard and has been PAT tested.  (It is primarily their responsibility, but your responsibility 
to ask them.)  The electrical supply to layouts should be protected by Residual Current Detectors.  
The supply provided by the hotel may incorporate such a device; if not, you or the layout providers 
will have to provide them. 
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• Flammable or noxious materials:  Generally there should not be any, whether being traded, used 
in clinics, or for any other purpose.  Any layout curtains should be flame proofed. 

The above should be checked and re-checked over the period that traders stands and layouts are put 
in place. 

7. SECURITY & INSURANCE 
Arrange with the hotel for layout/trade stands/bring & buy and competition rooms to be locked up 
overnight and while the Awards Dinner is on.  Traders are expected to make their own arrangements 
whilst the stands are un-staffed with the room open (typically they put sheets over the goods).  
Layout rooms are often open quite late especially after the Awards Dinner but ask a responsible 
person to ensure the room is locked up when the last person leaves as the Convention organisers 
may not want to stay up that late!  Conversely if the hotel is responsible for locking up rooms then 
make sure that staff are on hand to unlock at whatever hour hotel-based Convention-goers (not day 
visitors) request (at 8am if necessary).  If practical, site the Registration desk strategically so that the 
entrance to the layout and competition rooms are under view. 

You may wish to keep cash you have taken in the hotel safe - is this facility available and is the cash 
insured whilst in the safe? 

Public indemnity insurance must be provided for the Convention.  Discuss with the hotel any public 
indemnity insurance (problems with non-staying guests, etc.?).  The Region provides public 
indemnity insurance, paid for from Region funds, for all Region meets, including Conventions.  It can 
be organised easily through the Region Secretary who should be contacted well in advance.  
Currently it also covers loss to layouts and to models which are part of the Convention.  It does not 
cover traders' stock or models brought by Convention-goers to run or sell, although the latter may be 
covered by their House Contents policies.  Check that these conditions still apply.  Check on how far 
the hotel's own insurance extends regarding fire and theft protection for Convention-goers' property.  
In all cases it is essential that the layout owners, traders, bring and buy etc. understand the level of 
cover to be provided. 

8. AFTER THE CONVENTION 
Write any deserved "thank you letters" to the hotel mentioning anyone who has been particularly 
helpful and also to anybody else who deserves thanking.  (Any gratuities should not come from 
Convention funds - these should be paid by individual Convention-goers.) 

Present an Income and Expenditure account and, hopefully, a cheque for the Convention profit to the 
BOD as soon as possible.  Simple, broken down, cash-in and cash-out figures should be shown and 
reasonable detail should be shown on expenses, with receipts provided where practical.  A typical 
form is shown in Appendix F.  The BOD have the right to ask for additional information and expect to 
be provided with a lot more details if a loss is made! 

Write up any lessons learned and send them to the keeper of this document for inclusion in a future 
re-issue. 

Now you and your committee can sit back and relax in the fame and satisfaction that you have 
organised a great meet! 

9. FINALLY 
Best of luck with your Convention - it's hard work but very enjoyable.  You always get the odd 
complaint (you cannot please everybody all the time) but the bulk of Convention-goers will be 
appreciative of your efforts. 

Page !  of !   Convention Organisers’ Guide Issue C 17 26



10. APPENDIX A  FINANCIAL SUPPORT 

(Various Sections refer) 

This information is currently included in a separate Guidance Note “NMRA British Region policy on 
financial support for region meets, conventions etc”.  This is soon to be updated and will be made 
available on the Region website – in the interim this can be obtained from the Region Secretary. 
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11. APPENDIX B:  OUTLINE GENERAL INFORMATION NOTES FOR 
THE HOTEL 

(Section 3.2 refers) 

NMRA - National Model Railroad Association of America, formed during the 1930s and has a world-
wide membership of approximately 15,000.  The British Region of the NMRA has nearly 600 
members, and has held a Convention each year in different parts of the UK for the last 60 years or 
so.  It is a private organisation controlled strictly by paid membership. 

The Convention is a private function, open to members and their guests only, and possibly for a 
limited time to the general public, subject to agreement with the hotel.  It provides an opportunity for 
members to get together and display layouts, individual modelling talents and purchase second-hand 
and new modelling items.  The layouts generally consist of sectional model railroads of various 
dimensions assembled together to allow members to run their individual pieces of rolling stock at 
their leisure.  Members of the public may be invited to attend at specific times in the weekend, usually 
the Saturday. 

Trade stands, provided by invited traders only, are involved purely in the sale of North American 
model railroad equipment, etc.  Bring-and-buy stalls are very popular and provide members with an 
opportunity of exchanging railroad items.  The bring-and-buy items are provided by the members 
only.  We also have a Saturday night Awards Dinner, hold clinics (lectures), have judging contests 
and run a raffle. 
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12. APPENDIX C:  MODEL RR CONVENTION - HOTEL CHECKLIST 
(Section 3.2 refers)  

The Convention is normally held mid-September to end-October and lasts from mid-day Friday to 
mid-day Sunday. 

Essentials to consider based on previous Conventions :- 

1. Hotel large enough to accommodate the expected numbers of staying Convention-goers with 
adequate free parking.  (Headroom clearance to car park to be advised).  Establish the split 
between twin, double and single rooms. 

2. Display rooms, total 2,500/4,000 sq. ft.  Purpose of display rooms is as follows:- 
a) Layouts of model railroads. 
b) Bring-and-buy stands (hotel to supply tables). 
c) Trade stands. 
Make it clear that these rooms cannot be used for the Awards Dinner, although where 
essential the bring-and-buy room has been closed to make way for the Awards Dinner at 
some Conventions. 

3. Contest room for display purposes of models, etc., (hotel to supply tables).  Minimum 400 sq. 
ft. 

4. At least 2 other rooms for meetings, including clinics (hotel to supply seating, capacity approx. 
50).  Typical size 400 sq. ft. but the room used for the AGM will need to seat 80, say 600 sq ft. 

5. Trading activities, by recognised traders, the Region and members, will take place.  Is this 
acceptable? 

6. Awards Dinner facilities for hotel residents plus some non-residents.  Awards Dinner room 
used Saturday evening only.  This room could be used for items 2 b) or 4 above if rooms are 
in short supply. 

7. Loading and off-loading facilities to main layout room. 

8. Specified rooms should be available from Friday morning for the purpose of setting up 
layouts, etc., until Sunday afternoon. 

9. Cost (including VAT and any service charges) for dinner, bed and breakfast per person for two 
nights (informal dinner Friday and Awards Dinner Saturday night) preferably inclusive of any 
hire of above specified rooms.  NB - COSTS PER PERSON FOR ENTIRE WEEKEND. 

10. Any supplements for single room occupancy or rooms with special features. 

11. Cost for children sharing parents' room and definition by age of "children" (cots available?). 

12. Cost of additional nights before or after Convention. 

13. Separate price for Awards Dinner only. 

14. Booking form will be issued to all members attending (specimen attached).  All booking will be 
processed by Convention organisers and then passed to hotel (or can be passed direct to 
hotel).  Contract must be between individual and hotel.  No responsibility for cancelled 
bookings can be accepted by Region.  Decide who will acknowledge the hotel bookings 
(preferably the hotel) in what detail and how quickly. 

(continued) 

15. Hotel booking deposit required, if any, from either Convention-goers or the Region. 

16. Any commitments re filling a certain number of rooms. 
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17. Room cancellation charges to be clearly identified. 

18. Coffee and tea available Friday afternoon, Saturday morning and afternoon and Sunday 
morning (optional item) at a reduced price. 

19. Are bar snacks available Friday to Sunday, and Sunday lunches? 

20. Provision of hotel publicity leaflets to use on, or with, the Convention booking forms. 

21. Places of interest within reasonable travelling distance to be advised where possible. 

22. The requirement to admit to the hotel Convention-goers who are not staying at the hotel. 

23. Are suitable disabled facilities available for layout rooms, Awards Dinner and hotel generally? 

24. Are the hotel happy with having an Open House for a limited number of hours? 
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13.  APPENDIX D:  TYPICAL BOOKING FORM 
(Section 4.3.1 refers)   What is shown is a typically double-sided form, and is for a Convention where 
the hotel deposit and booking is sent directly to the hotel.  

REGISTRATION 
Name of Registrants as you want them to appear on name badges: 
____________________________________  M/F/G  _________________________________  M/F/G 
____________________________________  M/F/G  _________________________________  M/F/G 
____________________________________  M/F/G  _________________________________  M/F/G 
M/F/G: Member/Family/Guest – please delete as appropriate.  Guests are interested in attending the rail 
elements of the Convention but family members are not. 
Address :           ______________________________________________________________________ 
Post Code:         ___________   Telephone Number:     _______________________________________ 
Email Address:  ______________________________________________________________________ 
ls this your first Convention: YES/NO? (please delete as appropriate) 

Registration Fees: 
                                                                  Cost                                  Number                    Total 
Resident Members & Guests                    Weekend at £6 _____________________________________ 
Member’s family living at same home address are free. 
Non-Resident NMRA members will be able to buy tickets on the day at £10 for the weekend; £6 for Saturday; 
£5 for Sunday.   £7 per day will be charged for Non-members. 
Cheques are payable to "[appropriate Convention account] ". 
Please return this part of the form along with your cheque to: [Registrar’s name and address] 

--------------------------------------------------------------------------------------------------------------------------------------------- 
HOTEL BOOKING: 
Name:                 ______________________________________________________________________ 

Address:             ______________________________________________________________________ 

Post Code:         ___________   Telephone Number:     _______________________________________ 

Email Address:  ______________________________________________________________________ 

Please complete the number of rooms required on each night: 

Payment Details: 
Hotel deposit paid by Credit/Debit card (£20.00 per room) — give details below: 
Please debit my Visa / MasterCard credit card with the sum of £ ....... as the hotel deposit. 
Card number......................................................CVV code (security code on the back of the card)............ 
Expiry date   ..............................Signed........................................................................................................ 
Alternatively Hotel Deposit by Cheque, payable to [hotel account] (£20.00 per room) 
l enclose a cheque for £ ......................................... 
Special Needs: ................................................................................................................................................... 
[e.g. diet, disabled access, child care, etc.] 
Please return this part of the form to: Reservations, [Hotel name and address].  For phone bookings please 
call: [appropriate telephone number] and quote the NMRA BR Convention 20xx, or email [Hotel’s Email 
address] again quoting the NMRA BR Convention 20xx. 

Night Double Rooms Twin Rooms Single Rooms

Thursday 27th October 20xx

Friday 28th October 20xx

Saturday 29th October 20xx

Sunday 30th October 20xx
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Then on the other side of the form: 

NMRA BRITISH REGION 
xxxxxxxxx LIMITED  20xx 

BOOKING FORM 
Friday 28th - Sunday 30th  October 20xx 

www.nmraconvention.org.uk 
________________________________________________________________________________ 

The 20xx Convention, The xxxxxxxxxxxxx Limited will be taking 
place at the Best Western Plus Hotel in xxxxxxx.   It is so named  
after the famous xxxxxxxxx just down the road xxxxxxxx. 

All the Convention necessities will be there: the best layouts, 
traders and clinics, a contest room, RPM table, library and bring 
& buy.  There will be an open house for non-members on the xxxxxxxx. 

The cost of the weekend (Friday night dinner, Saturday night Awards Dinner, Saturday and Sunday 
breakfasts) is £165 per person.  For a one night stay dinner, bed and breakfast on Friday or Saturday 
is £86.00.  Additional nights (Thursday and/or Sunday) are available for £60.00 per person per night 
bed and breakfast two sharing or £65 for sole occupancy of a single room or £70.00 for sole 
occupancy of a double room. 

A deposit of £20 is required per room. 

[Hotel name] 
[Hotel address] 
[Hotel telephone (direct number, and booking number if different)] 
[Hotel Email address] 
[Hotel web-site] 

Nearest train station: xxxxxxxxx 

Things to do: 
[list of various places of interest, listed distance from hotel] 
There are lots of shopping opportunities nearby at xxxxxxx. 

Add picture of hotel here?
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14. APPENDIX E:  RECENT CONVENTION STATISTICS 

(Various Sections refer) 

Every convention will be different, but the examples shown below are given as a general guide. 

2008 Convention at Kegworth 
152 Registrations 
270 Day visitors 
£2,882 turnover 
£964 profit of which £461 was from raffle 

2014 Convention at Bournemouth 

Attendees 
Rooms booked: 87 
Residents: 130 
NMRA Day visitors: 60 
General public: 30 

Income 
Registration income from delegates: £1,045 
Income from Day visitors (NMRA and general public): £662 
Raffle income: £754 
Bring and Buy income: £135 

Expenditure 
 Layout expense: £840 
 Other expenses (badges, postage, printing, website etc) :£210 

Gross surplus: £1,545 
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15. APPENDIX F:  FINANCIAL STATEMENT 

(Section 8 refers) 

Example Convention Income and Expenditure Account

Income

Registration fees

Advance bookings  £   0.00

Day visitors  £   0.00

Net Registration 
fees  £   0.00

Raffle

Ticket sales  £   0.00

Less purchase of tickets  £   0.00  

Net Raffle profit  £   0.00

Bring and Buy table income  £   0.00

  

Total income  £   0.00

Expenditure

Layout expenses  £   0.00

Registrar's 
expenses  £   0.00

Programme printing  £   0.00

Website  £   0.00

Other expenses  £   0.00

  

Total expenditure  £   0.00
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Net income/expenditure  £   0.00
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