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KEY CONSIDERATIONS:

 Who can stage a Region or Themed Meet?
 When can Meets take place?
 Where can Meets take place?
 What support is available?
 What is a suitable venue?
 What should the ideal content be?
 Are there any other issues that should be considered?

Who can stage a Region or Themed Meet?

Any Recognised British Region Group, (broadly a group of at least 5 NMRA
members with at least 80% NMRA membership) or any group of NMRA members
of good standing can organise a Meet.

Remember that there is a financial incentive to Recognised Groups when staging
a Region or Themed Meet – you can share any profit 50/50 with Region.

If in doubt contact the Meets Officer who will advise you.

When can Meets take place?

There are currently two Region Meets each year, in Winter (usually January) and
the Spring (usually April through June) and Themed Meets may take place at any
time. No Meets should be organised to take place within 6 weeks of the Annual
Convention (normally held in September or October, though more commonly the
end of October). The Meets Officer will guide you on preferred dates/times of year
etc.

Where can Meets take place?

Region and Themed Meets can be held in any part of the country, at a suitable
venue. The location and venue must fulfil the need to provide an event that can
be enjoyed by as many members as possible (see below).

In short nothing is ruled in and nothing is ruled out – each case will be considered
on its merits.
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What support is available?

The Meets Officer will be more than happy to provide advice and guidance
beyond this Guide, based on past experience. In addition, the Region’s BOD
provide financial support in the provision of a loan of £50 towards costs which is
only repayable if profits exceed £50 and all insurance is arranged and paid for by
Region. There are separate Policy Documents that deal with these two aspects
and should be obtained from the BOD, Meets Officer or downloaded from the
Region’s website.

The Marketing Co-ordinator is also available to provide any marketing support and
advice.

Before you start, make a check list,

This is best done early in the process of considering a venue or thinking about
putting a meet on. Have a date in mind - the Meets Officer will help you here as
you may well be asked to run one of the following. Check and make sure your
meet will not clash with other exhibitions/shows or other NMRA BR group meets
within, say, an 80 mile radius.

A sample checklist is at Appendix 1.

What is a suitable venue?

Refer to the checklist at Appendix 1 for some thoughts on this.

In essence, the venue should be sufficiently large to house an ideal Meet, be
close to public transport links and be accessible to all, including disabled persons.

What’s next?

When you have found a suitable hall, what next?

Before doing anything else, you must get the go ahead to run a Region Meet. To
do this, you will need to show the Meets Officer that the venue is suitable. This is
not as terrible as it sounds - you can do this with an outline of its location, a close
to scale drawing of the hall which clearly shows the rooms/hall sizes you are
intending to use, along with parking and unloading areas and distance from the
hall along with public access and if at all possible some photos.

We ask you to do this because some halls in the past have, from past experience,
been clearly unsuitable for a Meet.
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What should the ideal content be?

Traders: It is up to you who you invite - you are not obliged to have anyone in
particular, it’s your choice! But they should, preferably, be members of the
NMRA. Try to get a broad range of railroad hobby related traders. Do not overdo
the trade content as you can only have so many traders selling the same thing (I
am sorry to say but some traders will try and bully you into coming - don't let them,
it’s your Meet).

Make sure they also know that they will be expected to provide a good raffle prize
(at least £25 worth) as we do not charge them a stand fee to attend! Most, if not
all, traders now know this.

Layouts: This again is your choice, but remember you have to pay them
reasonable petrol costs. It’s a good idea to keep a tight rein on this as a Meet will
soon be out of pocket if you have too many layouts from long distances. Try and
keep them local. If you need any help with finding layouts always ask the Meets
Officer who will gladly help.

Obtain details of the layouts from the owners including insurance value (see
‘Insurance’ below).

Bring & Buy: This has become a traditional feature of Meets as it provides an
opportunity for members to trade unwanted items at reasonable prices. These
might be booked in advance and then ‘first come first served’ on the day.
.

Cost of Hire: The cost of the hall is a big factor in putting on a meet apart
from, whether the hall big enough. You can expect anything from 60 to 150
members to attend, so allow for this in your budget.

Insurance: You will need to have insurance arranged before the Meet can take
place. All you need to do at first is get in touch with the Region’s Secretary who
will explain what is needed, make sure you do this at least a full two months
before the Meet (it can be arranged later but advance notice is helpful to all
concerned) . One of the questions you will be asked are insurance costs of all the
layouts attending (the layout owners will tell you this) along with details of any
individual item exceeding a certain value (usually £200).

Otherwise use your imagination, within reasonable costs, to make this a
memorable Meet.
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Are there any other issues that should be considered?

It is recommended that you create a budget at an early stage, to show what
you intend to spend and what you anticipate the income might be. Use the
Budget Sheet in Appendix 2 to help you.

Remember that Region will pay for the insurance through its usual channels
and offer a £50 loan that may become a grant. Here are some further
guidelines on pricing etc to assist the organiser.

Entry fee and times: This depends on the hall hire and other costs.

As a guide you should be aiming to charge members around £3.00 and non-
members at least £1.00 more You should not charge for a member’s partner or
children under the age of sixteen as an act of goodwill.

You may also want to restrict non-members admission for one or two hours after
members. This shows a clear benefit of NMRA membership

Raffle: It is a very good idea to hold a raffle as it can mean the difference
between making a profit or not. Suggested charge, based on using books
cloakroom tickets is £1.00 for a strip of five tickets.

Most, if not all, of the prizes will come from the traders who are attending so
it’s important that they give you reasonable prizes, not unwanted or unsellable
rubbish.

Food/Drinks: Again this is up to you and how much things have cost you to
buy. But try to keep prices reasonable e.g. tea/coffee 50p to 60p per cup. If you
decide to provide sandwiches, etc. you should find someone who has received
training in food hygiene to advise you.

Bring & buy tables: Again you can charge what you like but keep it
reasonable, for example £5.00 per 4x2 space.

NO traders are allowed in the B&B area.

You may have a limited amount of space for B&B so make sure you let members
know the tables are on a “first come, first served basis”
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What to do now!

Before the Meet

 Set a date, agreed with the Meets Officer, if you have not already done so!

 Invite traders (remember, this is totally your choice and yours alone) - when
you write inviting them, make sure to let them know the latest you are
prepared to wait for them to confirm. This way you are not left hanging
around not knowing if a trader is coming or not! Also let them know they will
be asked to give a reasonable raffle prize to at least the value of £25.00
and that they must insure their own stock against theft and damage.

 Invite layouts (try and use local ones to keep costs down) same rules as
above! (Apart from the raffle).

 Think about having some modelling demos or clinics.

 Ask the Achievement Programme chair or contest reps if they would like to
arrange something.

 You will need to allow for bring + buy tables. Use your discretion on this as
it depends on hall size, but about ten tables of 4x2 or split a 6x2 in half
should be fine. They should be on a first come first served bases. No
traders on B+B tables.

 Advertising. This is VERY important - let the Editor of Roundhouse
know as soon as you can and try and get the Meet into Roundhouse for at
least two issues before the event.

Give the Meets Officer all the details as soon as you have them finalised
and he will try and get something into Continental Modeller near the date of
the Meet. This will help not only remind members but also anyone who is
interested in joining.

Make sure the details go on the Region’s web site www.nmrabr.org.uk and
inform the webmaster (see Directory for details) and the Yahoo discussion
group (contact Nobby Clarke).

Consider the design, print and distribution of flyers prior to the Meet.

Consult the Marketing Co-ordinator if possible (see Directory for details).

http://www.nmrabr.org.uk/
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On the day

Before anyone else arrives

Get into the hall before any traders or exhibitors. This is where your floor plan
comes in to its own. Mark out the floor so you can easily identify who and what
goes where (use marking tape with an A4 sheet of paper clearly marked with the
trader/layout name on it which is placed in the middle of the marked out area).

You will need
people to man the door, take admission money, etc.
stewards to help people in & out with layouts and traders.
someone to sell raffle tickets.
change and plenty of it.

Make sure you have an up to date membership list to check members when
arriving – contact the Membership Director for this in advance of the Meet.

Catering - you will need a team for this.

Try and keep this in house then the Meet gets the profit. If you have to ask an
outsider to do this, then get a clear list of charges before you give them the go
ahead.

What you offer is up to you but here are some suggestions (with prices)

Hot drinks tea/coffee 50p to 60p per cup
Hot dogs/burgers - these sell very well £1.00 to £1.50 -
Sandwiches: Keep them simple ham, ham + cucumber , cheese,

cheese and pickle/tomato.
Cakes a mixture of cakes sell well, but do not over do it

it all comes out of your profit in the end.

Do not forget the Meet does not end when everyone starts
packing away, you will need help clearing up when they have all
gone!
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Last but not least “PROFIT”

The idea of a Region Meet is to make a small profit, for you the organising group
and the Region. Any profit made is split 50/50 between you and the Region,
provided that you are a Recognised Group. To help you a suggested Meets
Budget Planning Sheet is attached at Appendix 2. It can be used in printed format
or it is available as an excel sheet from the members area of the NMRA BR web
site.

Profit cannot be shared with individual members – it must always be for the
benefit of a Group. Not forgetting the insurance cost is met in full by the Region,
you should prepare a brief financial statement of income and expenditure – a
suggested form is attached at Appendix 3.

You should send the Region’s part of any profit to the Region Treasurer as soon
as possible after the end of the Meet, with cheque made payable to the “NMRA
British Region” with a copy of the financial statement. If the Meet makes a loss
the Region will cover this BUT if you are careful with your expenses this should
not be a problem. Few Meets have made a loss in recent years.

Well, this should help you get up and running. Please contact the Meets Officers
as soon as possible to talk about your proposed Meet.

Author: Nobby Clarke
Meets Officer

Revised and updated with further contributions from Mike Arnold, Patrick Grace, Jock Graham, Mike Hughes: Feb 2009

© NMRA British Region. All rights reserved.
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APPENDIX 1

CHECKLIST FOR MEETS ORGANISERS

 Find a suitable hall (if you have to go up a lot of stairs or the main display
area is on the first floor, even if there is a lift, look again!). Consider
transport links etc;

 Is the hall easy to get into, do not forget layouts need space to be turned
etc.

 The size of the hall - is it big enough? An ideal minimum is xxxxx sq feet.

 Is there plenty of parking near by?

 Is it easy to find?

 Unloading - is there easy access to the hall so that traders/layouts can be
easily unloaded/loaded?

 Are there enough power points (you will need cables, if not – you may need
them anyway);

 Is there any place for food and drinks to be served/prepared or is the venue
near a pub/shops etc?

 The cost of hire – anything in excess of [£300] is likely to prove prohibitive;

 How long can you have access to the hall, i.e. what is the earliest you can
start set up and what time does the hall have to be cleared by? You will
need to allow at least two hours before and after the meet opens/closes to
set up and break down layouts /traders.

 You will need help organising the Meet so make sure there are at least
three of you for the planning stage, and you will need an additional small
team on the day!

 Make a detailed floor plan so you know just how much room you have
include all plugs sockets. This will be invaluable later on!

 Do you need to have additional rooms for other activities such as Bring &
Buy, a business meeting or to accommodate catering or RPM tables?

 Draw up a budget to project expenditure and likely income
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APPENDIX 2

The following planning sheet can be used as printed below or as an Excel Spreadsheet

available from the Members area of the NMRA British Region web site.

NMRA Meets Budget Planning Sheet

Meet at

Hall Costs
Hire £0.00
Other £0.00

Total Hall Costs £0.00

Layout expenses

No of operators/helpers 0
Refreshment per operator £0.00

Total ref costs £0.00

Fuel costs £0.00 £0.00

Raffle costs (tickets, etc) £0.00 £0.00

Other costs 1 £0.00
Other costs 2 £0.00
Other costs 3 £0.00
Other costs 4 £0.00

£0.00

Total Costs £0.00

Admission Charges
Member £0.00

Non Member £1.00

Member / non member 80%

Break Even numbers 0

Member 0
Non Member 0


