Planning a successful NEMF foray
Suggestions from Ursula Hoffmann, 2002 Foray Chairman, 2003-06 Secretary,

Dorothy Smullen, recorder, 2002-05 President

Timeline:

One year in advance:

At the NEMF Foray the year before you host yours, someone from your club needs to advertise it – so you need to know the place and the date (make sure it does not conflict with other major forays) – pictures and maps work well in a presentation.

The program chairman needs to contact mycologists, inviting them provisionally.

No later than January, your budget proposal should be sent to the Executive Committee for approval. Only then is your foray ready to go.

By February, the registration form should be ready for publication: on nemf.org and in all newsletters – also for the Executive Committee, trustees etc. (contact lists are on nemf.org).

Mail a registration form to every guest mycologist – a special form is nice stating that the presenter need not pay but companions do.

Publicity: Send announcements to NAMA, the Mycophile…. Many people make their summer plans early. I have received e-mails since November.

At the Foray: the foray chair needs to report to the trustees on the foray: number of registrants, problems, successes, and how the foray is doing financially. The Foray chair needs to give a list of names to the treasurer, with amounts due or to be refunded. The treasurer can write checks then and there, for honoraria, refunds etc. and, together with the foray chair, OK and pay the bill of the hotel or university.

After the Foray: the budget has to be finished and e-mailed to the members of the Executive Committee.

You need to do most of the following initial steps concurrently and way in advance.

Create a foray committee:

Initially, the following chairmen are essential:

a foray chairman – make sure to get the NEMF Manual from the previous foray chairman

two registrars

a walks chairman

a program chairman.

(You could recruit people from other clubs. (Example: the foray hosted by New Jersey had a registrar from Eastern Pennsylvania.)

Later on, you also need people for sorting, sales, awards and hospitality. Publicity.

​​

The following people are the essential regulars– make sure to invite them early and ask them for their needs re. space and equipment:

The exhibition/display chairman (Walt Rode) who also has the signs

Recorder (Dorothy Smullen), Database Manager (Gene Yetter)

Sorting: John Plischke III is excellent. Volunteers are needed to fetch and carry, and clear tables for the next collections.

You need to find a site, such as a resort or conference hotel or a college campus, and check with the conference manager: 

get a sample contract

deposit, deadlines, cancellation fee, fewer or more registrants, meal tickets…

rates for room and board, 3 nights, 140+ people, typically in a double room, rates for children

perhaps a special banquet dinner for Saturday night

rules about smoking and drinking – also put them in registration confirmation and program

insurance included?, required from us (in this case check into costs)?

Conference space needed:

registration area

sorting and display rooms, with tables (ask Walt Rode  & John Plischke III)

nearby: lockable room for the recorder, the database manager, and mycologists (with tables, good light, lots of outlets, and at least one connection to the internet)

lockable sales room (table space?)

at least 2 rooms for lectures and workshops, with ? – depends on the program. Rooms for workshops may need lots of outlets, running water, etc.

a room for 200 people to accommodate everyone for the evening programs – it should have a lectern, a microphone, a screen, projection capability from slide carrousel or laptop etc.

Technical equipment: does the facility insist on renting its own equipment, or can you bring in your own? The latter, I hope, which is much cheaper – if so, check around to see who owns and is willing to lend – or rent.

If the program includes mycophagy, there must be a kitchen and a place to serve the samples.

If the program includes a microscopy workshop, you need a microscopy lab.

Space for socials: check on the facilities’ rules re. supplies (food & drink: can nemf provide?)

Smoking rules. Rules for room keys; cost of lost key.

Banquet – if on Program (provided, purchase at a bar or bring your own wine/beer?) 

You need to set dates:

To get the number of registrants you need, or more, the dates of the NEMF Foray should not conflict with those of NAMA or major forays of nearby clubs.

Estimates needed for budget calculation:

Keep in mind that you discourage registrants when the price is too steep and that you run in the red when the price is too low. NEMF needs not make money on the foray but also should not lose money.

Get a proposed budget from all committee chairs. If OK, tell them you will hold them to it.

The walks chairman and his/her committee need to scout out walks for half day and full day forays. He/she needs then needs to check with nearby bus companies to get prices, as well as sample contracts, preferably very flexible. When decided (this also depends on the number of registrants but some walks can be car-pooled), the contract should be signed well in advance, and the total cost estimate is needed for the budget (see below).

Awards:

If you decide to give awards, an awards chairman is needed. Typically, awards are donated by the clubs and vendors, and perhaps one award for the foray chairman is purchased. Budget $100.

Sales:

If you decide to have sales, find a sales chairman and determine policy -- rent for table space or a small percentage of net or a donation for the awards ceremony. The sales chairman should contact vendors – if they are interested, find out table space required and mail the registration form.

Budget calculation -- assume 140 registrants – it takes a lot of work to get more:

Use Excel which everyone can use.

Site cost for everything, for 140 registrants

$1000 cushion

Xerox, postage, phone, name tags and holders

Sorting and display supplies: id tags, pens or pencils, small and large paper plates (ask Sandy Sheine and John Plischke III)  [let the next foray chair know who stored the leftover supplies]

Collecting supplies: wax paper bags, brown paper bags – you could supply for free or charge

Cost of busses (typically the largest item in the budget)

$100 awards committee

Mycophagy and Socials

Program printing

additional costs, e.g., for equipment rental or a tent?

Sum the above to totalcost 

Notes:

Sam & Ruth Ristich are honored guests.

Maximum 10 professionals: they get free room and board, double occupancy, and $100 honorarium each (but all the professionals’ spouses or companions register at full price.) Other presenters of workshops typically are regular registrants but get an honorarium.

Provided the foray is not canceled, it is expected to fully compensate the following 11 Key Posts:

Foray General Chairman, Registration Chairmen (2), Program Chairman, Walks Chairman, Exhibition Chairman (Walt Rode), Recorder (Dorothy Smullen), Database Manager (Gene Yetter), Executive Committee (3) – for a total of 2+10+11=23. – the NEMF Manual states that some of these should be conditionally reimbursed but I believe they should be fully reimbursed.

Divide totalcost by 117 ( that is the registration cost per person (140–23=117)

Add $75 or $80 conference fee to registration cost per person (
Cost for regular registrant, per person.

Do you accept campers and commuters? Add up cost of meals and a good-sized conference fee if they come for just one or two days. (You lose money if you let commuters come for free.)

--------------

E-mail your budget proposal to the Executive Committee:

(Excel spreadsheet format recommended – should be readable by all)

No later than January of the year of your foray.

Registration form:

When the budget is approved by the executive committee, the registrars should design a registration form that is easy for the registrant to fill out and for the registrars to process (forms of prior forays are available on nemf.org, in Archives). Don’t use color (too expensive for the clubs to print), fit it on two pages which can be printed a single sheet of paper back to back. Word format is recommended. Submit it to the Executive Committee for approval.

No later than February, an invitation and the approved registration form should be sent to the clubs: trustees, presidents, newsletter editors, for inclusion in the spring newsletters.

Someone, such as the foray chairman or a person in charge of publicity or the registrars, should send announcements to NAMA, Mycophile, and throughout the spring, repeat announcements to the clubs affiliated with NEMF. Personal e-mails and telephone calls also help to get registrants.

E-mail the registration form as well as a come-on, photos, list of contacts, maps, travel directions, etc. to ursula.hoffmann@lehman.cuny.edu -- to put on the nemf.org website.

Publicity: It is really important to advertise the foray -- repeatedly.

Make sure your registration form is ready early in the year so that it can be included in every club newsletter in the spring when people make their summer plans. Later on, the newsletter editors can forward a message from you to the members by e-mail. Include the link to the NEMF site.

Send an announcement to NAMA and to the Mycophile. Perhaps a paid ad in Mushroom The Journal.

Remember, everyone is welcome (not only the members of affiliated clubs).

Send e-mail to all club contact persons and trustees, asking them to register and to encourage their members to go to your foray.

(Note: go to nemf.org for club lists.)

Get an article into the local paper, and invite local teachers to come for free (but no meals) to Saturday events and Sunday morning display table talk. NEMF’s mission is to educate.

Program chairman: 

Send letter of invitation and later, the registration form, to the professionals. Invite them early

– they are busy people and in demand by many other clubs.

Tell them they are expected to do either a lecture or a workshop and help at the sorting tables (identification and interaction with amateurs).

Ask them to let you know what they require, such as projector from laptop to screen. If they require equipment you will not be able to afford or provide, inform them early so they have time to change the format of their presentation.

Invite the members of the executive committee.

Invite the regulars: Display (Walt Rode), Recorder (Dorothy Smullen), Database Manager (Gene Yetter).

Eventually, produce your program. (Samples in nemf.org archives.)

Include logo, rules, an emergency tel.no., times for registration, checkin/out, meals – locations with a sitemap, foray committee, list of presenters with short bios.

Every evening has a program for all attendees. The first one should start with a welcome by the foray chair and introduction of the special guests. The last evening should include the awards ceremony. (I loved the 2005 awards presentation – Jerry Sheine photographed every awarded collection, put the pix on Glenn Boyd’s laptop, and they were projected for the audience while the collector received the award.)  After the program, a “social.”

During the day, walks, one or more indoor events. Find one or two assistants to introduce the second or third presenter if you schedule two or three different day events simultaneously.

Don’t forget to schedule the Trustees’ Meeting and the VIP group photograph.

Allow sufficient time for walking from one location to another.

Walks chairman: Get a bus contract. You can save some money by scheduling some walks for carpooling provided they have space for parking. For the (school)busses, you also need to find space for turning around.

Form a committee of walk leaders.

Not recommended: a 3 hour walk that takes 2 hours driving time, leaving just 1 hour to collect, as an example. Don’t race a Porsche to time the distance, please. (Hey, I have been on some walks of that kind.)

Produce a list of all walks, numbered (the recorder needs NUMBERS) and chronological, from first day early bird walk to last day – half day and all day forays – with start and return time for each. Give a copy to the program chairman or the person that produces the printed program.

Create a brief description for each walk (habitat, degree of difficulty, county, distance, driving time). Write precise directions for each walk that the walk leader can use to direct the bus driver. Print copies of the complete walk list, with extras for people who may wish to come by car.

Each walk leader needs to tell the group when to be back at the bus and the driver needs to know.

Have rules on what to do when someone does not return to the bus on time.

Each walk leader needs to tell the group how to collect, and where to put the collections.

Post sign-up sheets for all walks. Make arrangements with the facility: whom do you contact in the evening for the number of box lunches needed for all-day forays the next day, and where and when do the forayers pick them up? Post and announce at dinner and breakfast.

Awards chairman:

Canvas all NEMF clubs for donations. At the foray, beg all vendors for a gift certificate or other donation. It does not matter what it is: the collectors whom you award love the attention. When I did the awards, presented on Saturday evening, I asked the professionals on Saturday noon (actually handed them a page spelling this out) to pick a collection in their field of interest, talk about it and announce the name of the collector. I put all the awards on a table in advance and asked each winner to pick one. Prepare an award for the foray chairman.

Registrars:

Make sure that the regform is easy for you to process – on a computer – Excel will work but a database is better. Early registration till 1 month before the start of the foray (specify the date). Add $30 per adult for registrations received after that date. Be prepared to find errors on the regform: some people cannot add. Or the amount on the check may be wrong. Or whatever. You will have to contact quite a few people to straighten out discrepancies. Also, each form requires signature (for the waiver), and date. Double check male/female before assigning a roommate.

Send an e-mail or snail mail letter of confirmation, with some information: Location and start of checkin/registration, time of early bird walk, directions for driving/bus/train/plane. Availability of transportation for people not coming by car.

Typically, people register at the last minute. Be tough about the cut-off date when the number of registrants is too low – in case the foray needs to get cancelled. But if the foray is a GO, be flexible about late registrants if the facility is flexible as well.

Report number of registrants to the executive committee regularly, and almost daily just before the deadline.

And you need a ton of diplomacy, patience, and a cheerful attitude – some people will complain, some will lose things, etc. etc. etc. Bring your laptop so you check people in, check on discrepancies, make changes.

Send a confirmation with time for Registration Open, instructions on what to bring (example: I went to a foray expecting soap in the bathroom and did not bring any), how to get to the foray, an emergency tel.no., etc. etc. For most people, you can e-mail this.

Contact the NEMF treasurer for arrangements. (Typically, you collect the checks for a period of time, and then you mail them to him. He has a checking account for NEMF.) In any case, he will pay all bills. 

Prepare an envelope for each party, with name, building & room number on the label; with nametag, room key, meal tickets, program inside – plus whatever additional handouts.

At the foray, post a list of registrants.

During the foray, one or both of you need to spend many hours at the registration desk and take turns at meal times.

Sorting:

I suggest John Plischke III.  Many assistants are needed to carry plates of ID’d collections to the display tables because the tables need to be cleared before the next groups arrive. 

Contact John Plischke III to get his suggestions on table space and supplies.

Every sorting table will show the walk number.

Also, one table is needed for “Edibles” for mycophagy. Another table is needed for “Aliens” – for fungi brought in from “Out of area” such as collected while driving to the foray.

The tables for the morning walks might need to be cleared before the afternoon collections arrive. The Program Chairman should try to get the professionals to the sorting tables for identification/verification when the collections arrive.

It would be good to have some tables and chairs where collectors can sit, put their collections on plates, fill out tags for each, and then carry the plates to the sorting table with the number of the walk.

Many trays and carts are needed to transfer specimens from sorting to recording, and from recording to display.

The collections:

Collectors put the mushrooms on paper plates, with an ID tag listing at least the walk number, on the tables identified by walk number. Here they get ID’d by a mycologist. Once ID’d, they get taken to recording. After being recorded, they get taken to the Display area.

So these three areas should be close together.

The tables in each area should have aisles between them to allow easy through traffic.

They should also be covered with paper or plastic to allow for easy cleanup.

Many trays and carts are needed to transfer specimens from sorting to recording, and from recording to display.

Garbage:

The facility needs to supply many garbage receptacles in the sorting and display areas that need to be emptied regularly. Should the garbage be sorted: paper here, mushrooms there, plastic and metal, such as empty water bottles or soda cans separate? If so, label clearly.

Clean-up committee for late Sunday morning. Wait until the chair has given the green light. Do not discard collections that say “Save.” Do not discard paper plates that are in good condition. The Display Chairman collects all signs and stands.

Socials: 

This needs a committee, space, rules on serving liquor – check with the facility contract

One of the main purposes of the NorthEast Mycological Federation Inc. is education. Here are two suggestions:

Invite the public for free, or for $5 admission at the door, to attend the last morning’s viewing and discussion of the display tables. Get this into an article in the local newspaper(s).

Invite local science teachers (K14) to a free walk/workshop/…/. Interest them in mushrooms, teach them, get them to incorporate fungi in their lesson plans, and make them aware of the materials available on the NAMA website: www.namyco.org/  (see p.2 of the 1/07 Mycophile)

Enjoy!

For additional suggestions, get in touch with people involved in prior NEMF forays – see nemf.org archives.

Please let me know if you can think of an issue or problem I forgot to address.

Ursula Hoffmann, Sept 06-Jan 07

e-mail
Ursula.hoffmann@lehman.cuny.edu

phone
212 288-5460

P.S. I am a very good proofreader. Feel free to ask for my help.
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