Pacific Coast OrigamiUSA Conference - A Guide

Revised October 30, 2011
OrigamiUSA’s MISSION STATEMENT

OrigamiUSA will be a national organization with well-defined, mutually beneficial relationships and communication with the origami community.

Goal of the Pacific Coast OrigamiUSA Conference 

1. To provide an opportunity for members of OrigamiUSA and other paperfolders to get together in a location geographically situated on the Pacific Coast side of the US.

2. To raise funds to support OrigamiUSA operations.

Conferences referenced to develop these guidelines include OrigamiUSA Annual Convention, all previous PCOCs beginning in 1997, and two Origami Science Mathematics & Education (OSME) Conferences held in California.

Description of Key Requirements for PCOC
PCOC needs space for:

· All attendees to gather in one location

· 10-15 concurrent classes

· All night folding area for Friday and Saturday evening

· An exhibition of origami work by attendees.

· A store for origami books and papers

· An office for core committee to work – usually the hotel suite for the committee members

· One main dinner on Saturday evening, plus reception on Friday evening, and a possible welcome reception on Thursday evening – and all meals should be in a different room than the main rooms

· Friday seminars
Venue Criteria: 

· Within a reasonable drive from a major airport, with public or hotel transportation options.

· Non-conference expenses are reasonable

· Room rates around $100-$150 a day

· Easy foot access to shops and restaurants 

· Security for attendees and materials, e.g., lockable rooms, rooms not easily accessible by public, etc. 

· Optional: exhibition area that can be made accessible to the public

· Full RFP (request for proposal) will be provided by the Core Team
Accommodation Options tried in the past

1) Attendee and Session Accommodations on same site

· Hotel (S.F., San Diego, Phoenix, Vancouver, Bellevue) – note that when a hotel is used, we normally guarantee Food & Beverage costs and room nights booked in lieu of payment for conference space. 
· Conference Center with housing (3OSME at Asilomar in Monterey)
· University campus with on-site dorms (NY)
2) Attendee and Session Accommodations in different locations

· Public/Private school campuses in one block radius - San Francisco 1997

· University campus with hotel within five minute drive (4OSME Pasadena), with transportation provided by us
Food & Beverage - Catering – This is normally used as a negotiating point with hotel

· Pre-conference Receptions

· Dinner (sit-down or buffet) and stage area for Saturday night

· Optional: Lunches for Saturday and Sunday – typically boxed lunches 
· Optional: On site refreshment availability of beverages and snacks

Side endeavors that have varied from year to year:

· An external exhibition: San Francisco – Locations throughout Japan-town; San Diego – Mingei Museum; Vancouver – Pendulum Gallery; Bellevue – Bellevue Mall
· A publication: San Francisco - Millennium Dragon Challenge; Phoenix - Origami Play; Bellevue – PCOC Book
· A folding challenge on a particular topic [no prize just the joy of being part of it]; - New York: crabs, ships, plants; Phoenix: Phoenix, shade; Vancouver: table centerpieces; Bellevue: rain.

Special / Featured Guest:

A featured, invited guest is not a requirement of PCOC. With a small attendance, the expenses of a special guest can become prohibitive. At previous PCOCs, we have had a guest artist thanks to a combination of sponsorship from within the origami community and the efforts of the PCOC organizing or local committee. Typically an invitation includes paid airfare, hotel accommodations and full amenities of PCOC registration, and any VIP treatment that the local area group can provide.

Post-Conference Sightseeing Trip (not required but nice to have):

Optional tour to visit unique areas of interest to paperfolders and their guests: San Francisco – wine country tour, tour to paper stores and papermaking studio; Phoenix – overnight trip to Grand Canyon; Vancouver – tour of Granville Island studios; Bellevue – Glassmaking studio visit and Seattle tour. Local group should pursue, and, where possible, all tours should be handled by a travel agent who will be responsible for all arrangements. 
Timing:

· The Pacific Coast Origami Conference shall be held between September and March of any given year. A window of five months is to be left as a competition buffer to protect the OrigamiUSA Annual convention held in June. Most have been held in September-November.
· Ideally, each conference location shall be determined four years in advance, to enable pursuit of exhibition space, local sponsorships, etc. 

· Publicity materials should be available at the NY convention of that year, and local team representatives encouraged to attend that convention. At minimum, basic descriptive information should be up on the website by then as well.
Target Audience:

· Any paperfolder in the world.

· Projected attendance - 200

Ensure inclusiveness by keeping attendee expenses down and travel time to a minimum. 

· To date, conference fee Early Registration has been kept under $200, with a la carte registration under $250. This will be revisited for each conference, with an effort to make the conference affordable. 
· Transportation to/from hotel reasonable

· Food options at reasonable prices
Marketing:

· OrigamiUSA members - 1500

· OrigamiUSA Website 

· OrigamiUSA newsletter: The Paper
· Special mailing of postcards when on-line forms are available
· Alert international origami societies:  BOS, Deutchland, Japan... Etc.

· Press releases
· Local group publicity

Other marketing techniques to consider for future:

· Magazine articles (need 1 year advance placement)

· Postcards in paper stores
· Announcements included in packaging of purchases from The Source. 
ADA Compliance

· Location must be fully compliant

· All associated housing must be fully compliant

· Ideally, compliance should not necessitate involving hotel personnel
Conference Operations

Rules of thumb -  

1. Enough breakout rooms with the capacity of 20+ people to allow all attendees to be in a session at the same time.

2. A Great Room – A gathering place to accommodate general folding for attendees between classes and has typically contained:

· Information center

· Teaching supplies

· Session schedules

· Lost and Found

· Volunteer schedules

· Ticketing for classes

· Tourist information

· Model Menu

· OrigamiUSA Banner and signage

3. Silent Action (May be in a separate, lockable room)

4. Exhibition of attendees’ origami  (May be in a separate, lockable room, and may be accessible to the public during pre-determined hours)

5. Origami Store (May be in a separate, lockable room)

Collateral Materials:

Logo and Trademark is the “Kasahara Peacock.”  Each PCOC’s unique image will be designed to include the name of the conference location, and other items that reflect the nature of the particular locations.

Materials imprint will include:

· Name tags

· T-Shirts

· Denim shirts (optional)

· Bag 

· Pen (optional)
· Buttons (optional)
· Other trinkets significant to the location
Survival Kit to be given to each attendee will include:

· Tote Bag

· Plastic Envelope 

· Package of 6” kami

· 20 sheets each 6” and 10” foil, and 10” kami

· Teacher Evaluation Forms

· Suggestion Forms for next PCOC

· Don’t Get in Over Your Head sheet, with information about folding levels

· Information about concurrent events, such as outside exhibitions

· OrigamiUSA membership information

· The Origami Source list and order form

· Pen, Button and/or other notions

· Sponsor list

· Attendee list
Expenses reimbursed:

· Where possible, all payments should be made from the OrigamiUSA Home-Office. 

· Local group will be reimbursed for all expenses incurred to procure materials, subject to approval of core team.

· Parking is not normally provided, although all effort shall be made to get comp’d parking from the location for volunteers.

· Comp rooms will be used to offset the suite used by the core team.

· Airfare for one member of the core team to review potential hotels.

Sponsorships:

· All materials will include references to OrigamiUSA.

· Local sponsorships may be pursued by the local group, and used to offset volunteer parking and expenses, special guests, receptions, etc. 

· All donations, whether in cash or in-kind, will be acknowledged in the program materials. Sponsorships at a higher level of recognition will be decided by the core team. Potential conflicts of interest between OrigamiUSA and vendors shall be discussed specifically, and, if required, referred to the Board of OrigamiUSA.

Sorry Kits:

Sorry I Can’t Attend Kits should be made available to people who cannot attend, including contents of Survival Kit and t-shirt. Material should be collected by volunteers before convention, and boxed and mailed immediately after convention by local volunteers. 

Roles and Responsibilities

The planning and implementation of PCOC is a cooperative effort between an experienced core team from OrigamiUSA, and a dedicated group from the event location. The OrigamiUSA core team has created protocols and methods to manage most aspects of registration, class scheduling, and ticketing. The actual tasks assigned may vary depending upon the skills and experience of all volunteers involved.
Note that the Core Team and Local Team should work together, with no surprises in either direction. Therefore there should be frequent communication between the teams, with conference calls at key points (perhaps one year prior, six months, three months, one month, two weeks), with other meetings as needed. 
OrigamiUSA Core Team

· RFP for Hotels

· Hotel Selection

· Registration – forms, processing payments, pricing
· Class Schedule, teacher scheduling

· Ticketing: tickets and signage

· Optional: Origami store

· Insurance requirements

· Financial responsibilities

Local Area Group

· Establishment of short list of potential hotels with assistance of local Business Development group, such as Chamber of Commerce

· Hotel Selection - assist with maintaining a relationship with Hotel Personnel.

· Coordinate volunteers

· General information/conference schedule

· Signage and ambiance

· Pre or Post conference tours

· Local area information

· T-shirt / bag design 
· VIP care 

· Silent Auction
· Expense recording
· Building and mailing of Sorry Kits
· Material receipt and storage
· On-site ticketing
· On-site registration
Other tasks worked on jointly

· Web content (on OrigamiUSA website)
· Core Team creates web pages, online registration forms, information collection forms

· Local Area Group provides information content to website editor for posting
· PR

· Logo development

· Budget and finances
Specific volunteers (local or core team) to be established 

Registration (normally done by Core Team)
· Function: 

· Receiving and processing attendee registration information into a provided database

· Assigning lottery numbers

· Sending confirmations

· Problem resolution

· Export of information to person handling name tags, etc.

· Timeline and effort: 

· At least one month of intense work, at least one hour+ per day

· Starts about one and a half months prior to PCOC

· Information must be input regularly, on a timely basis

· Knowledge Requirements:

· Knowledge of Access helpful but not essential, but a copy of Microsoft Access must be available

· Some information will be downloaded from the website, and knowledge of Excel is required to receive and manipulate data

Teacher solicitation (normally done by Core and Local Teams together)
· Function:

· Email volunteer teachers to finalize information

· Telephone those volunteer teachers who do not have email available

· Assist teachers who are not sure what to teach with suggestions and resources

· Collect information into a spreadsheet or database

· Timeline and effort:

· At least one month of intense work, at least one hour+ per day

· Starts about one and a half months prior to PCOC

· Information must be input regularly, on a timely basis

· Knowledge requirements:

· Knowledge of models and skill levels

· Database or spreadsheet for collection of data

· Knowledge and availability of email

Class schedule (normally done by Core and Local Teams together)
· Function:

· Receive information from person collecting data on teachers and classes

· Create schedule, considering folding level, class size, class length, teacher requests (i.e., AM vs PM), and making enough seats available for all attendees

· Enter into database for generation of tickets, etc. 

· Enter into spreadsheet for visual schedule

· Timeline and effort:

· Approximately two weeks of intense work, at least two to three hours per day

· Starts about two weeks prior to PCOC

· Information must be available at least one week prior to convention

· Knowledge requirements:

· Extensive experience with Excel

· Familiarity with Access

Tickets, name tags, etc. (normally done by Core Team)
· Function:

· Receive files from volunteers recording registration and class information and load into existing Access database

· Generate class tickets, name tags, attendee lists, etc., using existing Access database 

· Timeline and effort:

· Approximately one week of intense work, from two to four hours per day

· Starts about one week prior to PCOC

· Knowledge requirements:

· Extensive experience with Excel

· Familiarity  with Access

Public relations (normally done by Local Team)
· Function:

· Develop master list of media outlets

· Develop press releases

· Handle responses from media

· Schedule interviews, etc.

· Develop press kits for conference

· Receive and escort press representatives

· Timeline and effort:

· Light work load for year before PCOC

· Intense work for several days prior to PCOC

· Restricted access to class time during PCOC

· Knowledge requirements:

· Experience with press relations and releases

· Writing ability

· Outgoing personality

· Knowledge of PCOC history, format and plans

· Knowledge of OrigamiUSA 

Accounting (local)

· Function:

· Maintain records on all local expenses

· Work with vendors, etc. who have financial relationship with PCOC

· Ensure that all information is maintained in accord with accounting methods and standards used by OrigamiUSA Home-Office

· During PCOC maintain small petty cash fund for small reimbursements

· Timeline and effort:

· Light during year prior to PCOC

· Somewhat higher during weeks before, and during PCOC

· Knowledge requirements:

· Accounting background

· Knowledge of Excel or other spreadsheet

Form design (normally done by Core and Local Teams together)
· Function:

· Modify the website design as needed for items unique to current PCOC

· Design the paper forms needed for registration, information, and all other items required for PCOC

· Test
· Timeline and effort:

· Short but intense work approximately three months prior to PCOC

· Knowledge requirements for paper form:

· Graphic art

· Graphic software such as InDesign that can create pdf’s.

Signage (normally done by Local Team)
· Function:

· Develop and generate signs for site

· Hang and remove signs

· Timeline and effort:

· One to two months prior to PCOC, do walk-through of site with hotel staff and team members with knowledge of logistics plan

· Work with team to decide on signage details and locations and with hotel to determine arrangements and limitations (e.g., easels, permanent inserts outside rooms, use of tape, etc.)

· One week prior to PCOC, generate signs

· On-site, generate corrections and ad hoc signage

· On-site on first day, hang signs 

· After PCOC, remove signs

· Knowledge requirements:

· Knowledge of Word or another software program for sign generation

· Physical ability to walk site and hang signs

Teaching materials (normally done by Local team)
· Function:

· Receive information from teaching coordinator regarding special papers

· Order special paper as appropriate from The Source, etc.

· Cut papers to size, as needed

· Timeline and effort:

· Several hours in week prior to PCOC

· Knowledge requirements:

· Use and availability of paper cutters

Exhibition (normally done by Local Team)
· Function:

· Coordinate exhibition information received from attendees

· Design exhibition area and communicate furniture needs and room set-up

· Set-up on-site exhibition

· Create identification tags for exhibitors

· Timeline and effort:

· During month and a half prior to PCOC, approximately four hours per week to receive and record information

· During two weeks prior to PCOC, approximately eight hours per week to organize and diagram layout

· Intense during on-site set-up

· Knowledge requirements:

· Artistic eye

· Knowledge of Word or other word processing software to generate tags, and Excel or other spreadsheet for organizing information

· Ability to create layout in computer-readable form for presentation to hotel and other staff 

Model menu (normally done by Local Team)
· Function:

· Construct wall designed by V’Ann Cornelius

· Receive and identify all models

· Build model menu tags, using labels provided by volunteer handling class database

· Timeline and effort:

· Medium during week prior to PCOC, perhaps one to three hours

· Intense during day of set-up on-site

· Knowledge requirements:

· Artistic eye

· Knowledge of modular construction

Volunteer coordination (normally done by Local Team)
· Function:

· Build grid of volunteer requirements from volunteers handling various areas of responsibility

· Receive and record volunteer information from registration

· Contact volunteers and assign appropriately

· Communicate assignments to people in charge of areas

· Timeline and effort:

· Light during six months prior to PCOC, approximately one hour per week

· Intense during two months prior to PCOC, approximately one to two hours per day

· Knowledge requirements:

· Ability to coordinate between many volunteers handling areas of responsibility and those offering to work during PCOC

· Knowledge of Excel or other spreadsheet

· Knowledge of mail merge to generate confirmations to volunteers and those handling areas

· Knowledge of and access to email

· Access to unlimited long-distance telephone service desirable but not essential

Survival kit construction (normally done by Local Team)
· Function:

· Receive paper packages from OrigamiUSA Home-Office (collated during preparation for that year’s Annual Convention)

· Assemble team to collate additional paper and other materials for survival kit

· Fold and organize t-shirts

· Build survival kits 

· Timeline and effort:

· Light during pre-PCOC period

· Intense in week before PCOC, approximately two days total

· Knowledge requirements:

· Ability to organize team of volunteers

Web coordination (normally done by Core and Local Teams together, see below)
· Function:

· Collect information for website from people handling form design and others with pertinent knowledge

· Work with OrigamiUSA website managing editor to upload information to website

· Maintain page of local area information, such as weather, activities, and sites of interest

· In future, this may also involve the uploading of images to a ‘Virtual Model Menu’ on the website.

· Timeline and effort:

· Intense during website building phase

· Medium during six months prior to PCOC, perhaps one to two hours per week 

· Knowledge requirements:

· Comfort with computer and websites

Material receipt and storage (normally done by Local Team)
· Function

· Provide location for material receipt and storage

· Maintain records of items received

· Coordinate movement of materials to PCOC site

· Timeline and effort:

· Light during two months prior to PCOC, approximately one hour per week

· Intense during period of move-in to site

· Knowledge requirements:

· Ability to receive material during normal business hours

· Space for storage

· Physical ability to move large boxes 

Sorry Kit construction and mailing (normally done by Local Team)
· Function:

· Acquire boxes and other mailing material

· Identify FedEx Ground location near PCOC site for mailing

· Collect survival kit materials and pack into boxes

· Apply labels provided by person handling registration

· Arrange for pickup by or deliver to FedEx Ground location

· Timeline and effort:

· Light during pre-PCOC period

· Medium in day after PCOC, approximately six hours total

· Knowledge requirements:

· Awareness of local business and mailing resources

On-Site Ticketing (normally done by Core and Local teams together)
· Function:

· Copy and organize class tickets received from person handling class schedule database

· Assemble team to distribute tickets each morning during PCOC

· Timeline and effort:

· During week prior to PCOC, perhaps six hours to copy and organize tickets, plus three hours on-site
· Dedicated during several hours each morning

· Knowledge requirements:

· Ability to organize team of volunteers

On-Site Registration (normally done by Core and Local Teams together)
· Function:

· Welcome and process attendees as they arrive

· Ensure that each attendee receives correct survival kit, t-shirts, etc.

· Timeline and effort:

· Dedicated during several hours each day of PCOC, during non-class hours

· Knowledge requirements:

· Ability to organize team of volunteers

Silent Auction (normally done by Local Team)
· Function:

· Receive and record donations 

· Organize on-site area

· Oversee final determination of winners

· Arrange for payment

· Timeline and effort:

· Light during two months prior to PCOC, approximately one hour per week

· Intense during last week before PCOC, approximately five hours total

· Dedicated during final determination and payment period

· Knowledge requirements

· Ability to organize space and materials

· Knowledge of Word or other word processing program to generate bidding sheets
Website

The “PCOC website” is a series of web pages that are part of the overall OrigamiUSA website (http://www.origami-usa.org). They include a “PCOC Home Page” that contains an overview of the conference (date, location, guests, highlights), as well as specific informational pages about different aspects of the convention (registration, classes, post-conference activities). All PCOC-specific pages are linked from a special left-side menu bar that only appears on pages for the current PCOC (which serves to tie all of the PCOC pages together). The specific pages in this menu are not fixed; we can add or remove pages from this menu to adjust to unique circumstances.
The PCOC Home page will always have a URL of the form http://www.origami-usa.org/pcocYYYY; sub-pages will be similar (e.g., /pcocYYYY_registration). All PCOC pages remain on the OrigamiUSA website forever, though older PCOCs will not have the menu block. You can get a notion of what types of information will be needed by looking at pages from past PCOCs.

The general breakdown of responsibilities is: the Local Group provides the content to the website team (typically sending it to the Managing Editor of the website); the website team then formats it for online presentation and posts it. Small edits and changes can be made usually within a few hours of being asked, but during the intense website-building phase, a few days may need to be required. In general, the content provided will be posted verbatim (though any obvious typos or errors will be corrected). The Local Group should always plan to proofread a page after it’s posted.
There are, in general, three types of page that are used on the site:

· Informational pages — contains information about the conference, and can contain text, pictures, external links, and links to downloadable forms.

· Forms that collect information (“webforms”) — used for registration when only information (no money) is being collected. These are used for things like non-folding companion registration, exhibition registration, teaching registration, evaluation forms.
· Forms that collect information and money — Typically used for convention registration itself and registration for sorry kits.
For all forms, site visitors need to have set up a website account and be logged into that account in order to fill out the form. They do not have to be OrigamiUSA members, however.

Each form, when submitted, sends emails to the submitter and also to one or more OrigamiUSA-provided email addresses, e.g., pcoc-registration@origami-usa.org, etc. The form information is also stored in the website database and may be downloaded in tables. The various responsible teams can decide whether they’d prefer to work off of the email copies or the downloaded tables.

Note that for money-collecting-type registrations, it is also possible to create registration records administratively, and/or to edit existing records, so that if someone wants to change their registration because they made an error, an administrator can make changes. It is also possible to do full or partial refunds. It is not, however, possible to add an extra charge to an existing order, because no credit card information is stored once the online transaction is completed.
The Local Team should plan to have basic informational pages up at least 6 months prior to the conference; the longer that the information is on the site, the more opportunity that people have to make plans to attend. Even farther in advance is still better.
In general, to provide information to the website team, you should provide mockups in a MS Word or text-only file. Don’t spend any time on formatting; all existing formatting will be replaced in the conversion to HTML web pages. Once a page is up, corrections and edits can be done one of two ways:

· Describe the change, if small (e.g., “in paragraph 2, “hijinks” is misspelled”)

· Markup a printout by hand and scan-and-email or fax it to the website team.

Please do not send a revised version of the original file if you have small changes, as that means we’d have to redo all of the website-specific formatting.

We can make announcements about developments in the convention and/or new material on the website regularly via “Hot News” postings on the website and postings to the ousa-members mailing list. Such announcements are a good way to keep the convention in peoples’ minds. The Local Team should not be shy about asking the website team to make such postings; we’re very happy to do that.

We have an email list of people who attended past PCOCs, and can do email announcements as well. In order to not annoy people, though, the number of these targeted email announcements should be fairly small.
Once people have registered, we can also do email announcements to all registrants. This is especially useful if there are changes to the site after registration opens.
For PCOC, we provide a series of email addresses of the form pcoc-registration@origami-usa.org, pcoc-exhibitions@origami-usa.org, etc. Each of these addresses can be configured to forward the emails to one or more individuals, who are the people who should actually be handling emails. The forwarding system also keeps a copy of all emails sent via each address.
Normally, we expect to have all information on the website by the time registration opens (typically 2-3 months before the convention itself). Two exceptions are: class listings are typically posted just before convention starts, and post-convention activities may not be fully defined by the time of registration starting.
In the week before registration starts, testing is needed; Local Team members should plan to try out all of the registration forms multiple times, registering as different people, for different combinations of activities, from different locations. The website software sees upgrades in between conventions, so there is the potential for things to change from one convention to the next. Every year there are small surprises, usually all caught in this testing period.
Miscellaneous Notes

Guidelines on perks 

One goal of PCOC is to make money for OrigamiUSA, and so complimentary passes or other perks for workers and volunteers, which offset revenue, should be somewhat limited, according to these guidelines. We recognize two levels of volunteers:
Level 1:  People who work “super hard” to make the Convention happen before the event and then during the event.
Level 2:  People who do a lot of work at the event and put in at least a full day or two of work before the event.
For both levels, the person must have an "area of responsibility" in order to get a perk.  So being a good worker bee doing something like labeling badges—this does not qualify. 

The level 1 people get a 50% discount on the Early Bird registration exclusive of any a la carte items and the level 2 people get a free T-shirt or convention book.

For PCOC, the local committee typically decides who should get level-1 and level-2 perks, but the list should be approved by the PCOC Committee. Note that the list should be submitted for approval BEFORE indicating to any participant whether they might get a perk, in order to minimize hurt feelings. Typically, the number of level-1 perks awarded is 4–8 people; the number of level-2 perks is 2–5 people. These are guidelines, not hard limits.

Comp room nights are normally provided by the hotel as part of the contract, at a rate of one room per x room nights confirmed (x usually equals 40 or 50). One free room (or, if available, a suite) goes to the member(s) of the core team who are processing registrations, printing badges, etc., to use as an all-hours office before, during, and after convention.

Other comp room nights provided by the hotel, if available, may be used as agreed upon by the core and local teams for special guests, key local volunteers, etc.
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