Entry Packets
(mailed from
the STC office)

Competition Manager

STC
Newsletter
Competition

A
Rules and Enclosures Cover
Letter
N Rules Judging Forms  Supplemental E
§ (AD-39-yy.doc) (A, B, C, and D) Checklist
=
3 Entry
for chapt
§ Es _= aOr:'dC apters 5:8 faor:‘dchapters CheCklISt
.§ = — 2;“3";2:5 Vi student v
Q: chapters v q
Vi
Entry Form
— — Ve Guidelines for Use
= —_— for SIGs v=g| for SIGs of the STC Logo
—_— — e and Logotype
GUIDE
Competition —
Committee
Proofread and
Feedback
in January
>  Web site @
in late August
STC Office Send To:
v
Newsletter Editors
Chapter Presidents
P Student Chapter Advisors
Print o=
—
3 Director-Sponsors
Mailing
Labels Newsletter Competition Manager
Assistant to the President
for Outreach
L NCCprocessing.cdr
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Entry Processing

N\_ o/ Supplemental Paper Copies
Checklist of Issues Entry Form
Entries Page 1 1o: gfaggﬁgges , and Diskettes

Stats Judges 1 H =
to ’ Manager 1 %iléégrd ?es ’ L /
Office

Statistical

Qualitative Traveling Competition
Judge Judges Exhibits Manager
=,
1] e 1] ]
One [
Statistical

Judge
Per Newsletter

Sometimes Two
Stats Judges

@ M

Three
Qualitative
Judges
Per Newsletter

For Manager
Entry Log Table

(newsletter,

egn chapter/SIG, issues,
Competltlon paper or online
Manager category)
‘s Email
Competition Team

Distribution List

©

Set Up Files

(may be the manager)

Judge
Recruitment <\
Coordinator Judge Requirements
Calculation Sheet

Ta0e, -~
o9 -
e

Judge e
Assignment _ Excel scoring worksheets
Coordinator _-- (based on chapter/SIG
- and paper/Web)

Scoring Team 4

Word commentary files
Commentary Team <« -~~~
) Results cover letters
\ 4 (enter chapter/SIG name
. . for results announcement
Exhibit commentary files and/or packets; manager)
(positive comments;

done later)

Web Page

\

STC
Newsletter
Competition

Entry
Checklist

1
Discard:
Info is only
needed to

help entrants
complete
their entry.

|

Digitize
Entry
Information

For Office

File Labels

Mailing Labels
(for results packets
plaques, and
winner announcements
if a separate physical
note is sent)

Plaques
Inscriptions

Awards

Brochure
(if one is done)

NCCprocessing.cdr
January 2003



Judge Packet

Construction
Supplemental Supplemental
Checklist Checklist
Page 1 Page 2
Entl’y Form Copies to: (S)opiej tg: ,
Online ne\leIetters sltaa;sa ;g?%esz ﬁtﬁ: JLlIJdigZSs 2
only 5_ _g
= =S -5
f— p. 1 -2

\/

Competition
Manager

©

Statistical
Judges

/Memo to

Statistical
Judges

Sample Blank
Statistical
Judging Form

Judges are encouraged
to send their results back

\ in electronic format

for consensus judging

Judging\

Team
Info

Judge assignments
and contact info

O=—
O0=—J
Qo=

©

Competition
Manager

©

STC

Paper Copies Newsletter
of Issues Competition
and Diskettes

Issues arrive sporadically,
but clump around the

Send
photocopies
to the

October 15 and January 10
deadlines

stats judges

(o
[

e

e

Qualitative
Judges

N

Calendar and  Suggestion
Contact Sheet Form

Sample
Commentary
Sheet

Judges are
encouraged
to send their
results back in
electronic format

Logo

Niles Guidelines

Without
enclosures

-C

Common Documents

Copies of all documents
posted on the Web via
the competition manager

-

Competition
Manager

©

w

Some newsletters
will not win awards
and will have to
be removed.

v

Traveling
Exhibits

See Traveling
Exhibit diagram
for more details

Memo to
Qualitative
Judges

Sample Blank
Qualitative
Judging Form

Judges are encouraged
to send their results back

\ in electronic format

Judging\ @

Team
Info
Judge assignments
and contact info
for consensus judging T
-— Online
— award-
winning
newsletters:
build Web
site, and/or
n put on diskettes
o—J
o= f

©

NCCprocessing.cdr
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File Symbols

m

@ E B

B @ E+ &

Entries file

Judge Information file

Assignments file

Consensus Judging Team file

Commentary file

Commentary file, positive only

Commentary file, positive only,
judge names removed,
for the traveling exhibits

Commentary files
sent by email note

Log for commentary files
as they come in

Commentary files - printout
(judge names removed)

Commentary files - printout
for traveling exhibit

(judge names and areas
for improvement removed)

STC

Newsletter
Competition
Scoring file
- Scores sent by email
Log for scoring files
as they come in
-J
Scoring files - printout
$ (judge names and areas
for improvement removed)
Results Table file
- Results sent by email
Results Table - printout
CA; Certificate of Appreciation
L Letter file
L Letter - paper
e | Email note
NCCprocessing.cdr
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Administrative
Processing

Pre-Judging

©

Judge
Recruiter

N

Judge
Information
file

Judges

4//'©

1 Judge Information

Labels

Certificates of Appreciation
2 Assignment File

Set up judge packets

3 Consensus Judging Team File
An insert in the judge packets

Competition
Manager

E/@

©*
Assignment
Coordinator

l

o

Assignment file
(judging teams)

Judge Preferences
SIG and Chapter
Memberships

CYl o

Consensus

Judging Teams
file

Single Sheet

- Teams

- Assignments

- Team contact information
Phone numbers
E-mail addresses

N

STC
Newsletter
Competition

STC Office
&

0
E

For Assignments, Scoring,

Commentary, Administration

- Chapter or SIG name

- Newsletter name

- For regular chapters: Size category
(for judge preferences,
Most Improved awards)

- Medium (paper or online)

- URL (for online only)

- Category (chp., SIG, student chp.)

Entries file

MS-Word Commentary files
Entries file:
- Create Word commentary files
- Populate with
> Chapter or SIG name

> Newsletter name
Assignment file:

Sa

- Populate with judges

Commentary
Coordinator

Excel Scoring files

Entries file:
- Create Excel scoring files

(5]

- Populate with
> Chapter or SIG name

> Newsletter name
Assignment file:
- Populate with judges

©

Scoring
Coordinator

NCCprocessing.cdr
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Administrative
Processing

Judging

Separate results

o
from each judge s c
[e]

scoring | commentary
files | files

Logs of v

Returns
I///

Competition
Manager

i

Scoring
Coordinator\> 2]

Commentary
Excel Coordinator
Scoring
files

STC
Newsletter
Competition

Files for the STC office and Web
Results Sheet
STC office
Web
editors
Director-Sponsors
Society officers
chapter presidents
SIG managers
student chapter advisors
Scoring Sheets, w/o judges names
editors (entrants)
Commentary Sheets, w/o judges names
editors (entrants)
Traveling exhibit commentary
STC office (positive commentary)
Individual letters: Award winners
editors (entrants)
Individual letters: Non-winners
editors (entrants)

© +
C Positive
Commentary
for
Traveling
Exhibits

MS-Word

Commentary

files

NCCprocessing.cdr
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STC

Administrative to Annual InterComm ) Newsletter
Processing Conference Editor Committee Competition
© © @@@
Post-Judging \ @@
Results / © STC Office
Table
Z @ HTML —————
Most Improved o \v
and Best of Show / Scoring files -J ©
= (Excel or PDF)
-J Webmaster
Remove Commentary files ¢
Judge (MS-Word or PDF)

Com petition/E/E/ Na¢mes + @

Manager

non-winner

@ Areas for Commentary
Improvement -J (Word or PDF)
Newsletter
Letter Letter Issues
(1 copy
L L l of each
) ﬁi issue per
to Award Winners to Non-Winners v newsletter)
= Printer %
e o
List of /
Judg Committee Members
Thank @ @@ newslettter—spicifi::
You @ C\?v?:mﬁg:eryn:me:ss one winner or +

newsletter-specific removed

scoring sheets letter per
with judge names 'J newsletter
" :eg?oved R @
.
-J
E
email note with ~
Results el
to copy into the note) &
Entrants To: .
STC office (Bill, Pete, Anita,
Laura, Buffy, etc.)
STC newsletter editors v
L Director-Sponsors ,
Notifications Society officers Traveling
© © Chapter presidents Exhibits
© @ Student chapter advisors
@@ SIG managers
© © Judges
Certificate of “
E"t"a Appreciation “
@ Committee @@@@ CA; Plaques ,
5 and Judges (-(C) Sl
©) D for more deta
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STC

Newsletter
Traveling Exhibits Competition
N Paper Copies
of Issues
Entries
to =P |
Office —
3

Binders: 3 sets
(binders per set varies depending on
the number of winners;
typically at least 6 binders per set)

Three-hole punch Dividers with
each copy and place Newsletter Names
one issue in each — >
folder Cover and Spine Sheets
1 per
binder

Results
3 sets Table
(separate

business w~_
blnder) 3 copies STC Office

- (1 per exhibit) Coordinates the
mailing and schedule

+ of exhibits

- Commentary

T Results Table Pages Online Entries

(create links
to NLs from
remove ‘@ Web site) R @

judges /
names -J
/ Formatted

T —» Feedback

iti Sheets
Competition F o
Manager ormatte
’ Feedback
@ Sheets
Formatted (4 per NL)
Commentary
Pages
Scoring
Team Exhibit Commentary
@ commentary files T
(positive comments) eam
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