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VIZSLA CLUB OF ILLINOIS FIELD TRIAL CHECK LIST

	ACTIVITY
	RESPONSIBLE

PERSON
	EXPENSE


	LEAD TIME

BEFORE TRIAL


	WHERE TO GET FORMS AND 

ADDITIONAL NOTES



	FYI:  Dates are reserved one or more years in advance for Illinois and Wisconsin.
	F.T. Supernumerary 
	$70 day
	One year or more in advance.
	F. T. Supernumerary sets all dates, and fees are paid by Treasure based on information give from F. T. Supernumerary.

	Request Certificate of Insurance only if needed.
	Event Secretary check with Treasurer
	Fees divided by events held
	2 months prior to event
	Treasurer will send proof of insurance to those who need it.

	Request Parent Club Approval from VCA Standing F. T. Chair
	Event Secretary
	
	6-9 months if possible
	Send e-mail to Jim Gingrich with dates and location.
jameslgingrich@aeroinc.net

	FT Application to AKC 
	Event Chair or Secretary
	$25.00
	As soon as approved by VCA.
	AKC must have 3 months in advance to avoid late fee of $50.00 to club.  Can mail or complete online at AKC.  Club’s password is genes 88 and club ID is 1676.  Can use club credit card to pay fee (get number from Treasurer)   Do not need judges names to start this process.

	Hold FT Committee Meeting
	Event Secretary
	
	Prior toAKC application if possible but not necessary.
	Complete AKC application form, determine judges, stakes, fees, gifts, trophies, marshals, gunners, birds, meals, hotels, bird planters.
(see following details for more information)

	Choosing judges
	Event Committee
	
	At committee meeting if possible.
	Judges can be found at http://www.akc.org/dic/judges/search/index.cfm?action=performance.  Make sure judges are “alive” by asking around.   AKC site is old.

	Decide stakes/fees/closing date, drawing date
	Event Committee
	
	At committee meeting if possible
	Generally young dog stakes are $40-50 and broke dog stakes are $50-60.   Can be higher if money awarded as part of prize.  Drawing date should be minimum of 4 days prior to event – better if one or two weeks and usually coincides with closing date.

	Determine Judges Gifts
	Event Committee
	Not to exceed $2 per entry 
	At committee meeting if possible.
	Example:  Judge watching 50 dogs gets a $100 gift or cash/check.

	Trophies/Ribbons
	Event Committee
	Not to exceed $50 per stake
	Two months prior to event if possible.
	* George Haines (club member) makes plaques and Hodges Badge Co for ribbons.   Can order online at www.hodgesbadge.com or call 800-556-2440.

	Wrangler
	Event Committee person or Secretary
	$100-$125 per day
	ASAP
	Horses rented from Wrangler not to exceed 3 horses per course per day.  Can also rent from club members.


	Determine Capt of Marshals and Capt of Gunners
	Event Committee
	
	At committee meeting or asap.
	Call club members and or friends for serving.   Can reimburse for ammunition.  Must have valid hunting license and wear blaze orange vest.  Must have viewed AKC Gunner’s Safety Video.

	Judges “Needs” Form
	Event Secretary
	
	ASAP after judges have been picked.
	Mail form to each judge to determine needs: horse, hotel, special food, camping space, etc.

	Send event info to editor of Bulletin and web master after approved by AKC
	Event Secretary
	
	ASAP
	Send after stakes and judges have been secured.   Send via e-mail to editor and webmaster (whoever they are)  As of June 2011 Shelly Kliefoth is Editor (skliefoth@yahoo.com ) and Jodi Cieslak is webmaster (vcoiwebmaster@gmail.com )

	Food service at event
	Event Secretary
	
	Two months prior to event.
	If selling own food at Joliet, apply for selling permit and obtain waiver from Wally & Vee 815-690-8557 OR contact them to request their food service.  Need verbal waiver from them for Saturday night if judge’s dinner is on grounds. 

	Premium and event information Proofed
	Event Secretary
	
	ASAP
	E-mail copy for proof-reading to committee members prior to publishing.  Use old forms as guidelines.   Include page with info regarding hotels, judge’s dinner, map, horses, safety, conduct/cleanup, etc.

	Premium and event publication info
	Event Secretary
	
	ASA proofed
	E-mail to Webmaster in either .doc or .pdf format for publication to web site.  vcoiwebmaster@gmail.com.  

	Judge’s Gifts
	Designated person
	
	ASAP
	See previous note about $$ amount.  Purchase now if possible.

	Judge’s Dinner
	Designated person
	
	ASAP
	Organize judge’s dinner at restaurant or have on grounds.   Call restaurant day of event with number attending or call person catering dinner on grounds. Jeff Engelsman (club member) usually caters on Joliet grounds and sets price and collects money.

	E-mail or fax premium to AKC Events Dept.
	Event Secretary
	
	As soon as done
	AKC Events Department  FAX 919-816-4210

	Mail copy of premium to all Judges.

	Event Secretary
	
	As soon as premium is done.
	Done as a courtesy to judges and as a reminder.  

	If event at Des Plaines Wildlife Area
	Event Secretary
	
	2 weeks prior to event
	Call Jeff Riprock, Grounds Manager, to give a heads-up of event being held.  Let him know if ATV will be used.  815-786-4067

	
	
	
	
	

	Running Orders
	Event Secretary
	
	After drawing
	Print approximately two running orders per entrant.

	Running Order for Web site
	Event Secretary
	
	After drawing.
	Send running order to webmaster in pdf file.   vcoiwebmaster@gmail.com.  

	Judge’s books
	Event Sectetary
	
	After drawing
	Attach mechanical pencils to the books with a string to make it easier for judges to hold everything while in saddle.   Use 4 x 6 spiral bound index card books if available.

	Re-confirm Judge’s dinner 
	Event Secretary
	
	1 week prior
	Reconfirm dinner date and approximate number of guests based on entries received with restaurant or caterer.

	Bird pickup or dropoff
	Event Chairman
	
	Designated date
	Get check from Treasurer ahead of time for amount due.  

	Trophy/ribbon pickup or drop off.
	Event Secretary/Chair
	
	One week prior
	Arrange to have ribbons and trophies at event.

	Re-Confirm Wrangler
	Event Secretary or Chairman
	
	2 weeks prior
	Confirm number of horses needed.

	Contact first two braces of event
	Event Secretary or Chairman
	
	After drawing
	Call and let first two braces of each course know they are first and second so no time is lost at start of event.   

	Line Marshall
	Line Marshall
	
	Throughout Event
	Provide Line Marshall with clipboard, pens, watch.  Choose a Line Marshall that will have assertive control over entrants.

	Layout and Salting of course
	Event Chair and Capt. Of Marshals
	
	Prior to start of first brace.
	The Course must be discussed with the judges and field marshal prior to salting the course with birds.  

	Judges during trial
	Event Secretary
	
	During trial
	Judges shall receive all meals free from the start to the end of the trial only.  VCOI will not reimburse meals on the night before or after a trial.   

	Awarding trophies, ribbons, prizes 
	Event Chairman and Secretary
	
	During trial
	Normally Saturday events are awarded at Judge’s dinner and Sunday events are awarded after each stake has run.

	Complete Judge’s Blue Book – make 2 copies after completed
	Event Secretary
	
	After each stake
	Complete each page for each event and have both judges sign book as soon as possible when each event is completed.  Original copy for 
AKC, one for VCOI, and one for either FTCI or Ottawa Field Trial Association.

	Pay Judge’s expenses
	Event Chair or Secretary
	
	After completion
	DO NOT haggle with judges about their expenses.   Pay for gas, motel, and either a gift or per dog fee for judging.

	American Field listed trial
	Event Secretary
	
	After each  stake
	In addition to AKC forms, also fill out placements and have judges sign the appropriate forms for American Field.   Pres. pr Treas. Has forms.

	Clean-up
	Committee/all members
	
	After completion of trial
	Make sure to have a committee lined up ahead of time to clean up properly all buildings and grounds used.   LEAVE IT BETTER THAN YOU FOUND IT!

	
	
	
	
	

	For events in Illinois
	Event Secretary
	$1.00 per dog fee
	Immediately after event is over.
	Mail check and copy of AKC Judge’s Blue Book to Neveta Salmons, 529 E. 2200th Street, Liberty, IL  62347.

	For events in Wisconsin
	Event Secretary
	$2.00 per dog fee
	Immediately after event is over.
	Mail check to Sandy Wollin, 106 Linden Lane, Apt. 7, Thiensville, Wisconsin 53092-1233 along with copy of AKC blue book.

	For events in Wisconsin
	Event Secretary
	$25.00 Electrical fee per weekend.
	Immediately after event is over
	Pay WE Energies a fee for electricity. Give check to DNR guy or mail to WDNR, Southern Unit, Kettle Morraine State Forest, S91W39091 Hwy 59, Eagle, Wi.  53119.  (Best to give to DNR man)

	Fill out Income/Expense report and send to VCOI treasurer
	Event Secretary and Chairman
	
	ASAP after event
	Mail Income/Expense report along with checks received for event as quickly as possible so we are not holding on to check too long.  Treasurer will deposit in bank account.  Fill in check-log if Treasurer not person writing checks.

	Thank you notes 
	Event Secretary
	
	ASAP
	Send cards to Judges, Line Marshal, Field Marshal, Bird Planters, and any others who helped.

	Report trial results to Bulletin Editor and Webmaster
	Event Secretary
	
	Immediately after event concludes
	Results must be sent so they can be published on web site and in Bulletin.  A nice write-up of event should also be included with results for the Bulletin.

	Report trial results at next club meeting
	Event Chairman
	
	At next meeting
	Give report to those present on event, placements, and profit or loss information.

	
	
	
	
	


PLEASE NOTE:

-
Events at Ottawa are not supposed to start until 8:00 a.m. to prevent dogs barking before 8:00 a.m. 
-
(no chain gangs before 8:00 a.m.)

-
No alcohol may be purchased or sponsored with club funds.

-
No alcohol may be served while the event is in progress.

-
Make an effort to involve newer members in field trial events.   Teach them to bird plant, line marshal, field marshal, serve meals, 
etc.   Be sure to welcome all new faces and introduce yourself.

-
ALL participants should remember that use of State grounds is a privilege, and their conduct reflects directly on our club.

-
Judges and Marshals are giving their time to our club.   They should be treated courteously AT ALL TIMES.  Appreciation and 


thanks should be extended from all club members.

-
Safety and safe conduct MUST prevail throughout the entire event.

· Use of State property or equipment without appropriate approval is prohibited.

· AKC’s published “Field Trial Rules and Standard Procedures for Pointing Breeds” shall be procedural standard for all VCOI trials.  Field Trial committee members shall be familiar with these procedures/standards and also with the “Guide for Field Trial/Hunting Test Committees in Dealing with Misconduct.”

· Field Trials have expenses including:  State fees, printing, postage, birds, horses, AKC fees, American Field fees, FTCI fees, OFTA fees, judge’s gifts, trophies/ribbons, judges expenses (travel, hotel, meals), and participant meals.   The Trial Chairman and Secretary shall keep accurate and detailed records of all income and expenses with the intent that each trial should, AT MINIMUM, break even.  Checks to cover expenses before, during, and after events should be obtained from the VCOI Treasurer or club President prior to event if they will not be in attendance.
· A successful event uses the talents of our members to promote an organized event where everyone has a good time and looks forward to coming back.  

· All necessary forms are available for download at the VCOI web site.  These include trial application, judge’s forms, deposit logs, Profit and Loss report form, judge’s needs form, etc.   www.vizslaclubofillinois.org.   

· American Field forms must be signed by judges also if trial is also registered with American Field.    Forms can be gotten from the Treasurer or President.

· Make sure to get signed checks ahead of time from Treasurer is he/she is not attending the event or if President is attending event, they can sign checks too over the course of the event.  
An approximate time chart.
	More than 3 months out
	Select Field Trial Chairman and Secretary.

Request VCA parent club approval for dates.

Select Field Trial Committee members (must have 5)

Send FT application to AKC via mail or over internet even if not 100% completed.  Do not need all specifics – only need fee paid, date, location, chairman, secretary, stakes and fee amount to get started and avoid late fee.



	Three months or less
	Hold field trial committee meeting to determine stakes, judges, event fees, judges’ gifts, trophies/ribbons, marshals, gunners, birds, bird planters, line marshals,  meals, hotels, judges’ dinner, closing date, drawing date/time.
Prepare premium and have proofed before sending to AKC for approval.
After AKC approved, send premium to webmaster and Bulletin editor.
Order birds.

	Two months or less
	Ask Treasurer for proof of insurance only if needed.

Order trophies/ribbons.

Determine if wrangler needed and order horses.

Mail judge’s needs form to all who are judging and mail them a copy of the premium as a courtesy and reminder..

Determine food service at event.  Call concessionaire.
Purchase judge’s gifts if necessary.


	One month or less
	Make sure Gunners know to have a valid hunting license, wear orange, and have viewed the AKC Gunner’s Safety Rules video.
Have drawing for running order.

Reconfirm with wrangler.

Reconfirm ribbon/trophy drop off or pick-up.

Reconfirm bird pickup or drop off.



	After drawing
	Prepare running order and post to web site.   Make copies approx. 2 per entrant.

Prepare judge’s books.

Publish running order on web site.
Reconfirm for judges’ dinner or caterer.

Contact first two braces of Saturday so they know they are first.

Get blank/signed checks from Treasurer or President if they will not be at event.

	During trial
	Official running order must be posted on grounds.

Salt course each morning with birds.

Make sure judges have what they need (pencil, judge’s book, water, coffee, food, etc.

Award ribbons and trophies.

Have judges sign AKC blue book and American Field pages after each stake.

Pay judges’ expenses and any others.

Clean-up grounds and buildings used.



	Immediately After trial


	Make two copies of original judge’s book.   

Mail original to AKC with appropriate fees per dog.  Must do within 7 days to avoid late fees.

Mail one copy to FTCI and fees per dog if in Illinois.

Mail one copy to Ottawa Field Trial Assoc. plus appropriate fees if in Wisconsin.

Pay electrical fee if in Wisconsin.

Fill out profit and loss form, check log, and mail checks and forms to Treasurer.

Send thank-you notes as appropriate.

Send trial results and write-up to Bulletin editor and webmaster.

Report trial results at next club meeting.




