Orchid Show Entry Instructions:
1. Each society’s DC (display chairperson) will receive a unique MS Excel Exhibitor Form with pre-assigned exhibitor numbers, a unique MS Excel Show Entry Form with pre-assigned plant numbers and a space number for their display table, and a copy of the Schedule. Note: If you are unable to use forms listed above, please contact Ted Kellogg at tmkellogg@gmail.com
2. Complete one each consolidated Show Entry Form and Exhibitor Form for your society.

· Plant – pre-assigned number which will correspond to the Plant Tags you receive at check-in. Do not change.

· PlantName – Full name, with parents, if hybrid. 

Examples:

Species: Cattleya intermedia
Hybrid: Rhyncholaeliocattleya Green Jewel (Cattleya Kencolor x Rhyncholaeliocattleya Lester McDonald) The easiest way to get this is to cut and past from OrchidWiz.

· Exhibitor  -  number which corresponds to LastName, FirstName on your Exhibitor Form

· Class – number from Schedule for the plant

· Space – pre-assigned number for the display table. Do not change.

3. Prior to setup day, the DC may e-mail one consolidated Show Entry Form and one Exhibitor Form to Ted Kellogg. Note: Look for confirmation that it was received, and bring an electronic version with you as a backup.

4. On setup day, if the forms were not e-mailed, one consolidated Show Entry Form and one Exhibitor Form must be submitted on USB stick at the registration desk to receive your pre-printed plant tags. (We will have USB sticks on site for anyone who will complete their form on their laptop). Note: if you are using the old Orchid Show Entry Form you must submit all the hard copies of the form by 3:00pm, one page for each of your exhibitors, to receive your plant tags. 

5. As in prior years, you must complete a hard copy Deleted Entry Form to delete a Plant already submitted on the Show Entry Form. You must also submit a hard copy of the old Order Show Entry Form to add a Plant that was not on the Show Entry Form, change the location of a plant (individual table) or to obtain additional plant numbers if you exceed 70 plants. Note: All forms are available at the registration desk.
