Horror Writers Association Event Guidelines

Version 1.1, 4/1/14
The mission of the Horror Writers Association, the genre’s premiere organization, is to promote the horror genre and the work of its members. The HWA views appearances at relevant conventions and other events as a crucial part of promoting horror fiction in all its forms to the public.

I. EVENT APPROVAL
1. Submit An Event Form to eventapplications@horror.org
· Event form must include: 

· Event Title
· Relevant Dates 

· Event Location

· HWA Contact (Event Coordinator)
· Booth Cost

· Incidental costs (badges, electricity, printing costs, postage)

· Event Attendance previous year

· Main Focus of Event/Benefit to HWA

· Volunteers Available for the Event

· Programming Opportunities (panels, signings)

· The Event Request Form can be downloaded at http://www.horror.org/chapters/EventBackingrequestform-1.doc or it can be completed directly online at http://horror.org/subhub/index.php?sid=95628 .
2. Coordinators: Unless a local chapter is active in your area, any Affiliate, Active, or Lifetime HWA member can request approval for an event and act as event coordinator. If there is a local chapter in your area, events should be coordinated through the chapter coordinators and an event coordinator agreed upon. The recommendation for an HWA presence at an event should be brought first to the local chapter, if there is one, in that area. If there is no local chapter, the event coordinator can apply directly to the Event Review Committee.
3. Once the event has been reviewed by the committee and approved by the Board, the event coordinator will be responsible for providing the Treasurer with all the pertinent forms, filled out, so that the Treasurer can make the payment.

4. It will be the event coordinator's responsibility to obtain all necessary signage and hardware that might be needed for the booth/table and any panels. The HWA has a database of stock bookmarks, poster images, and flyer PDFs suitable for printing by any reputable printing company. These materials may be available from past events; contact the Events Administrator to request them. If new materials are needed, recommendations for printers can be obtained from the Committee, and the coordinator should get three price quotes or look at three online printers to obtain the best possible pricing. The HWA also has table front banners and 2 portable booths (Back Wall and Side Panels) that can be set up if the event provides a large enough space and if the event does not provide backdrops/side panels of its own. Contact eventcoordinator@horror.org for more information on these portable booths.
II. EVENT COORDINATION

The following items comprise HWA requirements, which must be adhered to, and several recommendations that are not required – every event has its own particular needs and particulars – but rather are based on the successes of past HWA events.
A. Requirements:

1. Volunteers: Event coordinators are responsible for recruiting and coordinating HWA members to run a booth or table and represent the HWA. If enough members are not available to man the booth, an event may not be approved.

2. Programming: Is event programming open to the HWA? What programming can the HWA participate in? If panels or other events (such as signings) are available, it will be up to the event coordinator to arrange HWA participation in programming and recruit HWA members to take part. Programming is not a requirement, but it is beneficial for aiding in the expansion of the HWA's brand name recognition.
3. Selling Books

1. Only HWA Members (including Supporting members) may sell books.

2. Members must donate 20 percent of their sales to the HWA Hardship Fund in order to comply with the requirements of our non-profit status. 
3. Members can only sell books while they are present at the event and generally working at the table. (It’s not necessary to take your books down if you make a bathroom or refreshments run.)

4. Only members in attendance may distribute promotional materials (bookmarks, postcards, etc.).

B. Recommendations:
The following are recommended guidelines for ensuring the best possible interactions between HWA volunteers and the public. Remember, first and foremost the purpose of the HWA's presence at an event is to increase awareness of the HWA and its various missions of literacy, genre recognition, and membership growth. The promotion of individual authors, including volunteers, is always a secondary function. One of the best ways to do this is to always present a standard look and feel to how the booth is set up and managed (within reason, and within the general function of the event – for instance, a fan-based book fair will naturally focus more on the authors than would a literacy-based event or a writer's conference).
1. Setting the Table

1. Download Membership Information Sign-Up Sheets and always have them visibly on display on the table. They can be downloaded here: http://www.horror.org/chapters/HWAMailinglist.doc . If you’re unable to download Sign-Up Sheets, you may create your own; they should include space for the prospective member’s name, e-mail address, and point of interest (author, reader, illustrator, etc.)
2. HWA Brochures and Postcards should be displayed prominently.
3. Decorations and Candy to attract passersby
4. Signage – poster and signage graphics should always be obtained from the HWA database. Check http://www.horror.org/chapters/ for materials.
5. Tips for Managing the Booth/Table

· Be approachable and engage attendees. Answer their questions, discuss the HWA and its various programs. Do not act like the booth is a forum to simply sell books.
· If enough staff is available, send someone around to pass out literature to attendees and even the people at other booths.
· Look for opportunities to network with any other organizations present that promote literacy or offer speaking opportunities, i.e. libraries, schools, etc.
· Avoid overcrowding the booth/table; too many people behind the booth/table can be intimidating or off-putting. Keep volunteers to a manageable number (maybe two to five, depending on space) and rotate.
· Keep the booth neat and professional; keep drinks and food off the table and out of sight; keep garbage contained and out of sight; make sure the book displays do not obscure access to HWA materials or signs.

C. Engaging the Public

1. In general, lead with information about the HWA, what it is, what it does, who belongs, but it’s most important to catch people’s interest. If a particular book draws them over to the table, talk to them about the book. If they’re interested in a horror TV show or movie, talk about that. Use these things to gauge their interest in horror and tell them how HWA membership might benefit them.
2. Determine people’s interest in horror—i.e. author, reader or fan, artist or other professional, etc.

3. Know where to send people for more information online—www.horror.org. Also, membership@horror.org for queries about membership.

4. Encourage people to add their name and e-mail address to the sign-up sheets.
5.
Author Signings: HWA members attending an event may sometimes be able to stop by 
the booth for limited times to sign books and meet with people. The event coordinator 
should reach out to these members and coordinate their appearances.

6.
Raffles of Books Donated by HWA members. The coordinator can solicit donations 
ahead of time and collect business cards of fans for drawings. 

D. Post Show

After the event, the coordinator will be responsible for:
1. Packing any booth materials and either saving them or returning them to the member in charge of them (in the case of the HWA's portable booths and banners). This may require packing and shipping these materials on deadline for upcoming events. Coordinate this with the Event Administrator. Keep all receipts for shipping; HWA will reimburse the cost.

2. Posters and handouts may be retained by the local chapter, if involved, for future events; or contact the Events Administrator to find out who to send them to.
3. Compiling a list of miscellaneous expenses (postage, signage, etc.) previously approved by the Board and submitting for payment. 

4. Turning in the list of signups to membership@horror.org so that membership information can be sent to them.
5. Tallying totals of books sold for the HWA and reminding all involved authors to submit their 20% for the HWA's accounting. Advise president@horror.org and treasurer@horror.org of the amounts to be submitted. Individual authors should submit their payment by PayPal to treasurer@horror.org or via check/money order posted to: Horror Writers Association, 244 5th Ave., Suite 2767, New York, NY 10001.
6. Within 2-3 weeks, coordinators should submit a brief report to eventapplications@horror.org with a basic summary of the event and any recommendations based on the event experience.
Anti-Harassment Policy

When the Horror Writers Association or one of its chapters appears at or produces an event, HWA is dedicated to providing a harassment-free experience for everyone, regardless of gender, gender identity and expression, sexual orientation, disability, physical appearance, body size, race, age, or religion. We do not tolerate harassment of our members at these events in any form. Members may report incidents of harassment to the chapter coordinator or an officer of the HWA to request review by the Board of Trustees. Members who violate these rules may be sanctioned or expelled by vote of HWA's Board of Trustees, per the organization's bylaws.

