GM Procedure


Thank you again for volunteering to run events.  We appreciate your time and effort and hope to make your time helping us as easy as possible.  We are here to help you run your event and make everyone’s experience a positive one.

Below are the steps you should follow when running an event at the convention.  Now, all events are not created equal.  A tournament with 40 adults playing Power Grid will not be the same as an event of Gulo Gulo with a dozen kids.  However, the procedures for these events will be similar in many respects.  There are steps that everyone needs to perform no matter how big, small, long, short, complicated, simple, silly or serious your event.  Remember, if you have any questions, please ask.  There are no stupid questions, just stupid memes on the internet.
BEFORE THE EVENT

1. Arrive at BGHQ approximately 15 minutes before your event begins.  The earlier you arrive the better we can help you prepare.
2. Take the Sign Up Sheet and ask a BGHQ Volunteer for ribbons if you are running an event.  If you are running a tournament, you will get the ribbons and Pay Out Sheet later.  Now move over to get a table assignment.  At this point, you will need to estimate the number and size of tables your event will require.  Give this information to the Volunteer so they can assign an area that is appropriate.
3. Find the flag for your event on the right side of BGHQ.

a. If you can’t find your flag, ask a Volunteer to set it up for you.

4. Lead your gaming horde to the area designated for play.
a. If there are people playing “Open Games” in the area, please ask them nicely to move to the open gaming area.  If there is a problem, immediately contact BGHQ and let us be the bad guys.
b. If you are running an event that is 20 or more players, please take them OUTSIDE the ballroom.  The area near the escalators, where the flea market tables are set up, should be used to organize your event.  Inform a Volunteer that you will be in the hallway so we can direct any stragglers to your location.
SETTING UP THE EVENT

1. Take the Sign Up Sheet and determine how many copies of the game are available.  The sheet has two columns, one for roll call and one for those who brought a copy of the game.  Determine how many games you need and have them start setting up their games at separate tables.
2. Start taking roll, beginning with the pre-registered players and moving down through those who have signed up at the event.  Again, indicate on the Sign Up Sheet those who are present.  If any badge numbers are missing, get them before the event starts.
a. If you are running a DEMO or PLAYTEST, you will take roll throughout your allotted time.
3. Once you have an accurate count of the number of players, determine the number of game rounds you need.  You may join in the event you are running if there are open spaces, understanding you are not eligible for any prizes (Dealer Dollars or Sponsored Prizes), but you can take that First Place Blue Ribbon and wear it with pride.
a. One Round Events – If you have enough people for a single game, you are pretty much ready to go.

i. If you have a long game and players only wish to play one round, then determine and explain how you will arrive at winners for your event.  Determining what percentage a player’s score is of the entire table and comparing this to other players is the recommended procedure.
ii. If you are running a tournament, comparing scores is NOT recommended.  Playing multiple rounds is preferred.
b. Two Round Events – If you have more people than can play one game (and more than one copy of the game) use whatever method you like to separate players into different tables

i. A deck of regular playing cards can be used as a randomizing tool.  

ii. You may accept requests for players to play together/separately.

iii. You may purposely separate new/experienced players.
c. Three Round Events – If you have a large number of players and several copies of the game you may decide to have three rounds.  It is recommended that you DO NOT do this if the game takes more than 1 hour, the event can be run in two rounds, or your start time is late in the day.

i. See Two Round Events above.

4. You may choose to wait for players to begin your event.  It is suggested that you do not wait more than 10 minutes past the hour.
5. Once everyone has been seated and the games are set up, collect any playing cards (if used), make any announcements (See below), and answer any questions that may have arisen.
a. If you do not plan on participating in the event, tell everyone where you will be and instruct them to ask at BGHQ if they cannot find you.  You should not leave the BG area unless absolutely necessary.  If you are needed and cannot be found, you will be hunted down.

b. If you have a multiple round event, you need to announce when the second round is going to begin.  It is best to choose a time that will allow players to finish and take a short break.  It is recommended that you take the longest expected playing time and add 15 to 30 minutes to it.

c. If you have a multiple round event, make clear how a player will be chosen if the game is not finished when the second round is to begin.  This effectively creates a time limit for the first round.

d. If you have a multiple round event, announce how many players will advance from each table and how those players will be determined.

i. For two round events it is best to take one winner from each table.  If room in the final game is available, you may take second place players as needed.  If you do, usually it is best to take those players from first round tables with more players and to use a percentage of the winning players score to determine the closest second place.

ii. For three round events it is advisable to take multiple players from each table the first round and winners from the second round.  Again, extra spaces may be filled following the above guidelines.

iii. It is always within the GMs discretion to determine the number of players, number of games, and advancement procedures.  Remember to try to keep it fair and make sure to explain clearly during the announcements so no one is upset or surprised by the outcome of the opening rounds.

DURING THE EVENT

1. If you are running a tournament, at about 15 minutes past the hour, a VOLUNTEER will bring your Pay Out Sheet and ribbons to you and collect the Sign Up Sheet.  They will also confirm which tables you are using.
2. Take the Pay Out Sheet or your Sign Up Sheet and fill in all information that you already have:

a. Number of players

b. Number of games in the first round
c. Number of new players

d. Whether anyone needed to be turned away

3. If you have a single round event, you are done until the event is over

4. If you have a multiple round event:

a. Return 15 minutes to your area before the beginning of the second or third round.

b. Determine if any games are still going and inform them of the impending time limit.

c. Gather all players who are advancing to the next round and begin play.

d. Fill in the Pay Out Sheet or Sign Up Sheet:
i. Time of the first/second round

ii. Players in the second/third round

iii. Number of games in the second/third round

e. For a three round event, separate players following the same procedure used to start the event.

i. You may decide to separate players who played each other in the first round.

ii. Make any necessary announcements concerning who will be continuing, how extra places will be filled if needed, and when the third round will begin.

5. Make sure that players know where you are during the final round so they can find you when the event is over.

END OF EVENT

1. Fill in Pay Out Sheet or Sign Up Sheet with the following information:

a. The names and badge numbers of the first, second, and third.  If running a BIG or MEGA tournament, include fourth place information.
b. The time for the final round and the total time for the event.

c. Sign and date the form.

d. Include your cell number on the sheet in case there are any questions.
e. If you are running a DEMO or PLAYTEST, you need only fill out the number of players that played with their badge numbers.
2. Fill out the ribbons for first, second, and third place.

3. Return the Pay Out Sheet or Sign Up Sheet to a lead in BGHQ.  They will be wearing the purple vest.  Return the flag to BGHQ.
