Set Up/Tear Down Coordinator

D Order before as needed after checking inventory
DGrids
[ ] Hangers

D Duct tape
D Ground cloth

D Zip ties
thite
DBIack

[ ] 3 weeks before, reserve van

D Friday before
D Get keys from site
D Get wall clips from site
D Secure model & map lay out
D Pick-up van

[ ]Drive to storage area and load van
[ ] Black 7’ grids
D Black 6’ grids
D White 6’ grids
D Silver 6’ grids
D Hangers
[ ]“Go Box”
D Banners
[ ] Treasurer supplies
[ ] Guest logs
D Decorations
D Table
D Ground cloth
D Anchors, if needed
D Canopy, if needed



Drive to Cove back entrance (back in and unload van; set up canopy and anchors
if weather requires)
D Set up canopy near dumpster, away from door, if needed
[ ] place ground cloth under canopy, as needed
D Set up table under canopy, as needed
D Unload unprotected boxes to canopy & table
D Stack Grids vertically against outside wall
[ ] Silver 6’ (furthest from door)
D Black 6’
[ ] wWhite &’
D Black 7’ (nearest door)
D Move van

D Organize booth building teams (see Volunteer Sections for sign ups)
D Hospitality team (3-4)
D Grid team 1(2)
D Grid team 2(2)
D Grid team 3(2)
D Grid carriers (all artists, as their abilities allow)

[ ] When building is available
D Administrator enters and relocks the front door, and then posts a sign
redirecting artists to enter by back door after storing artwork outside.
D Unlock back entrance
D Set up 5 tables
[ ] 2 Entryway (hospitality team)
[ ] 2 Treasurer station (hospitality team)
D 1 center of main room
D Move round & rolling tables to entry way
D Mark floor
D Set-up model on center table
D Team 1
D Get step ladder from kitchen storage area
D For the Cove Building set up, Start measuring at columns
[ ] Make sure there are grid hangers every 2.5’ along the walls with
hanging strips
D Hang the grids according to the model and in accordance with
instructions from the Set Up/Take Down supervisor.



D Team 2
[ ]3 6’ grids at first main room column
D Slide accordion door out to full extent
[ ] Starting at center column, hang & secure black 7’ grids
(horizontal)

D Team 3
D 3 6’ grids at far main room column
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