

How-To For Festival Chairs--(cont.)
Day Before the Festival--if possible:  If not, couple of hours before
· Hang signs the night or morning of festival.  Signs must be removed after the event.
· Set up the Ribbon Room, Information Table, and lunchroom.
· Check set up of all, if possible.  Judges need tables and chairs or desks.  Room monitors need desks outside of rooms.  Move furniture and remember where you got it.
· Call and make sure the campus police, the information desk, and facilities coordinator are aware of the festival.
· Be sure checks are available to pay the judges.
Extra Notes Chair as  Needed
1. ______________________________________________________
2. ______________________________________________________
3. ______________________________________________________
4. ______________________________________________________
5. ______________________________________________________
6. ______________________________________________________
7. ______________________________________________________
8. ______________________________________________________
9. ______________________________________________________
10. _________________________________________________




