SET UP

Time

It is best to set up for the Bazaar the night before.  The Bazaar starts at approximately 8:00 am, so there is little time for set up in the morning.  However, there is time to finalize decorations (helium balloons, etc.) Set up usually only takes 2 to 3 hours at most. 

Volunteer Verification

Make verification calls to all your volunteers 3 to 4 weeks in advance. 

Table Set Up

Ask one or two volunteers to set up the tables. 

5 tables go along the South Wall for Gift Wrapping  (2 Wrappers per Table) 



Couple Sets of Scissors
On Table



4 Rolls of Tape

On Table



Ribbon



Behind Table in Box



Gift Bags


Behind Table in Box



Wrapping Paper

Behind Table in Box




Tissue Paper


Behind Table in Box



Box for Garbage 

Under table in the middle



Extra Labels 


On Table (Some kids lose them)

1 Table along West Wall for Volunteer Snacks (Southwest Corner)



Outlet is near the corner if needed

2 Tables along the East Wall for Check Out



Set up 2 check out stations (Cash Box, Change)

10 tables in the middle of the gym for gifts

6 Tables along the North Wall for gifts



As possible keep the gifts in the groups used during sorting.



This makes it easier for volunteers to help kids find mom, dad, etc gifts



STORE EXTRA GIFTS FOR REPLENISHMENT UNDER THE TABLES

1 Table by the Entry Door for Shopping Bag distribution



Shopping bags are given to each child to help them keep their items together



They also carry their gifts home in these bags

Each Table should be adorned with one Red Table Cloth

Garbage 

Boxes – keep as many of the nice boxes as you can – just break them down and return to storage room for the next year.  Don’t break down all the boxes, you will need leftover gift storage, etc.

Use a couple large boxes to put garage in – move garbage to the dumpster outside the back of the kindergarten room at the end of the event. 

Set up is pretty basic – the plan above works, but if a better way is found, use it!
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