AMERICANS FOR THE DEPARTMENT OF PEACE (AFDOP)

TABLING GUIDELINES

Thank you for volunteering your time at an AFDOP table, to publicly share your belief in the DOP Bill. 

These Tabling Guidelines were developed so that your experience is easy and enjoyable and so that the AFDOP materials and message are conveyed attractively and consistently at each table. Please share them with all volunteers.

1. What Time Do We Setup and Take Down our Tables?
a. Every Sunday at The Church of Today (COT) after the 9:00 and 11:00 services.  Please be present and set up from 9:45 – 11 am, and again from 11:45 - 12:30.

b. For offsite events, please be present and set up at least 15 minutes before the event and until closing time.

2. What Tables Do We Use? 
a. Two covered tables are already set up inside the COT lobby, under the “metallic tree” against the wall.  Take both tables outside on the patio to the area left of the fountain where the two benches are at a right angle. If the weather is bad, set up both tables inside the lobby right where they are.

b. For offsite events, use whatever tables are available (preferably two, but one long table is OK). 

3. Where Do We Get Tabling Materials and Supplies?
a. Everything you need is stored at COT, in the storage closet across from the kitchen (Youth Wing).

b. Rolling Supply Cart: Just inside the door of the storage closet is a cart of supplies. The top two drawers contain everything you need to set up a table except for the DOP Banner and t-shirt sample bags, which are discussed under “c” below.  Extra supplies are stored in the bottom drawers.  It’s easiest if you roll the entire supply cart to the table(s). Set up using only the top two drawers and replenish, as needed, from the bottom drawers of the cart. Then when you are done for the day, put everything back in the top two drawers and roll the cart back into the storage room.

NOTE: Please do not open new bags of supplies until you need them. They have to be counted every week for inventory. Thanks!! (
c. Rolling Travel Case: Also in the closet, in the cabinet marked “AFDOP Supplies” is a black case packed for offsite events.  The travel case is stocked every week; but be sure to check the case for a good supply of fliers and products to sell before leaving for your event. Add to or replenish your supplies from the rolling supply cart if needed. Be sure to take extra t-shirts to sell, as only sample t-shirts are provided in the travel case.

d. Large Containers Marked “AFDOP T-SHIRTS”:  All of the T-Shirts, t-shirt sample bags and the DOP Banner are stored in these containers. You will need both sample bags and the DOP Banner to set up a table at COT, but please don’t take these samples for offsite events. The DOP Banner can be used for offsite events only if it’s returned to COT by 9:45 a.m. on Sunday.  If you are tabling at COT, you can either roll out the entire container or just take what you need as you need it.  One container has Short-Sleeved and the other has Long-Sleeved T-Shirts. They’re organized in bags according to size. Please help keep them in order.
4. What Items Are Part of a Standard Tabling Display?
a. The DOP Banner is always displayed at COT and is displayed if available for offsite events. At COT, the banner is hung on hooks provided on two beams behind the tabling area. For offsite events, hang the banner up and behind the table if possible. Or it can be hung along the front of the table by taping the ropes to the table itself.

b. Official AFDOP Informational Fliers are placed in standing plastic display stands or in single stacks on the table (use local rocks to keep from blowing). There are two official fliers that are always displayed:

1) Two-sided, full color “9 HIGHLIGHTS OF THE BILL / ABOUT AFDOP”
2) ½ Page Pink “Is It Time For / America Needs a Department of Peace” 

3) On occasion, there will also be special event or other informational fliers to display. These will already be in the top two drawers of the rolling supply cart or black travel case for you. So, if it’s in the top two drawers or the travel case, please display it on the tables.

c. “Did You Know” Placard, Clipboard, Pen, and Sign Up Sheet 

1) This is where newcomers can sign up to receive AFDOP emails. Stand the “Did You Know” placard behind the clipboard so that the arrow points to the signup sheets. Be sure a working pen or two are placed on the clipboard. Please date the signup sheet in the top right corner, using the current date.

d. Donations Box 

1) There is $30 in “change” in each donations box. Please do not open the change bag unless you need change (it saves recounting every week). There is also a note that all checks are payable to TRICIA TOOL (the AFDOP Treasurer). We do not have the ability to take credit cards. Please leave all cash and checks in the donations box and pack it with the rest of the tabling materials at the end of your day. 

e. Official Products For Sale:
In one area of your table, neatly display the following products for sale:

1) Placard of Prices – Stands up behind the items you put out for sale.

2) Bumper Stickers 
3) Business Cards – Please Note: Sometimes visitors slip one or two business cards from a banded stack without us knowing it. The problem is not that we don’t want anyone to have a free card; the problem is that we then unknowingly sell someone else a pack of 8 or 9 (not 10) for $1.00.  To avoid this, we try to keep a few “free” cards available to hand out. Some volunteers purchase a pack of 10 to use as “freebies”, which is fine, too.

4) Buttons – Empty the bag of “blue” and “white” buttons into the basket or bowl that is provided in your tabling supply kit. Remember…these get counted every week, so don’t just open a whole bunch of new bags of buttons to fill the basket. Thanks! (
5) T-Shirts and Samples for Sunday Sales at COT– Two sample bags of one of each size t-shirt are stored in the Short-Sleeve T-Shirt storage container. Open the bags and display only these samples on the table. Please don’t sell the samples. They’ve been handled and may be dirty. If you don’t roll out the large container of t-shirts, take a small supply from the large storage containers and keep them in a clean place under the table. Only the sample t-shirts go back in the sample bags when you close up shop. Return any unsold “new” supply of t-shirts to the proper bags in the large storage containers.

6) T-Shirts and Samples for Sales at Offsite events –The rolling travel case has one sample of each size of the long- and short-sleeved t-shirts in it. You may sell the samples if they are clean. Take a supply of “new” t-shirts with you to sell and store them in a clean place under the table. Return unsold samples to the rolling travel case and return all unsold “new” shirts to the proper bags in the large storage containers when you return to COT.

5. What About the DVD Monitor and CNN Interview?
AFDOP has a monitor and a DVD of a CNN interview with the Bill’s founder, Dennis Kucinich, and Marianne Williamson. Having the DVD playing can be a powerful way to attract visitors and inform them about the Department of Peace Bill and it is available as an option at the COT table or at offsite events. It is best to only bring it to offsite events if there is power available, as the battery is not long-lasting. 

The monitor, extension cord, headset and stand are stored in the cabinet marked “AFDOP Supplies,” in the COT storage closet across from the kitchen. If at COT, attach the orange extension cord to the electrical outlet on the top of the patio beam above the tabling site. A ladder is available in the storage closet next to the kitchen. If at an offsite event, use power where it is available, or use the battery sparingly (only turn on the monitor when visitors are watching it). Place the monitor at one end of the table, connect the power and headsets, and place two chairs in front of the monitor where viewers can sit to watch the DVD. At COT, there are folding chairs against the wall in the left corner of the storage closet.

6. What Are AFDOP’S Tabling Policies and Practices?
a. Volunteers should wear an AFDOP t-shirt and/or button and a name tag when tabling.

b. Materials not officially sanctioned by AFDOP may not be displayed without express permission from Christine Elliot, John McNeil or Tricia Tool.  Please obtain prior approval before displaying any outside materials.  If you are approached with a request to display outside materials, please decline unless Christine, John or Tricia are present to approve the item(s).

c. The table should not be “loaded up” with materials, but should attractively display enough materials to serve the anticipated crowd for your event. Store extra materials under the table. After you set up, take a moment and step in front of the tables to see them as the visitors will. 

d. Please do not allow ANY food or beverages to be set on the tables. Materials and t-shirts are quickly destroyed by spilled coffee. Find a place away from the table for this purpose.

e. If this is your first time tabling for AFDOP, spend a little time reviewing the items on the table (official documents, items for sale, pricing) so that you feel more confident and informative. Make friendly eye-to-eye contact with visitors and smile as people pass the table. A great “ice-breaker is ”Have you heard about the Department of Peace? [most have not] Well, there’s a Bill in Congress that will establish a cabinet-level Department of Peace.” 

f. Answer questions; invite visitors to the next monthly meeting and to sign up for email updates; ask them to write a letter to their Congressional Representative, take informational flyers, or make purchases of items they can use to help promote the Bill. 

g. Know where the restrooms are and (if at COT) book store to be helpful and prompt a brief, DOP conversation.

h. While it is important to be sociable, please remember that you are here to distribute information and materials promoting the Department of Peace Bill.  Ask your friends to respect the time you and others have volunteered to be at the table by arranging a time to socialize later.

7. How Do We Close Down?
The taking down process is exactly the reverse of the setting up process. Please put everything back as you found it (tables, supplies and materials) in the COT lobby and storage closet. 

Inventory is taken every week, which is when money and sign-up sheets will be collected from the supply cart and travel case and supplies will be replenished. If you need to leave any special instructions or notes for the AFDOP Committee, please place them inside the donation box so they’re easily found. 

Please leave the tabling area as tidy as you found it. Remove any empty coffee or water containers or other trash and properly dispose of it. 

And, please accept the appreciation and gratitude of all your AFDOP co-members for contributing your personal time and talents to this worthy cause. Spreading the word abut the Department of Peace can change lives, one conversation at a time. And welcome to your part of history-in-the-making!
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