Pet Photos with Santa

3 months before (September)

1. Contact Nugget Mall or Mendenhall Mall (wherever it is decided to hold the event) and reserve dates for the event.

a. History:  In 2000 – 2003, the event was held at Nugget Mall; prior to that time it was held at Mendenhall Mall.  In 2000, Mendenhall Mall wanted us to use “their” Santa, and we decided to move the event rather than change Santas.  The advantage to Mendenhall Mall was that they would allow us to hold the event on weekend days, whereas at Nugget Mall we have had to hold the event Friday nights.  However at Mendenhall Mall, we had to decorate ourselves, while at Nugget Mall, we were able to use their area that was already set up for Santa.

b. In 2003, we held the event at the Nugget Mall on a Thursday and Friday evening.  Santa did suggest that we go back to using a short table (with a cushion for him) for the pets and him to sit on (he felt that some of the dogs were a bit stressed out by being on the couch & sometimes there wasn’t enough room).  We also should consider a slightly different couch/table cover for 2004 (we have been using the fabric that we used to use for a back drop from the Mendenhall Mall).

2. Contact Jack Marshall early about availability to play Santa.  Jack gets booked up early, so call him early!  789-7915

3. Find someone with the following equipment who is willing to volunteer themselves and their equipment for the dates of the event:

a. Digital camera with 2 or 3 memory cards

i. In 2003 we did not use a tripod, made it easier for the photographer & most digital cameras perform well enough that you don’t need one

b. computer

c. monitor (2 better)

d. printmaking software (in 2002 and 2003, we used the basic software that comes with Windows to print the photos; in 2003, used Digital Imaging Pro to make a “stylized” Christmas greeting)

e. printer (2 better)

2 months before (October)

1. Line up volunteers

a. Registration

b. Dog dresser/handler

c. Photographer

d. Photographer’s helper

e. Computer person

f. Computer helper

g. Cashier

More volunteers can be utilized to help with crowd control, give potty breaks, etc.  Need two volunteers to help with set up approx one hour before start time.  Need to make arrangements with volunteers for break-down

2-3 weeks before (November)

1. Set up advertising

a. Make flyers and distribute throughout town

b. Change Dog-E-Wag message (364-3924)

c. News release to radio stations & newspapers about 1 week before the event

d. Runs ads in the classified section of Juneau Empire and Capital City Weekly for several days before the event

e. Submit to “Around Town” (Juneau Empire) and any other free resources

2. Purchase all needed materials

a. Cartridges

b. Paper (in 2003, there is about ½ package of photo paper left in the storage unit)

c. CD’s or disks (none leftover from 2003)

d. Dog treats & people treats

e. Extension cords, etc

f. Envelopes for photos to go home in

3. Precut photography paper to the correct size

4. Make necessary signage for the event, listing prices

5. pick up supplies from the storage unit and make sure all is there

a. 2 plastic boxes with decorations, table and couch covers, left-over supplies from previous year, etc

b. 1 cardboard box containing the cards to hold photos (3”x3”)

c. table and chairs (not needed in 2003)

d. Santa suit & accessories (make sure it’s clean) & give to Santa before the event

6. Make sure there are enough tables and chairs for our use at the event site.  We need at a minimum:

a. Registration table

b. Dog dressing table

c. Table for club materials (business cards, old newsletters, mugs, etc)

d. 1-2 tables for computer equipment

e. cashier’s table

7. get paper cutter from Wee Fishie (or other – try Sue McGregor)

8. Get a card for Jack and have treasurer get check or cash for $125 (gave him a raise to $125 in 2003)

9. get a few cans of Diet Pepsi for Santa

10.   arrange to get the cash box (and change) from the treasurer

11.   make copies of order forms

The Day Before….

1. Remind volunteers to show up (send e-mail, CKCOJ-announce, etc)

The Day Of….

1. Set up at least one hour prior to the start of the event

Things to bring:

a) Pens, paper, tape, scissors, name tags, order forms, signs

b) Computer, Power Cord, & other accessories

c) Camera, Batteries & memory cards

d) Printer, extra cartridges, paper, power cord & USB cable

e) Paper cutter

f) Decorations & pet costumes (from storage)

g) Photo Holders (from storage)

h) Drinks/Coffee Maker/Cups?

i) Baby gates

j) Pet Treats

k) Cash box

l) Squeaker and cat toy (from storage)

Event Sequence:

1. Registration table:  fill out top half of registration form (copy posted on ckcoj.org)

Many people will change their minds on prints once they see their photos, so they do not have to decide the numbers of prints, etc until later

2. Dog dressing table:  put any decorations desired on dog

3. when Santa is available, photographer’s assistant helps get dog/person settled then handles the squeaker

4. photographer takes several shots then downloads to computer

5. people view proofs on computer & make selections

6. people fill out order form (bottom half of registration form)

7. cashier collects money

8. people have the option of picking up simple prints in ½ hour or picking up photos the next day at one of two locations – one in the valley, one downtown (in 2003, used Wee Fishie Shop & Northern Lights Candle Co); cashier indicates this location on registration/order form

9. during the event, have volunteers sign a thank-you card for Jack; this is given to him (along with payment) on the second night of the event

Remember to refer to Jack as SANTA during the entire event

After the event

1. Go through plastic boxes and make sure everything is arranged neatly, labeled and returned to the storage unit; note anything that will need to be replaced, purchased, etc for the following year

2. take the Santa suit for cleaning and hang it in warm storage

3. make any necessary notes/additions/deletions to these instructions so that the event will go smoother next year!

4. send out a thank-you to CKCOJ-announce to the volunteers

5. contact Doggie Dollars coordinator to be sure all volunteers get doggie dollars

