








 
 

6/17/2024 
Monday 

Morning Cut grass 
 Initial booth mark 

 5:30pm Meeting? 
 

6/19/2024 Get vests from TLGV 
Wednesday Print off all products: artist packets, volunteer 

tags, maps 

 
6/20/2024 Mark booth corners 
Thursday Bring over risers, tents, trash cans 

Put up signage 
 

6/21/2024 Morning Touch up mark for booths 
Friday  Set up registration tent, tables, booth 
  Block off food vendor, music spots 
  Set up artist parking area 
 3pm - 7pm Artists set up 

 
6/22/2024 7am - 10am Set Up Breakfast 

Artists set up 
Saturday  Instruct parking attendants 
 8am - 10am Parks and Rec Employees 
 9am - 5pm Parks and Rec Employee 
 8am - 4pm Parks and Rec Employee 
 4pm - 5pm Clean up, Bathrooms Open 

 
Overnight 5pm - 11pm Parks and Rec Employee 
 Saturday 11pm - 7am Parks and Rec Employee 
 7am - 9am Arts Council Volunteer 

 
6/23/2024 9am - 10pm Artists set up 
Sunday 9am - 4pm Parks and Rec Employees 
 4pm - 6pm Parks and Rec Employees 
 4pm - 6pm Clean up, Bathrooms Open 

 
 

Key 
 Putnam Parks and Recreation 

Putnam Arts Council

Event Timeline 



 
 

Date Time (3 hr shifts) Tasks # 

6/21/2024 12:00pm - 3:00pm  3 
Friday 3:00pm - 7:00pm Help artists unload 5 

 
6/22/202
4 

7:00am - 10:00am Help artists unload, direct parking 10 

Saturday 10:00am - 1:00pm  3-5 
 1:00pm - 3:00pm  3-5 
 3:00pm - 6:00pm Clean up 3-5 

 
6/23/2023 9:00am - 10:00pm  3-5 

Sunday 10:00am - 1:00pm  3-5 
 1:00pm - 3:00pm  3-5 
 3:00pm - 6:00pm Help artists pack up 10 

 
Help includes: 
Answering artists' questions 
Watching booths for artists to take bathroom/food breaks 
Distributing water bottles 
Checking in artists 

 

 
 
 
 
 
 
 
 
 
 
 

Volunteer Schedule & Assignments 



Putnam Fine Arts and Crafts Festival 2024 
 
Needed from Town/Facilities Employees 
Week of May 20 
 Hang Banners on Municipal Complex Green 
Monday 6/17 
 Cut Grass, Initial Booth Layout 
Thursday 6/20 
 Bring over risers, tents, 10 Trash cans 
Friday 6/21 
 Morning 
  Finish/Touch up Booths Marking 
  Block off Food Vender, Music Spots 
  Set Up Artist Parking Area 
Saturday 6/22 
 Help Artists Setup, move materials 
  Need Gators 
 Direct Artist Parking 
 Keep Municipal Complex Open until 5pm for bathroom use 
Sunday 6/23 

Help Artists Setup, move materials 
  Need Gators 
 Keep Municipal Complex Open until 6pm for bathroom use 
 
 
 
 
 
 






