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Event Tables - Process

• If you sign up to staff an event information table, the 
chair/coordinator should contact you and provide 
specifics on the table theme (if there is one), 
date/time, parking, what to bring, etc.

• Ask for the chair/coordinator’s cell phone number in 
case of last-minute issues with your arrival  

• The chair/coordinator will reserve the supplies and 
arrange for supply pick-up and return



Event Table Supplies
These are some of the MGA supplies that that are available for 
use at our event information tables. 
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Supply Tote (reference 
materials, etc.)

EZ-ups

Posters
Problem Samples

Insect/animal PhotosWheel of Questions

Insect boxes

Seeds
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More Supplies

Binder of publications

Banner – to be hung at the back of the 
EZ-up or in front of the table (if no 
tablecloth with logos)
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2-Sided flyer in plastic stand
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Displayed in 
plastic stand

Replaces Event Sign-
up Sheet

Mary Barnes will put them 
on email distribution for 
information when it is 
available for each class
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Answering Questions - Reference Materials

If someone is interested in attending a Home Horticulture or Master Gardener 
training class – give them this bookmark and they can check the website for 
more information and email Mary Barnes if they want more information or an 
application.
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Handout at 
Sedona Farmers 
Market Info 
Table  – lots of 
visitors
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https://extension.arizona.edu/yavapai-event-table-documents

https://extension.arizona.edu/yavapai-event-table-documents
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Booth Set-up Example  
Note: Minimal 
materials on front 
table; reference 
books on side or 
back table. 



Guidelines for
   Interacting with the Public
DO –
• Wear your MG nametag 

on your right side
• Wear MG logo-wear if 

you’d like
• Stand when people  

approach our table
• Have fun!!!

Avoid –
• Political/controversial  

discussions
• Chewing gum
• Eating at the event table 
• Using cell phone
• Engaging in conversation

w/ other MGs while 
ignoring visitors

• Knitting, reading a novel, 
etc. at event tables

• Wearing strong scents
• Being late or leaving 

early
• Leaving an information 

table unattended
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Engaging the Public

Event tables, County Fair, etc. 
We are there to share information, answer questions, etc.  
If it is an event table, the table should have some interesting items that 
will pique the interest of those passing by.  When they walk up, we start 
the conversation. 

• We should not be in front of the table like circus 
barkers to engage people.  If you are standing 
behind the table and make eye contact people will 
stop if they are interested. 

• There may be seeds to give away at the table.  We 
should not be forcing seeds or other materials on 
people.  If you engage in a conversation and want to 
offer them a packet of seeds, that is more appropriate.
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Challenging Questions

Some people will challenge our information, the supplies we 
have, etc.
• Don’t bring materials with labels that could generate 

challenges, e.g. bag of soil with a brand name

• Don’t get into a debate – you could say things like:
That is interesting
I am not aware of that study
We provide options and let people decide on the solution

• We don’t dictate and we are not the horticulture police – 
you can say things like

You might try ….
The rationale behind our recommendation is ….
You might get better results if….
 



Event Table Tally Sheets 
• Tally sheets are available in the Travel Totes 
• Tally number of personal, educational contacts (actual 

conversations, not walk-bys)
• Return tally sheets to Extension Office
• Tally results will be included in Extension year end reports
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If you are volunteering at the County 
Fair Horticulture/Floriculture area, you 
will not necessarily be sitting at the 
information table.  You should be 
mingling with the public, answering 
questions, etc.  Those interactions 
should be tallied.



Teamwork - Appreciate All Styles
Chairs/Coordinators and Volunteers 
• Know your style
• Know others’ styles / ask volunteers what tasks they 

would like to perform
• Appreciate and value everyone’s contribution 

Controlling                Analyzing  
 Take charge                           Thorough 

Decisive                                Organized
Results Focused                     Good Planner

        

 
  
              

Promoting           Supporting     
    Stimulating                           Team Player
    Inspirational                           Consensus Builder
    Idea Generator                       Relationship-Oriented
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After an Event 

• Feedback is appreciated – feedback form is on MG 
website, Volunteer Documents page 
https://extension.arizona.edu/yavapai-master-gardener-
volunteer-documents

• Chairs/coordinators always thank your volunteers
• Project chairs provide updated Task List to Volunteer 

Projects Committee for the next chair 
• For special events/activities, e.g. Sharlot Hall Rose 

Pruning, send a list of event volunteers to Mary Barnes 
(exception: Farmers Mkts)
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https://extension.arizona.edu/yavapai-master-gardener-volunteer-documents
https://extension.arizona.edu/yavapai-master-gardener-volunteer-documents


Need Additional Assistance?

Volunteer Projects Committee Contacts:
Scholly Ketcher (Prescott Area) – schollyk@yahoo.com
Carol Keefer (Verde/Sedona Area) -  writercarol50@gmail.com

 We’re here for you and appreciate 
your willingness to volunteer!
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