TOKONOMA IKEBANA  ARRANGEMENT INSTRUCTIONS
 for the
Japanese Friendship Garden and Museum


Please follow these instructions when creating an arrangement for the JFGM.
Set-up:
· Plan to create your arrangement on the Thurs (preferred) or Friday before your scheduled weekend;
· Arrive during opening hours (10am-4pm), enter and collect the Exhibition Hall kitchen key from the main entrance cashier;
· Bring a mat, board, or other surface protector to go under your finished arrangement;
· Place your I.I. nametag in a frame (located in the green card box in the 1st upper cabinet on your right as you enter the kitchen) and set it next to your arrangement, along with the I.I. QR sign;
· Take a minimum of two photos (with and without the nametag) on a high resolution setting and email them as attachments to Deborah Warriner (dswarriner.sd@gmail.com);
· Be sure the container is full of water;
· Lock the kitchen and return the key to the main entrance.
Free Parking for Arrangers:
· Temporary parking (up to 1 hour only) is allowed on the right side of the back entrance gate to the JFGM (on the access road behind the Organ Pavillion) with the car front facing the gate;
· Do not block the left side of the back entrance gate to the JFGM;
· Using the example provided, print a sign stating Japanese Friendship Garden & Museum Volunteer: Tokonoma Arranger, adding your name and contact telephone number.
· Place the sign on your dashboard where it is easily readable while parked.
Maintenance:
· Check/refresh your arrangement at least once over the weekend (especially in hot weather).
Break-down:
· Dismantle your arrangement between 10am-noon on the Mon. or Tues. following your scheduled weekend;
· Return the nametag, frame, and I.I. Information sign to the kitchen cabinet, and the kitchen key to the main entrance cashier;
· Take all materials with you and leave the Tokonoma clean.
Troubleshooting:
· Contact the main entrance or Emiko Scudder (619/232-2784) if the Tokonoma lights are not turned on.  Contact Deborah Warriner (619/665-3563 or dswarriner.sd@gmail.com) as soon as possible if you have any questions or need to reschedule. Also, please let me know if you need help printing a parking sign or do not receive your honorarium ($30) within 60 days of making your arrangement.

