Instructions for Traveling Display

1. Checkout is for one week (Monday – Friday) unless previously approved by MACMHB.

2. Enclosed please find the following materials:

a. Banners (laminated with Velcro backing) for the display

b. Mirrors for display (2)

c. Phrase boards to include (on foamboard)

d. Various pictures 

e. Sample pictures and diagrams for how to arrange the display

3. You will need your own display board to place materials on.  There should be enough materials to fill 2 tabletop displays included.  

4. If you need promotion assistance, sample press releases for the display are available through MACMHB.

5. Include any materials on your display table about your organization you’d like to share with the public.

6. Please add one picture to our display – place it on foam board like the other pictures (most local printing/copying businesses can do this for you).  Adding one picture is an opportunity to inform the public about the display, your agencies addition to the display, and possibly a feature article about the person whose picture is being added.  

7. MACMHB (517-374-6848) will enclose the waybills for the display to be shipped back once completed.  The materials might need to be sent to another location, so you will need to call the number located at the bottom of the waybill to place the pickup request no more than 2 days after you are finished with the items.  Please email Tresha at tcrenshaw@macmhb.org when the materials have been picked up.  

Traveling Display Checkout Form

Contact Name:___________________________

Organization:____________________________

Address:________________________________

Phone:__________________________________

Email:__________________________________

Requested check-out week (Monday – Friday) – Please list your 3 preferred weeks.  MACMHB will try to meet all preferences and contact you on what date you have the display reserved:

1.______________________

2.______________________

3.______________________

Please return this form to MACMHB via fax at 517-374-1053 or email information to tcrenshaw@macmhb.org .   You will receive a confirmation from Tresha with your  reserved date.   

