1999 Wom ng Hunting and Fi shing Heritage Exposition

The schedule for staffing the BLM Booth wi ||
first-serve basis.

Casper

Events Center

BLM Boot h Staffing Schedul e
be on a first-cone-

Each shift

back-to-back shifts is permtted.

BLM Boot h Set-Up Schedul e

is 4 hours |long. Scheduling of

Thur sday, Septenber 9, 1999 1PM to 5PM
Ti nme Nane, Nane, Nane, Nane,
Ofice, Ofice, Ofice Ofice,
Phone Phone Phone Phone
Nunber Nunber Nunber Nunber
1PM - 5PM
BLM Staffi ng Schedul e (2 BLM Enpl oyees per 4 hour shift)
Friday, Septenber 10, 1999 (9AMto 5PM
Ti me Nane, O fice, Phone Nane, O fice, Phone
Nunber Nunber
9 AM- 1 PM
1 PM- 5 PM
Sat urday, Septenber 11, 1999 (9AMto 5 PM
Ti me Nane, O fice, Phone Nane, O fice, Phone
Nunber Nunber
9 AM- 1 PM
1 PM- 5 PM
Sunday, Septenber 12, 1999 (9AMto 4 PM
Ti ne Nane, O fice, Phone Nanme, O fice, Phone
Nunber Nunber
9 AM- 1 PM
1 PM- 4 PM

Boot h Take- Down Schedul e

Sunday Septenber 12, 1999 (as needed)

4 PMto 5 PM




Wom ng Hunting and Fi shing Heritage Exposition
BLM Rul es of Boot h Behavi or

1. It is hardto talk to a visitor when you are out of breath
fromrushing. Allow yourself about 15 mnutes in the booth before
you go on duty to becone famliar with the surroundi ngs.

2. Sometines you can be unavoi dably detained, but be sure you
contact the person in charge of the booth so your position can be
cover ed.

3. Don't let your dress distract fromyour presentation. War a
BLM uniformif you have one, if you don't consider borrow ng one
froma co-worker. Save the casual |ook for your off-duty hours.

4. Have you ever tried to read a nane badge hi dden under a coat
| apel 7 Wear yours prom nently displayed.

5. To snoke or not to snoke -- that is the question. It is
better to avoid snoking altogether than to offend sone visitors.

Pl ease step out away fromthe booth and take a brief wal k when you
need to light up.

6. Invest in sone confortable shoes. Booth staff should be on
their feet and ready to greet visitors, not sitting in a corner
resting.

7. FEating is a great past tinme, but not while on duty. Please do
not bring any food into the booth during show hours.

Non- al cohol i ¢ beverages may be brought in, but please keep them
out of sight.

8. Visit with other enployees after show hours. Visitors are
reluctant to disturb soneone who i s engaged in conversati on.

9. No one knows the answers to all questions, so be prepared to
refer visitors to the proper source. |If no one is available, get
the visitor:s nane, address and phone nunber so we can get back to
themat a |later date.

10. Don't wait for a visitor to ask you a question. Geet people
with a friendly smle and act interested in their needs. On the
ot her hand, don't Apounce@l and frighten them away.

11. Do you want to approach a booth that is cluttered and dirty?
Nei t her does your visitor. Everyone is responsible for keeping

t he booth neat and clean. This includes placing personal

bel ongi ngs out of sight.



12. Disappearing acts are great on stage, but you shoul d al ways
informyour fellow staff nmenbers when you | eave the booth. Let
t hem know when you'll return -- and be pronpt.

13. Major problenms can occur and should be referred to Ray Hanson
or Mark Col dbach

14. Not all visitors fit the Anold.§ Welcone all visitors and be
prepared to answer their questions.

15. CARDINAL RULE: Talk to all visitors but don't engage in

phi | osophi cal debates about agency policies. Ofer to take their
nane and have an agency specialist get back to them Don't |ose
your tenper!

16. Staffing the booth is considered official business duty. If
you want to include your famly menbers, please wait till your off
duty.

17. Please count (on the tally whacker) the nunber of visitor
contacts made during your shift and record this information and
any visitor questions or conments needing followup in the Booth
Log Book.



