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The Vietnam Traveling Memorial Wall®
www.TravelingWall.us 
Memorial Wall Information Kit
Thank you for your interest in the Vietnam Traveling Memorial Wall.  The information contained in these few pages will help you prepare for the Memorial Wall coming to your community. 

The Vietnam Traveling Memorial Wall is owned and operated by the Vietnam and All Veterans of Brevard, a grass roots veterans group. We have hosted the Vietnam and All Veterans Reunion for the last 19 years in Melbourne, FL, and it is one of the largest reunions in the world. We run a transitional housing facility that helps Veterans get back on their feet.  Our Color Guard and Rifle Team perform at many community events.

The Vietnam Traveling Memorial Wall is approximately a 3/5 scale to the Vietnam Memorial in Washington D C.  This Wall covers 288 feet with each wing being144 feet in length. The Wall is made from 3/16 in. aluminum plate with a backing frame, and was powder coated black with the names highlighted in white. All of the work was done in one year by businesses in Brevard County, Florida.

If you have questions please contact us by either phone, e-mail or letter.  We look forward to bringing the Vietnam Traveling Memorial Wall to you and sharing the experience with the people in your community.

Support the Troops,

Greg Welsh
Wall Manager

321-501-6896

Greg@TravelingWall.us        

Sponsoring the Memorial Wall 

Once you have contacted the Memorial Wall manager with the dates you would like to host, you are on the way to bringing the Memorial Wall to your community. The logistics involved are a lot for one person to handle, which this is why we recommend that you put a committee together and the workload be shared. We also recommend a Point of Contact (POC) to work with the Wall Manager, this way one person can report to the committee and the Wall manager. Remember, feel free to contact us with any questions you or your committee might have, as we are here to help make the Memorial Wall a great community event.

Fundraising

Being the sponsor you have options to help with the funding. One option might be joining with another veteran’s organization and co-sponsor the event. You can also contact businesses in your community to help with the funding.  Don’t forget your city and county government, as they might want to be involved and tie the Memorial Wall with a local event. Another option is to contact your local tourism board that might help with advertising or funding. Lastly, don’t forget the use of donation jars; it is the policy of the Memorial Wall that the money collected belongs to the sponsor. We ask that if you get a major sponsor to fund the Memorial Wall that you earmark the donation money to benefit a veterans program in your community. Please remember either in your opening or closing ceremony or in your program to acknowledge your supporting sponsors that donated money or other contributions.

Publicity

Going along with fundraising, one critical item is getting the word out to the community that the Memorial Wall is coming. This can be done with media packets and getting them to the local TV and radio stations for Public Service Ads (PSA’s). Also contact the newspapers with a story for them to print, and don’t forget to use the weekly papers. Feel free to have the local papers contact the Wall Manager for information to use in a story. Also we ask that we be referred to as The Vietnam Traveling Memorial Wall or Memorial Wall. By using all these assets you will ensure that the community will not only know about your event but will want to come out and show support. Depending on the time of year contact the schools and set times for students to come out. Have some Vietnam Veterans there as they can answer questions and help the children understand. Set-up times can be set to make it possible for the schools to come out.
The Site Location

Due to the size of the Memorial Wall it is best set up outside in a park or an area with grass and trees. We can adjust the angle of the wings but the Memorial Wall looks best set between 120 -135 degrees. (See lay out drawing) The best way is decide where you want the apex (center) measure 144 feet for each wing and adjust the angle for 125 degrees. Figure you will need an area about 310 x 80 feet, and the ground should be level and flat to make set up easier. The site prep can be done in advance with a box blade and packing fill for level flat ground .We also ask that you have 10 2x4’s and a saw to cut if needed, also 20 cinder blocks for leveling and frame support. When set up you will need 7-9 cu.yds of mulch to dress the front of the Wall. The key is flat level ground to make the Memorial Wall set up easy and look perfect when done.
After the Memorial Wall is set up the landscaping options are a choice of the Sponsor. You could add shrubs, small trees or even flowers; these can be donated or loaned from businesses wanting to support the Memorial Wall. You can also buy them and then sell them to your membership after the event. You might also want to have flowers or small flags available for people to place at the Memorial Wall.  The flowers can be obtained from local florists; they might even donate them, as they will want to be part of the event.

Set up/Take Down of the Memorial Wall 

The set up and take down time can be arranged with the Wall Manager, the crew size is a minimum of ten people for set up and take down but no one will be turned away as all help is welcome. Prior to set up the Wall Manager will brief everyone on how set up the Wall. The Memorial Wall crew will supply all tools and hardware that is needed. It will take about five hours to set the Memorial Wall up and about two - three hours to take it down; the times can vary by the number of people helping. The key is to go slow and take our time to get the best job and have it look perfect when it is complete.
Memorial Wall Escort

Many of the sponsors want to escort the Wall in to there community with police, fire, and motorcycles to welcome the Wall. The time and place can be worked out with the Wall manager to make it all work. Help with this can be gotten from local veteran motorcycle groups and clubs (i.e. Legion Riders, PGR, HOG, or just local riders). A few things to remember are pick a large place to meet and form up, work the route out with local law enforcement, and let the public know. Remember the Memorial Wall usually arrives in your area the day before we set up any changes need to be coordinated with the Wall manager.
Inclement Weather
Have wood chips or straw available to place in front of the Memorial Wall to create a walkway.  This will prevent mud from forming where drainage is poor in the event of inclement weather. 
Shelters/Command Post

We suggest that you have an area with a few tents or canopies for the workers to take a break. You could use a tent or an RV for a command post to run your work and security crews.  In areas prone to afternoon thunderstorms, an RV or a truck should be available for the security crews to use during times of lighting.  It is recommended that the Memorial Wall be closed during these times to protect the visitors.

A shelter will be needed for the volunteers working the computer and the directories to help people find names. It is recommended that a minimum of two people work the directories during the busy times. Provide paper and crayons for rubbings, and your volunteers can point people in the right direction after explaining East and West and panel numbers.

At the Command Post and information tent volunteers should have a list of phone numbers and who to contact in the event of an emergency.  The Wall Manager will also give the sponsor contact information. This should be available to the night security people in case a problem with the Memorial Wall comes up.

Food & Water for Volunteers

What is supplied to the volunteers is up to the sponsor.  We recommend that coffee and water is available for the workers throughout the day and night. The set up of the Memorial Wall is a major undertaking, the sponsor needs to be sure there is lots of water (a must in the summer months) and feed your workers as well. By talking to fraternal organizations and businesses you should be able to get food donated.

Fire & Police

Due to the large number of people that will turn out for your event, be sure to coordinate with your police department so they can help with traffic control. The fire department should also be contacted in case they have to respond with a rescue unit.

Power and Lighting

The Memorial Wall will need to be lit at night, so visitors can find names and also for the security people. This can be done with portable halogen lights, approximately two units should cover it; they can be rented or donated by one of the many construction equipment companies in your community. This also can be the power source for the computers and coffee pots if no other source is available.

Flag Poles, Signs and Grounds Keeping 
It is suggested that you fly the American flag and the POW/MIA flag as well as your state flag if you wish. If a pole isn’t available, one can be made and installed inexpensively. The Wall supplies 3ea American Flags behind the Wall at the apex, 2 ea POW-MIA flags at each end of the Wall, and all 5 service flags around the front of the Memorial Wall. Everything inside this area is considered Hallow Ground and will be treated as such.

Signs that read “No Smoking, No Drinking, No Food, and No Pets” will be posted near the entrance to the Memorial Wall area.(Supplied by the Wall crew) A trash container should be near by for items.  Volunteers should be instructed to keep the area free of litter and dump trash containers. During summer months with very high temperatures only bottled water will be allowed in the area of the Wall in the interest of safety, the Wall manager will make that call if to allow it. 
If there are no buildings close by for public use, portable chemical toilets will be needed.
Artifacts Left

Visitors to the Wall often bring memorabilia to be left at the panel of their loved one. It will be up to the sponsor to remove and appropriately handle all materials left by the general public at the Memorial Wall during exhibition. The items will be collected just prior to the Wall being taken down.
Counseling

The Memorial Wall might be an emotional experience for some.  Please consider having understanding and knowledgeable counselors on hand. The VA and local ministries are good sources for these volunteers.

Ceremonies /Programs

After the Memorial Wall is set up it is up to the sponsor as to how to run things. You can hold an opening ceremony within the first few days, which could consist of local heroes, introduce dignitaries, and give acknowledgments of sponsors and businesses that contributed to your event.  Local veteran organizations may wish to place wreaths, have Color Guards, and play Taps if so desired.

On the last day you can have a closing ceremony, maybe retiring the Colors and Taps, and what ever you feel would make a proper statement.

You have the option to have a program or brochure for the opening or closing or combine them, as the cost of printing can be expensive if you cannot get services donated. By combining them you can use them all week, if you are having other things going on you can also add that to the program.

This is a good place to mention any businesses or other groups that have been helpful in supporting you in putting on this event.

Donation jars

It is our policy not to put out donation jars, as the Sponsor you can use donation jars to help with the cost or if you have a business, or city paying for the Memorial Wall the money from the donation jars can be used for a veterans program in your area. What we require is if donation jars are used you place a label on them and state where the money is going. So the public knows.
This is your event, we are here to help you and make it the best it can be. We do have requirements that have to be met, but after that it is your show. Where the Memorial Wall is set up it is considered hallowed ground and should be given respect. You can have other things going on but in an area away from the Memorial Wall. Remember if you have any questions please contact me. 

Thank you,

Greg Welsh

Wall manager

321-501-6896

greg@travelingwall.us 
