WREATHS ACROSS AMERICA™

Quick Start Pamphlet

For

Location Leaders and Fundraising Groups



WELCOME

The Wreaths Across America™ Mission Statement

Remember ............ the fallen
Honor ......cccoeeene.. those who serve
Teach ...coccovvevennnn.. our children the value of freedom.

Wreaths Across America™ (“WAA”) was born in 2006 out of a desire to remember and honor
American service members for their contributions in preserving our freedom. Morrill Worcester
and the Worcester Wreath Company of Harrington Maine had the vision for this project and
placed the first wreaths. It has since become an annual tradition to lay wreaths at the grave-
markers of our fallen veterans during December as a way to express our appreciation and to
pay tribute for the sacrifices made for our Country by our service men and women.

Wreaths Across America™ maintains no political or religious agenda, but rather a mission to
remember and honor our veterans during the month of December. At time of traditional family
get-togethers, this event provides a great learning opportunity to teach our children of the many
sacrifices made by our military men and women.

Wreaths Across America™ is a 501 c-3 organization founded in 2007 as a continuation of the
Arlington Wreath Project. WAA ceremonies are held at over 400 locations in the USA and 24
locations overseas. There is no charge to hold or attend WAA ceremonies.

WAA could not carry out its mission without the help of volunteers, location leaders, sponsors,
fundraisers and the generous donations of trucking companies. We extend a special thanks to
all involved. If you are a location, location leader or a fundraising group please fill out the forms
in this book and file them with the WAA office.

There are no requirements to raise funds to participate in the Wreaths Across America™
Ceremonies.
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WREATHS - LOCATIONS - FUNDRAISING
WHAT IS THIS ALL ABOUT AND HOW DOES IT WORK?

Donated wreaths are placed at locations throughout the United States and selected overseas
locations to honor our veterans. We work with people and businesses in our communities to
donate the wreaths for these locations. It is just that simple.

The area where the wreaths are placed is called a location and in this document on page 4 & 5
we explain the types of locations, what location leaders do, and how to register a location. Page
6, 7, & 8 are the required forms to register a location while page 9 & 10 will answer frequently
asked questions about locations. There are over 400 current locations where wreaths are
placed and you may choose one of these locations to put your donated wreaths on or start a
new location. On page 11, 12, & 13 is a sample script to assist location leaders and other
officials with a wreath laying ceremony.

After you have chosen either an existing location or start a new one to place the donated
wreaths, the next step is working with the people and business in your community to donate
wreaths for this event. Wreaths Across America™ wreath sponsorships sell at $15 each. The
funds are collected by the participating groups and sent to the WAA home office located in
Harrington, Maine. Of the $15.00 donated for each wreath, $5.00 is returned to the fundraising
organization. If you are not interested in raising money for your group and just want to have
wreaths for your location then you can choose the 3 for 2 option. For every two $15.00
sponsorships 3 wreaths will be sent to the participating location of choice. With this option, no
funds are returned to your group.

On page 14 of this document, we explain the fund raising and wreath donation program. On
page 15-16 are the fundraising group registration forms that must be completed by the
fundraising groups and are to be sent into the WAA home office. Page 17 is the wreath
sponsorship form to use when a person or business want to buy a wreath to donate. The top
part of the form along with a tally sheet (page 18) is sent to the WAA home office and the
bottom part of the sheet goes to the person donating the wreath. You may make as many
copies of page 17 as you need. On page 19 & 20 are ideas and goals that can be used by the
fundraising groups to help them in getting donations for wreaths.

Finally if you have any questions please call or write the WAA home office and they will assist
you with your question.

Wreaths Across America Phone 207-483-2039
PO Box 256 email wayne@wreathsacrossamerica.org
Harrington, ME 04643
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WHAT IS A LOCATION AND WHY DO | NEED ONE?

Locations are places where the donated wreaths are placed. There are two types; ceremonial
only and ceremonial at a cemetery.

Locations can be any of the following:

¢ National or State Veterans Cemetery

o Community Cemetery

e Monument

e Park or Memorial

e School

e Special Request location (Church, Community Hall, etc.)

e Locations can be ceremonial only or ceremonial also placing sponsorship wreaths.

Wreaths Across America™ recommends two types of ceremonies, ceremonial only where
wreaths is positioned in a place of honor and ceremonial at a cemetery placing sponsorship
wreaths on individual graves. All ceremonies are scheduled to take place on the second
Saturday of December at 12 Noon EST.

e “Ceremonial Only” Locations receive seven (7) wreaths donated from the Worcester Wreath
Company in Harrington, ME. Each wreath represents a branch of the service plus a wreath
for POW/MIA. Each wreath is decorated with a red bow, American flag and a corresponding
service flag to represent each branch.

e Ceremonial Only locations are generally monuments or parks that do not have interments.
If your location is registered as a ceremonial only and does have individual interments and
you wish to have wreath sponsorships, please call the WAA office at 207-483-2039.

Ceremonial also placing sponsorship wreaths also receive the 7 ceremonial wreaths. In
addition to one or more fundraising groups working to secure wreath sponsorships for individual
grave placement.

HOW DO | REGISTER A LOCATION?

Locations by completing the enclosed application and sending the form to the WAA
office. Your questions can be answered by calling (207) 483-2039. All locations that are
registered with the WAA office receive the 7 Ceremonial Wreaths compliments of Worcester
Wreath Company, Harrington, ME. Location leaders are listed on the WAA website on the
location page, with contact information so that fundraising groups can contact them to
coordinate the wreath ceremony.
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WHAT IS A LOCATION LEADER?
Here are the duties of the Wreaths Across America™ volunteer location leader:

o WAA location leader are the organizers of the locations where the wreaths are placed. A
location leader organizes and conducts the December ceremony at that location and
possibly at locations elsewhere in the community.

e The location leader coordinates the wreath laying and reaches out to involve members of
the community with the WAA experience. The inclusion of schools, veteran’s organizations
and other civic groups is encouraged.

e Location leaders accept delivery of the wreaths. You must provide WAA with a address
that is accessible by 18-wheeler as this is how most wreaths are delivered.

e Location leaders must acknowledge that ceremonies are non-political and all inclusive. A
ceremony outline is provided in this pamphlet.

e Location Leaders are responsible for working with the cemetery and volunteers to set up

clean up and removal of the wreaths after an appropriate period of time.

o If a Location Leader is not able to coordinate the laying of the wreaths on individual graves

then the Location Leader will need to coordinate with fundraising groups to ensure that
grave specific requested wreaths are placed appropriately.
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LOCATION SIGN UP FORM
(PLEASE PRINT CLEARLY ON THIS FORM)

Name of Cemetery/Memorial:

Number of Graves:

Number of Veterans Graves:

Town/City/County:

Cemetery Address:

Contact Name at Location:

Location Leader Name:

Location Leader Mailing Address:

Location Leader Phone:

Location Leader Email:

WAA will post both the phone number and email address online for individuals to be able to
contact you about your location. If you prefer one or the other not be posted please list which

one. There MUST be one means of contact information posted online.

Will your location be willing to place more than just ceremonial wreaths?
Yes No

If NO please provide additional detalils:
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Final shipping details determine how the wreaths will be shipped to your location. Please
provide a delivery addresses that that allows all types of delivery situations (i.e. UPS, Fed Ex,
Box truck, 18 Wheeler).

Ship Ceremonial Wreaths To: Location Leader Address
Cemetery Address

Ship Sponsorship Wreaths To: Location Leader Address
Cemetery Address

Is the address you have provided for the delivery of the sponsorship wreaths an address that an

18-wheel trailer truck easily access? Yes No

If NO, you MUST provide a viable delivery address for a big truck.

If a different address is used for shipping, please provide below:

The driver will contact you prior to delivery with an estimated time of arrival, it is your
responsibility as the location leader to have volunteers lined up to unload the wreaths, and it is
not the responsibility of the driver to unload the truck.

IF there are extra wreaths in the general fund for your state will your location is able to accept
extra wreaths? Yes No

(There is no guarantee that there will be extra wreaths but this information is helpful in the event
that there are some available).

Questions/Comments or suggestions for 2010:
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Participation Agreement For A Location

| have read and agree to the terms and responsibilities set forth in the Wreaths Across
America™ Handbook for Locations Leaders and Fundraising Groups.

(Signed) (Date)

(Location Leader For) (Location Name)

Please keep a signed copy for your records and send a copy to the Wreaths
Across America™ Office, PO Box 256, Harrington, ME 04643.
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LOCATION FAQ’S

Q. Who should Il invite to a ceremony?

A. As location leader it is important to involve as many people in your community as possible.
You should get in touch with local veterans organizations, you can make it as big of a ceremony
as you want to. There are some organizations who perform fly over’s, precessions with Patriot
Guard Riders, color guards, ect. Please reach out to schools and other organizations in your
community, all we ask is that your ceremony be all-inclusive and remain non-political.

Q. Why are the ceremonies held at 12 noon EST?

A. The reason the ceremonies are held at this time is to coincide with the laying of the wreaths
at the Tomb of the Unknown Soldier at Arlington National Cemetery, this is a tradition that dates
back to 1992. The placement of the sponsorship wreaths can either take place prior to or
following the ceremony, but the laying of the ceremonial wreaths take place at 12 noon EST to
coincide with the ceremony at Arlington. One thing that makes the Wreaths Across America
ceremony special is that we have roughly 500 ceremonies taking place nationally and overseas
that hold a moment of silence all at the same time. Bringing everyone together during one of
the busiest times of year to take that moment of silence to appreciate the freedoms that we
enjoy is one of the things that make this a unique program.

Q. Arethe ceremonies limited to National and State cemeteries or can | sign up my local
cemetery for participation?

A. Wreaths Across America™ ceremonies can be held anywhere you would like to have a
display of wreaths to honor veterans. We have participating monuments, parks, national and
state cemeteries, community cemeteries and schools. Worcester Wreath Company provides
the 7 ceremonial wreaths for those who are having ceremonies. We will work with any
community to honor their community’s veterans in whatever way they see fit and we are open to
new ideas all the time. 2009 was the first year we held a ceremony at sea.

Q. What are the “Ceremonial Wreaths” and how much do they cost?

A. Ceremonial wreaths are donated to anyone who registers to host a ceremony and are
donated by the Worcester Wreath Company in Harrington ME. The ceremonial wreaths
represent each branch of the military service including the POW/MIA. Each wreath is decorated
with a red bow, an American Flag and a service flag to represent a branch of service (one
wreath per branch).
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Q. Is there a prewritten ceremony or guideline?

A. Yes, Wreaths Across America™ has a ceremony attached in the handbook. This is simply
an outline and we ask that you make this fit your location for your ceremony using this guideline,
we must stress that your ceremony remain non-political.

Q. What if | want to give an award to someone in my community in recognition of their
help with the WAA project?

A. If you contact the WAA office we will be happy to help you recognize those who have made
a special effort in helping with our mission of Remember Honor and Teach. Please share with
us your stories.

We hope that you will be participating in the whole WAA experience which includes having a
state house ceremony in your state, reaching out to your local high schools, grade schools with
the education program that will be online which becomes the whole teaching process so that
the whole mission of Remember Honor and Teach is honored.

Q. The Cemetery that | want to sponsor is listed as a “Ceremonial Only” but | want to see
they get sponsorship wreaths, what do | do?

A. Please contact the office and we will help you work with the location leader to get wreaths for
your chosen location.
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Sample Location Ceremony - Wreaths Across America™

The following is a sample ceremony to assist the location leaders. Deviations are permitted to
suit the location. Deviations must consider the mission and principles of the Wreaths Across
America™. Most importantly, they must be non-political and non-discriminatory.

Opening at 12:00 noon Eastern Standard Time (Sharp).

Please join with me in a minute of silence to remember the fallen, the prisoners of war, the
missing in action and honor those who have served and are serving this great nation’s armed
services.

(One full Minute of silence to be observed) Timed!
Color Guard:
Please stand while we post the colors.

“Color Guard, post the Colors.” (Where Honor Guards are present and participating, they too will
come forward and place themselves on both sides of the memorial to be decorated). Leaders
will set this up in advance.

Opening Remarks:

We are gathered here today at this memorial site and memorial sites all across America to
remember that we are one nation with one flag. We are all proud to be Americans that live in a
free society made up of many people, many races, from many occupations. The freedoms we
enjoy today have not come without a price. Lying here before us and in cemeteries throughout
this nation are men and women who gave their lives so that we can live in freedom and without
fear. We can worship as we see fit. We can raise our children to believe as we do. We can
travel from one end of this great nation to the other and not have to ask permission to go. We
are free to vote for whomever we feel should be in government office and we answer to no one
but our own feelings. We have the right to succeed and we have the right to fail at whatever
endeavor we wish to pursue. The United States of America was founded on the ideals of
Freedom, Justice and Equality. Our Nation stands as a shining beacon of liberty and freedom to
the world. We thank those who gave their lives to keep us free and we shall not forget you. We
shall remember. (Short Pause)

Today, many of you here, are Veterans of wars and conflicts that America has had to fight to
protect the innocent and oppressed. America has always been the first nation to stand up for the
freedom of people from around the world. Many of you here today have answered that call and
served your country well. We are here today to say “Thank you” and we are honored to know
you. There are many men and women serving today in all branches of the military, here at home
and in places far away that most of us have never heard of. These men and women are part of
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the best-trained, best-equipped force in the world. We honor them and their families for the
sacrifices they make each day to keep our country safe from terrorism, hatred and injustice that
plague the world community. When you see a Veteran or an active duty member of the armed
services, take a moment to say ‘thank you.” We owe them our way of life, and a moment of your
time is well spent.

Quoting our 40™ United States President Ronald Reagan. Quote “Freedom is never more than
one generation away from extinction. We did not pass it to our children in the bloodstream. It
must be fought for, protected, and handed on for them to do the same, or one day we will spend
our sunset years telling our children and our children’s children what it was once like in the
United States where men were free.” End Quote.

Today we show a united front of national unity all across the United States of America as we
Remember the Fallen, Honor those who serve and Teach our children the value of freedom.

Wreath Laying: Color Guard and if present Honor Guard will present arms at the laying of
each wreath.

Now (Person’s Name) will lay a holiday wreath in memory of those who served and are serving
in the United States Army.

Now (Person’s Name) will lay a holiday wreath in memory of those who served and are serving
in the United States Navy.

Now (Person’s Name) will lay a holiday wreath in memory of those who served and are serving
in the United States Marine Corps.

Now (Person’s Name) will lay a holiday wreath in memory of those who served and are serving
in the United States Air force.

Now (Person’s Name) will lay a holiday wreath in memory of those who served and are serving
in the United States Coast Guard.

Now (Person’s Name) will lay a holiday wreath in memory of those who served and are serving
in the United States Merchant Marines.

Now (Person’s Name) will lay a holiday wreath in honor of the 93,129 United States Servicemen
from all branches of the service who last know status was either Prisoners of War or Missing in
Action. These individuals have never returned to their families and homes. We shall not forget
you.

Note: If at all possible, an active duty service person should lay the wreath of the armed

services they represent. After the last wreath is laid the Color Guard and Honor Guard
will Order Arms.
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Closing Remarks:

The wreaths before you represent our commitment as a United America to remember the fallen.
We also want these holiday wreaths to symbolize our honor to those who have served and are
serving in the armed forces of our great nation and to their families who endure sacrifices
everyday on our behalf. To our children, we want you to understand the freedoms you enjoy
today have not been free but have come with a cost that someday, you may have to pay
yourself. As a nation standing together, we can defeat terrorism, hatred and injustice. Thanks to
our Veterans, we have the freedom to do just that.

(At All Cemeteries or Memorials where Names are listed.)

We could quote for you the statistics of individuals buried around the country but all you would
have is a bunch of numbers. We instead, ask you to take a moment and visit a gravesite. Write
down the information on the person placed there and when you return home, research their
name on the Internet and find out all you can about this person. You will find they were real
Americans with families, mothers and fathers, sons and daughters, brothers and sisters, aunts
and uncles. They were and are more than just a statistic. Thank you.

This is where the scripted ceremony ends and the Leader or other Desighated person
turns it over to the Veterans Groups.

Tips:
Where there are high-ranking officials present (Governor, State Elected Officials, etc) and who
wish to make a statement (short) this is a good time to let them speak

Veterans’ Groups: Leaders, make sure you accommodate all groups that want to participate in
the ceremony after the scripted ceremony. Try to lead them to keep it short and to the point.

Ending: At the conclusion, where possible, Have TAPS Played. Retire the Colors and thank
everyone for coming.

Local Leaders: As Leaders, you are in charge of everything else that takes place at this
memorial event. How your Color Guard is placed and/or Honor Guard is placed is entirely up to
you. Memorials throughout the country are all different and we cannot script nor do we want to
script the entire ceremony. You are capable and a better judge of your command than we are.
We will support you with ideas, if asked to provide them, to you or your other leaders in your
group. Have fun with this project.

Additional Ideas: Before the beginning of the ceremony some groups have the participants

recite the Pledge of Allegiance and play the National Anthem. This is your choice to do if
desired.
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Wreaths Across America (WAA)™
Fund Raising Program

Wreaths Across America™ has an expanded program to enable cemeteries all over the country
to place wreaths on individual graves to emulate the Arlington Wreath Program. Wreaths may
be sponsored through fundraising groups or on-line for placement on individual graves at
participating locations. It is quick and easy to become a fundraising group. Here are the steps:

You must register with WAA office before you begin fundraising. When you call or e-mail you
will then be assigned a group ID # and a cemetery ID#. It is important to use this information on
all your order submittals. Fund Raising may be done all year.

All Wreath Sponsorship Applications must be in the WAA office no later than the first Monday
after Thanksgiving. There are no exceptions.

Please be aware that Wreathes Across America (WAA) ™ is a trademarked name. All funds
collected must be processed through the WAA Office. You may not raise funds using the WAA
name unless it is through this program.

Wreaths Across America™ wreath sponsorships sell at $15. Funds are collected by each
participating group. A certain amount ($5 of each $15) will be refunded to the fundraising
organization. If you are not interested in raising money for your group and want to do wreaths
only you can chose the 3 for 2 option. For every 2 -$15 sponsorships 3 wreaths will be sent to
the participating location of choice. With this option, no funds will be returned to your
fundraising group.

Sponsored wreaths will go to the participating cemetery as designated by the fundraising
organization. Wreaths Across America™ cannot honor grave specific requests. Some location
leaders do make special arrangements. If you do not have a location in mind just ask that the
Wreaths be placed in the general fund/

If your fund raising group is not a 501-c3 not for profit organization then please contact the
WAA office for further instruction.

Please review the following pages for more information and tools to aid in your fundraising
efforts.
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FUNDRAISING GROUP SIGN UP FORM
(please print clearly)

Group ID Number:

(We will assign this ID number and email it back to you with fund raising forms to work with)

Group Name:

Group Leaders Name:

Group Leaders Mailing Address:

Group Leaders Phone Number: w

Group Leaders Email Address:

Number of Participants in the Group:

“3 for 2” Option OR Fundraising to get money back
(All funds sent from your group will be listed as you have selected above, please choose one or the other)

Are you a 501 (c3) organization?

Cemetery Your Group is Sponsoring

May be found on the WAA website at www.wreathsacrossamerica.org

Cemetery ID number:

May be found on the WAA website at www.wreathsacrossamerica.org

Group’s Goal for 2010:

Questions or comments please contact the office

Phone ....cccvvvenen, 207-483-2039
Email ...coovvvineeiiienn, marcy@wreathsacrossamerica.org
USPS Address.......... Wreaths Across America

PO Box 256

Harrington, ME 04643
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WREATHS ACROSS AMERICA™ CONTACT LIST

Wreaths Across America
PO Box 256
Harrington, ME 04643

Phone 207-483-2039

NAME Email Information Provided
Wayne | wayne@wreathsacrossamerica.org | General, Arlington, wreath
Merritt escort convoy questions.
Elaine elainewaa@yahoo.com Bookkeeping concerning
Merrrtt wreath sponsorships and
remittance to groups.
Julie juliewaa@yahoo.com Location information and
Bright new location
Marcy Marcy@wreathsacrossamerica.org | Fundraising, becoming a new
Beardsley group, and general WAA
information questions
Tobin inffo@wreathsacrossamerica.org | Newsletter and media
Slaven guestions
Karen karen@wreathsacrossamerica.org | General WAA information
Worcester guestions
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