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Through the Lens Exhibition Detail Packet 
 
Included: 
1. 36 Easels  
2. 2 Pop-ups 

• Front of Exhibit Pop-up with pocket (Pocket Requires Small Setup) 
• Back of Exhibit Pop-up without pocket 

3. 36 Framed and matted photographs 
4. 36 Artist labels / Also known as Wall Text 

• Can use Binder Clips or Can be leaned on Easel 
5. Foldout takeaways 

• Quantity To Be Determined  
  
Footprint of Exhibit: 
Floor standing: Each easel is 3'6" when extended  
Wall hanging: ~80-100’ (depending on spacing) 
 
Setup: 
Time: ~4 hours 
Staff:  2 Workers 
Tools:   

• (Only needed for wall hanging) Philips Screwdriver, Hammer, tape measure, level 
• (Small Item Below Needed for Pocket Folder Setup on Pop-up, See pages 5-9 
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Easel Assembly

1. Box comes with carrying case including 1 easel and 1 tray.  

 

2. Open each clasp on the easel legs by pulling it to the left and expand each leg to its maximum 
height. There are two clasps on each leg. When at the maximum height, close each clasp tightly 
by pulling it back to the right.  

 

 

 

 

 

 

3. When it is fully standing and closed, pull the legs apart as far as they go and check that it 
looks even. (If not, make sure each leg is pulled out to its maximum height and close tightly) 
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4. To adjust the height of the tray, open the clasp (by pulling it to the left) and slide it up to 
match the tape you will find on the back of the legs. Do this for both legs and close the clasp. 

 

5. Add the tray so that the outer most holes on each side match the screw on the two legs. The 
screw should sit slightly inside the smaller portion of the hole in the tray, but not all the way. 
Do not force it down.  

 

 

 



4 
 

6. Directly above where the tripod legs come together there is a clasp that looks like a foot 
pedal. Lift that up and it will allow for adjusting the height of the top of the easel by sliding it up 
and down to the desired height. The top of the easel should rest on top of the photo frame. 
Secure it in place by pushing the foot pedal clasp down.  

 

 

7. Adjust the width of the top of the easel by pulling the clasp up and sliding the top of the 
easel to the desired width.  It should sit just outside of the photo frame without scratching it. 
Close tightly to prevent shifting by pulling the clasp down.  
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Pop-Up Assembly 

Front of exhibition: Pop-Up with Pocket, Rollup 02 
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Pocket Assembly Instructions:  
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Completed Rollup with pocket 

• Front of exhibition: Pop-Up without Pocket (Rollup 3) 
• Video Instructions: http://www.youtube.com/watch?v=dMwBNVFFGEs 

 

End of Exhibition:  

 

http://www.youtube.com/watch?v=dMwBNVFFGEs
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Exhibit Setup 

(Images) 
 
Pop-up bookends 

• Beginning- with pocket 
• End- without pocket 

Order of Images 
• Wall Text / Artist Label Names Matchup 
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Attaching labels: 

• Please use Binder Clips to affix the wall text to the top of the easel  
• OR lean wall text on easels 
• OR mount wall text using double-side tape on gallery wall (please do not use thumbtacks, if you 

do, do not damage wall text) 
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MAINTENANCE 

You are the eyes of this exhibition! If you see any damage to the easels, frames, or pop-ups, 
please let us know the exact problem immediately so we can reorder anything we might need 
to. If possible, a photo of the problem would be preferable.   

Contact: exhibitions@birthrightisrael.org 
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PACKING AND SHIPPING PROCEDURE 
 
We will be working with you to ensure a smooth transition of artwork to our next destination. 
Please allow a minimum of 1 day and maximum of 2 days of de-install and 5 days of shipping 
time to the next exhibit. Your contact person will give you an estimated pickup time.  
 
Please keep all of the boxes and bubble wrap that you receive the exhibition in and pack it as 
closely to how you received it as possible. These are fragile and if they shift too much in their 
box can be damaged.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


