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Michigan Division




MDAM Business Session Coordinator


Duties and Responsibilities:
· Acquire materials for creating tent cards for head table and other special seating. 

· Obtain information for tent cards from MD Project Manager. This information should be available by April.
· Create and print tent cards.
· Bring tent cards to MDAM.

· Obtain tent card placement information from MD Hotel Liaison and place appropriately prior to the Parliamentary Briefing on Saturday Morning.

· Move IAAP Division of Excellence (DOE) banner to and from business session room and recognition lunch room between events.

· Other duties as assigned.

Time commitment:  Need to be available by e-mail prior to the annual meeting.  Need to be able to make tent cards prior to MDAM. Need to bring tent cards to MDAM Saturday morning. Need to place tent cards prior to parliamentary briefing. Need to ensure that the IAAP banner and/or DOE banner is moved as needed to each event.
