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MDAM Door Prize Coordinator

Duties and Responsibilities:
· Coordinate with MD Project Manager to determine if one small gift will be purchased for all attendees or if assorted gifts will be provided.  

· If assorted gifts will be provided the following should be done:

· Help secure donated items for door prizes (for example: gift cards/certificates, office supplies, small baskets, etc.)
· Keep MD Project Manager informed on items that have been donated.

· If applicable (for large contributions), forward donor contact information for inclusion in program.

· Coordinate delivery of items from sponsors.

· Create door prize board with attendee names/number and tag door prizes with numbers.
· Bring items/sign to meeting facility and coordinate delivery with MD Hotel Liaison no later than Friday afternoon.
· If one small gift is purchased for all MDAM attendees, arrange for pick-up and delivery to registration area for distribution.
· Other duties as assigned.

Time commitment:  Need to be available by e-mail prior to the annual meeting.  Need to be able to coordinate delivery of items depending on type of gift mentioned above.
