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Michigan Division




MDAM Entertainment Coordinator

Duties and Responsibilities:

· Research local companies that provide Disc Jockey, Karaoke, or other entertainment for the Friday night open house and Saturday night post-banquet reception, if needed.
· Request proposals from entertainment companies.

· Recommend one or more choices and provide proposals to MD Project Manager to share with the MD board.

· Choose and confirm group/individual(s). This can be coordinated at any time prior to the event but no later than April 1.

· Upon approval of proposal, contact company for contract.  

· Provide contract to MD Project Manager for signature. (Payment will be issued by MD Treasurer).

· Communicate meeting time and place with group/individual. Coordinate any needs (AV needs, space requirements, etc.) and communicate needs with Hotel Liaison and MD Project Manager.

· Greet group/individual (with MD Hotel Liaison) at designated time and place prior to Open House and Post-Banquet Reception, if needed.

· Be point person on-site for setup.

· Other duties as assigned.

Time commitment:  Need to be available by e-mail prior to the annual meeting.  Need to be able to greet entertainment prior to open house and post-banquet reception, if needed. 
