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Michigan Division




MDAM Hotel Liaison


Duties and Responsibilities:
· The Hotel Liaison (HL) will be the representative for the Division Board in regards to the hotel at the annual meeting. The HL will appear on the program to give the welcome and will communicate as necessary with the MD Project Manager and hotel staff.  They will work closely with the MD Project Manager prior to and during the annual meeting. They will be the onsite contact with hotel staff for the duration of the annual meeting.

· They will oversee and coordinate onsite with:

· Signage Coordinator

· Attendee Packet Coordinator
· Registration and Credentials Coordinator

· Vendor Coordinator
· Open House Coordinator

· Entertainment Coordinator

· Business Session Coordinator

· Head Teller

· Pages

· Timekeeper

· Omega Memorial Coordinator

· Opening Ceremony Coordinator

· Recognition Lunch Coordinator

· Banquet Decoration Coordinator

· Officer Installation Coordinator

· Receiving Line Coordinator
· RTF Team Leader
· Ensure head table VIPs have dessert available for after the officer installation ceremony is completed.

· Have a clear understanding with the hotel concerning number and location of meeting/event rooms and necessary set-up.

· Arrange for all AV equipment setup.

· Arrange for the seating of Delegates, Alternates, Registration/Credentials Coordinator, Timekeeper, Pages, Tellers, Division Team Leaders, and VIPs.

· Be responsible for obtaining and placing signs, flags (with stands), IAAP banner and Division of Excellence (DOE) banner and other items essential for the running of the business session.

· Will possess room setup information pages and be the contact for any questions regarding setup for each function.

· Other duties as assigned.

Time commitment – Need to be available by e-mail prior to the annual meeting. Need to attend the pre-event hotel walkthrough (normally scheduled for Thursday afternoon prior to the event). Need to be available onsite throughout the entire event.

