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Michigan Division




MDAM Officer Installation Coordinator


Duties and Responsibilities:
· Coordinate receipt of officer installation supplies from the MD Hotel Liaison.

· Ensure that a table is setup at front of banquet room.

· Set up officer installation table with supplies provided by MD Hotel Liaison.  MD President will determine type of installation and needed supplies.
· Check with MD Nominations Team Leader to coordinate officer bios.

· Line up mentors/friend to read bios, if applicable.
· Package supplies after banquet and return to MD Hotel Liaison.

Time commitment:  Need to be available by e-mail prior to the annual meeting.  Need to set up officer installation table prior to banquet and tear down after banquet. 

