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Michigan Division




MDAM Open House Coordinator


Duties and Responsibilities:
· Obtain logo, theme, and room setup information from MD Project Manager. 

· Submit room decoration and activity ideas and proposed costs to MD Project Manager for board approval or check with MD President on decorations and theme.
· Upon approval, purchase supplies for event, if applicable.
· Bring supplies to MDAM meeting facility no later than Friday afternoon.

· Recruit volunteers to help decorate and to run games, if applicable.

· Setup up games and decorations during LAN meeting prior to Open House.

· Make arrangements for removal of decorations post-open house.

· Other duties as assigned.

Time commitment:  Need to be available by e-mail prior to the annual meeting. Need to setup decorations/games prior to open house. Need to attend open house. 
