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Michigan Division




MDAM Program Assembly Coordinator


Duties and Responsibilities:
· Acquire donation of binders and/or other materials for binding programs.  If a sponsor is not available, a budget to purchase such will be available upon request to the MD Board.
· Coordinate receipt of binders and/or other binding materials.

· Receive final version of program from MD Recording Secretary around the first week of May.

· Make enough copies of the program for all attendees and guests (this number will be provided by MD Project Manager). Cost of copies is not eligible for reimbursement.

· Assemble programs into binders.

· Bring assembled binders to MDAM.

· Coordinate delivery of assembled binders with MDAM Registration Coordinator on site no later than Thursday evening.

· Other duties as assigned.

Time commitment:  Need to be available by e-mail prior to the annual meeting.  Need to be able to make copies and assemble binders between the first week of May and prior to Thursday before MDAM. Need to bring assembled binders to meeting facility on Thursday evening and coordinate delivery with Registration Coordinator.
