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Michigan Division




MDAM Receiving Line Coordinator

Duties and Responsibilities:
(May be done by Signage Coordinator)

· Obtain logo, theme, and incoming division officer name/title information from MD Project Manager. 

· Create and print consistent signage for all incoming division officer positions.

· Purchase black foam boards and attach signage to boards.
· Bring signs to meeting facility (or coordinate delivery of signs with MDAM Hotel Liaison) no later than Saturday afternoon.

· Coordinate receipt and return of easels with the MD Hotel Liaison.

· Set up and tear down easels with signs at post-banquet reception.

· Direct line traffic, if necessary.

Time commitment:  Need to be available by e-mail prior to the annual meeting.  Need to be able to make receiving line signs prior to MDAM. Need to bring receiving line signs to MDAM Saturday. Need to place receiving line signs prior to post-banquet reception. 

