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MDAM Registration & Credentials Coordinator

Duties and Responsibilities:
· Solicit and schedule volunteers to staff the registration/credentials desk during all times where the registration/credentials desk is open.  Two volunteers should be at the desk at all open hours.
· Set up a schedule for workers/times (see sample schedule attached).
· Brief volunteers on hours they are scheduled to work and their duties.

· Receive programs, attendee packets, name badges, and any other items from MD Hotel Liaison and/or coordinators prior to Thursday evening.

· Check in attendees and ensure that Delegates and Alternates are properly checked in.

· Distribute programs, attendee packets, and name badges to attendees.

· Give registration and credentials reports at business sessions.

· Collect on-site registrations and payments.  Coordinate delivery of payments with MD Treasurer.

· Other duties as assigned.

Time commitment:  Need to be available by e-mail prior to the annual meeting. Need to attend business sessions and banquet. Need to be available onsite throughout the entire event in case a volunteer is unable to keep commitment of staffing the registration desk.
MDAM 2011 Registration Schedule
	Friday, May 21, 2011
	Volunteers

	8:00a – 9:00a (set-up)
	1)_____________________
2)_____________________



	9:00a – 12:00p
	1)_____________________
2)_____________________



	12:00p – 1:00p
	Seminar Attendee Lunch – Registration Closed

	1:00p – 3:00p
	1)_____________________
2)_____________________



	3:00p – 6:00p
	1)_____________________
2)_____________________



	6:00p – 7:00p
	LAN Meeting – Registration Closed

	7:00p – 11:00p
	OPEN HOUSE

Registration Closed


MDAM 2011 Registration Schedule
	Saturday, May 22, 2011
	Volunteers

	7:00a – 8:45a
	1)_____________________
2)_____________________



	11:30a – 11:45a
	1)_____________________

2)_____________________



	5:00p – 6:00p
	1)_____________________
2)_____________________




