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Section 1

1.1 DISTRICT 5 — A MEMBERSHIP ORGANIZATION

District 5 of the Maryland Nurses Association (DNA) represents registered nurses from Montgomery County and Prince Georges County, Maryland belonging to the American Nurses Association and Maryland Nurses Association.

It is a nonprofit organization. 

The purposes of this organization are to foster high standards of nursing practice, promote the professional and educational advancement of nurses, advocate for the welfare of nurses and work for the improvement of health standards and availability of health care services for al people.

Ultimate responsibility for policies and procedures rests with the members, as reflected in the By-Laws. The elected representatives of the members normally set major policies, whereas minor policies and procedures develop out of the day-to-day activities of all parts of the DNA. Volunteers, some in elected positions, some in appointed positions, serving on the Board of Directors, and on committees, accomplish much of the work of this DNA. 

Since volunteers may serve only a few years in any one capacity, the By-Laws recognize the need for an easy way to inform new incumbents of policies and procedures that have been adopted in the past. A Policies and Procedures Manual was developed to meet that need, by instruction of the Board of Directors 

1.2 USE OF THE POLICIES AND PROCEDURES MANUAL

The Policies and Procedures Manual should be regarded as an aid, not a complete guide or model for conducting an activity. Since the DNA  depends on volunteers to conduct the business of the organization and to infuse the activities of committees, and the Board of Directors, with new ideas, creative insights, and leadership qualities, no manual can be expected to lay the work out in detail, especially the professional knowledge and insight, that may be needed in each activity. 

There are, however, some advantages to knowing how things are done or how they have been done in the past. You will be spared time needed to "reinvent the wheel"; you may avoid delay and possible embarrassment by not proposing an action that runs counter to existing policy; or, on the other hand, you may get an early and essential warning that an existing policy or procedure requires adjustment to reflect changing circumstances. In brief, this manual is not designed to tell you how to do your job within DNA, but how it may be done more easily or expeditiously. 

Section 2 describes the structure of this DNA, by describing the various officer duties (except committees) and how they work. 

Section 3 describes the committees and their functions. 

Appendices are listed with links.

When an action has been taken once, it becomes a precedent and is likely to be considered a "procedure" by those who come later. In this sense, it is difficult to determine how inclusive the manual should be. If only actions labeled by the Board of Directors as policy were to be included, the manual would be thin indeed. If all actions taken are included as procedures, the manual would be so unwieldy it would be useless. Even if this version of the manual does not strike a happy medium, it is hoped that readers will comment and that future editions can be improved. 

No policies or procedures are sacrosanct or eternal. In the appropriate places in what follows, you are told how policies and procedures, even the By-Laws may be changed. 

Section 2 

2.1 Officers and their Duties

2.1.1. President
The President is the chief officer of the DNA and presides at all meetings of the Board of Directors. The President appoints the chairperson of the bylaws committee to act as parliamentarian at the Board of Director's meetings. The President also appoints the chair of each Ad Hoc Committee.

The President sets the agenda for Board of Directors meetings and conducts all meetings according to simplified parliamentary procedure.

The President shall have signature authority for the District 5 checking account. 

The President prepares an annual report summarizing the year for the Annual Meeting and the MNA Convention.  Send the report to the Executive Secretary of MNA no later than six weeks prior to the State Convention.  The President prepares other reports requested or required by the DNA Bylaws or the MNA. 

The President gives an Address at the annual meeting of the DNA. This address is printed in The Maryland Nurse, published in the proceedings of the annual MNA convention and posted on the D5 website.

The President is the chief spokesman for the DNA and represents the DNA upon request or when directed by the Board of Directors.

The President attends MNA Board Meetings or appoints a board member to do so as a representative for the DNA. 

2.1.2 Vice President
Act on behalf of the President when the President is unavailable.

Attend all board meetings and notify the President of matters that need to be discussed or acted upon by the Board.

Assist the President and promote the productivity of all standing DNA committees. Review committee reports and forward to the President with suggestions for the annual report.

2.1.3 Recording Secretary

Record the minutes and distribute to the board within one week after the meeting. Ensure minutes are posted in the Board Member area of the DNA web page.

Submit expense statements to the Treasurer for reimbursement of expenses.

Maintain the records of this DNA, 

Assure that all necessary notices are sent to the membership according to appropriate timelines.

2.1.4 Treasurer

Maintain custody of all funds, to include depositing all funds in appropriate accounts (checking and savings and investments) and submitting payment for all bills incurred by the District. Bills must be submitted in writing with supporting documentation. 

Maintain all bank records for checking, savings account, and investments.

Present written reports of all receipts and disbursements for each Board and General Membership meeting. Advise the Board and membership regarding financial matters. 

Prepare and submit quarterly financial reports to the Board of Directors. 

Prepare records for the annual audit which is completed in conjunction with MNA's audit. 

Prepare an annual budget for the DNA.

Prepare an annual report at the close of the fiscal year (December 31). 

Act as Chairperson for the Finance Committee. (See Duties and Responsibilities of Committees) 

Prepare Treasurer's Report for the Annual meeting by September (or one month prior to the Annual Meeting). 

Immediately upon taking office, obtain appropriate forms and documents from the bank and/or the past treasurer. Prepare the necessary forms and documents to enable the Treasurer and President to sign checks and perform transactions in savings accounts and credit card. 

2.1.5 Board Members

Attend all Board, Program, and Annual meetings.

Notify the President of items requiring actions and/or discussions by the Board.

Serve as Chairperson for one of the following committees:


By Laws


Awards and Scholarship


Program and Special Activities

2.1.6 DELEGATE TO ANA HOUSE OF DELEGATES

Attend the regular and special meetings of the MNA Convention delegation. 

Attend the House of Delegates or  ANA Convention  during elected term.

Communicate concerns and opinions of the DNA to the MNA Convention delegation. 

Report the activities of the MNA Convention delegation to the DNA Board. 

Expenses for attending the ANA Convention or HOD will be reimbursed by MNA and or the DNA.

2.1.6 MNA Representative

Attend all MNA meetings and represent District 5 Board in all actions and discussions 

Attend all District 5 Board meetings to discuss and act on all matters presented. .  

Notify the President  if unable to attend the MNA or DNA meeting..

Present MNA Board meeting actions of interest to the district and members.

Obtain District Board opinions on items of interest to district and present to MNA Board. 

Section 3 

3.1 Standing and Ad Hoc Committee Chairperson

The standing committees of the DNA shall be Finance ,Bylaws and Nominations.  All other committees shall function as Ad Hoc committees as designated by the President. Board of Directors serve as Committee chairpersons. The chairperson is responsible for selecting committee members. A complete list of committee members should be forwarded to the Vice-President by January of each year. The Vice-President should be notified of any changes in committee members. 

An organizational committee meeting should be scheduled as soon as practical after formation of the committee and should include the committee members and  the previous year's chairperson. Each committee will establish the frequency of meetings. 

.Notify the President of items that require action on the agenda for Board Meetings.

 If a budget is appropriate submit to the treasurer by October. 

The Annual Report is prepared in August and consists of the activities and accomplishments for the year for  each committee. Suggestions for future directions for the committee should also be included. Submit this written report to the  Vice-President. 

A committee file documenting all activities must be maintained.  These files should include: goals and objectives, brief meeting minutes, and reports on all committee activities 

3.1.1 Finance Committee

The Treasurer is the chairperson of this committee. A co-chair or committee member will manage any fund-raising activities. 

Schedule a meeting in August to identify goals and objectives for the year to present for approval at the September Board meeting. 

Review the financial state of the District and evaluate investments and expenditures in order to optimize the financial state of the District. 

Make recommendations to the Board regarding the investment and expenditure of funds.  

Review budget proposals from each committee. 

Prepare a budget based on historical data and committee requests. 

Present a final budget to the Board in December 

Distribute a copy of the budget to each officer and committee after it has been approved by the Board. 

Manage the Investment Account for the Scholarship Fund.

Conduct the annual audit which is completed in conjunction with MNA's audit.

3.1.2 Bylaws Committee

The chairperson acts as the parliamentarian at the Board meeting. 

Schedule an organizational meeting in January to review bylaws and to identify goals and objectives for the year to present for approval at the February Board meeting. 

Review MNA bylaws and any amendments and compare to those of District 5 for concurrence. 

Receive proposed amendments to the bylaws from general members and provide them to the Board. 

Prepare all proposed amendments in the correct format for presentation to the Board for approval. 

Bylaws changes will be an agenda item. The chairperson should present and discuss the proposed amendments. The  proposed  changes will be posted on the District 5 web site.

Voting on Bylaws changes can be by electronic means, paper ballot orby the membership at the annual meeting.

Forward the adopted amendments to the MNA Bylaws Committee within ONE MONTH after the final adoption of the amendments.

3.1.3 Program Committee

The primary responsibility of the program committee is to plan and implement educational programs for District 5.

At least two programs meetings should be scheduled each year.  One program should be in conjunction with the annual meeting.  Each program should have accompanying program objectives.  The proposed programs must be submitted to the Board for approval. See Program Planning for specific procedures. See Conference Planning Timeline for a project outline for program planning.

For each program, the committee is responsible for:

· Securing the venue, and audio-visual/duplication support

· Program content theme and content

· Program speakers

· Program agenda

· Program promotion

· Budget determination

· Continuing Education Credit

· On-site logistics

3.1.4 Awards and Scholarship Committee

Awards:

The primary responsibility of the Awards Committee is to plan and implement a system of awards for District membership or supporters.  Identify goals and objectives for the year to present for approval at a Board meeting. 

The following awards should be given annually: 

NURSE OF THE YEAR is awarded to a District 5 member who is nominated by a peer for outstanding performance. 

OUTSTANDING SERVICE TO THE DISTRICT AWARD is presented to the District 5 member that has provided outstanding service to the District. 

LEADERSHIP AWARD is given to the District 5 member who has provided quality leadership and direction to nursing. 

LEGISLATIVE AWARD is given to someone who has participated actively to influence the direction and or passage of legislation supportive of District 5 goals and objectives. 

The winners will be notified by a letter from the Awards Committee Chairperson. 

The winners will receive a free dinner at the Annual Dinner Meeting where they will be recognized and presented with an appropriate award  

A record will be kept of the winners and placed in the District 5 files. 

Scholarship Committee

To be eligible for the scholarship, applicants must be enrolled in a two, four year or graduate program in nursing and a resident of Montgomery or Prince George’s County. 

Determine the amount of the award in conjunction with the Treasurer.

Work with the Deans of the various schools of nursing in Maryland to identify candidates for the scholarship.

Determine the scholarship winner based on the scholarship application.
Winner will receive a free dinner at the Annual Dinner Meeting where he/she will be recognized and presented with the scholarship.

3.2 Nominations Committee

The Committee on Nominations is composed of an elected chairperson and three elected members. 

The Chairperson shall attend all Board meetings.  Committee members are highly encouraged to attend all program meetings. 

Develop a slate of District 5 members as candidates for available office two months prior to elections.  Obtain member’s consent to run for office. See Nominating Committee Procedures for details.

Obtain a biographical data sheet from each member to publish on the web and/or print media.

Conduct the annual elections one month before the annual meeting by electronic means or through the use of a paper ballot. See Election Procedures for details.

The chairperson ensures the ballots are counted and notifies the President of the election results.  A plurality vote of those voting shall constitute an election,  In the case of a tie, the choice shall be determined by lot. The President contacts the candidates with the results of the election.  The Chairperson shall read the names of newly elected officers at the annual meeting.

Appendix 
Parliamentary Procedure

Annual Report

Financial Reports

Financial Audit Procedures

Scholarship Application

Biographical Data Sheet

Nominating Committee Procedures

Election Procedures

Program Planning

Conference Planning Timeline

Parliamentary Procedure

Order of Business

Call to Order

Appoint Secretary Pro Tem if required. 

Corrections or Additions to the minutes as read by the Secretary or distributed to the board prior to the meeting

“The minutes stand approved as read (or as corrected)”

Call for the quarterly Treasurer’s report.

“The financial report has been received as read and will be filed for audit.”

Reports of Standing and Ad Hoc Committees

Unfinished Business

New Business

Designation of the next meeting, time, place, mechanism (e.g. Conference Call, etc.)

Adjournment

Annual Report Contents

Current goals, objectives, priorities

Membership gains and losses

Continuing Education Programs

Accomplishments.

Administrative initiatives.

Finances and funding

Future plans
Financial Reports
The Balance sheet is produced in order to show the financial position of the enterprise. The balance sheet for the year should be presented together with the prior year comparative results.
The required format for balance sheet should be as follows:
Assets

Examples include the following:
Inventories
Receivables
Cash at bank
Cash in hand

Liabilities 
Relates to amount which the DNA owes other business or individual. 
Capital and Reserves
Reserves are those profit or gains made by the DNA 
Scholarship Funds

Beginning Balance

Interest Earned

Scholarship Awarded

Ending Balance

Financial Audit Procedures

This sheet is to be given to the Auditing Committee when it is instructed to begin its work, and returned to the PRESIDENT. 

The Auditing Committee shall audit the Treasurer's Books before the first meeting in January.   

 Membership Dues..............................................
$ _________ 

 Interest from Checking account 


$ _________

 (Other fees/assessments)  =  



$ _________ 
 Interest from Savings and Investments

$___________

TOTAL  = 
$ _________  

 Check to see that: 

 a The above total equals the amount paid by the last check of the fiscal year — dated last day of December.

   a The amount in the savings and investment account is carried forward separately. 

   a The treasurer’s quarterly reports include the balance in the checking account, plus the balance in the savings and scholarship accounts, for the total DNA assets. 

   a Receipt entries in the treasurer’s book agree with the receipts given by treasurer for moneys received, in amount and number.  Check totals in treasurer’s book (DNA funds - checking and savings) and check stub balance against actual balance shown in bank statement and/or pass book. 

   a Checks and recorded entries on disbursement side of the treasurer’s book agree with each other in number, amount, and purpose for which drawn. 

   a A notation is written on last December page:  “Audited and found correct” (or incorrect), followed by signatures of chairman and committee person(s) and date. 

   a A report by the Auditing Committee is given to the DNA at the first regular meeting in January, under Committee Reports. 

  aAuditing Committee’s report is accepted by a vote of the board. 

District 5 Maryland Nurses Association

Scholarship Application

Please Print or Type                                               Date of Application:_____________

Full Name:______________________________________________________________
                        (First)                           (Middle)                         (Last)

Mailing Address:__________________________________________________________
                                    (No. and Street)           (Apt.)               (City)               (State and Zip)

 Telephone Numbers:_______________   _______________   _______________
                                    (Home)                        (Work)                         (Other)

E-mail Address: __________________________________________________________

Are you a resident in ⁯ Montgomery County, MD
⁯ Prince Georges County, MD

Which Nursing Degree Nursing program are you currently enrolled in? _____________

What level/semester are you currently enrolled in?________________ GPA?__________

Community/School Activities
List and describe any community and/or school activities in which you participate.  Please attach a separate page if additional space is needed. 

Essay
Please attach a one (1) or two (2) page essay stating the reason you chose Nursing for a career or profession, your personal and professional goals and why you are requesting a scholarship.

I certify that the information that is being provided for consideration to the District 5 Maryland Nurses Association Scholarship Committee is complete and accurate to the best of my knowledge.  I also understand that if I am awarded the Scholarship, I agree to join the American Nurses Association and Maryland Nurses Association  for at least two (2) years upon graduation.

Applicant’s Signature:______________________________ Date:___________________

Please be sure that all requested information is included with this application to meet the criteria for consideration (i.e., transcripts, letters of recommendation, information on community activities, and essay).  Completed application packets should be sent to Scholarship Committee, District 5 Maryland Nurses Association. (http://www.md5nurse.com or scholarship@md5nurse.com).
District 5 Maryland Nurses Association

Biographical Data Sheet

Please return by July 1, yyyy to: Chair, Nominating Committee

E-mail: 

Phone: 

Mail: 

PLEASE TYPE OR PRINT


Name and Credentials:  (as you would like them to appear on the ballot)


Office for which you are running:

Professional Education:  

Degree
Year
Institution













Present Nursing Position:

Previous Nursing Positions:

Nursing Organization Activities  (other than Maryland Nurses Association)

Current and Previous American Nurses Association and Maryland Nurses Association  Activities (if applicable)

Nominating Committee Procedures

In April, identify vacancies and schedule an organizational meeting.  Invite last year's chairperson to this meeting for organizational and procedural guidance.

Odd year elections: The vice-president, recording secretary,  DNA representative to the ANA house of delegates (HOD), two board members, and two members of the nominating committee.

Even year elections: The president, treasurer, DNA representative to the MNA Board of Directors, two board members Chair of the nominating committee and one member of the nominating committee.

Committee members should be familiar with the Bylaws of this DNA and the Policies and Procedures manual. (Both documents are located on the web http://www.md5nurse.com)

Use a current roster of members, get ideas of potential candidates from current Board members, and contact each member. Personal contact yields a higher success rate and should be attempted whenever possible. Direct the candidate to download a biographical sketch form from the website and read the description of the duties and responsibilities of the candidate's office also located on the website.

Two months prior to the annual elections, prepare a slate of candidates with at least one nominee for each position for Board approval.  Ensure that the official ballot, and all signed candidate biographical data sheets are prepared for mailing or placing on the web.

Conduct the elections as specified in the by-laws and described in the election procedures.  Elections shall be held electronically.  Provisions may be made for members to request a paper ballot.

Notify the President of the results. The Chairperson shall read the names of newly elected officers at the annual meeting.

Election Procedures

Elections – Electronic Ballot

Prepare ballot for posting on the District website.  Use a survey tool such as Survey Monkey for the electronic voting.  Provide for a write in candidate for each position.

Publish the username and password for the ballot to District 5 members.

Ballots are counted electronically and a report is generated showing the results and the email address of the voting member. 

Close the electronic voting one week prior to the annual elections.

Publish contact information if the members have questions or difficulty voting electronically or if he/she prefers voting by US Mail using a paper process.

Elections – Paper Ballot

Votes shall be cast by secret ballot.

The nominating committee shall assure that a ballot is mailed to each requesting member in sufficient time to postmark the ballot ten days prior to the annual meeting.

The ballot shall have adequate provision for write-in votes for each position.

A two-envelope system shall be utilized for return of ballots in order to ensure legality and secrecy of vote.

(1)
One small envelope bearing the words “DNA Ballot” and one larger envelope addressed to District 5 with the member’s pre-printed return address label in the upper left corner.

(2)
After marking the ballot as desired, the voter shall seal it inside the smaller envelope and place it inside the larger envelope and mail it.

Ballots shall be valid only if postmarked at least ten days prior to the annual meeting.

The Nominations Committee Teller, upon receiving the ballots, shall open only the large outer envelope and will verify eligibility to vote if any person returned a ballot without a pre-printed return address label on the envelope.

The Nominations Committee Teller shall then deliver the ballots sealed in the small envelope to the chairperson of the Committee on Nominations.

The Committee on Nominations shall be solely responsible to open the ballot envelopes and count the ballots therein.

The Committee on Nominations shall be solely responsible for deciding questions which may arise regarding the ballots.

A plurality vote of those voting shall constitute an election.  In the case of a tie, the choice shall be determined by lot by the Committee on Nominations when the ballots are counted.

The Committee on Nominations reports the results to the President.

The President shall inform, by telephone, followed by a letter, all nominees of the election results before the annual meeting.

The results of the election shall be reported at the annual meeting.

Program Planning

In preparation for each program meeting: 

1. Contact the suggested speaker(s) to obtain an agreement on the planned program and the date(s) for the presentation. Contact should be made a minimum of three months in advance of the desired date. Confirm the dates with each speaker. During the initial contact with each speaker, confirm if the speaker requires an honorarium. 

2. Reserve the meeting room space and plan the meal (if applicable).  Set the cost for the members to attend.

3. An e-mail or letter of confirmation for each speaker should be sent to include the following information: 

a. Title of program 

b. Date and time of Program 

c. Location (include parking arrangements) 

d. Request from speaker: a biographical data form and declaration of vested interest statement, program description and objectives, outline of topic, bibliography, and any handouts (This information should then be submitted for nursing contact hours). 

e. Determine audiovisual needs

f. If program has more than one speaker, delineate arrangements for speakers, topics, and length of each presentation. 

g. Provide a brief description of the usual audience size and characteristics. 

h. Provide a general format of meeting (which may include a business meeting) and presentation times. 

i. Prepare advertisements about the program and place the information on the D5 website, in The Maryland Nurse, and other media magazines and journals as appropriate.

4. Two weeks prior to the meeting, reconfirm plans regarding the program dates and times by telephone or letter. Provide additional information regarding parking and meeting place. Ascertain any audiovisual needs. 

5. Specific committee members should be designated in charge of coordinating facilities, arranging meeting places, checking on audiovisual support/equipment, receiving registration forms, seating arrangements, etc. 

6. Submit the proposed program schedule to The DNA website, The Maryland Nurse, and Nursing Spectrum whenever they are published. 

7. Fliers or electronic communication should be extended to area hospitals, agencies, schools, and organizations and members. Flier format: 

a. Title of program

b. Date, time and place of presentation (include directions)

c. RSVP date and address

d. Cost, if applicable

e. Name of guest speaker 

f. Contact Hour offering 

g. Contact person for further information 

h. Tear off for pre-registration if indicated. 

i. Assure that program details are submitted to the D5 webmaster  to provide timely notification to the membership. 

5. At the meeting: 

a. Accommodate and greet speaker prior to the meeting. Pre-arrange a meeting place and time; make yourself readily identifiable and escort the speaker to the meeting location. 

b. Assure accurate registration and approved sign-in sheet. 

c. Set up refreshments if offered. 

d. At the completion of the business meeting, the President will adjourn the meeting and turn it over to the Program committee chairperson. 

e. Introduce the speaker. The designated committee member should be prepared to assist with audiovisual equipment as necessary. 

f. At the conclusion of the presentation ask for any questions from the audience, or prepare some questions to initiate a discussion. 

g. Present the speaker with a small gift of appreciation.

h. Assist the speaker as needed with equipment or handouts during and after the meeting. 

i. Collect all program evaluations and distribute contact hour certificates 

6. Within ONE WEEK of the presentation, send a thank you letter to the speaker(s) and include any pre-arranged honorarium (as appropriate) and a compilation of the evaluations. 

7. Miscellaneous: 

a. Conduct a learning needs survey for future programs at least once a year. Space for suggestions can be included on each evaluation form to obtain additional ideas throughout the year.  

b. Survey the total membership through a structured questionnaire that can be included in on the D5 website. 

c. Submit each program for contact hours.

d. The chairperson maintains a file of all continuing education approved programs. The file must include approvals, applications, evaluations, and correspondence. Documentation is retained for five years. 

Conference Planning Timeline















6 months
5 months
4months
3 months
2 months
1 month
3 weeks
2 weeks
1 week
3 days
2 days
1 day
Day of Event

Identify Interest in holding a continuing education program and theme
 
 
 
 
 
 
 
 
 
 
 
 
 

Identify Conference committee & assignments
 
 
 
 
 
 
 
 
 
 
 
 
 

Obtain speakers for event
 
 
 
 
 
 
 
 
 
 
 
 
 

Locate Meeting space
 
 
 
 
 
 
 
 
 
 
 
 
 

Sign Contract with host venue to book meeting space
 
 
 
 
 
 
 
 
 
 
 
 
 

Plan menu for event
 
 
 
 
 
 
 
 
 
 
 
 
 

Set registration fee and budget 
 
 
 
 
 
 
 
 
 
 
 
 
 

Locate Corporate Sponsors (if desired/required)
 
 
 
 
 
 
 
 
 
 
 
 
 

Design Brochure and mail
 
 
 
 
 
 
 
 
 
 
 
 
 

Advertise on Web Space
 
 
 
 
 
 
 
 
 
 
 
 
 

Complete application for contact hours
 
 
 
 
 
 
 
 
 
 
 
 
 

Mail brochures
 
 
 
 
 
 
 
 
 
 
 
 
 

Advertise in Nursing Spectrum, The Maryland Nurse, Advance for Nurses and other media
 
 
 
 
 
 
 
 
 
 
 
 
 

Process registrations send receipt for fees, copy all checks received, and deposit fees in checking accout
 
 
 
 
 
 
 
 
 
 
 
 
 

Arrange audiovisuals lavaliere mike, screen, data projector
 
 
 
 
 
 
 
 
 
 
 
 
 

Finalize catering requirements
 
 
 
 
 
 
 
 
 
 
 
 
 

Print Name badges sign in sheet 
 
 
 
 
 
 
 
 
 
 
 
 
 

Print continuing education certificates
 
 
 
 
 
 
 
 
 
 
 
 
 

Onsite:
 
 
 
 
 
 
 
 
 
 
 
 
 

Set up registration table
 
 
 
 
 
 
 
 
 
 
 
 
 

Check room set up 
 
 
 
 
 
 
 
 
 
 
 
 
 

Post room signs.
 
 
 
 
 
 
 
 
 
 
 
 
 

Meet with venue personnel (front desk, maintenance, caterers)
 
 
 
 
 
 
 
 
 
 
 
 
 

Assist with putting out conference materials
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