2012 Black History Month Program Volunteer List
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	COA DEPARTMENT 
	EMAIL CONTACT PHONE NUMBER

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


PROGRAM AGENDA COMMITTEE
Duties:  Coordinate with the Entertainment sub-committee to deliver a written program.  

Type, print and provide draft to the Planning Committee by the established deadline.
FOOD COMMITTEE

Duties:  Draft a menu; secure a vendor by the COA bidding process, coordinate food and refreshments for this event.  Must provide a food menu, budget for any items to the Finance Committee by the established deadline.
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	COA DEPARTMENT
	EMAIL CONTACT PHONE NUMBER

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


DECORATIONS COMMITTEE
Duties:  Coordinate decorations, including table centerpieces, etc. according to the program theme.  Must provide your budget for any items to the Finance Committee Leader by the established deadline.
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	COA DEPARTMENT
	EMAIL CONTACT PHONE NUMBER

	
	
	

	
	
	

	
	
	

	
	
	


AMBASSADOR/HOSPITALITY COMMITTEE
Duties: Greet visitors, employees, vendors, program participants at the door.  Provide directions to parking, restrooms, seating areas, etc.  Provide program information. Must provide budget for any items to the Finance Committee Leader by the established deadline.
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	COA DEPARTMENT
	EMAIL CONTACT PHONE NUMBER

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


VENUE LIAISON COMMITTEE
Duties:  Coordinate the logistics for the event, sound, lighting, setup and provide budget estimates to Finance Committee Lead by the established deadline.  Vendor Registration:  Post vendor fliers, coordinate and contact vendors, educate vendors about food permits, parking etc.
	MEMBER
	COA DEPARTMENT
	EMAIL CONTACT PHONE NUMBER

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


ENTERTAINMENT COMMITTEE
Duties:  Responsible for recruiting and selecting entertainers aside from the Speaker.  Coordinate with Program sub-committee to make sure program presented in a timely concise manner.  Must budget estimates to Finance Committee Lead by the established deadline.
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	COA DEPARTMENT
	EMAIL CONTACT PHONE NUMBER

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


MARKETING/COMMUNICATIONS/PROMOTIONS COMMITTEE
Duties: Advertise the event through various venues, intranet, website flyers, posters, etc. in a timely concise manner to make sure the word get out.
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	COA DEPARTMENT
	EMAIL CONTACT PHONE NUMBER

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


FINANCE COMMITTEE
Duties: Advise team of expenditures/and track  the event through various venues, intranet, website flyers, posters, etc. in a timely concise manner to make sure the word get out.
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