
Prairie Star District Conference

Position Description

(Local Arrangements)

Position / Team Title:
Exhibits

Purpose of Position:
To communicate exhibit arrangement requirements with the Hotel team Coordinator, accommodate special requests,


schedule set-up and tear-down, oversee exhibits during conference 

Suggested Team Size:
3





One to do the planning; all 3 to oversee exhibits during the 





conference on Friday night and Saturday

Dates of Charge:

February 2010
through April 10, 2011

Contact Person:

Ginny Malcomson

Responsibilities:

1. Receive the exhibit reservation forms from Treasurer.
2. Review the forms and communicate the requirements with the Hotel team coordinator who will request tables from the hotel.
3. Plan to accommodate any exhibitor’s special requests.
4. Request time to set up and tear down times from the hotel Coordinator.  Communicate this information to each exhibitor.
5. As a team, develop a work schedule so that one of you is in the exhibit area at all times during the conference.  Find out how to contact hotel staff, if needed.
6. At least two hours before exhibits open, place an exhibits diagram at each table, showing where each is exhibit is positioned.
7. Oversee the exhibits area during the conference, being available to answer exhibitor’s questions, contact hotel staff, and watch over a table if an exhibitor needs to leave the area for a short time.

