MEMBER RELATIONS DUTIES

General Duties:

· Prepare Member & Intern Directories

· Order honor memorials/ bricks

· Coordinate volunteers to host and provide refreshments for MG Intern classes

· Assign and train mentors for MG Interns

Time Line Duties:

· October:  Attend Budget Meetings

· November: Attend Budget Meetings
· December: Attend Budget Meetings
· January

1.  Compile and verify information for changes to the directory from the “Master Gardener Registration” forms.  Make calls with any questions

2. Give information to person doing the directory (Frankie Fox)

3. Make several copies from prepared updated directory and get 2 or 3 Master Gardeners to proof read

4. Provide corrections to Frankie Fox

5. Meet with timekeeper, review spreadsheet and turn in total hours to agent to order Recognition Pins for the March Meeting 
· February
1.  Make copies of directories and place in MG folders
2. Research for any new pins that may need to be ordered
3. Work on spreadsheet to tally all hours for specific pins
4. Verify with Office Manager (Ernie)
5. Order pins for Volunteer hours, CE hours & Re-certification
6. Put together pins on cards to be given out @ March meeting
· July

1. Attend Information & Registration for MG Intern classes

· August

1.  Set up sign-up sheets for volunteers to host & bring refreshments to MG Intern classes

2. Assign mentors & conduct mentor training

3. Arrange garden leaders to have plant ID specimens for each class

4. Arrange for digital pictures to be taken at the 1st class for directories & rosters (Richard Snyder) 

5. Prepare Intern class member insert for directories and distribute completed directories to Interns (Frankie Fox)

6. Call hosts the week before to remind them of the Intern class that they volunteered to host

Additional comments

Each Intern class session Host will:

· Arrange table & chairs in room
· Pick up equipment, sign in sheets, Intern name tags & any handouts from office or speaker
· Pick up one copy of speaker hand out (if any), for the box
· Sign in every attendee
   Separate sign in sheet for MG’s attending class

· MG Hosts assists speaker with set up and take down
· Provide and host refreshments at Extension office or as needed at other locations
· Plant ID quiz
· Make announcements as needed 

· Hand out & collect evaluations forms from every attendee including MG’s

· Return table & chairs to previous order

· Collect Intern name tags

· Return equipment & box back to extension office

Keep refreshments simple.  Bring 2 or 3 snacks with tea, punch or water & coffee.  Don’t forget to get ice.  If possible try and use the same plants that were on the plant ID quiz for the table decoration. 

