Duties of Director/Assistant Director of Carnival:
· Assign and distribute show pairings:
· Revise and distribute rules and regulations of Carnival for that year.
· Assign times and dates of each participants show.
· Develop a Carnival budget that would include DPC appropriations.
· Decide on what to charge for admission to show.
· Have mandatory weekly/bi-weekly meetings with Greek organizations that are participating.
· Both the Director/Assistant Director must be present at all meetings unless it has been discussed between the both and a formal agreement has been reached.
· Schedule a mandatory wrap-up meeting after Carnival, to determine changes for the next Carnival.

· Have weekly/bi-weekly meetings/updates with Director of Greek Life to report the progress status of the preparation for Carnival.
· Publicize the Carnival campus wide, using banners, flyers, the Duquesne Duke, the jumbotron, etc.

· Make booths available for all campus organizations coordinating to make sure that no two booths are selling that same item.
· Hold one kind of service activity, such as a blood drive, that participants and the campus as a whole can participate in.
· Coordinate catering for the judges for the day of Carnival.

· Order trophies for all of the Carnival categories. 

· Find un-bias judges for the day of the show.
· Construct a judging sheet that judges must use to show how they have reached their conclusion.
1. Organize and oversee the Carnival Committee. Help with taking admission from patrons

2. Decorating

3. Set-up/Clean-up as needed

4. Sound & lighting

5. Program booklet

6. Publicity

7. Alumni involvement

8. Booths

9. Security (if needed)

10. Other duties as assigned

· Responsible for meetings that must consist of at least two members of each participating organization. They will be in charge of:

· Make sure that all proceeds from Carnival go directly to the philanthropy that is being sponsored that year.  The Assistant Director and Director of Carnival will determine the philanthropy.
· Once the Assistant Director becomes the Director of Carnival, he/she shall be part of the process of selecting the new Assistant Director.

