Introduction

The MSA National Zonal Conference is an annual Zonal event, typically held around early to mid-Spring. As the Chair and/or Co-Chair of the MSA National Zonal Conference, the responsibility of planning all logistics for the conference falls upon your shoulders. This includes everything from publicity to on-site security and speaker hospitality. Programs policy for the conference says that the MSA National Programs Task Force (PTF) Chair and the local programs and conference chair (all Zonal Conferences together) brainstorm a theme and program, subject to approval by the MSA National Board of Directors (BOD).
Intentions
Perhaps the most obvious but most easily forgotten component of any introduction is establishing one’s intentions. As the task in the upcoming months becomes daunting, frustrating and exhausting, it is easy to lose sight of the ultimate goal. If your intentions are correct and clear, it becomes much easier to overcome any difficulties. After this, your personal motivations will help drive you to undertake such a responsibility. The primary intentions for taking on this project must primarily be for the sake of Allah (SWT), and then for the sake of compiling the best conference possible. As the beloved Prophet Muhammad (S) said, “Actions are only according to intentions; each man has that which he intended.”
Realize that once you agree to do this job, it becomes an amana upon you and you must be dedicated and honor your commitment. The planning takes up most of the summer. So if you are a person who travels frequently for lengthy periods or goes out of the country during the summer, then it will become extremely difficult to meet the responsibilities of this job. Additionally, you are expected to be available at all times via telephone and email. If these are not means you use or like to use frequently, then this is perhaps not the best job to undertake. The expectation is that you are responsible and committed to completing your task 100%.

The local committee recommends all chairs including the conference and/or co-conference chair. An issue of note, the programs chair and conference chair must be in constant contact with each other so that each is aware of the development of the program. The programs chair meets with the PTF Chair weekly to discuss development and logistics of the program.

One successful addition started in 2006 was the advent of two conference chairs, one brother and one sister. This can be very helpful in many regards; it allows for more creativity, better decision-making and sharing of the workload. This also provides for better separation of gender issues on site.

It is the responsibility of the Zonal Rep (ZR) to oversee the work of the project. The ZR takes care of all issues including help with recruiting, ensuring work is being completed and serving as a liaison with the MSA National BOD through the MSA National Vice President U.S. Any major issue in pre-conference planning and on-site will be sent through your ZR and VP-U.S. It is the ZR that you answer to and to whom you will report all progress and problems.

Good Luck!

Pre-Conference Planning

Goals- The goals indicate what the objectives of the conference are. They should address questions like: What should the conference accomplish? What should the participants leave with? What should the conference focus on: knowledge, spirituality, activism, practical problem-solving skills, or a combination? The organizers must always keep the goals in mind as they begin planning the conference.

Audience- Another important aspect to be considered before planning begins is the type of audience to which the conference must cater. The different audiences may include general population of MSA students, the officers of MSAs, etc. The conference should be appropriate for their level of knowledge, understanding, and ability.

Site- Choosing the most suitable site is a key element in the success of the conference. Before selecting a site for the conference, it is essential to consult with the Treasurer in order to evaluate whether it would be feasible or not. The following is a list of factors that should be considered during the selection process

· Centrality: Though selecting a campus site might be ideal within the budget, it usually provides the greatest difficulty in creating a seamless atmosphere. A hotel is highly preferred if it is within the budget of the conference. A university site should be selected only if these other options have been exhausted. Exceptions exist when the university layout mimics closely that of a hotel.

· Food sources: Make sure there is more than one place available to supply food. Variety is important, but it should go hand in hand with cost. With ever-increasing costs, some conferences may prefer to sell food or not provide food at all. The latter option should only be employed if the venue is located in an area with a plethora of options (i.e. city, campus, etc.). Otherwise, attendees will go hungry. If the committee goes with the latter option, it must provide a list of options to eat from. A provided template shows a possible layout.

· Proximity to a major airport: This is very important in the transportation of speakers and for attendees who are flying in order to arrive cheaply and quickly to the conference.

Date- A tentative date for the conference should also be chosen before planning begins. This will help the organizers have a targeted date in mind. Zonal Conferences are usually held between February and April. When selecting a date, take into account major events at MSAs in your zone, Institutional programs (i.e. ALIM, Al-Maghrib, Bayyinah, Zaytuna, etc.), and most importantly students’ exam schedules. The last two, if not properly avoided, can be detrimental to turnout.

Conference Chair Description

The conference chair is the central figure of the entire conference. This position requires a lot of time, effort, and commitment. The conference chair serves as the amir(a) for the conference, and therefore must possess good character as well as leadership qualities. As any Muslim leader, the conference chair must

· Be sincere in his/her intentions and efforts

· Be honest, trustworthy, and patient

· Use hikma (wisdom) and have proper adab (manners) in dealing with others

· Possess strong social skills because communication plays a big role in planning

· Be very organized because a lot begins to pile up as the date nears

· Be a very responsible person and realize the accountability he/she has towards Allah (SWT), the other chairs and volunteers, and the attendees

The duties are as follows:
· Creating committees needed for the conference

· Choosing committee chairs, making shura with them for decisions, and advising them on matters

· Conducting regular meetings with the committees
· Overseeing every aspect of the conference to make sure things are running smoothly

Because of the great burden of responsibility that all of these tasks entail, it is important for the conference chair to remember the bigger picture while always keeping in mind the intended goals of the conference. In addition, the conference chair must be able to motivate his/her chairs and volunteers while remaining friendly and amicable no matter the situation.

Committee Chair Traits

The first and most important part of planning a successful conference is to pick suitable individuals to run your committees. Before actually going into the different committees, it may prove useful to hit upon some of the personality traits to look for in the different committee chairs you are looking to fill. 

Dedication: The conference will require a lot of work both pre, during, and post conference. Hence, it is essential to pick people whom you deem will be dedicated and hardworking especially when the pace picks up. As conference chair, you will be dealing with many issues that might not be in your control, and thus people that have the dedication to follow through and stick through the tough patches are essential.

Discipline: Discipline is perhaps the most important characteristic to look for in a committee chair. If your committee chair carries out his/her work in a prompt and organized fashion, this will naturally show in the actions and the progress of the work.

Reliability: This remains one of the top issues plaguing the Muslim activist/worker. Reliability will be a very important factor for both the Conference and committee chairs. You need to be able to trust your committee chair to be on top of his/her work and fulfill his/her obligations in a timely and effective manner.

Initiative: Every committee chair needs to have at least a little semblance of this characteristic. Very simply put, the committee will travel as far as the committee chair wants it to. If you find unmotivated, lackluster chairs, you will find yourself running the show for them. The quality of the committee is directly related to the amount of initiative and creativity your chair possesses.

Diversity: Look to fill the chair positions from different schools and with those who may not necessarily have been involved in conference planning before. It is easy to pick the “usual suspects” but branching may be beneficial as it increases the participation of Muslims at large. An unknown who has the above four qualities is always better than a known who is less than ideal in these traits.

Committees
	Chair Position
	Number of Chairs
	Comments

	Audio/Visual
	1
	Oversees the setup of equipment, recording, photography, etc.

	Bazaar & Information
	1
	Oversees layout of booths at the convention

	Finance
	1
	Responsible for maintaining budget sheet, making purchasing decisions, and keeping conference within budget

	Food
	1
	Responsible for organizing menu for conference, possibly purchasing food, and distributing/selling it at the conference

	Hospitality
	1
	Manages speaker transportation and itinerary at the conference through volunteers

	Programs
	1
	Responsible for designing program in conjunction with PTF and keeping the local committee informed

	Public Relations
	1
	Sends press releases to local news agencies, prepares press packets for those attending MSA National sessions, and aids the ZR in marketing efforts

	Registration
	1-2
	Organizes registration list prior to conference, prints badges, and handles on-site registration

	Security
	2
	Would like even male and female split but this is up to the local committee; Responsible for ushering crowd control

	Volunteer Coordinator
	
2
	Responsible for recruiting/organizing and running volunteer lounge


Chair Descriptions

Audio/Visual
Job Description:

· Make sure that all Audio Visual setups are taken care of for all of the sessions

· Handle any A/V issues that may crop up during the conference

· Take photos during the conference

Tips for Success
· Compile a general list of all equipment needed well before the conference so that if you do need to rent, you are not scrambling at the end trying to find vendors who may take advantage of your unfortunate situation

· Make sure to sit down with programs a good bit before the conference so you can mark in your schedule where and when you need specific equipment so things run smoothly (i.e. an A/V program guide)

· A/V typically has a difficult time recruiting volunteers but you should try to get friends to help. If they socialize, they do it amongst themselves and are always there when you need help

· If other committees are going to use the equipment, make sure to clearly state to treat them with care as if it were not your own since MSA National has been known to be fined for damaged equipment due to the carelessness of other committees

· Make sure you designate a proper individual as a photographer who will take pictures of the conference

Clearly, a tech-savvy individual is needed for the A/V job; hence, males have typically dominated the job. The A/V crew does not need to too many volunteers because the work is very specific and does not require very many people to carry out. Once the setups are completed, there are not too many other issues. However, the A/V chair needs to be present and available for the duration of the conference because problems such as a laptop malfunctioning, turning on the microphone, wire issues, etc. inevitably crop up throughout the weekend.

Pre-Conference Planning

The pre-conference work for A/V is very simple- figure out what sort of equipment is needed

· 2-3 projector screens

· 2-3 projectors

· 2-3 laptops (Note: Main Session recording taken care of by Mohcine Skalli) and preferably find individuals in the area who you can borrow or rent them if this is not possible (cost control is key).
· Laptops are used for registration purposes as well
· Since one projector and one screen are not required in every room at all times, MSA National typically needs two projectors/screens and moves the equipment around as necessary.

· A photographer who is very adept in taking quality photographs

On-Site Execution
Take care of setting up all the rooms that require A/V setup. This should be coordinated with the Programs chair because the Programs chair contacts the respective speakers and knows which rooms will be in use at what times. Other simple responsibilities will include helping Registration setup and network the laptops, making sure recorders are setup in all of the sessions, and photography. Usually the A/V committee does not need more than five people, chair included.

Because Mohcine Skalli does not record sessions other than those in the ballrooms, the A/V chair may want to set up an audio recorder in breakout rooms to record every session at the conference.

Photography is a bonus, but the A/V chair should try to assemble a team to take pictures but give out guidelines of sorts to them in which the chair outlines the pictures that should be taken (i.e. all the chairs, audience at lectures, crowds, execs, speakers, etc.).

One other suggestion for the A/V chair is to make a list of all the items the chair has brought to the convention (i.e. wires, cords, extensions, etc.) and give that list to the Convention chair. This way, he/she knows what items are available and does not end up ordering something from the hotel. This also avoids confusion as to what belongs to whom and it will be easier to collect the items at the end.

Bazaar & Information
Job Description:

· Responsible for allocating vendor space in front of the main session room or any other designated area for the bazaar

· Set aside a booth for MSA National where it will sell merchandise and provide information
Tips for Success
· 2-3 individuals staffing the information booth at all times
· Plan the layout of the bazaar a couple months before the conference

· Contact all vendors several months prior to the conference so you can sell space to them
· Set the price according to demand, space, and location of the bazaar (use your business sense!)

· Make sure to have each vendor sign a contract (outlines their booth location, size of the table, whether a cover is included or not, price, time open, and a line mentioning not responsible for lost or stolen merchandise and money)
Clearly, an individual familiar with local businesses is needed for Bazaar & Information; hence, males have typically dominated the job. There is a constant need for volunteers in this committee, but if the proper individuals are selected who are able to pass on any necessary items attendees might need (i.e. ribbons, new programs, directions), then the job becomes much easier and it makes for a more lively conference.

Pre-Conference Planning

Finding vendors and arranging the layout of the bazaar will be the most important aspect of pre-planning for this committee. After Security and Programs, Bazaar & Information requires the most volunteers to staff. Luckily, the scheduling is more straightforward than that of security because the bazaar opens and closes at set timings. Bazaar is responsible for four main items:
· MSA National Booth
· MSA National has a storage office in Washington, D.C. that contains materials from previous years. These materials will be brought to the conference usually with another vendor on the Thursday before or Friday of the conference. The Bazaar chairs just need to pick up this shipment and distribute the materials to the one booth.
· 2006 was the first year in which MSA National hired a company to produce CD’s of its MSA sessions. The CD’s were sold within 30 minutes of the session being over (ideally) and thus some sort of working relationship needed to be setup between the Bazaar people and the recording company (who was working on site) to stock CD’s at the bazaar location.

· Information

· Make sure there are ample copies of the program and any addendums to the program.
· The booth will serve as an information point for lost individuals.
· Note: This can be combined with the registration booth to increase efficiency

· Arranging for other vendors
· MSA National spends a significant amount of money on this conference. The bazaar is one way they can replenish those funds. Therefore, the Bazaar chair’s primary duty is to solicit vendors and their merchandise to the conference.
· Set a price, write a contract, and make sure the vendors pay you upfront prior to the start of the conference (prices have generally varied from $200-$300 for a 6-foot table in front of the main session room)
· The contract should outline the following: booth location, size of the table, whether a cover is included or not, price, time open, and a line mentioning not responsible for lost or stolen merchandise and money.

· They should also be informed of what attendance will most likely be.

On-Site Execution
· Booth Setup: The setup and cleanup of the booth is the most important task. Make sure that the hotel has all booths setup and numbered prior to the start of the conference.
· Ask the hotel to include a table cloth and 2 chairs with the booth

· In the past, the Bazaar chair has used the volunteer lounge store their materials overnight.
· Experience shows the lounge is not the best place for storage since anyone has access and because the room gets crowded with other things.
· There should be a room specifically designed for storage.
· Information Booth: Ensure the information is continuously staffed and directs attendees properly.

· It should have programs and maps on hand to give to attendees.
Finance
Job Description:

· Manages the revenue and expenditure of the conference

· The primary source of revenue is conference registration and the primary expenditure is venue, speaker housing and traveling costs, and volunteer/officer housing costs

· Approves expenditures in conjunction with the Treasurer of MSA National

· Sets prices, fundraises, and does anything money related

Tips for Success

· Ensure that you are in constant communication with the conference chair as well as the Treasurer of MSA National so that all expenditures are approved in a timely manner

· Budget for an attendance that mimics that of the past (generally speaking 550-650)

· 600 is the typical number that committees budget for East Zone USA, 500 for Central Zone USA, 200-300 for West Zone USA, 200-300 for East Zone Canada, and 100-150 for West Zone Canada.

· Ensure that costs are kept below the registration fee to ensure that the conference at least breaks even and MSA National does not need to subsidize the conference

· Constantly update the budget sheet to reflect the most current revenues and expenditures

· Solicit donations and revenue through vendors (coordinate with Bazaar & Information Chair)

The finance chair needs to be an individual who is frugal yet understanding of where money should and should not be spent. The chair should not cut corners when possible (as we are trying to provide the best experience possible to attendees), but spending liberally is out of the question. The objective of the conference is to break even and then to make some sort of profit (without overcharging attendees) so that MSA National can continue its projects.

The chair must also work in close contact with all committees and chairs, especially the conference chair, to ensure that all needed supplies are purchased on time. The treasurer of MSA National also works in close contact with the finance chair in order to approve expenditures that are associated with the planning.

Note: Please see the expenses folder in the conference packet for an example of a budget sheet that needs to be filled out.
Pre-Conference Planning

The chair should form a committee of an additional one or two people so that when purchases need to be made, refunds needed to be handed out, and checks to be received and written, the finance chair is not burdened with too many matters at once. These individuals should also be very frugal and careful in how they purchase the needed supplies (pick the lowest cost products without sacrificing on quality). The following should take place before the conference:

· The provided budget sheet should be filled out to the best of one’s ability to ensure that costs are known well ahead of time.

· A venue must be identified, reserved, and paid for well in advance of the conference so proper marketing can take place.

· This includes acquiring discounts for hotels for a block of rooms (the typical number in the past has been around 100 blocked rooms).

· The venue should ideally be in one location (usually at a hotel) but it must be affordable and practical given the budget.

Important Note: In East Zone 2009, the Sheraton Hotel was able to set up a portal where attendees could book rooms directly through the hotel rather than going through MSA National. This saved the local committee the responsibility of assigning roommates, having unfilled rooms, and working with the hotel to ensure all expenditures were paid. In this way, groups of individuals could book rooms through the hotel, ensuring certain roommates and number in the room. However, the option for people to purchase a room through MSA National (the cost was determined per person and charged accordingly) was still available. Thereafter, random roommates were assigned (there was no guarantee of what roommates one requested). This registration price was set such that there was no difference between an individual in a four-person room booking through MSA National or through the hotel. The caveat was that if an attendee purchased a room through MSA National, that room could not have more than four roommates. Attendees and the hotel were informed so that this did not happen.
After a venue has been reserved and paid for, hotel rooms blocked off, and registration prices set based on assumed costs (registration prices in the past have been $30 early without hotel, $40 late without hotel, $95 early with hotel, and $110 late with hotel), there are other miscellaneous costs throughout the process that need to be taken care of. They include:

Food
Providing food at the conference has usually been the norm at Zonal Conferences, but recently committees have cut it from the budget because it usually drives conferences into debt. Expenses can range from $10,000 - $15,000 for food, depending on the quality and portion size. Therefore, the committee provides the attendees alternate options to buy food (see Food chair description for more information). This prevents the conference from going into debt.

Hospitality
This expenditure can balloon quite quickly if the chair is not informed to keep costs down. This section covers food and honorarium (Note: No speaker takes honorarium but this might come up- subject to approval by MSA National). The chair should coordinate with both the food chair and volunteer coordinator to provide speakers with snacks and meals three times a day. It is important that the chair spend all money related to speaker treatment to keep an accurate account of expenditures.

Interpreters
Zonal Conferences, especially East Zone, will be a significant portion of individuals who will be hearing impaired. Care must be taken to meet their needs. This usually means hiring certified ASL interpreters who can at least accompany this group of people to whatever session they may attend. This means at the least one session is being interpreted at any given time, the most that can be done due to a constrained budget. Talk to the ZR to find out more on how to get in contact with Muslim ASL interpreters who usually give MSA National a discount.

Logistics
The individual taking care of these expenditures works under the Finance Chair. Expenses here include supplies needed by security: signs and posters, boards needed by programs, pens and paper needed by registration, etc. Shopping at discount stores like Staples usually keeps down expenditures.

Attendee feedback shows that it would be beneficial to include pens and a notepad with every registration packet so attendees can take notes during the numerous sessions.

Marketing
Any flyers printed, Facebook ads posted, letters mailed, and t-shirts made constitutes marketing costs. These usually can be kept quite low if Facebook (or MSA National syncspot.net currently in development) is made use of. Flyers handed out in the local area are key to inform the community of the conference and to encourage their attendance as well. T-shirts can be hit or miss depending on the design. If you are going to design a shirt for the conference, MSA National must first approve the design to ensure it is financially viable. MSA National has a printer it uses for deep discounts, which we can use to print Zonal Conference shirts at minimal cost. Inform us early on if you are intending to make a shirt (an example design is in the proposal to get an idea of what sells).

Registration
Booklet printing, nametags, and ribbons fall under registration expenses. Nametags and inserts can be purchased through online sites like Marco’s Printing. The committee can print booklets through printing companies. The number ordered in the past is usually 700 (overestimate of 600 to ensure none of these supplies run out). An editable booklet used during East Zone 2009 is in the conference packet (.psd, .doc, and .docx files). The committee needs to buy ribbons for officers, speakers, volunteers, and security (Marco’s can make custom ribbons and has generic ribbons in stock).

Security
Posters, markers, walkie-talkies and anything else related to directing and maintaining traffic falls under security expenses. Posters and markers can be purchased at stores like Staples and Wal-Mart. Have the logistics individual (see above) buying all these things so that it is easier to document these expenditures and hand out reimbursements in a timely manner. Walkie-talkies can be rented, but from previous experience, Zonal Conferences are small enough that they are not needed. Cell phones suffice.

Sound
Sound equipment is necessary for set up of the conference. Luckily, MSA National has found a very professional Muslim from New Jersey, Mohcine Skalli. He provides A/V for MSA National at a reduced cost and records sessions in the main hall during our conferences. He usually requires a site visit to scope out the layout and assess what equipment he will need. Make sure to show and inform him every place that will need sound equipment and to what extent. He also will require a paid hotel room and food for the duration of the conference. His number is 646-772-7428. Contact him well in advance of the conference.

Sponsorships
Bazaar booths, ads in the booklet, and donations fall under this category. Every Zonal Conference should have a bazaar where there are vendors who can sell their merchandise (including food if possible) to conference attendees. A registration form for vendors used in the past is provided. Ads in the program booklet are also a source of revenue. Make sure to collect both sources of revenue prior to the conference to ensure vendors and advertisers do not receive free space for their services and merchandise. This was an issue in the past- individuals not paying for booths and ads while they benefited. Proper advertisement of these opportunities should take place. A list of national sponsors is provided below. Local sponsors should also be solicited. Donations may also come in the way of a fundraiser or at the conference.

· ALIM

· Al-Maghrib

· Amana Mutual Fund
· Fawakih

· Guidance Financial

· Islamic Relief

· RIS
· Seeker’s Guidance

· Teach for America

Remember to find local businesses that are willing to have booths at the conference.

Transportation
Transportation can include:

· A bus to and from the hotel and venue (if they are separate but this is far from ideal)

· Transportation from the airport to the hotel (for certain times and days on Friday, Saturday, and Sunday)

· Transportation for the speakers and officers of MSA National (i.e. individuals drive into the conference)

Make sure these are well documented and recorded in the budget sheet so appropriate people can be reimbursed. It is much more practical if one or two people can make most of the expenditures so the Treasurer of MSA National does not need to write too many checks.

Travel Costs
This expenditure includes the cost of flying out speakers, officers, and task force chairs to the conference as well as booking hotel rooms for them. Make sure tickets are purchased at least 30 days prior to the conference to secure the lowest priced tickets possible. This has always been an issue in the past so make sure you pressure the conference chair and MSA National to avoid unnecessary costs. Hotel rooms should be coordinated through the registration, conference, and PTF chair to ensure speakers who need rooms get one. Policy in the past has been to cover travel costs of national speakers and not local speakers, but if there is a surplus of money, local speakers may have their costs covered as well. Local speakers are defined as individuals located within a 2-hour drive of the conference.
On-Site Execution
On-site execution does not involve much in the way of the Finance Chair. The only immediate things that should take place during the conference are reimbursements (do these then rather than later to avoid unhappy individuals who have not received their money) and the collection and storage of money. As much as $3,000-$5,000 can be collected at the conference from on-site registration and bazaar booths. Make sure this cash is stored in a safe place for the MSA National Treasurer to deposit in a local Bank of America. Other things to keep in mind:

· Have a good amount of change in cash on hand at the beginning of the conference for MSA National merchandise, t-shirts, and on-site registration.

· Inform the National treasurer who needs to be refunded and for how much prior to the conference.

· If a check needs to be cut to provide cash on hand, inform the National treasurer several weeks prior to the conference.

· Collect all outstanding payments due by advertisers and vendors at the conference so they do not leave without paying.
Reality Check
Make sure your budget is within the confines of predicted attendance (as noted above). If you overestimate attendance, then the most likely result is the conference looses money. Also, ensure a buffer with registration charges (approximately 15% of the predicted expenditures) to cover unexpected expenses that always pop up at the end of the conference.

Food

Job Description:

· Responsible for organizing a menu for the duration of the conference

· Responsible for organizing a committee to distribute food or find vendors to sell food at the conference

Tips for Success
· Consensus is that including food in the registration fee is a loss for the entire conference since expenditures for covering at least 600 people (East Zone attendance) for three days of meals ranges from $10,000-$15,000 depending on the quality of the food
· If you still decide to go this route, make sure your registration price covers the cost of food completely
· This expenditure alone drives the conference in debt
· If the conference is in a city, find a place where there are numerous restaurants and carts available for people to choose from
· Make a list of food options noting down cuisine, number, address, hours, and discount for attendees (possible if you talk to vendors)
· Document this in an excel sheet which can be used in the program guide (see attachment for layout)
· It may be better to organize food vendors which can sell food at the conference (talk to the venue to see if this possible)
· Make sure there are enough halaal options available as well
· Make sure you take into account speakers, MSA National officers, committee chairs, and volunteers when ordering food if the volunteer coordinator and hospitality chairs organizes food with you
The food chair needs to be someone who is familiar with the surrounding area concerning possible eateries to cater from or to document on the sheet given to attendees. This individual also should be someone who is able to secure discounts for the conference attendees regardless if the food is catered, is outsourced to neighboring eateries, or is provided through bazaar vendors.

The chair should also work in close contact with the programs and conference chair to be aware of what times food and prayer breaks will occur. It can be a challenge timing this because it is dependent on the location of the venue with respect to restaurants, the number of food options available, and the prayer arrangements.

Pre-Conference Planning

Pre-conference planning is dependent on how the local committee will take care of food. Regardless, the committee should consist of a significant number of individuals as noted below. There are three possible ways with some overlapping:

Catering (10 person committee)
As we have said before, this has been unanimously declared the most financially burdensome, the most physically tiring, and mentally exhausting of the approaches to take, but it is the most convenient for the attendees. There are several things to note if one caters food for the conference:

· Several months prior to the conference, get into contact with the caterers your committee selects for each meal of the conference.

· First, make sure the venue will allow you to cater food from outside vendors!
· If not, then catering is not an option and the venue itself may not be an option if location is not suited for easy access to food.

· There should be a variety of food but quality should not be sacrificed when catering from multiple different locations.

· Once these places are identified, the chair should get into contact with them noting:

· Discounts- Deep discounts are possible if the committee makes the vendor aware of the sheer number of people.

· Food options- The local committee should select an option from the vendor that will please all attendees.

· Mealtime and day- Let them know when you want the food to be delivered and where.

· Extra food should be accounted for scholars/speakers, volunteers, officers, and chairs.

Restaurants and Food Carts (5-person committee)
This option is only applicable if the conference is in an urban venue where there are numerous eateries to choose from. Nevertheless, this option and the above can be combined as done in EZ 2009 where the committee generated a thorough document of restaurants and carts (see attached) in the local area. However, on Saturday night the committee provided dinner at a certain price to cover the cost of the food. There are several things to note if one chooses this option:

· Research all nearby restaurants and food carts and document them on an excel sheet.

· Note down cuisine, number, address, hours, halaal or not, and discount for attendees (possible if you talk to vendors).

· Enter this information into the program guide so that the attendees can find this for themselves (please see attached example for reference).

· If the committee decides to provide a meal for one of the days at a cost, then Saturday night is the most optimal time.

· Do not estimate that all attendees will buy food from you!
· In the past, 40%-60% have bought the provided food.

· Simple sandwiches and pizza suffice, priced at a level to break even.

· Coordinate with the conference chair to develop a map so attendees can easily track where vendors are (please see attached example for reference).

Food Vendors (5-person committee)
The last option is most applicable to regions where there are no food options within walking distance, and the venue allows food from vendors inside the premises. This option overlaps with the function of the Bazaar and Information committee. Organization should be coordinated with this chair since this method involves having food vendors in the bazaar sell food at a discounted price to attendees. A variety of food options should be given to attendees if possible. Here are things to note when approaching this option:

· Provide a sufficient (five is plenty) variety of options to attendees so they are satisfied with the availability.

· Ask the vendors to give the committee a discounted price for the attendees.

· Because this option is most applicable to regions where there are no food options within walking distance, vendors can take advantage of this.

· Ensure all options are halaal
· If they are not, plan in such a way that the meat is sourced from a halaal vendor.

· Keep vendors in a separate area from those selling merchandise so to not cause congestion and unnecessary odors in other areas.
· Outline all vendors provided by the committee in the program guide.

· Outline a map of the bazaar highlighting the location of food vendors.
On-Site Execution
No matter which option the local committee chooses to pursue, it should take care of several things during the duration of the conference. They include:

· Ensuring all food vendors arrive on time to the venue to set up a stall or deliver food regardless of what option is chosen

· Sufficient number of plastic utensils, napkins, cups, and drinks are available to sell or distribute to the attendees

· Trashcans are monitored so that they do not over spill.

· Empty trash bags frequently if need be or see if the venue will do this for you.

· Inform attendees of the food options available (instruct them prior to the conference and during the conference)

If these points are taken into consideration, then any logistics related to food should not be too much to worry about. Always keep in mind food should be provided to the speakers, separate from the volunteer lounge, which the volunteer coordinator and hospitality chair may organize with you. Ensure hospitality knows what food will be provided to the speakers and the volunteer coordinator knows what food will be provided to the MSA National officers, committee chairs, and volunteers.

If the committee collects money from selling food, hand over all money to the finance chair so he/she can safely store it and later distribute it for reimbursement.
Reality Check
Many problems can come the way of food, of which includes:

· Not enough food, drinks, utensils, napkins, seating area, and time to eat

· Loosing money on selling food

· Having too much food leftover

To avoid these problems, plan reasonably with attendance and consumption. It is always best to overestimate so that attendees do not go hungry, but one should be very weary of this since waste is a common problem. This only leads to lost money, a financial burden on the conference.

Hospitality
Job Description:

· Pick up speakers and officers from airport/station

· Escort the speakers around to their different lectures and to and from their hotel rooms

· Provide speakers with daily meals

· Spend time with the speakers
· Make sure speakers and officers depart quickly after the conference is over

Tips for Success
· The hospitality chair cannot be involved in being a speaker buddy him/herself if the treatment of all speakers is to be done properly

· Make sure each speaker and his/her buddy is given a speaker folder (detailing the speaker’s engagements, food options, and maps) prior to the start of the conference so that each knows where to be and when
· Develop a timetable that outlines when and who is picking and dropping each speaker, officer, etc. off
· Develop a speaker database (contact information given by programs) which lists who is assigned to who and for how long (Contact the volunteer coordinator several months in advance to see who you are overseeing- ideally takes place 3 months before the conference)

· Get in contact with these individuals through a conference call to make sure they know the duties of being a speaker buddy (listed above) and that their job is the only interface between MSA National and the scholars

· Assign buddies promptly and make sure that you contact the speakers (several weeks in advance) detailing the information of that buddy (contact information)

Since most of the speakers are typically male, it is wise to have a male Hospitality chair. Look for a chair that is both respectful and genuinely motivated to help. In the end, it will pay dividends. Keep in mind that a good hospitality chair keeps all the speakers happy (not just those he is inclined to personally) which translates into better sessions!

The unfortunate truth is that there are speaker politics out there. Speakers will try to cancel if they hear that someone scheduled to speak with them (usually a big name speaker) also cancelled or if they feel the program was given to them far too late. This can create very delicate situations where you as the hospitality chair will have to spend significant amounts of time trying to convince the speaker to continue speaking, taking into consideration the audience that he/she may disappoint, etc.

The Hospitality chair always needs to be in contact with the Programs chair in case a speaker cancels.
Pre-Conference Planning

The speaker hospitality committee is the most dependent upon obtaining a completed program as soon as possible. The chair is responsible for finding out

· How many speakers are speaking for MSA National sessions

· Finding each speaker a ‘speaker buddy’ who will basically serve as the speaker’s companion for the three days and make sure that he/she is aware of the itinerary

· Arranging rides for speakers and officers to and from the airport/station
· Preparing a speaker folder detailing the speaker’s engagements, food options, and maps

In order to effectively carry this out, the hospitality chair prior to the conference must
· Get in contact with all hospitality volunteers that the volunteer coordinator has given him/her.
· Make sure that each is aware of the time commitment and find out when they will be individually arriving to the conference.
· Assign speakers to buddies and outline the job description to them.
· It is imperative that each understands the speaker is a guest of MSA National and must be treated as such- this means making sure all of their needs are taken care of from checking in, food, session timings, and simply interacting with them throughout the day.
· The chair should make it quite clear and apparent that the speaker buddy is solely responsible for the needs of the speaker, regardless if others claim they will take on some of that responsibility.

· Reconfirm these assignments with the buddies several weeks prior to the conference so everyone is on the same page.
After volunteers are recruited, the chair must:
· Get in contact with the speakers and inform them of their speaker buddy’s contact info.

· Inform the speaker buddy of the speaker’s contact info so he/she may be able to stay in touch with them.
· Make sure each speaker buddy is given a volunteer packet detailing expectations, food sources, maps, and program (initially through email).
· Make sure each speaker is given a speaker folder prior to the start of the conference so that each knows where to be and when (initially through email).
· Have both the local programs chair and speaker buddies inform speakers to be at their sessions 10 minutes prior to the start to coordinate any issues with the moderator.
After assignments have taken place, the chair must now plan onsite logistics for speakers:

· There is now a sentiment that it might be best to have a speaker lounge where food is brought to the speaker’s rather than having them go to the restaurants with the speaker buddy.

· Coordinate with the volunteer coordinator and conference chair to stock a room with certain perishables that speakers can go to for a quick snack.
· Coordinate with the food chair to have meals delivered to the speaker lounge at set times so that the speakers do not need to travel anywhere to eat.

· This makes for happier and less tired speakers.

· It also ensures sessions can start on time.
On-Site Execution
The work essentially begins when the speaker arrives on-site from the airport. All speakers must have a speaker buddy. Be aware of speakers that cancel last minute! After the speakers are checked in, the work resumes when sessions start.

Several things should be done when speakers and volunteers arrive on site. Hand each their respective speaker and volunteer packet, check-in, refresh, and inform them of upcoming sessions. Also, remind them the programs chair would like speakers to arrive in their respective sessions 10 minutes prior to coordinate any issues with the moderator.

Make sure there is good communication between the speaker and his/her speaker buddy as to when the speaker buddy should meet the speaker, at what designated location, etc. After this, any requests that the speaker has must be fulfilled by the speaker buddy– everything from food to a hot cup of tea before a session. For those speakers not needing a speaker buddy, usually MSA National executives and “low level” speakers, make sure you have some contact information such that quick contact can be made to remind the speaker of an upcoming session or any other information.

In the event that a speaker buddy is not performing his/her tasks up to par, the hospitality chair must sit down with them one-on-one to outline the responsibilities of a speaker buddy and to make sure it is understood that the speakers are guests of MSA National.

Lastly, it is always prudent for the chair to hold a nightly meeting after the last session starts but before it ends with the speaker buddies to see how they are doing and if they need something from the chair to better serve the speakers.

Programs
Job Description:

· Responsible for pre-conference program development in conjunction with the MSA National PTF Chair

· Responsible for attending conference calls and meetings where other program chairs and other interested MSAers discuss theme, speakers, and program development

· Responsible for getting in touch with local speakers

Tips for Success
· Be in constant communication with the PTF Chair as well as the conference chair so that you keep all interested individuals in the “loop”

· This means cc’ing the conference chair as well as the PTF Chair in all communications relevant for the development of the program

· Make sure to contact local speakers well in advance of the program to get a confirmation of whether they will be able to attend or not

· The local committee can invite as many local speakers (individuals in the area) as they would like- try to maintain a balance in genders when inviting speakers

· Never, and we mean never, let any of your personal feelings about speakers (i.e. style, ideology, content, etc.) interfere in the development of the program
· Neither should you or the PTF Chair let any personal prerogative get in the way of the development of a program that best suits the students’ needs and tastes
The programs chair must be someone who is familiar with speaker leanings, tendencies, and comfort when it comes to content so the local committee in conjunction with MSA National can develop a program that takes into account the multi-colored backgrounds of conference attendees. In addition, it is imperative that you as a chair keep all individuals on your committee and the National committee if need be in check with any personal prerogative in terms of program planning.

The programs chair must also be lightning quick in responses since speakers will easily cancel if they feel that their opinions are not being heard, their needs not being taken care of, or if they feel that our side is unresponsive. When program development finishes at least 30 days before the conference, make sure the conference chair sends out an email to the attendees informing them of this development.

Pre-Conference Planning

Without a doubt, this can be the most controversial of committee chairs since everyone has an opinion on how the program should be developed. This can be very time consuming, coming at the detriment of people’s perception of conference organizing. Thus, the chair must firmly stick to getting out a program at least 30 days prior to the conference to keep both attendees and speakers happy.

· It might be beneficial to have one additional person help the chair six months prior to the conference, as this task can be time consuming.

· Pick someone who also is very familiar with speaker dynamics and program development.

· In the first few weeks, generate a list of both local and national speakers that would be beneficial for the conference, keeping in mind gender, ideological, stylistic, and contextual (specialty) balance.

· It makes the program much more worthwhile as it garners the interest of a wide variety of students.

· Make sure both the programs and conference chair come to a general agreement before presenting a speaker list to MSA National.

· MSA National will look over the list and make suggestions and/or changes.

· It will approve the speakers as soon as possible.

· MSA National will then contact both the local and national speakers- there is no need for the local committee to do so as in the past, speakers have not been happy with receiving multiple emails from different people requesting them for the same speaking engagement.

· After invites have been sent in the first month, it is best that the PTF Chair follow up with the speakers if they have not already responded.

While this is going on, the local programs chair and PTF Chair will begin development of the theme and program.

· The PTF Chair will hold a conference call with the local committee discussing policy, procedure, and expectations during program development.

· MSA National has implemented a new process whereby speakers, chaplains, attendees, and PTF members are surveyed to provide input on what topics they would like heard at the conference.

· From that survey, MSA National will ascertain several general themes, from which it will select one and the other it will recommend to the local committee.

· On a call with the local committees from the other Zonal Conferences, the conference and programs chairs will come to a consensus on general theme and will draw out certain (10-15) objective points they would like the program to accomplish (i.e. what attendees takeaway)

· After this call has taken place, the local committee will begin formulating six main session topics on their own along with a description that falls in line with the objective points previously drawn out.

· The topics must fall in line with the objectives of the theme.

· It is best to include as many individuals from the region/committee/area in on the conversation (one or two conference calls usually work best).

· After this taken has place, the local committee will again meet with the PTF Chair and local committees from other zones.

· In this next phase, the local committees and PTF Chairs will come to a consensus on four Main Session Topics based on those formulated by the local committees, with the remaining two being directly from the local committee’s suggestion.

· This makes six main sessions at the Zonal Conference.

· After this happens, the local committee will then formulate twelve breakout sessions

· The breakout sessions should be broken up into blocks of two, with each block dealing with issues brought up in the previous Main Session.

· These breakout sessions do not necessarily have to exactly mimic the topic dealt with in the Main Session but can explore other issues that were presented.

· It also might be beneficial to have a series of breakout sessions addressing the same topic over the course of two days (i.e. Literary Gems of the Quran).

· When this is taken care of, the local committee submits these topics and their descriptions to the PTF Chair who will ask for approval for the final program from the MSA National BOD.

· All decisions by the MSA National BOD are final.

When this is all said and done

· The PTF Chair will individually work with the local committees to assign speakers to topics.

· Main Sessions typically have 2-3 speakers and Parallel Sessions 1-2.

· Main Sessions typically run 2 hours and Parallel Sessions typically run 1 hour.

· The final wording of the theme will take place.

· Speakers will be informed of their topics and necessary changes will be made if cancellations occur, speakers request change of topic, or the program changes.

· A final program must be out at least 30 days prior to the program, preferably 2 months in order to be used as an advertising tool.

· The program is subject to approval by the MSA National BOD.

· All speakers and the hospitality chair (necessary for arranging speaker buddy information) will be informed by the PTF Chair of the program.

· Inform the conference chair of the program so he/she can email and post the program for the attendees to look over.

· Last minute changes are usually likely to take place but as long as attendees have an idea of the program, that is all that is required.

Finally, when a program is done, the individual who is designing the program guide must be given the program so that it can be put in print form (the program guide should be printed two weeks prior to the conference). In conjunction with the Zonal Rep, the chair must assign moderators for each session (individuals should be selected based on much they have worked on the development of the conference as well as their ability to publicly speak).

On-Site Execution
On the day of the conference, the chair needs to make sure that each session starts and ends on time as the local committee can be on very strict timings with the venue. Both the programs and hospitality chair need to make sure speakers arrive to sessions on time (preferably 10 minutes before the start in order to talk to the moderator).

Reality Check
Speakers will sometimes get upset over whether they feel their opinions regarding program development are heard. The programs and PTF chair must work with speakers to make sure their opinions are heard and that they are strongly being considered in program development. With that in mind, remember to always keep the speakers happy and assure them their opinion will be kept in mind during future conferences.

Public Relations

Job Description:

· Contact various sources of media to publicize and obtain proper coverage of the MSA National Conference 

· In charge of setting up press releases, media advisories, selling different angles and stories to the media

Tips for Success
· Public Relations should start working on their tasks approximately 10 weeks prior to the conference

· They should obtain a program from MSA National as soon as possible to begin formulating press releases and selling stories (see below)

· Press packets must be professionally designed, otherwise it is of no use

· Volunteers who escort members of the press around should be aware and well versed in all materials provided to the press

· Press releases should be professionally written and given to news agencies a month or more in advance of the conference

· Important!: An individual who has experience writing press releases in the proper language must be assigned to this task

· Volunteers should be familiar with PR work or otherwise the committee will be ineffective

Since this position requires that individuals be familiar with the inner workings of the media, it is best if the chair is familiar with PR responsibilities and has possibly worked in a marketing/PR firm. It is also highly encouraged that the volunteers be familiar with this line of work as well since they will be the interface between MSA National and the press- a professional attitude is required on their part.
Pre-Conference Planning

With a self-motivated and creative chair, the possibilities are endless for the Public Relations committee. The pre-conference work depends wholly upon the release of the program. Once the program is finalized, there are four main items to work on

· Press Conference: It might be beneficial to hold a press conference on Friday morning to mark the start of the conference.
· This is essential in order to establish a unique MSA identity for the conference.
· Press Releases: It is also standard for the committee to send out press releases to the major local news agencies to obtain proper coverage.
· The conference is a tremendous opportunity to put some positive spotlight on the actions of MSA National and on the Muslim community as a whole.
· Selling Stories: While press releases and press conferences are always great ideas, they offer the same story to every news agency in attendance, which is undesirable from a newspaper perspective.
· Hence, it may be useful to study the program and generate stories with different angles.
· Offer unique stories to different news sources that will make them more willing to cover the Conference (i.e. a session on Women in Islam can be useful for editors who cover women issues).
· Press packets: Every press member that walks into the convention center is handed a press packet and program guide that will have information about the various events and sessions taking place.
· This should include a sheet of information talking about MSA National, its goals, and a few highlights of the sessions in their program.
On-Site Execution
The on-site responsibilities are very basic and do not require many volunteers. When the press comes to the convention, volunteers are called upon to show the press around and take them to where they need to go.

Reality Check
Be aware that you are representing MSA National’s image through your planning. The MSA National BOD will need to check and approve the press releases being sent out, the press packets, and the different angles that we want to sell just to avoid any controversy.

Registration
Job Description:

· Organize registration through the MSA National website

· Handle issues pertaining to people paying for the conference, refunds, paying by check, and assigning roommates

· Make sure name badges are printed and the desk is set up on Conference day 

· Ensure volunteers are organized and registration at the conference runs smoothly

Tips for Success
· As individuals register, make sure the finance chair is aware of refunds that need to be taken care of and individuals who will be paying by check- communication must be quick and fluid

· Have the hotel develop a portal where attendees can purchase their hotel rooms without having to go through MSA National’s registration system (they still pay for the conference through us)

· Make sure that if registration for the conference and hotel check-in is separate, inform attendees of where each will be in your correspondence with them

· Also inform the hotel of this
· Make sure to have registration staffed for the first day and a half of the conference so that people can register as people come in

· Using Google Docs at the registration desk is a must- make sure the site has wireless internet as this is required to use Google Docs

· Be strong! Registration is one of the hardest committees to chair and some individuals who come to the conference will be hostile as they might try to dupe you into giving them free registration (this has been known to happen in the past)

The registration chair requires arguably the most meticulous and detailed oriented of all the chairs, as an unhappy registered individual is not easy to deal with. Here, it is very important that the chair stay organized from the very beginning when people start registering. This includes the following:

· Downloading the database of registered individuals so we can see how many people are registered at any time

· Making sure refund requests are handled within 24-48 hours when they are received

· Making sure roommates that request to be assigned are done so quickly and informed in a timely manner

· That on the day of the conference the registration booth is properly organized with all name badges laid out in their holders

Girls are usually the best for this position, as they are usually able to deal with hostility better than guys are and are very organized when it comes to handling a large amount of information and requests regarding registration from attendees.
Note: Please see the registration folder in the conference packet for an example of this organization
Pre-Conference Planning

There are several important things that need to be taken care of prior to the conference (I repeat some of which is in Tips for Success for emphasis) if Registration is to be properly taken care of. If these issues are addressed in an efficient manner, there is usually a lot less headache when it comes to dealing with the sheer number of individuals who register. Problems can easily slip through the cracks, but if the chair takes care of the following points, there should not be too many problems:
· Have the hotel develop a portal (EZ 2009 first implemented) where attendees purchase the hotel room directly through the hotel rather than through MSA National.
· Secure a block of rooms at a discounted price regardless, but rather than dealing with payments to the hotel have individuals directly purchase a room through the hotel.
· The price for these hotel rooms never change. The hotel may have a policy that after a certain date these rooms are released the price goes back to the retail value. Make sure to inform attendees of this date.

· Still have the option of individuals registering for the conference and hotel through MSA National, but include in the note that individuals will be placed with random roommates as a result and will not have any preference whom they room with (some will request certain roommates so try to stick them together but inform them that this is not guaranteed).
· This ensures that most if not all attendees purchase a room through the hotel rather than through MSA National.
· Pricing also takes care of this as well- you must appropriately price registration so that it is at par or more expensive to purchase a room through National than through the hotel.
· Price is conference registration plus the cost of the hotel room for the weekend split four ways (assume four people per room).

· Price a little higher so people do not take advantage of mispricing.

· Assign roommates at the end of registration and give this rooming list to the hotel so that they can put rooms on hold.

· MSA National will need to pay the hotel for these additional rooms.

· Give the hotel a list of names including speakers, MSA National offices, chairs, etc. who will need a room for the conference.

· This should take place at the close of registration along with the assigned roommates procedure (noted above).

· Understand that there is an early and late registration period.

· Ideally, nearly 60% of the attendees should register early and the other 40% late and on-site.

· The difference in price between early and late is roughly $10.
· Registration usually ends a week prior to the start of the conference to take care of hotel rooming issues, name badges, refunds, etc.

· Make sure to deliver refunds for both the hotel and conference registration immediately upon request as these tend to pile up and can be a lot (see provided EZ 2009 balance sheet).
· As individuals register for the conference, download all registration data from the website/paypal so they are informed of conference updates, timings, programs, and other issues.
· As the conference approaches, print name badges by simply taking the names off the database and creating a name badge template in MS Word (Marco’s printing an online source for badges and name cards).
· A designer from your committee can try to incorporate the MSA National logo as well as a unique logo for the conference.
· Make sure to print name badges for officers, speakers, and volunteers.

· Make sure you have contacted all paid attendees to inform them of any updates about the conference throughout the months (2-3 emails a month is sufficient).
· Talk to the conference and programs chair about updates.

· Organize a committee of 2-3 detail-oriented individuals to help you out in the process.
On-Site Execution
If pre-conference planning has been appropriately taken care of, then on-site execution should not be too much of a burden, outside of being available around the clock as people come in and register. This means you need to develop a time sheet where there are 2-3 people at registration at all times. Here are things to remember when the conference is in progress:
· Make sure to have 2-3 computers ready with the internet connected to so you can access Google Docs and paypal (if need be) throughout the weekend

· Make sure to have a table at the registration site (hotel or campus venue) where you have all name cards in their holders set up according to alphabetic order.
· This makes it easier for you and the attendee to pick out the name they registered under.
· When this is done, make sure you have a Google Doc that has all the names of registered individuals listed.
· When an individual takes his badge, place an x in the column beside the name to note that he/she has picked up registration material (see provided excel sheet for example).
· Google Docs allows for real time changes in registration where everyone who is viewing the sheet can see who has registered or not throughout the process.
· Make sure to hand a registration booklet, a copy of the MSA National Link magazine, name badge, possibly a room key (though this should not be the case if hotel booking is done through the hotel), and most importantly paper and pen (notebooks could be an option) for attendees to take notes on during the conference

· Registration usually takes place after Jummah on Friday and most of Saturday until late afternoon.
· Sunday registration is very nonexistent, but there should still be an individual staffing the table if people want day passes.
Reality Check
There are things that you will miss (i.e. forgetting to refund someone or forgetting to assign an individual to a room). Do not panic! Find the conference and finance chair to discuss what appropriate measures should be taken. In addition, there might be individuals on conference day who will claim they registered but the name does not appear on the list. Be strong! They are most likely lying to you. If the name does not appear in the registration list or in paypal, they have not paid! Inform security of these individuals if they try to enter sessions without a badge.

Security

Job Description:

· Responsible for ushering and crowd control at the conference

· Responsible for developing seating regulations to get people seated in a timely and efficient manner because many of the sessions can become full quickly

Tips for Success
· 3 months prior to the conference, find out who are your volunteers for security from the volunteer coordinator or inform him/her that you will select them yourself.
· The past has shown the best volunteers come from personal circles, so choose your core and peripheral group of security volunteers from people you know and trust.
· Develop a spreadsheet that outlines all the main and parallel sessions that corresponds to where and when each volunteer should be.
· This is very standard and can be done without volunteers being known- just plug in the names when you start developing a list of individuals.
· Review protocol thoroughly with the volunteers who are under the chair so that they are aware of their role.
· Some volunteers have complained they have been left out of the dark so the chair should make sure to hold conference calls with the committee well in advance of the conference, keeping in touch with them to inform them of updates.
· Communication

· Make sure all security chairs keep in touch amongst themselves, with the conference chair, and with the volunteers themselves so planning properly takes place.
· The chair should set up a meeting time with volunteers prior to the start of the conference on Friday so everyone is on the same page.
· Lastly, be prepared to adapt to the changing situation on the ground.
· Stubbornness does not suit security well as issues will always come up throughout the weekend.
The consensus now is that two chairs (one brother and one sister) are needed for security. This allows gender specific issues to be dealt with appropriately and for sessions that are male or female only to be handled by the respective chairs and the volunteers. When selecting the chairs, make sure they are affable and outgoing, as their personal charm will trickle down to the volunteers. Security is the major interface between the attendees and MSA National. We want them to have the most enjoyable experience possible. Lastly, try to give people the benefit of the doubt in tough situations but be firm in decisions. Security is tough since the chair is dealing with so many people from many different backgrounds, ethnicities, and cultures, but remember that the fluidity of the conference comes first before anything else.
Pre-Conference Planning

The majority of pre-conference planning for security depends upon the completion of a program. If one is not yet available, even a skeletal program that lists the timings and locations of the different sessions will suffice. Using this information, the security team must establish:
· How many volunteers it needs per session or other specific time slot

· The number of volunteers needed per Main Session versus Parallel Sessions is dependent on the layout of the venue, the number of entrances, and the predicted attendance at the conference.
· Therefore, it is usually best to have two individuals per door at Main Sessions with a third monitoring anyone that may slip through.
· Two individuals per door usually suffice for parallel sessions.

· A spreadsheet that details the shifts of each security member

· Security individuals must know where they are supposed to be and when so that the conference can run smoothly.
· No individual can miss a shift given the amount of people that attend the conference.
· Rules and guidelines that define how people should be dealt with

· A protocol involves having the individual volunteer be aware of on-site rules (detailed below) and making sure they are enforced.
· If an issue is to arise, volunteers should know to contact the security and conference chair to explain the problem.
· However, the most important rule is to treat every attendee as an adult.
· There is no reason to treat anyone with disrespect.
· You are only volunteering to make sure the conference runs smoothly- how attendees choose to spend their time is none of your business so do not interfere with their actions, no matter how tempted you may be (i.e. lobby scene).
Several protocol issues need to be planned for onsite security. These are summarized below:

· Noise Level: Because crowds line up to get into sessions and other events, the areas around the Main Session can become very loud.
· Noise can turn into quite a disturbance if groups congregate in front of Main and Parallel Sessions and start talking.
· Ideally, this should not take place but it is bound to happen, so the best course of action is to inform individuals to keep a good portion of the area clear while also speaking quietly if they wish to.
· Being blunt and abrasive with people will prove to be counterproductive and detrimental to the overall experience of the conference, so be nice!

· Full Sessions: The biggest issue comes up when there are more people wanting to enter the session than there are seats. Here are solutions implemented in the past:
· Additional people have been allowed to enter to sit on the floor along the walls, but when you reach a reasonable capacity (use judgment), do not allow any more individuals to enter.
· This already is a fire code violation and if inspectors stop by (this has been known to happen at previous conferences) they could easily shut down the conference.
· Be kind and respectful when telling people that the session is full, but make sure you try to accommodate as many individuals as possible into the room.
· This should not be an issue if proper care is taken by programs to assign appropriate rooms to certain sessions.
· If you see any discrepancies in such, please inform the conference chair who can switch around rooms.
· In the past, Security adopted “hall passes” that allowed people to leave and reenter.
· However, the drawback to this is that most older-generation attendees do not understand this concept and as a result, they can get very upset or angry.
· You may still want to implement this to make sure no individual levels a complaint that if people leave there must be space now open, but be mindful of your audience.
On-Site Execution
Most of the work on-site will focus on implementation of the plans previously thought out. The chair should make regular visits to the site and “test run” the ideas that were brainstormed. This will also allow better pre-conference training of volunteers.

A few final points to remember:

· Some volunteers may be a no show, but it is critical that your core group of security volunteers is always there.
· In the past, it has been observed that individuals that you know and can rely on are usually the best volunteers rather than those who are random.
· Try to build most if not all of your security committee around these people who you know and trust.
· Find alternative locations around the rooms to check badges so you minimize congestion and noise that might be heard inside the halls, making for a disruptive atmosphere that leaves both attendees and speakers unhappy.
· Hold nightly meetings after the last session starts so that all your volunteers are on the same page and to address any issues that came up during the day.
· This helps keep every volunteer in the know and aware of his/her duties.
Reality Check

Various things will go wrong on-site (that is the nature of security) and as a result, the chair will have to adapt to the situation and change strategies at any given moment. When a situation emerges abruptly, it is usually difficult to have all chairs agree on the best solution. However, a decision must be made promptly. At the end of the day, the chair must remember that the final word rests with the conference chair(s) and he/she has the right and power to override any decision made by any of the chairs.

Volunteer Coordinator
Job Description:

· Responsible for pre-conference recruiting and organizing of volunteers

· Responsible for running the volunteer lounge during the conference

Tips for Success
· It might be best to designate two individuals as volunteer coordinator to spread responsibility since this is such a time-intensive job

· One chair can coordinate volunteer sign-up

· One chair can coordinate ordering food and taking care of the lounge

· Designate an appropriate area for the volunteer lounge

· Serves as the base of operation during the conference- all chairs and MSA National executives make use of it

· Lounge must be accessible and conveniently located but should not be so open that any non-volunteer can access it and take food and drinks as he/she pleases

· A centrally located, out of the way volunteer lounge is most appropriate as it will only be utilized by volunteers and not anyone that happens to stumble across it

· Make sure to stay on top of email that are being sent to the volunteer MSA National email account (reply time should be 24-48 hours at max)

· The chair should take care of this if the chair forms a committee

· Develop a Google Doc where volunteers can enter their information so that you can start generating a list of all those that are interested

· Depending on the state of the MSA National website, this might be subject to change

· Do not over order food since a lot can go to waste and there is no room for storage

· Over ordering food also means a lot of money goes to waste as well

· Buy lots of drinks as volunteers go through these pretty quickly

The volunteer coordinator needs to be perhaps the most organized person you have met! There is a lot of work to be done, and to execute the work successfully you need a disciplined, hardworking individual. The individual should also have a good eye for detecting who can make poor, good, and great volunteers. Ideally, you want to limit participation from the latter two groups and it is the chair’s responsibility to decipher this as best as possible.

The chair must also be frugal when spending on food and drinks for the lounge (target spending $5/meal with breakfast much cheaper than that). General supplies include breakfast food, snacks, drinks, paper products/supplies, and meals. Do not exceed spending more than $2,500 for the volunteer lounge alone as more than this generally has meant waste and money lost.
Pre-Conference Planning

Without a doubt, this is the most active committee chair in terms of pre-conference planning. The volunteer coordinator is responsible for:
· Sending out emails to recruit general volunteers, although the different committee chairs are responsible for recruiting some of the specific volunteers that they need such as cores

· A Google Doc (unless otherwise stated) should be developed to have interested people submit information for a volunteer role
· Questions should address the following information: name, age (the older the better especially for positions in Security where legitimacy matters), school, #hours committing, position desired, previous MSA volunteer experience, etc.

· Making sure that all volunteers have been contacted and placed into different committees

· The chair also handles all questions coming from individuals related to volunteering.
· Keeping volunteers up to date throughout the process

Closer to the conference date, a finalized list of volunteers must be generated in order to properly establish volunteer benefits and print badges (more on volunteer recruitment later).

Responsibilities also include:
· Providing food and snacks for all volunteers on-site

· Coordinate with the food chair to deliver breakfast, lunch and dinner as well.
· This means providing food for 25-50 people every day, including all chairs and MSA National Executive Board Members.
· Determining which food will be provided for meals and coordinating this with the food chair

· Make food arrangements for the late night chair meetings.
· All supplies must be taken care of by the volunteer coordinator, from paper products to drinks.
On-Site Execution
Supplies such as tables, chairs, ice, all cleaning services, garbage cans and small refrigerators are provided by the hotel/convention services on-site. During the three or four days of the conference, the volunteer lounge is controlled and run by the volunteer coordinator. Providing food for hungry volunteers and chairs can be a very demanding task. Make sure that the volunteer coordinator has enough reliable volunteers and a means of transportation (a car) to make runs to various grocery stores and restaurants to pick up food.

If the venue is a hotel, you will have to call the hotel room service people (from the small phone in the room) and ask them to bring you a few things. Some of those are:

· Four garbage cans (which they change, just call them again whenever they get filled, which is usually quickly!)

· A cart of ice to put the drinks in (or large basins/bowls filled with ice)

· Extra tables and chairs (long, rectangular ones for serving, round tables for people to sit at)

You will have to call them again, maybe once a day, to refill the ice for the drinks and definitely three times a day or more to change the bags for the garbage cans.

Reality Check
One thing to keep in mind with catering food, every year we say that we are only going to give food (meals) to our volunteers and we are only going to let volunteers into the lounge (especially because that’s what our sign says!) but it is extremely difficult to do that. When conference time comes around you soon see that that it is not practical. So when ordering food, keep in mind that there will be non-volunteers in the lounge, no matter how much you try to regulate that. Thus, you may need to order extra food.

A lot of food in the past has gone to waste. When ordering food, you have to be careful with the number of people you order for. Please speak with someone who is experienced in these matters and make the best decision.
Meetings and Communication

The success of any event is directly linked to the amount of planning, and an obvious tangent is the need for having meetings. Because the conference committees are composed of chairs that are from one region, several physical meetings should take place prior to the conference. A useful alternative is to use free conference call services found online. A few points in general to consider about meetings:

1. Physical meetings should take place when the committee is writing the proposal, when MSA National comes to present the objective of the conference to the committee, several months prior to the conference to walk through the venue, and immediately prior to the conference to make sure everyone is aware of all logistics.

2. In between physical meetings, conference calls are a great method to begin planning, getting everyone on the same page, and a tool to make big decisions where the input of all parties involved in planning is essential.

3. Having regular conference calls with all chairs at one time has shown to be disadvantageous because during a conference call not all chairs are interested or need to be interested about what other committees are doing and so there have been complaints about conference calls being too long or specific committees not receiving the proper attention they need. With this in mind, try to schedule conference calls when issues arise that affect the entire group, when everyone needs to be on the same page, and when asking for updates that pertain to the conference in general.

4. Schedule calls on a need basis (i.e. when an important issue arises). A more viable solution is to schedule individual conference calls with specific committees only—this allows conference chairs to really focus on and tackle the individual issues/problems that a certain committee may be facing. These conference calls are scheduled regularly; obviously, some committees do not need a conference call as often as others do.

5. As a conference chair, it can be easy to talk extensively and overshadow the thoughts of other committee chairs. Be very mindful of this! In the end the conference chair does have the right to override any decision that he/she does not seem viable, but until this point allow the creative juices to flow.

6. Communication between all committees is necessary, but communication between some may be especially essential. Audio/Visual and Speaker hospitality are two committees that need to be in close communication with Programs. Open up the channels of communication as much as possible—telephone, email, text messaging, and instant messaging. As a conference chair, you need to assure your chairs you are accessible at all times, and then follow through with that commitment.

7. When group brainstorming is necessary, rely on email. This allows the chairs to ponder over the challenge and respond. If a certain committee is facing a particularly tough challenge, encourage them to email the group asking for brainstorming tips.

8. The big kickoff meeting that starts the proceedings is held a week before the Conference. All chairs are expected to attend in order to become acquainted with the site (if they have not done so already). From that point onwards there is always a lot of last minute issues to take care of—missing supplies, receiving merchandise from the shipping company, picking up any stuff from storage, printing badges, site setup, compiling volunteer packets, etc.

Volunteers
Volunteers are the backbone of the MSA National conference. They can literally make or break the conference for the chairs because all planning is useless if the volunteers do not show up. The goal is to increase reliability, not quantity, of volunteers.

Volunteer Recruitment

Large-scale volunteer recruiting drives have essentially been in vain because most volunteers do not show up on the day of the conference. To combat this, rely on friends and their friends to volunteer, not mass recruiting unknown volunteers. There are positives and negatives to both options.

Recruiting Drives

Recruiting volunteers through national drives extends the opportunity to a diverse array of individuals; however, the problem is that only a marginal percentage of these volunteers show up on the day of the conference. This leaves the chairs scrambling to implement plans and at the same time taxes the very few volunteers that do show up doing the work of others.

Volunteer Networking

When chairs recruit their friends, and then these friends recruit their friends to volunteer, the numbers of volunteers who come through during the conference improves dramatically. Instead of signing up 100 volunteers and expecting 80% to not show, recruit fewer numbers so the percentage of people that show up increases.

Volunteer Identification
A unifying garment increases volunteer validity and hence garners more respect. Similar to this objective, the idea was presented to make t-shirts for the volunteers. This can create issues with sisters who are opposed to wearing them. An appropriate alternative is to purchase armbands. By wearing armbands, the volunteers are easily distinguishable and are instantaneously given some level of legitimacy as a volunteer.
Incentives

With a limited budget, MSA National offers its volunteers complimentary registration, meals and room to those who may need it.

Reality Check

The idea of networking is a novel idea but there is a degree of uncertainty about how many volunteers the committee is able to recruit by relying solely on friends. For this purpose, online registration drives are still conducted if volunteer numbers are low. However, in order to avoid a surplus of volunteers that later need to be cut (creating ethical problems down the road), the volunteer coordinator must strictly regulate to avoid a situation in which it must cut a volunteer.

Volunteer Hierarchy

MSA National has used a system of core volunteers and regular volunteers. The difference between the two comes down to one basic principle—the core volunteers get more benefits but are expected to work longer hours as well.

· General Volunteers: Work the standard number of hours and get free registration and meals. The total number of hours they are scheduled to work during the three days is roughly fifteen. The general volunteers comprise the vast majority of the total number of volunteers that are recruited.
· Core Volunteers: There are a few core volunteers per committee. Security by far has the most core volunteers (usually 6-8 in recent history). Other committees usually employ one to two core volunteers. Core volunteers are expected to log more hours. They work the same amount as a chair but are not expected to attend meetings. ‘Expected’ is the operative word. Cores are provided with rooms because they are typically scheduled for early and late hours.
· Hospitality Volunteers: This is a subset of the core volunteers, but because they are dealing with speaker hospitality, their job requires them to be on-site early, stay late, and constantly accompany their speakers. Hence, all hospitality volunteers are given rooms.
Number of Volunteers

The goal should be to recruit fewer but more reliable volunteers. The total number of volunteers needed for each committee will obviously depend upon the individual committees and how they design their volunteer shift schedules. Below is a rough breakdown of how many volunteers are used on average for each committee. Remember that Security serves as the high mark for the number of volunteers per committee. The numbers below reflect a total number of volunteers, core and general. The numbers however do not include the number of chairs for each committee.
Committee Volunteers

A/V: 2

Bazaar: 4

Finance: 2

Food: 5-10

Hospitality: 10 (depends on the # of speakers)

PR: 1

Programs: 2

Registration: 8

Security: 8
Volunteer Coordinator: 3
By adding up the maximum number of total volunteers, we arrive at a number of roughly 45-50 volunteers, which is more than enough to run the conference. However, realize that the total number of volunteers that will show up during the conference will be less. Try to increase the actual turnout by recruiting reliable volunteers!

Volunteer Packets

One concept that has been used for a few years now is making volunteer folders for each of the volunteers in a given committee. The information for this packet is specific for the committee such as specific schedules that the volunteers need to work, a list of duties that are expected, contact information, etc. Include general information leaflets common to all committees: a thank you letter, a map of the location, general procedures and protocol related to signing in and out and the use of the volunteer lounge, etc. The volunteer packet can be a very useful tool for the volunteers and is definitely a good idea to keep implementing.

The MSA National BOD
The main relationship between the conference chairs and the MSA National Board of Directors (BOD) will be through the Conference chair. The Zonal Rep is assigned with the task of being the liaison between the MSA National BOD and the Conference committee.
The working relationship

For the most part the ZR is very hands-off. All planning decisions are left up to the Conference chair. However, certain important decisions still need to be taken back to the ZR and thus the MSA National BOD. Decisions that include the public image of MSA National (i.e. press releases) or money issues (i.e. hotel, venue, food, etc.) need BOD approval.

A new reporting system was recently introduced that used report forms. The Conference committee chairs had one form, which they filled out weekly and submitted to the Conference chair. The Conference chair then filled out his/her own weekly report using a different form and turned in all forms to the ZR. The form had a simple setup, listing the tasks that had been accomplished in a determined reporting period and a listing of further issues that needed to be addressed. Although it was a little extra work, it proved valuable information in that it allowed the Conference chairs to collect thoughts and put them down in an organized manner.
On- Site

The executives are usually at your disposal. On-site the chain of command is simple. Everyone listens to the Conference chair. However, the Conference chair needs to answer to the ZR and/or MSA National President. For the most part the executives will be out of the way and involved in separate projects and meetings so they will rarely be seen or heard from.
Printing & Supplies

Have the committee chairs turn in a complete list of all the supplies they need for the Conference a good two to three weeks before the actual day. Make one trip and purchase all the supplies. This saves the hassle of having the treasurer reimburse 20 different people and it is the most efficient way to handle the supplies. Equally important is having all the chairs turn in any sign requests. Make sure there is at least a two-week grace period to allow the printers to do the work properly.

Reimbursements 

Make sure the conference chair obtains receipts for all purchases. The MSA National Treasurer hands out reimbursements on Sunday. This also applies for all the speaker buddies, many of who will spend money on food and other small supplies for their respective speakers. Make sure to keep some petty cash on hand during the conference, as there is a chance for some last minute expenditures.

The following is a description of places that the committee will probably make use of.

I. Sign company
a. Purpose: Banners and Signs

II. Graphics company
a. Purpose: Handbills

III. Printing Company
a. Purpose: Printing/Photocopying

IV. Kinko’s

a. Purpose: 24 hours

On Site

The goal onsite for any Conference chair is to be sitting back watching the action unfold. Ideally, every possible issue should be accounted for, and there should be insurance plans for things that could possibly go wrong. However, life is rarely ideal. There are things that will go wrong and the key to success is to be able to think quickly and adapt to changes. There are a few things to keep in mind while on-site:
1. Adapting to change: Chances are that something you planned will not go as planned. The first challenge you will face is a shortage of volunteers showing up on Friday. This will most directly affect two committees—Registration and Security, which typically have the most volunteers. Throughout the Conference, you will find a number of issues that are unexpected such as dealing with unexpected crowds at sessions and speaker cancellations. The key is to remain calm and understand the situation. Some things are just out of your control. Stay flexible, collected, maintain a positive attitude, and make the best out of a sticky situation.

2. Venue Staff: Since MSA National is probably the only client the venue deals with during the weekend of the conference, everyone is around to serve your needs. It would be a good idea to run through the setup and make any changes with the venue representative every morning. Just a heads up in terms of chain of command, try to limit the interaction of the other committee chairs and volunteers with the hotel staff. They prefer contacting at most two people during the Conference. This also ensures that all decisions run through the Conference chair. This seems like extra work for the Conference chair but is essential because many items that we request will be charged to MSA National and so we have to exercise caution when asking the hotel for anything. Additionally, the chair needs to have knowledge of what is going on at any given time.

3. Chain of Command: Volunteers must understand that they can turn to their own committee chairs in times of distress, problems and decision-making. The Conference chair should still be open to fielding questions, but depending on the situation and the pace of the action, it can be quite cumbersome at times to have thirteen different volunteers approaching the chair with problems from the different committees. Allow the committee chairs to run the show as they have planned for months, but during times of obvious chaos and confusion, when the plan proposed is causing more problems than it is solving, the committee chairs need to understand that the Conference chair has the authority to override a call. Be careful because this can cause friction during stressful times. Establish the Conference chair’s authority early on (i.e. before the Conference begins).

4. Demeanor: The workload and the pace of the Conference are bound to catch up with some of your volunteers, chairs, and even the Conference chair. Make sure that a positive demeanor is portrayed. The attendees can read body language and facial expressions, and that reflects on the Conference. At the end of the day, your job is to make the attendees happy and allow them to enjoy the best Conference you can possibly put together. Make sure that the volunteers are joyful, energetic, and active. No one wants to see scowling faces.

Closing Remarks

Attached separately to this manual is a folder of all important documents and files. If you ever need anything, first browse through the attached folder because chances are whatever you are looking for will probably be in there.

Working the MSA National Zonal Conference requires a lot of effort, but in the end it is a lot of fun. The people you meet with, the weird hours, the hectic nature of the work, and whatever reasons make you hate the conference you will miss the entire experience for those very reasons.

Remember a few key things 

1. You are doing this work for Allah (SWT). Clear your intentions and try to maximize the reward.

2. Be organized and disciplined! The success of the Conference is directly related to how organized and disciplined the leadership is. Expect the same from your committee chairs and from your volunteers.

3. Document everything you do. It will help you plan this year and subsequent years.

4. Try to keep your cool with all the volunteers—they are just that, volunteers. They are doing the same work you are and for the same reasons (hopefully!).

Enjoy the experience. There is a lot to gain in terms of meeting speakers, making contacts, etc. You never know where this might lead you next.

Suggested Timeline

The following is a rough timeline of events for conferences held during March.

June-August
· Choose a conference and programs chair
· Start completing the proposal and budget sheet
· Look for possible venues, food sources, and chairs for the committee

September
· If your proposal is selected, start assigning individuals to chair positions
· Secure the venue of choice, subject to MSA National approval

· Block off hotel rooms at discounted prices

· Start holding meetings with the chairs discussing duties of each committee

October-November
· Begin recruitment for volunteers and assigning them to certain committees
· Work with the PTF chair to ensure the program is ready in a timely manner and so that registration can begin quickly
· Finalize any other program specifics of the conference

December
· Open registration to the public

January
· Beginning

· The program must be completed and ready to use.

· Start planning any volunteer t-shirts/armbands. Submit designs and start production for timely delivery.

· Publicity must be in full gear now. There should be some targets as to how many people must be notified, some sort of marker for progress.

· PR must begin putting together press releases for release in early February. Remember this all needs to be approved by the MSA National Board so it will take some time!

· Registration: Start brainstorming ideas to get the students involved. Previous ideas have included a treasure hunt and penny wars.

· End

· You must recruit the total number of volunteers you need for the conference.

· All volunteer schedules must be finalized by the end of the month, checked and free of any errors.

· Food budget must be finalized and approved by end of month.

February
· First week

· Get a complete list of volunteers
· All volunteers must be contacted by the first week of February and all their schedules must be sent.

· All volunteer packets must be finished and ready to print by end of the second week of February
· PR must have media advisory/press releases sent out.

· Publicity must be in final stages. Once the conference starts, use this committee in other committees as core volunteers. Suggest using them in security.

· Supply lists must be turned in by the first week of the month. Make a supply run the following weekend.

· Turn in all signage that needs to be made by the start of the month, first week at the latest. Send designs to printer by early second week!

· Registration must have all plans turned in and finalized by start of month. Any last minute kinks can be worked out and all changes complete by middle of month.

· Middle of the month

· Volunteer schedules must be finalized by the second week.

· Contact must be established with major newspapers.

· Press packets must be finished by the third week of the month and submitted to MSA National.
· All audio and visual needs must be established and reserved with payments made by the middle of the month.

· Hospitality must be in full gear with finalized volunteer schedules. They should be combing over the program one last time to make speaker schedules and check for errors (must be complete by middle of month).

· Start work on room assignments.
· End of the month

· Sit down with venue people to figure out setups etc.

· Try to setup a pre conference meeting with all security personnel during the third week of February—dry run for all the volunteers.

· Print all name badges, check all supplies, and run through any last minutes issues.
· Final conference call the week before the conference is scheduled to take place.

The goal must be to have everything completed before the last week of the conference. All planning must be done by this time. The last week should just be taking care of minor issues and then go time.
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