Introduction
The MSA National Continental Conference is an annual MSA contribution to the ISNA convention, typically held around Labor Day weekend. As the Chair and/or Co-Chair of the MSA 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. The National Programs Task Force (PTF) brainstorms the theme and program of the conference, which is later approved 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 MSA National BOD elects a conference chair(s) and a selects the program chair. Usually the program chair is selected well before the actual logistical planning begins. There is not much communication between the conference chair and program chair until a final program has been produced. Though suggestions are always welcome there is a separate taskforce working on the programs itself.
The conference chair is usually selected from a pool of recommendations that is brought forward by the MSA National BOD and previous conference chairs. 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 Vice President-U.S. to oversee the work of the project. The VP-U.S. takes care of all issues including help with recruiting, ensuring work is being completed and serving as a liaison with the MSA National BOD and ISNA. Any major issue in pre-conference planning and on-site will be sent through the VP-U.S. It is the VP-U.S. that you answer to and to whom you will report all progress and problems.
Good Luck!
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

Other functions include managing the following expenditures:

Hospitality
This expenditure can balloon quite quickly if the chair is not informed to keep costs down. This section covers food. The chair should coordinate with the 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
The Continental Conference will consist of 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 conference overseer 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 Conference 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.

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). 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, armbands 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.
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.

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
	2
	Oversees layout of booths at the convention; Ideal to have 1 male and 1 female for CC

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

	Programs
	1
	Appointed by MSA National BOD

	Public Relations
	1
	Sends press releases to local news agencies and prepares press packets for those attending MSA National sessions

	Registration
	1
	Organize and staff registration booth at the Convention (no longer existent now that ISNA handles this)

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

	Volunteer Coordinator
	1
	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 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 (Note: Sometimes provided by hotel so first check)

· 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 the selling of MSA merchandise and providing information about MSA National sessions and any other questions in between
· Organize two bazaar booth locations- one in the hotel area and one in the main Bazaar area with the rest of the vendors (Convention Center)
Tips for Success
· 3 individuals staffing the hotel booth and 2 individuals staffing the bazaar booth at all times
· Make a supply sheet documenting what you sell at each booth

· Plan the layout of the booth a couple months before the conference

· Develop a spreadsheet that lists the timings of each individual several weeks prior to the conference

· Email this out to volunteers well in advance of the conference

· Make sure to have very outgoing individuals selling the merchandise

Clearly, outgoing, personable individuals are needed to handle 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 market the merchandise of MSA National and 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
Scheduling volunteers will be the most important aspect of pre-planning for this committee. After Security, Bazaar & Information requires the most volunteers to staff its booths. 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 Merchandise

· 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 between the two booths.

· 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 two bazaar locations.
· 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.
· It has proven helpful to provide volunteers with some general information about the location of the other conferences (ISNA and MYNA)

· Creativity

· MSA National spends a significant amount of money on this conference. The bazaar is one way they can replenish those funds. Therefore, Bazaar chair’s duties include formatting the booths in the most attractive and creative way possible. A person driving down the street is more willing to pull into a gas station that looks brand new and is well lit and bright as opposed to one that is run-down!
On-Site Execution
· Money: On Thursday or Friday morning, make a trip to the local bank to get an appropriate amount of change for the two cashboxes at each location.

· Usually the MSA National treasurer will supply a check to be cashed.

· Determining the amount of money at each location is completely up to the discretion of the committees.

· This is an amana on the committee. Thus, there should be a strict accounting procedure that will keep track of how many items were sold and how much money was collected.

· At the end of the day there must be a balance sheet matching up the amount of money that should have been collected to how much was actually collected.

· Designate a secure area to store this money (not underneath the bazaar table to be left out overnight!).
· Booth Setup: The setup and cleanup of the booth is the next most important task. Make sure that all materials are packed away at the end of the night in a secure location,

· In the past, the Bazaar chair has used the volunteer lounge to 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.
· Sellers not Sitters: Part of effective selling is to create an environment that will encourage people to come back and ask questions or buy items.

· If attendees see a booth with a ‘bunch of kids’ just sitting around goofing off they might be less willing to interrupt the proceedings than with a group of volunteers actively trying to direct people and sell.

· It is important to recruit efficient volunteers and to lead by example in order to create a positive selling environment.
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 the Programs chair) 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 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 hotel (the transportation for all speakers that speak for ISNA and MSA National is taken care of by ISNA hospitality; however, MSA National exclusive speakers are the responsibility of the committee chair).

· 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 speakers rather than having them go to the restaurants with the speaker buddy.

· Coordinate with the conference chair and volunteer coordinator to stock a room with certain perishables that speakers can go to for a quick snack.

· Coordinate with the conference chair and volunteer coordinator 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. Again the speaker may be dropped off by ISNA hospitality (hence, close communication with the ISNA representative is essential!) or would have been individually handled by the hospitality chair. Not every speaker may need a speaker buddy, but this should be assessed on a case by case basis. 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 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 (PTF)
Tips for Success
· Be in constant communication with the local conference, hospitality, and security chair so that you keep all interested individuals in the “loop”

· This means informing them of a final program with assigned speakers, assigned rooms, and itineraries for those speakers specific to MSA National
It is imperative that you as a chair keep all individuals at the local level informed of the program development done by PTF. This aids both the conference and hospitality chair to make sure each speaker is properly taken care of, sessions start on time, and security is aware of their responsibilities.
Program development must be done at least 30 days before the conference to make sure all relevant local chairs have enough time to prepare their schedules, work, and volunteers.
Pre-Conference Planning

Taken care of by PTF
On-Site Execution
On the day of the conference, you need to make sure that each session starts and ends on time as there are sessions running at multiple times that speakers have engagements with (i.e. ISNA and MYNA). Make sure to inform the conference and hospitality chair that speakers must arrive 10 minutes prior to their session to sort out any issues with the moderator. Security must also know where and when sessions are taking place as well as those that might require extra manpower due to the sheer volume of people.
Reality Check
Sessions do not always necessarily start on time but make sure to try your best that the program runs smoothly.
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
· Help ISNA with their PR booth on-site

· Help ISNA escort reporters and news people to different sessions
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. If this job is not handled in the most professional of attitudes, then it is quite possible that the press will wander off seeking help from ISNA staff, damaging the image of MSA National.
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: ISNA holds a press conference usually on Friday morning to mark the start of the conference

· With a little convincing, ISNA authorities usually reserve a spot for the MSA National President to speak for a few minutes

· This is essential in order to establish a unique MSA National identity for the conference

· Press Releases: MSA National also sends out press releases to the major local and national 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

· In the past MSA National has always sent its press releases along with ISNA’s press releases, but this is cumbersome to both ISNA and MSA National thus in 2006, MSA National sent its own press releases through its own channels

· On-site, PR still worked with ISNA

· 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 that will have information about the various events and sessions taking place

· MSA National usually is allowed to 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. ISNA PR committee usually asks MSA National to help man the PR booth in the convention center. When the press comes to the convention, these 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
Most of this is applicable only if MSA National is handling its own registration.

Job Description:

· Organize registration through the MSA National website

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

· 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 that 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 that they are received

· 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.

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:

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

· This should take place at the close of registration
· MSA National will need to pay for these rooms

· 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 name badges, refunds, etc.

· Make sure to deliver refunds for conference registration immediately upon request as these tend to pile up and can be a lot.
· 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 (may be provided by ISNA)
· 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.

· Make sure to include the MSA National Link magazine and any other relevant material in the conference bag (provided by ISNA) regardless if MSA National is handling registration or not.
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 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 complete conference bag and name badge, 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.

· Nevertheless, the team should also be able to gauge which sessions will draw a large crowd based upon the speaker(s) of that session.

· 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 such as ISNA Luncheons and Matrimonial Services (ISNA Chicago), the areas around the MSA National Main Session can become very loud.
· The most noise and commotion is most always caused by the crowds that attend the ISNA sessions; the attendees for these sessions clutter the hallway in front of the MSA National sessions and this noise leaks in.
· From previous experience, we have realized that ISNA does not like to deal with MSA National or any of its problems. One possibility that was discussed was a change in the rooms, setting up a check point away from the entrance of the session so that badges can be checked further away from the actual lecture hall thus minimizing crowd noise.
· This location can also be used as the point to line up attendees for the next sessions.
· 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 and PTF 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. Here you can see why it might be beneficial to choose all security chairs from the home state of the conference. It allows them to meet and make regular visits to the site and actually “test run” the ideas that were brainstormed. Because security has perhaps the most work to do on-site during the conference, it is also beneficial to have most of its volunteers, if not all, also be from the home state. This will also allow better pre-conference training of these volunteers.

A few final points to remember:

· ISNA security is usually nonexistent throughout the weekend but they are there if a very critical situation may arise.
· Nevertheless, they give MSA National their space.
· 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 $3,500 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 Hospitality chair to deliver breakfast, lunch and dinner not only for the chairs, officers, and volunteers but also for the speakers.

· This means providing food for 75-100 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 and the volunteer appreciation brunch that is usually held on Monday, unless otherwise stated.

· All supplies must be taken care of by the volunteer coordinator, from paper products to drinks.
Provided is a sample list of items and expenditures from previous conferences on food and 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 not all from one state, physical meetings are nearly impossible. A useful alternative is to use free conference call services found online. A few points in general to consider about meetings:
1. 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.
2. 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.
3. 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.
4. 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.
5. 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.
6. 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.
7. Tradition calls for a physical meeting of all chairs a week before the Conference. Usually, this is right before the last meeting with ISNA officials who assign MSA National its needed supplies and final issues are resolved. The meeting can be useful with respect to getting everyone acclimated with one another and resolving any last minute issues.
8. The big kickoff meeting that starts the proceedings is held on Thursday of 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.

Below is a budget from past Continental Conferences that the volunteer coordinator should use as a reference point:

Drinks

Pepsi, Coca Cola, Mountain Dew, A&W Root Beer, Diet Pepsi, Diet Coke, Crush, Sunkist, Lemonade, Hawaiian Punch, Sunny D, Capri Sun, Iced Tea, Sprite, 7-Up, orange juice, fruit juices, milk, and chocolate milk

Snack Foods
Pringles, Chewy Chips Ahoy, Granola Bars (a variety – check ingredients first!), Fruit Snacks (check ingredients first!), Bagels (5 bags), Cream Cheese (3 – plain, strawberry and veggie), muffins, candy, cheese squares, and crackers

All of the following should be bought as individual packets:

Square crackers (wheat and regular kind), Circle crackers (wheat and regular kind), Goldfish crackers, Teddy Grahams, Cheese & Stick packs, Cheez Its, and Cookie packets

Brunch

Brownie bites, Croissants, Cream puffs, and Cookies (Subway style!)

Fruits
Pineapple (buy cans), watermelon, cantaloupe, grapes, strawberries, cherries, mangoes, pomegranate, guava, bananas – 3 bunches, plums, peaches, nectarines, and apples

Paper Products

4 packs of 500 napkins,  4 packs of 500 plates, To-Go boxes, Cups, forks, spoons, knives, 1 box of garbage bags (at least 15), foil (2), foil trays (5 small, 5 long), plastic containers (Tupperware type - 5 packs), ziploc bags (1 large size – I have 2 medium sized ones from school), plastic tablecloths (7), colored tissue paper (1), and serving spoons – 8 different kinds (for Speaker and Volunteer Lounge)

Miscellaneous

Clipboards – 10 (each chair needs one, Lounge needs 2) and Scotch tape (3 rolls), Coolers (3), stapler, scissors, big serving bowls (plastic, cheap kind), serving spoons, knives (to cut fruit, etc.), calculator, poster board (welcome sign and brunch sign), long steel trays, paper towel rolls, baskets, pens, highlighter, black markers, and paper clips
Budget

Volunteer Lounge (for the whole weekend)

· Drinks: $400

· Snack foods: $300
· Breakfast: $100

· Paper Products/Supplies: $200
· TOTAL: $1,000
Catered food for meals (for the whole weekend)

· Friday lunch- Brown’s Chicken: $250
· Friday dinner- Aunty Fauzia Desi: $875
· Saturday lunch- Jimmy John’s: $700
· Saturday dinner- Pita House or Al-Khaymia: $875
· Sunday lunch- Italian Express Gyros Pizza: $600
· Sunday dinner- Aunty Fauzia Chinese/pasta: $875
· TOTAL $4,175

Catered Food Breakdown
Friday lunch- 50 people: $250

· 50 people x $5 per person = $250

· Only for Volunteers

· Brown’s Chicken
· Serving time: 2:30 pm – 3:30 pm
· Pick-up needed

Friday dinner- 175 people: $875

· 175 people x $5 per person = $875

· For Volunteers and Speakers

· Aunty Fauzia: Desi

· Serving time: 6:00 pm – 7:30 pm
· Delivery
Saturday lunch- 175 people: $700
· 175 people x $4 per person = $700

· For Volunteers and Speakers

· Jimmy John’s

· Serving time: 12:30 pm – 2:00 pm
· Delivery

Saturday dinner- 175 people: $875
· 175 people x $5 per person = $875

· For Volunteers and Speakers

· Pita House or Al-Khaymia

· Serving time: 6:00 pm – 7:30 pm
· Pick-up needed

Sunday lunch- 175 people: $600
· 175 people ($13 x 45 pizzas = $585)
· $13/large pizza x 40-45 pizzas

· For Volunteers and Speakers

· Italian Express – Gyros Pizza

· Serving time: 12:30 pm – 2:00 pm
· Delivery/Maybe Pick-up needed

Sunday dinner- 175 people: $875
· 175 people x $5 per person = $875

· For Volunteers and Speakers

· Aunty Fauzia: Chinese/pasta

· Serving time: 6:00 pm – 7:30 pm
· Delivery

Total Catering Cost: $4,175

Total Food Cost: $5,175

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 core volunteers complimentary registration, all volunteers' meals, and rooms 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: 2-3
Bazaar: 10-15
Hospitality: 8-10 (depends on the # of speakers)

PR: 2
Registration: 10-15 (if MSA National is responsible)

Security: 15-20
Volunteer Coordinator: 5
By adding up the maximum number of total volunteers, we arrive at a number of roughly 70 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.
ISNA

By ISNA, we mean the leadership and the people you will work with throughout the conference. Detailed below are a few points to keep in mind when working with ISNA before and during the Conference.

MSA National-ISNA relationship
ISNA serves as the child organization for MSA National but all expenses for the Conference are taken care of by ISNA up front. The bill is then settled with MSA National after the Conference.
Be polite but assertive! As the MSA National conference chair, make the ISNA organization take notice that you are responsible and capable of running the conference. To them you are just a child in an adult game until you scratch their back or prove that you mean business.

Your main contact with ISNA will be the director of ISNA Conventions Basharet Saleem. His full time job is to put together conventions for ISNA. You need to remind him to do things for you and stay on his case until he completes those things. Do not forget to be polite and respectful as well. To cement a good relationship with ISNA, look out for him and his crew during the convention.

Besides Basharet, your next most important contact will be the secretary Kim Newkirk. She does all the actual work of putting together lists, printing badges, etc. During the Conference, you will need her help consistently with badges or any other little items that you may need from ISNA. Thus, make sure she is kept happy as well. After that, your only interaction will be on a need basis.

ISNA Steering Committee Meetings
ISNA authorities call about five meetings with all the Conference chairs before the Conference to help with the programming. This is your turn to tell everyone what progress you have made and what problems you are facing. ISNA steering committee meetings are more times than not irrelevant. Nothing ever does get resolved for MSA National in these meetings until after the meeting (2-3 hours later) when you sit down one-on-one with Basharet. It is in these fifteen minutes with Basharet that you hammer out actual issues.

Nevertheless, your attendance is mandatory and necessary from an MSA National standpoint because it shows you care and that you are serious about the job. ISNA will never take MSA National seriously or do anything for them unless they see MSA National represented at these meetings they find important. The last meeting that they call, usually the weekend or two before the actual date is the most important for MSA National purposes. Room setup for main sessions, last minute issues, hotel room assignments, etc. are finalized. Below is a list of issues that are commonly brought up with ISNA every year:
ISNA (Rosemont, IL) Issues
Discuss with Hotel:

1. Hotel Contact
2. Room seating arrangements

a. Grand Ballroom
b. Parallel Room
c. International Ball Room
3. A/V Equipment
a. Main Hall Screen
b. Audio in the different rooms
c. Speaker Podium
4. Room Setup
a. Seating
b. Water on head table
c. Risers in breakout rooms and also in Exec Conf Rooms
5. Tables-2 chairs per table
a. 6 Tables info booth
b. 3 outside GBR
c. 2 outside Rosemont
d. 2 outside international ballroom
e. 2 outside coat check
6. Miscellaneous
a. Stanchions-All
b. Easels
c. 2 refrigerators for the Volunteer Lounge
7. Banners

a. Who to give to?

b. By when?
8. Security at the hotel
a. Lobby issues
9. Parking Passes

a. Seven for Thursday
10. Timings of late night sessions

a. Will we get kicked out?

11. Locked Rooms

a. Volunteer lounges and stuff

12. Food

a. Menu

b. Contact person

13. Internet

a. T-Mobile hotspots

b. Internet connection in the ISNA convention center

General Concerns:
1. Contracting audio company to record sessions
2. Parking passes

3. Volunteer Badges and stuff
a. Where are the badges? How Many?
b. MSA Executives
c. Conference Chairs
d. Speakers

e. Volunteers
f. Executive Conference Attendees
4. Onsite ISNA meetings
5. Emergency Situations
6. 50 Hotel Rooms

a. 35 Doubles
b. President’s names
c. Confirmations
7. Walkie Talkies
a. Need 25
Truths about ISNA Leadership:

They are slow and difficult to work with. They are extremely difficult to get a hold of by email and virtually impossible to get a hold of by phone. When you need something from them, keep following up with them to the point that you feel like you are nagging.
On-Site Relationship
Besides an occasional meeting or two, there is very little on-site contact between MSA National and ISNA. There is an all-chairs meeting held on Thursday before the conference and then a meeting late night Sunday to wrap everything up.

The Hyatt Hotel

For several years, the MSA National Conference was held in the Hyatt O’Hare Regency hotel and here is the protocol for working with them. Contact with the hotel begins about two weeks prior to the Conference and continues through the duration of the Conference. There is at most two hotel staff that you stay in contact with and they are the people in charge of the space the MSA National conference will be using.

Pre Conference Planning
The Hyatt usually assigns one of their events staff to deal with MSA National and ISNA. In 2006, a new representative became MSA National’s primary contact. Her contact information is as follows:

Name: Daniela Milinkovich

Email Address: DMilinkovich@hyatt.com
Telephone: 1.773.380.4823
Two weeks preceding the conference, the conference chairs meet with Daniela to go over the room setups and resolve any last minute issues. We presented her with a list of issues that are attached below. Any changes that are made to rooms or seating arrangements must be approved by Basharet because he actually signs the contract with the Hyatt. Usually Basharet is flexible and this has not been an issue. Below is a list of Hyatt issues:

Hotel Issues
1. Hotel Contact
2. Room seating arrangements

a. Grand Ballroom
b. Parallel Room
c. International Ball Room
3. A/V Equipment
a. Main Hall Screen
b. Audio in the different rooms
c. Speaker Podium
4. Room Setup
a. Seating
b. Water on head table
c. Risers in breakout rooms and also in Exec Conf Rooms
5. Tables – 2 chairs per table
a. 6 Tables info booth
b. 3 outside GBR

c. 2 outside Rosemont

d. 2 outside international ballroom

e. 2 outside coat check

6. Miscellaneous

a. Stanchions-All

b. Easels

c. Refrigerators for the Volunteer Lounge

7. Banners

a. Who to give to?

b. By when?

8. Security at the hotel

a. Lobby issues

9. 7 Parking Passes on Thursday

10. Timings of late night sessions

a. Will we get kicked out?

11. Locked Rooms

a. Volunteer lounges and stuff

12. Food

a. Menu

b. Contact person

c. How late can the order be increased till?

d. Subs for 80 people along with drinks and cookies-$10/person max

13. Internet

a. T-Mobile hotspots

The following are the rooms that were used by MSA National:
1. Room: Rosemont A, B, C, D
a. Purpose: Parallel Session
b. Setup: Theatre style seating-fits 200 people; they have two columns, one for brother’s one for sister’s.
c. Comments: This is the default setup.
2. Grand Ballroom
a. Purpose: Main Sessions
b. Setup: The default setting is to have four columns and two sections front and back.
c. Comments: You may need to change the seating to have four columns to make it easier to segregate. Consider setting up a separate family seating area.
3. Northwest TWA
a. Purpose: Volunteer Lounge
b. Setup: Four six-foot tables for food, snacks, and drinks and five banquet rounds for people to sit and eat at
c. Comments: The volunteer lounge needs to be easily accessible but also away from the action.

4. American Brainiff
a. Purpose: Executive Conference Lounge
b. Setup: 10 Banquet rounds and four six-foot tables

c. Comments: This was used as an eating room for the executive conference. Will not need this room again
5. Florence
a. Purpose: Volunteer Lounge
b. Setup: Four six-foot tables, couches, and banquet rounds
c. Comments: This was the volunteer lounge used in 2005. However, there was an issue because ISNA Matrimonials was in the same wing as the lounge.
6. Grand Board Room
a. Purpose: Meeting Room
b. Setup: No setup necessary
c. Comments: This was used as a meeting space for the executives. All chair meetings were held in the volunteer lounge.
Besides the room setups, a few more issues needed to be addressed by the hotel staff. These included:

1. Internet: The hotel does not provide free internet even in the lobby. However, there is an option to purchase wired internet for a fee of $500 for the first room and then $250 in any room thereafter. This happened to be their special price! Hence, the decision was made to wire the place and individuals brought wireless routers to set up their laptops. This way many laptops were able to connect. One wireless router was setup in the lobby of the Hyatt and another was setup in the convention center for MSA registration (ISNA takes care of internet in the convention center).

2. Hotel Rooms: In order to check in the different guests, executives, and volunteers a list of confirmation numbers were provided to the Conference chairs. To obtain the list of confirmation numbers, the hotel requires a list of names that will be using the rooms. (Note: The hotel does not guarantee MSA National any space). Once the list is turned into the hotel, they assign rooms. Basharet does however ‘reserve’ a block of rooms for MSA National. It is then MSA National’s responsibility to turn in the names to the hotel and confirm that they will be used for MSA National chairs, volunteers and speakers. The main information that needs to be listed on this sheet is

· Name of guest

· Check in

· Check out date

The first person to check into the room becomes responsible for providing a credit card for all incidental charges, although there can be a block on all incidental charges put on the account at the time of check in (this block does not include the water and snacks that are provided in the room however).

3. Banners: There are usually a few banners that need setup. This was done on-site on Thursday by the hotel staff.

4. General Setup: Besides the room setup, which includes a head table, podium, etc. there are other general setup issues that exist. The registration in the lobby requires at least two six-foot tables by the coat check area. At the corner of the lobby, the location of the MSA National Bazaar & Information booth there were six tables setup and finally a couple of tables each in front of the Rosemont Ballrooms and Grand Ballroom. A list of locked rooms also must be turned into the hotel staff; each locked room costs $95 and will be billed at the end of the Conference. Remember that once a room is locked it cannot be accessed by even the Hotel staff unless the lock is reset, so do not lose or mix up the keys!

On Site

Once arriving on site it may prove beneficial to meet up once again with the Hotel representative and make sure everything is setup as necessary. You will find that after a day’s work there might be some things you might want to change. Expect to meet with the hotel representative every morning to make any changes, clean up some areas that were left trashed, etc. The Hotel representative was very good about getting MSA National’s needs taken care of as soon as possible.

Under the Table Dealings

The hotel has a strict policy about moving their furniture or even tables from one spot to another, however the Hotel understands the need to make quick changes every so often so they seem to be okay with the volunteers making a few small changes here and there on their own.

The Hotel also has a strict policy on food. They have a food contract with another company and do not like to have food coming in from an outside location. This can be an issue for the volunteer and speaker lounge (if you choose to have one)! The understanding has been that if the hotel does not know about it then it is not there. Be discrete about the food that is brought in from outsides sources.

Tips for Success
Show the hotel staff that you can be responsible and do not abuse their trust and the belongings entrusted to your care. Make sure to buy the hotel representative a thank you gift as a sign of your appreciation. This goes a long way for MSA National and the next Conference chair.

The MSA National BOD
The main relationship between the conference chairs and the MSA National Board of Directors (BOD) will be through the Conference overseer. The VP-U.S. 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 conference overseer 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 conference overseer 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 conference overseer. 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 conference overseer 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 list of all the places that were used for printing and supplies and a listing of the closest 24-Hour Kinko’s.

I. Sign America
a. Purpose: Banners and Signs
b. Address: 6348 N Washtenaw Ave; Chicago, IL 60659
c. Contact: (773) 262-7800
II. M13Graphics
a. Purpose: Handbills
b. Address: www.m13graphics.com
c. Contact: (877) 613-1913
III. Comet Press
a. Purpose: Printing/Photocopying
b. Address: 812 W Van Buren St; Chicago, IL 60607
c. Contact: (312) 243-5400
IV. Kinko’s
a. Purpose: 24 hours
b. Address: 8810 Gross Point Rd; Skokie, IL 60077-1809
c. Contact: (847) 674-7690

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 difficult ISNA authorities, unexpected crowds at sessions, and speaker cancellations. The key is to remain calm and understand the situation. Some things are just out of our control. Stay flexible, collected, maintain a positive attitude, and make the best out of a sticky situation.
2. Hotel Staff: Since MSA National is the only client that the Hyatt deals with during the weekend of the conference, everyone at the Hyatt is around to serve your needs. It would be a good idea to run through the setup and make any changes with the hotel 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. ISNA Authorities: For the most part, you will not be dealing with the ISNA folks on-site. The only interaction really comes at the beginning of the conference and at the end. ISNA does however have an agreement with MSA National that it will provide a number of volunteers to help in its fundraising session on Saturday night. MSA National gets a cut of the total amount of funds that is raised, but that percentage directly reflects whether MSA National holds up its end of the bargain and provides that number of volunteers, which amounts to the majority of all its volunteers.
4. Fundraising Sessions: On Sunday night, MSA National holds its own fundraiser. It is imperative for all the committees to schedule all their volunteers for both Saturday and Sunday night for the two fundraising sessions. The reason is obvious; all possible help is needed to raise funds. The main hall where the fundraising is held is quite large and the session itself, draws a large audience thanks in large part to Hamza Yusuf and other notable speakers. The fundraising/main session on Sunday is the most important part of the MSA National conference because the money raised funds the rest of the activities that MSA National holds until the next year.

5. 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).
6. 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 Continental 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!).

5. 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 the Continental Conference held during Labor Day weekend.
January
· Work must begin on the program including a theme, speakers, lecture topics, etc.

· Target date for completion of program- July 1
March-April
· Choose Conference Chair
May
· Recruit potential chairs to fill the committees

· Many public universities get done with their academic year by mid May

· Getting verbal commitments from the various chairs should not cause interference with end of year activities.
· Form a publicity committee comprised of zonal reps. This committee will only be responsible for pre-conference publicity. This committee can dissolve and join other committee’s on-site.

· All committees must be filled by June 1.
June
· Start reviewing the work from previous conferences. Contact previous chairs as applicable. Set goals of what needs to change- general planning must begin.

· Conference Call to kick off the planning (Target: first week of June)
· Start recruiting volunteers—again, follow the network model. Focus on improving reliability. Target half of the necessary volunteers to be recruited by the month’s end. Total number should be around 70.
· All core volunteers must be recruited by the end of the month.
· Start publicity—brainstorm ideas and make sure the word is being spread.
July
· 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 August. Remember this all needs to be approved by the MSA National BOD 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 the end of month.
August
· First Week
· Get a complete list of volunteers for printing badges submitted to ISNA by the first week of the month.

· All volunteers must be contacted by the first week of August and all their schedules must be sent.

· All volunteer packets must be finished and ready to print by end of 2nd week of August.

· 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 1st 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 the month.

· Middle of the month

· Volunteer schedules must be finalized by second week.
· Contact must be established with major newspapers.
· Press packets must be finished by the third week of the month and submitted to ISNA.
· All A/V 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).
· Meeting with ISNA during the second week of month—finalize any last minute issues.
· Start work on room assignments.
· End of month

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

· Try to setup a pre conference meeting with all security personnel during the third week of August—dry run for all the volunteers.
· 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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MSA National: “Serving Muslim Students since 1963.”


