Meeting Minutes 4-22-2004
Members present: Farhan Latif, Abdulaziz Algatroos, Patrick Cates, Ibrahim Kadiri, Amal Beydoun, Sumayya Khatib, Tanzi Shafi, Sofia Begg, and Hanaa Soltan 

Opening Duaa: Amal Beydoun

Guest Attendee: Joe Burkett 

· Minutes from last meeting. S K sent them to F L. Will be out soon

· IT Update:

1. Equipment is here, will be set up today.

2. Set up a system for equipment usage 

3. USB clips will be given after finals

· On campus Update:

1. Spoke to SAB about comedian proposal. Possibly September

· Farhan went over last meeting briefly. Brainstorming, categorizing…etc.

· Summer meeting times

· Fall Schedule around MSA meeting

· Possibly one two-hour long meeting, where everyone is invited 

· All planning will happen during that meeting

Term Breakdown 

 Time Line
April: Plan
May: Plan
June: Plan (possibly take part in Arab Festival)
July: Plan
August: Plan
September: 
October: Ramadan
November: Ramadan and Thanksgiving break
December: Finals
January: Eid Dinner
February:

March: Central Zone (25-27), Spring break. Possibly Hamza Yousef Fundraising Event.
April: New E-Board transition 

(Point taken: only a couple of months left aside from planning and major breaks for actual events)
All brainstormed ideas will be plugged in

RAMADAN:
· Iftars

· Taraweeh

· Dinner

· Regular events (halaqas and such)

· Meetings 
How to plan a successful event
Quality vs. Quantity
Ex: Panel discussion: Theological discussion on Peace. 

1. Program (objective of event. Goals, and substance)
· Speakers

· Time

· Brochure

· Place
2. Target Audience/ Target Goal
3. Food

4. Advertising

· Design

· Emails

· Flyers

· Announcements 

· Teachers

· Student organizations

· Gifts speakers

5. Logistics

· Room Reservation

· Setup/Cleanup 

· Audio visual

· Decorations

· Speakers accommodations

· Pick up, arrival, Honorarium

· Pictures

6. Budget

7. Back up plan

· IMPORTANT: Plan B for everything, from speaker to volunteer to logistics.

8. On Line

· Advertisement

· Registration

· Directions

· FAQ’s

· Follow up

· Contact info

9. Evaluation

· Response

· Surveys

· Documentation/ Archive

10. Volunteer list

· Who does what

· How well can the person do in position given

11. Setting deadlines

· Asr during Halaqas (?) 

· Prayer times accommodations 

6:20 Meeting adjourned, Closing Duaa by Amal Beydoun
