In the name of Allah, the most Gracious, the most Merciful
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Hull Islamic Awareness Planning Notes
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	Committees:

Advertisement:

	►
	A3 Posters:

	
	○
	Colour posters

	
	○
	5 in total (one for each lecture, so only three if we decide to have three lectures) 

	
	○
	Put one of each poster in each department



	►
	A1 Posters:

	
	○
	To cut down costs, only use 1 or 2 colours

	
	○
	In the past we printed from the union which was cheapest quote we got but we can look else where if that is not possible

	
	○
	Design should cover all lectures in the week (one for all poster)



	►
	A6 Leaflets:

	
	○
	One for all design

	
	○
	Colour leaflets

	
	○
	Search for best printers, not necessarily in Hull



	►
	Banner:

	
	○
	Just one banner with details of the whole event

	
	○
	2 colours to cut down on cost

	
	○
	To hang in the union main lobby



	►
	Other advertisement:

	
	○
	Computer log in screen announcement window

	
	○
	Local advertiser

	
	○
	ISOC website

	
	○
	FOSIS website (FOSIS north website if its up and running in time)

	
	○
	University Website if possible (www.hull.ac.uk) 

	
	○
	Union Website if possible (www.hullstudent.com) 

	
	○
	Hull Central Mosque Website (www.ukim.org/hull) 

	
	○
	Mosques in Hull and surrounding areas (Grimsby, Bridlington etc…)



	►
	Posters and banners should be printed and ready to put up by 25th January 2006



	►
	Other advertisement such as Local advertiser, network log in and website advertisements should begin as soon as the timetable for the week is prepared and confirmed.



	►
	Places for advertisement:

	
	○
	A3 Posters:

· One of each poster in each department.

· Notice boards in the union (need to be pre-booked)

· Around campus, were ever possible and allowed.

· 24 hour centre

· Library

· Local Mosques



	
	○
	A1 Posters:

· One in each department

· Muslim shops or any local shops that grant permission

· Takeaways

· Local Mosques



	
	○
	Leaflets:

· Union

· Library

· Central library

· Distribute at Mosques after Jummah



	
	○
	Banner:

· Union Entrance/lobby



	
	○
	How many:

· A3 Poster: 

· A1 Posters:

· Leaflets:
	200

40

200 – 400



	
	○
	People in committee:

· Designing and printing:

· Distributing:
	2 – 3

4 – 8 



	Floor Management:

	►
	Duties:

	
	○
	Prepare the room

· Set the chairs

· Clear the stage

· Check that equipment is there and working (PC, projectors etc…)



	
	○
	Exhibition boards with poster set up properly prior to people arriving.



	
	○
	Record the event (audio/video)



	
	○
	See to the needs of the audience



	
	○
	Set up the Da’wah stalls and any other stall such as sales etc…



	►
	How many people:

	
	○
	Technical:
	1
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	5 – 6 people.



	
	○
	General:
	4 + helpers
	
	

	
	○
	Recording:
	2
	
	

	
	○
	Preparation:

· Room should be prepared at least half an hour before start of lecture and all above mentioned procedures completed

· Floor management MUST arrive 45 minutes before start of lecture

· Room should be left in the same state as it was before we arrived.

	Lecturers:

	►
	Duties:

	
	○

○

○
	Find possible lecturers and contact details

Contact lecturers and arrange dates

Arrange transport:

· Train tickets

· Petrol costs

· Directions

· Pick up and drop off at station or else where



	
	○

○

○
	Arrange dinner for lecturer and any guests with him/her after lecture.

Arrange accommodation where necessary

See to any other lecturer needs



	►
	How many people

	
	○

○

○
	Drivers:

Contact:

General:
	2+

3+

3+



	Refreshments:

	►
	Duties:

	
	○

○

○


	Buying Refreshments

Buying cups and plates (disposable)

Prepare and present refreshments (at the end of the lecture)

	►
	How many people:

	
	○

○


	Only 1 or 2 people required to carry out these minor tasks

Make sure you keep receipts for all purchases if you want to be paid back

	Finance:

	►
	Duties:

	
	○

○

○

○

○

○


	Friday collections and other donations for IAW

Keep track of all income and  expenditure

Collect and store all receipts in a safe place that you are going to find when they are needed

Manage Lecturers travelling costs

Apply for union grant

FOSIS grant for IAW (if any funding available)

	►
	Members of Finance committee:

	
	○

○


	2 members of Executive committee

Must be signatories

	►
	Note:

	
	○

○


	Also need to cover possible costs of Da’wah stall.

Orders made for lectures:

· Take money for lectures

· Arrange CDs to be copied

· Arrange online order forms to be prepared

· Possible e-mail address: orders@hullisoc.com 

	Web:

	►
	Duties:

	
	○

○

○

○


	Prepare and update information to be posted on www.hullisoc.com 

Research text, audio, video, flash etc... to be added to the web

Work on non Muslims sections

· Research other ISOC web pages for ideas.

Make order forms if you can, if not just maintain the orders e-mail address.

	►
	How many people:

	
	○

○

○


	Webmasters:

Researchers:

Helpers:
	2

4+

0+

	Summery:

	►
	Total number of people we need to help with the organisation of Islam Awareness week:

	
	○

○

○

○

○

○

○


	Advertisement:

Floor management:

Lecturers Committee:

Refreshments:

Finance:

Web:

Total:
	8

6

8

2

3

5

32

	
	
	

	►
	We need 25+ people to help us in the planning, organisation and running the Islam Awareness Week if we are to be succesfull.

	
	
	











































































































��Awareness Week








Orders:


Lectures to be recorded audio & video


Possibly CDs/DVDs to be made


Order forms should be made available on day &  online to order lectures





Budget:


Advertisement


Travelling costs


Room hire


Refreshments


Recording equipment


Total up-to £800





Possible Date:


February


15th to end of Feb


May need to plan around lecturer








Possible topics:


What is Islam


Islam and terrorism


Women in Islam


The Qur’an and modern science


Islam as a way of life


Lecturer May choose their own topics





Committees:


Advertisement


Finance


Lecturers


Web


Floor management


Stalls


Web





Planning Starts now
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Islam Awareness Project




