
 
 
 

 
Event Organising Guide  

 
USMAA 2.0 

 
 
 
 
 
 
 
 
 
 
 
 
 

Document Versions 
 
 

Date Author Version Comments 
11/05/2021 Ruzna Shums 1 USMAA property 





Revision 1 
 

Page 3 of 9 
 

Trophies can also be awarded 
Ramadan ifthar 
1 

Usually ifthar-01 is run by a volunteer group 
headed by Nizra Haniffa.  
MC assists in setting-up the Hall, purchasing 
water, drinks and disposables and with the 
clean-up after the event 

Nizra Haniffa and 
Team 

Free for all Recommend the use of disposables 
cutlery and crockery for this event to 
minimise post-event clean-up (volunteers 
are drained out during fasting) 

Ramadan ifthar 
2 

Ifthar-02 is run by a new volunteer group.  
MC assists in setting-up the Hall, purchasing 
water, drinks and disposables and with the 
clean-up after the event 

Fahmi Haniffa & 
Family, Nazeem 
Yakoob & Family 
and Friends 

Free for all Recommend the use of disposables 
cutlery and crockery for this event 

27th Night 
Recitals 

MC to book a hall e.g. Notting hill Community 
Centre and source an Imam via Sis Nizra or 
Bro Imtiaz Mohamed, for the event.  
MC to set up the sound system and provide 
tea, coffee, disposables, etc.  
Also, the blue USMAA tarp (in storage at the 
MCC) to be provided. Attendees usually bring 
a plate of food to share 

Positive Aging SC 
Contact the Chair 
(Sis Sithy) 

Free for all  The hall can be booked from 8pm -12 am. 
Historically, the Hall that is booked, is 
located at a half-way point e.g. Doncaster 
to cut-down travel time and encourage 
participants from the North and West 

Eid-ul-Fitr 
Breakfast 

This event can be hosted at a play centre or 
a basketball court, etc.  
This is a fully catered event and the tickets 
can be quite dear, however, there is a niche 
market for this event.  
The menu is a traditional SL breakfast 
(Strings, Kiri bath, etc) 

MC Ticketed 
event 

MC needs to negotiate with the caterer 
and the Play Centre management about 
the minimum quantity of participants 
required. 

Eid-ul-Fitr 
Dinner 

Hosted at the Mulgrave Community Centre.  
Refer to notes below, for the dignitaries to 
invite. 
Usually the dignitaries are allowed a short 3-5 
talk time. 
A kids’ entertainer is usually hired. 
The event is fully catered, and the full cost is 
recouped via the ticket price, with a higher 

MC Ticketed 
event 

A separate cleaner is generally hired for all 
USMAA hall-based events to assist with 
the clean-up after the event.  
Can pay the cleaner or caterer extra (0.50 
cents a plate) to wash the plates on the 
plate washer in the kitchen. 
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price for non-members. 
Eid-ul-Adha 
Breakfast 

This event can be hosted at a play centre or 
a basketball court, etc.  
This is a fully catered event and the tickets 
can be quite dear, however there is a niche 
market for this event. 
The menu is a traditional SL breakfast 
(Strings, Kiri bath, etc) 

MC Ticketed 
event 

MC needs to negotiate with the caterer 
and the Play Centre management about 
the minimum quantity of participants 
required 

Eid-ul-Adha 
Dinner 

Hosted at the Mulgrave Community Centre.  
Refer to notes below, for the dignitaries to 
invited. 
Usually the dignitaries are allowed a short 3-5 
talk time. 
A kids’ entertainer is usually hired. 
The event is fully catered, and the full cost is 
recouped via the ticket price, with a higher 
price for non-members. 

MC Ticketed 
event 

Dignitaries can be invited at the discretion 
of the MC (especially if the Eid Al Fitr 
dinner was organised by the outgoing MC)  
 

AGM Needs to be hosted in July. Refer to the 
‘AGM’ page on website. 
Request for nominations, for the new MC and 
any other positions in the other 
Subcommittees /Trustees requiring re-
election, needs to be circulated at least a 
month in advance.  
Notice of the AGM (placeholder) needs to be 
circulated a month in advance as well.  
The Returning Officer, accepting 
nominations, could be anyone from the 
outgoing committee who is not contesting for 
the new MC. 

M 
C 

Free for all 
Light 
refreshments. 
Pizza 
provided by 
USMAA 

Treasurer needs to obtain the statements 
for the last financial year for all the bank 
accounts.  
He/she will have to physically visit the 
branch and update the passbook.  
All transactions on Quick Books should be 
posted to the correct accounts 
He/she will need to liaise with each 
Subcommittee to obtain their reports and 
accounts. 
The Janaza SC and Positive Aging SC 
have their own bank accounts and will 
need to provide a snapshot of the activity. 
Janaza Admin manager will need to 
furnish the Market value for the grave sites 
listed as assets. 
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Janaza 
Fundraiser 

MC provides the Mulgrave Community 
Centre to the Janaza SC to host the event. 
The event is catered by a member-chef to 
keep the cost low, but the ticket price is 
inflated as it is a fundraiser. 

Janaza SC (JSC) 
(Lead- Imtiaz 
Mohamed or 
Eddie Dole) 

Fundraiser MC provides the JSC access to the 
Mulgrave storage area so that USMAA 
assets can be used 

Trivia Night MC provides the Mulgrave Community 
Centre to the Youth SC (YSC) to host the 
event. 
USMAA allocates the YSC an annual $500 
budget for its activities. 
For this event, the YSC usually orders pizza 
and drinks to keep the cost low. Attendees 
have to purchase entrance tickets and 
participating teams can be charged a nominal 
fee per team. 

Youth SC Ticketed 
event 
Light 
refreshments 
(Pizza) 

MC provides the YSC access to the 
Mulgrave storage area so that USMAA 
assets can be used. 

Sports / Family 
day 

Janaza SC has, historically, hosted a 
sports/family day out, inviting members from 
other organisations to participate by entering 
teams for the events e.g. cricket etc 

Janaza SC or MC Fundraiser This is another fundraising event for the 
JSC. 
MC provides access to the Mulgrave 
storage area so that USMAA 
entertainment assets can be used. 

Picnic  This is an outdoor event usually held during 
early summer. 
Hosted at a park/reserve in the northern 
suburbs to cater to our Members in the 
North/Wes as all the hall-based events are 
conducted at the MCC in the South-East 

MC Ticketed 
event 

Menu: SL short eats/finger food and soft 
drinks 
Games for kids and adults. 
Take the blue tarp, if the MC plans to 
conduct prayers on the day 

 
 
 
 
 
 
 












