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“Life of every nation depends on its youth. No matter how hard an effort is made to initiate a task, unless consistent efforts are made towards that task, it shall end up in failure. Though our organization is a spiritual one, the aforementioned rule is also divine and therefore equally applicable to us as well. Hence, it is our obligation to make you aware of these responsibilities that will be laid on you and to inform you of the ways that will lead you to your destination. It is your responsibility to listen to our words with full attention and to try to act upon them so that we all have an opportunity to fulfill the guardianship that has been entrusted to us by Allah.

…Remember that your duty is not only to reform yourself but you are also responsible for the reformation of future generations and for advising them to think of their generations. This series of guardianship should transfer from one generation to the next so that the river of bounties flowing from Allah keeps on running forever and we are the ones to complete the task for which Adam and his prodigy were created. May Allah be with you. Ameen.”
(Mashal-e-Rah, Volume 1)

1 Introduction

A Qiadat is a trust and a responsibility. Your Majlis places this trust in you.  Our beloved master, the Holy Prophet Muhammadsaw, the supreme Qaid of all, stated: 

“A true leader is actually a servant of his people.” (Bukhari) 

As such, a true Qaid’s essence lies in his selfless service for the Jama’at in particular and for humanity at large. This sense of service must be rooted in humility, dedication, and prayer—all hallmarks of an effective Qaid.

Majlis Khuddam-ul-Ahmadiyya, USA (MKA USA) has instituted a variety of measures to better assist new and seasoned Qaideen to perform their duties. First, the annual Qaideen Refresher Course (QRC) fulfills the need to train Qaideen on an annual basis.  Second, the National Amila of Majlis Khuddam-ul-Ahmadiyya provides Qaideen with department plans to implement on a quarterly basis throughout the year.  Finally, the Qaid Handbook facilitates a Qaid’s day-to-day needs.  

This handbook provides you with detailed recommendations, procedures, and reference material that should help you perform your duties. Several members with varied backgrounds and experiences helped prepare this handbook in order to effectively address the full range of issues and concerns that a Qaid may face.    

 Information contained in this handbook is important and essential to the training of a Qaid.  The Qaid should also bear in mind, however, the true essence of Qiadat: to develop a love of Allah the Almighty in his heart and in the hearts of those in his Majlis. This love of Allah will invariably lead to a desire to serve Him. This service—rooted in the love for Allah—forms the essence of MKA USA.

2 Executive Summary

This handbook is primarily meant as a resource for new or seasoned Qaideen where they can find information beneficial for their improvement. It will help answer many ‘Frequently Asked Questions’ by Qaideen in their day-to-day activities.

A new Qaid will benefit the most from this handbook since it will form a basis for his plan and implementation, and acquaint him with the correct way of performing his duties. For a seasoned Qaid, this handbook will serve as a reference guide, and a reminder of the correct method for performing a particular task or addressing an issue. MKA National Amila members will also find information contained in this handbook to be useful. It is designed to help them understand the needs and responsibilities of Qaideen.

The topics covered in this handbook are broadly divided into four main categories as they pertain to a Qaid: (i) Core Responsibilities, (ii) Policies and Procedures, (iii) Best Practices, and (iv) Tips and Advice. As the name suggests, the ‘Core Responsibilities’ section will help the Qaid understand his primary responsibilities. These include communicating with his Majlis, setting up his Amila, developing a local plan, holding meetings, and reporting Majlis activities. Based on feedback we received, we have also provided expanded treatment for managing the Finance and Atfal departments. We have also included guidance on organizing large events and Ijtema’at for the benefit of Qaideen and Regional Qaideen. The ‘Policies and Procedures’ section discusses the various policies and procedures governing MKA operations. These include rules and etiquettes of communication and general operations, of Majlis-e-Shura, and of MKA Flag. The section on ‘Best Practices’ covers a range of areas where a Qaid can benefit from well-documented best practices. These include managing delegation of tasks, effective communication, addressing conflicts and handling with diversity in the membership. Finally, the ‘Tips and Advice’ section presents various pointers where Qaid can get useful tips and advice to help him be a better Qaid.

The contents of the handbook are continually being revisited and revised as appropriate by a team of volunteers under the supervision of Sadr MKA USA. This hardbound book edition builds upon the previous two editions. It not only adds new content based on input solicited from various sources but further develops existing content by providing relevant quotes from religious sources, including Qur’an, Hadith, and directives from our Khulfa. We also look forward to receiving feedback and additions to this handbook from individuals who have benefited from it and notice something that may be missing.

It should also be clear that this document is not meant to supersede any communication from our beloved Huzuraba, the MKA USA Constitution, or any Islamic principles. It is meant to provide an additional piece of advice and perspective.

Part I: Core Responsibilities

“… Thus the rank of a Khadim that his head remain in prostration at all times is not the rank of a master. Blessed is the generation upon whom Allah Almighty bestows the status of a servant and creates awareness in them of a servant and grants them the ability to serve. Today, this stature has been granted by Allah Almighty to the Jama’at of Hadhrat Masih Mau’udas and this status has been granted by Khalifa of Hadhrat Masih Mau’udas to the youth of Ahmadiyyat.”

(Mashal-e-Rah, Volume 2)

3  You Have Received an Approval Letter– What Next?

This section addresses the initial questions and concerns a Qaid encounters as he embarks on his journey. When you are elected or appointed as Qaid, you need to take the time to ponder over the trust and responsibility placed upon you and how this fits into the bigger picture. Think about what is expected of you and open the communication channels with the Jama’at. You are a link in the chain of the Jama’at.

3.1 What Does it Mean?

An approval letter is big news! This acceptance is similar to what one receives for a prestigious university or an award letter for a scholarship. You should develop a deep sense of accountability for the religious well being of your Majlis’ constituents. Take a few days to think about its significance, let the role fully sink in, and then pray to Allah for guidance. 

You are a leader not only of your Majlis but also of your community at large. The essence of Khuddam-ul-Ahmadiyya is more than just its own members. Like prophetsas and their disciples, you are expected to improve the moral condition of everyone around you. 

Understand that your Majlis has elected you as their official role model. Being a role model is about ‘walking the walk;’ become a role model that everyone can identify with. Diversify yourself in the sense that you become a model that appeals to people of all personalities. Maintain a light-hearted atmosphere and connect with all cultures within the Jama’at to achieve this goal.

3.2 Philosophy of Holding an Office

3.2.1 
Qualities of a Good Qaid

It is important to understand what constitutes a good Qaid. The September 24, 1943 issue of the Jama’at publication Al-Fazal sheds light on this topic.

The following list was extracted from this issue.

1. A Qaid has genuine enthusiasm and absolute determination to accomplish his goals. He also has affection and love for these goals. With the same enthusiasm and determination, he strives hard to create this love in the hearts of his co-workers.

2. A wise Qaid is familiar with the smallest details of his goals and always keeps them in mind. He knows the ways and the means to accomplish his goals. At the appropriate time and place, he informs his Amila about these details. 

3. A Qaid who understands human nature knows that the first and basic rule of getting some work done is through love and kindness.  Nonetheless, he does not show any weakness in taking appropriate action for "islah" or "reform." His words persuasive and his expressions serious, but he does not show anger in his tone. Words filled with love and a kind tone arise the devoted passions and awaken the sleeping powers and place him on the right path with his interests.

4. The orders of a successful Qaid are short but "moyen"-- clear, without ambiguity, and with effective words. A listener hears them, easily understands them, and feels and develops the passion to follow them. 

5. A successful Qaid asks others to repeat his orders. He makes sure that his listener has not made a mistake in understanding his order. 

6. The instructions of a successful Qaid are always based on positive sentences (except when the subject itself is negative). He never utters sentences of this kind: “I have said to you a thousand times to not do it this way, but you always make the same mistake.” “You don’t even know this?”, etc. He knows that it is enough for him to say a thing only once, or at least he shows it this way. He knows that to keep his brothers  on the right track he should not reveal any emotional weaknesses. He has to invoke in them a control of their passions.

7. A wise Qaid never wastes time or opportunity. In situations when his companions are attacked or faced with unfortunate circumstances, he looks to it as an opportunity to rise to the occasion and reveal his leadership qualities. He consistently seeks to live up to higher standards.

3.2.2 
Qiadat is a Trust, not Possession

This office is a trust, rather than your possession. It is a trust that should not be spoiled. To facilitate the security of this trust, be sure to adopt and ponder the principles and advice of Huzuraba.  A great source of this advice is Mashal-e-Rah, a compilation of the sermons of Khalifat-ul-Masih the Second, Third, Fourth and Fifth.  These sermons are in Urdu but there are several that have been translated to English, which are available at the MKA USA website (http://www.mkausa.org/) under the Taleem Department. 

Hadhrat Musleh Mau’udra said in a poem:
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It is through grace of God that one serves faith; never seek a reward for this honor.

3.3 Responsibilities of a Qaid

As a leader of your Majlis, you bear a responsibility towards members of your Majlis. This responsibility does not end when members leave the mosque. There are a few points to remember when assessing your responsibilities:

· Fundamentals first—pray five times daily and maintain honest and righteous relationships with everyone.  Believe it or not, people can tell when you fake it or are not sincere. 

· Develop sympathy for those around you. Interact with all members of your Majlis and seek to understand their perspective on the Majlis and its affairs. Also be sure to include those Khuddam who live far from the mosque or are often neglected due to distance.  This is a time consuming affair where you must listen more than talk.

· Write down your responsibilities. Maintain a record of “to-do” items to help you tackle all of your goals.   

· Do not spread yourself too thin – be sure to delegate work to others or those better suited than you.  However, do remember that managing a delegated item is a lot more difficult than doing it yourself.  This does not mean you should not delegate; just remember that there is work involved in doing this. 

3.4 Expectations from a Qaid

There are a few additional items expected of Qaideen by MKA USA. These expectations include:

· Report regularly to Center. Report even if there’s nothing to report. For example, even if no money was collected, report "no money was collected."

· Plan to attend the three mandatory, in-person meetings during a year. They are National MKA Majlis-e-Shura, National MKA Ijtema, and the Qaideen Refresher Course (QRC).

· Try your utmost to be regular at local functions, Ijtema, QRC, on teleconferences, and in replying to all emails and phone calls. If you cannot attend a meeting or a function, send a representative.

· Implement plans formed by the National Departments. Put your Local Nazim in touch with his corresponding National Mohtamim. 

· As with any office, you are not allowed to revoke your election. If you cannot carry out your election term for any reason, you must discuss with Sadr MKA USA or his designee. 

3.5 Communication with Jama’at Leaders

For the Jama’at to work as a “well-oiled” machine, communication is essential – especially amongst the leadership of a community. Remember that MKA USA is a part of Jama’at-e-Ahmadiyya at large and as such it must function within the confines of the Jama’at as a whole. In order to do so, you must have open and sincere communication channels with officers in the Jama’at.

· Keep communication quick and succinct. It opens room for personal time with family.

· Keep your communications within the time frame you promise to keep them. If you schedule a one-hour Amila meeting, honor your word and confine the meeting to that one hour.

· Record and send out minutes of meetings. It is always a good idea to track particular action items until they are complete.

· Update your Sadr and Regional Qaid on a regular basis. 

· Coordinate event timings and facility usage between Zaeem Ansarullah, Sadr Lajna Imaillah, and Jama’at President.  Be sure to defer to Jama’at President on how to do this in an optimal manner.

· Start an email listserv. Send out important announcements only in order to keep from SPAM desensitization.

3.6 Essential Next Steps

The following are some concrete points to keep in mind as you take on the responsibility of being the Qaid of your Majlis:

· Study the constitution of MKA USA. A copy of it is available on MKA USA website (http://www.mkausa.org) in Document Center under Ai’tmad section.

· Efficiently and without delay, complete the Qaid Transfer Process in coordination with the previous Qaid and do a post-review with your Regional Qaid. 

· If you must leave town for longer than a week and will not be able to attend to the needs of your Majlis, inform the Regional Qaid and Jama’at President.

· You should complete a Local Majlis Tajneed. When compiling it, work with the Jama’at Finance Secretary and General Secretary and/or Jama’at President (mentioned in order of preference), to make sure your Tajneed is streamlined with the Jama’at Tajneed.  Although you can delegate this task, always keep your own updated copy.   

· Set up a Local Majlis Amila. A template of the Local Majlis Amila is available on MKA USA website (http://www.mkausa.org) in Document Center under Ai’tmad section. Complete this template in full and email it to Sadr MKA (and copy to Motamid MKA), for approval. Prior to sending, review with your Regional Qaid for guidance and approval.

· Any future changes to your Local Amila are effective only upon approval from Sadr MKA or his designee.

4 Gathering Your Team and Developing a Plan

Selecting an Amila and developing a productive local plan is one of the most important functions as a Qaid. An active and ambitious Amila can lead to a successful Majlis, whereas an inactive and lethargic Amila can stop the progress of a Majlis. The local plan should be based on the unique needs and requirements of your Majlis. 

4.1 Decide on the Core Amila Offices

Decide which Amila positions need to be filled. If you have a large Majlis then you should be able to fill all the positions. However, if you have a small Majlis you may not be able to fill all the positions. In this case, you should only fill the core positions and positions that cover areas that you believe are most relevant. The following positions are generally considered to be the core positions that should be filled:

· Naib Qaid (You may want to delegate additional departments to the Naib Qaid)

· Atfal (if applicable)

· Motamid

· Maal 

· Tabligh  


· Taleem
 

· Tarbiyyat

If you are in a small Majlis that does not have enough members to fill all of these positions then you may put a single Amila member into multiple positions (e.g., Naib Qaid and Nazim Taleem/Tarbiyyat).

4.2 How to Approach Amila Members and Set Expectations of Them

· As per instructions from Hadhrat Khalifatul Masih V aba, you should make every effort to ensure that Local Amla members are a part of the blessed scheme of Wasiyat. This requirement is not to be used as an exclusion criterion but to inspire and encourage members to join the system of Wasiyat. A Local Amla member should be up-to-date on his Jama’at and MKA membership dues. 

· Approaching a candidate for the Amila: Before appointing an Amila member you will first want to approach them to see if they have the necessary qualities to serve as an Amila member. When you approach them, you should do so in a way that shows them that you are confident in their abilities and that you are optimistic about how they will perform their duties. You should also exhibit confidence in MKA and be optimistic about its future. You may find that some younger Khuddam feel inadequate or intimidated by their newfound responsibility.  Assure them that you will guide and support them if needed.  Then ask them to pray prior to making a decision.

· Discuss expectations: After selecting an Amila member, delineate the expectations and responsibilities for his specific post. Also, put him in touch with the National Mohtamim for his department. The National Mohtamim will be able to provide good ideas and guidance on how to implement their goals. It will also be encouraging for him to have the National Mohtamim’s assistance and to know how things are being done throughout the country. Also explain to him the proper protocol for decision-making and the relationship of MKA with other auxiliaries of the Jama’at. You should also discuss politely that as an Amila member they are a role model for the Majlis, encouraging them on practicing the basic qualities of being a Muslim (e.g. five daily prayers).

· Be patient: Always keep in mind that MKA is a volunteer organization, and thus you must be patient with your Amila members. An effective Qaid will listen to the complaints and issues of his Amila members and handle them patiently and thoughtfully.

4.3 Developing a Local Plan

4.3.1 Review Needs

A thorough assessment of the needs of your Majlis is essential to a successful plan. Go through an extensive assessment phase – centered on observation, Local Amila input and prayer – to come up with a list of needs.

Prioritize based on these needs. Fill in the blanks with lower priority tasks. It is better to focus on a few things and do them well than to attempt a number of things but never complete them. Little and lasting is better than much and passing!  In making these decisions, make sure to not only involve your Amila but to also ensure that your Amila owns the plan with you.

4.3.2 Prioritize the Needs

Remember, Jama’at work should never interfere with Salat. Don't put the means before the ends.  Along these lines, a hadith says: 

“Surely, between a person and Shirk there is the Neglect of Salat.” (Muslim) 

Key departments to prioritize for a Majlis include Ai’tmad, Finance, Atfal, Tabligh, Taleem and Tarbiyyat.

4.3.3 Consult your team 

It is important to build consensus in any group activity. It is essential that you seek and accept (when applicable) guidance from the members of your Majlis and Amila in particular. The importance of counsel is emphasized in the Holy Qur’an:

“Take counsel with them in the conduct of affairs.” (Chapter 3, Verse 159)

As a Qaid, you should:

· Involve others in planning and execution. Make them be responsible and part of the event.

· Be a brother, not just an elected officer.

· Try calling a Nazim or Khadim, for no obvious reason, only to know if they are doing well and to develop a sincere brotherhood. 

4.3.4 Basic Expectations for Every Qaid

As a guiding principle, read the National Plan and attempt to follow it.  Resist the temptation to create your own plan and if you want to change the original plan, speak to the National Mohtamim prior to doing so. 

ABCDEof Majlis Khuddam ul Ahmadiyya USA:





A – All for Allah





B – Brotherhood





C – Communication




D- Dedication





E-Excellence

Permanent Resource: Regional Qaid and Qaid Handbook

Basic expectations: (Must do for all Qaideen – regardless of Majlis size)

	Task
	Deadline

	Attend QRC
	Usually mid-November

	Submit Local Amila for approval 
	By Dec 1st  

	Submit updated Tajneed 
	By Jan 1st 

	First MKA membership dues drive for the year
	During January 

	Submit MKA/MAA survey online
	Usually in February - March

	Submit yearly income budget
	By May 1st 

	Submit Shura election results/proposals
	Usually 2 months prior to Shura

	Attend National Ijtema/Majlis-e-Shura
	Usually in July or August

	Collect MKA membership dues and submit year-end finance report
	By Oct 1st 

	Hold General and Amla meeting* 
	Every month

	Submit monthly report online 
	By 5th of following month

	Submit Finance report
	By 25th of same month


* Local/Regional/National Ijtema and Jalsa Salana attendance counts towards a monthly meeting 

5 Maal (Finance)

MKA membership dues collection forms an essential part of the functioning of Jama’at and Majlis Khuddam-ul-Ahmadiyya. In order to efficiently operate the office of Maal, you need to set up a bank account to which checks can be deposited and from which expenses can be paid. Forming a comprehensive budget for your Majlis is critical. And of course, make sure you prepare the monthly report correctly and submit it on time.

5.1 Bank Account

Follow these steps for opening and using a bank account for your local Majlis:

· Opening an account: The bank account should be exclusively for your local MKA transactions; it should not be opened as a personal account. The account type should be something akin to a “small business” account; banks may have different names for this type of account. Ideally, it should be non-interest accruing and free from any fees or charges. Contact the center if you are unable to open such an account. While some banks may offer interest on deposits because of either the account type or the balance maintained, you should avoid this type of account in order to avoid earning interest. However, you may open an interest accruing account if you donate all the interest as sadqa. Interest accrued in this account should not be used by the Local Majlis. If you need a copy of the Ahmadiyya Muslim Community (AMC) Letter of Incorporation to open the account, please request the Ai’tmad department.

The name of the account should follow one of the following patterns: (you may substitute MKA for Majlis Khuddam-ul-Ahmadiyya):

Majlis Khuddam-ul-Ahmadiyya, Majlis Name 

Majlis Khuddam-ul-Ahmadiyya, Majlis Chapter 

· Access to the account: Access to the account should be limited to the Qaid and Nazim Maal. You may also grant account access to the Local Motamid if you think that will be useful. The Qaid should request copies of the bank statement on a regular basis to ensure proper usage. If you have online banking, only the Qaid and Nazim Maal should know the user id and password information. Additionally, you should update the password regularly (recommended every 90 days).

· Quarterly Review with Regional Qaid: There have been too many cases where Local Majalis have ignored the status of their accounts, often leading to ‘delinquent’ status.  To avoid this situation, you should ensure a regular bank statement review with your Regional Qaid.  It is recommended that you do this review at least once a quarter.  The following items should be reviewed:

· Any interest activity

· Service charges

· Bounced checks and/or additional fees

· Minimum bank balance requirements

· Use of Debit Card: You should not request a debit card because all transactions should be conducted by checks. Cash should never be used to pay for expenses. However, some banks require a debit card for online banking. In this case, you may allow your Nazim Maal to request it, but its use should be strictly monitored for transactions and you should place a limit on withdrawals and purchases. 

5.2 Budget

Follow these steps for preparing and reporting the budget of your local Majlis: 

· Overview: Nationally, the budgets are reviewed and approved by Majlis-e-Shura. This generally happens during the National Ijtema, which is usually held in August or September. Therefore, all budgets for the following year must be submitted to the national office no later than the 30th of June (subject to change per annual plan). You will receive several announcements regarding this deadline, but if you do not submit the budget by this date, a notice will be sent to the Regional Qaid as well as the Naib Sadr. Please note that the MKA Fiscal Year is from November 1st to October 31st.
· Preparation: Preparing the budget is a relatively easy task (compared to collecting the funds). The primary task is to determine your Tajneed for the next year. You should consider who will join Atfal-ul-Ahmadiyya, who will join Khuddam-ul-Ahmadiyya, and who will join Ansarullah; then ask each earning member for their budget. This is what you will submit to the National office, but your actual collections may differ because your Tajneed and individual incomes are likely to change during the fiscal year. Once the budget has been approved by the Shura, it cannot be amended.  The budget should be submitted in the format requested by the National office. 

5.3 Collections

Keep in mind the following regarding MKA membership dues collections for your local Majlis:

· Rates: You should be aware of the rates at which MKA membership dues are collected. As of the publication date, the rates are as follows (see Appendix-A in section 19.1 for examples):

	Auxiliary
	Regular (Annual)
	Ijtema (Annual)

	Majlis Khuddam-ul-Ahmadiyya  (MKA)
	1% of annual net income (minimum $24.00)
	2.5% of monthly net income (minimum $12.00)

	Majlis Atfal-ul-Ahmadiyya (MAA)
	$6.00
	$6.00


Students and Atfal are budgeted to pay the minimum amount. As per recent instructions by Huzuraba, students who earn additional income (stipends or part-time work) should pay chanda based on that income.  They can deduct essential "educational expenses" like tuition, books, and other supplies.
· Receipts: Receipts should be issued within 2 weeks of receiving the MKA membership dues and checks need to be deposited within 2 weeks. Otherwise, tell the member when they can expect the check to be deposited. If there is no regular pattern and you do not communicate this policy to the members, you are likely to experience bounced checks (including additional fees) and member dissatisfaction because they will have unexpected withdrawals from their bank account.  With the online system, there is no longer a need to issues “physical” receipts in the triplicate form; now the membership dues can be entered directly online and receipts can be printed immediately.  

· Reminders: According to MKA USA constitution, you should send written reminders in the form of a hard copy letter, at least once a year, to every Khadim’s home. This letter should tell them an exact amount that they should pay as their MKA membership dues. You are more likely to collect 100% of the budget if you focus on collections regularly rather than at the end of the year. In addition to reminders, you should offer Tahajjud prayers exclusively for this cause.

· Strategies: Please note that since the Ijtema Fund needs to be collected before the National Ijtema, it is important to collect it as soon as possible. There are several strategies that you can employ to collect this fund:

· Focus on participation. Over the past years trends have shown participation is directly linked with collections.  Please see the section 5.13 “The Art of Ask” for more on this.

· Ask students, Atfal, and others that are budgeted to pay the minimum amount, to pay the entire budgeted amount at the beginning of the year. This will be $36.00 for MKA or $12.00 for MAA.

· Ask the member if it is alright with him to use the initial membership dues towards the Ijtema Fund before applying it to the Regular Fund.

· Use the months of February, March and April to focus heavily on collecting funds. These months are important because 1) there is little focus on collecting other Jama’at Chanda (Aam/Jalsa Salana in June, Tehrik-e-Jadid in October, and Waqf-e-Jadid in December), and 2) most members will receive a tax refund during this time.

5.4 Issuing Receipts

The following should be kept in mind when issuing receipts for your local Majlis:

· You no longer need to issue the “paper/ink” receipt; this has become much easier with El-Hesab.

· Make sure all members have an AMC code assigned to them.

· Make sure the date is correct.  You cannot issue a receipt for a previous year.  Once the new fiscal year has started, do not use past dates.  The online system will automatically restrict the use of certain dates.

· Make sure MKA membership dues payment is appropriately assigned to either Khuddam or Atfal.

· Send the receipt to the donor within a reasonable time.

5.5 Expenses

The following applies to the expenses related to your local Majlis:

· Overview: The single most important decision in regards to finance is the use of these funds. You should listen to the Friday sermon by Huzuraba about how to be careful in spending money lest members complain and deviate from paying their MKA membership dues. As a Qaid, you need to understand how to best use the local funds. You should strictly enforce a policy that will make the Amila members understand the importance of this issue. In this regard, you should always complete the Local Majlis expense voucher (check with your local Nazim Maal) before making the purchase.

· Payments: Once a voucher has been submitted to the Nazim Maal, he should do his best to immediately reimburse the individual. However, let the Nazim Maal know that he is not to give any money in advance. In some cases the expense may be too large for the individual to bear, in which case assign someone else who can afford the sum to take care of it. Giving out advances is a recipe for disaster and will make it difficult to balance monthly statements. As noted earlier, no one should be reimbursed in cash. A check offers better accountability and it leaves a clear audit trail. You should strictly enforce this policy.

5.6 Reporting

The monthly report to the Center is sent in the early part of the second week of the month, so all MKA membership dues must be entered by the end of the first week of the month. 

5.7 Checklist for Monthly Finance Report

( Entered all receipts in the finance software package

( Printed Batch Report from the online system

( Included check for center. This has to match the amount stated in the Batch Report.

( Included a photocopy of the latest bank statement

( Mailed or distributed all the receipts

( Mailed or distributed all the reimbursement requests

5.8 Local Share

The Local Majlis keeps 22% of only the MKA membership dues.  The rest is send to the Center, including 100% of the Ijtema Fund.  It may seem attractive to keep more dues at the Majlis than send to Ijtema Fund (since more funds would be available locally), but it is a wrong practice.  The dues used for Ijtema fund the National Ijtema and without the appropriate collection, the National Ijtema suffers greatly.  Please remind your Nazim Maal to accurately calculate the amount for the Majlis and Ijtema dues.  See “Rule of Thumb” references in section 5.9 to better understand this behavior.

Here are the general equations to calculate Local and Center share:
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5.9 “Rule of Thumb” References

MKA Membership Dues Breakdown

Use this table to get a rough idea of the Ijtema and Majlis dues based on the total MKA membership dues paid by a member.  For example, if a member pays $200 in MKA membership dues, $166 should go towards Majlis and $34 should go towards Ijtema.

Income Table
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Use this table to get a rough idea of the MKA membership dues based on the Annual Net Income of a member.  If a member asks “how much are my MKA membership dues based on a net income of $25,000?”, it would be $250 Majlis and $52 Ijtema.

5.10  Income Budgeting FAQs

Why do I have to submit the budget for next year in April of the current year when I have no idea what my Tajneed will be in the following year?

Each budget has to be processed and then submitted to the Shura for approval. Since the Shura is held during the Ijtema, all budgets must be collected well in advance so that the National Finance office has enough time to prepare and format a budget for the Shura.

Isn’t it likely that a member’s income can change during the year and therefore throw off the entire budget?

Absolutely! Not only that, its also likely that members will move from or to your Majlis during the year, further causing you grief. However, the budget should serve as a general guideline.

How should I update the budget in the middle of a year when, for example, a member has moved?

You shouldn’t. Whether a member moves to or from your Majlis, your budget remains the same. Even if a member gets a large increase in income, the budget will remain the same, although the individual should pay according to his new income.

What categories of MKA membership dues need a budget?

There are 2 categories of MKA membership dues (Majlis and Ijtema) per auxiliary and a budget needs to be prepared for each category.

When is the budget due?

Typically in April, but the exact date will be provided closer to the start of the budgeting cycle.  Please discuss with your Regional Qaid on the exact dates.

What happens if I am unable to submit the budget by the stated deadline?

You should provide regular updates to your Regional Qaid on the progress of your budget preparation. The Regional Qaid should push you to have the budget ready in time. If, due to some unforeseen reason, you are not able to submit the budget on time, please notify your Regional Qaid and request an extension. Provide a firm date as to when the budget will be ready.

What if a member won't give me his annual income, but instead gives me the total amount he will pay?

Use the Total Income formula listed below.

Is there a "rule of thumb" I can use to quickly calculate MKA membership dues?

Use the Income Table in section 5.9, but generally speaking for every 1,000 of Net Income, Ijtema budget is $2 (2.17, to be precise) and Majlis budget is $10. If a member earns 30,000, Ijtema budget will be $60 (65.10) and Majlis budget will be $300.
5.11 Key Budgeting Formulae

Total Income If you know the total MKA membership dues a member will pay for the year, you can calculate Total Income using this formula:
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Example: If the member is going to give $520 in total MKA membership dues, divide 520 by .012083
[image: image7.png]43,043

20+ 0.012083




Ijtema Dues 
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Example: If the member says his Annual Net Income is $56,000, multiply TotalIncome by 0.002083
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 Majlis Dues 
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Example: If a member says his Annual Net Income is $56,000, multiply TotalIncome by 0.1
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Total MKA Membership Dues 

If you know the Total Annual Income, you can calculate Total Dues by using this formula:
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Example: If the member says his Annual Net Income is $56,000, multiply TotalIncome by 0.012083

5.12 Travel Reimbursement Policy

Following are the general guidelines for MKA travel reimbursement for expenses incurred on traveling to MKA events and Ijtema’at. More specific guidelines are made available before such events. 

1. 50%, up to $150/person for air travel for the west coast members.

2. Up to 50% of total cost for group travel that involves rental vehicles, capped at $50/person. For example, if 5 people rent a car, the maximum reimbursement will be $250. See following table for more examples.

	Travelers
	Total Cost
	Reimbursement

	4
	100
	$50

	2
	100
	$50

	10
	2,000
	$500

	10
	1,000
	$500

	5
	1,000
	$250


· Regional Qaideen are notified of allocation of Travel subsidy for buses and individual travel. For any questions or guidance, a Regional Qaid is the point person. 

· In addition to the above amount, if a Majlis has collected 100% of its Ijtema Fund before National Ijtema (July 15), each member of that Majlis will get an additional $10.

· Please do not request a reimbursement if you can afford to travel without the use of this subsidy.

· Members from the Majalis that are in proximity to the event site are not eligible for a subsidy.

· If a Qaid from the above list feels that they need some assistance, he should make a request for a subsidy. The National office will decide on a case-by-case basis.

· Process: All subsidy requests must come through from the Local Qaid. The Qaid will use the accompanied spreadsheet to request a single reimbursement. All requests must be submitted to the National Muhtamim Maal within 4 weeks of the conclusion of Ijtema. Requests submitted after 4 weeks will not be reimbursed. No advance money will be given by the center.

· Qaid Majlis is allowed to use local funds to assist members in attending the National Ijtema.

This subsidy policy should not be seen as a way to fund the entire cost of travel. Also, the policy is subject to revision by MKA and you should always check the latest policy before setting the expectations of you or your members for seeking reimbursement.

5.13  Asking for Financial Contributions for the sake of Allah

One of the most challenging things you will do as Qaid or Nazim Finance is to get very personal with each and every member of your Majlis.  For most of us asking for money is difficult and painstaking for a whole variety of reasons.  Do realize that you are not asking them to give ‘you’ money. In reality you are providing them an opportunity to be a part of a blessing by donating in the cause of Allah. Here are some common mistakes to avoid: 

5.13.1 Some pitfalls of asking for MKA membership dues

1. Calling an inactive Khadim once a year to collect their MKA membership dues.

2. Seeing an inactive Khadim at an event like Jummah or Eid and reminding them how inactive they are and teasing them about it.

3. Discussing the amount individuals pay with your large circle of confidants and assuming the information will not travel.

4. Assuming since a certain Khadim never pays that it is not worth asking them.

5. Assuming that an email reminder to a list covers your obligation to inform your members regarding their MKA membership dues.

6. Reminding members about the fear of Allah without reminding them the love of Allah.

7. Reminding members about the Khuddam MKA membership dues in the last month of the year and expecting them to pay for the entire year.

8. Not understanding the option for members who have an inability to pay their MKA membership dues.

9. Forgetting to pray for your members before, during and after the “Ask”

5.13.2 How to ask for MKA membership dues?

1. An easy step to overlook and gloss over is the power of prayer.  To truly pray for the Majlis as a whole and the individual you will be asking at least one prayer prior to the ask, ideally in your Tahajjud prayers.

2. Be sure you have spoken to the person at least three times and ideally seven times individually for more than 10 minutes prior to asking.

a. Make sure this individual is personally aware of Majlis activity.  If they don’t make it to meetings, you may share this information individually.

3. Be sure you know why MKA and all auxiliaries were created.

4. Be sure you have an active budget in the beginning of the year.

5. If you have a large Majlis, be sure you have an ability to take notes about the person in your PDA, notebook etc.  You should know the names of his children and other details.  Sometimes when you write it down, just that exercise allows you to remember and recall that information.  For others you can reference it a few times until you have a deeper relationship with the person.

6. Be sure to set up a regular form of general non-individual communication regarding MKA membership dues and all particulars on how one can pay.  This sheet should be ready to distribute on a monthly basis with a reminder.

7. Be sure you are up to date each month on your personal MKA membership dues, as Qaid you must practice what you preach.  If it is feasible, attempt to pay off your Khuddam MKA membership dues on November 1.  That way you can submit a report and start the process in first month.

a. After which you should ask your Nazim finance and then your Amila. 

8. Remember you are not to judge and you are not to be upset.  You are an ambassador of the Khalifa carrying out a task that was given to you.  

9. Above all, remember that financial sacrifice will help the donor more than anyone else.

5.13.3 Steps to the actual “Ask”

You must 

1. State your position:

a. As Qaid of the Majlis, one of my responsibilities is to remind members of their mandatory dues of 1% of their annual net income.

2. Explain why we collect these dues:

a. I want you to be rest assured that these dues are not squandered on pointless items.  In fact I am 10 times more cognizant of spending MKA dollars as I am of my personal finances.  

b. Some examples of the use of these dollars are that only 22% of the collection stays local to fund events, to build brotherhood as well as sharing the message of Islam to our local community.  Another 5% is spent on Regional events.  Then of the 73% that goes to our National headquarters, over 30% goes to International headquarters where our Khalifa disburses it to our more needy brother organizations around the world.  The money that remains in our National Headquarters is only spent after the budget passes through a consultative body and with direct approval by our beloved Khalifa.

3. Remind them of their budget amount:

a. Is this budget still accurate?

4. Remind them of the importance of paying on schedule:

a. As you know most individuals like to pay at the end of the year and that places a lot of burden on the individual and the Majlis as we have expenses throughout the year. So we ask that either individuals pay at the beginning of the year or on a monthly basis.  At the very minimum they should be reconciled on a quarterly basis.

5. Make the Ask:

a. Today I would like to request you to make your MKA membership dues payment to become current and ideally get ahead.

i. One response could be, don’t have it now, but I will be sure to get it to you… check in the mail.

b. Well we have various means of payment, would you like to come inside and set up a recurring entry with your online banking so you don’t have to worry about it on a monthly basis (be sure you are in a place that is equipped with internet access).

c. OR I would really appreciate if you keep your word on this as I am writing down to follow up with you in X amount of days.  

d. JazakAllah for making this payment and you are in my prayers.

6. Follow up with a thank you letter or email to that individual reiterating how much the Majlis appreciates it.

5.13.4 Answering frequently asked questions:

Q: What if can’t afford it?

A:  Well you have one of three options:

1. You can pay to be up to date.

2. You can write to Huzuraba explaining your circumstance, as I don’t want to invade your privacy and I’m fairly certain Huzuraba will grant that to you.

3. You can place in writing that you chose to not pay and then I will not ask you for the entire year.

Q. Are MKA membership dues mandatory or obligatory? 

A: As a Muslim, the only financial obligation upon us is the institution of Zakat.

However, as followers of the Promised Messiahas and members of his Jama’at, we are further obliged to follow additional instructions from him and his Khulafa. If you keep this in mind, the answer to this question is clear.

Chanda Aam/Wasiyyat and Chanda Jalsa Salana are the two obligatory dues for Jama’at, initiated by Hadhrat Masih Mau’udas. MKA membership dues are obligatory for joining the auxiliary of Khuddam-ul-Ahmadiyya. In essence, it represents the membership dues to be part of this auxiliary.

The question then becomes whether it is voluntary or obligatory for an Ahmadi Muslim between the ages of 7-40 to become a member of Majlis Atfalul Ahmadiyya or Majlis Khuddam-ul-Ahmadiyya? This question was answered by the founder of these auxiliaries, Hadhrat Khalifatul Masih IIra:
“If a child was old enough to be enrolled in Atfal ul Ahmadiyya but his parents did not enroll him in, then such parents have committed a national crime.” 

(Friday sermon August 23 1940)

“I am about to make a rule that in India, where ever there is Jama'at established, it will be compulsory for the youth between the ages of 15-40 of that Jama'at to become members of Majlis Khuddam-ul-Ahmadiyya…. and refusal to do will be considered as a declaration of treason… ”

(Friday Sermon June 23 1944)

It is therefore the position of Majlis Khuddam-ul-Ahmadiyya USA that Atfal and Khuddam MKA membership dues are obligatory for anyone between the ages of 7-40 to remain members of these auxiliaries. The nature of MKA membership dues is further clarified in the MKA constitution under point 160:

160. Majlis-e-Shura shall have the power to fix or change the rules of compulsory subscriptions.

Any specific inquiries into this issue should be communicated directly to Sadr MKA USA in writing and he will then seek further guidance from Headquarters on an as-needed basis.

6 Majlis Atfal-ul-Ahmadiyya

It is important to understand how the organization of Atfal-ul-Ahmadiyya fits into Majlis Khuddam-ul-Ahmadiyya and forms an essential part of it. The role of parents in the upbringing of Atfal is also very important and in fact, it lays out the foundation of Atfal even before they become a part of the Jama’at structure. The spirit of giving MKA membership dues to the Jama’at should also be addressed so that Atfal can develop the spirit of sacrifice at an early age.

6.1 The Birth of Majlis Atfal-ul-Ahmadiyya

Majlis Atfal-ul-Ahmadiya was established in 1938 by Hadhrat Khalifatul Masih IIra as an integral part of MKA.

The purpose of Majlis Atfal-ul-Ahmadiyya was to allow children to have a branch organization of their own within the administrative structure of the Jama’at. The supervision of Atfal was to become the responsibility of a senior member of MKA who, through his experience in both social and religious affairs, would be qualified to give guidance to Atfal on such matters. In addition, it was felt that Majlis Atfal-ul-Ahmadiyya should be brought up according to the best Islamic traditions in order to: 

1. Keep children informed and aware of religious and social aspects of AMC. 
2. To organize sports and games for the development of body and mind.
3. To devise means to keep children away from undesirable social environments and exhort them to cultivate good morals.
Atfal activities have always been an integral component of the Khuddam Local and National Ijtema.  At the time of the first MKA USA Ijtema in 1968, Atfal had their own extensive program of both academic and sports competitions. In addition, the need to build a sound understanding amongst the young Atfal resulted in the holding of ‘Atfal Days’ on a regular basis (which were later referred to as the ‘Atfal Rally’ and held annually). The first such event, in which the Nasirat also participated, took place in 1972. 

6.2 From Tifl to Khadim

A Khadim is, in part, defined by his ability to help and develop the community and atmosphere of Ahmadiyyat in their environment. A Tifl doesn’t simply mature and become a Khadim of the Jama’at overnight – Atfal require education and training so they better understand their imperative role in the Jama’at. By placing due importance on Atfal, we can assure ourselves that we will have a pious, dedicated group of Atfal who will one day personify the true spirit of MKA.

“In short you are Ahmadi children.  Allah has made several promises to you.  Allah wants to ensure that you fulfill your potential, especially in moral and spiritual realms.  And Allah says that if you nurture your potential and capabilities under His guidance, and if you would create room for His love in your hearts, and if you would readily do what Allah has planned for you, and if you would offer sacrifices in His way then He will reward you with His bounty.”

 (Mashal-e-Rah Volume 2.)

6.3 Organizational Structure of Atfal-ul-Ahmadiyya

MKA USA reports directly to Hadhrat Khalifatul Masihaba through Sadr Majlis as instructed by Hadhrat Khalifatul Masih IVra in his Friday sermon of 3rd November 1989. The Sadr appoints Mohtamimeen to monitor specific areas of work and Regional Qaideen to monitor regions of Qaideen.
A Qaid oversees the local operations of MKA and MAA in his particular Majlis.  He is expected to build an infrastructure for Atfal-ul-Ahmadiyya that directly resembles that of auxiliaries such as Ansarullah, Khuddam-ul-Ahmadiyya, etc.  The local organization leadership of Atfal is as follows:

· Nazim: Each Majlis is required to have the position of Nazim Atfal as part of the Khuddam Amila. In the case that the Jama’at is small (with one or two Atfal), the position of Nazim Atfal can be assumed by the Qaid. The Nazim Atfal is the link for all the Atfal in your Majlis with the rest of Jama’at. All new programs, activities, and national events relating to the Atfal should be coordinated through the Nazim Atfal. The Local Nazim Atfal is also responsible for relaying information given to him by his Regional Nazim Atfal to the Local Majlis.

· Murabbi: A kind-hearted member of the Jama’at (preferably from amongst the Ansar) who is well aware of the policies and rules of Jama’at and Atfal-ul-Ahmadiyya should be nominated as Murabbi Atfal. A Murabbi Atfal serves the purpose of being a guide and counselor for Atfal-ul-Ahmadiyya.
· Atfal Amila: Local Majlis Atfal-ul-Ahmadiyya Amila should be formed by the Nazim Atfal and Murabbi Atfal with the approval of local Qaid. It is important to note that all these positions are to be filled by Atfal, not Khuddam. The point is to teach Atfal about our structure and train them in assuming responsibility.  The Murabbi Atfal has the responsibility of keeping track of the office holders and to see if they are fulfilling their respective duties. Amila should preferably be from Mayar-e-Kabir but there is no restriction in picking Atfal from Mayar-e-Saghir


. Secretary Umoomi 
I. Secretary Tajneed
II. Secretary Tarbiyyat
III. Secretary Ta’leem 
IV. Secretary Maal 
V. Secretary Waqf-i-Jadid
VI. Secretary Waqar-e-Amal
VII. Secretary Sehat-e-Jismani
VIII. Secretary Khidmat-e-Khalq
IX. Secretary Isha ‘at
X. Secretary Sanat-o-Tijarat
XI. Secretary Waqf-e-Nau
6.4 Role of Parents

Although the Jama’at takes responsibility for the education of Atfal, the parents hold the primary responsibility for proper development of a Tifl.  The Holy Prophet Muhammadsaw has said,

“Respect your children, and cultivate good manners in them.” (Ibn Majah). 

As Qaideen, you should establish a welcoming relationship with individual families – this allows you to keep track of the Tifl in the family. If there is a problem at home, school, or in the Masjid, the parents will be more than willing to help identify it. Also, many national programs such as essay competitions, science competitions, National Ijtema, etc. require that Atfal participate in a Jama’at-sponsored activity; in such events parents are a key stimulus for their children. Whenever a Tifl signs up for any national activity, be sure to contact the parents and see to it that each Tifl is being coached by the parents and will be prepared for the event.

“Allah has bestowed great strength and ability in children and has enabled them to excel in knowledge, skill, and religion if properly nurtured.  So if our Atfal gain a passion for the service of the faith then they will become the leaders of the world.”

(Mashal-e-Rah Volume 2.)

An additional tool for communicating and developing a relationship with parents is the quarterly “Parent-Teacher Meeting and Report Card.” This meeting with parents allows you to sit with the parents on a quarterly basis along with the Nazim Atfal and Murabbi Atfal and discuss the progress of your Atfal. The meeting has two components: the combined assembly session and the one-on-one conference. The assembly is used to pass along important information to the parents of past accomplishments and upcoming events and initiatives. Additionaly it provides a forum for the parents to ask general questions dealing with the department. The one-on-one conference allows for an intimate opportunity to discuss individual issues or concerns regarding the Tifl. A report card is provided for use in this conference. Qaideen are required to sign the Report Card.
6.5 Atfal MKA Membership Dues

Every Tifl is required to pay Atfal MKA membership dues on a regular basis. This instills in the Tifl a spirit of sacrifice and fiscal responsibility at a young age. The Atfal MKA membership dues rate is fixed and the fiscal year is November 1 to October 31 (same as MKA). When collecting Atfal MKA membership dues, DO NOT collect Atfal MKA membership dues from the parents since doing so will not instill a spirit of sacrifice in Atfal. Ask the Atfal to allocate money from their personal savings and give MKA membership dues on a regular basis. Remember to collect MKA membership dues from Atfal and process the receipt in front of them. By doing this, you will expose them to our system of MKA membership dues collection and responsibility. 

“When a child will be giving a few cents or when some children of a family will be giving such small amounts monthly for Waqf-e-Jadeed, this will educate them and they will learn that when Allah gives wealth to someone, that is bestowed in trust.  We should readily return it to Him and the resulting pleasure of Allah is the best trade we will ever make.”

 (Mishal-e-Rah Volume 2.)

6.6 Atfal Rally

In 2008, our beloved Hadhuraba approved a Shura proposal to allow Majis-Atfal-ul-Ahmadiyya USA to hold a national Atfal Rally for the purpose of bringing Atfal from across the nation together for building strong bonds of brotherhood and identity through fun and exciting activites. Generally the Atfal Rally starts the Tuesday before the National Ijtema and concludeds with the start of the National Ijtema. Qadieen should offer full support to Nazim Atfal and Murabbi Atfal in ensuring their Atfal attend the Rally. Special attention should be given to ensure parents are made aware of the dates of the Atfal Rally, its purpose, and the importance of attendance. Additionally Qaideen should provide Nazim Atfal and Murabbi Atfal with full support in arranging transportation for the Atfal.
6.7 National Intiatives

· Welcome Package

· All boys who turn 7 should be added to the Tajneed and their information sent to Majlis Atfal-ul-Ahmadiyya

· At time of Jalsa Salana, all boys who have entered into MAA in the past one year will receive a Welcome Package comprising of a Prayer Rug, the official MAA prayer cap, and Atfal Scarf.

· DRC – Daily Reciters Club

· A spiritual club for Atfal encouraging them to recite The Holy Quran daily
· Enrollment form is online on the Atfal website.

· Atfal are reconginzed at the National Ijtema

· Parents should be made aware of this initiative and encouraged to enroll their sons

· Lapel Pins

· Sadr Sahib instructed Majlis Atfal-ul-Ahmadiyya to start recognizing Atfal who perform well in different activities by giving them Lapel pins.

· The objective is to create a healthy competition in the spirit of “Fastabik-ul-Khairat” – Vie with one another in good works.

· Implementation: The criteria should be printed and given to Atfal and their Parents. Nazim Atfal/Atfal and Parents should track activities of each Tifl who participate. Murabi Atfal should verify if a Tifl is eligible or not by listening to the memorized Surah’s, etc.

· Once a Tifl qualifies for a PIN, notify Mohtammim Atfal-ul-Ahmadiyya, USA (atfal@mkausa.org) with the following details:

• Full Name of Tifl and Parents

• AMI Code of Tifl

• Which Pin Criteria has been met

• Complete Address, Email, and Phone of the Tifl

· Encourage Atfal who have received PINs to wear them at Jamaat Events.

· 9 Pins 
· DRC PIN, KHILAFAT PIN, DISCIPLINE PIN, FURQAN PIN, MEMORY PIN, SCHOLAR PIN, PRIDE PIN, MOTHER PIN, & ACTIVE PIN

7 Holding Your Meeting

Meetings are an effective means to assess the status of your Majlis and to inform members about local events. Always be sure to take minutes of your meeting. 

7.1 Plan the Meeting
Without notification or incentive, a Khadim will not attend a meeting. Plan the agenda of your meeting very carefully and leave room for questions or unplanned discussion. 

7.2  Meeting Announcements
While email is very popular, a successful Qaid would tell you – ‘never consider your message to be communicated unless you get a response to your email or you speak to the person via phone!’ 

Sit down with your Amila and set a date for the meeting. Coordinate with Ansar, Lajna, and other leadership to streamline all activities, if possible. 

Use the following methods of communication, depending on what is most practical:

· Announcements
· Calls
· Obtain commitments when you speak to Khuddam
· Leave a message, if Khadim does not answer, request him to call you back
· Use the Saiqeen system
· Mailings
· Jama’at newsletters
· Email
· Create an email account using Yahoo, Hotmail, or Gmail, labeled “MKA_Houston” or “Qaid_Baltimore” etc. and build up an email address book of all Khuddam. 
· Send emails to Khuddam for event-reminders, Huzuraba’s weekly sermons, meeting agendas, homework for Taleem class, requests for volunteers for various events, etc.

· Conference calls

· It may be prudent in some cases to communicate with your members on a conference call.

7.3 Guidelines for Communicating 

7.3.1 Email Communication (Email Etiquette)

The following etiquettes should be followed on all MKA email communications:

1. Use Islamic terms like “Assalam-o-Alaikum” and “Jazakallah” rather than “Hi” and “Thank you.”

2. When addressing someone, use terms like “Brother or Bhai or Sahib” along with the name of the person being addressed.

3. Discussion of personal issues should be strictly avoided.

4. Do not send an email to a large number of people (e.g., entire Amila or all Qaideen) outside your jurisdiction – without prior permission from Motamid Sahib.

5. Refrain from forwarding any kind of advertisement for sale of items, or mass emailing without prior permission from Motamid Sahib.

6. Do not forward any signature campaign emails, even those related to religious issues.

7. Use of ‘Bcc’ within MKA email communications is discouraged.

8. Do not use ‘Reply all’ for every message. Carefully select the relevant parties for your message.

9. Email works best for transferring simple info and FYI documents. Longer discussions and complicated issues should be taken off line.

10. Misunderstandings can be caused through inaccurate choice of words. If you feel offended by a message, please talk to the sender to avoid miscommunication.

11. Keep your message concise and to the point.

12. Do not use upper case for the text of an email.

With respect to strengths and limitations of email communication, and expectations of response times, please see section 13.3.1.

7.3.2 Conference Calls (Conference Call Etiquette)

The following etiquettes should be followed on all MKA conference calls:

1. Don’t plan on driving to the extent you can when scheduled to be in a conference call. Get permission from conference call organizer to be excused if you cannot be available at the time of conference.

2. Interaction and open succinct dialogue is encouraged. Please identify yourself and seek permission before speaking.

3. Multi-tasking during the call should be avoided. While we do have to settle for a conference call due to the challenges of distance in USA, the MKA meetings should still get the respect they deserve. So all activities that can be potential distractions are to be avoided.

4. If you will be joining late, inform the call organizer before the conference call.

5. Take permission from conference call organizer if you have to leave before the conference call ends. 

7.4 Agenda

	Key Components
	Sample Agenda

	1. Recitation of Holy Qur’an with translation – Required
	

	2. Nazm (Poem) with translation
	

	3. MKA Pledge – Required
	

	4. Qaid’s opening statement/Review of agenda
	

	5. Review of action items from last month’s meeting
	

	6. Brief updates from Local Nazimeen
	Khuddam should be informed of any National initiatives related to each department

	7. Review of MKA USA website (http://www.mkausa.org/)
	Some tasks/department initiatives can be accomplished while reviewing the website, e.g., 

i) complete online surveys 

ii) submit names of businesses and professionals for the ‘Ahmadiyya Network and Service Directory’

iii) submit names of Khuddam converts who have been in the Jama’at for more than 3 years for the upcoming book, etc.

	8. View MKA Podcast
	

	9. Open forum discussion 
	i) Primarily should be about Tarbiyyat-related topics, e.g. Marital harmony, Jummah attendance, Importance of paying MKA membership dues regularly, etc. 

ii) Taleem workbook can be completed during this section as well. 

	10. Write down action items from this meeting
	

	11. Closing Dua – Required
	


7.5 Keeping Attendance
Always circulate a sign-in sheet (with the time) at each meeting. (If too difficult, just assign your Motamid to keep track himself). Over time, you will be able to track which Khuddam are actively attending meetings, and which are not. 

7.6  Importance of Punctuality
In order to build the trust and respect of the members of your Majlis, it is important to value their time. Punctuality will also allow you to get through a busy agenda. If you know you will be late, call your Naib Qaid or next in-charge to begin the meeting. 

7.7 Bundling Events
Bundling events and activities within reason can lead to an efficient use of time for yourself and others who attend. It is however important to put thought into the process since there must be a coherent relationship between the activities that are bundled. For example, work with other Majlis auxiliaries to bundle various meetings on the same day to ease the burden of family travel. A few other examples to keep in mind:

· General meetings can be followed directly by auxiliary meetings.
· After the Jama’at Amila meets, convene the Khuddam Amila.
· Work with the Jama’at President, Zaeem Ansar, and Sadr Lajna to create an annual calendar that flows smoothly and combines events, which will increase attendance. Give as much advance notice as possible.
8 Organizing Ijtema’at and Large Events

8.1 What Goes into Planning an Ijtema 
The following check list should be considered when planning an Ijtema or large event.

1. Pick a date based on the availability with consideration of Local, Regional and National Jama’at and MKA events. 

· The Local Ijtema must be held before the Regional Ijtema (inform the Regional Qaid once a date is finalized). 

· The Regional Ijtema must be held before the National Ijtema (inform the Naib Sadr once a date if finalized).

· The dates for Local and Regional Ijtema’at should be finalized by the end of February.

(Helpful hint: Regional Ijtema usually takes place some time during spring recess or summer time. To maximize attendance, Regional Qaid should conduct a survey with Local Qaideen to learn what dates would be convenient for everyone.)

2. Select the venue for the Ijtema with the following considerations: 

· Capacity to hold parallel events for Khuddam and Atfal (sports and educational competitions)

· Suitable cooking, sleeping, showering, and bathroom facilities

This should be planned by the end of November.

(Helpful hint: Hold the Ijtema at a location that is easily accessible to most of the members.)

3. Inform the members of the Majlis of the Local Ijtema but for the Regional Ijtema, inform all the respective Qaideen of the date and venue. 

4. Distribute Khuddam and Atfal syllabi, as well as rules for both sports and educational competitions that will be conducted at the Ijtema. This should be in synch with the National Ijtema Syllabi.

5. Develop, finalize and distribute the Ijtema program at least one month prior to Ijtema, ideally by December. 

6. Ijtema team:

· Nazim-e-Aala

· Nazim Taleem competitions for Khuddam 

· Nazim Sports competitions for Khuddam

· Nazim Atfal and his team to lead the Taleem and Sports competitions for Atfal (Mayar-e-Sagheer and Mayar-e-Kabeer)

· Nazim Transportation (if you anticipate airport pick ups for Regional Ijtema)

· Nazim Ziafat

· Nazim Tarbiyyat

· Nazim Waqar-e-Amal (during & post Ijtema clean-up)

· Nazim Accommodation (if the Ijtema is longer than one day)

· Nazim Registration

· Nazim Prize Distribution

· Nazim First Aid

· Nazim Isha’at (pictures and videos of the Ijtema)

7. Send invites to special guests (e.g. Sadr and Naib Sadran, Local Missionary, Local Presidents etc.). 

8. Secure the judges for both Khuddam and Atfal educational and sports competitions. It is best to leverage Ansar members who do not have children in the competition.

9. Start to inform the local membership of the Majlis via emails, letters, Jummah announcements etc. Start at least three months in advance so Khuddam and Atfal have ample time to prepare to compete.

10. Identify and gather all resources (people and equipment) at least one month prior to the Ijtema date. This should include the awards for the winners.

11. If possible, there should be an online registration on the Majlis/Region webpage. This will allow members to visit the webpage of the Majlis or the Region to see all the details about the Ijtema.

12. Finalize the food and snacks to be served at the Ijtema.

13. Identify and inform the Imam(s) leading the Salat at least two weeks prior to the Ijtema.

14. Check local weather and make alternate arrangements for sports if required at least one week prior to the Ijtema.

15. Get Ijtema team to setup for Ijtema at least a day prior to the Ijtema.

16. Start the program on time and finish on time.

17. Post-Ijtema report should be submitted to the respective Regional Qaid (for Local Ijtema) / Naib Sadr (for Regional Ijtema) with pictures and videos uploaded on the Majlis or Region page and submitted to National Mohtamim Isha’at.

18. Send Khuddam and Atfal Ijtema results from the Local Ijtema to the Regional Qaid and the Regional Nazim Atfal. Results from the Regional Ijtema should be sent to Mohtamim Taleem and Sehat-e-Jismani (MKA) and Mohtamim Atfal (educational and sports competitions for Mayar-e-Sageer and Mayar-e-Kabeer)

19. Reimburse the Ijtema team at Ijtema or immediately afterwards (if required).

20. Host the Redbook conference call and close the Ijtema.

21. Start planning to attend the Regional Ijtema (after Local Ijtema) / National Ijtema (after Regional Ijtema) with a focus on attendance from the Majlis/Region.

22. Consider reaching out to local media, informing them of the event.

23.  Do not hesitate seeking medical advice.  For emergencies, have a low threshold for calling 911.  

24. Consider having someone for Umoomi (security duty) during events.  This will serve as security and prevent Khudam and Atfal from leaving the site.

Appendix B in section 19.2 contains an event planning guide for your review. It summarizes the key milestones discussed above in the planning of MKA events.

8.2 Etiquettes for Khuddam-ul-Ahmadiyya Events

8.2.1 Use of MKA scarf

All Khuddam should wear the MKA scarf at MKA events. As has been stated by Hadhrat Khalifatul Masih IIIra, this scarf is representative of the true colors of Islam, and is also a symbol of Khuddam brotherhood:

"Although green is the usual color for flags, this scarf of ours is black and white because the flags of the Holy Prophet Muhammadsaw were either black or white; so at the time of the making of the first flag of our community Hadhrat Musleh Mau’udra had formed a committee to do research in this matter in which he had also included my humble self. Hence when we did thorough research we found out that the flag of the Holy Prophetsawhad no other color besides these two colors. For this reason we have created a combination of black and white in the community flag, and precisely these two colors have appeared in this scarf of ours..."

8.2.2 General guidelines

Following are some general guidelines with respect to organizing Ijtema or large events:

1. Respect and compliance with the instructions of Ijtema organizers in specific, and MKA USA’s office holders in general, is of paramount importance.

2. All activities must stop when Aza’an is called and should only resume when the session ends. No one is exempt from Salat.

3. Realize that non-Ahmadi guests are invited to Ijtema. Sharp tongue is strongly discouraged.

4. Clean after yourself. Trash is not allowed on the premises.

5. Any forms of video games (such as Wii, Game boy, PSP, Nintendo) or fireworks are not allowed. 

6. If you find something unclaimed (wallet, cell phone charging, video game or other valuables), do not pick it up unless you are giving it to your Local Qaid or Regional Qaid. There is no room for pranks. Valuables picked up by a person to whom they do not belong is considered theft.

8. You are responsible for your personal belongings (shoes, phones, blackberries, laptop, wallet etc.). Keep an eye on them.

9. Look around and report suspicious activity.

10. Do not bully younger children – verbally or physically.

11. Sleep time is enforced as many brothers travel over 10 hours to get to Ijtema site. 

8.2.3 Disciplinary steps

The following disciplinary steps should be kept in mind when organizing Ijtema or large events:

1. Minor violations will be reported to Qaid/Regional Qaid and strong warning will be given. Such warnings must be taken seriously.

2. Major violations may result in parental notification and removal from the Ijtema premises.

8.3 Jalsa Salana Khidmat-e-Khalq Best Practices
8.3.1 Offices under Khidmat-e-Khalq

· Office (Rapid response, Refreshments, Luggage) 

· Traffic (off duty cops, parking lots, wheel chair management, signage)

· Inner security (Principal, Qafla, stage, backstage entrance, Amoomi, Bait ur Rehman)

· Center security (entrance, flag, MTA, Hall, other)

· Outer security (lajna, exit doors, overlap with traffic areas)

8.3.2  Responsibilities
Each Naib Afsar will be responsible to implement the following steps 1-7 for his team members.

1. Team Building

This must start with the kick off (first email or conference call). Afsar and Naib Afsaraan should at the very beginning discuss the volunteer recruitment strategy.  This will define which regions each Naib Afsar will draw upon for volunteer enlistment. During this call, Naib Afsaraan with consultation with the Afsar Khidmat-e-Khalq, should select Nazimeen and get Afsar’s approval before Muavineen recruitment. Hotel rooms are provided for a small number of total volunteers to keep a critical mass on-site.

2. Space Allocation

Requests for space (blood drive, booths for merchandise sale, student affairs, Atfal ameen or any other MKA department) should come to Sadr Majlis at least 3 months before the Jalsa in writing with a detailed description of how the space will be utilized and the names of team members. It will then be passed on to Afsar Jalsa Gah. This will be tracked on the Actions Item list by the Motamid.

3. Interface with Jalsa Salana

Deadlines set by Jalsa Salana team are to be taken very seriously. Budget, reimbursement requests, volunteer lists etc. should all be submitted carefully and promptly by Naib Afsaran. Each team should be represented at Jalsa planning and Post Jalsa meetings requested by Afsar Jalsa Salana – either by the Naib Afsar or a designee. Travel to planning meetings is reimbursable by the Jalsa expenses, but estimates should be communicated to the Afsar prior to departure.

4. Inventory

If anything is to be used from the MKA inventory (cones, jackets, radios etc), it must be signed out by one Naib Afsar to another Naib Afsar who will be directly responsible for returning it.

5. Principles

· Ansar can be members of Khidmat-e-Khalq, Atfal can help with inside duties.
· Volunteer recruitment should occur within a 2 week period, agreed upon by the team well in advance of Jalsa. 
· If a Naib Afsar/Nazim has approached a volunteer first, then that volunteer should not be approached by other Naib Afsaran or Nazimeen.
· Early volunteer recruitment and management is the single most important step in the whole process.
· Afsar Jalsa Salana and Jalsa Gah have the authority to ask for pass/access for their team members in any area.
· All Khidmat-e-Khalq volunteers must wear an MKA scarf. 
6. MKA and MAA Presence

MKA Stall, books/CD/DVD sales, food item sale, National Amla meeting, Atfal Programs and any other projects related to our core auxiliary operations are to be superseded by Jalsa responsibilities and must not create any disruption to the Jalsa program. 

7. Brotherhood

While applying these principles, one must protect our mutual brotherhood.

9 Reporting

Reporting the activities of your Majlis is essential to assessing the state of your Majlis and subsequently implementing improvements in the processes. Timeliness, organization, and follow-through form the basis of an effective reporting scheme. The reporting structure for Majlis Khuddam-ul-Ahmadiyya is hierarchical in nature and the recommended deadlines should be adhered to in order for this system to work.

9.1  Why is it Necessary?

Effective reporting forms a cornerstone of the work of MKA. It is an essential element in assessing the state of Khuddam-ul-Ahmadiyya from the Local to the National and International levels. The best way to understand the need for reporting is to recall the example often quoted by Hadhrat Khalifatul Masih IVra. He often used to liken the function of reporting to that of the hands of a clock. The clock can continue to tick away and operate without the short and long hands of the clock but would it serve any purpose? The primary purpose of the clock would only be fulfilled if the hands were present to tell us what time it was. Reporting serves the same purpose. 

9.2 What are the Critical Steps?

The key thing to remember in reporting is timeliness, organization, and follow-through. 

· Timeliness: The reporting structure of MKA is hierarchical, meaning that the reports at the local level have to be summarized into national which then get summarized into international etc. As such, it is critical that you submit your reports on time so the necessary summarization can also occur in a timely fashion.

· Organization: Organization plays a key role in all aspects of reporting. It is important to be organized in your process of following up with the Nazimeen in order to remind them to prepare their reports. It is important to remain organized in ensuring that all reports are done on time, and it is important to then have a procedure for submitting these reports to the Center. The MKA USA website (http://www.mkausa.org/) can play a key role in helping you get organized in all these aspects. This is discussed in detail below.

· Follow-through: Reporting is not a responsibility that you delegate to your Nazimeen and then forget about. Following through with your Nazimeen and ensuring that the reports get done in a timely fashion is very important.

9.3  Expected Deadlines

The reports need to be summarized at definite time intervals – monthly and then yearly. It is wise to set an internal deadline of the 30th of the month for all your Nazimeen to submit their reports to you. This will give the Qaid five days to approve the report by the 5th of next month; we have set this date as the deadline for online monthly reporting. These five days are to be used to review and accept and submit the reports on MKA USA website (http://www.mkausa.org/) by the deadline of the 5th of the month. Likewise, the Khuddam fiscal year operates from November through October. As such, you should prepare a year-end report alongside the conclusion of the fiscal year. The year-end report, however, should not be a difficult task if you’ve kept current with your monthly reports—it should just be a matter of doing a roll-up summary.

9.4  Overview of MKA USA Website

The MKA, USA website at http://www.mkausa.org/ is central to the reporting performed at the local level by the Qaid and at the national level by the Center. Therefore, it is required that all Qaideen submit reports on the website. You will be provided a user name and password by the website team. 

Once you logon to the website, you will see “Reporting Center”. Clicking it will take you to a template of monthly report that you will have to fill each month by the 5th of the month.

Documents Center: This page is the main resource for all your national plans and other documents applicable to your Local Amila members. In addition, this page is a great source of information for the general Khuddam body in your Majlis as well since this is where you find all the information relating to the Ijtema syllabus, Taleem modules, competitions, the constitution etc. As such, it is important to inform all of the Khuddam in your Majlis about the wealth of information contained therein.

The administrators of MKA USA website (http://www.mkausa.org/) are always open to suggestions and ideas on improving the site and making it more helpful to the Khuddam. You can always send your suggestions by clicking the ‘contact us’ link on the main page.

Pictures from Huzuraba’s Visit to USA Jalsa Salana 2008
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	Huzuraba arriving at the Jalsa escorted by Jama’at officials
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	Huzuraba accompanied by Sadr MKA USA Faheem Younus Qureshi
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	Huzuraba walking past the Khuddam on duty
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	Huzuraba visiting the Masjid


Part II: Operations and Procedures

“Anyone who is part of Majlis Khuddam-ul-Ahmadiyya should pledge that he shall consider himself to be a pillar of Ahmadiyyat and if his steps are shaken even slightly, Ahmadiyyat would suffer a great loss.”

(Mashal-e-Rah, Volume 1)

10  Islamic Rules and Etiquettes

Activities in Jama’at are planned and executed according to established etiquette based on the teachings of Holy Quran and the Sunnah of Prophet Muhammadsaw. Some of this etiquette relates to rules about Jama’at elections, rules about Shura, Qaid transfer process, relationship and communication with other Jama’at office bearers, rolling out new initiatives, and producing videos for MKA USA website. Basic protocol of the Jama’at should also be kept in mind and serve as an umbrella for you as an office bearer.

10.1 Rules about Elections

Most offices in the Jama’at are filled through the process of elections. It is therefore important to understand the rules regarding the execution of elections. The MKA USA constitution states the following rules regarding elections:

· The election for Local Qaid is held every two years. The same person shall not be elected for more than three consecutive two-year terms without obtaining prior permission from Sadr MKA USA.

· The election for Saiqeen is held annually. The same person shall not be elected for more than four consecutive terms.

· During the election session, it is permissible to speak precisely in favor of a proposed name, but speaking against anyone is not permitted.

· Election for Local Qaid is held from 15th September to 1st October. The new Qaid takes the charge of the office as of 1st November after due approval.

· Election for Saiqeen is held as of 1st November.

· There could be more than one Zo’maa in a Majlis depending on the Tajneed of the Majlis.

· Until an approval of the election result, the previous office bearers shall continue to hold their offices and perform their duties.

· Elections of Local Qaid shall be held under the chairmanship of the representative of National headquarters. It is preferred that he is a member of MKA USA

· Election of Saiqeen shall be under the chairmanship of Local Qaid or his representative.

· The report of the election shall be sent by the chairman with his remarks to the Sadr MKA USA.

· No election shall be held under the chairmanship of a Khadim whose name can be proposed for the same election.

· The quorum for the election of Local Qaid and Saiqeen shall be 50% of the total Tajneed. If the election session is adjourned due to lack of quorum, restriction for the adjourned election session is removed.

· The voting shall be done openly (e.g. by show of hands). No member shall be permitted to canvass for himself or someone else, openly or otherwise. It shall be permissible to speak with the permission of the chairman of the session. It shall be compulsory for every Khadim to exercise his right to vote.

· If the name of a person is proposed for a certain office and it is rejected by Sadr Majlis, then the name of such a person shall not be proposed again for election during that term for the same office.

· In order to vote in an election, a Khadim having arrears of compulsory subscriptions of Majlis for six months or more, who has been reminded in writing but does not pay the arrears nor gets permission from MKA to defer payment, shall not have the right of casting his vote in any election held by MKA. In order to hold an office in MKA, a Khadim shall not be in arrears of membership dues for more than six months for Majlis or Jama’at.

· For the election or nomination of an office bearer the following matters shall be considered necessary.

· He prays five times daily.

· He has no arrears of mandatory membership dues of Majlis or Jama’at.

· He is truthful, trustworthy, and abides by the order of the Majlis.

· He abides by the Islamic traditions to his utmost, e.g. keeps beard.

Hadhrat Khalifatul Masih V aba instructed the following regarding the re-election of Sadr of Majlis Khuddam-ul-Ahmadiyya on November 3, 2003:

· At the completion of the tenure of a serving Sadr of MKA, an approval must be sought from Huzur aba to elect the new Sadr.

· Also a request should be made to get the appointment of a representative to preside over the election.

10.2 Transfer Report (Qaid Transfer Process Checklist)

There is a set of requirements to be followed for completing the process of a Qaid transfer. Please have all the below information transferred and mutually agreed between the out going Qaid and the new incoming Qaid.

NOTE: All attached reports should be brief yet substantive

1. Finance 

a. Transferred all Bank records (copies only) at least for the past one year of statements. 






Yes
No

b. Provide MKA membership dues status update and orientation to El Hesab 


Yes
No

c. Bank accounts and signature authority transferred over to the new Qaid

Yes
No

d. MKA membership dues status of each Khadim



Yes
No


2. Aitm’ad

a. A complete copy of the current Majlis Amila with name, address and contact information was handed over:


Yes
No

b. A complete copy of complete Majlis Tajneed, with name, address and contact information was handed over:


Yes
No

c. Completed orientation of monthly reporting on MKA USA website
Yes
No

3. Tarbiyyat:

a. A brief report of Tarbiyyat progress and challenges

Yes
No

4. Taleem

a. Records of Taleem exams/quiz conducted


Yes
No

b. Records of each Khadim’s individual status (e.g. do all know salat).








Yes
No

c. A brief report of Taleem progress and challenges 

Yes
No

5. Tabligh

a. Names and contact information of Tabligh prospects:
Yes
No


b. A brief report of Tabligh progress and challenges 

Yes
No

6. Atfal

a. MKA membership dues status of each Tifl


Yes
No

b. A brief report of aftal progress and challenges 

Yes
No

Note: Atfal report should include all details of Atfal Taleem classes, Murabbi Atfal status and each Tifl’s progress.

7. Tarbiyyat Nau-Mobaeen

a. A brief report of progress and challenges 


Yes
No

8. Amoor-e-Tulba

a. A list of all students and their school affiliation

Yes
No

b. Details of all operational AMSAs



Yes
No

c. A brief report of progress and challenges 


Yes
No

9. Khidmat-e-Khalq

a. A brief report of progress and challenges 


Yes
No

Outgoing Qaid:

Name:












Sign: ________________________
Date: 







Incoming  Qaid:

Name:












Sign: ________________________
Date:







10.3 Taking Leave

When any Mohtamim, Regional Qaid or Qaid wishes to take a leave of absence for personal reasons or if going abroad, then they must inform Sadr MKA USA. When taking any leave of absence, a recommendation of an officiating officer should be made and he can only take on the role of acting Mohtamim, Regional Qaid or Qaid after approval has been given. 

Additional Naibeen and Regional Amila members should seek permission from the Mohtamim and Regional Qaid respectively, and Local Amila members from their Qaid. This should be done at least two weeks prior. In the case of any emergency, one can inform the appropriate officer verbally and with short notice.

10.4  You and Jama’at Office Bearers

10.4.1 Relationship with Other Office Bearers

MKA is an auxiliary organization of Jama’at Ahmadiyya. In addition to showing respect to the office bearers of MKA, the members of MKA should always deal with Jama’at office bearers with due respect. A true Khadim embodies the attributes of humility, obedience, and respect while interacting with other Jama’at members or office holders. Respectful conduct should be observed when dealing with Local Jama’at President, Local Jama’at secretaries, Jama’at Missionaries, National Amila members, and respected Ameer Sahib. 

In regard to the relationship between Khuddam-ul-Ahmadiyya and Local Jama’at office bearers, Hadhrat Musleh Mau’udra says:

“I want to let Khuddam know that they are not only members of Khuddam-ul-Ahmadiyya but are members of Local Jama’at as well. The work of Khuddam-ul-Ahmadiyya has been granted to you in addition to work of Local Anjuman. Therefore, it is mandatory for every Khadim to follow the instructions of the office bearer of Local Anjuman regardless of whether they are secretary or president. However, no secretary or president is authorized to give instructions to Khuddam-ul-Ahmadiyya. He cannot tell Khuddam individually to do this work or that; so the president of a Local Anjuman cannot call Khuddam as members of Khuddam-ul-Ahmadiyya and say do that work. If he needs help from Khuddam-ul-Ahmadiyya, he should ask Saiq that I need Khuddam for certain work and it is the responsibility of Saiq to obey the instructions.” 

(Mashal-e-Rah, Volume I)

Khuddam should always keep these guidelines in mind when dealing with Jama’at members.

10.4.2 Correspondence with Jama’at Officials

Anyone wishing to use central Jama’at premises or facilities must channel their request through Sadr MKA. It is not permissible for members to send official letters directly to Ameer AMC USA, Missionary In-charge AMC USA, General Secretary AMC USA and Hadhrat Khalifatul Masih aba, requesting the use of any privileges or their attendance at any function for MKA USA. Where there is such a need, the concerned members must contact the Motamid Sahib who will draft the letters with the approval of Sadr MKA USA. Where regional centers are to be requested, the Regional Qaid can liaise directly with the Naib Ameer or Missionary, with the approval of Sadr Majlis. Personal letters requesting prayers can be sent directly by members and do not need to be brought to the attention of MKA USA.

National Amila members of MKA are advised that they report directly to, and receive instructions from Sadr MKA USA. It should be abundantly clear that, in pursuit of the objectives of the USA Jama’at, senior Jama’at officials such as Regional Missionaries and members of Majlis-e-Amila of AMC USA must be respected and accorded full support and co-operation. However, where it is felt that complying with a certain request from a senior Jama’at official will jeopardize the core expectations from MKA, then such matters should be discussed with Sadr MKA USA before any action is taken.

10.5 Rolling Out New Initiatives

As a Qaid, there are occasions when you will roll out new initiatives beyond your day-to-day Majlis activities. Examples include special Jummah initiative, MKA survey, a special MKA membership dues drive etc. Following are the steps that should be followed for rolling out of new initiatives:

1. Mohtamim develops resources and infrastructure for the program.

2. Uploads to the MKA USA website and submits content for MKA Connect.

3. Program is then communicated to Naib Sadr/Regional Qaideen via email or conference call/phone.

4. Mohtamim has the responsibility to communicate directly with their respective

Nazimeen and Regional Qaideen have the responsibility of communicating with the Qaideen.

5. Reminder emails from both should go to the above groups as well. However anytime a Mohtamim sends out an email to his Nazimeen, he should copy it to Regional Qaideen.

6. It is the responsibility of a Regional Qaid to ensure the Qaideen know about the project/initiative.

7. It is a Mohtamim’s responsibility to make sure the Local Nazim knows about the project/initiative.

8. After the drive is complete, it is a Qaid’s responsibility to report on the results/outcomes of that activity in the next monthly report under ‘Comments’ section. Regional Qaid to oversee and reiterate this reporting.

9. Once the reports come in, it’s a Mohtamim’s responsibility to compile a one pager report with data/numbers/pictures and upload it on the website and prepare to send to Huzuraba.

10. For select initiatives (based on urgency or importance of the drive), it may be decide to hold a con-call between Sadr and all Qaideen and National Amila members.

10.6 Video Production Guidelines For MKA Websites

Below are a few guidelines that will ensure your video meets the preliminary requirements set forth to be published on MKA USA website (http://www.mkausa.org), YouTube, and MTA.

Duration: Every Majlis should strive to submit one 3-5 minute video each year to be shown on MKA USA website. The ideal duration of a program to be aired on MTA International should be 28 minutes and 30 seconds or 58 minutes and 30 seconds.

Topics: You can send us videos on any topic. Religious, travel, how to, or even funny videos are encouraged. 

Modesty:  Make sure the video respects and is aligned with the pardah policy of AMC.  Both men and ladies should adopt the pardah guidelines outlined in the Qur’an. A cap/topi is not necessary for non-religious programs.  For women, pardah is necessary including the covering of the face.  For non-Ahmadi guests on the program or in the background, customary dress is permissible. 

Music:  Background music is discouraged. Natural sounds are permissible.  If there is music in the scene such as during a festival that is recorded as part of the picture, it can be included. Background narration is highly encouraged.

Have Fun:  Don’t be afraid to make your videos fun.  For instance, use a moderator with an outgoing personality and let them be themselves.  Don’t be too serious or afraid of being creative or cutting edge.  If you go overboard, we will let you know.  Don’t be afraid to think outside the box.  Balance professionalism and fun.

Consent: Make sure you have consent prior to filming anyone, especially non-Ahmadi guests.  You can capture their verbal consent on video or have them sign a release form.

Translation: If you use Urdu/Arabic, make sure to add subtitles or translation.

Aesthetic elements:  Make sure the lighting and audio are presentable.  There’s nothing more discouraging than finding your recording is too dark or hard to hear.  

Diversity: The message of Islam/AMC is universal. Be inclusive of diversity.

Editing: For simple 3-4 minute programs with one camera, free movie editor software such as iMovie or Windows Movie Maker will suffice.  For more ambitious projects having a professional editors such as Final Cut Pro, Avid, or Adobe Premier will be helpful.

Review: Have more than one person review your final product and give input.  Not just people within your circle of influences, but get input from those who do not necessary share your views, such as Local President and senior members of AMC USA.

Upload: Simply upload your videos on MKA USA website or YouTube website and notify us at (email address of Mohtamim Sami-o-Basri)

Videos for MTA: If you are interesting in submitting your video to MTA, best solution is to mail a DV tape to Mohtamim Sami-o-Basri.  Tapes will be consolidated and sent to MTA periodically.

We suggest you use review the “5 Steps to Making A Video” document and/or the “How to Make A Video” program on the MKA USA website for more tips on how to use a camera, lighting, and editing tips.

10.7 Rules of Official Communications

Any written, printed, or multimedia correspondence on behalf of MKA USA, expressed or implied, should go through the appropriate approval process as delineated below: 

1. Newsletters, flyers, memos, brochures, pamphlets, website content, representing MKA USA or one of its chapters should be pre-approved by the officiating member of MKA USA in that jurisdiction. For example, if a regional event is being held or the communiqué is of regional nature, then the approval from a Regional Qaid is needed. If the communiqué is of National nature, then the approval of a supervising Naib Sadr MKA or Sadr MKA is needed. For local events, approval of Local Qaid is needed.

2. Similarly, any and all official communication (written or otherwise) to Hadhrat Khalifatul Massihaba should be sent after approval from Sadr MKA USA.

3. If an invitation is presented to Ameer sahib USA or a member of USA Jamaat National Majlis-e-Amla, it must be approved by Sadr MKA USA.

4. If an invitation is presented to a Missionary (from outside their region), approval from respective Naib Sadr or Sadr MKA USA is required.

5. Official communication between MKA USA Majlis-e-Amila members and MKA Majlis-e-Amila members of other countries without the approval of respective Naib Sadr or Sadr MKA USA is prohibited.

6. Any video content (coverage of an event) should be reviewed and approved by a supervising Naib Sadr or Sadr MKA USA before it is disseminated via CDs or web.

7. Video content or programming (Salat CD, Qur’an CD, Nazm CD) needs direct review and approval by respective Naib Sadr or Sadr MKA USA before dissemination in any form.

8. Emails to a large body of recipients should be placed in the “Bcc” field while sender should place his email address in the “To” field.  

9. Clean up emails before sending them. 

10. Members need to be cautioned not to indulge in unnecessary forwarding of emails.

11. An additional precaution may be to add to your Email the caution "Do Not Forward"

12. The response time to each email sent by a MKA officeholder shall not be more than 1-2 days.

11 Majlis-e-Shura

Majlis-e-Shura is an advisory council of the Jama’at. It was established in 1922 by Hadhrat Musleh Mau’udra. The core idea behind the establishment of this body is to follow the Islamic practice of consultation prior to important decisions. Reference to this can be found in the Holy Qur’an where Allah addressing the Holy Prophetsaw says:

“…consult them in matters of administration and where [or when] you are determined, then put your trust in Allah…”  (Chapter 3 Verse 160)

It was the practice of the Holy Prophet Muhammadsaw to consult his companions on all vital issues. According to Hadhrat Abu Hurairara, “the Holy Prophet Muhammadsaw was most solicitous in consulting others in matters of importance”, therefore the holding of such consultations is a basic injunction of Islam and is relevant to both spiritual and temporal Muslim leaders.

11.1  History of Shura  

The Promised Messiahas is also on record consulting others before making important decisions. Later, as the Jama’at developed and expanded, Hadhrat Khalifatul Masih IIra in 1922, introduced a formal body to make deliberations on various matters and present its’ recommendations to the Khalifa. Thus the institution of Majlis-e-Mushawarat was established. This body meets annually, or more often if the Khilafa so desires. Currently it is normally convened the day after Jalsa Salana UK and is known as the International Majlis Shura. National Shura in countries was started in 1983 under the auspices of Hadhrat Khalifatul Masih IVra.

It should be stressed here that the Khilafa is not bound to accept the advice given to him through the Majlis Shura as the words, “[when] you are determined then put your trust in Allah” signify that the final decision of accepting, rejecting or modifying a recommendation rests firmly at his discretion.

Auxiliary organizations of the Jama’at also hold their Majlis-e-Shura following the guidelines originally put fort by Hadhrat Musleh Mau’udra. Majlis-e-Shura of Khuddam-ul-Ahmadiyya is the highest consultative body. Since 1989,  this Shura body meets once a year, typically on the occasion of National Ijtema. It considers various proposals received either from the Local Majalis or from the National Majlis-e-Amila. Proposals passed in Majlis-e-Shura are submitted to Hadhrat Khalifatul Masihaba for his approval. 

Hadhrat Musleh Mau’udra said that with every passing year, the ratio of total membership to the number of corresponding Shura delegates would increase.

11.2 Etiquettes of MKA Majlis-e-Shura

11.2.1 Discussions

· When speaking at Shura, always address the Chair – do not address other Shura members.

· Never argue with the Chair.

· When asked to stop sharing your point of view…just stop right away.

· Be succinct, to the point and not repetitious.

· Make your point with humility.  While you can disagree with other points of view, do not address individuals you disagree with.  Provide what you believe is the optimal solution.

11.2.2 Spirituality

· It preferred to remain ba-wuzoo and wear a cap.

· Pray, pray and pray during the proceedings.

· Think that Allah is watching us.

· Never agree or disagree because of ‘who is talking’.

· At the end of the day, we are just presenting our thoughts and it is up to Hadhrat Khalifatul Masihaba to approve or reject the ideas.

· Shura is a ‘no party’ house.  Do not come with pre-committed teams on votes and deliberations.

11.2.3 General Points

· Always be/stay on time.

· An elected Shura member cannot decide not to attend or show up at the Majlis-e-Shura without prior permission from Sadr MKA USA.

· It is preferred for a member to sit closer to his Local Majlis.

· Seek permission from Chair before leaving, entering, speaking etc.

· It is preferred for members to do their research and homework on the agenda items before coming to the Shura.

11.3  MKA Shura Process (Local)

Date, time and venue of Majlis-e-Shura is sent by Motmid with instructions to all Qaideen to hold Shura elections. This should all be completed by the time period provided.
11.3.1 Local Elections

1. Prerequisites for a Shura member: Righteous, regular in Salat, keeps a beard has no MKA membership dues arrears for the past 6 months.

2. There are no Quorum requirements for Shura elections and all members of Majlis can participate in the voting.

3. Criteria for Shura members are read by the presiding officer who is a representative sent by Sadr MKA.

4. Names are proposed, seconded and then voted upon. Each member can vote for equal number of times as the number of members being elected. For every 1-20 member range, one delegate is needed. For a Majlis with 62 members 4 delegates are required since it’s between 61-80. For elections in this Majlis, each member would vote for 3 times since they are electing three delegates in addition to the Qaid (who is a default member). Qaid is the first/only delegate for Majalis with less than 20 members. Elect 25% extra members as back up. 

5. Shura delegates always have to be elected. They cannot be appointed. 

6. Local Proposals: A proposal is presented, seconded and then debated/agreed upon before sending list of delegates. Remember, all proposals would go to Hadhrat Khalifatul Masihaba for review. Local proposals have to be agreed upon by the Local Majlis – they cannot be submitted by one person without the buy in from all the members present. See section 11.6 for proposal template.

7. Criteria of a good proposal: Be of national scope, be in MKA domain, requires a structural change or financial budget allocation. It is not vital for the proposal to meet all the above criteria and all ideas should be welcomed

8. A proposal previously presented, debated and decided upon (accepted or rejected) cannot be submitted for three years minimum. Even after that, a change in ground reality and the proceedings of original discussion are required before it can be discussed again.

9. After all the proposals from Local Majalis are submitted, MKA National Amla meets and discusses the proposals. Consensus is reached as to which proposals are accepted, which ones are rejected and which one are of administrative nature

10. Then all the proposals (with the remarks of National Majlis-e-Amla) are sent to Hadhrat Khalifatul Masihaba as ‘agenda’ for approval for discussion. Huzuraba will make the final call as to which proposals are to be discussed.

11. Final/Selected proposals are to be emailed to all Qaideen at least two weeks before the Shura so they come prepared.
11.3.2 Day of Shura

1. Tilawat.

2. Encourage prayers, wuzoo, and cap.

3. Presiding officer gives a brief account about the etiquette of Shura.

4. Presiding officer (Sadr MKA USA) can ask for a member to come up and assist with the proceedings.

5. Implementation status of last year’s proposals presented by previous years Sub Committee Chairs.

6. All proposals (regardless of their approval status) should be read and then sub-committees are formed.

7. Generally, Finance, Taleem, and Tarbiyyat sub committees are formed.

8. Names are taken for each sub-committee; one can present his own name under exceptional circumstances but it is undesirable to ask someone else to present your name for a certain subcommittee.

9. Sub committees deliberate and then come back with written recommendations signed by the Chair and Secretary.

10. Floor is opened for discussion. Etiquettes of Shura are reiterated. A member of a certain sub-committee cannot talk in favor or against the recommendations of that particular subcommittee unless he reserved his right because of a disagreement.

11. Final Shura recommendations are formed, budget is finalized and sent to Huzuraba within 24 hours for approval.

12. Once Huzuraba gives approval/comments, these results are to be published and Chairmen of Subcommittees should be delegated.  The sub-committee members are members of that committee for the entire year and not just during the Shura proceedings.

13. Shura concludes with Dua.
11.3.3 Post Shura
1. Members are elected for a full year. Subcommittee Chairmen (generally the Mohtamim of that department) should meet periodically with the committee members to ensure implementation. Mohtamimeen are the default project owners.

2. Next year, before the actual Shura, a status report should be required by the committee chairs to submit to the Motamid. All Chairs and members should be made to stand up and recognized in the Shura whether they did or did not complete the implementation.

11.4  Guidelines for Majlis-e-Shura

Following are some guidelines on attending Majlis-e-Shura.

· All Shura representatives must attend the Majlis-e-Shura normally held during the National Ijtema.

· In addition to Shura delegates, other Khuddam should also try to attend the Majlis-e-Shura as observers after obtaining permission from Sadr Majlis. Observers cannot participate in the Shura proceeding; they can only attend the sessions as observers.

· It is mandatory for Shura delegates to attend all Shura sessions in their entirety. In exceptional cases, permission to be excused from a session must be sought in advance from the chairman of that session.

· Before and after the Majlis-e-Shura meetings, a delegate should continue to do Istaghfar (seek forgiveness and protection from Allah) and offer special prayers for the success of the institution of Majlis-e-Shura and his own effective participation.

· A Shura delegate should present his view with prayers and humility. Whether his view is accepted or not should not affect his loyalty to Majlis. He should say, “We listened and obeyed.”

· During the Shura sessions, all advice, counsels and opinions by the members shall be addressed to the chairman of the session.

· Delegates should focus on the intent of a proposal and discuss only relevant issues and should not try to direct the discussion to irrelevant matters or promote personal interests.

· A Shura delegate should listen carefully to all arguments and analyze them rationally before making up his mind on voting either way.

· A Shura delegate should not form an opinion simply because someone who he has high regard for has the same opinion. A delegate should not oppose a proposal on the grounds that he dislikes or have differences with the person making the proposal.

· After Majlis-e-Shura, the representatives from Local Majalis should provide a summary report at a local general meeting.

11.5 Instructions of Hadhrat Khalifatul Masih IVra about Majlis-e-Shura

In light of Hadhrat Khalifatul Masih IVra’s instructions delivered in his Friday sermon of March 27th 1998, Qaideen Majlis are advised to note the following points:

1. A general body meeting of your Majlis must be held.

2. The Shura representatives of your Majlis are required to attend the meeting. They would generally present the viewpoint of your Majlis in Majlis-e-Shura. If new information comes to their knowledge that changes their view, they may present their new opinion.

3. During proceedings of Majlis-e-Shura, the representatives should be very attentive to the discussion. They should take notes so that important points are recorded.

4. Upon return of the delegates from Majlis-e-Shura, a general body meeting should be held. The representatives should report to the Majlis regarding what was discussed in the Majlis-e-Shura and what recommendations were made to Hadhrat Khalifatul Masih Vaba.  They should convey their feelings on how they benefited by attending the Majlis-e-Shura.

5. Majlis-e-Shura is a sacred institution established under divine command. Therefore, we should jealously guard its sanctity and avail all possible means to bring this fact to the notice of the members.

6. In addition to the regular representatives of the Majlis, other members, particularly the members of Local Majlis-e-Amila must attend the Majlis-Shura as observers after obtaining permission from Sadr Majlis.

Following points have been compiled from the concluding remarks given by Hadhrat Khalifatul Masih IVra on the occasion of the International Majlis-e-Shura held in Islamabad, UK in August 1989.

7. The Ahmadiyya system of Majlis-e-Shura is a unique system in the world. There is absolutely no peer, no equal to this system anywhere. I was thinking of this in comparison to those countries where they have a single party house. It may be misunderstood by some that this is also a single party house. It is not so. There are many single party houses in communist countries, in African countries, but this is a non-party house. This is the distinction that you must always maintain and keep in view. Everyone is a member if it is a party. So, practically it is a no-party house. Everyone has an equal obligation as well.

8. This system is manifested at this peak, at its most beautiful expression when the Majlis-e-Shura is attended by the Khalifa of the time himself. Then, order is most perfectly maintained. Then, everybody is very cautious that he should not say anything that would inadvertently hurt the other’s feelings. So, he is very cautious about choosing his words and so on and so forth.

9. What I was thinking about during these discussions was that this system should be maintained in its purity everywhere in the world, as if the Caliph is also present there when somebody else is chairing. I thought how this can be achieved, then, immediately I was reminded of Taqwa again. Thinking of the Caliph being present is not enough. I reject this idea. My train of thought went to the ultimate. That is, always thinking that God is present. When we begin to forget that, we go away, we go astray, we become corrupted and everything goes wrong about our deliberation. So, this is my last message, carry it home. Remind everyone when you get together for consultations, that, we are sitting in the presence of God and before expressing our opinions we must consult ourselves, search our hearts and see to it that, whatever we thought, was in the presence of God. If it was taking shape in the recesses of your hearts under the sights of God, then whatever you say would be blessed. If there were some periods in which you felt as if it were not observed by God, then I assume there you must have made some mistakes. So, I hope you will keep this in view.

Following points have been compiled from the Friday sermon that was delivered by Hadhrat Khalifatul Masih IVra in 1994.

10. I have felt that if one does not keep a keen eye on the Majlis-e-Shura, members of Majlis-e-Shura think that they are sitting in freedom, that there is nobody to watch over them. Then they try to go astray, they tend to leave the right path, and after getting impressed with the worldly bodies they tend to adopt such ways which have nothing to do with fear of Allah (Taqwa). I have explained all these matters on many occasions, recordings of which are available. My advice to the organizers of Majlis-e-Shura meetings is that they should listen to these cassettes and wherever possible make arrangements for members of the Majlis-e-Shura to listen to them as well.

11. This is my experience that whenever a Majlis-e-Shura meeting is held in my absence, people tend to leave the right path and it seems that their behavior will be different in my presence and when I am not looking at them directly, their behavior will be something else. This is a very dangerous trend. The truth is that a righteous person will always spend his life in the presence of Allah, and He is everywhere, looking at you all the time. Unless we generate this belief in ourselves we will not be able to perform our obligations.

12. If, while attending a Majlis-e-Shura meeting, we believe that Allah is watching over us and if we misbehave, or degrade one of our brothers by any means or hurt someone or while giving advice, give it with pride and with the intention to show our knowledge and sharpness, Allah will see all these things but with extreme dislike. The thought that his actions have angered his beloved should shake a true believer.

13. Allah is exposed as well as hidden and one cannot see Him all the time. This is His favor because if a believer sees Him all the time his life will end due to His fear. However, when we do not see Him we feel relaxed. Please, do not feel relaxed while fulfilling your religious obligations including those attached with Majlis-e-Shura.

14. Hide your weaknesses with humble repentance, not with clever crookedness. Make your deeds beautiful and do such deeds that Allah looks at them with affection.

15. When you attend Majlis-e-Shura meeting, do Istaghfar (seek forgiveness) and keep an eye on your weaknesses, and the biggest of these is pride.

16. When you present a view or give advice in Majlis-e-Shura meeting, do it with prayers, such prayers with which, you feel, you will win the pleasure of Allah. Allah will look at you with affection. Seek guidance from Allah, don’t depend on your own cleverness. Pray to Allah that we have gathered in this meeting to present views and give advice, we are doing this for You. Please sharpen our intellect, give such a power to our speech that we may present our view in the best manner.

17. After such prayers, present your view, sit back, whether your view is accepted or not should not affect your loyalty to Jama’at. You should say, “We listened and obeyed” in the same manner as you are used to saying.

18. These are a few things that I thought were necessary for seeking Allah’s blessings and elevation of the spirit of Majlis-e-Shura. If you attend Majlis-e-Shura meeting with this spirit and keep the good traditions alive, I have firm faith that Majlis-e-Shura will safeguard the traditions of Jama’at and will become the key to the eternal life of Jama’at. May Allah give us the strength for this. Ameen.

Hadhrat Khalifatul Masih IIra gave detailed guidance to the delegates of the first Majlis-e-Shura in April 1922. Some extracts are as follows:

19. Good suggestions should be accepted. Do not oppose it on the grounds that you do not like or have differences with the person making the proposal.

20. Don’t be hasty in formulating your views as soon as you hear a proposal. Ponder over them and give your considered opinion.

21. If someone criticizes or points out a defect, do not assume that is necessarily true. Consider and where possible, inquire into it before you decide to second it.

22. Never hold the view that your views are faultless and must be accepted. This approach can prove harmful to you. At times, important and experienced people can make mistakes, while an unknown insignificant person can come out with a good and sound proposal.

23. Base your advice on hard realities and not merely on emotions. On occasions you can use emotions but with reason. If a proposal is basically unsound, then if you play on emotions to make it plausible, it will be wrong and dishonest.

24. There are two types of projects:

(i) Those where spiritual benefit is greater than worldly gain

(ii) Those where worldly gain is greater than spiritual or religious advancement

Always prefer category (i).

25. It is important that our projects should not only be free from defects, but should be superior to those of our opponents. Further, they should improve our past projects and performance. If you ignore these two considerations, your future success will be jeopardized.

26. To stand up and seek the floor merely to repeat what has been said already is not appropriate. It is not necessary that everyone should speak unless he has to offer some new idea or suggestion.

27. Save your own time as well as that of others.

11.6 Shura Proposal Template

Please answer/follow the below questions/steps before submitting a Shura proposal to National Ai’tmad department

1. Is the proposal related to a change/problem/suggestion at National Majlis Khuddam-ul-Ahmadiyya level, and not limited to Local or Regional Majlis level?    
Yes     No 

(A proposal should be related to a change/problem/suggestion at National Majlis Khuddam-ul-Ahmadiyya level, and not limited to Local or Regional Majlis level)

2. Is the proposal related to a change/suggestion within scope of Majlis Khuddam-ul-Ahmadiyya?    







Yes     No

(A proposal should be related to a change/suggestion within scope of Majlis Khuddam-ul-Ahmadiyya and not for changes at other auxiliaries or Jama’at level)

3. Is the proposal related to a structural change/creation of a new office in National Majlis Khuddam-ul-Ahmadiyya? 





   
Yes     No

(This kind of proposal usually requires discussion in National Shura body meeting)

4. Was the proposal seconded by a Majlis member after presented by a member and also discussed at the local level? 

                   








Yes     No

(The proposal has to be seconded by a Majlis member and discussed in Local Majlis meeting)

5. Was the wording of the proposal agreed upon by local majority before submission to National Ai’tmad department?  




            Yes     No

(All proposals would go to Hadhrat Khalifatul Masihaba for review. Therefore, please select appropriate wording  when sending a proposal)

12 Sanctity of MKA Flag

[image: image17.emf]
12.1 Introduction

Alm-e-Inami is the highest award a Local Majlis of MKA USA can win based on their performance throughout the MKA USA year (November to October). It is awarded annually to the Majlis that achieves the maximum score based on a scoring criterion that is approved by National Amila of MKA USA, and may be altered on a yearly basis. The scoring criterion is provided to all Majalis at the beginning of the year. Traditionally, Alm-e-Inami is awarded on the occasion of Jalsa Salana by Hadhrat Khalifatul Masihaba or his representative. The Qaid Majlis along with the members of his Majlis-e-Amila receive the prestigious award.

12.2  Flag Rendering Protocol
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12.2.1  English rendering of the instructions issued by Huzuraba in a letter dated 22nd March 2006

“In future please note that whenever and wherever the flag of Ahmadiyyat is raised there should be a minimum of 12 Khuddam present on duty. There should not be a single moment when it is left unprotected, nor should it ever be allowed to fall. You should appoint a minimum of 4 central office bearers. At the time the flag is lowered at least 2 of these office bearers should be present. The flag should be folded up with care and respect and be kept in a secure locker. This locker should have a combination lock with 2 keys and which require 2 persons to open it jointly. They should be responsible for taking the flag to the flag post and for its safe return. May Allah enable you to fulfill this task. May Allah bless you. Ameen.”

12.3  Stage Transfer Protocol

Alm-e-Inami hand over process on stage:

· In the beginning, the previous year’s Alm-e-Inami Majlis should bring the flag to the stage and hold it until it is handed over.  This would be the Qaid and Amila of the previous year who would hand it over to Sadr MKA USA.

· Qaid and Amila of receiving Majlis should be present on stage to receive the flag from Hadhrat Khalifatul Masihaba or his representative, usually Ameer Sahib.  The 2nd and 3rd Majalis should go in reverse order, Majlis receiving Alm-e-Inami being the last.

· Sadr, Naib Sadran and MKA USA Amila should be present on stage as Sadr Sahib hands the flag and prizes to Ameer Sahib.

· The Alam-e-Inami Majlis should hold the flag on stage rotating members for the entire session.

Tips:

· Scarves for everyone

Part III: Best Practices

“… When someone gets ready to do good deeds, Allah turns the hearts of people toward that person and they affirm and favor him. Therefore, youth of Qadian should become an example. I specifically address that individual member of Khuddam-ul-Ahmadiyya, who wrote a letter to me. I say to him, forget that there is another person in Qadian. Realize that you are the only one responsible for the execution of the task. A person who says that he has only this responsibility and the other individual has another responsibility is not a true believer. A true believer is the one who considers the he is solely responsible.”

(Mashal-e-Rah, Volume 1)

13 Delegation and Communication

Delegation of tasks and effective communication is necessary in every organization. Delegation is important not simply because you can’t do everything by yourself but, more importantly, you need to develop the spirit of serving the Jama’at in all Khuddam, not just yourself. It is also important to communicate to members through various media such as newsletters, announcements, personal touch, etc. Technology should also be used to reach out to the members of your Majlis. 

13.1  How to Manage Delegation

13.1.1 Prayer

When delegating tasks, one must keep in mind at all times that it is Allah the Almighty who gives us the ability to do things and also gives us a chance to serve the Jama’at. So we should remember Allah at all times, especially when we have to accomplish a task, and as a result of our responsibility, be a guide for others in the process. 

So we should constantly pray and seek guidance from Allah in all our endeavors.

13.1.2 Responsibility or Authority? 

In order to remind you of the underlying theme behind delegation of responsibility, you should keep in mind the pledge of MKA:

“…I solemnly pledge that I shall always be ready to sacrifice my life, wealth, time and honor for the sake of my Faith, Country and Nation. Likewise, I shall be ready to offer any sacrifice for guarding the institution of Khilafat-e-Ahmadiyya…”

The Holy Prophetsaw has said:

“A true leader is actually a servant of the people.”  (Bukhari) 

Thus lead with humility. Do not portray yourself as being rigid and mostly frowning, thinking that this demeanor may command authority. 

“No one commanded more authority than the Holy Prophetsaw. Yet he always showed a smiling and cheerful face and never chastised his subordinates.” 

(Friday Sermon Feb 25, 2005)

13.2 How to Reach the Members

A local MKA newsletter or an appropriate section in the Jama’at newsletter is an easy and effective method to communicate news and announcements to the Khuddam. 

Another such tool is an email distributions list; however, be mindful of your email frequency and length. If you email too often, then some Khuddam may get overburdened and start deleting your emails without reading them or wish to unsubscribe but hesitate because they are worried you may categorize them as “inactive”.

Making announcements after the Friday Sermon is another method of reaching the Khuddam. Again, be careful not to abuse this method merely for the sake of making your job easier. Try and keep the announcement short, precise, and to the point. Mention a “for-more-information” contact person as well.

13.3  Use of Technology

An essential quality of a successful leader is organizational ability. Any tools to help one meet this end are beneficial. However, the word ‘beneficial’ should not be mistaken with ‘essential’. For instance, a PDA would be extremely helpful, but you can effectively use a pen and pocket notebook as a close substitute.

The Holy Prophetsaw said: 

“Wisdom is the lost camel of the believer.” (Bukhari)

The camel in Arabian culture was a highly valued animal. Enormous efforts were spent in trying to retrieve a lost camel. Therefore, create a sense of yearning in seeking out new technologies that can make you an effective leader, or learning software packages like Word, Excel, PowerPoint, etc.

13.3.1 Email, Phone and In Person

· Email is a convenient and effective means of communicating with your membership; however this technology can easily be abused or underutilized. 

· Emails have a tendency to lose the emotional element that, at times, is essential for your message to reach the hearts of the Khuddam. 

· When assigning work, a good rule of thumb is to email first. If there is no response, then a call is necessary.

· Some things need to be discussed in person. For instance, Allah selectively uses an element of fear in the Qur’an to repeatedly warn the righteous. Similarly, a Qaid can use such techniques to “wakeup” the Khuddam and make them aware of their responsibilities.

· Consider handwritten letters more often. If a Khadim receives a letter, he may feel guilty throwing it away. His psychology being “My Qaid is trying so hard, maybe I should also try a bit harder.”

· Items of an urgent nature will, of course, require phone calls.

13.3.2 Expected Response Time

The Qiad is a role model for all Khuddam and it is expected of you to respond to email or phone communication within a reasonable amount of time. Develop a culture to respond within 24 hours. If you are going to be unavailable for a longer duration, please let the members of your Majlis know so that they are informed.

13.3.3 How to Make It Work

13.3.3.1 Brotherhood

Prepare your Khuddam, particularly your Amila, for a smooth management of day-to-day Majlis affairs by reinforcing a bond of brotherhood with them. The Holy Qur’an says:

“Verily, Allah loves those who fight in His cause arrayed in solid ranks, as though they were a strong structure cemented with molten lead.” 

(Chapter 61, Verse 5)

Try to do work in teams. This golden rule is learned from the Holy Prophetsaw’s emphasis on congregational prayer. There is great blessing in working together, as with praying together, even if it may take more time and patience.

Share successes with your Majlis, such as when you are awarded Alm-e-Inami. Make it clear to them that by the grace of Allah, success was met because of unity and brotherhood as a Majlis.

13.3.3.2 Love

To love someone is to get to know them and to feel both their happiness and their pain. The Holy Prophetsaw said, 

“In their sympathy and love and kindliness, the believers are like the limbs of single body; if one of them ails the whole body is feverish and troubled.” (Bukhari)

Following in this spirit, try to love each Khadim in your Majlis, even if you do not fully agree with his habits or characteristics. Don’t shy away from expressing your care for him. The Holy Prophetsaw said, 

“If a person loves his brother, he should tell him the he loves him.” 

(Abu Daud and Tirmidhi)”

14 Cultural and Social Matters

14.1 Conflict Resolution

14.1.1 What is the meaning of conflict?

Conflict occurs between two parties who are in disagreement with one another. Conflict does not necessarily lead to violence and conflict is not violence. It is when something is not being satisfied in the desires of a person. Conflict can be both positive “healthy” or negative “unhealthy.” Conflict is when two people affirm to their wishes and no compromises are being made. It is the incompatibility between the interests of two parties. Having dialogue and one to one communication allows the opportunity for compromises to arise and all negative conflict to subdue. Resolution is the trying to achieve consensus and compatibility of interests among both parties. Collaboration is the best style of behavior to achieve an effective and cooperative response. 
From the saying of the Promised Messiah (as), 

"Though truthful and justified in your stand, be humble in your demeanor as though you were in the wrong, so that you yourself should be treated with forgiveness."
(Noah’s Ark- Our Teachings)

14.1.2 How do you resolve a conflict?

For the quick crash course to conflict resolution, one would separate both parties from the public and depending on their anger, seat them in a room and initiate a respectful conversation. This conversation will be a chance for them to tell their stories. You, the third party mediator, needs to analyze the positions, interests and needs from both parties. The needs are where positions or interests are sacrificed for a resolution. Maslow’s hierarchy of needs is the best model to follow(see Appendix C). You should be respectful and unbiased to both sides. Reframe what you hear and allow one person to interject his thoughts. When one is finished, the other can begin. When both sides have fully discussed their cases, you rephrase and pick out the crux of the conflict. You brainstorm for potential solutions and  then draft a mutally binding agreement. Have both parties sign the agreement. 
14.1.3 What if I don’t see a clear resolution?

When you do not have a clear idea of how to proceed, look for the answer through your prayers and the Holy Qur’an. It cannot be overstated that prayers are the most potent means by which a Qaid can succeed. 

The first thing the Holy Prophetsaw would do when faced with a crisis is turn to prayer. The first thought of the Prophet Noahas at his time of distress was the prayer, as stated in the Holy Qur’an: 

“Lord, I am overcome; so do come to my help.” (Chapter 54, Verse 11) 

14.2 Marital Issues

14.2.1 Who plays a role in helping Khuddam find a rishta?

At the home level, it is the parents or guardians and most importantly prayers. At the Majlis level, it is the President who can help Khuddam in seeking rishta. 

14.2.2 If a Khadim comes to a Qaid, looking for a “Rishta”, or asking about the status of another khadim, how do we respond? 

Keep a low threshold to seek guidance from your Regional Qaid or Jama’at President. When giving your opinion about someone, stick to the facts (he comes to the meetings, he pays MKA membership dues, he offers Jummah prayers) and do not offer subjective statements such as “he is a very pious member”, “he is very righteous”.  You are a character reference and should conduct this reference based on facts.

14.2.3 If a Khadim is having marital issues, what route does he pursue? 

Unless you are quite certain that you can handle the situation in a productive way, seek guidance from Local Jama’at President or respected Local Missionary. They have extensive experience and are a valuable resource. 

14.3 Cultural practices

14.3.1 Is it ok to incorporate practices from American culture?

Yes, it is ok to benefit from the best practices in American culture and we should not hesitate to incorporate some good concepts and ideas learned from this culture. These include concepts such as time management, work life balance, dedication and hardwork, honesty, and discipline. 

14.3.2 Is it ok to announce positions when giving out prizes in a competition?

Yes, it is okay to recognize the relative ranking of each individual in the competition when announcing their positions. So, the practice of giving out prizes such as 3rd, 2nd and 1st is considered ok.
14.4 General Concerns

14.4.1 If a member refuses to pay MKA membership dues, what is the correct process to handle that? 

Individuals typically refuse to pay based on the way they are asked or approached. Remember the practices of prophets when you approach them. Financial sacrifice is for their benefit. Our job is to communicate the message and communicate it well – without ambiguity. Then pray for them.  You can also share their options of pay membership dues, don’t pay membership dues or asked to be excused from membership dues from Huzuraba. 

14.4.2 How should Qaid respond/address to when non-MKA members make operational suggestions to an MKA program/activity?

Share this with your Regional Qaid and let him help you with this scenario.

14.4.3 Some Khuddam/Amila Members on MySpace/Facebook: is it ok? 

We have general guidelines from Huzuraba about limiting our time online and with other technology (text messaging, chat, emails etc). There is a fine line between necessity and ‘lagh-vi-aat’ meaning useless activity leading to waste of time. As a Qaid, it is not your job to track down who is a part of which social website but to educate them about the dangers of such sites, make them aware of Huzuraba’s directives gently.

14.4.4 What if a Jama’at’s president suggests to the Local Qaid to change an Amila member or want to make MKA Amila change? 

Share this with your Regional Qaid and let him help you with this scenario.

14.4.5 How to create effective plan by working with office holders with too much responsibilities? 

      Set written expectations in the beginning. Help them realize the trust of them being a part of the Amila.  

14.4.6 Does Jamaat Presdient have the authority to interfere with MKA activities? How do I handle a scenario when a Jamaat official assigns a Khadim a conflicting task?
The Jamaat constitution states that the administration of Jamaat has no authority to interfere in the programmes of auxiliary organization, and so the Jamaat President can not interfere with matters of MKA.

However, the constitution gives clear priority to the work of Jamaat over any auxiliary organization. If an office-bearer, such as Jamaat President, assigns a duty to a Khadim as a member of the Jamaat, and there is a conflict with another concurrent task related to MKA, the latter should act in his capacity as a member of the Jamaat and not as Khadim, and inform the Qaid or other relavant member of MKA that he has been assigned another duty at the Jamaat level and he will attend to that first.

15 Handling Diversity in Membership

Taking into account the diversity of the members of your Majlis is essential to forming a loving, caring relationship between you as the Qaid and the Khuddam in your Majlis. You have different types of groups in your Majlis; new converts, on-the-fence members, tabligh contacts, and different racial or ethnic groups may all be a part of your Majlis.

15.1  New Converts

Our success as Ahmadis can be gauged by how many people we can attract towards us. After that attraction is set, it then becomes a natural process that if those persons truly interested in Ahmadiyyat are handled in a way that reflects our creed “Love For All, Hatred For None”, they will InshAllah join us in our quest for peace. What we’ve seen in America is the ability to draw people in with rational argument and mind-boggling realizations, but unfortunately after the initial excitement of new information wears off, the seeker is only left with the task of becoming comfortable in a community that may be totally foreign to him. It is because of this point that it is very important that the Qaid in a Majlis that has been blessed with a new convert be very self-analytical and feels the need to take responsibility for the nurturing of the new contact or member. This doesn’t mean that all your time should be spent with the individual, but you as the representative of the heart of the Jama’at should try your best to provide a consistent example of compassion and dedication to this individual so he understands what are the keys to being successful as an Ahmadi. 

We have to be sensitive to the fact that before this point, the new member had no idea of what was fully expected of him as a creation of Almighty Allah. So patience becomes key as well, as sincere concern and desire to see your new brother attain the peace you are striving for. We must not feel that we are any better because in reality that person has become our test by Allah to exhibit ourselves as true Ahmadis and inspire this individual to love/fear God, as we should. Therefore we must be very careful to be compassionate, humble and attentive to their needs because if we mishandle these relationships and misrepresent Ahmadiyyat, we could act as Iblis and create distaste for the community of the Promised Messiahas. Be aware of the energy you transmit and reactions you receive. Ultimately we are in the business of establishing peace and we as Ahmadis have realized that peace only comes from sincere Taqwa. We must always use wisdom and righteousness when dealing with guests of the Promised Messiahas and new members of his community to ensure that Islam (peace) is established in. 

On-the-Fence Members: The key to reaching on-the-fence members is not so different from reaching out to new contacts or even non-Ahmadis. The sad fact of the matter is that most of us can be considered on-the-fence members because only a small percentage of us feel that we are involved in our community at the level that is expected of us. If we were truly dedicated in our task in USA, then this country would have been visibly affected a long time ago. The first thing we have to understand is what is expected from a truly active community and what is done to give the impression of activity while nothing significant is actually taking place. We have many fringe members, for the same reasons we have no new converts, because the true spirit of Compassion and Sacrifice for Faith is almost non-existent. Ahmadi Khuddam should be constantly involved in outward exhibitions of compassion and service in areas where it will be appreciated the most. These activities show the practical application of our creed “Love For All, Hatred For None.” This message reverberates in all communities, but has only been provided with a guideline (Qur’an/Hadith) on how to do so within ours. The Qaid must have a sincere compassion for the needy, both spiritually and physically, and should be instrumental in creating opportunities to address these issues within and outside his Jama’at. Once we can establish an aura as a Jama’at of compassion and dedication to establishing peace wherever we are, it is guaranteed that hearts will be affected and people will join us in droves, InshAllah. 

15.2  Tabligh Contacts

Tabligh contacts should be anyone we come in contact with. As Ahmadis, we must understand that anyone who fulfills the 10 conditions of Bait will exhibit such a light that anyone will be interested in finding out more about him and what makes him work. As a Qaid we must do our utmost to make those conditions the basis of our lives just because people are looking to us in many cases for guidance. The most effective way of developing a new contact is by becoming the person’s sincere friend. We have to be concerned for his well-being. We should call on them frequently and always try to deal with them with the best intentions. Remember that ultimately we don’t make people Ahmadis, Allah does, and that he has set in place a system of bringing people closer to Him by interacting with His enlightened ones. Our trial, as the enlightened ones, is to deal with every contact in a manner that is pleasing to Allah as we understand it and Almighty Allah will take care of the rest.

15.3  Racial Diversity

The Holy Prophet Muhammadsaw said in his final sermon:
“O People, your Lord is One, you are the progeny of the same father (who was created from dust). Hence it is not permissible for you to make any discrimination between high and low. Neither an Arab has superiority over a non-Arab, nor a non-Arab over an Arab. A white person is not superior to a black person, nor a black is superior to a white. The most honorable among you in the sight of God is the one who is the most righteous.”  

(Muslim)

We exist in a country of countless backgrounds, cultures, and skin colors. However, as Muslims we must realize that everything that we have been granted in this physical life has been given to us as a trial. The trial has always been to keep pleasing Allah on a higher level than any other idea or motivation. We must realize that we are going to be born into situations that we have no control over and raised with comforts and practices that seem as natural as breathing, but when we accept that there is a Divine agenda at play and decide we want to be a part of it, we have to give up all of our comforts for furthering that Divine agenda. The Qaid should try to inculcate a loyalty only to Allah and His messengers and realize that the only guarantee for true success is by following the Holy Qur’an and the example of the Holy Prophet Muhammadsaw. In following hissaw example we have to be able to extend ourselves to anyone. It is important to force ourselves to meet people we may not at first feel comfortable with and do our part to create love between mankind. It is said in the Holy Qur’an:

“Race was only created so we could recognize one another.” 

(Chapter 49, Verse15)

The Holy Prophet Muhammadsaw also said:

“You are brothers and sisters. You are all equal. No matter to which nation or tribe you belong and no matter what your status is, you are equal. Just as the fingers of both hands are alike, nobody can claim to have any distinctive right or greatness over another. The command that I give you today is not just for today but it is forever. Always remember to and keep acting upon it until you return to your true Master.” 

(Muslim)

Part IV: Tips and Advice

“If you keenly involve yourself in carrying out acts of goodness, I can honestly tell you people will definitely be influenced by you.

Sun can rise from the West instead of the East, Sun can set in the East instead of the West, but it is impossible that an act of goodness is initiated yet it goes to waste. It is not possible that you can commit an act of goodness and Allah does not accept it.”

(Mashal-e-Rah, Volume 1)

16 Process of Hierarchy – Where to Go for Questions

The hierarchy of the Jama’at has its roots in Divine guidance and must be respected. As you perform your duties, you may be faced with questions, issues, or grievances that you cannot address yourself. In such cases, you should follow the proper Jama’at hierarchy to get resolutions. And of course, pray to Allah for guidance and forgiveness.

16.1  Roots of Jama’at Hierarchy

The hierarchy that exists in the Jama’at today was established by Hadhrat Khalifatul Masih IIra. This system is like no other in the world since it has its roots in God Almighty and is established for the Jama’at that is appointed to guide humankind to the worship of that One God. As such, it must be respected and adhered to without any regard for individual gain.

16.2  Questions

Do not be afraid to ask questions. The fact that you are coming up with questions means that you are thinking and pondering over your tasks and responsibilities. This is a good thing. Others in your Amila may have similar questions in mind but may be hesitant to ask them. So take the lead and clarify the issue(s) for yourself and others as well.

16.3  Issues/Grievances

During your Qiadat, you will undoubtedly be faced with difficult decisions. In case issues/grievances arise which you can’t address, you should use the proper protocol to escalate them for addressing. 

· Try to avoid conflict and/or issues. Remember, you are a leader for the youth in your community, so set a good example.

· Try to resolve any issues that come up using Taqwa and wisdom. When discussing an issue with a mentor or guide, never mention the names of specific parties involved. Rather, seek advice in general terms to gain a better understanding on how to resolve the issue.

· If there is an issue that needs escalation, always be candid and straightforward in your dealings.

· If the issue or grievance is serious enough or cannot be resolved by any other means, document it. If it’s not worth documenting in writing, it’s not worth complaining about!

· Send a copy of your written grievance to the proper person in the chain of command AND also give a copy to the person who is directly affected by the grievance (e.g. the person who brought up the issue). This will ensure a candid and straightforward approach in your dealings.

16.4  Utilize the System of the Jama’at

A number of resources exist in the Jama’at to address the issues faced by a Qaid. Following are some of the important resources for your reference:

· Literature

Read the relevant section of the MKA Constitution. For example, if there is a question that relates to the responsibilities of Nazim Taleem vs. those of Nazim Tarbiyyat, read the relevant sections of the Constitution and try to understand the essence or the spirit of the issue under discussion and not just the literal statements or declarations.

· Regional Qaid

The Regional Qaid is a great resource for getting advice on various Majlis issues. Bring up your questions in the monthly Regional teleconference. If the question/issue is of a personal nature or involves specific parties, discuss it in writing and on a one-to-one basis. Personal issues that involve other members should never be discussed in public forums like conference calls or meetings.

· Naib Sadr

Naib Sadr can be contacted if the Regional Qaid is not available or cannot provide the required assistance. In addition, if the issue is of a National nature, the Naib Sadr may be a good resource since he would have much better insight on MKA issues on a National level. 

· Sadr

Going through the organizational hierarchy of MKA USA (Nizam) translates to adherence to and respect for the system of the Jama’at. This is of utmost importance.

However, if an issue requires assistance from Sadr, he is available.

17 Resources

Many resources are available to you as a Qaid. You should make it a point to seek guidance from various sources when deciding on difficult tasks that you are faced with. These resources include excerpts from the Holy Qur’an, sayings of the Holy Prophetsaw, Malfoozat, Khalifatul Masihaba, Regional Qaideen, Jama’at Presidents, Majlis Khuddam-ul-Ahmadiyya website, QRC, other articles, seven habits of successful Qaid.

17.1  Excerpts from the Holy Qur’an

[3:111] You are the best people raised for the good of mankind; you enjoin good and forbid evil and believe in Allah. And if the People of the Book had believed, it would have, surely, been better for them. Some of them are believers, but most of them are transgressors. 

[42:39] And those, who hearken to their Lord, and observe Prayer, and whose affairs are decided by mutual consultation, and who spend out of what We have provided for them

[5:3] And help one another in righteousness and in piety;

[53:40] And that man will have nothing but what he strives for;

[61:3] O ye who believe! Why do you say what you do not? 

[61:4] It is most hateful in the sight of Allah that you say what you do not.

17.2  Sayings of the Holy Prophetsaw 

Abu Dharr and Mu'az ibn Jabal relate that the Holy Prophetsaw said: Mind your duty to Allah, wherever you are; and follow up evil with good, the latter will wipe out the former; and behave well towards people. (Tirmidhi)

Shaddad ibn Aus relates that the Holy Prophetsaw said: A wise person is one who watches over himself and restrains himself from that which is harmful and strives for that which will confront him after death; and a foolish one is he who gives rein to his cravings and seeks from Allah the fulfillment of his vain desires. (Tirmidhi) 

Abu Hurairah relates that the Holy Prophetsaw said: Hasten to do good before you are overtaken by one of seven misfortunes: perplexing adversity, corrupting prosperity, disabling disease, babbling dotage, sudden death, the worst apprehended Anti-Christ, the Hour, and the Hour will be most grievous and most bitter. (Tirmidhi)

Ma'qil ibn Yasam relates that he heard the Holy Prophetsaw say: Allah will forbid Paradise to one whom He appoints in authority over people and who plays them false, die when he might. (Bukhari & Muslim)

Ayesha relates that she heard the Holy Prophetsaw say in her house: Allah, when one who is placed in authority over my people is hard on them, be Thou hard on him also, and when such a one is gentle with them, be Thou gentle with him also. (Muslim) 

Narrated Abu Musa: The Holy Prophetsaw said: A faithful believer to another faithful believer is like a building whose different parts strengthen each other.

Uqbah ibn Amr Ansari relates that the Holy Prophetsaw said: The reward of one who guides another towards good is equal to the reward of the latter. (Muslim)

17.3  Writings of the Promised Messiahas 

 “The members of our Jama’at ought to show something distinctive in their day-to-day behaviors. If somebody, after accepting Bai'at, does not show any distinctive condition and persists in mistreating his wife and children and other people, even after submitting his pledge of "Bai'at", then what is the use of his "Bai'at"? It is very essential that one should demonstrate such an excellent example of dealing with one's family, relatives, neighbors, and even those who are opposed to him that they should speak out with one voice that this person has completely changed after "Bai'at" and is no longer his old self. 

Remember it very well that if you pursue the activities of your inner selves, then the people will definitely look upon you with respect and honor. Take the example of the Holy Prophetsaw. The people were so impressed and overawed by the power of his noble moral character that once they suspected that the Holy Prophetsaw was going to pray for their destruction. All the non-believers got together, came to the Holy Prophetsaw, and begged of him not to pray for their destruction. A truthful person certainly commands respect and dignity among the people. 

If Ahmadis clean their inner faculties and pursue their normal life activities, surely, all the people around them will yield to the power and dignity of their noble character.” 

(Malfoozat, Vol. 9) 

“This is very important that waizeen (preachers or ministers) should be trained in our Jama’at. But they will be worthless if they are not different from others. Firstly, they should bring about a change in themselves and demonstrate a pious transformation so that others may be impressed with their worthy model. A good practical model itself is the best sermon. Those who preach but do not act themselves on that sermon will not impress others. Their sermon becomes the source of permissiveness. This is because when listeners find that the minister himself does not act on the advice that he gives, then they consider the minister flighty. Therefore, the primary thing that is required of the waiz (preacher) is his own practical bearing. 

The second thing that is required of the waiz (preacher) is that they should be well versed about our creed and beliefs. They should well understand what we offer to the world. Their knowledge about our creed and beliefs should not be fragmentary so that there are no sorry figurescut before our adversaries. The waiz may not be unnerved at criticism and when dealing with objections. Therefore, it is essential that one should have solid information. 

Thirdly, a waiz should be courageous and fearless so they may have heart as well as tongue to speak forcefully for the explanation of the truth. He should not be cowed down with the affluence of the rich, strength of the sturdy and authority of the administrator. When our preachers will have these three qualities, it will be then that they will be valuable for the Jama’at. 

This courage and valor will produce a pull in them that will attract hearts towards our Movement. But this pull and charisma demands two things without which they cannot be developed. First is thorough knowledge and second is Taqwa. No knowledge is useful without Taqwa, which does not come without knowledge. This is the way of Allah that when man acquires extensive knowledge, he becomes shy and modest. Therefore, our waizeen must be well prepared in these three things. 

This is because I frequently receive letters enquiring about the answers of certain objections and how they should be replied and what is the explanation of that criticism. 

How can we reply to so many letters? If these people acquire extensive knowledge and study our books carefully, they will not have difficulty. ”

(Ruhani Khazain, No.2, Vol. 3, pp. 369-370)

17.4  Instructions of Huzuraba for MKA

In Huzuraba’s meeting with National Majlis-e-Amila, Khuddam-ul-Ahmadiyya, Indonesia in 2006, Huzuraba inquired from the Mohtamim Tarbiyyat about the program that has been developed for Tarbiyyat. Huzuraba said program should be made for the education and training. Initiate moral training classes. Do a survey to find how out many Khuddam come to Friday prayers; how many Khuddam come to the mosque; how many Khuddam recite the Holy Quran on a daily basis. Huzuraba mentioned that you should be aware of all these figures. Huzuraba stated: 

“Offering prayers in congregation is vital and much attention should be drawn towards this. Further more, contact should be made with those who have accepted Ahmadiyyat in the last few years.” 

Huzuraba inquired about Khuddamul Ahmadiyya’s magazine from the Mohtamid Publication. In Indonesia, Khuddamul Ahmadiyya regularly publishes a monthly magazine. 

(Al- fazal International, May 5, 2006 Page 12 )

In Huzuraba’s meeting with National Majlis-e-Amila, Khuddam-ul-Ahmadiyya, Australia in 2006, Huzuraba inquired from the Mohtamim Tarbiyyat about how many Khuddam listen to the Friday sermon on MTA. Huzuraba took a survey and instructed that a plan be made for those who do not listen to the Friday sermon. Huzuraba then inquired about the number of Khuddam who can read the Holy Qur’an; those do not recite the Holy Qur’an regularly; what is the number of Khuddam who recite the Holy Qur’an 15 days in a month?  

Huzuraba stated that those who do not recite the Holy Qur’an regularly should at least be reciting the Holy Qur’an 15 days in a month. Once they start reciting the Holy Qur’an 15 days in a month then they will develop the habit of consistently reciting the Holy Qur’an. Huzuraba inquired from the Mohtamim Tarbiyyat about the training program. He was told that two training classes are being organized this year and efforts are being made for Khuddam to join the system of Wasiyyat (Will). Huzuraba evaluated progress made so far and instructed that a lot of work has to be done.

Huzuraba surveyed the members of the National Majlis-e-Amila of Khuddam regarding how many are offering prayers in congregation. Hazoor pointed out that if Amila member (himself) does not offer at least one prayer in congregation, how can he say any thing to anyone else? Huzuraba also inquired about the numbers of Amila members who recite the Holy Qur’an daily. Huzuraba instructed that the habit of daily recitation should be developed. Huzuraba instructed that Khuddam who are not in close contact with the Majlis should be try to brought closer through their friends (involvement).

(Al- fazal International, May 26, 2006 Page 10-11)

17.5  Sermons of Khalifatul Masihaba
December 5, 2003 - Jama’at system and role of its office holders

December 31, 2004 - Administrative System (Nizaam-e-Jama’at)

17.6  Websites

MKA USA website at http://www.mkausa.org/. This is an important source of current activities and documents. Visit it on a weekly basis to check on what is going on.

The official website of Jama’at Ahmadiyya at http://www.alislam.org/. It is full of educational and reference material.

The official website of Jama’at Ahmadiyya USA at http://www.ahmadiyya.us/. 

17.7  QRC

Usually held over a weekend during winter. Make a resolution to attend. It will help you understand how the system runs.

18 Glossary

18.1  Comparison of National Officeholders

	Jama’at Ahmadiyya
	Majlis Ansarullah Ahmadiyya
	Majlis Khuddam-ul-Ahmadiyyah
	Lajna Imaillah Ahmadiyya

	Ameer
	Sadr
	Sadr
	Sadr

	Naib Ameer
	Naib Sadr I
	Naib Sadr
	Naib Sadr

	
	Naib Sadr II (40-55)
	
	

	General Secretary
	Qaid Umumi
	Motamid
	General Secretary

	Departmental Secretary
	Qaid
	Mohtamim
	Secretary


18.2  Comparison of Local Officeholders

	Jama’at Ahmadiyya
	Majlis Ansarullah Ahmadiyya
	Majlis Khuddam-ul-Ahmadiyya
	Lajna Imaillah Ahmadiyya

	President
	Saiq
	Qaid
	President

	General Secretary
	Muntazim Umumi
	Motamid
	General Secretary

	Departmental Secretary
	Muntazim
	Nazim
	Secretary


18.3 Frequently Used Terminology

	SINGULAR FORM
	PLURAL FORM

	Khalifa
	Khulafa

	Ameer
	Umara

	Da’I-Ilallah
	Da’een Ilallah

	Khadim
	Khuddam

	Nasir
	Ansar

	Nazim
	Nazimeen

	Muntazim
	Muntazimeen

	Qaid
	Qaideen

	Saiq
	Saiqeen

	Tifl
	Atfal

	Sadr
	Sadran

	Afsar
	Afsaran

	Ijtema
	Ijtema’at

	Halqa
	Halqaja’at

	Zaeem
	Zo’maa

	Sahib
	Sahiban


18.4  Translation of Urdu/Arabic Words

	Ameer
	Leader (In Jama’at, National In Charge of the Jama’at of a country outside Pakistan and India)

	Anjuman
	Assembly, meeting, society, or council - used for Jama’at

	Atfal
	Plural of Tifl, see Tifl

	Chanda
	Subscription (donation that an Ahmadi makes to the Jama’at)

	Chanda Jaat
	Plural of Chanda, see Chanda

	Halqa
	Subdivision or a sector of a Majlis

	Ijtema
	Gathering (Convention)

	Ijtema’at
	Plural of Ijtema, see Ijtema

	Jama’at
	Association or organization – used for the Ahmadiyya Community

	Khadim
	One who serves - used for a male member of Jama’at Ahmadiyya who is between the age of 15 - 40 years, inclusive

	Khuddam
	Plural of Khadim, see Khadim

	Majlis
	An association of Atfal or Khuddam – Local or National

	Majlis-e-Amila
	Executive Committee or Managing Committee

	Musleh Mau'ud
	Promised Reformer (The title of Hadhrat Khalifatul-Masih IIra)

	Nazim
	General Manager (one who manages a department at Local Majlis level)

	Nazimeen
	Plural of Nazim, see Nazim

	Nizam
	System

	Qaid
	Leader of Local Majlis or chapter

	Sadr
	President of auxiliary (Khudam, Ansar and lajna)

	Shura
	Consultative body that typically meets once a year

	Tajneed
	Census (membership of Atfal and Khuddam)

	Taleem
	Education

	Tarbiyyat
	Training and education, especially spiritual, religious, moral, and social

	Tifl
	An Ahmadi boy between the ages of 7 - 15 years, inclusive

	Saiq
	In charge or leader of a subdivision or a sector within Majlis/chapter


19 APPENDICES

19.1  Appendix A: Quick Finance Reference Sheet
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‘THINGS TO DO T0 IMPROVE YOUR COLLECTION EFFORTS ... | | THINGS TO AVODD ...

o Offer Tahajud prayers specifically for your efforts o Calling once a year for Chanda
«  Lead by cxample—make sure you are up-to-date « Asking for Chanda the first time you see a member
« Local Amila members should pay every month, ensuring o Teasing a member for being “inactive
segular reporting «  Discussing Chanda participation among members
« Establish relationship with member before asking for « Assuming that someone won't pay
Chanda « Only email a general message once a year
+  Have an understanding of the reason for the establishment | [o  Focusing on Chanda only duing the last month of FY
of MKA o Not being empathetic to individual citcumstances
o Make mental notes on members, 50 you kuow more about | |4 Relying on one individual or a few individuals fo take care
them—family, interests, hobbies, etc. of the Majlis® budget
o Prepare a general handout about finance that can be given | |4 Forgetting to offer prayers for yous collection efforts
out to every member « Getiing upset or passing judgment if tesuits are not satis-
« Invite members to your house or go out for coffee Sactory
« Allow various vemues for members fo pay: online, at Jum- | |4 Spending money on “wasteful” itenss that send a wrong.
mah, during Jemaat fuactions, etc ‘message to members

STEPS TO TAKE DURING COLLECTION EFFORT

1. State your position: “As Qaid of the Majlis, one of my responsibilities is to ask members to pay their MKA Chanda.

2. Explain why we collect the Chanda: “From the 22% that we keep locally, we were able to hold 3 functions that helped in train-
ing of Khuddam.

‘Remind them of their budget: “Based on the figutes you provided us. you are budgeted o pay $150 this year for MKA.

4 Remind them to pay on schedule: “As you know, last year many of the members paid in the last month. This creates too much

trouble for both local and national finance departments to reconcile all the avmbers in a short time span. This year 1 ask that

you stay ahead by making sure you have paid your dues a month or two before the end of the year

Take the approach: “Today I would like to request you to make your Chanda payment fo become current and ideally get ahead.

SAMPLE CHANDA PAYMENTS THE IMPORTANCE OF OBLIGATIONS OF A QAID
- Generations benefit from previous generations and we should be mindfol
Income  MKA  Jjema  Tonl 1o them. A time will come whea future incoming Quideen and, office
bearers will be getting prizes where a lot of lsbour from previous
1,200 1200 100 13.00 Qaideen would have been put in. May we progress from achievements
, B B B e have already made to higher and noble achievemets,
2,000 2000 200 2200 —Hagrat Khalifa tul Masih TV, National Tjtema UK 1992
350 3500 292 379
SELF-REFORMATION
G000 4000 333 4333 || Anew spiitual bisth in lie leads to full consciousmess of yousself. This
spiritual zebish i the only answer o all you problems, unless you create
a5 4500 375 4875|  ||anew Abmadiin yousself, you camsot perform yous responsibiltis to
Abmadiyyat and Tslam.
Chanda due based on Monthly Net Income. —Hszrat Khalifa-tul-Masit TV, National Ttema UK 1998

'VERSES FROMTHE HOLY QURAN ABOUTFINANCIAL SACKIFICE
‘The similitude of those who spend theis wealthin the way of Alla i like the similiude of a grain of com which grows seven ears, i each eara
Inndred grin. And Allah mulplies it farher for whomsoever He pleases and Allshis Bountif, AllKnowing. (2:262)

nd the case of those who spend their weslth t0 seek the pleasure of Allsh and o strengthen thei souls is ke the case of a gxden on elevated
‘eround. Heavy rain fall on t 0 that it brings forthis &uit wofold. And if heavy rain does not fall on 1, then light rin suffices. And Allsh sees
‘what you do. (2:266)

Who is he who will lend to Allsh a goodly loan? So He villincrease it manifold fo him. and he will ave a noble reward. (57:12)

Stccessful indeed are the believers . who are prompt and regular i paying the Zakat .. (23:2 and 23:5)

‘You camnot attan fo ighteousness unless you spend out of that which you love: and whatever you spend, Allzh surely knows it well (3:95)





19.2  Appendix B: Event Planning Guide

	Majlis Khuddam ul Ahmadiyya Event Planning Guide

	
	

	Pre Event
	Timeline

	Send an invite to host the event with funding
	16 weeks prior

	Finalize date/location of event
	12 weeks prior

	Finalize a Nazim e Aala (NA)
	12 weeks prior

	Share total funding
	12 weeks prior

	NA to gather a team
	10 weeks prior

	Submits line item budget for approval including travel subsidy
	8 weeks prior

	Updates all info on the web
	8 weeks prior

	Send invites to all special guests
	8 weeks prior

	Assign tasks to team with timelines
	6 weeks prior

	Starts weekly email updates to concerned parties
	6 weeks prior

	Finalize the program
	4 weeks prior

	Finalize rules and info booklet
	4 week prior

	Updates all above (new) info on the web
	4 week prior

	Finalize Questions for survey
	1 week prior

	Post Event Conclusion
	 

	Get survey completed by all participants
	onsite

	Pack up reusable items
	within 3 days

	Upload pics, videos and publish a one pager on website
	within 3 days

	Submit receipts for reimbursement
	within 1 week 

	Hold Red Book meeting/call
	within 1 week 

	Share survey result 
	within 2 week

	Team dinner with prayers
	within 2 weeks

	
	

	 
	 

	
	


19.3 Appendix C: Resolving Conflict: An Example 

POSITIONS, INTERESTS AND NEEDS

POSITIONS 

WHAT you WANT to happen?

Example of Position: 

Omer wants $300 more each month. 

INTERESTS 
WHY do you want it to happen?

Example of interest:

Omer has to have enough money to cover all expenses each month

HUMAN NEEDS*

WHAT you WISH to achieve?

Physiological:

Includes housing, clothing, medical care, food

Safety/Security :  

Includes financial security, safety from risk, health, and safety

Love/Affection/Belongingness: 

Includes belonging to family, friendships, relationships,communication,

acceptance 

Esteem:


Includes power, control, acknowledgment, respect 

Self-actualization:


Achieving personal growth

Aesthetic:





For some people this is so important that it becomes a human need

Example of human need:

Omer needs the safety and security of knowing that his monthly expenses will be met .

*Human needs from Maslow, A. H. (1970). Motivation and personality (2nd ed.). New York: Harper & Row. 
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