MAD Team Leader Feedback Form
1. Team : Editorial
2. Team Leader: Kris Tay
3. Team Members: Albert Lim, Edward Ma, Cheng Chia Yi, Lynda Neo
4. How many Team meetings before Convention? 

2 meetings but communicate via email for editing of articles & liaison for advertisements
5. How many Team members or Volunteers did you actually need at Convention? 
None
6. What were your Team’s expenese? Please provide details. 

Printing of souvenir magazines & Certificates for 5 winners of Essay Competition – charged to Yiang Ping
7. What supplies did you order or bring? (e.g. Secretariat brought Printer, Cartridges, Staples, scissors…; Logistic: Signboard…) 
None

8. In your area of Team Leadership responsibility, what worked well?
The team worked well and responded promptly with their editing assignments so we were able to work within the deadline. As for the front cover, we were able to convince Emily Por to allow us to use her painting which made the magazine MADly Different. Chris, the printer, is exceptional in terms quality and customer service. Though we had to work long hours to complete the layout and editing, the end product was something the team is really proud of.
9. In your area of Team Leadership responsibility, what didn’t work so well?
The quality for a number of advertisement copies were of very low resolution and as the Chief Editor, I refused to accept them. Hence, Lynda had to liaise with the advertisers for higher resolution copies. However, due to the tight deadline, Chris had to do some final touch-up before printing. There were also last-minute request which we need to accommodate, for example, the Semi-Annual Convention in Nov 2008, the ad copy was not ready so Chris had to put up a simple design.
10. Did you receive sufficient support from the Top Officers, Organising Chair, Co-Chair and/or other Teams, please give detail comments.
Yes, particularly from Organising Chair. As the deadline drew nearer, the Organising Chair, Chris & I were spending long hours at the printer’s office.
11. Did you feel that your work was appreciated and valued?
Yes. We had received great reviews from Organising Chair, Co-chair and other leaders. 
12. What do you think would improve efficiency in the Convention Planning Process.
In my opinion, there were many long meetings. I was unable to attend many of them. 
13. Do you need to contact Suntec Officers, please describe.
No

14. Please give comment of some positive and constructive comments that you want to share with Suntec
No comments
15. Please attached copies of any forms, timeline, manpower assignment, Programme … that your team developed or used.
See attached
16. Anything else that you feel would be helpful and useful for the next team leaders who will follow in your footsteps.
i) To involve the printer from the start, especially from design phase
ii) To ensure that the printer is willing to accommodate last minute changes

iii) To ensure ample publicity is obtained for the Essay Competition and to encourage participation from all Divisions ie. to obtain district-wide publicity

iv) Articles, photos, advertisements to be collated at least 2 months prior to editing to have sufficient lead time 
v) When the printer needs to make changes to the advertisement copies, it is important to get approval from the advertisers before going to print. It is also crucial to keep the person who canvassed for the advertisements informed so that he/she can help to follow up.

vi) For the Essay Competition, it is crucial to work closely with the Organising Chair, especially when it comes to the prizes for winners.

vii) For the editorial team, it is important for the committee members to be strong in the English language as it is a challenge to “brutally” edit the articles.

viii) The articles were emailed to committee members for editing as and when received. Do not wait till all articles are collated as this will slow down the process.

Thank you in advanced for your contribution, it was a great pleasure to work with you and to get to know you.

