MAD Team Leader Feedback Form
1. Team : Welcome Night & Gala Dinner
2. Team Leader: Sam Chee Yee / Raymond Ho
3. Team Members: 

MC cum Program IC (Welcome Night) – Lora Lee, David Liem
MC cum Program IC (Gala Dinner ) – Lim Bee Bee, Kenneth Wee

Stage Manager – Raymond Ho

F&B Coordinator – Lily Lim

Pre dinner Activity- Jeshua

Stage Crew – Catherine Goh, Eng Zee Lin, Brennan Khor, Chee Kim Loon
4. How many Team meetings before Convention? 

8 team meetings 
First 3 on team formation, brain storming on theme and program early in the planning stage.

Last 5 on program details, job delegation, logistics, budgeting, execution detail, man power allocation etc
There are also sub meetings for performance item team and MC rehearsals.
5. How many Team members or Volunteers did you actually need at Convention?
12 team members. No extra help needed.

6. What were your Team’s expenese? Please provide details.
Sound Lighting $5,700

Misc (costume, props, meals, make up and stationery) : ~$700

7. What supplies did you order or bring? (e.g. Secretariat brought Printer, Cartridges, Staples, scissors…; Logistic: Signboard…)
Computer, stationery and costume, accessories
8. In your area of Team Leadership responsibility, what worked well?
Delegated the job to the right people with relevant experience, delegated the job to TM leaders who are committed and responsible.  
9. In your area of Team Leadership responsibility, what didn’t work so well?
Setting the wrong expectation.

We have to anticipate a tiring crowd who have attended a full day session with no opportunity to bath or freshen up, therefore the main priority should be Good Dinner start promptly and continuously, relaxing night and no boring and long speeches.

10. Did you receive sufficient support from the Top Officers, Organising Chair, Co-Chair and/or other Teams, please give detail comments.
Chair person and district officers for the guidance especially on certain protocols.(eg who got to deliver speeches, marching order, seating arrangement etc)
Other team members that provide support such as admission control(volunteer group) Education (on announcement during workshop) etc

Yiang Ping for blasting out newsletters.
11. Did you feel that your work was appreciated and valued?
Yes.  Kind words and understanding received although there were some hiccups during the events
Appreciation dinner was a bonus.

DVD for entire recording of the convention was beyond expectation
12. What do you think would improve efficiency in the Convention Planning Process.
Clear communication so that everyone understand what is happening and what exactly the individual roles.
13. Do you need to contact Suntec Officers, please describe.
Wei Jun for the floor layout and any logistic, equipment request

Michael for F&B matters especially the timing on the dishes served.

14. Please give comment of some positive and constructive comments that you want to share with Suntec
The officer in charge has been very helpful and accommodating especially on the site visit.
It can be irritating to have adjacent ballroom occupied for a workshop conducted by another organization during the gala dinner and I received complaint that our volume is too high thus affecting the neighbour.
15. Please attached copies of any forms, timeline, manpower assignment, Programme … that your team developed or used.
Program sheet attached.

16. Anything else that you feel would be helpful and useful for the next team leaders who will follow in your footsteps.
Make sure that performers rehearse on the actual venue before the event as music, lighting coordination is important
Every committee members from the entire Convention EXCO should play host during the dinners.  Greet and approach delegates especially foreign delegates, ask them for feedback and invite them to enjoy themselves during the event. 
Thank you in advanced for your contribution, it was a great pleasure to work with you and to get to know you.

