Swapa Darshan Ceremoney Planning Guide
1) Before the ceremony day:

1) Setup RSVP website and reminder for doing RSVP.

2) Send out reminders to bring their own warm drinking water for Ekasana/Besna Tapasvis

3) Send our reminder to bring their own food for Ayambil Tapasvis or contact someone if they need help.
4) Send out location & timing information.

5) Send out “NO kids in the lobby”, “1 person per mala”, “volunteers needed” etc. rules and help wanted reminders.

6) Assign owners for each of the items bellow to ensure full coverage.
7) Check sound system for proper function. There are only two inlets for mics in our mixer.

8) Arrange for musicians & singers. Confirm they can sing the swpna duha & halaradu.
9) Talk to guest speaker to have him/her understand what we want to achieve and make sure they are well prepared (particularly to elaborate on swapa descriptions)

10) Finalize food order based on RSVP.

11)  Gather decorating material
2) Hall Preparations:
1) Sound System, speakers, microphones, longer cables if needed.

2) Signs 
i. JSNE (For outside of the conference room to Indicate where is the program)
ii. Building # and Room # (to be posted at temple door to tell where is the ceremoney)
iii. Restrooms (indicating where are restrooms)
iv. Shoes (indicating where to put shoes AND to arrange them in rows)
v. Quite Please (to show periodically during the ceremony)
vi. Sit-down Please (to show periodically during the ceremony)
vii. Tapasvi Signs (Indicating their names, number of upvas etc.)
3) Decoration material

i. Select a theme,  Sarries ,  Frames,  Dhaja / Flags, Chandaravo (for background),  Etc.

4) Tables & Chairs (table for staging swapna)

5) Cloth sheets to cover the floor for sitting.
6) Table covers for swapa holding table

7) Boli Tockens to handout for each supan.

8) 14 Supans, Parnu & Gold Plated Shreefal (used as bhagvan)

9) 3 gold chains & 3 moti mala

10) Pully, String & Plate to bring supans up & down.

11) Books for halarada song.

12) Tapasvi Sitting with Signs

13) Painter’s Tape to mark different areas

14) Art Supplies to keep kids busy

15) Rose Water & Sprayer

16) Big picture of Shree Mahavir Swami

17) Dhoop, Deep

18) Kalpa Sutra and also one with Gujarati Translation.
19) Coconut for shreefal boli

20) Stone to strike coconut on

3) Food Preparations:
1) Paper products for serving food 

i. Plates

ii. Paper napkins

iii. Paper towels

iv. Bowls

v.  Spoons

vi.  Cups

2) Tables for food serving

3) Food serving utensils

4) Vacuum cleaners

5) Garbage bags

6) Food warmers

7) Patla & Steel plates for Ekasana & Besna Tapasvis

8) Warm drinking water for Tapasvis

9) Parbhavana

10) Drinking Water

11) Bring food to the hall

12) Setup food tables for service

13) Setup Drinking Water table

14) Setup garbage disposal

15) Dispose garbage bags

4) Boli Sheets:
1) Panti Signup Sheet
2) Jiv Daya Signup Sheet

3) Sadharan Sighup Sheet

4) Gold Mala Sighup Sheet ($41.00 each, with one person per name instruction)

5) Moti Mala Signup Sheet  ($31.00 each, with one person per name instruction)

6) Boli Sheet (3 copies, 1 for munimaji, 1 or Boli Speaker, 1 for floor manager)

7) Extra copies of suggested boli sheets to circulate among the members

8) Big sing of suggested bolies

5) Activities / Responsibilities:
1) Enforce NO KIDS IN THE LOBBY rule
2) Enforce only 1 person for moti & gold garland (only exceptions are kids & adults who can’t walk by themselves)

3) Circulate “Quite Please” & “Sit-down please” signs periodically.

4) Make sure Danko does not continue to sound when its not suppose to

5) Distribute Boli Tokens

6) Call each boli winner to perform the rituals

7) Make sure detail meaning of each supan gets read for each supan when boli winner is doing supan darshan.

8) Help with Shreefal cutting
9) Photographer

10) Videographer

11) Program Observer (Record timings for today’s items and remind for time left before sunset)
12) Circulate Panti, JivDaya, Sadharan etc. Sheets

13) Use 10/15 year old kids for various tasks

14) Food Serving

15) Clean up crew

16) Bring stuff back to temple

6) Announcements:
1) Ekasana/ Besna ready to serve

2) No kids in the lobby.

3) Signup for various sheets (Sadharan, Panti, Rent, Jiv Daya)

4) 1 person per name for moti & gold mala.

5) Ratri Jago Location & directions

6) Scheduling for the rest of the days.

7) Volunteers needed for various activities (food serving, cleanup, kids control etc.)
7) Floor Management:
1) Use Boli Tokens to minimize name announcement and better execution. Hand out appropriate token when someone wins a boli and tell them to come forward when that number is announced.

2) Enforce no one standing unless they must. All volunteers on the walls or sit down when not needed.

3) Don’t let unneeded volunteers to aggregate near pully or the darshan area.

4) Ensure clear view of Swapa Darshan family

5) Ensure swpna description is renders when the boli winner is doing the swpna darshan and no parallel activity. 

6) Periodic “Quite Please” & “Sit Down” signs circulation.

7) Come up with ways to keep members engaged while the boli is going on, May be provide a program brochure.
8) Manage darshan to dinner transition.
Brochure: 

1 page, 6 columns, 3 on each side. Containing (1) Program Timeline (2) General instructions (3) Suggested Minimum Boli List (4) Swapna Duha (5) Halaradu ?? (6) Jain crossword puzzle  (7) Feedback section

	Problem
	Solutions

	Noise
	Boli Tokens, Control Danko, Quite Please signs, Keep everyone engaged by Duha, Music & Swapnn descriptions.

	Lack of Time
	Advance Boli, Program Observer, Follow predefined timeline and work backwords from finish time. Start on time.

	Caotic Atmosphere
	Boli Tockens, Floor Management (focus on assigned responsibilities), Use more volunteers, structured program, minimize intruptions, give more attention to rituals being performed, reduce amount of people getting up and sitting down (limit 1 person per mala). Use Painter’s tape to mark up floor and create predefined passages for movement.

	Kids
	Activity to keep them occupied, Essay competition, Request parents to come prepared, No kids in the lobby enforcer, kids volunteers (hourly basis), bring all kids in the program when swapna darshan is in progress.

	
	


Essay Competetion Subjects:

Trishla’s 14 Dreams:

My Snatra Pooja Experience:

Things I like & don’t like about my community

Jainism in my life

My Pathshala Experience

What kind of person I want to become when I grow up

Paryushan

Jain rituals (Darshan, Pooja, Upvas, Samayik, Pratikraman, Besna , Navkarvali, etc.)
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