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Executive Summary

The formation of IWG was recommended by FEZANA President and subsequently approved by the board members in November 2006. The objective of IWG is to study, develop plans and make recommendations on the infrastructure needs of FEZANA, in terms of (1) office space (2) staffing, and (3) finances.

The IWG consists of three volunteers: Shahrokh Mehta, Syracuse, NY (Chair); Bella Tata, Vancouver, BC and Neville Rustomjee, Denver Colorado, members.

As a result of studying the various scenarios, the IWG came to an understanding that 600 to700 sq. ft. of office space will be suitable for the current needs and immediate future needs of FEZANA. The office can be located in any major metropolitan city in the United States with a sizable Zarathushti population. For the purpose of this study, the cities of New York, Chicago, Houston, and Los Angeles were identified, having large Zarathushti populations. The renting/leasing of commercial real-estate office space has many variables and available options. The IWG have selected office areas in the low to medium price range categories, covering the four metropolitan city as well as their suburban areas.  

FEZANA’s office will preferably be staffed by a Zarathushti ‘office administrator’ initially on a part-time basis. The person, male or female will meet a set of required standards and will be paid competitive salary and benefits, commensurate with the requirements of such a position. 

The finances needed for the purpose of budgeting and cash flow to rent/lease the office space and payment of salary and benefits costs of the office administrator, are expected to total on the low end of US $40,000 to the high end of  $65,000 a year. The one-time purchase price of the office furniture, fixtures, and appliances are estimated to be $7,000 to $10,000. Detail breakdown of costs are available in the report.

The IWG team believes that the cost of office space and staffing cost can be minimized or even drastically reduced, when one or more Zarathushti philanthropists (or Zoroastrian Associations) in North America can donate the required office space. Used office furniture, fixtures, and appliances can also be donated to FEZANA as a tax write-off by individual Zarathushti[s] or a Zarathushti-owned corporation.  However, the IWG strongly believes that the position of an ‘office administrator’ must be a paid professional position, rather than a volunteer position. The benefits of having a physical office, staffed by a paid professional are explained in detail, in the body of the IWG report.

IWG thanks FEZANA President Rustom Kevala, in giving us the opportunity to study and develop plans for the important infrastructure decision. Voting in affirmative by the board members in having a FEZANA office staffed by a professional office administrator will finally fulfill the vision of its founder members in having a permanent “home for FEZANA” – a new beginning on FEZANA’s 20th anniversary year and for the future. 

Sincerely,

Shahrokh Mehta 
Bella Tata

FEZANA - IWG Committee

FEZANA Infrastructure 

  Infrastructure Working Group (IWG) Report

Findings & Recommendations

Infrastructure Working Group Charter:

Infrastructure Working Group (IWG) will review and develop plans and make recommendations for: Examine FEZANA infrastructure needs in terms of office space, staffing, and finances.  Study alternate sites based on facilities already available, feasibility of renting or building an office in a major city, availability of volunteer and paid Zarathushti staff, and any other criteria.  (See appendix 1 & 2)
The Infrastructure Group Team: (See appendix 1-A)

Shahrokh Mehta, Syracuse, NY – Chair, IWG

Bella Tata, Vancouver, B.C. – Member, IWG 

Neville Rustomjee, Denver, Colorado – Member, IWG
The Infrastructure Group Approach:

Office Space:

The IWG have determined that a suitable office space for initially a one-person office, plus a recordkeeping/storage area for all FEZANA’s past, current and future records and documentation (a central depository) will require approximately 600 to 700 sq. ft. of space. This office space will have a desk, chairs, credenza, filing cabinets, bookcases and other necessary furniture, fixtures, equipment and appliances required for a functionally working office. (see appendix 6)
The IWG further determined that the office space can be located in a city with a reasonable size of Zarathushti population (500+). For the purpose of this study, the cities of greater Chicago, Los Angles, Houston, New York/ (New Jersey) and Toronto have been selected. The Zarathushti population/presence requirement is for easy availability of a Zarathushti staff member to run and manage the FEZANA office. The IWG also believes that since FEZANA is a USA registered corporation, it would be most appropriate for FEZANA’s corporate office to be established within continental United States of America.

The IWG contacted by e-mail the leadership of all 25 North America Zoroastrian Associations and Small Group presidents and representatives on 12/26/06 and once again on 1/24/07 (See appendix 3 & 4):

1. FEZANA is looking for availability of an office space to rent/lease in an existing facility/location at any of the Associations current location, such as Community Center, Darbe Meher, etc.

2. FEZANA is not planning to build/construct an office space.

3. If the respective Associations are aware of readily available office space in the Associations existing facility or any other available office space, to contact the IWG.

4. The deadline for submitting the information to IWG was January 31, 2007 which was further extended (on 1/24/07) to February 28, 2007.

It is regrettable to note that as of writing of this report, only one association has responded stating that they are a small association and do not have a community owned real-estate (Hall/Community Center/Derbe Meher) and meet at each others homes. In addition, communications with one additional Association did not materialize in any substantial and/or encouraging conclusion.  

The IWG in the meantime have contacted several commercial real-estate offices in United States and visited several national real estate commercial office space rental web sites to research the availability of the required office space, understand the terms and conditions of leasing such a office space, and finally evaluate the current commercial real estate market, including the monthly rental/lease costs. 

Staffing:

IWG believes that a decision on location of office space (in which city and the type of office space, etc.) should be made first, before announcing and hiring of a staff person to manage the office for two obvious reasons. First, the premature hiring of a person may restrict and limit FEZANA’s decision to a particular city of residence of the staff person; and (2) that FEZANA avoid incurring the possible cost of re-locating the staff person to an office location, other than the city of his/her current residence.  

The IWG came up with following criteria in addressing the staffing of FEZANA office.

a. The position will be of a professional office administrator.

b. The office administrator will preferably be a Zarathushti person – male of female. 

c. The initial search for such a person will be done within the community. If such a person is not available within the community, the search will then be extended to professionals outside the community.

d. Certain minimum academic requirements must be met for smooth functionality of the office activities.

e. That the person be paid a reasonable (but competitive) compensation package (salary and benefits) and as paid by comparable non-for-profit organizations for similar position.

f. The position can be initially a part-time job (three days a week and/or 20 hours a week) and depending on the workload and increasing workload/responsibilities, the position may become full time, going forward.

g. A retired or semi-retired person can also apply for the position.

h. Knowledge of Farsi language can be an added advantage.

Based on the above criteria, a job description was developed and the sample of the “announcement” is attached. (See exhibit 5).

As an alternative and under special circumstances, when a suitable person meeting the required criteria is identified and is prepared and willing to perform the required work out of his or her primary or secondary place of residence, (with separate entrance, telephone & fax lines, high speed Internet connections, furniture and fixture availability, etc.) due consideration can be given to such a person (package deal) in order to benefit and possibly save on cost to the federation.  

The Infrastructure Working Group, Findings

Finance:

The costs of rental/lease of commercial office space are based on several factors and variables. Actual location of the property (high price, medium price and low price areas); downtown vs. suburbs; easy accessibility to public transportation system; availability of parking and associate costs; short and long term rental/lease agreement; furnished and unfurnished office, common area reception availability; high rise (10+ stories with a view) verses single/double story building, etc., etc. When one adds different city location from east to west coast, the rental/lease cost further deviates. 

For the purpose of this study, we have managed to keep the rental/lease costs and related variables, simple, limited and on an average basis.

The rental/lease cost per sq. ft. of commercial office space range from US$ 20.50 to US$ 35.00 on the low to medium price range category.

This translates into rental/lease of 700 sq. ft. of office space to $14,350 to $24,600 per year or to approximately $1,200 to 2,050 per month, averaging in the four major city areas identified earlier. (Please note that Toronto, Canada is not included in above price range.) Once again, the above rental/lease price range falls into low to medium area category.

The yearly utilities/maintenance cost is estimated to be $7,000 to $8,000 a year, including heating & air-conditioning; telephone/fax/internet connections, cleaning and maintenance, parking, etc. 

In addition, there can be security deposit (one to two months rent); brokerage fees, when leased through an agent; possible premium when lease is under two years; and miscellaneous installation charges, if applicable.

The one time purchase of furniture, fixtures, appliances, and equipment cost is estimated to be $7,000 to $10,000 depending on the quality and brand name items purchased. These will include desk, swivel chair, credenza, filing cabinets, book cases, telephone sets, fax machine/copier/scanner, desk top computer, and other office stationery items, etc. (see schedule 6, for details and estimated costs.)

The cost of a “part-time” staff member is estimated to be $18,000 to $25,000 a year, plus 25% benefits. The “full-time” cost of a staff member can be $35,000 to $45,000, plus 25% benefits. (Hourly compensation range from $17.30 per hr. to $24 per hr. for a 20 hour week)

Summary of Costs (Estimates):

The following is the summary of the three components of the “finances” as requested in the charter. The yearly costs of office space are given here as examples in the low to medium price range categories. The staffing cost ranges are also given as examples, based on the current market rates. The utilities costs and the estimated one-time purchases of furniture, fixtures and appliances are given based on best estimates, as follows:




Low End

Low/Medium End 
Medium End
Rent/ lease 

$14,350


$18,000


$24,600

Utilities


$  7,000


$  7,500


$  8,000

Staff (part-time)

$18,000


$22,000


$25,000

Benefits (25%)

$  4,500


$  5,500


$  6,250




Total:


$43,850


$53,000


$63,850

Plus:

Office Item Purchases
$  7,000


$  8,500


$10,000

(See schedule 6.)

Next Steps, Recommendations and Conclusion:

The IWG has provided the necessary information as requested in the charter. The decision to proceed lies with the board members (associations) of FEZANA. 

It must be mentioned here that over the past 20 years, all administration work of FEZANA as a federation at all levels of leadership and administration have been performed strictly on volunteer basis and the work continues in the same manner today – with noble volunteers. While it is commendable that the elected leadership and hundreds of dedicated volunteers over the years have served the federation well; it is also time that the member associations in particular and the Zarathushti community they represent in general, consider the next step of having a permanent office space location supported by a paid professional staff member.  

We in the IWG believe that the time has come for member associations to make a decision on whether an investment in permanent office space, employment of a part-time staff member and associated costs are beneficial for FEZANA as an organization, its members and the North American Zarathushti community. Please note that the cost benefit must not be seen in financial terms only. An organization the size of FEZANA with its solid track-record of 20 years in leading the North American Zarathushti community; increasing the federation’s presence and influence on the world Zarathushti stage; gaining wider respect of its member associations and the Zarathushti community at large; do require a permanent place to conduct and administer its business and manage its affairs from a centralized location. We believe that the consolidation of FEZANA’s 20 years of records, books, magazines, statutory and legal documentation, including board minutes and other legislative documentation require a safe and permanent home. The administrative support of an efficient part-time staff person will greatly enhance FEZANA’s functionality and consolidate its statutory resources. In addition, the federation will join the ranks
of other similar religious and community federations in the United States, that already have similar infrastructure and person/resource support.  

For 20 years FEZANA’s elected officials have been working out of their respective homes across the US and Canada. While this may have worked out satisfactorily, there have been some serious issues that continue to become more critical as time goes on. Many of the records are poorly organized, the whereabouts of several boxes of archival files are not accounted for, and there is no clear record of what is where and with whom. Official correspondences by elected leadership and board members, records of official minutes of meetings, reports of numerous committees and working groups have been passed around every 2-3 years to successive executive and committee personnel. Imagine the chaos of this type of situation over the period of 20 years; it can only be described as disorderly or chaotic. 
 

Add to this, the increased use of computers and the Internet, with executive correspondences spread out on several personal computers, most of it probably irretrievably lost in terms of actual record keeping.  An organization of the size and stature of FEZANA cannot afford to have its important documents and history become this disorganized! Therefore consolidating and cataloguing the paper and electronic archives will be a very important task to be tackled by the office administrator.  
 

The NA Zoroastrian Associations and the Zarathushti community have been served well by dedicated FEZANA officials - the elected leadership and the appointed committee members. Although there have been no major crises due to not having a permanent office and/or a paid professional support, we could "rescue" years of hard work and achievements, by taking dusty boxes out of the basements and attics of current and past FEZANA executives/committee members and placing them in an organized centralized depository. With such a depository, current and future generations can access, benefit, and learn from the data-base of the past 20 years. This would also be true for electronic documents that currently reside in hard drives across North America. 
 

A capable office administrator, supported by office infrastructure, can consolidate the historical records and documentation as well as organize a system in which these records will be safe, (with appropriate off-site back-up) secure and easily retrievable. And then upon discovering the missing holes, we still have the opportunity to retrieve what is temporarily misplaced by contacting past executives and committee members to provide from their still accessible/retrievable paper and electronic files before these documents are damaged/destroyed by computer viruses or natural disasters, and/or individuals move or even pass away. 
 

What is to be FEZANA's legacy --a well-documented history with accessible records in a central depository or a vague hope that the collection of dusty disorganized boxes spread in private homes across North America might hold a clue to what FEZANA has been doing for 20 years.
 

The member associations of FEZANA need to think beyond what has transpired to-date in making a decision. They need to think in terms of support, effectiveness, leadership, record depository, and administration needed in moving forward and in serving the growing and changing needs of the Zarathushti community in North America, as well as its status on the world stage.

Most elected officers of FEZANA (past, present and future) as well as countless numbers of volunteers on various committees and sub-committees have or have had regular day-time jobs. They provide their services to FEZANA out of their love for serving the community and their personal beliefs and passions in providing community service.  Should we not review this “model” in the light that this level of service can be complemented by having the support of a paid professional employee? It is time that we put behind us the notion, that working out of the respective homes is the best way in continuing managing, communicating, serving and disseminating information, for a federation consisting of 25 Associations (board members) and a dozen small groups.

Those stakeholders who are looking at this new investment based on past functionality are looking at the future as if things must continue to remain constant. The World Zarathushti Community is closely watching for world Zarathushti leadership to emerge and take its rightful place. Let FEZANA put in place the necessary infrastructure, for the benefit of North American Zarathushti community as well its future leadership. 

This year marks the 20th anniversary of the founding of FEZANA as non-profit religious and charitable organization, registered in the State of Illinois on June 2, 1987.  The time is therefore ripe for the current and future elected officers of FEZANA to have the necessary infrastructure (office space /clerical and administrative support) support in order to perform their tasks diligently and in serving the board member associations as well as the NA Zarathushti community in general. In order to attract future leadership talent in the community, we must establish and provide the necessary infrastructure in form of office space and administrative support.

Tangible Benefits:

1. Consolidation of historical as well as current and future records into one location

2. Administrative support for the elected FEZANA officers and leadership

3. Administrative support for the board members of Associations

4. Administrative support for Zarathushti community at large (especially to those who do not have an Association and/or do not belong to an Association.)

5. Providing employment to a Zarathushti person

6. Central contact information and reference

7. Library books depository 

Intangible Benefits:

1. Status of the Federation enhanced in North America

2. Prestige in the minds of the world community

3. Facilitating outreach

Non Benefits:

1. Cash flow and related cost

2. Lack of continuity if there is a quick turn-over of the office administrators.

A wise man who once asked, "If not now, when?" We should ask ourselves whether we are waiting for some specific event to happen in order to make a positive decision or are we just procrastinating. Is FEZANA worthy of having a permanent office, staffed by a professional? If the answer is in affirmative, let us take action. Unless there is a good reason to wait, we must make a decision, taking into account what is in the best interest of the federation’s future, its board members and the Zarathushti community in North America and beyond. 

This is the first phase of the report and findings. Additional issues that need to be addressed in the future report by the IWG include a look at the infrastructure needs of the entire North American Zarathushti community: places of worship, community centers, meeting places, retreats and camping facilities, library, etc. 
In service of the community,

Sincerely,

Shahrokh Mehta, Chair
Bella Tata

FEZANA – IWG

February 28, 2007

Appendix: (1)

FEDERATION OF ZOROASTRIAN ASSOCIATIONS OF NORTH AMERICA

Representing 25 Zoroastrian Associations in the USA and Canada
October 21, 2006

 

Dear FEZANA Board Members:

 

The need for a FEZANA administrative office has been apparent for some time.  But the questions of its location, size, staffing and financial demands need to be studied carefully.  We also need to start thinking about and concretizing the overall infrastructure needs for the long-term viability and prosperity of our community in North America.  The delegates attending the FEZANA Orientation Workshop in September basically concurred that the time has come for us to seriously consider these issues.

 

I am accordingly proposing to convene a FEZANA Working Group for taking a comprehensive look at these infrastructure needs and drafting a plan for all of us to review, finalize and approve.  An initial charter for the Infrastructure Working Group (IWG) and its proposed membership are attached herewith for your review and approval.  I sincerely believe that their work is of crucial importance for FEZANA to move forward now; and for our community to permanently establish itself and prosper materially and spiritually over the long term.

 

The proposed IWG team is ready to start working, so I hope that you will respond quickly and positively.  I will entertain all your questions and suggestions for its purpose and operation until October 31, 2006.  If there are no serious objections, the IWG will start operating on November 1, 2006.   
 

Please cooperate fully and expeditiously with all requests for information from the IWG members so that they can provide us with credible and useful reports and recommendations for our current and future infrastructure needs.

 

Sincerely,

 

Rustom Kevala

President

 

[Note: this letter and attachment are blind-copied to all Association and Small Group presidents and liaison persons.]

Appendix: (1-A)

INFRASTRUCTURE WORKING GROUP

CHARTER

 

REALIZING THAT FEZANA needs to:

· Be prepared to serve the Zarathushti community in a meaningful and timely manner.

· Establish a strong presence on the North American continent,

· Address the infrastructure and spiritual needs of all North American Zarathushtis,

The President hereby proposes to establish an Infrastructure Working Group (IWG) to address these needs.

CHARTER

The IWG will review and develop plans make recommendations for:

1. FEZANA Infrastructure- Examine FEZANA infrastructure needs in terms of office space, staffing, and finances.  Study alternate sites based on facilities already available, feasibility of renting or building an office in a major city, availability of volunteer and paid Zarathushti staff, and any other criteria.    

2. Community Infrastructure- Examine physical and spiritual infrastructure needs for North American Zarathushti community.  Review needs for meeting halls, temples, mobeds, library, study centers, summer camp facilities, retreats, etc., for the whole of N. America.  Study existing facilities and centers for their adequacy and future needs.  Study other major Zarathushti population centers where facilities are needed to determine local needs, feasibility of financing, areas served, etc.  Determine overall costs, funding alternatives, and targeted time frames.

OPERATION

 

The IWG will include 3 persons, one of whom will be selected by the president to chair the working group.  The IWG will consult the FEZANA Member Associations and the North American Mobed Council (NAMC) by telephone and internet, and if needed, travel to different sites in preparing their reports.  The chair will submit a budget to the FEZANA treasurer in advance of any travel or other expenses.  

 

REPORTS SCHEDULE

1. A recommendation for a FEZANA office site by the next AGM in April 2007.  

2. Community Infrastructure Needs Report in 1 year, by October 30, 2007. 

3. Long-term Infrastructure Planning Document in April 2008.

 

MEMBERSHIP

Shahrokh Mehta, Syracuse, NY, will chair the IWG. Bella Tata, Vancouver, B.C., and Neville Rustomjee, Denver, Colorado will be members of the IWG.  Brief biographies of the members are given below.  Two additional members may be co-opted at a later date, at least one of them will preferably be of Iranian origin.  All members have an abiding interest in ensuring the success and long-term well being of the Zarathushti community in North America.

SHAHROKH MEHTA

Shahrokh Mehta was born in Karachi.  He worked for 15 years in Tehran.  He now lives and works in Syracuse, New York with his wife Gool.

 

Shahrokh is a certified management consultant (CMC) and president of Integrated Technologies, LLC - a management consulting and training organization [www.integratedtechnologiesllc.com].  

During the past 15 years, he has assisted over 150 organizations in improving their effectiveness and profitability.

 

Shahrokh is a Distinguished Toastmaster (DTM) and was elected to the highest position in district 65 as the District Governor of Toastmasters International, the world's largest non-for-profit communication and leadership organization [see www.tmdistrict65.org]. His district covers central, southern and western New York State with 93 clubs and 1800+ members. His district theme is "Thoughts and Words into Action."


Shahrokh writes for various publications on Zarathushti history, community, and religion; conducted community building workshops, and has presented at NA Zoroastrian conferences. His recent article about 'memories of a Parsi/Zarathushti youth during the early years of Pakistan (1940-1965) can be found on Vohuman.org.  

BELLA TATA

Bella Tata was born in Bombay, but spent her early years in Poona and Bangalore.  Bella immigrated to Canada in 1981.  She joined the federal government in 1983 where she is currently Executive Assistance Officer, Pacific Region, Industry Canada.  In 1993, she was awarded a Canada 125 Commemorative Medal for her notable contribution to the department, its clients, and for community work.  In 2002, she was a recipient of the Queen’s Golden Jubilee Commemorative Award and in 2005 she was given the Pacific Federal Council’s Community Contribution Award.  

Active involvement in community affairs commenced early, and she was drawn to do more by a family friend, Jamshed K. Pavri, who was one of the founders of The Zoroastrian Society of British Columbia (ZSBC).   In 1992, Bella chaired the successful Eighth North American Zoroastrian Congress in Vancouver, B.C.  From 1994 to 1998, she was Congress Committee Chair for FEZANA.  From 1998 to 2000, she was the first President of ZSBC, which was incorporated in 1968.  She was also a recipient of the Jamshed K. Pavri Humanitarian Award She continues with her efforts to bring the fruits of education, and the message of equality, harmony and unity to all segments of society.  Bella lives in Vancouver, British Columbia.

NEVILLE RUSTOMJEE

Neville Rustomjee is based in Denver, CO.  He is an architect by profession. He has worked in Washington, DC, London, England, and Denver, Colorado.  He was involved as a design advisor for the proposed Washington DC Zoroastrian Center, and assisted FEZANA in investigating an opportunity to have a Zoroastrian Retreat Center in Crestone, Colorado. He currently serves as the president of the Zoroastrian Association of Rocky Mountains, ZARM.
--------

Appendix: (2)

FEDERATION OF ZOROASTRIAN ASSOCIATIONS OF NORTH AMERICA

Representing 25 Zoroastrian Associations in the USA and Canada
 
October 31, 2006

 

Dear Member Association and Small Group presidents, contact persons and Committee and Working Group members:

 

I am pleased to announce that the following FEZANA Committee Chairpersons have been approved by the Members.  Each chairperson will serve concurrently with the term of the FEZANA President. 

 

The Infrastructure Working Group will start functioning on November 1, 2006.

 

Committes are established to expedite the business of the Federation, to fulfill the purposes of the Federation and to transact specific activities for the Federation.  Standing committees are required by FEZANA's constitution. Ad hoc committees are formed to carry out specific tasks as needed.  A short description of the charter of each committee will be posted shortly on the FEZANA website: http://www.fezana.org.

 

Two other committees are in the process of being finalized: Public Relations, and Census & Survey. I will send you my recommendations for ratification in a few days.

 

Please notify me promptly of any changes in e-mail addresses or contact names.

 

Sincerely,

Rustom Kevala
FEZANA President

 

[This e-mail is blind copied to all the FEZANA Association presidents, contact persons and committee chairs]

Working Groups:

Infrastructure Working Group: Shahrokh Mehta, (chair) Syracuse, NY, sammmehta@aol.com; Bella Tata, Vancouver, BC, bellatata@shaw.ca; Nevilee Rustomjee, Denver, CO, neville_rust@hotmail.com.

Appendix: (3)

12/26/2006

Dear Presidents of FEZANA Member Associations:

 

Greetings and Happy New Year!  
 

As members of the FEZANA “Infrastructure Working Group” (IWG), we have been given the assignment to take a comprehensive look in identifying and locating a suitable space for FEZANA's office as well its staffing needs and associated costs.

 

The space requirements for the office and record storage area may consist of two to three rooms, totaling 600 - 700 square feet (with at least one large room), with an independent entrance and secure facility and standard conveniences such as telephone, Internet connection, rest room, kitchenette or ability to install one, and utilities. 

 

The FEZANA office location can be in any major North American city, preferably with a good size Zarathushti population and readily available volunteer[s] and/or nominally paid Zarathushti staff to manage and maintain the office administratively. For those of you who are not aware of certain basic facts, FEZANA was incorporated in the State of Illinois, USA, in 1986, and its administrative function has usually been met by the 

President and other office bearers who were elected over the years.  In order to have stability, the time is ripe for a permanent office to be set up to serve the growing needs of the Zarathushti community in North America.   

 

We would prefer to have the FEZANA Office in an existing facility / location rather than building one in a new location. The space can be either rented/leased by FEZANA and/or the space can be donated (given gratis) by an existing Zarathushti Association, at its current Community Center/ Hall/Darbe Mehr locations.  If this is not possible, but your Association knows of a readily available, centrally located facility in your town/city which can meet the needs of a viable FEZANA office, please communicate this information to us as well, so that we can pursue the matter further with the respective party and reach an early resolution. We would like all responses to reach us no later than January 31, 2007 for considerations. 

 

Thank you for your help and assistance. 

 

Sincerely,

 

 

Shahrokh Mehta (samMmehta@aol.com)

Bella Tata (bellatata@shaw.ca)

Members - FEZANA Infrastructure Working Group
 

[This message is blind-copied to the all Presidents of FEZANA Member Association as well as to FEZANA Small Groups]

Appendix: (4)

1/24/2007

Dear Presidents of FEZANA Member Associations:

 

In reference to our letter of 12/26/06 regarding the identifying and locating a suitable space for FEZANA's office, the earlier deadline of January 31, 2007 has been extended to February 28, 2007. Looking forward to hearing from you.

 

Sincerely,

 

 

Shahrokh Mehta (samMmehta@aol.com)

Bella Tata (bellatata@shaw.ca)

Members - FEZANA Infrastructure Working Group

 

[This message is blind-copied to the all Presidents of FEZANA Member Association as well as to FEZANA Small Groups]
Appendix: (5)

ANNOUNCEMENT

The Federation of Zoroastrian Associations of North America (FEZANA), a non-profit organization registered in Illinois, USA, is inviting applications for the position of:

OFFICE ADMINISTRATOR (part-time position)

for an office to be established in a metropolitan city in North America during the year.

You will be a graduate of a recognized university with 3 to 5 years of administrative experience, proficient in English with good writing and computer skills (Word, Excel, PowerPoint, in particular), be a good and effective communicator, and demonstrate a strong commitment to teamwork.  You will facilitate the work of elected Officials, helping to build strong relationships with stakeholders.  You will be proficient in book-keeping, record keeping and managing a small library, and have a track record of exceeding expectations and delivering service excellence.

As this is a non-profit organization which has depended totally on volunteers, you will be offered a reasonable salary for part-time work.  For a full job description, please visit www.fezana.org.
Please send in your application to:
(give e-mail address and mailing address of whoever it has to go to - probably the President or Secretary of FEZANA).

Appendix (6):

List of Office Furniture, Fixtures, Equipment and Appliances:

Items


Quantity
Minimum
Maximum

Desk


1

    200

   500

Swivel Chair

1

    150

   300

Credenza

1

    300

   500

Filing Cabinets (4-D)  8

1, 200

1,600

Filing Cabinets (2-D)  2

    200

   300

Book Case

6

    600

   750

Side Chairs

4

    300

   500

Side Tables

2

    200

   300

Desk Top Computer   1

1,000

1,400

Computer Software


   500

   700

Printer


1

   500

   700

Fax Machine

1

   150

   250

Copier


1

   300

   600

Misc. Stationery Items

   500

   500





Appliances



   300

   500

Other office equipment

   600

   600

Total:




7,000
          10,000

Office Utilities and Maintenance:

Electricity

Heating/Air-conditioning

Telephone & Fax Line connections

Internet Connection

Office Cleaning Service
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