AMERICAN ISLAMIC DIVERSITY

mepicaN  Telephone: +1 (972) 207-1911
sl MIe AmericanIslamicDiversity@agmail.com
IVERSITY wwW.AmericanlslamicDiversity.org

Peace be upon you,

Thank you for taking the time to read the process of the operation of our mobile
food pantry. My name is Ruba Qewar and I am the CEO of American Islamic
Diversity (AID).

About American Islamic Diversity (AID)

Based in the Dallas-Fort Worth Metroplex, American Islamic Diversity (AID) is a
501(c)(3)

non-profit organization dedicated to bridging the gap between immediate
humanitarian relief and long-term economic self-sufficiency. Our mission is

to preserve the dignity of families in need by providing holistic support that
extends beyond temporary aid.

By integrating food security with vocational training, family counseling, and
cultural education, AID empowers refugees, immigrants, and low-income
households to overcome systemic barriers and become thriving, contributing
members of society. Through strategic partnerships with organizations like
the North Texas Food Bank and Texas Workforce, we are building a
more resilient and inclusive community for all.

Our Website: https://americanislamicdiversity.org/

Mobile Food Pantry Operation:

For anyone who needs food, they have to register with us through this link:
https://americanislamicdiversity.org/AID/recipientform.php
Or you may find a hard copy of the registration form on this link:

https://docs.google.com/document/d/1PEwSot-gRf49c7gUBFI7IgYf15vijNLDIRXLPWk

ZsTOg/edit?usp=sharing

For anyone would like to volunteer, they have to register with us through this link:
https://americanislamicdiversity.org/AID/volunteerform.php

Or you may find a hard copy of the registration form on this link:
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All information provided here is confidential and may not be shared with
anyone without the consent of American Islamic Diversity. (AID)

PIease log in to the admln account
in.php Username:

conf/dent/al
Password: confidential
Once logged in, click on Recipients to view the list of registered individuals.

Recipient Data

Send SMS to Recipients Panel

(1 save this cust o a5 anew template.
Send SMS

Number of Recipients: 641
Selected: 0
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The newly registered recipients are not yet approved. Before approving:
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1. Verify that the address is correct.



https://www.americanislamicdiversity.org/AID/Admin/login.php

2. Confirm that the city and ZIP code match.

Note: If the address does not match the ZIP code, it will disrupt the system
and cause the recipient to appear in the wrong location on the map.

Extra Step (Backup Plan)
If the AID website is not working, please enter the new addresses in the following
Google spreadsheet:
Google Spreadsheet Link
There are tabs at the bottom for different regions. Please add the new information
under the appropriate region tab.

Communication with Recipients
1. Add the recipient’s phone number to your contact list.
2. Send them the following introductory message (translated into their
preferred language if needed):
Message Template: 4.
Arabic | el | 4n Al

Peace be upon you,

You have registered with us to receive food.

My name is [Ruba].

Please save my number so that you can receive confirmation messages from me
about delivery dates and times.

Also, please join our Food Pantry Group to receive monthly reminders:
https://chat.whatsapp.com/BIaAUAFaWON4maxUNgKEXE
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3. Adding them to the Whats app group of the AID Recipients “Food Pantry”
Group.

4. I also have a broadcast list on Whats App, so I can send an individual
message to them all at once.
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If you want to do that, you need to add them all to your phone, then you
must tell them to add your number to their phone, otherwise, they will not
receive the individual messages.

1. Certain families who live in the same area or housing complexes, along with
newly registered families in those locations, must be added to these groups
and assigned to a distributor ID.

(Note: The assigned distributor may change from month to month.)

Clear
Name Phone Emall ZIP Co
Search

2231 New
20 Yﬂrk Avenue

Wdad dabas 8172311788 Arllnglon 76010 32 70975450 9? 08047230

Moriah
Cooksey

2121 North

4692458809 Collins Street

307 Arlington || 76011 [/32.76809980(-97.09541470

moriahcooksey@gmail.com

Family Groups are as the following
a. Ladera: for all families residing in the 76119 zip code
The distributor is:
confidential
Their ID # confidential
Please add the ones who live in the zipcode 76119 to the “Ladera” Group on
Whats App: confidential

b. Jinan Group: for all families residing in the 76104 zip code and East & South
Fort Worth such as: 76105, 76111, 76114, 76112, 76132, 76107, 76008,
76137, 76105 etc.

The distributor

Jinan Kazem

1800 Jones Circle S

Fort Worth 76104

5616289941

Their ID # 723

Please add the new ones to the “Jinan” Group on Whats App
confidential

Confidential
Confidential
Confidential



Reminder: Should a distributor decide not to continue their role in any month, it is

your duty to appoint a replacement and update the family IDs from the former
distributor to the new one.

Family Confirmation:
1. A week before the Food Distribution Day, go to "Admin” — “Manage” —
“Start New Month.” Doing this will clear all responses from the recipients.
2. Send the following Message to the following groups:

English | =l | dual

Assalamu Alaikum (Peace be upon you),

This is Ruba from American Islamic Diversity.

Please click the link below, enter your registered phone number, and respond to the
prompt letting us know if you're available to receive a food box this coming
Saturday.

Thank you!
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https://americanislamicdiversity.org/AID/reply.php?

The Groups are:

e AID FOOD PANTRY https://chat.whatsapp.com/BlaAUAFaWON4maxUNgkEXE
e AID General Services https://chat.whatsapp.com/FvoX7sxel2cGcSgoqgyzFBv
e Confidential
e Confidential

confidential

e (Confidential

3. If any family chooses: "Remove me from the list” then please delete them
from the list and the group on Whats App

Volunteer Registration:
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PIease log in to the admln account

Username confidential
Password: confidential
Once logged in, click on Volunteers to view the list of registered individuals.

b Pantry M1y, tar Preparation, ftar
Bimadan Basket Delivery, Adna Meat Delivei 2

Pickup & Delivan

-—lm--'"__

Food Pantry Packing, Food Pantry Delivery No response

If a new volunteer registers, you may notice that they are not yet approved.
Please approve them, save their number, send them the message below, and
add them to the “"Main” group of AID.

This is Ruba Qewar from American Islamic Diversity.. you have registered to
volunteer with us

Jazakom Allah kheir

Please join our volunteering group and save my number to receive a reminder of
our next volunteering opportunity
https://chat.whatsapp.com/IJ8w6h8URWGQ8sI9V2fNs65
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Please log in to the admin account:
https://www.americanislamicdiversity.org/AID/Admin/login.php
Username: confidential

Password: confidential
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One week before Food Distribution Day, go to Admin — Manage — Delivery Table,
then click “"Reset Volunteer Replied Status” and “Reset and Archive Delivery Table.”

Send the following message to all the volunteers in the “Main” and “Social” groups
on Whats App.

English | 500 | daall

This is Ruba from American Islamic Diversity.

Please follow the link below, enter your registered phone number, and let us know
through the prompt if you’re available to volunteer this Saturday.

Thank you!
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Assigning Distributors to the Recipients

This step must be done between 3-7 days before the food distribution day.
Please log in to the admin account:
https://www.americanislamicdiversity.org/AID/Admin/login.php
Username: confidential

Password: confidential

Also open this spreadsheet side by side with the admin page
Confidential link

Right-click on the first tab at the bottom left and select Duplicate. Then,
double-click the new tab and rename it with the month and year you are
working on.

Begin by contacting the distributors to confirm their availability to receive and
distribute the food boxes. If a distributor is unavailable, it is your responsibility to
find a replacement who resides in the same area. If a distributor is changed, you
must update the recipients’ ID numbers to reflect the new distributor.
The current distributors are:

1. Confidential link
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It's time to start entering the number of boxes for each distributor. The
recipients should indicate whether they want a box, and their responses will be
reflected in the system.

Open this link https://americanislamicdiversity.org/AID/distributorpage.php then
enter the phone number of each distributor and check how many families are
confirmed with them.

Distributor Portal
Hello, AHMAD M JASEM

Search by name or phone...

e log these numbers in the spreadsheet

I usually give some but not all of the distributors extra boxes, because they reside
in large apartment complexes

I calculate it as the following
1. confidential (Ladera - Fort Worth) + 30 boxes
2. Confidential (Park Ave. - Arlington) + 3 boxes

Combine these numbers with the previously confirmed amounts.
Send the Distributors the following message:

Peace be upon you.


https://americanislamicdiversity.org/AID/distributorpage.php

May Allah reward you for your assistance in distributing food boxes in your
residential complex.

PIease visit the foIIowmg I|nk

Then enter your phone number.

A list of all families in your complex who have confirmed receipt will appear.
When each family receives their box, please click the button next to their name to
see who has received it and who has not yet.

Thank you again, and may Allah reward you abundantly.
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Remember, you need to arrange someone to deliver the boxes. Usually,
volunteers assist with delivery if they are available. If they are not, it is your
responsibility to find a replacement.

Contact each volunteer letting them know how many boxes they need to
deliver and to which address

Example:
Assalamu Alaykom

In sha Allah On Saturday around 4pm
Pick up location is

Jinan Kazem

1800 S Jones Circle Fort Worth, TX 76104
. +1 (561) 628-9941

18 BOXES to one location

please confirm receipt


https://americanislamicdiversity.org/AID/distributorpage.php

Go to each group of the distributors and send the following message

a. Jinan Group: https://chat.whatsapp.com/EddxYt93yUsBHM5WX70cGy
Peace be upon you,
On Saturday after 3:30-5PM, please go to Sister Jinan to pick up your box of food.
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Open the Recipients page, choose the option of "Owns a Car”
"B agedl " LAN A5 et dsds o)

If any of these families do not have a distributor ID assigned, please assign them to
the distributor nearest to their residence. Also please add them to the group of the
distributor in Whats App

Sometimes you have to send some of them messages to come and pick the boxes
from the designated pick up locations.

Confirmation of the Volunteers

A week before the food distribution day. Please send this message to all the
volunteers in the “"Main” and the “Social” groups on Whats App.

English | 5200 | Zuall
This is Ruba from American Islamic Diversity.
Please follow the link below, enter your registered phone number, and let us know
through the prompt if you’'re available to volunteer this Saturday.
Thank you!
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Note: Volunteers often respond slowly and may require multiple reminders. You
can also message them individually via SMS and manually update their responses if
they reply. Please be patient.

Assigning Volunteers to the Recipients
This step must be done between 3-7 days before the food distribution day.

Please log in to the admin account:
https://www.americanislamicdiversity.org/AID/Admin/login.ph
Username: confidential

Password: confidential

Also open this spreadsheet side by side with the admin page
https://docs.google.com/spreadsheets/d/1YIWCE3OWAj2N6HGoWuuCjUjP9dBfs64x
7tePBlpav it? =sharin

In the page of the Admin, click on “Deliver” a map will appear

Admin Volunteers

Recipients Vol.xsx Rec.xlsx Delivery @
FIND
RECIPIENT 5
o1z

Select Recipients For Each Volunteer

[ Recipient Phone Number

nnnnnnnnnn

Volunteer Phone Number

Volunteer: Not Selected |
Total Recipients: 90 | Confirmed: 88

Bachtan

nnnnnnnnnnnnnnn

sssssss
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If you click on the space where it says “Volunteer Phone Number” a drop menu of
all the available volunteers who can deliver will appear.

Please do not select volunteers who are responsible for delivering to the
ign them under their ignat istributor.

istributors. However,

After selecting a volunteer, begin choosing the recipients on the map who live near
one another — do not select the distributors.

lower Mound

rrrrr

Admin Volunteers

|
: [ Recipient Phone Number
1

Each volunteer should typically be assigned 6—-8 families.

Select Recipients For Each Volunteer

Recipients Volxisx Rec.xlsx Delivery ®

FIND
RECIPIENT | |

1950 Park Avenue
16:00:00 (6823653273 N Apt 296 Arlington
6010

If you arrived at the pickup location and picked up the 10 boxes,
please click the button below to confirm the pickup.

[

Selected Recipients:
Total Required Boxes: 10

lease confirm the delivery aftr dropping offeach box o s recipient.

W 2ss1

9, Ay

iRl |
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Once you've selected the recipients, click “Confirm All Recipients.” You'll see
their color change from blue to green — recipients shown in black are already

assigned to other volunteers.

Please note: Volunteers should not choose their own recipients; this is the

admin’s responsibility.

Additionally, try to assign recipients who live close to the volunteer to avoid long

driving distances.

These are the volunteers who assist us most frequently, along with the regions they

typically cover.

Name Phone Region Covered
Abdou Confidential Dallas
Adam Confidential Dallas County
Ahmed Confidential Dallas
Akhlaqg Confidential Arlington
Yalda asadi Confidential Plano
Zahid zabidi Confidential Dallas
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Ziaul Jami Hugq Confidential Rockwall, Mesquite

When assigning volunteers, please add them to the spreadsheet along with the
number of boxes they will be picking up.

Once you have confirmed that all delivery volunteers are assigned, send each
volunteer a message reminding them to log in and providing their route. You can
use ChatGPT to help create a Google Map for them.

Example:

First Message:

Assalamu Alaykum (Peace be upon You),
Jazak Allah Khair for your help.

Pickup Contact & Location:

Ruba Qewar

(Address)

. 972-207-1911

Date: Saturday 10/04/2025
Time: 1-3pm

Please log in using your phone number by clicking the link below:
https://americanislamicdiversity.org/AID/deliver.php#

Once logged in, you will see the names and locations of the recipients assigned to
you on the map.

Important: All contact information is confidential. Please do not share it. You may
send this message to the recipients when you are on your way to deliver their food
boxes.

Here's the order of your stops ranked from closest to farthest relative to 1059 S
Sherman St, Richardson, TX 75081:
https://maps.app.goo.gl/pcimC60hScO6NmyX27

Jazakum Allah Khair!

Siaelue e 158 Al WS e
(0)sad)
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Second Message:

English | etd | 4u Al

Peace be upon You

I am a volunteer with American Islamic Diversity (AID). I will be arriving shortly to
deliver the food boxes to your location. Please be prepared to assist in transferring
the food from the car to your home.

Thank You

s bl

SoaY) oY) g i) Ase 8 g shaia Ul (AID). daxia¥) ay ,ladge ) alakall Goalia Jua sl By 5 Jualas
Al yie A 3obwd) (e pladall J8 8 Baclusall,

Sl | R

Lad jag

Sl (el g 55 L llaghy S e (AID) Lo dasad Ledi dae 43 1) 132 s dima U ) (o0 5355 4 O Lt
230 odlal 353 A 4y cpdle 3 128 S 4 CSwS )y Gilal,

a (W

8 boxes, please confirm receipt
S o lia S

You need to send these messages to EVERY volunteer delivering that month.

e Message for those who are packing:

Log in to the Admin page, go to Volunteers, and filter the list to show only
those who responded with “packing.” Send each of them the following
message:

Peace be upon you!

Address for Packing:
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(Address)
Day: Saturday 07/12/2025
We start at 9am in sha Allah

1. If you're packing, then please be available at or after 9am. We will try to finish
around 12pm.

a. It's recommended to bring a mask but it's not a requirement.

b. We will have nylon gloves, but you may bring gloves as well.

c. You may also bring an apron to avoid any dirt or dust.

d. Please wear closed shoes and have them on at all times to avoid any accidents.
e. We will be working inside mostly, except for unloading the pallets.

f. Please try to stay a little later to help in cleaning (it's recommended but not
obligatory)

g. If you are in charge of a food station. Please break the empty boxes down and
put the trash of nylon wrappers in a trash bag.

h. For the male volunteers and able to carry the cases, please come early to receive
the truck.

Again, thank you so much for all your help and I am available for any questions,
comments or suggestions.

Extra Tips for Packing

1- Don't throw the soft bags of food in the box, they rip apart easily.

2- Keep the soft items on top of the food cans so that they don’t get mushed
3- Keep the items organized in the boxes so more stuff will fit inside

4- Take your water bottles with you. After you leave
we throw lots of water bottles with water in them in the trash.

5- Clean before you leave

JazakAllah khair kaseera
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e For the main distributor in Fort Worth (in this case, Jinan Kazem), please
provide her with the number of boxes she will be receiving, along with

the names of the volunteers who will be picking them up from Fort
Worth and the number of boxes each volunteer is collecting.

At the end, calculate the final box count and post the details in the WhatsApp
Management group.
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Example:
Assalamu Alaykom aSie 23l

Total number of boxes is 500

The route to Fort Worth is as follows:
Pickup location
(Address)

TOTAL BOXES to Fort Worth
115 Boxes

First Stop:

65 BOXES

Jinan Kazem
5616289941
1800 Jones Cir S
Fort Worth 76104

Second Stop

50 BOXES
Ahmad Jasem
8177792533
2305 Gallaria Dr
Apt 6207

Fort Worth 76119

In The Day of the Food Pantry Distribution axh!l &g as
Preparation:
Create a list of volunteers and the number of boxes they will be delivering:
confidential. Include the name, phone number, region covered, and number of
boxes.

On the day:
e Print the sheet and have it with you.
e As volunteers arrive to pick up boxes, cross out their names.
e If a volunteer cancels at the last minute, find a replacement by either:
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https://docs.google.com/spreadsheets/d/1YtWCE3OWAj2N6HGoWuuCjUjP9dBfs64x7tePBJpavCc/edit?usp=sharing

o Assigning the closest volunteer from another region and splitting the
boxes, or
o Finding an unassigned volunteer and giving them the addresses.

e If any families don’t respond, volunteers may contact you. Keep your phone
with you at all times to call recipients and check if they are coming to pick up

their box.

e Call volunteers who are late in picking up the boxes.

May Allah grant you success.
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