Guidelines for the Activities Subcommittee of the SKCNA
(Purposed — 5/12/15) Approved ASC 8/13/15

Section 1:
Name

The name of this subcommittee shall be South King County Area of Narcotics
Anonymous Activities Subcommittee (SKCNAASC) of as traditional called "Activities".

Section 2:
Purpose

The purpose of Activities is to hold activities for the membership of Narcotics Anonymous.
Listed in order of priority:

1.) To carry the message of NA to the addict who still suffers
2.) To promote unity with in our area

3.) To provide an atmosphere of fun and recovery

4.) To provide support to the SKCNA

The committee shall not conflict with:

5.) The Twelve Traditions of Narcotics Anonymous
6.) The Twelve Concepts of Narcotics Anonymous
7.) South King Co Area Guidelines

Section 3:
Meetings

The Activities Committee shall meet a minimum of once a month. The date, time and location
shall be maintained by the Activities Chair and communicated with the Directories Committee,
Web Servants Committee and the Secretary of the ASC. Any changes to the date, time and
location must be provided to the above listed sub-committees and officers within 72 hours so the
at the SKCNA area as a whole is made aware.

Any special meeting may be called at any time by the Activities Chair. The Chair must make an
attempt to contact committee members 72 hours prior to the special meeting. At least half of the
voting members must be present to pass any voting decisions.



>

%

0

™

[T

Section 4:
Voting and Elections

Any member of Narcotics Anonymous who attends an Activities subcommittee meeting
is considered a member of the committee. Voting membership shall be any member of
NA who has been present at 2 of the last 3 meetings. Voting members shall have 1 vote.
In the event of a tie vote, the Chair shall cast the deciding vote.

Any member of Activities; excluding the Chair, may make a motion. The motion shall
be seconded by a voting member.

Any member in attendance may nominate a qualified person for an Activities officer,

event coordinator officers, and other misc. positions.

1. The Chairperson shall be recommended/nominated and elected at the August
SKCNA Area meeting.

2. All Activities subcommittee officers and coordinators, with the exception of the chair
person, shall be nominated and elected at the September subcommittee meeting,
or as the need arises.

3. A simple majority vote is needed to elect officers and coordinators.

4. All officers and coordinators elected to Activities shall serve a 13 month term.

5. No member shall be eligible to serve more than two (2) consecutive terms in the
same office.

Any officer /coordinator can be removed from office for non-compliance. Non-comp
liance includes, but is not limited to:

1. Non-fulfillment of the duties of their position.

2. Non-attendance at Activities events or fundraisers without prior notification of the
Chair.

3. Missing two (2) consecutive meeting without committee contact, i.e. a written report.

The non-compliance process shall be as follows:

1. First occurrence shall result in verbal notification, documented in the Activities
meeting minutes.
2. Second occurrence, during the length of term, shall result in written notification.

Any officer/coordinator will immediately resign or be removed from office/position for
any or all of the following:

1. Loss of clean time
2. Misappropriation of NA property or funds as defined in the SKCNA guidelines.



Section 5
Officers

CHAIR: Requirements
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The Chairperson is suggested clean time is 2 (two) years

Basic understanding of the Twelve Steps, Traditions and Concepts
Willingness to serve

1 year previous experience with Activities subcommittee

13 month term

Provide a written report to the Secretary

Duties:

Facilitates all Activities subcommittee meetings.
Is present at all Activities meetings, events and fundraisers; including cleanup after
the event has ended, except when excused by the Vice-Chair or an emergency arises.
Attend and submit reports to the following meetings

a. Activities Subcommittee

b. SKCNA ASC
Provides SKCNA ASC with the following at every SKCNA ASC meeting:

a. Financial reports

b. Complete synopsis of all current and planned events.
May sign contracts approved by the Activities subcommittee or SKCNA for events.
Responsible for ensuring that all officers/coordinators are adhering to their duties.
Approve meeting minutes and next month’s meeting agenda before disbursement.

**** A nomination for the next years chair position will be sent by an informed proxy to
the September ASC for the annual election of the Activities Chair. Nomination must be
done by group conscience.

****Suggested that if Vice-Chair does not become Chair that current Chair stays involved
as Trusted Servant to provide training and assistance to the newly elected Chair for at least

60 days.

Vice-Chair: Requirements

1
2.
3.
4
5

Suggested lyear clean
Basic understanding of the Twelve Steps, Traditions and Concepts
Willingness to serve and follow direction per Activities Committee

. A 13 month term

13 moth commitment with an understanding that the Vice-Chair will take the
nomination, if approved by group conscience and elected at SKCNA ASC, to become
the next committees years Chair, which also holds and 13month commitment.

1 year experience with Activities Subcommittee

Provide a written report to the Secretary



Duties

1. Performs any and all duties of any Activities Subcommittee officers in their
absence.

2. Shall contact all Activities members within 72 hours before next meeting and
events.

3. Actively participates in all chairpersons duties for Chair persons training
purposes.

4. In the absence of the Chair, the Vice-chair assumes the responsibilities normally
performed by the Chair.

5. Is present at ALL Activities meetings, events and fundraisers; including clean up
after the event(s) has ended, except when excused by the Chair or an emergency
arises.

6. Perform and /or delegate any and all duties of Activities officers/coordinates in
their absence.

7. Establishes and maintains the subcommittee’s phone list and keeps an open line of
communication with all members.

Secretary: Requirements

1
2.
3.
4. This position will carry a 13 month term._ The outgoing officer shall train newly

Suggested 6 months clean
Basic understanding with the Twelve Steps, Traditions and Concepts
Willingness to serve and follow direction per Activities Committee

elected officer in all functions of this position throughout the 13" months of their term.
The purpose is to ensure smooth transition from one committee year to the next and
provide knowledge of experience from one member to another. This positon would be
over after the October Activities meeting.

Duties

1. Keep accurate minutes of all Activities Subcommittee meetings and read previous

Minutes at the current meeting.

Type minutes and the agenda to submit to the Chair for approval

3. Upon approval from the Chair, distribute minutes via email to all subcommittee
members; hard copies provided upon request.

4. Present at all Activities meetings, events and fundraisers; including cleanup after the
event has ended, except when excused by the Chair or an emergence arises.

5. In the absence of the Chair and the Vice-Chair, calls to order and presides over the
regularly scheduled Activities subcommittee meetings.
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6. Responsible for ensuring all Activities archives are in the SKCNA storage facility,
using the following system.
a. Each month’s archives including a copy of the final minutes,
all officer and coordinators reports, committee forms and a
copy of all reports turned into the SKCNA ASC
b. Monthly archives are to be put into a 9X12 envelope with the
month and year clearly written on the front.
7. Provides a written report

Treasurer: Requirements:

1. Suggested 2 years clean

2. Basic understanding of the Twelve Steps, Traditions and Concepts

3. Willingness to serve and follow direction per Activities Committee

4. This position will carry a 13 month term. The outgoing officer shall train newly
elected officer in all functions of this position throughout the 13" months of their term.
The purpose is to ensure smooth transition from one committee year to the next and
provide knowledge of experience from one member to another. This positon would be
over after the October Activities meeting.

5. Submit a written report to the Secretary

Duties

1. Responsible for all monetary transaction. Counting of monies to be done in the
presence of the Activities Chair or Vice-Chair at the end of the event.

2. Provides a monthly financial statement for petty cash and ASC balance to the

Secretary.

Maintains petty cash balance

4. All funds above and beyond petty cash balance shall be given to the Activities
Chair monthly to be deposited with SKCNA ASC Treasurer. Monies should then
be used to replenish Activities ASC balance which is maintained at ASC. Any
fund beyond ASC balance then becomes a donation to ASC.

5. Provides all receipts, records and financial statements to the Activities Chair at
the next Activities subcommittee meeting or prior to the ASC meeting;
whichever comes first.
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Event’s coordinator Requirement:
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Suggested 2 years clean

Be responsible for coordinating and establishing workshops for the Event

Research speakers for the Event

Bring list of speakers to be approved by committee

Produce a program for the committee to approve

Work with the Arts/Graphics Chair to print flyers for the ACTIVITIES

This position will carry a 13 month term outgoing officer shall train the newly
elected officer in all functions of this potion throughout the 13th month of their term.
The purpose is to ensure smooth transition from one committee year to the next and
provide knowledge of experience from one member to another. Position would be
over after the October Activities meeting.

DUTIES

Upon committee approval, produce tickets for the Event

Maintain total financial accountability

Keep a list of all people selling tickets

Distribute no more than 10 tickets at a time to any person without committee
approval

5. Keep accurate monthly accounting of cash received from ticket sales and cash
turned in to the treasurer

Issue receipts for all monies collected

7. Maintain financial archives regarding ticket sales
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Entertainment Chair Requirement:
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Suggested clean time requirement is 2 years

Be responsible to coordinate committee plans for entertainment for the Event

Bring to the committee proposals for contracting entertainment (Comedy ,Shows,
Dances,ect) starting at the end of the main speaker meeting to the end of the event
Provide written reports at the ACTIVITIES meeting

This position will carry a 13 month term outgoing officer shall train the newly
elected officer in all functions of this potion throughout the 13th month of their term.
The purpose is to ensure smooth transition from one committee year to the next and
provide knowledge of experience from one member to another. Position would be
over after the October Activities meeting.

DUTIES

1. Upon committee approval, create and produce items to be sold or raffled to
generate funds to support the Event

2. Produce such items to sell prior to and during the Event

Get committee approval on all merchandise to be purchased

4. Produce items to sell prior to and during the Event
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5. Contact other Event committees to gain permission to sell such items during their

Function

6. Confirms dates and time for all booked facilities, speakers, and entertainment at
least two weeks before Event

7. Works closely with Chair and Vice Chair for scheduling appointments for facility
viewings, key assignment and appointments for contract signing

VOLUNTEER CHAIR Reguirements:

1. Suggested clean time 6 months

2. This position will carry a 13 month term outgoing officer shall train the newly
elected officer in all functions of this potion throughout the 13th month of their
term. The purpose is to ensure smooth transition from one committee year to the
next and provide knowledge of experience from one member to another. Position
would be over after the October Activities meeting.

DUTIES
Provide security at the event Staff must be pleasant but firm
Maintain presence at point of sale and entrances to facility
3. Provide plan for outside smoking areas and work with the Supply Chair to
maintain designated smoking area
Enforce all facility rules and regulations that apply to the Event
Work with volunteers and committee members to clean up facility after the
Event
6. Provide Written reports at the ACTIVITIES meetings
7. Orientate all volunteers to the facility and what their duties will be for the
Event
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Decorations Requirement:

1. Suggested 1 year clean

2. Willingness to serve and follow direction per Activities Committee

3.

4. This Position will carry a 13 month term outgoing officer shall train the newly

Basic understanding of the Twelve Traditions

elected officer in all functions of this position throughout the 13" month of their term.
The purpose is to ensure smooth transition from one committee year to the next and
provide knowledge of experience from one member to another Position would be
over after the October Activities meeting.

DUTIES

1. Responsible for purchasing, setting up, and removing all event decorations
2. Obeys all facility rules and regulations
3. Maintains decoration inventory

Arts/Graphics Requirement:
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Suggested 6 months clean time

Willingness to serve and follow direction per Activities Committee

Basic understanding of the Twelve Steps and Traditions

This position will carry a 13 month term outgoing officer shall train the newly elected
officer in all functions of this potion throughout the 13" month of their term. The
purpose is to ensure smooth transition from one committee year to the next and
provide knowledge of experience from one member to another. Position would be
over after the October Activities meeting.

DUTIES

1. Makes flyers and submits for approval to Activities Suggested Three
months before Event

2. Flyer MUST BE READY FOR ASC SUBMISSSION AT LEAST 60
DAYS BEFORE EVENT

3. MUST HAVE BASIC COPUTER KNOWLEDGE AS WELL AS EASY
ACCESS TO COMPUTER AND PRINTER

4. CONTACT WEB SERVER 60 DAYS BEFORE EVENT AND UPDATE
AND MAITAIN SOCIAL MEDIA



Supply Chair Requirement:
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Suggested 2 years clean

Willingness to serve and follow direction per Activities Committee

Basic understanding of the Twelve Steps, Traditions, and concepts

This position will carry a 13 month term outgoing officer shall train the newly elected
officer in all functions of this potion throughout the 13th month of their term. The
purpose is to ensure smooth transition from one committee year to the next and
provide knowledge of experience from one member to another. Position would be
over after the October Activities meeting

DUTIES
1. Responsible for all concession sales at the events Supply Chair may appoint
helpers but mains the single point of accountability for all concessions inventory
and sales at the Event
Responsible for transporting all supplies to and from the event
Maintains and purchases all activities supplies and must provide a receipt
Concession sales inventory at the end of the Event
Current storage inventory every month
Tracking sales at the Event
Supply Chair is to have key to storage unit and maintain storage supplies
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