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AL-ANON / ALATEEN INFORMATION SERVICE OF DC AND SUBURBAN MARYLAND (AIS-DCMD)
STEERING COMMITTEE MANUAL

Revised 2014
The steering committee is a team. As a steering committee member your job is not only to take care of your area but also to contribute your ideas and energy to other areas. It is important that you come to and participate in the meetings even if there are no agenda items affecting your area.
May 10, 2014
This manual is a collection of the experiences of the people who have held these positions in the past.  The positions descriptions are suggested and are not meant to keep people from making changes to improve the support AIS-DCMD provides to the Al-Anon groups or to keep people from doing their jobs in their own personal way
Because of the unique nature of Alcoholics Anonymous, Al-Anon/Alateen members who are also members of A.A. members do not hold office beyond the group level, as these positions could lead to membership in the World Service Conference (WSC).  The need to focus on the Al-Anon program and the possibility of a conflict of interest at Assembly and world service levels led the WSC to its decision not to seat Al-Anon/Alateen members who are also members of A.A.   For these reason A.A. members do not serve as Group Representatives (GRs), District Representatives (DRs), Area Coordinators, Newsletter Editors, Delegates and/or any of their alternatives, nor do they sit on the WSO selected committees, whose Chairpersons can be Conference members.  (Al-Anon/Alateen Service Manual 2014 -2017 page 82)
REQUIREMENTS FOR All POSITIONS:

· Must be a member of Al-Anon

· Must be able to go to most of the steering committee and AIS-DCMD meetings.

· Must be willing to serve

POSITIONS

As specified in the bylaws:

I. The elected officers of the organization shall consist of.
A. AIS-DCMD Chairperson

B. AIS-DCMD Alternate Chairperson

C. AIS-DCMD Secretary

D. AIS-DCMD Alternate Secretary

E. AIS-DCMD Treasurer
F. AIS-DCMD Alternate Treasurer

G. AIS-DCMD Service Center Coordinator

H. AIS-DCMD Alternate Service Center Coordinator

II. Elected Officers shall appoint officers to be chairpersons of the following committees:

A. Literature Distribution Committee

B. Newsletter Committee

C. Directory Committee

D. Alateen Committee

E.  Public Outreach Committee
F.  Computer Committee

G. Spring Workshop Committee

H. Fall Luncheon Committee

III. Each committee chairperson shall select committee members to help perform the committee's specific function.
Guidelines for Chairperson and Alternate Chairperson of AIS-DCMD
· Oversees general operations and functioning of AIS-DCMD
· Chairs regularly scheduled AIS and steering committee meetings

· Helps prepare agenda for AIS and steering committee meetings

· Facilitates discussion of agenda items

· Helps keep AIS meetings focused on Al-Anon’s purpose 

· Helps maintain an atmosphere in which members can tap into creative ideas for spreading Al-Anon’s message 

· Helps keep steering committee meetings focused on the committee reports and the daily operations of AIS-DCMD
· Responds to requests for assistance from groups and individual members with issues that arise within area Al-Anon groups

· Ensures that AIS-DCMD follows the bylaws

· Ensures that AIS-DCMD activities keep within the guidelines of the legacies

Visions for Future

· Facilitate the goal that came out of the AIS-DCMD group inventory in which it was suggested that the AIS meetings focus on the big picture of Al-Anon’s purpose of reaching all families of alcoholics with Al-Anon’s message of hope and recovery and that the Steering committee meetings focus on the details of the daily operations of AIS-DCMD
· Help create an atmosphere in which communication and participation can be increased in Al-Anon service

· Reach out to each Al-Anon group so that it is in contact with AIS-DCMD
· Provide a service position for every Al-Anon member willing to serve

AIS-DCMD Focus
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Additional Requirements for Position

The Chair and Alternate Chair must be Information Service Representatives or an alternate Information Service Representative.
The Chair and Alternate Chair must have attended at least two AIS-DCMD or Steering

Committee meetings during the year preceding their election.
Guidelines for Secretary and Alternate Secretary

· Be present at all meetings to take minutes regarding our discussions and reports, taking detailed notes and recording all matters of significance

· Reads the minutes of the previous meeting aloud if requested at AIS-DCMD meeting so that those present are able to fill in omissions, suggest corrections, and provide input (The minutes, after any corrections, are approved following a motion, second, and vote.)
· Emails the minutes to the Service Center for filing, printing and distribution (The Service Center keeps copies of the minutes for reference.)
Usually the Secretary attends and handles the AIS-DCMD meeting while the Alternate Secretary attends and handles the steering committee meeting each month. Otherwise, the person filling the position must attend and transcribe minutes for both meetings each month.
Visions for Future

· Fill both the Secretary and the Alternate Secretary positions so that neither position is overburdened

· Normally, email the minutes to all meeting attendees within a week of the meeting, and correct the minutes based on the attendees’ email responses

Additional Requirements for Position

· Must be Information Service Representatives or an alternate Information Service Representative.
· Must have familiarity with personal computers and software, including email programs and such office software as  Microsoft Word and Excel
· Must have attended at least two AIS-DCMD or Steering Committee meetings during the year preceding their election.
Guidelines for Treasurer and Alternate Treasurer

The treasurer’s duties fall into the categories of General Upkeep, Coordination and Guidance, Taxes, and Other.

General Upkeep

· Pays bills 

· Receives, logs, and deposits checks or cash (group contributions, luncheon ticket money, personal contributions)

· Maintains four spread sheets

· Group contributions (linked to one pager for newsletter)
· Check register
· Budget report
· Cash balance
· Produces reports for steering committee and AIS-DCMD meetings and for the newsletter; reports include:

· Latest version of budget

· Group contributions
· Cash balance

Coordination and Guidance
· Works with literature Chair to maintain information on receipts and expenses for literature depot
· Works with Service Center Coordinator and special worker on office supplies budget

· Works with fall luncheon Chair to ensure Chair is operating on a sound budget, understands all the potential costs, etc.

· Works with Spring Workshop Chair on workshop budget
Taxes
· Completes AIS-DCMD’s Form 990 – May 15 deadline

Other

· Works with the Chair to writes thank-you letters for individual contributions indicating that no goods or services were received in exchange for the person’s contribution 
Additional Requirements for Position

· Must be Information Service Representatives or an alternate Information Service Representative.
· Must have attended at least two AIS-DCMD meetings or Steering Committee meetings during the year preceding their election

Guidelines for Service Center Coordinator and Alternate Service Center Coordinator

· Oversees the operation of the Service Center, identifying areas where new or changed procedures may be appropriate, and reporting same to AIS; when changes are merely procedural, may act on own initiative and report the changes to the AIS meeting.

· Spends time in the Service Center at least once a week while the clerk is there to provide guidance to the clerk

· Locates, trains, and schedules substitutes for the administrative clerk; when the administrative clerk is off, makes sure the Service Center is covered by someone who is capable of responding to phone calls and email requests for information

· Chairs the Service Center Committee, which consists of the current Alternate Service Center Coordinator, former SC Coordinators, and other AIS officers who are willing to serve; holds regular meetings of the Service Center Committee

· Reports on Service Center activities to the steering committee and AIS-DCMD meetings

· Coordinates with AIS-DCMD officers and chairpersons to ensure that Service Center support to their areas is available whenever possible
· Coordinates with the Literature Depot Chair regarding the Services of the Administrative Clerk in assisting with the work of the Literature Depot
· Directs the office clerk to provide office services to the officers and committee chairs as time allows

· Ensures that all office equipment functions correctly, including the phone system, the printer, and the copier; obtains supplies for the office when needed

· Maintains a list of all meetings and the contact information for the representatives of the meetings; contacts the groups to update the information every three years when new GRs and AGRs are elected

· Locates, trains, and schedules home-call receivers. Makes reminder calls to previously scheduled Home Call Receivers and provides them with current directories.
· Ensures that office files contain copies of meeting minutes, guidelines for all officers, chairpersons, and their respective committees; and other business documents related to the functioning of the office.
· Oversees all mail and email, including expenses for the Service Center, and passes information on to appropriate person.

· Along with the Service Center Committee, prepares a position description for the Administrative Clerk; when necessary, coordinating with the Service Center Committee, approves, selects, and hires a new clerk after approval by the steering committee
· Provides input to Treasurer for Service Center yearly expenses

· If the Service Center Coordinator is unable to serve out the elected term, the Alternate Service Center Coordinator serves in that position

Visions for Future

· Document the functions of the Service Center in enough detail to allow a smooth transition of personnel

· Have sufficient job sharing between the Service Center Coordinator and the Alternate that either is capable of doing the job

Additional Requirements for Position

· Must be an Information Service Representative or an alternate Information Service Representative.
· Must have familiarity with personal computers and software, including email programs and office software, particularly Microsoft Word and basic Excel
· Must have attended at least two meetings of AIS-DCMD or the Steering Committee during the year preceding his/her election.
Guidelines for Literature Distribution Center Chairperson

· Maintains a supply of Al-Anon Conference Approved Literature (CAL), ordered from Al-Anon World Services, for sale to Al-Anon groups and individual members
· Keeps track of supplies of popular items and orders replenishments in a timely fashion.
· Determines the times during which the Literature Distribution Center (LDC) is open and makes this information available to the groups
· Reports finances to AIS-DCMD at that body’s regular meetings and reports on committee activities to the steering committee and AIS-DCMD meetings
· Recruits volunteers, ensures that they are adequately trained, and creates guidelines for the operation of the LDC
· Ensures that proceeds for the sale of literature are promptly deposited in the AIS-DCMD bank account

· Sells literature to other areas of AIS-DCMD, including Public Outreach, at the literature distribution center’s cost
· Coordinates with the Service Center Coordinator regarding the services of the Administrative Clerk in assisting with the work of the Literature Depot.
Visions for Future

· Speed up the ordering process for literature

· Investigate ways to deliver literature to the groups

· Recruit volunteers to pick up literature and deliver it to the groups

· Mail literature to the groups, using the post office’s media mail or other economical means

· Investigate more convenient ways for groups to pay for literature, such as PayPal
Additional Requirements for Position

· None
Guidelines for Newsletter Chairperson

· Publishes the AIS-DCMD Newsletter three times a year.  The Newsletter may contain: a calendar, a listing of AIS-DCMD officers and committee chairpersons, directory updates, the annual budget as periodic and year-end treasurer's reports, a table of group contributions, and updates on committee activity, and other materials of interest to Al-Anon groups and members. These will be provided by AIS-DCMD officers and committee chairs and other members of Al-Anon

· Solicits personal sharings and other Al-Anon/Alateen materials from members to include in the newsletter

· Ensures that there is a version of the newsletter without personal information to be posted on the web

· Reports on committee activities to the steering committee and AIS-DCMD meetings

Additional Requirements for Position

· Familiarity with personal computers and software to create the newsletter. (Microsoft Publisher is available on the office computers).
Guidelines for Directory Chairperson

· Maintains the directories
· Coordinates with the Computer Committee about the online listing of meetings and any changes to the website

· Updates the meeting directors at least quarterly, and provides the new directory to the AIS-DCMD office for distribution; also posts the directory on the AIS-DCMD website

· Updates the individual meetings listed on the AIS-DCMD website as changes occur

· Implements any changes to the meeting directories as directed by the steering committee
· Reports on committee activities to the steering committee and AIS-DCMD meetings

· Posts holiday information on the online list of meetings
Visions for Future

· Update the Directory Instructions.

· Create Directory Policy and Procedures

· Collect any missing meeting information, i.e., WSO #, Dist #, etc.

· Have individual meetings look over their listings and provide any updates, as well as how they handle holidays

Additional Requirements for the Position

· Must have a working knowledge of computers
Guidelines for Alateen Chairperson

· Maintains contact with the area Alateen coordinator and provides guidance to existing Alateen meetings

· Helps Alateen sponsors obtain and maintain accreditation

Provides guidance to Al-Anon members who want to form new Alateen meetings 
Additional Requirements for Position

· None

Guidelines for Public Outreach Chairperson

· Oversees providing information to the general public through the media, professionals, facilities, and organizations about who we are, what we do, and how to get in touch with Al-Anon

· Contacts organizations that are having events where we can provide information about Al-Anon to see if we can participate

· Coordinates with organizations that request information or attendance at events to learn about Al-Anon

· Contacts those Al-Anon members who have expressed a willingness to attend public outreach events to find volunteers for each event

· If requested, may provide speakers for groups interested in learning about Al-Anon

· Obtains literature from the AIS-DCMD literature distribution center at their cost or orders literature from WSO using the literature distribution center’s discount

· Prepares literature, including pamphlets and directories, to take to public outreach events

· May form committees, including an outreach committee, a contact committee, a committee of volunteers, and a committee to prepare materials for public outreach events

· Reports on committee activities to the steering committee and AIS-DCMD meetings

Visions for Future

· Create a committee to assist in providing information to the general public through the media, professionals, facilities, institutions, and organizations about who we are, what we do, and how to get in touch with Al-Anon

· Have committee members assist in organizing literature for public outreach events

· Have committee members ask local newspapers and radio and television stations to publish public service announcements where possible, including sending WSO media videos for airing
Additional Requirements for Position

· None

Guidelines for Computer Chair

· Keeps the AIS-DCMD office computer running; recommends new or modified software if required

· Assists the Administrative Clerk’s by answering questions about computer operation and suggests improvements in the computer procedures

· Provides advice and guidance about computer equipment and techniques to all areas of AIS-DCMD, suggesting new ways of doing things if appropriate

· Maintain our host service (currently, our host service is Netfirms.com.); checks email sent to webmaster@al-anon-alateen-dcmd.org and lets other committee chairs who have mailboxes know how to access them; makes certain our subscription to Netfirms is current and that we continue to hold the “.org, .com, and .net domains (this is done yearly, when notified in May, by updating information on the Netfirms website) 

· Maintains the AIS-DCMD website, al-anon-alateen-dcmd.org.; updates the calendar and puts special pages and information on the site as needed, including removing personal information from the newsletter and other documents if required; if required, assists the Directory Chair with updating the online directory and directory listings

· Reports on committee activities to the steering committee and AIS-DCMD meetings

Visions for Future

· Replaces equipment in a timely manner so there is no need to replace things because they fail or have the office staff work with outdated equipment

· Uses up-to-date technologies and practices to improve the functioning of all areas of AIS-DCMD
Additional Requirements for Position

· Should be very familiar with personal computers and software, including Microsoft Word and Excel; a working knowledge of web design is an advantage

· Should be familiar enough with web site design to deal with the volunteer who designs and/or modifies the web site

Guidelines for Fall Luncheon Chair

· Submits to the Steering Committee the budget and any contracts for the luncheon for the Steering Committee’s approval

· Recruits a committee of interested Al-Anon members, ideally by February 1; invites former Luncheon Chairpersons to join the committee or, at a minimum, solicits their input; recruits and coordinates volunteers to perform various services on the day of the luncheon if needed
· Enters into Contracts with venues and caterers

· As soon as possible, presents a budget and proposed contracts to the Steering Committee for approval.
· Arranges, publicizes, and conducts committee meetings

· Selects a date for the luncheon, avoiding conflicts with other Al-Anon events in Area 24 and northern Virginia whenever possible; selects a theme, site, and menu, including vegetarian options, preferably in the jurisdiction whose turn it is to host the luncheon; presents date and location proposal to steering committee for approval

· Publicizes the luncheon in AIS-DCMD and area newsletters and on web sites; creates and distributes a flyer for the luncheon

· Works closely with the AIS-DCMD to determine the optimum ticket prices and to keep costs within a budget, keeping ticket prices affordable while avoiding a financial loss to the AIS-DCMD
· With the help of the committee, identifies appropriate speakers for Al-Anon, AA, and, if possible, Alateen

· Contacts AGR or GRs for donations of books for door prizes

· Conducts a 50-25-25 raffle, with 50% of the pot going to AIS-DCMD and 25% to each of two winners

· Provides monthly progress reports to the AIS-DCMD, especially from September to November; submits a final report to AIS-DCMD after the luncheon; suggests any additions to or revisions of the guidelines that she/he believes are necessary

Visions for Future

· Maintain a list of recent past luncheon chairs and consult with them (in person or by phone or email) during the planning process

· Have people interested in chairing the committee in the future as part of the committee

· Have the luncheon chair and most committee members come from the jurisdiction where the luncheon is to be held.
Additional Requirements for Position

· None

Guidelines for Spring Workshop Chairperson

· Decides on date and find appropriate location for workshop (the date should not conflict with other Al-Anon events in Area 24 if possible); presents a date and location proposal to steering committee for approval 

· Acts as contact person or liaison for utilization of space

· Publicizes the workshop in AIS-DCMD and area newsletters and on web sites; 
· Forms a committee to help with workshop; recruits and coordinates volunteers to perform various services on the day of the workshop if needed

· Decides on appropriate theme for workshop event

· Develops a flier to announce workshop event; sends copies of flier to AIS-DCMD and area newsletter for circulation and has copies made of flier to circulate at meetings

· With the help of the committee

· identifies appropriate speakers for Al-Anon and AA 

· identifies speakers for “breakout” sessions/meeting of workshop

· Establishes a budget for food, supplies needed for workshop, and gifts for AA and Al-Al-Anon speakers

· Contacts AGR or GRs for donations of books for raffle

· Coordinates with session speakers and has appropriate materials available in each session room

· Provides monthly progress reports to AIS-DCMD, especially the two meetings preceding the workshop; submits a final report to AIS-DCMD after the workshop; suggests any additions to or revisions of the guidelines that she/he believes are necessary; collects donations and raffle proceeds and gives money to AIS-DCMD treasurer along with budget

· Completes notes to be placed in folder for next Spring Workshop chairperson

Visions for Future

· Act as a workshop resource person, assisting districts or other groups that wish to hold a workshop

· Maintain a list of recent past workshop chairs and consult with them (in person or by phone or email) during the planning process
· Have people interested in chairing the committee in the future as part of the committee
Additional Requirements for Position

· None
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