September 23, 2014


BY-LAWS OF
Al-Anon/Alateen Information Service of 
Washington DC and Suburban Maryland (AIS-DCSMD)
(Formed under the District of Columbia NonProfit Corporation Act)
Adopted on [                  ], 2014
Article I 
NAME
1.1 Corporate Name
The name of this corporation is Al-Anon/Alateen Information Service of Washington, DC, and Suburban Maryland (AIS-DCSMD), Inc. (the “Corporation”).
Article II 
OFFICES
2.1 Principal Office
The principal office of the Corporation shall be 278 Carroll Street, NW, Washington, DC, 20012
2.2 Other Offices
The Board of Directors of the Corporation (the “Board”) may at any time establish branch or subordinate offices at any place or places where the Corporation is qualified to transact business, both within or without the District of Columbia. 
MEMBERS

3.01
Members  

Membership of the Corporation shall be limited to the persons selected as an Alternate Group Representative (“AGR”), or Group Representatives (GR) by Al-anon groups within the service area.  No group shall have more than one vote.
3.02
Powers  

The Members shall have the power to appoint the Board of the Corporation.

3.03
Place of Meetings 

The Members may hold meetings, annual, regular, or special, either within or without the District of Columbia.

3.04
Annual Meeting  

The Members shall hold a regular annual meeting in December of each year (unless the Board determines that the annual meeting shall be held at a different time) at a time and place set by the Board.  

3.05
Regular Meetings

Regular meetings of the Members shall be held at a place and time to be determined by the Board with notice to be provided to Members as set forth herein.

3.06
Special Meetings  

Special meetings of the Members may be called by the Chair, the Secretary, the Board, or [five or more] Members. 

3.07
Quorum

To constitute a quorum for the transaction of business at annual meetings and special meetings of the Members, 10 Members must be present in person.

3.08
Voting

Each Member present shall be entitled to one vote.  Except as otherwise provided, all matters shall be determined by a majority of the votes cast by Members present in person and entitled to vote on the matter.
3.09
Notice  

Notice of annual, regular or special meetings of the Members shall be given to the Members at least five (5) days prior to the date of the meeting.  In the case of a special meeting, the notice must state the purpose or purposes for which the meeting is called.
 3.10
Withdrawal
Members of the Corporation may withdraw from membership of the Corporation at any time.
DIRECTORS

2.3 Number
The authorized number of directors of the Corporation (“Directors”) shall initially be [four] [(4)].  Such number may be increased or decreased by resolution of the Board but in no event shall be less than three (3).  No decrease in the number of Directors shall have the effect of shortening the term of any incumbent Director.
2.4 Qualifications
Directors shall support the goals, philosophies and objectives of the Corporation and the laws and regulations under which it is founded.  A director shall not:
(a) Engage in any activity that is directly contrary to the interests of the Corporation; or
(b) Engage in the misrepresentation of the Corporation and its policies to outside third parties; and 
A Director Shall

(a) 
Be members of the Corporation as described in section 3.01; and 

(b)
Must have attended at least two meetings of the Corporation before being elected as a Director. (except for the initial Directors) 

2.5 Corporate Powers Exercised by Board
The business and affairs of the Corporation shall be managed, and all corporate powers shall be exercised, by or under the direction of the Board.  The Board may delegate the management of the activities of the Corporation to any person or persons, Management Company or committee however composed, provided that the activities and affairs of the Corporation shall be managed and all corporate powers shall be exercised under the ultimate direction of the Board, as limited by the Articles of Incorporation and these Bylaws.
2.6 Election of Directors and Term
The Directors shall be elected for a one-year term by a majority of votes cast by Members present at  the annual meeting of the Members, except as provided in Section 4.05 hereof, and each Director elected shall hold office until his/her successor is duly elected and qualified or until his/her earlier resignation or removal.
(a) Events Causing Vacancy
A vacancy or vacancies on the Board shall be deemed to exist on the occurrence of the following: (i) the death, resignation, or removal of any Director; (ii) whenever the number of authorized Directors is increased; or (iii) the failure of the Board, at any meeting at which any Director or Directors are to be elected, to elect the full authorized number of Directors.
(b) Removal
The Board may by resolution declare vacant the office of a Director who has been declared of unsound mind by an order of court, or convicted of a felony.  The Board may by resolution declare vacant the office of a director who fails to attend three (3) consecutive Board meetings in a twelve month period.  Directors may be removed without cause by a majority of the Directors then in office or by a majority of members voting in an annual, or special meeting.
(c) No Removal on Reduction of Number of Directors 
No reduction of the authorized number of Directors shall have the effect of removing any Director before that Director’s term of office expires unless the reduction also provides for the removal of that specified Director in accordance with these Bylaws.
(d) Resignations
Any director may resign by giving written notice to the Chair, the Secretary, or the Board.  Such a written resignation will be effective on the later of (i) the date it is delivered or (ii) the time specified in the written notice that the resignation is to become effective.  No Director may resign if the Corporation would then be left without a duly elected Director or Directors in charge of its affairs.
(e) Election to Fill Vacancies
If there is a vacancy on the Board, including a vacancy created by the removal of a Director, the Board may fill such vacancy by electing an additional director as soon as practicable after the vacancy occurs. If the number of Directors then in office is less than a quorum, additional directors may be elected to fill such vacancies by (i) the unanimous written consent of the Directors then in office, (ii) the affirmative vote of a majority of the Directors in office at a meeting held according to notice, or (iii) a sole remaining Director.
2.7 Regular Meetings
Each year, unless otherwise provided by the Board, there shall be Board meetings held on the fourth (4th) Thursday of each of January, February, March, April, June, September, and October..  Other regular meetings of the Board may be held at such time and place as the Board may fix from time to time by resolution.
2.8 Annual Meeting                                                                                                Unless otherwise provided by the Board, there shall be a Board meeting held without notice on the first (1st) Thursday of December of each year for the purposes of the election of Directors and Officers, review and approval of the corporate budget and transaction of other business.  

2.9 Special Meetings
The Chair, or the Alternate Chair, or the Secretary, or the Treasurer, or any two Directors may call special meetings of the Board for any purpose at any time.
2.10 Notice of Meetings
(a) Manner of Giving
Except when the time and place of a regular meeting is set by the Board by resolution in advance, notice of the time and place of all regular and special meetings shall be given to each Director by one of the following methods:
(i) Personal delivery of oral or written notice;
(ii) First-class mail, postage paid;
(iii) Telephone, including a voice messaging system or other system or technology designed to record and communicate messages; or
(iv) Facsimile, electronic mail (“e-mail”) or other means of electronic transmission if the recipient has consented to accept notices in this manner.

All such notices shall be given or sent to the Director’s address, phone number, facsimile number or e-mail address as shown on the records of the Corporation. Any oral notice given personally or by telephone may be communicated directly to the Director or to a person who would reasonably be expected to promptly communicate such notice to the Director. Notice of regular meetings may be given in the form of a calendar or schedule that sets forth the date, time and place of more than one regular meeting.
(b) Time Requirements
Notices sent by first-class mail shall be deposited into a United States mail box at least four days before the time set for the meeting. Notices given by personal delivery, telephone, voice messaging system or other system or technology designed to record and communicate messages, facsimile, e-mail or other electronic transmission shall be delivered at least 48 hours before the time set for the meeting.
(c) Notice Contents
The notice shall state the time and place for the meeting, except that if the meeting is scheduled to be held at the principal office of the Corporation, the notice shall be valid even if no place is specified.  The notice need not specify the purpose of the meeting unless required to elsewhere in these Bylaws.
2.11 Meetings by Telephone or Similar Communication Equipment
Any meeting may be held by conference telephone or other communications equipment, as long as all Directors participating in the meeting can communicate with one another.  All such Directors shall be deemed to be present in person at such meetings.
2.12 Quorum and Action of the Board
(a) Quorum
A majority of Directors then in office (but no fewer than two Directors) shall constitute a quorum for the transaction of business, except to adjourn as provided in Section 4.12.  A majority of the votes cast at a meeting of the Board, duly called and at which a quorum is present, shall be sufficient to take or authorize action upon any matter which may properly come before the meeting, unless the concurrence of a greater proportion is required for such action by statute, the Articles of Incorporation or these Bylaws.  
(b) When a Greater Vote Is Required for Valid Board Action
The following actions shall require a vote by a majority of all Directors then in office in order to be effective:
(i) Approval of contracts or transactions in which a Director has a direct or indirect material financial interest as described in Section 6.01 (provided that the vote of any interested Director(s) is not counted);
(ii) Creation of, and appointment to, Committees (but not advisory committees) as described in Section 5.09;
(iii) Removal of a Director without cause as described in Section 4.05(b); and
(iv) Indemnification of Directors when Board action is required under Article VII.
2.13 Adjournment
A majority of the Directors present, whether or not constituting a quorum, may adjourn any meeting to another time and place.
2.14 Notice of Adjournment
Notice of the time and place of holding and adjourned meeting need not be given, unless the meeting is adjourned for more than 24 hours, in which case personal notice of the time and place shall be given before the time of the adjourned meeting to the Directors who were not present at the time of the adjournment.
2.15 Conduct of Meetings
Meetings of the Board shall be presided over by the Chair or, if the Chair is absent, by the Alternate Chair or, in the absence of each of these persons, by a chairperson of the meeting, chosen by a majority of the Directors present at the meeting. The Secretary shall act as secretary of all meetings of the Board, provided that, if the Secretary is absent, the presiding officer shall appoint another person to act as secretary of the meeting. Meetings shall be governed by rules of procedure as may be determined by the Board from time to time, insofar as such rules are not inconsistent with or in conflict with these Bylaws, with the Articles, or with any provisions of law applicable to the Corporation.
2.16 Action without Meeting

Any action required or permitted to be taken at a meeting of the Board may be taken without a meeting if consent in writing, setting forth such action, is signed by all of the Directors, and such written consent is filed with the minutes of proceedings of the Board.  Such consent shall have the same force and effect as a unanimous vote.

2.17 Fees and Compensation of Directors
The Corporation shall not pay any compensation to Directors for services rendered to the Corporation as Directors, except that Directors may be reimbursed for expenses incurred in the performance of their duties to the Corporation, in reasonable amounts as approved by the Board.
Also, Directors may not be compensated for rendering services to the Corporation in a capacity other than as Directors, unless such compensation is reasonable.
2.18 Non-Liability of Directors
The Directors shall not be personally liable for the debts, liabilities, or other obligations of the Corporation.
Article III 
OFFICERS AND COMMITTEES
3.1 Officers
The officers of the Corporation (“Officers”) shall be: 

(1)
A Chair

(2)
An Alternate Chair 


(3)
A Treasurer 


(4)
A Secretary

(5)
An Alternate Secretary


(6)
An Alternate Treasurer


(7)
A Service Center Coordinator, and 


(8)
An Alternate Service Center Coordinator

The Board shall have the power to designate additional Officers with such duties, powers, titles and privileges as the Board may fix, including such Officers as may be appointed in accordance with Section 5.06(j).  Other than the Chair and Treasurer (who shall be selected from among the Directors), these persons may, but need not be, selected from among the Directors.  The same person may hold any number of offices, except that the Treasurer may not serve concurrently as the Chair.
3.2 Election of Officers
The Officers, except those appointed in accordance with Section 5.06(j), shall be elected by the Board at the annual meeting of the Corporation for a term of one year, and each shall serve at the discretion of the Board until his or her successor shall be elected, or his or her earlier resignation or removal.
3.3 Removal of Officers
Subject to the rights, if any, of an Officer under any contract of employment, any Officer may be removed, with or without cause, (i) by an affirmative vote of a majority of the Board, at any regular or special meeting of the Board, or at the annual meeting of the Corporation, or (ii) by an Officer on whom such power of removal may be conferred by the Board.
3.4 Resignation of Officers
Any Officer may resign at any time by giving written notice to the Corporation. Any resignation shall take effect at the date of the receipt of that notice or at any later time specified in that notice; and, unless otherwise specified in that notice, the acceptance of the resignation shall not be necessary to make it effective. Any resignation is without prejudice to the rights, if any of the Corporation under any contract to which the Officer is a party.
3.5 Vacancies in Offices
A vacancy in any office because of death, resignation, removal, disqualification, or any other cause shall be filled in the manner prescribed in these Bylaws for regular appointments to that office, provided that such vacancies shall be filled as they occur and not on an annual basis. In the event of a vacancy in any office other than the Chair or one appointed in accordance with Section 5.06(j), such vacancy shall be filled temporarily by appointment by the Chair, and the appointee shall remain in office for 60 days, or until the next regular meeting of the Board, whichever comes first. Thereafter, the position can be filled only by action of the Board.
3.6 Responsibilities of Officers
(a) Chairperson
The Chair shall be the chairperson of the Board.
(b) Chair
The Chair shall be a Director and shall preside at meetings of the Board and exercise and perform such other powers and duties as may from time to time be assigned to him by the Board or prescribed by these Bylaws. 
(c) Alternate Chair
The Alternate Chair of the Corporation shall be a Director and shall, in the absence or disability of the Chair, perform all the duties of the Chair and, when so acting, have all the powers of and be subject to all the restrictions upon, the President. The Alternate Chair shall have such other powers and perform such other duties as may be prescribed by the Board.
(d) Secretary
The secretary of the Corporation (the “Secretary”) shall be a director and shall attend to the following:
(i) Bylaws
The Secretary shall certify and keep or cause to be kept at the principal office of the Corporation the original or a copy of these Bylaws as amended to date.
(ii) Minute Book
The Secretary shall keep or cause to be kept a minute book
(iii) Notices
The Secretary shall give, or cause to be given, notice of all meetings of the Board in accordance with these Bylaws.
(iv) Corporate Records
Upon request, the Secretary shall exhibit or cause to be exhibited at all reasonable times to any Director, or to his or her agent or attorney, these Bylaws and the minute book.
(v) Other Duties
The Secretary shall have such other powers and perform such other duties incident to the office of Secretary as may be prescribed by the Board of these Bylaws.
(e)
Alternate Secretary

The alternate secretary of the Corporation (the “Alternate Secretary”) shall be a director and shall assist the Secretary with all duties prescribed in these Bylaws and shall, in the absence or disability of the Secretary, perform all the duties of the Secretary.

(f)
Treasurer
The treasurer of the Corporation (the “Treasurer”) shall be a director and shall be the chief financial officer of the corporation and shall attend to the following:
(i)
Books of Account
The Treasurer shall keep and maintain, or cause to be kept and maintained, adequate and correct books and records of accounts of the properties and transactions of the Corporation, including accounts of its assets, liabilities, receipts, disbursements, gains, losses, capital, retained earnings, and other matters customarily included in financial statements. The books of account shall be open to inspection by any Director at all reasonable times.
(ii)
Financial Reports
The Treasurer shall prepare, or cause to be prepared, and certify, or cause to be certified, the financial statements to be included in any required reports.
(iii)
Deposit and Disbursement of Money and Valuables
The Treasurer shall deposit, or cause to be deposited, all money and other valuables in the name and to the credit of the Corporation with such depositories as may be designated by the Board; shall disburse, or cause to be disbursed, the funds of the Corporation as may be ordered by the Board; shall render, or cause to be rendered to the President and Directors, whenever they request it, an account of all of his or her transactions as Treasurer and of the financial condition of the Corporation; and shall have other powers and perform such other duties incident to the office of Treasurer as may be prescribed by the Board or these Bylaws.
(iv)
Bond
The Treasurer shall, if required by the Board, give to the Corporation such security for the faithful discharge of the duties of the Treasurer as the Board may direct.
(g)
Alternate Treasurer 

The alternate treasurer of the Corporation (the “Alternate Treasurer”) shall be a director and shall assist the Treasurer with all duties prescribed in these Bylaws and shall, in the absence or disability of the Treasurer, perform all the duties of the Treasurer.

(h)
Service Center Coordinator 

The service center coordinator of the Corporation (the “Service Center Coordinator”) shall be a director and shall coordinate the activities of the office staff, including the administrative clerk and all volunteers.

(i)
Alternate Service Center Coordinator 

The alternate services center coordinator of the Corporation (the “Alternate Service Center Coordinator ”) shall be a director and shall assist the Service Center Coordinator with all duties prescribed in these Bylaws and shall, in the absence or disability of the Service Center Coordinator, perform all the duties of the Service Center Coordinator.

(j)
Additional Officers
The Board may empower the Chair, or chief executive, to appoint or remove such other Officers as the business of the Corporation may require, each of whom shall hold office for such period, have such authority, and perform such duties as are provided in these Bylaws or as the Board from time to time may determine.
3.7 Compensation of Officers
(a) Salaries Fixed by Board
The salaries of Officers, if any, shall be fixed from time to time by resolution of the Board or by the person or Committee to whom the Board has delegated this function, and no Officer shall be prevented from receiving such salary by reason of the fact that he or she is also a Director, provided, however, that such compensation paid to a Director for serving as an Officer shall only be allowed if permitted under the provisions of Section 4.16. In all cases, any salaries received by Officers shall be reasonable and given in return for services actually rendered for the Corporation which relate to the performance of the public benefit purposes of the Corporation. No salaried Officer serving as a Director shall be permitted to vote on his or her own compensation as an Officer.
(b) Fairness of Compensation
The Board shall periodically review the fairness of compensation, if any, including benefits, paid to every person, regardless of title, with powers, duties, or responsibilities comparable to the president, chief executive officer, treasurer, or chief financial officer (i) once such person is hired, (ii) upon any extension or renewal of such person’s term of employment, and (iii) when such person’s compensation is modified (unless all employees are subject to the same general modification of compensation).
5.09
Committees 

The Board shall designate the following committees, and shall appoint to each committee a chairperson:

(1) 
Literature Distribution Committee 

(2) 
Newsletter Committee 

(3)
Directory Committee 

(4)
Alateen Committee 

(5)
Public Outreach Committee 

(6)
Computer Committee 

(7) 
Spring Workshop Committee 

(8) 
Fall Luncheon Committee 

Any such committee, to the extent permitted by law and provided in the resolution of the Board establishing such committee, shall have and may exercise all the powers and authority of the Board in the management of the business and affairs of the Corporation, and may authorize the seal of the Corporation to be affixed to all papers which may require it; but no such committee shall have the power or authority to adopt, amend or repeal any bylaw of the Corporation.  Regular meetings of committees of the Board may be held without notice at such times and places as such committees may determine from time to time by resolution.  Special meetings of committees may be called by any member thereof upon not less than one (1) days’ notice stating the place, date, and hour of the meeting, which notice may be written (including email) or by telephone.  All committees of the Board shall keep minutes of their meetings and shall report their proceedings to the Board when requested or required by the Board.

The Board shall have the power to designate additional Committees with such duties, powers, titles and privileges as the Board may fix, including such Committees as may be appointed in accordance with Section 5.10(j).

5.10
Responsibilities of Committees


For more details of the Committees, please refer to the Steering Committee manual, attached.


(a) 
Literature Distribution Committee 

The literature distribution committee of the Corporation (the “Literature Distribution Committee”) shall administer the Literature Distribution Center (“LDC”), which has been established under the auspices of the Corporation. 

(b)
Newsletter Committee

The newsletter committee of the Corporation (the “Newsletter Committee”) shall prepare and distribute a newsletter. 


(c) 
Directory Committee 

The directory committee of the Corporation (the “Directory Committee”) shall maintain a master list of all member group meetings. 

(d)
Alateen Committee

The Alateen committee of the Corporation (the “Alateen Committee”) shall coordinate Alateen activities in the Washington Metropolitan Area. 


(e)
Public Outreach Committee 

The public outreach committee of the Corporation (the “Public Outreach Committee”) shall make Al-Anon better known in the community. 


(f)
Computer Committee 

The computer committee of the Corporation (the “Computer Committee”) shall coordinate programming and operations of the Corporation’s computer resources. 


(g)
Spring Workshop Committee 

The spring workshop committee of the Corporation (the “Spring Workshop Committee”) shall plan for and hold the spring workshop.  


(h)
Fall Luncheon Committee 

The fall luncheon committee of the Corporation (the “Fall Luncheon Committee”) shall plan for and hold the fall luncheon.

(j)
Additional Committees

The Board may empower the President, or chief executive, to appoint or abolish such other Committees as the business of the Corporation may require, each of which shall have such authority, and perform such duties as are provided in these Bylaws or as the Board from time to time may determine.

5.11
Steering Committee

The steering committee of the Corporation (the “Steering Committee”) shall be comprised of all officers of the Corporation and all Committee chairpersons. The Steering Committee shall prepare the agenda for regular meetings of the Corporation, propose a budget and a calendar for the upcoming year, consider requests for support of third party-sponsored activities.  When a Committee chairperson will not be at a Steering Committee meeting he or she may appoint, with advance notice to the Chair, Alternate Chair, Secretary, or Alternate Secretary, a committee member to vote in place of the Committee chairperson.  No person will have more than one vote.
5.12
Quorum and Voting
A majority of the members of a committee shall constitute a quorum for the transaction of business at any meeting thereof. The vote of a majority of the members of a committee present at a meeting at which a quorum is present shall constitute action of the committee.  

5.13 
Action without Meeting
Any action required or permitted to be taken at a meeting of a committee may be taken without a meeting if a written consent, setting forth the action so taken, shall be signed by all of the members of the committee and filed with the minutes of proceedings of the committee. 
5.14
Telephone Meetings 
Members of committees may participate in a meeting by means of a conference telephone or similar communications equipment by which all persons participating in the meeting can hear each other. Such participation shall constitute presence in person at the meeting. 
5.15
 Vacancies
Any vacancy occurring on any committee or committees may be filled by a resolution adopted by a majority of the Directors present at a meeting at which a quorum is present. 
5.16
Removal and Resignations 
Any member of any committee may be removed by resolution adopted by a majority of the Directors present at a meeting at which a quorum is present. Any member of a committee may resign from the committee at any time by giving written notice to the Board or the Chairperson or Secretary of the Corporation. Unless otherwise specified therein, such resignation shall take effect upon receipt thereof. 
Article IV 
TRANSACTIONS BETWEEN THE CORPORATION AND DIRECTORS OR OFFICERS
4.1 Transactions with Directors and Officers
(a) Interested Party Transactions
Except as described in Section 6.01(b), the Corporation shall not be a party to any transaction:
(i) in which one or more of its Directors or Officers has a material financial interest, or
(ii) with any corporation, firm, association, or other entity in which one or more Directors or Officers has a material financial interest.
(b) Requirements to Authorize Interested Party Transactions
The Corporation shall not be a party to any transaction described in Section 6.01(a) unless:
(i) the Corporation enters into the transaction for its own benefit;
(ii) the transaction is fair and reasonable to the Corporation at the time the transaction is entered into;
(iii) prior to consummating the transaction or any part thereof, the Board authorizes or approves the transaction in good faith, by a vote of a majority of Directors then in office (without counting the vote of the interested Directors), and with knowledge of the material facts concerning the transaction and the interested Director’s or Officer’s financial interest in the transaction;
(iv) prior to authorizing or approving the transaction, the Board considers and in good faith determines after reasonable investigation that the Corporation could not obtain a more advantageous arrangement with reasonable effort under the circumstances; and
(v) the minutes of the Board meeting at which such action was taken reflect that the Board considered and made the findings described in paragraphs (i) through (iv) of this Section 6.01(b).
4.2 Material Financial Interest
A Director or Officer shall not be deemed to have a “material financial interest” in a transaction:
(a) that fixes the compensation of a Director as a Director or Officer;
(b) if the contract or transaction is part of a public or charitable program of the Corporation and it (1) is approved or authorized by or on behalf of the Corporation in good faith and without unjustified favoritism, and (2) results in a benefit to one or more Directors or their families only because they are in the class of persons intended to be benefited by the program; or
(c) where the interested Director has no actual knowledge of the transaction and it does not exceed the lesser of one percent of the gross receipts of the Corporation for the preceding year or $100,000.
4.3 Loans to Directors and Officers
The Corporation shall not make any loan of money or property to or guarantee the obligation of any Director or Officer; except that, the Corporation may advance money to a Director or Officer for expenses reasonably anticipated to be incurred in the performance of duties of such Director or Officer, if in the absence of such advance, such Director or Officer would be entitled to be reimbursed for such expenses by the Corporation.
Article V 
INDEMNIFICATION 
5.1 Indemnification  
(a) The Corporation shall indemnify any director or officer to the extent the individual was successful, on the merits or otherwise, in the defense of any proceeding to which the individual was a party because the individual is or was a director or officer of the Corporation against reasonable expenses incurred by the individual in connection with the proceeding. 
(b) Except as otherwise provided in these Bylaws, the Corporation shall, without the requirement of any additional authorization by the Board, indemnify a director or officer who is a party to a proceeding because he or she is or was a director or officer against liability incurred in the proceeding if the individual (1) acted in good faith, (2) reasonably believed (A) in the case of conduct in an official capacity, that the conduct was in the best interests of the Corporation, and (B) in all other cases, that the individual’s conduct was at least not opposed to the best interests of the Corporation, (3) in the case of any criminal proceeding, had no reasonable cause to believe his or her conduct was unlawful, and (4) in the case of an employee benefit plan, reasonably believed such actions to be in the interests of the participants in and the beneficiaries of the plan.
(c) The Corporation shall have the right to select attorneys and to approve any legal expenses incurred in connection with any suit, action or proceeding to which this indemnification applies.
(d) The termination of a proceeding by judgment, order, settlement, or conviction or upon a plea of nolo contendere or its equivalent is not, in itself, determinative that the director or officer did not meet the standard of conduct contained in this Section 7.01.  
(e) Unless ordered by a court of competent jurisdiction, the Corporation shall not indemnify a director or officer (1) in connection with a proceeding by or in the right of the Corporation, except that the Corporation may indemnify the individual for reasonable expenses incurred in connection with the proceeding if it is determined that the individual met the relevant standard of conduct under this Section 7.01, or (2) in connection with any proceeding with respect to conduct for which the individual was adjudged liable on the basis that the director or officer received a financial benefit to which the individual was not entitled, whether or not it involved any action in the individual’s official capacity.
5.2 Advance for Expenses  
The Corporation shall, before final disposition of a proceeding and without the requirement of any additional authorization by the Board, advance funds to pay for or reimburse the reasonable expenses incurred by an individual who is a party to a proceeding because he or she was a director or officer if the individual delivers to the Corporation (a) a written statement signed by the individual setting forth his or her good faith belief that he or she has met the relevant standard of conduct described in the District of Columbia Nonprofit Corporation Act of 2010 (the “Nonprofit Act”) and these Bylaws, and (b) an undertaking in the form of an unlimited general obligation to repay any funds advanced if the individual is not entitled to indemnification under these Bylaws or mandatory indemnification under the Nonprofit Act.
5.3 Determination of Indemnification  
(a) The Corporation shall not indemnify a director or officer under Section 7.01(b) unless the Board determines, in accordance with Section 7.03(b), that indemnification of the individual is permissible because he or she has met the relevant standard of conduct in the Nonprofit Act and these Bylaws.
(b) The determination shall be made (1) if there are two (2) or more disinterested directors, by a majority vote of all the disinterested directors, a majority of whom will constitute a quorum for that purpose, or by a majority of the members of a committee of two (2) or more disinterested directors appointed by such a vote, or (2) by special legal counsel (A) selected in the manner prescribed in paragraph (1), or (B) if there are fewer than two (2) disinterested directors, selected by the Board, in which selection directors who do not qualify as disinterested directors may participate.
(c) With respect to any matter disposed of by a settlement or compromise payment by such person, pursuant to a consent decree or otherwise, no indemnification either for said payment or for any other expenses shall be provided unless such settlement or compromise payment is approved by (1) a majority vote of the disinterested directors, a majority of whom will constitute a quorum for that purpose, (2) by a majority of the members of a committee of two (2) or more disinterested directors appointed by such a vote, (3) if there are fewer than two (2) disinterested directors, by the Board, in which case directors who do not qualify as disinterested directors may participate, provided that special legal counsel selected in the manner prescribed in Section 7.03(b)(2) above, determines that indemnification is permissible because the director or officer has met the relevant standard of conduct in the Nonprofit Act and these Bylaws, or (4)  by a court of competent jurisdiction. 
(d) For purposes of this Article VII, a “disinterested director” shall mean a director who, at the time of a vote referred to in this Article VII, is not (1) a party to the proceeding, or (2) an individual having a familial, financial, professional, or employment relationship with the director whose indemnification or advance for expenses is the subject of the decision being made, which relationship would, in the circumstances, reasonably be expected to exert an influence on the director’s judgment when voting on the decision being made.
(e) For purposes of this Article VII, a “director” or “officer” shall mean an individual who is or was a Director or Officer of the Corporation or who, while a Director or Officer of the Corporation, is or was serving at the Corporation’s request as a director, officer, partner, trustee, employee, or agent of another corporation, partnership, joint venture, trust, employee benefit plan, or other entity.  Unless the context requires otherwise, a Director or Officer shall also include the estate or personal representative of a director or officer.
5.4 Not Exclusive Right  
The indemnification provided by these Bylaws shall not be deemed exclusive of any other rights which a director or officer may have under any agreement with the Corporation or otherwise.
5.5 Severability  
Each provision of this Article VII is intended to be severable, and if any term or provision is invalid for any reason whatsoever, such invalidity shall not affect the validity of the remainder of this Article VII.
Article VI 
AMENDMENTS
6.1 Amendments
These Bylaws may be modified, amended or repealed and new bylaws may be adopted by the affirmative vote of two thirds of the directors then holding office at any regular or special meeting of the Board at which a quorum is present, provided that at least ten (10) days written notice is given of intention to modify, amend, repeal at such meeting.  If, however, all Directors shall be present at such meeting, these Bylaws may be amended by a unanimous vote without any previous notice.
ARTICLE IV
GOVERNING PHILOSOPHY

9.01
Twelve Steps, Twelve Traditions and Twelve Concepts

It shall be the governing philosophy of the Corporation to formulate all policies of the Corporation within the framework of the Twelve Steps (the “Steps”), Twelve Traditions (the “Traditions”) and the Twelve Concepts (the “Concepts”) of Service of Al-Anon and ensure that all activities of the Corporation conform thereto.  Copies of the Steps, Traditions and the Concepts are attached to as Exhibit A and hereby made a part of these Bylaws. 
9.02
Steering Committee Manual

The operations of the Steering Committee shall be govern by the Steering Committee Manual, which may be revised by the Corporation.  A copy of this manual is attached as Exhibit B and hereby made a part of these Bylaws.
EXHIBIT A
Al-Anon’s Twelve Steps

1. We admitted we were powerless over alcohol — that our lives had become unmanageable.

2. Came to believe that a Power greater than ourselves could restore us to sanity.

3. Made a decision to turn our will and our lives over to the care of God as we understood Him.

4. Made a searching and fearless moral inventory of ourselves.

5. Admitted to God, to ourselves, and to another human being the exact nature of our wrongs.

6. Were entirely ready to have God remove all these defects of character.

7. Humbly asked Him to remove our shortcomings.

8. Made a list of all persons we had harmed, and became willing to make amends to them all.

9. Made direct amends to such people wherever possible, except when to do so would injure them or others.

10. Continued to take personal inventory and when we were wrong promptly admitted it.

11. Sought through prayer and meditation to improve our conscious contact with God as we understood Him, praying only for knowledge of His will for us and the power to carry that out.

12. Having had a spiritual awakening as a result of these steps, we tried to carry this message to others, and to practice these principles in all our affairs.

Al-Anon’s Twelve Traditions

1. Our common welfare should come first; personal progress for the greatest number depends upon unity.

2. For our group purpose there is but one authority — a loving God as He may express Himself in our group conscience.  Our leaders are but trusted servants — they do not govern.

3. The relatives of alcoholics, when gathered together for mutual aid, may call themselves an Al-Anon Family Group, provided that, as a group, they have no other affiliation.  The only requirement for membership is that there be a problem of alcoholism in a relative or friend.

4. Each group should be autonomous, except in matters affecting another group or Al-Anon or AA as a whole.

5. Each Al-Anon Family Group has but one purpose:  to help families of alcoholics.  We do this by practicing the Twelve Steps of AA ourselves, by encouraging and understanding our alcoholic relatives, and by welcoming and giving comfort to families of alcoholics.

6. Our Family Groups ought never endorse, finance or lend our name to any outside enterprise, lest problems of money, property and prestige divert us from our primary spiritual aim.  Although a separate entity, we should always co-operate with Alcoholics Anonymous.

7. Every group ought to be fully self-supporting, declining outside contributions.

8. Al-Anon Twelfth Step work should remain forever non-professional, but our service centers may employ special workers.

9. Our groups, as such, ought never be organized; but we may create service boards or committees directly responsible to those they serve.

10. The Al-Anon Family Groups have no opinion on outside issues; hence our name ought never be drawn into public controversy.

11. Our public relations policy is based on attraction rather than promotion; we need always maintain personal anonymity at the level of press, radio, films, and TV.  We need guard with special care the anonymity of all AA members.

12. Anonymity is the spiritual foundation of all our Traditions, ever reminding us to place principles above personalities.

Al-Anon’s Twelve Concepts of Service

1. The ultimate responsibility and authority for Al-Anon world services belongs to the Al-Anon groups.

2. The Al-Anon Family Groups have delegated complete administrative and operational authority to their Conference and its service arms.

3. The right of decision makes effective leadership possible.

4. Participation is the key to harmony.

5. The rights of appeal and petition protect minorities and insure that they be heard.

6. The Conference acknowledges the primary administrative responsibility of the Trustees.

7. The Trustees have legal rights while the rights of the Conference are traditional.

8. The Board of Trustees delegates full authority for routine management of Al-Anon Headquarters to its executive committees.

9. Good personal leadership at all service levels is a necessity.  In the field of world service the Board of Trustees assumes the primary leadership.

10. Service responsibility is balanced by carefully defined service authority and double-headed management is avoided.

11. The World Service Office is composed of selected committees, executives and staff members.

The spiritual foundation for Al-Anon’s world services is contained the General Warranties of the Conference, Article 12 of the Charter.

General Warranties of the Conference

In all proceedings the World Service Conference of Al-Anon shall observe the spirit of the Traditions:

1. that only sufficient operating funds, including an ample reserve, be its prudent financial principle;

2. that no Conference member shall be placed in unqualified authority over other members;

3. that all decisions be reached by discussion, vote, and whenever possible, by unanimity;

4. that no Conference action ever be personally punitive or an incitement to public controversy

5. that though the Conference serves Al-Anon it shall never perform any act of government; and that like the fellowship of Al-Anon Family Groups which it serves, it shall always remain democratic in thought and action.

EXHIBIT B
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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
Article VII 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

Article VIII 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)

Article IX 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

Article X 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

Article XI 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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Article XII 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.
Article XIII 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

Article XIV 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 
Article XV 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

Article XVI 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

Article XVII 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.
Article XVIII 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
Article XIX 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

Article XX 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

Article XXI 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

Article XXII 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 
Article XXIII 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

Article XXIV 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
Article XXV 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

Article XXVI 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
Article XXVII 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

Article XXVIII 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.
Article XXIX 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

Article XXX 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
Article XXXI Additional Requirements for Position

· None
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