Timeline for RITH Area Functions

“…directly responsible to those they serve.”
***ALL COMMITTEE MEMBERS SHOULD BE INSTRUCTED TO KEEP COPIES OF RECEIPTS FOR ANY AND EVERY PURCHASE MADE FOR SAID FUNCTION***

Committee Meeting 1:

· Decide who will design the flyer. 

· Give that person contact information for the Web Publisher for the RITH area. Said person should email a copy of the flyer to the Web Publisher prior to the next committee meeting. 
· Decide whether T-shirts will be ordered.

· If T-shirts will be ordered, designate a committee member to contact a company to make them, keeping in mind our financial responsibility.  

· Pick/create a design, OR decide who will pick/create a design, OR bring back to meetings the committee is looking for someone (some people) to pick/create a design. 

· Set a date and time for the function. Instruct committee members and GSRs to announce the date and time of the function at meetings. 
· Establish subcommittee chairs if needed (for example, Island Gig historically has a Boating Chair, Registration Chair, Entertainment Chair, Shuttling Chair, etc.).

· Entertainment Chair should determine whether a DJ/band is appropriate for the event. 

· Committee Chair should obtain contact information for DJ and/or band/bands that may be appropriate. 

· Decide whether a speaker (s) is appropriate for the function. 


· Designate an addict to network with others in the area to find a speaker for the function. 

· +/- contact speaker (s) and extend an invitation. 

· Determine a venue for the function.

· Assign a committee member to reserve the venue for the date of the function. Give said committee member Activities Chair contact information. Committee member should contact Activities Chair prior to the next committee meeting to obtain a check/checks for venue reservation. 
· Establish the next committee meeting and inform area GSRs. 
Committee Meeting 2:

· Reports from subcommittee chairs or discussion regarding the following:

· Venue should be reserved. 

· Flyer should have been created, sent to the Web Publisher, and be uploaded to the website. 

· If applicable, entertainment should be determined and DJ/band should be “reserved.”

· Order T-shirts.

· Establish a few committee members who will sell T-shirts at various meetings and/or other functions in the RITH area and/or other areas. 

· Function chair should have copies of service shift template and should explain to each subcommittee chair the shift needs for said function. 

· Begin filling service template shifts (i.e.: registration, pop selling, boating shifts, shuttling shifts, t-shirt/raffle ticket selling, child care; specific to function). 

· Give each subcommittee chair a copy of the applicable service template. For example, Island Gig service templates include boating shifts, registration shifts, and shuttling shifts, meaning the Boating Chair, Registration Chair, and Shuttling Chair should have copies of respective service template. 

· Ask committee members which slots they can commit too. 

· Committee members should plan to announce at meetings where and when service is needed, and who to contact to be of service (specific subcommittee chair or function chair; specific to function). 

***SERVICE TEMPLATE SHEETS ARE VERY IMPORTANT!!! IF NOT CONSIDERED, OFTEN THE FUNCTION CHAIR (S) FILL A DISPROPORTIONATE AMOUNT OF SLOTS DURING SAID FUNCTION***

· Decide on a speaker (s) and assign someone to contact said speaker (s) (unless speaker (s) have already been contacted). Determine whether child care will be offered during the speaker. Designate an addict to recruit volunteers. 
· A preliminary list of purchases needed for specific function should be started. 

· Designate an addict to go to the storage locker (DON’T FORGET THE KEY-Activities Chair has copy, as well as previous RITH area function chair. Previous RITH area function chair can pass key along to committee member for said function) and take a detailed inventory of the items specific to the function (i.e.: cups, silverware, sugar, decorations, latrine, NA signs; specific to function). 
· Instruct volunteer to cross reference the items found in the storage locker with the items needed for said function. 
· A list of the items needed in addition to what is found in the storage locker should be compiled and distributed to committee members. 

· Establish the next committee meeting and inform area GSRs. 
Committee Meeting 3:

· Reports from subcommittee chairs or discussion regarding the following:

· T-shirt sales. 

· Entertainment confirmation.
· Childcare during speaker, if applicable. 

· Speaker confirmation. 

· Service shift template forms should be in process of being completed. 

· T-shirts being sold at various area meetings. Area meetings are informed of who is selling t-shirts. 
· Each committee member that is going to purchase items for said event should obtain Activities Chair contact information and plan to obtain a check/checks prior to the next committee meeting and purchase said items, if applicable (if food or pop needs to be purchased, this statement does not apply). 

· +/- MNNAC, UMSO, other areas/function committees should be contacted if NA-related items from said committees/areas will be sold at function (for example, the UMSO often brings merchandise to the RITH gig and the Halloween Party).  

· Establish the next committee meeting and inform area GSRs. 
Committee Meeting 4:

· All gaps in service template should be filled. 

· Designate addicts to purchase decorations (if needed), pop (if needed), other last minute items (if needed).

· Give these people the Activities Chair contact information to obtain checks for said items. ****REMIND THEM TO KEEP COPIES OF THE RECEIPTS****. 

· Last minute details being addressed:

· Meeting readings?

· Cash box? Starting cash? Permanent markers to “X” hands?
· Storage locker inventory missing which items?
· Signs? 
· Bingo? Any other games determined for function in previous committee meetings by entertainment subcommittee?
· Island Gig: Toilet paper, hand sanitizer, lyme? 
· Duct tape for function? Scissors for function? Scotch tape to hang signs and/or decorations? 

· Enough tables? Enough chairs? ***REMEMBER MNNAC/UMSO/OTHER AREAS OR FUNCTION COMMITTEE MEMBERS SELLING MERCHANDISE NEED TABLES. 

· Any problems and/or questions?

