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SECTION I; NAME

This body shall be known as the “Wee Are Here Area of Narcotics Anonymous Area Service Committee”, hereinafter referred to as the “WAHANASC”.

SECTION II; PURPOSE

A).	The primary purpose of the WAHANASC is to carry the message of recovery to the addict who still suffers and to  
      further the unity of NA within our area and our region by maintaining communication with the MNRSC (Minnesota 
      Region Service Conference) and our member groups in accordance with the Twelve Concepts for NA Service and our 
      Twelve Traditions.

B). The geographical boundaries of the WAHANASC include;

     Cambridge, Center City, Chisago Lakes, East Bethel, Forest Lake, Ham Lake, Hinckley, Hugo, Lino Lakes, Mora,   
     North Branch, Rush City, St. Croix Falls, and Wyoming. Other communities may decide to become a member of the 
     WAHANASC.	

C).	Ensure that our primary purpose is carried out; the WAHANASC shall have sub-committees directly responsible to the 
      WAHANASC.

SECTION III: FUNCTIONS

A).	The WAHANASC is a committee made up of the Group Service Representatives (GSR), elected officers, 
      subcommittee chairpersons, and any member who wishes to attend. The Wee Are Here Area is designed to provide 
      service to its members.

B).	The WAHANASC shall maintain a mailing address and a bank account.

C).	The WAHANASC shall set a working prudent reserve and establish a working budget. Funds in excess of the working 
      prudent reserve shall be donated to the MNRSC and Narcotics Anonymous World Services (NAWS).

SECTION IV; MEETINGS

A). The WAHANASC shall hold one regular business meeting each month. 

B). Special meetings may be called by the Chair or Vice-chair on being advised of a matter of special urgency. 
      Reasonable notice must be given to all necessary and elected participants, (as outlined in Section V), by the Chair.

C). All WAHANASC business meetings shall be closed to the general public unless specifically approved by the Chair. 
     They are open to any member of Narcotics Anonymous. Anyone may speak at WAHANASC meetings provided they 
     have been granted the floor by the Chairperson.

D). Majority Based Decision Making will be used to conduct business. (Refer to Section VIII; Voting Procedures.)




SECTION V: ELECTED PARTICIPANTS

THE WAHANASC SHALL BE COMPOSED OF:

A). All duly elected officers:
· Area Chairperson
· Area Vice Chairperson
· Area Secretary
· Area Treasurer
· Area Vice Treasurer
· Regional Committee Member (RCM)
· Regional Committee Member Alternate (RCMA)
· Hospitals & Institutions Chair (H&I)
· Literature Chair
· Activities Chair
· Outreach Chair
· Public Relations Chair (PR)		
· Area Webservant
· Living Clean Campout Chair
	
B). GSR or their alternates (GSRA)
.
C). Sub-committee chairpersons elected by the WAHANASC.
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SECTION VI: OFFICERS INCLUDE THE FOLLOWING

A). CHAIRPERSON, The chairperson’s position at the ASC is that of a facilitator. The person who holds this position is responsible for making sure that ASC business is conducted in an orderly and efficient manner. This involves ensuring that debate is confined to the merits of the question and that personal comments are discouraged. It further involves being able to deal firmly with persons who distract others by whispering or making pointless remarks. The chairperson talks no more than absolutely necessary and does not speak for or against any issue. This person needs to be someone who can remain calm and deal firmly and fairly with all sides regardless of their own personal opinion.

REQUIREMENTS:
	1. Must be capable of conducting business in a firm, yet unbiased manner.
	2. A suggested minimum of three years continuous abstinence from all drugs.
	3. It is suggested that the Area Chair have at least two years of experience as an area level trusted servant.
	4. Must have a working knowledge of NA’s 12 Steps, Traditions, and Concepts for NA Service.
	5. May not hold GSR, GSRA or other elected WAHANASC position.
	  6. Must sign the WAHANASC Financial Responsibility Policy Agreement Form (FRPAF: See Addendum A). 
      
DUTIES:
	1. Open the ASC at the appointed time by taking the chair and calling the meeting to order.
	2. To recognize members or observers who are entitled to the floor.
	3. To clearly restate all motions and questions that legitimately come before the ASC so that everyone present  
	    can hear them. Likewise, to announce the results of each vote in the same manner, including the vote count 
	    for, Yes, No and Abstentions. (Election votes will be taken by written ballot only. See Section VIII.). 
	4. To expedite business in every way possible while respecting the rights of all participants.
	 5. The Area Chairperson shall guide procedure. When in doubt, the chairperson may submit the    
	      issue to the ASC for a decision.
	 6. To answer questions regarding procedure or factual information that affects the business of the ASC.
	 7. To adjourn the ASC when the participants vote to do so or in case of an emergency situation that threatens         
           the safety of the members.
	 8. To appoint ad-hoc committees.
	 9. To vote only in case of a tie.
     10. To attend all area subcommittee meetings.
     11. To offer assistance to area subcommittee meetings wherever needed.
     12. Area Chairperson must file a monthly ASC Report.


B). VICE CHAIRPERSON

 REQUIREMENTS:
	1. A suggested minimum of two years continuous abstinence from all drugs.
	2. It is suggested that the Area Vice Chairperson have at least one year experience as an area level trusted        
          servant.
	3. A Vice Chair should consider the position a two year commitment, the first year as Vice Chairperson and 
          then accepting nomination for the Area Chairperson position the following year.
     4. Must have a working knowledge of NA’s 12 Steps, Traditions, and Concepts for NA Service.	
     5. May not hold GSR, GSRA or other elected WAHANASC position.
     6. Must sign the WAHANASC Financial Responsibility Policy Agreement Form (FRPAF).
     7. To attend area subcommittee meetings in the absence of the Area Chairperson.

DUTIES:
	1. Performs the Chairperson’s duties in the absence of the Chairperson.
	2. Stays informed of all sub-committee activities and is available for any sub-committee problems.
	3. Assists the Chairperson in various tasks at the discretion of the Chairperson.
      4. Vice Chairperson must file a monthly ASC report.
	

C). SECRETARY	

	REQUIREMENTS:
	 1. A suggested minimum of 12 months continuous abstinence from all drugs.
	 2. It is suggested that the Area Secretary have at least six months experience as an area level trusted servant.
    3. May not hold GSR, GSRA or other elected WAHANASC position.
    4. Must have a working knowledge of NA’s 12 Steps, Traditions, and Concepts for NA Service.
    5. Must sign the WAHANASC Financial Responsibility Policy Agreement Form (FRPAF).
    6. Access to a personal computer. Some functions are not available by mobile phone or tablet. Public computers  
        may jeopardize private contacts or account information.

	DUTIES:
	 1. In the absence of the Chairperson, Vice Chairperson, and RCM, the Area Secretary is to call the WAHANASC 
        meeting to order and to preside until the immediate election of a Chairperson pro-tem.
	 2. To keep a clear and accurate record of all proceedings at each WAHANASC meeting.
	 3. To maintain WAHANASC files, including committee reports.
	 4. To have minutes available to members upon request.
	 5. To maintain a record book(s) in which the WAHANASC Guidelines and one (1) calendar year of WAHANASC 
        minutes, with any amendments to these documents properly recorded, and to have a current record book(s) 
       on hand at each WAHANASC meeting.
	 6. To be responsible for the proper handling and distribution of incoming correspondence in the following  
	     manner:
	a. To maintain the WAHANASC postal mailing and emailing list.
	b. Maintain one copy of all valid mail for the WAHANASC files.
	c. To give a complete and accurate report of any/all changes to record book(s) since the last
		 WAHANASC meeting during the secretary’s report.
	  7. To distribute copies of the drafted minutes to each name on the current e-mail list.
     8. To post minutes within seven days of the adjourned WAHANASC.
     9. Secretary must file a monthly ASC report.


D). TREASURER

REQUIREMENTS:
	1. A suggested minimum of three years continuous abstinence from all drugs.
	2. At least one year of experience as an area level trusted servant.
	 3.  May not hold GSR, GSRA or other elected WAHANASC position.
       4. Must have a working knowledge of NA’s 12 Steps, Traditions, and Concepts for NA Service.
       5. Must sign the WAHANASC Financial Responsibility Policy Agreement Form (FRPAF).

DUTIES:
	1. Custodian of the WAHANASC bank account.
	2. Keeps a ledger itemizing all credits and debits.
	3. Gives an itemized financial report at each WAHANASC business meeting.
	4. Makes available for auditing, on a quarterly basis, ledgers, journals, etc.
	5. Assists in the Fiscal Year End Audit.
	6. Ensures that the financial guidelines for the WAHANASC are followed.
       7. Treasurer must file a monthly ASC report.


E). VICE TREASURER

REQUIREMENTS:
	1. A suggested minimum of two years continuous abstinence from all drugs.
	2. At least one year of experience as an area level trusted servant.
	 3.  May not hold GSR, GSRA or other elected WAHANASC position.
       4. Must have a working knowledge of NA’s 12 Steps, Traditions, and Concepts for NA Service.
       5. Must sign the WAHANASC Financial Responsibility Policy Agreement Form (FRPAF).
       6. A Vice Treasurer should consider the position a two year commitment, the first year as Vice Treasurer and 
          then accepting nomination for the Area Treasurer position the following year.


DUTIES: To perform the duties of the Area Treasurer as outlined in Section VI, D, DUTIES, when the Area Treasurer is  not available.


F). REGIONAL COMMITTEE MEMBER (RCM)

REQUIREMENTS:
		1. The RCM should have a suggested minimum of two years continuous abstinence from all drugs.
		2. It is suggested that the RCM have at least one year experience as an area level trusted servant.
      3.  May not hold GSR, GSRA or other elected WAHANASC position.
      4. Must have a working knowledge of NA’s 12 steps, Traditions, and Concepts for NA Service.
      5. Must sign the WAHANASC Financial Responsibility Policy Agreement Form (FRPAF).

DUTIES:
       1. The primary responsibility of an RCM is to work for the good of NA by providing two-way communication     
			between the Area and MNRSC.
		 2. Attends all regularly scheduled area service committee meetings.
		 3. Maintains communication with, and is available for any problems within the Areas groups.
		 4. Works closely with the area officers and sub-committee chairs, and is a source of information and guidance  
	        in matters concerning the twelve traditions.
		 5. Participates with the MNRSC as the voice of the Area at the regional level.
		 6. The RCM shall serve in this position for one year.
       7. RCM must file a monthly ASC report and quarterly regional report.


G). RCM-ALTERNATE (RCMA)

REQUIREMENTS:
     1. The RCMA should have a suggested minimum of two years continuous abstinence from all drugs.   
	  2. It is suggested that the RCMA have at least one year of experience as an area level trusted servant.
     3. May not hold GSR, GSRA or other elected WAHANASC position.
     4. Must have a working knowledge of NA’s 12 steps, Traditions, and Concepts for NA Service.
     5. The RCMA should consider the position a two year commitment, the first year as the Alternate and 
	   accepting nomination for the RCM position the following year.
     6. Must sign the WAHANASC Financial Responsibility Policy Agreement Form (FRPAF).


DUTIES: To perform the duties of the RCM as outlined in Section VI, E, DUTIES, when the RCM is not available.


H). HOSPITALS AND INSTITUTIONS CHAIR (H&I)

 REQUIREMENTS:
		1. A minimum of two years abstinence from all drugs.
		2. Willingness and ability to communicate with H&I committee members and other H&I committees at all levels                         
          of service.   
     3.  May not hold GSR, GSRA or other elected WAHANASC position.
     4. Must have a working knowledge of NA’s 12 steps, Traditions, and Concepts for NA Service.
     5. Must sign the WAHANASC Financial Responsibility Policy Agreement Form.

	DUTIES:
	  1. Keep a current list of standing group H&I committees within the WAHANASC.
  2. Have available at each WAHANASC meeting, a current detailed list of active H&I commitments and their 
      status within the WAHANASC.
	  3. Work with the WAHANASC and groups to organize H&I workshops and other H&I learning awareness events.
  	  4. Actively recruit committee members.
	  5. Plan and facilitate regular meetings of the committee and announce them at each WAHANASC meeting.


I). LITERATURE CHAIR

REQUIREMENTS:
	  1. A minimum of two years abstinence from all drugs.
		2. Access to a personal computer. Some functions are not available by mobile phone or tablet. Public computers  
        may jeopardize private contacts or account information.
		3. Willingness and ability to communicate with committees at all levels of NA service.
     4. May not hold GSR, GSRA or other elected WAHANASC position.
     5. Must have a working knowledge of NA’s 12 steps, Traditions, and Concepts for NA Service.
	  6. Must sign the WAHANASC Financial Responsibility Policy Agreement Form.

	Duties:
		1. Place orders for supplies from NAWS on behalf of local meetings to ship to their location. 
	  2. Serve as a resource to the WAHANASC member groups and committee members of available literature.    
   
 	 
J). ACTIVITIES CHAIR

REQUIREMENTS: 
	1. A minimum of one year abstinence from all drugs.
	2. Previous field service experience with Activities Committee, Convention Committees or life experience with       
    	    planning events and fundraisers.
    3. Willingness and ability to communicate with community members at all levels of service, vendors, facilities,   
         and other service needed to produce events. 
    4. May not hold GSR, GSRA or other elected WAHANASC position.
    5. Must have a working knowledge of NA’s 12 steps, Traditions, and Concepts for NA Service.
	 6. Must sign the WAHANASC Financial Responsibility Policy Agreement Form (FRPAF). 

	
DUTIES:
	1. Plan and execute events the Activities committee sees fit and are within their means. Also, provides advice,  
        if requested to WAHANASC groups or committees.
2. Turn over all funds to the WAHANASC treasurer by close of next WAHANASC business meeting. The     
    Treasurer will give the Activities Chair a receipt for all monies received.
	3. Provide the treasurer and the secretary with an accurate financial accounting of the event at the next  
       WAHANASC meeting.
	4. Actively recruit committee members.
	5. Schedule meetings of the committee and announce them at the WAHANASC meeting.

K). OUTREACH CHAIR

REQUIREMENTS:
		1. A minimum of one year abstinence from all drugs.
		2. Willingness and ability to travel to NA groups in the WAHANASC geographic region.
		3. Willingness and ability to communicate with WAHANASC member groups.
      4. May not hold GSR, GSRA or other elected WAHANASC position.
      5. Must have a working knowledge of NA’s 12 steps, Traditions, and Concepts for NA Service.

	DUTIES:
	1. Act as liaison between NA groups in the WAHA geographic region and the WAHANASC.
	2. Use the resources of the WAHANASC and its member groups to provide support to NA groups in need.
	3. Actively recruit committee members.
	4. Plan and facilitate regular meetings of the committee and announce them at each WAHANASC meeting.

L). PUBLIC RELATIONS CHAIR

REQUIREMENTS:
1. A minimum of one year abstinence from all drugs.
2. A minimum of at least one year serving on the WAHANASC.
		2.   Willingness and ability to travel and/or communicate with Public Relations facilities in the WAHANASC 
            geographic region.
		3.   Willingness and ability to communicate with WAHANASC member groups.
      5.   Must have a working knowledge of NA’s 12 steps, Traditions, and Concepts for NA Service.

	DUTIES:
	1. Act as liaison between PR facilities in the WAHA geographic region and the WAHANASC.
	2. Use the resources of the WAHANASC and its member groups to provide support to PR facilities in need.
	3. Actively recruit committee members.
	4. Plan and facilitate regular meetings of the committee and announce them at each WAHANASC meeting.

M). AREA WEBSERVANT

REQUIREMENTS:
		1. A minimum of one year abstinence from all drugs.
2. Access to a personal computer. Some functions are not available by mobile phone or tablet. Public 
    computers may jeopardize private contacts or account information.		
3. Willingness and ability to maintain the WAHANA Facebook Page and Group, as well as the NAMN 
    Homepage.
4. Must have a working knowledge of NA’s 12 steps, Traditions, Concepts for NA Service, and Social Media & 
    Best Practice Guidelines.
5. See Addendum B: WAHASC Social Media Guidelines & Best Practices for more information.

	DUTIES:
1. Educating the WAHA about technological resources available to our members and how to use them.
2. Maintain the WAHANA Facebook Page, Facebook Group, and NAMN Homepage by keeping event and committee information updated.
	2.   Use the resources of the WAHANASC to provide support to NA groups and members in need.
	4.   Plan and facilitate regular meetings of the committee and announce them at each WAHANASC meeting.



N). LIVING CLEAN CAMP OUT CHAIR
Three (3) years continuous abstinence from all drugs. (For additional information, see the “Living Clean  
Camp Out Committee Guidelines”).

Prior to the event 
1) Sets meeting schedule for event planning.
2) Prepares agenda for each Living Clean Committee meeting. 
3) Provides a written report at each ASC business meeting on the activities of the committee. 
4) Provides a proposed committee budget for the coming fiscal year to the Budget committee each August 
5) Presides over the Committee. 
6) Submits a merchandise budget for approval by the Area Service Committee (ASC) meeting before placing an order with any merchant. 
7) Maintains a detailed inventory record of all event materials.
8) Retains a record of all committee activities. 
9) Solicits ideas for theme and logo to be voted on by the Committee. 

During the event 
1) Arrives early at the event to ensure all facilities and special issues are addressed. 
2) Fields questions/concerns at the event. 
3) Chairs the main meeting on Saturday evening.

After the event 
1) Provides a written detailed financial report of all revenues and expenses at the July or August ASC. 
             Submits all receipts to the Camp Out Treasurer before the end of the camp out.

 
NOTE:	Primary requirements of the above officers shall be found in the approved NA service manuals.

NOTE:	Each of the above participants normally serves for a period of one year, and shall not serve for more than two consecutive terms. Each of these offices are open to any member of NA who meets the requirements stated above and is present at the time of nominations. To promote continuity, outgoing officers are encouraged to remain active within the committee and help train newly elected officers. Members who have previously served on committees are encouraged to mentor and provide guidance to the WAHANASC.



SECTION VII; MOTION PROCEDURES:

A). Any active member of the Area can make and/or second a motion.

B). There must be a second made by a member before the motion is submitted. All submitted motions will be written by the member making the motion and then submitted to the Chair to be restated. Once the motion has been restated the motion will be submitted to the Secretary for numbering (see Section VII, C) and then the Chair will open the floor for discussion of submitted motion. 

C). Submitted motions will be numbered by the Secretary. The numbering format will be as follows: DDMMYY(followed by a letter designation (A-Z) (Example 020810A would designate a motion was made on August 2nd 2010 and was the first motion made at that meeting.

D). After the motion discussion period is closed at the discretion of the Chair the motion is then tabled until the next WAHANASC to give the GSR a chance to obtain their group’s conscience. At the following WAHANASC the motion may be voted on unless a motion to postpone is submitted and passed.

E). A motion that is labeled an emergency motion may be voted on at the same ASC at which it is introduced. 
However, if any active participant fails to agree that a motion labeled an emergency motion is an emergency, that 
person may make a motion to postpone. If the motion to postpone is successful, the motion is treated as an 
ordinary motion.

F). All tabled motions will be recorded in the minutes by the Secretary and submitted to the GSR’s or their alternates by email within seven days of the WAHANASC adjournment.

G). Numerical results of voting on all motions shall be published in minutes, i.e. Motion 020810C passed, 8-2-0.


SECTION VIII; VOTING PROCEDURES:

MAJORITY BASED DECISION MAKING

A). Each member present at the WAHANASC meeting (excluding the Chair) shall have a vote.

B). Each groups duly elected GSR is entitled to one vote. In the event of a GSR’s absence the GSRA shall have the    
     GSR’s vote.

C).	The Chair shall vote only in the case of a tie.

D). Election ballots will be counted by the Area Chairperson and one other member in attendance. The results will be provided to the Chair for announcement.

E). Officers are elected by a simple majority of voting participants (by closed ballot).

F). All motion voting shall be done by simple open vote.


SECTION IX; ELECTIONS

A). Nominations and elections for all officers and subcommittee chairpersons will be held as follows:

1. At the ASC that is three months prior to a scheduled election, the Chair will announce that nominations for that position will open at the next ASC.

2. At the ASC that is two months prior to a scheduled election, the area will start accepting nominations and service resumes for that position. 

3. At the ASC that is one month prior to a scheduled election, nominations and service resumes will continue to be accepted, after which, nominations for that position will close. (Unless there are no nominees, in which case the nominations will remain open, and the area Chairperson will ask the incumbent for a voluntary commitment to continue in the position; pending replacement, notice of resignation, or removal.)

	4. Elections will be held one month after nominations have been closed.


B). Election schedule:

      POSITION	  ANNOUNCE	   ELECTION
· Chair                                      October                            January
· Vice Chair	        	            October                           January
· RCM                                       October                           January
· RCMA       		            October	     January
· Activities Chair		              June	   September
· Secretary		            October	     January
· H&I Chair	 	          September	   December
· Treasurer	                               October	     January
· Vice Treasurer                       October	     January
· Literature Chair	                     November	    February
· Outreach Chair                        December                            March
· Public Relations	                        January	                           April
· Webservant		        February		              May
         
C). All nominees must be present at the time of their nomination and election in order to be nominated or elected to a position at the WAHANASC. All nominees must provide a copy of their service resume to the WAHANASC Secretary at the meeting in which they are nominated.

D). In the event of a vacated office, emergency election may be made at the ASC to fill the position until the next regularly scheduled election is held.

E). If an elected participant is found unfit for duty, as outlined in Section X, the position will be opened for election. 


					SECTION X: REMOVAL OF OFFICERS

 A). The WAHANASC may declare vacant the office of any elected officer who has been:

       1. Absent from two consecutive WAHANASC meetings without submitting a committee report.

       2.	Found unfit by not fulfilling position requirements (as determined by the committee as a whole).

B). No officer shall be removed without cause.

C). Majority ballot vote shall be required for the removal of any Officer. (Refer to Section VIII: Voting Procedures.)

					SECTION XI: SUB-COMMITTEES

A). Sub-committees are directly responsible to the WAHANASC. Newly proposed sub-committees shall act as ad-hoc committees until they are established with guidelines. It is necessary to clearly define their responsibilities so that they may fulfill the purpose for which they are created.

B). The WAHANASC shall be responsible for the approval and implementation of guidelines for each sub-committee it creates; said guidelines to be drafted by the sub-committee, and will utilize the suggestions below to be presented for approval at a regular WAHANASC meeting.

C). Guidelines for a WAHANASC subcommittee ought to include, but are not limited to:
     1) Name.
     2) Purpose and need.
     3) Functions.
     4) Voting procedures.
	    5) Meeting time and place.
    .
D). Each sub-committee shall carry out its work in accordance with the Twelve Concepts for NA Service.


SECTION XII: GUIDELINE CHANGES

A). Any portion of these guidelines may be waived or amended at any time by a Majority Based Vote of the 
	     participants, excluding any abstentions.


                                                   SECTION XIII: FINANCIAL GUIDELINES

A). ARTICLE ONE: DEFINITION

The basis of this section is our 11th Concept which states “NA funds are to be used to further our primary purpose, and must be managed responsibly.” We believe that to manage our money responsibly we must have safeguards and financial controls in place to insure that the funds we are entrusted with are used to further our primary purpose. We also recognize that it is impossible to protect all our money in every circumstance, so we must trust that the people we have carefully selected to handle our money will do so responsibly.
		
	  This set of guidelines shall serve as a written set of instructions for:

			1. The dispersal of WAHANASC funds to trusted servants for working reserves.
			
2. The dispersal of WAHANASC funds to sub-committees including:
            			a. Working reserves
            			b. Motions approved by the WAHANASC
	   	
		3. The dispersal of WAHANASC funds in accordance with the group conscience of the WAHANASC.

4. These guidelines shall set forth the procedure for documenting all expenses and revenues, and to     assure a complete and accurate record of WAHANASC finances.   


B). ARTICLE TWO; GENERAL GUIDELINES

	1. All funds shall be combined into one bank account to be managed by the WAHANASC treasurer.

	2. The WAHANASC shall have three designated co-signers of the WAHANASC bank account; the WAHANASC Chairperson, Activities Chair and RCM.

	3. Checks drawn on the WAHANASC bank account shall require two signatures for any and all transactions one of the signatures shall always be the Treasurer.

	4. No two signers of the WAHANASC bank account shall reside in the same household.
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5. An audit of the WAHANASC financial records shall be performed annually. Additionally, an audit shall be 
    performed whenever the Treasurer does not complete their term, or whenever this body deems it prudent. The 
    WAHANASC Chairperson shall appoint an ad-hoc subcommittee to perform an audit, which shall be completed 
    within 30 days from the area service committee meeting at which the ad-hoc subcommittee is formed for this 
    task.


C), ARTICLE THREE: PROCEDURES

	1. Revenues:
     	
a. All revenues received shall be recorded in the current receipt book and ledger for the WAHANASC.

	b. A copy of the receipt shall be returned to the addict, group, sub-committee, or other entity which donated or generated the money.
	
c. Money received from groups, sub-committees, or other entities shall be deposited into the WAHANASC bank account separately. A separate deposit slip will accompany each accounts deposit. (group donations, activity committee, etc.) This will ease the auditing procedure.

d. A second point of accountability shall be necessary for incoming funds. A member of the WAHANASC executive committee will double check all incoming funds and initial the ledger. This will aid in alleviating possible addition errors.

e. Any money received by the treasurer shall be deposited into the WAHANASC bank account within five days of receiving those monies.

f. The Treasurer and another member of the executive committee shall initial deposit slips after insuring those deposit slips coincide with the amount entered in the books for the previous month.

	
     2. Expenses:

a. All reimbursements will require a valid receipt whenever possible. Any reimbursements equal to or greater than $50.00 (Fifty) dollars will be reimbursed by check only. Reimbursement without a receipt will need to be approved by the WAHANASC Chairperson and one other member of the WAHANASC executive committee.

b. A receipt shall not be immediately necessary for Subcommittees when working within their budgets to purchase materials needed in the running of that committee. Each subcommittee will be responsible to keep receipts for all purchases and will submit all receipts to the treasurer.
    	
c. No trusted servant shall sign a check made out to themselves.

3.  All revenues and expenses shall be recorded in the general ledger of the WAHANASC in order to maintain a permanent record of transactions.

4. The treasurer shall be responsible for making sure that these reporting procedures are followed.


D). ARTICLE FOUR: ALLOWANCES

These allowances will be paid on a funds available basis. No expenditures will be made unless there is sufficient money available to pay for them. This is to keep the name of the WAHANASC and NA as a whole above reproach.

 1. COMMITTEES: Each sub-committee shall have a working budget pre-designated by the WAHANASC 
       which will be available without WAHANASC procedural vote. The monies budgeted are to be used 
       for, but not limited to the following; postage, literature, or other expenses approved by the subcommittee. 
       Expenses in excess of the working budget will be reimbursed after a motion to reimburse the expense is 
       brought by the sub-committee chair, or designated party to the WAHANASC and the WAHANASC approves it.
      
2. SECRETARY: The secretary shall work within the WAHANASC account and will be reimbursed for, but not
        limited to, copying costs and postage or the mailing of the WAHANASC minutes. The Secretary will be 
        provided with a $25.00 working reserve. Receipts shall be presented for reimbursement.
      
3. TREASURER: The treasurer shall work within the WAHANASC account and will be reimbursed for supplies 
        needed for the running of the WAHANASC treasury. Receipts shall be presented for reimbursement. 
      
4. All other expenditures will require a WAHANASC procedural vote to specifically authorize them.
       
5. Any trusted servant who would be reasonably thought to be entitled to reimbursement of expenses at a later 
    date may request an advance to cover these expenses. This will be recorded as an advance with the trusted 
    servant liable for the full amount until receipts are turned in and said servant returns the cash that was not 
    used.

E). ARTICLE FIVE: BUDGET

    The WAHANASC will establish and maintain a budget to cover all expenses for the activities and services 
    performed by the WAHANASC.

1. The Fiscal Year (FY) will run from October 1st of the calendar year to September 30th of the following calendar year.
	
2. Each committee and subcommittee will submit their respective budgets to the WAHANASC on the 10th month 
     of the FY (August) meeting for approval using the procedures as outlined in Section VII.

3. The executive committee will provide a budget document to the GSR’s within 5 days of the adjournment of  
    the August WAHANASC for them to review with their respective members.

4. The WAHANASC budget will be voted on in the 11th month of the FY (September).


SECTION XIV: MOTIONS ADAPTED FOR THE WAHANASC

DEBATE LIMITS
Debate is the formal exchange of views on an idea. Unless otherwise specified, debate on both main motions and parliamentary motions is usually limited to two or three pros and two or three cons (speakers for and against the motion). Speakers addressing a motion in debate usually have two or three minutes in which to speak their minds.

MAIN MOTIONS
A motion is the statement of an idea that a committee member wants the committee to put into practice. After being recognized by the chairperson, the member says “I move that such-and-such be done by (this committee, one of its subcommittees, or a particular individual) under these terms.” The person making the motion then speaks briefly about why he or she feels the idea is important; this is called speaking to the intent of a motion. Because the exact wording of all motions must be recorded in the minutes, the maker of the motion should write it out whenever possible. This is especially important for long or complicated motions. Every motion requires a second-the backing of another person who either wants the idea put into practice or simply wants to see further discussion of the idea take place. After one person makes a motion, the chairperson will ask whether the motion has a second. The person that wishes to second the motion simply raises a hand and, when recognized by the chairperson, says “I second that”. If nobody seconds a motion, the chairperson will say “the motion dies for lack of a second”. This means that the idea will not be discussed any further because there is not enough interest in it. The committee then moves on to other business. Once a motion has been made, the chairperson may rule it out of order. A motion may be ruled out of order for any one of a number of reasons: the motion goes against the committee’s standing policy, clearly contradicts one of the Twelve Traditions or Twelve Concepts for NA Service, or is inappropriate at the particular point in the meeting at which it is made.


1. Motion to AMEND. . Majority Based Vote Required.  (Is DEBATABLE.)
  This is perhaps the most commonly used motion. During debate on a motion, if a member feels that the motion 
  would benefit from a change in its language, that member can say, I move to amend the motion... and suggest  
  specific language changes in the motion. Ordinarily, an amendment must be moved and seconded before it can 
  be debated. When debate on the amendment is exhausted, the body votes on the amendment. Then, debate 
  resumes on the merits of the main motion (as amended, if the amendment has carried). When debate is 
 exhausted on the merits of the main motion itself, a vote is taken and the body moves on to the next item of 
 business. If an amendment is offered and the persons making and seconding the original motion accept it, no 
 second is required, no debate is called for, and no vote need be taken on the amendment; debate proceeds as if  
 the main motion had been formally amended. This is called making a friendly amendment.
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2. 	Motion to TABLE. Majority Based Vote Required. (Is NOT DEBATABLE.)
One way of disposing of a motion that is not ready for a vote is to table it. This is done by saying, I move we table this motion until such-and-such a date/meeting. This motion is not debatable; if it is made and seconded, it is voted on immediately. If it fails, debate continues on the motion itself. If it passes, the committee moves on to its next item of business. The tabled motion will be included in the committee agenda on the date specified.

 3.	Request to WITHDRAW A MOTION. (Majority Based Vote Required). (Is NOT DEBATABLE).
   Once a motion is made and the debate begins, the maker of the motion may ask to withdraw it. The     
   chairperson asks if there are any objections. If there is even one objection, the motion stays on the floor and 
   debate resumes. If there are no objections, the motion is withdrawn and the body moves on.

4.	Offering a SUBSTITUTE MOTION. . Majority Based Vote Required.  (IS DEBATABLE)
   A substitute motion is the same thing as an amendment to a main motion. The only difference is that it is 
   offered to entirely replace the original idea, instead of merely revising a portion of it. It is handled in the same 
   way an amendment is handled.

5.	Motion to ADJOURN. . Majority Based Vote Required. (Is NOT DEBATABLE).
   Any voting member may move to adjourn at any time. This motion is always in order, is not debatable, and     
   requires a simple majority to pass. Obviously frivolous motions to adjourn may be ruled out of order. After all 
   business is finished, the chairperson may declare the meeting adjourned without a motion.








Addendum A:
The WAHANASC Financial Responsibility Policy Agreement Form


1) A trusted servant handling policy or a set of financial guidelines has been created and implemented to help prevent a financial crisis.  In this way our policy is based on principles and not personalities.

2) All trusted servants handling WAHANASC funds or saleable items will be given separate twin copies of these guidelines to be read and signed.  One copy is to be retained by the trusted servant and the second returned to the WAHANASC secretary.

3) The subcommittee chairperson in charge of money, tickets or merchandise distribution and sales must keep an accurate record and inventory of all monies and saleable items at all times.  The subcommittee chair will issue receipts for all monies turned in for sold tickets or merchandise.

4) An addict alone is in poor company; an addict alone with money is even poorer company.  Elected Trusted Servants who are ready for and can handle the responsibilities and duties of their position is critical.  Better to leave a position empty than to fill it with unqualified people.

5) A minimum of two Trusted Servants will always be responsible for working at and collecting money and tickets at a WAHA function.  Ultimately the WAHA Activities committee is responsible for all WAHA activities so their individuals should be from that committee.

6) Cash transactions are to be avoided as much as possible.

7) As a part of your responsibility as a member of the WAHA you may become involved in the handling of our merchandise and/or funds.  Please be advised that all Trusted Servants and individual addicts, entrusted with the handling of WAHA merchandise and/or funds will be held accountable.  If any WAHA merchandise and/or funds are found to be missing or misused an investigation will be initiated by the WAHANASC.  If you are found to have stolen or misused WAHA merchandise and/or funds, your Trusted Servants position will be immediately forfeited and the WAHANASC may have you prosecuted to the fullest extent of the law.











(Signature)				(Printed Name)			(Date)


Addendum B: 

WAHASC Social Media Guidelines & Best Practices
As adapted from the “MNRSC Social Media Guidelines 
& Best Practices” of June 9, 2012

Definition and Purpose:
Excerpt(s) below taken from: Social Media and Our Guiding Principles. 
Chatsworth, California: Narcotics Anonymous World Service Office, 2011.

“Our goal is not to endorse or encourage the use of social media or any particular social networking resource; we are simply responding to the reality that many members do utilize these resources and also to the many requests for guidance and insight on how to use social media responsibly in light of our tradition of anonymity.” (pg.1)
“The widespread use of social networking and social media by our fellowship indicate that these forums are resources that can serve to facilitate greater communication and interactions among NA members. The ability to network with other recovering addicts and share in mutual support of one another’s recovery offers many members a way to enhance their relationship with the NA fellowship.” (pg.10)
“With NA’s public image and the anonymity and privacy of our members at stake, it is crucial that those of us who choose to use these resources take great care in doing so.” (pg.10)

The following guidelines pertain to the Wee Are Here Area of Narcotics Anonymous’ (WAHANA) “open” page and “closed” group of Facebook (FB) and use of the Area Service Committee (ASC) and sub committee email accounts. Our purpose is to communicate NA related information to friends, fans, and followers of the WAHANA. The open page of Facebook is to be used as a broadcast medium, not as a discussion forum or board. The WAHANA has a “closed” group that is for the purpose of discussion.

Guidelines:
1. Have more than one individual from the WAHASC post and monitor WAHANA FB activity to help each other follow NA traditions and social media regulations; Set privacy settings so individuals may not tag or post to the WAHANA FB page or group without express permission; 
2. At this time, we suggest to Like, Friend or Follow only NA service committees, but to allow anyone to Like, Friend or Follow the WAHANA FB page or group; 
3. Monitor FB page and group daily to remove and/or fix any posts or tags that slip through the cracks of the privacy settings; 
4. Post information on NA events, workshops or service opportunities, as you would hear in any NA meeting; 
5. Do not post pictures of recognizable individuals; keep photos restricted to NA approved artwork or within the context of the communication; 
6. Do not post last names or contact information unless permission is granted by the member and is absolutely necessary for the good of NA;
7. Remove any comments that break confidentiality or are not aligned with our Traditions; 
8. Communicate lessons learned between individuals responsible for postings and settings; 
9. Regularly update guidelines to align with social media outlet rules and changes; 
10. Develop best practices and share with NA worldwide.

Social Media Benchmarks: Best Practices for Use
WAHANA’s “open” Facebook page along with ASC emails are broadcast communications seen by members and the general public. Treat these communications carefully and with respect to the 12 Traditions and all will be well. This is meant to be a guide for the WAHA on best practices for using social media and email. This is not an extensive how-to-guide, but rather a collection best practices and frequency adapted from the MNRSC for utilizing “open” Facebook pages, “closed” Facebook groups; and email accounts for the WAHA Service Committee, and Sub-Committees.
A good average to follow is to: 
· Facebook Page: Make 1-3 informational or event posts per week, while confirming “new friends” each day. 
· Facebook Group: As this is a “closed group” to protect anonymity, post freely about upcoming NA events, changes pertaining to the ASC, or changes in meeting information (date, time location, etc.).
· ASC Emails: Send 0-2 emails per week.


Occasionally while logged into Facebook, friends will communicate using the chat feature on Facebook. If it is a “call for help”, please encourage them to attend an NA meeting and refer them to our “Find a Meeting” page on naminnesota.org.  Do not hesitate to utilize additional resources including paper copies of NA meeting lists, the NA Helpline at (877) 767-7676, or the NAMN email at info@naminnesota.org.

1. Facebook
1.1) Facebook Page Best Practices: 
· Always be aware of Content, Traditions, tenure, and responsiveness. 
· Do not treat WAHANA Facebook Page as if it were a person; for example, we do not post birthday wishes or make “witty” comments on others’ posts. The WAHANA uses our Facebook page conservatively only as a broadcast communication method, even though some other organizations use it differently.
· The WAHANA has created a “closed” group that is for the purpose of discussion.
· Always consider the quality of the content and focus less on quantity. Be creative in posts, but get the point across quickly. 
· Too much content eventually gets tuned out. 
· Keep the content of our FB posts and emailing engaging and varied.
· Be aware of the graphics used in a particular post. In particular, pay attention to graphic size to ensure that it shows up correctly.
· Post freely about upcoming NA Events.
· Post about new literature or a look at existing literature. 
· Remember to occasionally post “how to find a meeting” or “how to subscribe” to our monthly meeting list distribution. 


1.2)  Frequency of Use:

· On average, post once a day to the WAHANA Facebook page. 
· The best time to share on our page is approximately Noon Eastern; however, we should analyze our Facebook insights to determine the peak time for interaction of our page.
· Post less for more “likes”. We suggest following a “less is more” policy when posting. 
· Occasionally, vary the times when we post on our page to reach different segments of our audience. 
· Statistically, the best days to post are on Tuesday, Wednesday and Saturday.


1.3)  Facebook Group Best Practices:
· Do not treat WAHANA Facebook Group as if it were a person; for example, we do not post birthday wishes or make “witty” comments on others’ posts. The WAHANA uses our Facebook page conservatively only as a broadcast communication method, even though some other organizations use it differently.
· The WAHANA Facebook Group has been for the purpose of discussion.
· As this is a “closed group” to protect anonymity, members can post freely about upcoming NA events, changes pertaining to the ASC, or changes in meeting information (date, time location, etc.).

1.4) Facebook “Group Rules”:
Experience shows that it has been suggested to have “Group Rules” (per the term defined by Facebook, not Narcotics Anonymous) as a spiritual guide for our Facebook networking group. At this time, our group has currently set the following guidelines as Facebook “Group Rules”:

1. This has been set to a closed group:

· Anyone can find this group and see who runs it. Only members of this group can see who is in it and what they post.

2.  Respect Everyone's Anonymity:

· Please respect this group as a meeting. 
· Do not post photos of NA members. 
· Remember that what you see here, what you hear here, when you leave here, let it stay here.

3. NA Related Material:

· Our traditions state that we do not endorse (either directly or indirectly.) In accordance, self-promotion, spam, and irrelevant links will not be allowed. 
· Please keep our topics NA related.

4. This Group Is A Reflection Narcotics Anonymous:

· Be mindful that this group is a reflection of Narcotics Anonymous. Be respectful of other members.
· While any member has the ability to comment, Narcotics Anonymous has no opinion on outside issues.

2. Twitter 
2.1)  Twitter Best Practices: 
· At this time the WAHANA does not use Twitter as a form of social media. (Additional information can be found on Twitter in the “MNRSC Social Media & Best Practices”, Section II.)
· Although it may be tempting, do not post tweets on Facebook. Facebook is more personal and Twitter is more informational. You can easily post to each network with the same message and different tone using a dashboard. Also, Twitter has a 140 character limit, which heavily influences the way people communicate on the platform.

3. Email

3.1) Email Best Practices: 
· Make your subject line short and appealing. Shorter subject lines generate higher open rates, but longer subject lines actually produce higher click through rates. 
· Open rates refers to the rate at which an email is viewed. This metric is usually not strictly accurate because of the differences in the way email programs preview and display emails, but it is still an accepted general metric. 
· Click through rates describe the rate at which links from within the email are clicked by email viewers. 
· Avoid promotional words such as “Free!”, “50% Off!”, “Click Here”, and “Call now!” so our emails won’t be marked as spam.
· Send emails from a human being with a real name. 
· Make emails action oriented.
· Keep content short, to the point, and able to be scanned. Use headings to break up sections, and feel free to bold important points. 
· Use images sparingly. We want your content to make sense even if a reader does not download the images (most will not). Also, mobile email readers will be on a data plan, we don’t want to hog the data they have paid for with unnecessary images that they might not be expecting in an email. 
· Use the actual hyperlink, not words with embedded links in your emails, and place the link more than once in the email for a higher click-through rate. 
· Segment, test and analyze your data! 
· Integrate with the WAHANA FB page and NAMN Homepage by including social sharing links. 
· We need to consider our mobile readers. Have a text version of your email and keep it short so people don’t have to download the rest of the message. Keep our emails 500-600 pixels wide so that they don’t get distorted. 

3.2)   Frequency of Use: 
· If the WAHASC sends emails often, we suggest not sending more than three emails a week, with 1-2 per week being ideal.
· The best days to send emails are Tuesday, Wednesday, and Thursday. 
· The most active time for open rates is between after 12 PM (between 2-5pm.) 
· We suggest not sending emails on Monday, Friday or Saturday. 
· [bookmark: _GoBack]Statistics show that individuals may be feeling overwhelmed with starting a new work week on Monday and may be eager to end the work week on Friday. Saturdays are also not ideal because no one wants to check email on their day off.


WAHASC Social Media Guidelines & Best Practices (proposed edition of February 2019)
(As adapted from the “MNRSC Social Media Guidelines & Best Practices” of June 9, 2012)
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