KETTLE MORAINE
AREA SERVICE COMMITTEE BYLAWS

KM BL 08-12-2012

As these by-laws may be modified occasionally, menslare requested to individually keep
them up to date. As new copies are furnished,iécommended that the old copy be discarded
to avoid confusion. Should any questions ariseag# contact a current officer of the Kettle
Moraine Area Service Committee (KMASC).

Explanations of NA Acronyms:

ASC... ........... Area Service Committee

CAR .. ........... Conference Agenda Report

GSR... ........... Group Service Representative

GSRA ........... Group Service Representative Altnate

H&I ... ........... Hospitals and Institutions

KMA . ........... Kettle Moraine Area

KMASC ........ Kettle Moraine Area Service Commitee

MZF .. ........... Midwest Zonal Forum

NA ... Narcotics Anonymous

NAWS. ........... Narcotics Anonymous World Service

PR..... s Public Relations

RCM.. .......... Regional Committee Member

RCMA........... Regional Committee Member Alternée

RD..... coeviie Regional Delegate

RDA .. .......... Regional Delegate Alternate

WSNAC ........ Wisconsin State Narcotics AnonymouSonvention

WRSC............ Wisconsin Regional Service Confance

WSC.. ........... World Service Conference
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Article One: Name and Boundaries

1.01 This body shall be known as the Kettle Moraine Aseavice Committee (KMASC).

1.02 The KMASC shall be supportive of and serve the seddNarcotics Anonymous (NA)
groups within the Kettle Moraine Area (KMA), whichinclusive of, but not limited to,
Sheboygan and Manitowoc Counties.

1.03 This committee is a member of the Wisconsin RediSeavice Committee (WRSC).

1.04 This body is a service Committee of NA, which adiseio the Twelve Steps, Twelve
Traditions, and Twelve Concepts of NA.

Article Two: Operation

2.01 Documents for use by KMASC members may beedday anyone:

1) Documents intended for repeated use by KMASC grisupsommittees shall be
known as “Internal Documents”, and shall not reqidiMASC approval before
being used.

2) Documents intended for repeated use by the KMAS&wbole shall be known
as "KMASC-Approved Documents” and shall first beoegved by the KMASC
after being created or revised, before KMASC memibse them.

3) When being created, Internal Documents and KMAS@+Aped Documents
shall be numbered in accordance with Bylaw 2.02.

4) Documents intended for one-time use shall not requimbering.

5) NA members and/or groups who create documents tsée by them are
encouraged to provide a copy to the KMASC. Thesmithents may be useful
to other members/groups, and if so, should be densil to become Internal or
KMASC-Approved Documents.

2.02 Allinternal Documents and KMASC-Approved Dotents shall be numbered, adhering
to the lettering/numbering system indicated on KNMCABocument Record Form, #KM

DR:

1) The document number shall be visible on all saicLidzents.

2) Document numbers shall be assigned by:
. The person/subcommittee creating the document; or
. The P&A Subcommittee if requested.

3) A digital document master shall be provided toR8&A Subcommittee no later
than the next KMASC meeting.

4) Before document numbers are assigned, Documentr@&kEoom #KM DR
[version number/date] shall first be checked tauemshat an existing document
number will not be duplicated.

5) The P&A Subcommittee shall be the holder of allidoent masters and shall
maintain the KMASC Document Record.
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2.03 KMASC-Approved Documents are:

Budget Forms (2) Motion Forms (2)

Consensus EXxists . . . Participants Action Options
KMASC Document Record Reimbursement/Advance Form
Group Report Form Service Resume

GSR Packet List Treasurer’s Report

Literature Order Form Welcome To KMASC

Article Three: Meetings

3.01 Regular KMASC business meetings shall be belthe second Sunday of every month,
with meetings starting at 12:00 PM.
1) Meetings may be rescheduled when in conflichwinational holiday (i.e.
Mother’s Day) or convention within the Wisconsingrm.
2) Any rescheduled meetings shall occur on thé Stsday of the month.
3) The July KMASC meeting shall be held at the &ia@ampout.

3.02 All KMASC meetings shall be open to any NA ni@ms as nonparticipating observers,
and shall be closed to the general public unlessipally approved by the chair.
Participating members at the KMASC meeting shalbbky those listed in Article Four.

3.03 WSC Rules of Order shall be used as procedwaié KMASC business meetings.

3.04 The KMASC meeting shall rotate to a fixed tomain each of the counties in the KMA
every three months according to the rotation calen@he Secretary shall present the
rotation calendar for the following year at the Bmber KMASC meeting.

3.05 During the KMASC meetings, all business shalsuspended hourly for a ten-minute
break, provided there are no objections from theAS@ participants.

3.06 KMASC meetings shall be non-smoking.

Article Four: Participants

4.01 Participating members of the KMASC includeugroepresentatives, officers, and
subcommittee chairpersons:

Participant Description

1) GSR - an NA member voted into the GSR positiothieygroup.
A GSR is given the group’s conscience to repreaedtvote on
the group’s behalf until his/her term expires.

Group 2) Voting Representative — an NA member who has, bihbar
Representative group’s conscience, been given all the responsdsiof a GSR,
(GSR) but for only one KMASC meeting.

3) Non-Voting Representative — an NA member who hadigher
group’s conscience, been given all the responsédslgiven to a
GSR except voting, and for only one KMASC meeting.
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Officers

SedArticle Six

Subcommittee | SeeArticle Sever

Chairs

4.02

4.03

4.04

4.05

4.06

4.07

Non-participants of the KMASC may attend KMAS8@etings as observers, using their
group’s representative as a channel through whidommunicate. Any member of NA
may speak if granted the floor by the Chair; howgpgority shall be given to group
representatives.

Members must be clean to participate in theAlS@.

A new group must be represented by a GSRex {8) consecutive KMASC meetings
to be recognized as member group of the KMASC. edrcognized, the group shall be

put on

the KMA meeting list.

If a group is not represented by a voting mamalb two (2) consecutive KMASC
meetings, it shall be immediately be given “inagtistatus for the sake of quorum
computation. Active status shall be returned ugpaid groups voting representation at
the KMASC.

If a member group is not represented at tyadBAsecutive meetings of the KMASC,
the KMASC shall discuss sending two representativedtend that meeting, and extend
an offer of support.

GSRs attending their first KMASC meeting shallpresented with a GSR Packet that
consists of the following (quantities shown in pahesis):

1)
2)
3)
4)
5)
6)

8)

9)

10)
11)
12)
13)
14)
15)

A current copy of the KMASC Bylaws;

A Current copy of the KMASC Contact List;

Group Report forms (12);

Literature Order forms (12);

Envelopes for literature purchases and donstiothe KMASC (24);
“Welcome to the KMASC” document explaining iteths 5 and how they are
used,

Twelve Concepts booklet;

IP #2; The Group;

The Group booklet;

The Making Motions handout;

Main Motion forms (2);

Current KMA meeting lists (10);

Consensus based voting information, includiagi€ipant’s Action Options; and
A current copy of the KMASC meeting rotatioagdtions, directions, maps).

Article Five: [RESERVED FOR FUTURE USE]

Page 4 of 21




Article Six: Officers

6.01 The Officers of the KMASC shall be:

1. Chair 5. Secretary

2. Vice-Chair 6. Treasurer

3. RCM 7. Vice-Treasurer
4, RCMA

6.02 The duties of the KMASC officers shall be asatibed in the NA Guide to Local
Service.

6.03 KMASC officers must reside within the boundarof the KMA as set by WRSO and/or
attend NA meetings within the KMA boundaries.

6.04 No Officer of the KMASC may also be a subcotteri chair or GSR during the same
term.

6.05 All officers shall submit an annual budgetite KMASC at its December meeting.
Budgets shall be published in the minutes for reva@d shall be approved/disapproved
at the January meeting by GSRs.

1) Any late budgets shall be submitted in the saragner.
2) Any budget changes arising during the followyegr shall be approved by the
KMASC.

Article Seven: Subcommittees

7.01 Subcommittees of the KMASC are:

a) Activities f) Public Relations (PR)

b) Campouts g) Website

c) Merchandise h) Literature

d) Hospitals & Institutions (H&I) 1) Policy & Administration (P&A)
e) Project Hope (PH)

7.02 Subcommittees are directly responsible tdtdASC.

7.03 All subcommittees except Literature shall hmb@ meeting every month. The time,
date, and place shall be announced at the KMASQimgeeThe Literature
Subcommittee shall meet quarterly.

7.04 Participation in all subcommittee activitibsk be open to all members of NA.

7.05 All subcommittee recommendations shall be stiedito, and approved by, the
KMASC before being put into effect.

7.06 Subcommittee financial reserves shall be asshin Article 13.05, #12, letters a-n.
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7.07 The Literature subcommittee shall functionoagding to the following guidelines:
1) Literature shall be sold at wholesale price [@iag starter kits).
2) Each new group shall be supplied, at the expehdee KMASC General Fund,
a starter kit consisting of the following:

3 of each IP

1 Group Booklet

5 White Books

5 Welcome Key Tags

1 Twelve Concepts

1 Basic Text

3) The Literature Subcommittee shall submit qurterventories for publication in
the minutes.

4) The Literature Subcommittee shall maintain algtde not to exceed $1500.00.
This includes cash on hand and literature stoekhatiesale price.

7.08 All subcommittees shall submit an annual btittythe KMASC at its December
meeting. Budgets shall be published in the minfgeseview and shall be
approved/disapproved at the January meeting.
1) Any late budgets shall be submitted in the saraener
2) Any budget changes arising during the followyegr shall be approved

by the KMASC.

7.09 The Public Relations subcommittee shall bpaesible for maintaining an inventory of
KMASC letterhead.

Article Eight: KMASC Trusted Servant Guidelines

8.01 In order to be a trusted servant of the KMA&Cindividual must:
1) Be a NA member;
2) Meet continuous clean time requirements;

Trusted Servant Clean Time Requirements

2 Years: 1 Year:
Officers Subcommittee Chairs Officers Subcommittee Chairs
Chairperson Activities RCM Policy & Administration
Treasurer Camp-Outs RCMA Websites
Hospitals & Institutions Secretary
Project Hope Vice-Chair

Literature

Vice-Treasurer

Public Relations

3) Answer questions on the Service Resume prior tagoeliected;

4) Possess an understanding, and working knowleddgbeofiwelve Steps, Twelve
Traditions, and Twelve Concepts, of NA, with a mdjness for, and
commitment to, continuous improvement; and

5) Attend, and read/submit a written report at eachA9¢ meeting.
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8.02

8.03

8.04

8.05

Officers and subcommittee chairpersons sleadliected by a simple majority to serve
for a period of one year. Their term of office kbagin at the close of the KMASC
meeting during which they were elected.

No officer or subcommittee chairperson shaléhbgible to serve for more than two
consecutive terms unless there is no one willirdy@qualified to serve in the position.
For the duration of service beyond a second tdmmpobsition shall remain open for
election. Upon election of a new trusted servarthe position, the
officer/subcommittee chairperson currently senbiegond two terms shall cease to
serve in that capacity.

Any NA member who meets the requirements rioofiice may be elected to that office.

The duties of the KMASC trusted servants bsitpm are:

1)

2)

3)

4)

5)

Chairperson

a) Prepares an agenda for, and presides over, KMASSTimgs;

b) Reports any activities not reported by another KLABusted Servant;

C) Is responsible for the KMASC archives;

d) Initiates all necessary correspondence;

e) Ensures that the policies and the procedures MASC are adhered
to in all matters;

f) Ensures that the Twelve Traditions of NA are upheldll endeavors;

0) Conducts the KMASC meeting with a firm yet undemsliag hand,;

h) Possesses a general knowledge of the WSC Rulesief.O

Vice-Chairperson

a) Coordinates KMASC subcommittee functions;

b) In the absence of the Chairperson, performs thieslof the Chairperson;

C) In the absence of a subcommittee chairperson,daesiver that
Subcommittee;

d) Serves as a cosigner of the KMASC checking account.

Treasurer

a) Maintains accurate records of all KMASC financransactions;

b) Distributes financial reports at the KMASC meeting;

C) Balances the KMASC checkbook;

d) Ensures that all deposits are made in accordartbethvd Treasury
Guidelines;

e) Serves as Chairperson for the annual audit;

f) Follows set procedures in recording KMASC transangi

Vice-Treasurer

a) Assists and learns all Treasurers duties;

b) Serves as Co-chairperson for the annual audit;

C) Conducts the Treasurer’s duties when necessary.

Secretary
a) Keeps accurate minutes of each KMASC meetingsuduc all
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6)

7)

8)

9)

reports and current Contact lists. The contats khall be:

. One with first name and only last initial, phoneamhers
and email addresses to be included in the minates;
. One with all information needed by the secretarlgdo

available only to officers and subcommittee chairs

b) Distributes minutes to all KMASC Trusted Sensrthe RD, RDA, and
any individual who requests them.

C) Prepares and keeps on hand, GSR packets.

d) Registers new groups, updates current groumgsclases any groups
through correspondence with World Services.

e) Sends minutes and flyers to the WRSO.

Regional Committee Member (RCM)
a) Carries the conscience between the KMASC and th&®/R
b) Attends and submits a written report to the WRSC;

C) Coordinates the annual CAR review, and consciealteation;
d) Provides WSC Conference Agenda Report (CAR) to m@yequesting a
copy.

Regional Committee Member Alternate (RCMA)

a) Assists and learns all RCM activities;

b) Attends WRSC meetings;

C) Conducts the RCM’s duties when necessary.

Literature Chairperson

a) Orders literature and distributes it at each KMABEeting;

b) Submits a monthly written report, which shall irdduall financial
transactions for that month.

Subcommittee Chairperson
a) Prepares an agenda for, and presides over, subt@wami

meetings;
b) Is responsible for subcommittee archives;
C) Submits a monthly written report, which shall ira#uall financial

transactions for that month;

d) Attends as many learning days and workshops asgbess

e) Ensures that the Twelve Traditions of NA are upheldll
endeavors;

f) Organizes and gives the subcommittee directiomaoiilvation.

Article Nine: Motions and Voting Procedures

9.01 Any KMASC patrticipant may make or second nraotions, provided they are
submitted to the Chairperson on a motion form. modéion shall first be presented to
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the P&A Chair (or Secretary if no P&A chair is peag) for numbering and review, after
which the P&A Chair submits it to the Chairpersdong with any needed explanation.

9.02 No member may speak on a motion more than amless granted the floor by the
Chairperson.

9.03 All Financial Policy motions shall be takerckh#@ NA groups within the area for a vote.

9.04 Any Financial Policy motion created by a subnuttee must be seconded on the floor
of Area before going to the groups for approval.

9.05 Voting members of the KMASC are GSRs and gotepresentatives of groups.
9.06 Quorum for KMASC for voting purposes shall3iés of total active groups.
9.07 Each GSR/voting representative shall be edtith only one vote.

9.08 Votes on motions shall be by consensus, unless

Voting Options Resulting Action
1) A participant calls for a vote, Votes shall be exed by a show of
hands, unless a voting member calls for a
secret ballot.
2) A participant calls for the Votes shall be presented at the next
motion to go back to the group KMASC meeting, but only by GSRs or

"2

for a vote. voting representatives.

3) A participant calls for a roll- Groups in attendance are called from thie

call vote. current minutes’ meeting list, and
responses are recorded in the next month’s
minutes.

9.09 A majority vote shall be counted as a simpégomity of voting members present. Any
abstention(s) shall not affect the outcome of thie v

9.10 The chairperson may have one vote, but ontlyarevent of a tie.

9.11 All motions that will result in change, additi and/or deletion to/of the Bylaws, shall be
reviewed by the Policy & Administration subcommétter redundancy, clarity, and
placement within the guidelines, before a votakeh by the KMASC.

9.12 A motion changing or waiving any Bylaw maygassed by consensus. If another
voting method is requested, the motions shall pakswith a 2/3-majority vote.

9.13 A 2/3-majority vote shall be defined as 2/3ating group representatives present.

9.14 GSRs who are subcommittee chairs may notomelicy changes as both a
subcommittee chair and a GSR.

9.15 All issues not covered herein shall be adédessthe WSC Rules of Order.
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Article Ten: Elections

10.01 All nominees must be present at the timé&@f homination to be elected for a position.
Any nominee may be elected without being present.

10.02 In the event of a vacated office, positiorgy iine temporarily filled by elections until the
next regularly scheduled election.

10.03 Vice-chairs do not automatically assume thgtion for which they are an alternate;
other nominees must be given an opportunity.

10.04 Nominations and elections for positions shaltonducted as follows:

Chairperson Octobg | Treasurer January
Vice-Chair Octobel | Vice-Treasurer January
Secretary Octobe | RCM July
Subcommittee Chairs Octob) | RCMA July

10.05 The KMASC shall incorporate the WRSC quesizare form for KMASC positions.
Nominees shall read and answer the questionnafrenhof the KMASC.

10.06 The KMASC shall have no votes by acclamatumice vote) during elections and shall
be held by ballot.

10.07 All candidates for the positions shall beegithe option to leave the room during
discussion regarding their nomination.

Article Eleven: Removal of Trusted Servants

11.01 The KMASC may declare vacant the office of elected officer or subcommittee chair
that has:
1) Not been present for two consecutive KMASC rimgst
2) Not represented the KMASC for two consecutive $¢Rmeetings (RCM and
RCMA only);
3) Been found unfit as determined by the commidiea whole.

11.02 No officer or subcommittee chair may be reeabfrom office without just cause.

11.03 A 2/3-majority vote shall be required for tkenoval of any officer or subcommittee
chair.

11.04 The use of drugs while serving as an officesubcommittee chair constitutes an

automatic resignation from that position. Any usguestion shall be discussed on an
individual basis.
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Article Twelve: Meeting Format

12.01 The KMASC shall follow the following format:

Prior to opening the meeting:

“As a Courtesy to the meeting would you pleasensie or put your cell phones on
vibrate”. “In order to promote unity and an atmiospe of recovery, please try to refrain
from the use of profanity and/or lewd commentsarhYou.”

1) Open with a moment of silence to reflect on whyase here.
2) “We” version of the serenity prayer
3) May we go around the room and introduce ourselves.

4) Welcome new members. We would like to welcome arymew to the Kettle
Moraine Area Service Committee. Is there anyotending their first Area
Service Meeting?

5) Twelve Traditions of NA
6) Twelve Concepts of NA
7) Service Prayer

8) Everything that occurs in the course of NA serviagst be motivated by the
desire to more successfully carry the messagecotesy to the addict who still
suffers. It was for this reason that we beganwtugk. We must always
remember that as individual members, groups, andcsecommittees, we are
not, and should never be in competition with eatleio We work separately,
and together to help the newcomer, and for our comgood. We have learned
painfully that internal strife cripples our fellohip. It prevents us from
providing the services necessary for our growth.

9) Roll call — Officers:

1. Chair 5. Secretary

2. Vice-Chair 6. Treasurer

3. RCM 7. Vice-Treasurer
4, RCMA

5. Roll call = Subcommittee Chairs:

a) Activities e) Public Relations (PR)
b) Campouts f) Website
c) Hospitals & Institutions g) Literature
(H&I)
d) Project Hope h) Policy & Administration (P&A)

6. Roll call — Groups (Use current meeting list):
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7. Has everyone had a chance to look over the min@Eg@rtain a motion to accept).
8. Some reminders:

a) Please submit all financial exchanges to the treasund literature purchases
to the literature chair as soon as possible.

b) If you have any motions for new business, pleaben#ia written motion
form to the P&A chair for review and motion numioeyi

c) Subcommittee chairs please meet during the bree&dalinate times for
your meetings.

d) Please submit all reports to the secretary.
9. 7" Tradition

10. Officer’s reports:

1. Chair 5. Secretary

2. Vice-Chair 6. Treasurer

3. RCM 7. Vice-Treasurer
4, RCMA

*SUSPEND Business for officers to review Treasurés Report, then
proceed.

Entertain a motion to accept reports.

5. Subcommittee reports:

a) Activities f) Public Relations (PR)

b) Campouts g) Website

c) Merchandise h) Literature

d) Hospitals & Institutions (H&I) i) Policy & Administration (P&A)
e) Project Hope

Entertain motion to accept reports.

6. Group reports (Use meeting list — no motion to pteceports is necessary).

7. Business:
1. Old Elections 4. New Elections
2. Old Motions 5. New Motions
3. Old Business 6. New Business

8. Announcements

9. Close with a group hug, and the™adition.
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Article Thirteen: Treasury Guidelines

13.01 The KMASC shall maintain a checking account.

13.02 In the event there is no acting Treasuremrdamtain the account under the duties of the
Treasurer as set forth in sec. 8.05(3), KMASC mesighate another acting officer to
step in the place of the Treasurer to maintairatteunt and perform treasury duties as
set forth herein.

13.03 The KMASC shall donate 10% of donations ®WRSC, 10% to H&I, and 80% to the
general fund unless otherwise designated by the BKMIA

13.04 The KMASC shall maintain a prudent reserv®5f0.00 in the General Fund.

13.05 The KMASC treasury policies shall be as foio

1)

2)

3)

4)

5)

6)

7)

8)

9)

Five of the KMASC officers shall be designated asigners of the checking
account.

a) In the event there are not five officers availabl®e designated as
cosigners of the checking account, KMASC may dedigup to two
subcommittee chair members to service as cosigri¢he checking
account.

b) Each subcommittee chair member shall have at teesyear of
continuous clean time.

Checks drawn on the KMASC checking account shgllire any two cosigner
signatures.

Nobody shall cosign a check made out to him orumégss 2 other cosigners first
approve it (e.g. cosigner gets approval by 2 otbsrgners over the phone).

No two cosigners of the checking account may reisidiee same household.

Checks shall reflect the KMASC address, and baailestents shall be mailed to
the KMASC Post Office Box.

The Treasurer shall use a receipt book to recotdaaisactions; these receipts
shall be known as Treasurer’'s Receipts.

A Treasurer’s Receipt shall be given out for ahgactions. The Treasurer and
the person receiving the receipt shall both initi@ receipt when the transaction
is completed.

Receipts not defined as treasury receipts, alotly avcompleted
expense/reimbursement or an advance request ferne@uired for all
disbursements, and must be submitted to the trelabyrl:30 PM on the day of
the KMASC meeting.

Bank statements shall be held by the KMASC Treasamd shall be held in the
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KMASC Treasury Archives for 7 years.

10) The Treasurer’s report shall list all:

Proceed | Donation:
Advance | Balance
Expense |

for all working reserves, the general fund, anddieckbook. The bank and
reconciliation statements shall also be provided.

Money received from the 7th. Tradition at each KMAReeting shall be
counted by the Treasurer and one other person. f@otles shall initial a receipt.

11) The KMASC shall donate $10.00 from the general ft;mdach facility hosting
the KMASC meeting.
12)  Officers, and Subcommittees, shall maintain a wagkieserve as follows:

a) Activities & Merchandise ---- $500.00
b) Activities (for merchandise) - $700.00
c) Campouts (for merchandise)- $500.00

d) H&l--------mmmmmmmem- SeeArticle 13.03

e) Literature --------------m-moomomee- $30.00
f) Policy & Administration ------- $30.00
g) Public Relations --------------- $150.00

* Funds generated by PR fundraisers shall be hdlteiPR reserve
until the amount falls below the working reserve.
h) Project Hope $200.00
» Funds generated by Project Hope fundraisers sbdield in the
Project Hope reserve until the amount falls belog/working reserve.

i) Secretary $50.00
i) Website $25.00
k) Chair $30.00
) Vice-Chair $30.00
m) Treasurer $30.00
n) Vice-Treasurer $30.00

13) The KMASC shall maintain a facility deposit funchi$ fund shall include
sufficient proceeds from our campouts to pay foility deposits for the next
year's campout. In addition, $500 will be kept to:

a) Pay for rent for the KMASC'’s one-day events.
b) Serve as a buffer in the event of a security dé pass.

This fund shall be replenished as subcommittebsgiproceeds from their
events.

14)  Of the money above working and prudent reservesKiMASC shall donate
100% to the WRSC.
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15)

16)

17)

18)

The Treasurer shall deposit into the KMASC checldngount all function
proceeds and/or any other donations within 5 daysaeipt.

The Treasurer shall submit an annual report aOitteber KMASC meeting to
include a financial statement of all donations erdeptions.

The KMASC chair and RCM may conduct audits, commpKMASC bank
statements with the Treasurer’s records at any.time

When the Treasury Report is submitted to the KMAS@mal business shall be
suspended. The Officers shall review the bankrandnciliation statements and
other KMASC members shall review their last monthésisactions for accuracy.
Any discrepancies shall be addressed immediafehe following shall be
checked for accuracy:

a) The bank statement and Treasurer’'s Report balanassmatch.

b) The ending balance of the previous month’s TreasuReport must
match the beginning balance of the current monthéasurer’'s Report.

c) The check numbers on the bank statement and tlzsUner’s Report
must match.

d) All deposits must have been made in accordanceth&iKMASC
Bylaws.

13.06 Authorized reimbursements from the General Fundaam®llows:

1)

2)

3)

4)

All designated representatives who attend WRSC ingeshall be reimbursed
for fuel at $.05 x mileage x current per gallorcprfor gas, $15 meal allowance
per day, and may stay in the room paid for by thASC.

Example 1 Example 2

Gas price/gal. 1.86 Gas price/gal. 3.15

Miles Traveled x100 Miles Traveled x100
186.00 315.00

Rate Paid x.05 Rate Paid x.05
Reimbursement  $9.30 Reimbursement $15.75

The RCM/RCMA shall be reimbursed up to $125.00dioe night’s lodging
when attending WRSC meetings. Upon request, artiaddi night’s lodging
shall be provided when the WRSC takes place befjfum&MA’s neighboring
areas.

The RCM shall be reimbursed for the cost of statopsail flyers, not to exceed
$5.00 per month.

When only one copy of a non-KMASC flyer is availabihe RCM, RCMA, or
Literature Chairperson shall be reimbursed for mglka copies for each group
residing within the KMA.

13.07 Money above $30.00 shall be disbursed bykcbely, unless a cash advance is
approved by the KMASC.
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13.08 The KMASC mailing address shall be the PO &esignated by the KMASC.

Article Fourteen: Activities Guidelines

14.01 Our functions are designed to enhance onrgoyi purpose, not to replace group
donations. (guide to local services)

14.02 When making flyers and merchandise, any ¢giptad logo should be accompanied by
the trademark ®. (guide to local services)

14.03 Vice chair elections are to be held at tist Giommittee meeting following the October
election of the chairperson. Vice chair clean ti@guirement is 1 year.

14.04 One person will be appointed by the chamémage a soda inventory. A $200 revolving
advance will be issued to this person. Receiptd eisubmitted to the KMASC
Treasurer for reissuing advance. Monies from satizssand coffee donations will be
used to buy soda, coffee, cream, sugar and any sxtpglies that sales and donations can
support. Monies in excess of $200 after restockimgplies will be donated to the
KMASC Treasury.

14.05 Secretary duties are done as needed. A ealutd take notes at each committee meeting
will be sought. There is no clean time requirentergerform secretary duties.

14.06 The function planner document set is to leel &is plan all events.

14.07 When scheduling a function, the regionalredde must be reviewed. Neighboring areas
should be consulted before a flyer is producedsare we are not in conflict with their
functions or any major event within the region.

14.08 This committee shall never schedule any ewerdnflict with the WRSC Weekends of
the WRSC include the third Sunday of the odd month.

14.09 This committee is to hold a minimum of foundtions per year.

14.10 All proceeds from functions must be submittethe KMASC treasurer within one week
of the event.

14.11 Flyers should be produced 6 months in advahadunction and a digital copy must be
submitted to area and regional web servants fairmps

14.12 One thousand (1,000) copies of flyers wilhteede for single day functions and 1,500
flyers will be produced for our 2 campouts in theaa

14.13 Itis a given that this committee will supp€MA group functions and other
subcommittee events. Upon request, we will assgisteiping to schedule their events,
contact facilities, contact area and regional welvants to post flyers and supply any
and all beverage and food serving supplies inclyidoda.
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14.14 For each of the activities events, the aawichairperson, vice chairperson or designee
of the committee will retrieve excess monies hotndyn each of the following locations
and will leave no more than:

* The $25 start up money at the soda and coffee stand

e $50 at the donations cashbox

» $100 at the registration cashbox

» The $75 start up money in the merchandise moneybag

Monies taken should be transferred to the lockbamptly. The lockbox or any other
cash amounts should never be left unattended.dporting purposes, monies from each
of these locations should not be commingled.

14.15 Any purchases by committee members or fumgtianning persons must submit a store
receipt for reimbursement and cash advances.
14.16 Merchandise inventory totals will reflect fh&rchase cost.

14.17 Merchandise sale prices will be determinethbycommittee.

14.18 The KMASC Activities committee produces NAated merchandise with a cash and
stockpile amount not to exceed $700.

14.19 Treasury balance in excess of $600 will beatkd to the general fund of the KMASC
Treasury. This committee does retain the righutinsit a motion at KMASC meetings
for amounts greater than $600 for large mercharglisehases.

14.20 All ideas for merchandise are welcome. Matbidity will determine which ideas will be
submitted for production.

14.21 Merchandise will be made available at alivés functions and with permission, be
made available at group functions.

14.22 Merchandise will not be made available at ld&dl P.R. Events to allow those
committees’ efforts maximum fundraising potential.

14.23 Merchandise should be made available at W&&@ts and at WSNAC alternate
merchandise sales on Sunday morning of the cororenti

Article Fifteen: Campout Guidelines

15.01 Our functions are designed to enhance oungpyi purpose, not teeplace group
donations. (guide to local services)

15.02 When making flyers and merchandise, any d¢gptgd logo should be accompanied by
the trademark ®. (guide to local services)
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15.03

15.04

15.05

15.06

15.07

15.08

15.09

15.10

15.11

15.12

15.13

15.14

15.15

15.16

Vice chair elections are to be held at th&t ilommittee meeting following the October
election of the chairperson. Vice chair cleantimguirement is 1 year.

Secretary duties are done as needed. A edlunb take notes at each committee
meeting will be sought. There is no cleantime regaent to perform secretary duties.

The function planner document set is to leel s plan all events.

When scheduling a function, the regionalradde must be reviewed. Neighboring areas
should be consulted before a flyer is producedhsorie we are not in conflict with their
functions or any major event within the region.

This committee shall never schedule any eweobnflict with the W.R.S.C. Weekends
of the W.R.S.C. include the third Sunday of the adhth.

This committee is to hold a minimum of twadtions per year.

All proceeds from functions must be submitedhe K.M.A.S.C. treasurer at the next
A.S.C.

Flyers should be produced 6 months in advaheefunction and a digital copy must be
submitted to area and regional webservants foirgpst

1,500 flyers will be produced for the camgantour area.

It is a given that this committee will suppét.M.A. group functions and other
subcommittee events. Upon request, we will assigtddping to schedule their events,
contact facilities, contact area and regional welzsds to post flyers.

For each of the campout events, the camgwitperson, vice chairperson or designee
of the committee will retrieve excess monies hotndyn each of the following locations
and will leave no more than:

The $25 start up money at the soda and coffee stand

$50 at the donations cashbox

$100 at the registration cashbox

The $75 start up money in the merchandise moneybag

Monies taken should be transferred to the lockb@mmptly. The lockbox or any other
cash amounts should never be left unattended.dporting purposes, monies from each
of these locations should not be comingled.

Any purchases by committee members or fumgilanning persons must submit a store
receipt for reimbursement and cash advances.

Merchandise inventory totals will reflect fhe&chase cost.

Merchandise sale prices will be determinethbycommittee.
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15.17 The K.M.A.S.C. campout committee producesrBlated merchandise with a cash and
stockpile amount not to exceed $500.

15.18 Treasury balance in excess of $600 will beated to the general fund of the
K.M.A.S.C. Treasury. This committee does retain tight to submit a motion at
K.M.A.S.C. meetings for amounts greater than $&00arge merchandise purchases.

15.19 Allideas for merchandise are welcome. Matiity will determine which ideas will be
submitted for production.

Article Sixteen: Website Guidelines

16.01 The web site must not contain any advertisthgr than NA related functions, meetings,
etc.

16.02 The web site must not contain links to anyteot other than NA approved sites and NA
approved material.

16.03 The web site must be backed up USB drivebédghair and 1 other subcommittee
member on a monthly basis.

16.04 Personal anonymity must be adhered to iceaks except where contact information is
listed on function fliers.

16.05 The primary purpose of the web site shalbgiswbe to carry the recovery message of NA
and provide information about NA in the Kettle Mm@ area and NA in general.

16.06 The web site subcommittee should have aisigndte of confidence to modify the site
contents as seen fit and according to these guoaeli

16.07 At the request of KMASC, any questionabletennshall be removed from the site and
brought back to individual groups for a vote.

16.08 All content will be reviewed by the web stdbbcommittee for accuracy on a monthly
basis.

16.09 At least 2 subcommittee members should hawerking knowledge of how to maintain
and update the web site.

16.10 Two or more subcommittee members should hetree email addresses linked to the
webservant@kmana.org email address and be ablesteea questions regarding the web
site and NA in general. The webservant@kmana.om@leddress will serve as a
channel for NA members to submit potential conteriie considered for addition to the
web site.

16.11 The web site should be kept as simple aslpessing only standard web page
development tools and practices.
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16.12 Copies of all pertinent login credentials padswords should be kept on file with the
KMASC secretary and chairperson.

16.13 Web site subcommittee vice chairperson elestshould be held at the first

subcommittee meeting following the October elecbbthe subcommittee chairperson.
Vice chairperson clean time requirement is 1 year.

Article Seventeen: Policy & Administration (Policy) Guidelines

17.01 The Policy chairperson (Pchair) should prejparagenda for every Policy Subcommittee
(committee) meeting.

17.02 Committee meetings, whenever possible, shoelt at a location that provides an
opportunity for NA members throughout the Areatterad. Such locations might be:
» Before or after KMASC meetings.
» Alternating in cities within the area.

17.03 The Pchair should take minutes for every cdteenmeeting.
1) Minutes should be emailed to all in attendancéatcbommittee meeting and anyone
requesting them.

2) Minutes are intended to:
* Act as areminder to committee members who haventeéred to work on
committee business in the upcoming month.
» Assist the Pchair in creating the following monthggenda.
* Help maintain committee accountability to the KMASC

17.04 The primary duties of the committee shoultheeKMASC Bylaws (Bylaws):

1) Update Bylaws whenever a motion passed at the KMAS@ires a change. This
includes modifications, additions, and deletion8ytaws. When updating Bylaws,
keep in mind that it's desirable to print only upethpages periodically. Leave blank
space on pages when possible for future additem#hat following pages don't
change.

2) Provide Bylaw copies in binders to the Secretaryéd included in GSR starter
packets.

3) Distribute Bylaws to KMASC participants and anyorequesting a copy:

* Bylaws should be emailed only in PDF format (PD&ating programs are
available free online). This prevents others froakmg their own modifications.

* At least three to five hard-copy Bylaws should Bailable at every KMASC
meeting. This includes the latest updated page®atie: sets. Binder covers
should also be available.

» Updated pages, along with a new cover page, shmuttistributed whenever it's
deemed necessary.

* New, entire copies of the Bylaws should be disteblat least once a year. This
can be done more often as deemed necessary bgrtimeittee.
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4) The Bylaws should be reviewed periodically and orwdifor modifications,
additions, and deletions should be presented t&khaSC.

5) Bylaw housekeeping may be performed by the comentianake the Bylaws easier
to read/understand, but the following items mustatilewed:

* HOUSEKEEPING MUST NOT CHANGE THE MEANING OF THE
BYLAW(S). If there is any question whether housekeepinggbs may change
the meaning, don't do it. Ask another trusted seiraamd/or the KMASC first.

» Everything done as a part of housekeeping mus¢perted to the KMASC to
give everyone a chance to object to the change. Adips maintain group
conscience, and should be done during the Pchrap@t to the KMASC.

6) Housekeeping includes:

Reformatting | Deleting texl
Rewording tex | Relocating tex
Adding text |

17.05 The Pchair should assist the KMASC Chaipe(shair) at KMASC meetings:
1) It may be helpful to sit next to the chair whenepessible.

2) The Pchair should be knowledgeable of the Byland,leave a copy present for
reference, to advise the chair (and/or other ppdits) when appropriate.

3) When motions are submitted to the KMASC, they aes@nted to the Pchair. The
Pchair should:

* Number them according to the Bylaws;

* Review to determine if passage would result in @aldi deletion, or change to
existing Bylaw. If so, the motion is to be reviewadhe committee’s next
meeting and then presented to the chair at themerth’s KMASC meeting;

* Review for clarity, similarity to existing Bylawspnfliction with existing
Bylaws, etc.;

» Explain/clarify motion with chair so that he/sheyypmesent it with a clear
understanding.

17.06 When a motion is passed, the Pchair shodrerthat any Bylaw additions,
deletions, and/or corrections are done.
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