Oregon Area Orientation – Content for Presentations

09:00 - 09:15 am
Introductions and Opening Remarks

Area Chair

Welcome

· Explain reason for Area Orientation

· Being an Area trusted servant requires a new level of commitment

· Attendance at Assemblies is not optional

· Respond in a timely manner to written communications, telephone calls and email

· Keep commitments

Overview of the Day's Agenda

· Lunch is not provided

· Adjourn at 5:00 pm

· If not directly involved in an afternoon break-out, attendees might want to choose an area of interest and stay anyway

· Procedure for travel reimbursement

· House-keeping (restrooms, smoking, etc.)

Introduce Topic Presenters and ‘Trainers’

· Dave, Anne M, Gus, David K, Hal, Bob, Patrick, James, Helen, Anne C, Darlene, Dale, Eric K

09:15 - 09:45 am
Website Presentation


Webmaster and Asst

Overview of Area Website and it's Content

The Area Website as a Resource for DCMs, Area Officers and Service Committees

· Check website often for District events  (Can website be shown using InFocus?)
· Place all District events on website calendar
· Place all Area events on website calendar
· Contact Webmaster (webmaster@aa-oregon.org) if an event does not appear on calendar within a day to two
· Report any non-functioning links or pages to Webmaster
· Update District meeting lists on a monthly basis (or more frequently if needed)
· Update service committee information
· Obtain a login and password to post information and make updates
· Links to forms for people who want to volunteer
· Sanitize flyers and other information – no last names, phone numbers or photos
Questions and Answers

09:45 - 10:00 am
Email Courtesy and Common Practices
Random Selection

All Trusted Servants are Encouraged to Practice Email Courtesy

· Check email often (daily if possible)

· Respond in a timely manner
· Respond to acknowledge receipt of an informational message, even if a response isn't requested
· Do not automatically "reply all" 
· Think things through before sending something 'in the heat of the moment'
· Do not include attachments in a reply if not needed 
· Do not use email as primary means of communication for 12-Step committee work
· If it’s important, follow up with a phone call to make sure message was received
Questions and Answers

10:00 - 10:15 am
Archives Presentation



Archivist and Asst

District and Area  - All Trusted Servants are encouraged to Help preserve AA’s History

· What to save and what not to save

· What stays in District archives and what goes to Area archives

· Preserving documents
· Use acid free paper or protective sleeves
Questions and Answers

10:30 - 11:15 am
Budget / Expense Presentation


Past Treasurer and

Past Finance Chair
Overview of Area budget

· Hand out copies of 2008 budget or use InFocus to show budget?

· DCM travel to Assemblies

· Area Officer and Service Committee travel to Assemblies

· Service committee budgets (travel vs literature)

· Officer budgets

· How and when to submit expense forms

· Hand out blank forms?

· What types of expenses are reimbursable (include examples of what is and is not acceptable)

· Which receipts must be turned in

Finance Committee Responsibilities

· Hold officers and service committees responsible for Area monies

· Monitor spending

· Reconcile bank balance with Treasurer

· Prioritize spending

Treasurer Responsibilities

· Balance checkbook

· Write reimbursement checks as authorized by Finance Committee

District bank accounts

· How to obtain a tax ID and set up an account

· Why have multiple check signers?

What is a prudent reserve


Do Districts need them?


How to establish one?

Questions and Answers

11:15 - 12:00 noon

Overview of Assembly Agenda

Chair and Delegate or 












Alt. Delegate

Overview of Assembly Agenda
(Hand out sample agendas or use InFocus?)
· February Assembly called the ‘pre-conference’ Assembly

· Purpose is to provide feedback to Delegate to help him vote on agenda items at the Conference

· The happens during break-out sessions on Saturday afternoon

· New procedure for GSRs and DCMs – everyone participates

· May Assembly called the ‘post conference’ Assembly

· Delegate reports to the Area about what happened at Conference

· Everyone participates
· Though the Delegate is assigned to a Conference Committee for a two-year term, each year Districts will receive a new Conference Committee assignment

· September Assembly is for elections
· Elections and business are conducted all day on Saturday
· Elections, reports and motions alternate throughout the day
· Delegate and Alt, Chair and Alt. are elected in odd numbered years
· Secretary and Alt, Treasurer and Alt. are elected in even numbered years
· November Assembly focuses on service in the Oregon Area
· Service committees make presentations during break-out sessions on Saturday afternoon.
· Each committee shares what its purpose is, what it has been doing, and seeks new volunteers to help carry the message
· GSRs and DCMs are encouraged to attend at least two different sessions
· Common Events at all Assemblies

· Friday Evening
· GSR School
· A must for new GSRs
· Experienced GSRs can still learn and grow
· Concurrent sharing session for Area Officers and Service Committee members
· DCMs are welcome to attend but this session is targeted to general sharing for Officers and Committees
· Tabled motions sharing session
· To discuss motions which will come under Old Business
· Motions to be introduced under New Business are not discussed

· Saturday Morning

· DCM and Intergroup reports - – everyone participates

· Concurrent DCM and GSR Sharing

· New session in this time slot – Area Service Committee sharing

· Business and Voting

· Occurs on Sunday morning at February, May and November Assemblies

· Occurs on Saturday at September Assembly

· Other Workshops, Sharing Sessions and Activities

· Ask-it-Basket – fun for everyone

· Workshop on the 12 Concepts or the AA Service Manual – everyone participates

· Other workshops as presented by host committee – everyone participates

· Saturday evening is generally a banquet and speaker or other entertainment

Questions and Answers

1:30 - 2:00 pm
Hosting an Assembly



Alternate Chair

Overview of Bidding Process   (Any hand-outs or use InFocus?)
· Why host an Assembly
· Who can bid

· How to get a group conscience to submit a bid
· When to submit bid
· How and when to form a committee after bid is awarded
· Helpful documents and forms are found on the website
· Assembly Planning workshop at Assemblies is a good resource
· Ultimate responsibility for Assemblies is Area
· Assemblies are not District functions – Districts are ‘hosts’
Questions and Answers

2:00 - 2:30 pm 
Administrative Details / Resources

Chair, Delegate and

  Grapevine Chair

· Area Roster   

· Printed quarterly, distributed to officers, committees and DCMs only

· A great resource for communication

· Not to be used for other purposes (sending out jokes or chain letters, home business sales, etc.)

· Officer, Service Committee, DCM, and GSR information needs to be current

· Area Guidelines  (presenters should have a few copies on hand)
· Printed in odd numbered years

· Distributed at May Assembly

· One copy per group – must be passed on from GSR to GSR

· Available on Area website

· A reflection of current practice, not a ‘rule book’

· AA Service Manual  (copies will be available for sale)
· Committee Position Descriptions (presenters should have a few copies on hand)
· Developed by an Ad Hoc committee

· Purpose is to help members understand what each Area service committee does

· Descriptions are for reference and are not ‘all inclusive’

· GSO (yellow) Guidelines (presenters should have one or two sets on hand)
· How to obtain them

· Which topics are covered

· Service Sponsor

Questions and Answers

2:30 – 3:00 pm
Effective Motion Writing



Random selection

· Four suggested components   (Hand-out?)

· The motion

· Intent and Purpose

· Current Practice

· Budgetary Impact
· One topic per motion
· Clear concise language
· Keep it simple
· Do research – find out if your idea has already been presented, when and why it failed
· Hand out a motion with a good idea but written poorly – so poorly that it will likely be defeated
· Follow up with the same motion written properly
Questions and Answers

3:15 - 5:15 pm
DCM Breakout Session


Delegate and Past DCM

Overview of the DCM's role

· Link between the groups, District and Area

How to 'lead' a meeting

· Developing of a good format

· District inventories can aid that process

· Practice being a servant

· Ask the GSRs when uncertain

How to prepare an agenda and stick to it



(Hand-out?)
· Setting time limits to reassess what business to conduct

· Frequently asking the GSRs for guidance 

· Avoid telling GSRs what has to get done

How long should a District meeting last?

· Gear the format to the size and needs of the District

· Ask  the GSRs for guidance

How to reach out to non-participating groups with regular visits

· Visit groups that do not have a GSR

· Tell them you would like to bring their business meetings news of Oregon Area

· At some point ask them to elect a GSR

· Carry an Assembly agenda from last year’s Assembly from the same month as the upcoming assembly 

· With larger districts, split the groups between the DCM and the Alternate(s) and maybe one or two GSRs 

· Consider the possible need to re-district 

· Send District meeting minutes to all groups

Practice having fun at District meetings

· “Ambush” new GSRs who show up

· Give them extra attention, support and explain the different services that the DCM and other GSRs can provide

· Ask them to talk about their group

Discuss the importance of inviting Area officers and Area Service Committees to Districts for presentations or workshops

· Why? To inform and educate GSRs on how to do 12-Step work beyond the group level

· Area Committees exist to serve the Districts
· Are Committees shouldn’t have to do all the outreach in order to share and inform - the Districts need to take some initiative to invite them

· Getting AAs in the District involved with service committee work can be a life changing experience for those doing the work
· AAs doing service committee work at the District level will bring their experience to Area Committee level

How to educate GSRs in the Area and AA service structure, the Traditions and Concepts

· Have fun in your role as a teacher to the GSRs (on topics of their choosing, of course) 

· Read our history - we have wonderful history books (Pass It On, Dr. Bob and the Good Oldtimers, AA Comes of Age, etc.) 

· Make the District elections a major event and discuss the upcoming elections for months in advance

· Hold elections using the Third Legacy procedure 

· Suggest holding workshops when GSRs ask questions about  particular topics

· Having a GSR School linked to a Home Group Workshop

· Having a Seventh Tradition workshop combined with an Archives display and presentation

· A different GSR studies a Concept each month and meeting time is set aside to discuss it (could be part of meeting format)

· Bring the Service Manual into conversations instead of being quick to answer GSR questions

Preparing GSRs for Assemblies

· Logistics of getting there and performing GSR duties

· Are ‘scholarships’ available to help GSRs with expenses?

· Tabled motions from last Assembly to be discussed – attend the Friday evening sharing session

· Go over the weekend agenda (can use the one from a year previous if the upcoming one is not yet available)

How and when GSRs discuss tabled motions at home group

How to write new motions

How to work with Intergroups

Assisting the Delegate with pre and post conference reports

· The Delegate is a servant to the DCM in their role as a teacher of the GSRs. 

· The delegate-GSR link is crucial in the functioning of the AA Service Structure

· The upside-down triangle

Housekeeping issues such as keeping Roster and GSO information up to date

· Add any details that may not have been covered in the ‘Administrative Details / Resources’ session earlier in the day

3:15 - 5:15 pm
Area Service Committee Breakout Session

Past Committee

Chairs

Cooperation with the Professional Community, Cooperation with Treatment Facilities, Correctional Facilities Committee, Finance, Hospitals, Public Information, 

· How District, Intergroup and Area service committees work together
· How to reach out to Districts and Intergroups
· How to help Districts and Intergroups form committees
· How to find, train and keep volunteers actively participating
· Develop face-to-face relationships with Districts and Intergroups
· Don’t rely solely on email for communication
· Make phone calls, visit District meeting and events
· Making a presentation versus doing a workshop
· How to get invited to make a presentation or do a workshop
· Keep presentations / workshops fun and informative
· Leave hand-outs and other information with attendees
· When national conventions come to town
· Responding to requests for literature 
· Responding to requests from the community
· Study the GSO workbooks for those committees that have them
· Face-to-face time for committee members

Accessibility, Newsletter, Website, Translation / Interpretation
Past Area

                         Trusted Servant(s)
· How District, Intergroup and Area service committees work together
· How to reach out to Districts and Intergroups
· How to help Districts and Intergroups form committees
· How to find, train and keep volunteers actively participating
· Develop face-to-face relationships with Districts and Intergroups
· Don’t rely solely on email for communication
· Make phone calls, visit District meeting and events
· Making a presentation versus doing a workshop
· How to get invited to make a presentation or do a workshop
· Keep presentations / workshops fun and informative
· Leave hand-outs and other information with attendees
· Responding to requests for literature (if appropriate)
· Study the GSO yellow guidelines for those committees that have them
· Face-to-face time for committee members and/or Q&A with Facilitator

3:15 - 5:15 pm
Area Officer Breakout Session


Area Chair

· How District, Intergroup and Area trusted servants work together
· How to reach out to Districts and Area Service Committees
· How to respond to requests for assistance from Districts and possibly Intergroups 
· Develop face-to-face relationships with Districts and Area Service Committees
· Don’t rely solely on email for communication
· Make phone calls, visit District meeting and events
· Making a presentation versus doing a workshop
· How to get invited to make a presentation or do a workshop
· Keep presentations / workshops fun and informative
· Leave hand-outs and other information with attendees
· Study GSO literature and yellow guidelines – learn all you can about AA service structure
· Face-to-face time and Q&A with Area Chair
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