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ARTICLEI: NAME

SECTION 1: NAME

A. The name of thiscommittee is the Inland Empire Foothills Area Service Committee of Narcotics
Anonymous: abbreviated IEFASC, hereinafterreferred tointhese guidelines as Inland Empire
Foothills AreaService Committee, “IEFASC” or “the committee.”

ARTICLE II: GEOGRAPHICAL BOUNDARIES

SECTION 1: GENERAL

A. The geographical boundaries of the IEFASCinclude, butare notlimited to, the cities of Yucaipa,
Calimesa, Loma Linda, Mentone, Redlands, Highland, Rialto, and parts of San Bernardino. Area
membershipisopentoanygroup of Narcotics Anonymousinterested in becomingamembergroup
of the IEFASC, regardless of geographical location.

ARTICLE IlI: PURPOSE

SECTION 1: GENERAL

A. The purpose of thiscommittee shall be to coordinate and serve the activities and business common
to the welfare of Narcotics Anonymous and support the needs of the groups within the boundaries
of the Inland Empire Foothills Area. All activities and business should be in accordance with the 12
Traditions and 12 Concepts of NA Service, as well as Robert’s Rules of Order.

ARTICLEIV: FUNCTION

SECTION 1: GENERAL
A. Thefunctionsofthe IEFASCare as follows:
a. Communicationanddisbursement of all information to and from all member groups of the area
through theirtrusted servants.
Maintain steady distribution levels of all Narcotics Anonymous literature to said representatives.
To conduct a monthly business session.
d. To provide aRegional Committee Memberforactive participationinthe So-Cal Regional Service
Committee.
e. Tosetup allcommitteesinordertocomplete all service functions.
f. To offerencouragementand supporttoall Group Service Representatives
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ARTICLEV: PARTICIPANTS AND OBSERVERS

A. This committee shall have two (2) classes of participants only, that of voting, the other non-voting.
Only voting participants shallhave voting rights. No personorgroup shall have more than one vote.

SECTION 1: GROUP SERVICE REPRESENTATIVE (GSR)
A. GSR



a. Suggested Requirements
i.  Attendall monthly AreaService Committee meetings at currentlocation
ii.  Attend GSR Orientation andreceivethe GSR Orientation packet (including GSR Helpful Hints
if needed by the group).
iii.  One(1) yearclean
iv.  Willingness and desire toserve the group.
b. Duties
i.  IEFAgroups shall putdonationsinenvelopes with the name of group and amount of the
donation when makingadonation atthe ASC meeting, so groups will be accountable for
correct amount of money.
ii.  Purchaseliterature forthe group.
iii.  Pickupinformationfrom GSRfolders.
iv.  Participate indiscussionsandvote on all motions.
v.  Checkand verifythe directory foraccuracy.

vi. Be abletocarry informationfromthe Areatothe group (see GSR Handbook).
vii.  Be abletocarry informationfromthe group to the Area.
viii.  Be willingtoserve onan IEFA sub-committee.

ix. Be willingtoattendthe SCRAW.
X.  Be willingtotrainthe Alternate GSRthe GSR duties.
B. Alternate GSR
a. Suggested Requirements:
i.  Six(6) monthsclean.
ii.  Willingnessanddesire toserve the group.
iii.  Willingtoattend ASC meetingwith current GSR or in place of GSR.
b. Duties
i.  Assistthe GSRinperformance of duties as needed.
ii.  Inabsence of GSR to serve as GSR (Referto GSR duties).
iii.  Be willingtobecome GSRwhen the GSR completestheircommitment.

SECTION 2: VOTING PARTICIPANTS

C. Thevotingparticipants of the IEFASCare the Group Service Representatives of member groups of
the committee, orinthe GSR’s absence the Group Service Representative Alternate, orany trusted
servant of the group. Othervoting members of the IEFASC are the Area Vice Chair, Secretary,
Treasurer, Literature Disbursement Officer, RCM, Youth Liaison, LGBTQ Liaison, Convention
Committee Representative, and all sub-committee Chairs. The Area Chairperson may only vote in
case of a tie.

SECTION 3: NON-VOTING PARTICIPANTS

A. The non-voting participants of this committee shallbe the Alternates and Vice Chairs of
subcommittees exceptin the absence of the officer orchairperson they represent.

B. Anynon-voting participant of this committee may introduce motions and participate in debateand
discussion. A Group Service Representative or Trusted Servant must second any such motion orthe
motiondies.



SECTION 3: OBSERVERS
A. Narcotics Anonymous members not addressed elsewhere inthese guidelines shall be classed as

observers ornon-committee members.

B. Only Narcotics Anonymous members have the specificrightto requestthe floor.
The Chairperson of the committee shall have the exclusiveright to grant or deny such requests.

D. The Chair'sdecisionissubjecttoappeal and may be overturned by atwo-thirds (2/3) majority of the
voting participants.

ARTICLE VI: SESSIONS

SECTION 1: AGENDA

A. Anagendaofthe sessionwill be presented and approved by the body at the beginning of the regular
session of the IEFASC.

SECTION 2: REGULAR SESSION

A. Regularsessionsof the IEFASCare held monthly on the fourth Monday of the month at a set
location and will begin promptly at 7:00 p.m. unless otherwise ordered by the committee.

a. Ifthereis areasonto move the day of the IEFASC, the chair mustinformthe body at the session
prior, or to get in contact with all GSRs and trusted servants of the body to inform them of the
change.

B. AIlIIEFASCsessionsare non-smoking. Smokingis only permitted outside the building.

SECTION 3: SPECIAL SESSIONS

A. A Special sessionisameetingof the Executive Body foraspecificpurpose that cannot wait until
the nextregularly scheduled session of the committee.

B. The Chairperson of the committee may call a Special Session.

C. Any participant of the committee may requestaSpecial Session by contacting the Chairperson or
Vice-Chairperson of the committee. The purpose of the session shallbe stated.

SECTION 4: QUORUM

A. Quorumto conduct business: Fifty-one percent (51%) of the active member groups of the IEFASC
and voting members be present to conduct area business. Once quorumis met, quorum will stand
for the remainderof the session.

a. Forthe purpose of these guidelines, areabusiness shall be described as any decisions or acts of
the committee which affectthe IEFAand require an areaconscience. The IEFASC may, when
quorumis not present, serve the areain matters not affectingthe areaas a whole, such as non-
policy motions.

b. Unlessaquorumisreached, nodecisions can be made on finances or policy matters except for
budgetitemssuch as rent, otherfixed expenses, prudentreserves, etc.

c. ltisthe responsibility of the vice-chairperson of the committee to determine if quorumis
present.



SECTION 5: LITERATURE DISBURSEMENT

A.

B.
C.

All literature orders are left with the Literature Disbursement Officer during the session, prior to
8pm.

Orders may be picked up afterthe end of the session.

No literature will be disbursed during the session.

ARTICLE VII: MEMBER GROUPS OF THE IEFASC

SECTION 1: GENERAL

A.

A membergroup of the IEFASCis defined as follows:

a. AnyNAgroup willingtobe represented by a GSR or Trusted Servant at all regularly scheduled
sessions and special sessions of the IEFASC and to registerasa member group of the IEFASC.

b. A group must meetthe requirements of the definition of an “NA Group” as defined in “A GUIDE
TO LOCAL SERVICES”, and have metas an NA group at least once since the last IEFASCsession,
beingable torepresentagroup conscience.

c. Ifagroupisnotrepresented by avotingparticipantattwo consecutive committees, aphone call
will be made to one of its trusted servants by the Outreach Committee of the IEFASC, notifying
the group that they will be considered inactive if they are not presentatthe next IEFASCand will
be removed fromthe directory.

d. Inactive groupsare not counted when establishinga quorum.

ARTICLE VIII: PARLIAMENTARY AUTHORITY

SECTION 1: GENERAL

A.

The IEFASC utilizes ashortform version, entitled “IEFASC Rules of Order” of the latest edition of
“Robert’s Rules of Order” (hereinafterreferred to as Robert’s). See Appendix A.

These IEFASC Rules of Order have beenfound to meetthe general needs of the committee inthe
process of conducting business of the actual session when such rules are notin conflict with the
policies of the committee, “A GUIDE TO LOCAL SERVICES” (or subsequent service document) orthe
principles of NA.

In the cases where the IEFASCRules of Orderare not comprehensive enough, the IEFASC utilizes the
latest edition of Robert’s.

The utilization of Robert’sis based on our need forrules of procedure in cases where we have not
written ourown rules of order. IEFASCRules of Ordertake precedence over Robert’s.

The intent of usingrules of orderis to provide an orderly way of conducting business, to protect
each participant’srights, and to protect the free exercise of debate. If we understand the principles
and use the procedures appropriately, the use of parliamentary procedure will enhance not hinder
the accomplishment of work at the IEFASC.

The IEFASCRules of Order clarifies common procedures used in the conducting of business of the
committee orwherein the committee has elected to deviatefromthe proceduresin Robert’s.



ARTICLE IX: MOTIONS: THE PROCESS

SECTION 1: GENERAL

A.

Any participant of the IEFASC (voting and non-voting) may introduce motions and participate in

debate and discussion. All motionsintroduced, exceptthosebyagroup’s or committee’s

conscience, (with the exception of the Area Chairperson) atthe IEFASC must be made and/or

seconded by a GSR or the motion dies.

Any member of Narcotics Anonymous may introduce a motion through the GSR or trusted servant

that represents theirgroup.

Any motions that have the purpose of changing guidelines, orrequesting funds should be putin

writing. Motions by a group’sora committee’s consciencedon’t need to be seconded. All motions

shallinclude awrittenintent.

The Chair will read the motions.

All motions that affect the guidelines of the committee will be tabled until the next regular session

of the committee.

When motions are presented to the IEFASCin committee, for consideration as new business, they

are to be presented usingthe following priority order:

Policyissues

Areafinancial

Group literature-financial

Other committee-financial

Otherfinancial

Regional financial

g. Otherbusiness

No participant may speak ona motion more than once unless others desiringto speak onthe

motion have exercised theiropportunity to doso.

There shall be a time limit on debate by any participant. No participant may speak more than three

(3) minutes ona motion foreach time the chair recognizes themto speak. However, the chairmay

exercise discretion to extend the time when, in the chair’s opinion, such action is warranted. To

otherwise extend debate, amotion (Extend or Limit Debate) must be adopted.

There shall be a limit on debate asto the number of speakers on any motion. There shall be no

more than three (3) participants to speakin favor (Pro) of any motion and no more than three (3)

participants to speakin opposition (Con) to any motion. However, the chair may exercise discretion

to extend the number of speakers when, inthe chair’s opinion, such actionis warranted. To

otherwise extend debate, amotion (Extend or Limit Debate) must be adopted.

In all matters committed to groupsfor conscience, only GSRs or Trusted Servants who have obtained

a group conscience or a vote of confidence from their group may vote.

All motions that affect IEFASC procedure or policy require atwo-thirds (2/3) majority of voting

participants presentto be carried. All other motions require asimple majority (one more than half).

a. Abstentionsare achoice notto be presentforthe vote.

b. Ifthe abstentionsare greaterthan or equal toa majority vote, a motionto committo the
appropriate committee orto the groups for conscience may be entertained.

In the eventof a tie, the Chairperson may cast the decidingvote, table, orentertain amotionto

committo the appropriate committee orto the groups for conscience.
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M. An adopted motion takes effect at the close of the session unless otherwise stated in the motion.
N. Anymotiononthe floor may be committedto group conscience if two or more GSRs requestit(no
vote necessary).

SECTION 2: THE MAKING AND DISPOSING OF MOTIONS

A. A motionismade (thisisthe beginning of bringing a matter before the committee)

a. Avoidwordingamotioninthe negative because of the possible confusion as to the effect of the
motion.

b. A motionshouldbe clear, concise, and comprehensive so thatthe committee is notvotingon
the perceivedintent but onthe actual wordingasit will be officially recorded.

B. A motionisseconded (asecond merelyindicates thatanother memberwishes the mattertocome
before the committee, itdoes not necessarily meanthe individual secondingisin favorof the
motion).

C. Thechair states the motion (this makesthe motion pendingand before the committee, itis only at
this pointthat the motion belongs to the committee and mustbe disposed of in some manner).

D. Thereisthendebate (ifthe motionisdebatable).

a. The motionshould be debated without questioning the maker’s intent. Motives should never be
guestioned.

b. Participantsshould address each otherthrough the chairand should use titles or descriptions of
duties, notnames (forexample, ‘IEFASC Chairperson’). The chairaddresses members by name.
Discussionis notgenerally between two participants but through the chair.

E. Whenready, the committee votesto adopt (carry) or reject (fail) the motion (Thisisalso knownas,
“the chair puts the question”).

a. Incaseswherethere seemstobe little ornooppositioninroutinebusiness, adoptionofa
motion or action withouta motion can be by unanimous consent. The chaircalls forany
objections. If there are none, the matter/action isadopted. Inthe case of an amendmenttoa
pending motion, thisis known as a “friendly amendment.” It must be friendly to the entire
committee, notjustthe maker.

b. Thereare nofractions of votes.

A majority vote (simple majority) isone (1) more than one-half (1/2).

d. A two-thirdsvote (2/3 majority) means atleasttwo-thirds (2/3) of the presentvoting
participants.

e. Thedetermination of avote (simpleor2/3) will be based upon participants present and voting.
Abstentions are achoice notto be presentforthe vote.

f. Thechairannouncesthe resultof the vote, and its adoption orrejection.

o

ARTICLE X: ELECTED OFFICERS AND COMMITTEE CHAIRPERSONS

SECTION 1: GENERAL
A. The officers of the committee are a Chairperson, aVice-Chairperson, aSecretary, a Treasurer, and a

Regional Committee Member, Literature Distribution Officer, ortheir Alternates & Assistants.
B. IEFASCofficersand committee chairsshould be elected ata regularly scheduled session of the
IEFASC, immediately following the vacancy of an IEFASC officer or chairperson position.



Itisthe responsibility of the Vice-Chairperson to announce any such vacancies or upcoming
electionsatthe IEFASCsession at least one month priorto the election.

The officers and committee chairpersons are elected oraffirmed by the approved election
procedure of the IEFASC.

Officers of the committee terms are one year or remaining portion of setterm (July toJune).

The Regional Committee Member (RCM) and Regional Committee Member Alternate (RCMA)
electionsare heldinJune to stay concurrent with the World Service Committee meeting.

In lieu of vacancy, six months or more constitutesafull termserved.

No officer or Chairperson shall hold more than one office atatime.

Upon election to an officer orcommittee Chairperson position, the NA member should resign from
any other|EFASC position as soon as practical.

Each subcommittee Chairperson will present their subcommittee’s policy and/or policy change to
the body at IEFASCin the form of a motion to be voted on by the body.

Chairpersons of subcommittees may also be a GSR at the same time, but will only carry the vote of
their GSR.

SECTION 2: ELIGIBILITY

A.

Any member of Narcotics Anonymousis eligible for election to any IEFASC office, position, or

committee chair;itis suggested that NA members with applicable service experience fill these

positions.

Members seeking IEFASCservice positions should live within the geographicalboundaries of the

area.

All officers having completed two (2) full terms are ineligible for that office for the following two (2)

terms.

a. Forpurposesof these guidelines, afull term will constitute any term served forat least six (6)
months.

ARTICLE XI: ELECTION PROCEDURE

SECTION 1: SELECTION OF CANDIDATES

A.

The Vice-Chairperson will read the “Qualifications and General Responsibilities” of the office or
service positionto befilled.
The flooris openedto nominations of persons meeting the requirements as stated, and who have
the willingnessto serve.
a. Nominations need not be seconded butany number of seconds may be voiced.
The flooris then openedtovolunteers meeting the requirements as stated, and who have the
willingnessto serve.
a. Avotingparticipant mustsecond all volunteers.
All candidates must qualify. (Verbally state qualifications forthe office or position).
a. Questionsfromthe floor may be directed toindividual candidates.
In the event of the absence of qualified candidates orthe failure of acandidate toreceive aclear
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G.

majority of total available voting participants following the completion of the run-off, the flooris

then opento a subsidiary motion to waive requirements.

a. Ifthe motionfails, the flooristhen openedtoa motiontotable the election.

b. Ifa motiontowaive the requirementsis passed, the floor will then be opened to nominations
only (procedures D and D-a of the selection process apply).

A motionto close nominationsis nowinorderonly whenthere is no opposition and opportunities

have beengivenfornominations from the floor.

a. Motionto close nominations must have aunanimous vote.

b. Allcandidatesshall leave the committee during discussion and vote.

Debate of candidate’s qualificationsis now in order.

SECTION 2: ELECTION VOTING PROCEDURE

A.

w

G.

H.

The Chairperson determines a clear majority (one more than half of the available voting

participants).

Each active votingmembershall have one (1) vote perposition under consideration.

The Chairpersonshall ask fora show of handsin favor of each candidate in the orderthat they

became eligible.

The Vice Chairperson will temporarily record the tally of votes for each candidate.

Any eligible candidate accumulating a clear majority of the available voting participants shall assume

the position of the trusted servant being considered.

If no one candidate receives aclear majority, the candidate with the least number of votesis

eliminated fromthe election proceedings and the voting procedure is repeated.

a. Thisrun-off will continueuntil acandidate receives a clear majority or until there is only one (1)
candidate leftinthe voting proceedings. If this candidate does not receive aclear majority the
flooristhen openedtoa subsidiary motion described in Section 1-E of the “Election Procedure.”

In the eventofatie, all candidates notinvolvedinthe tie will be eliminated from the voting

proceedingsand asingle re-vote will be called for.

In the event of a tie afterre-vote the Chairperson may cast the deciding vote ortable the election.

ARTICLE XII: QUALIFICATIONS AND GENERAL RESPONSIBILITIES FOR IEFASC

OFFICER POSITIONS

SECTION 1: GENERAL

A.

9]

Itisrecommended thatall IEFASC officers have aworking knowledge and sound appreciation of the
Twelve Steps, Twelve Traditions, and the Twelve Concepts of Narcotics Anonymous.

Familiarity with IEFASC procedural guidelines, the abilityto organize and give the committee or
respective committeedirection, and previous service experience atthe areaand or group service
level.

Committee officers should be elected from NA members with applicableservice experience.
Committee officers should be actively attending NA meetings.
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ARTICLE XIll: REQUIREMENTS AND DUTIES OF OFFICERS

SECTION 1: CHAIRPERSON
A. Requirements

a. Should have a working knowledge of the 12 Steps, 12 Traditionsand 12 Concepts of NA Service.

b. A minimum of five (5) years continuous clean time.

c. Atleastone (1)year previousservice atthe ArealLevel.

d. Willingness, desire, and ability toserve.

e. Anunderstanding of Robert’s Rules of Order.

f.  Must be able tofulfill all duties of this position.

B. Duties

a. Toopenthesessionatthe appointedtime by taking the chairand calling the meetingto order.

b. Toannounceinpropersequence the business that comes before the committee orbecomesin
orderin accordance with the prescribed order of business, agenda, or program, and with
existingorders of the day.

c. Torecognize participants orobservers whenthey are entitled to the floor.

d. To state and to put to vote all questions that legitimately come before the committeeas
motions orthat otherwise arise during proceedings, except questions which relateto the
Chairperson.

e. Toannounce the resultof eachvote or, if a motionthatisnotin orderis made, to rule it out of
order.

f. To protectthe committee from obviouslyfrivolous or dilatory motions by refusing to recognize
them.

g. Toenforcetherulesrelatingtodebate, order, and decorum within the committeewhen
appropriate.

h. To expeditebusinessinevery way, compatible with the rights of participants and observers.

i. Todecideall questionsof order, subjectto appeal; unless, when in doubt, the Chairperson
referstosubmitsucha questiontothe committee foradecision.

j.  Torespondto inquiries of participants relating to parliamentary procedure or factual
information bearingon the business of the committee.

k. To authenticate bythe Chairperson’ssignature, when necessary, all acts, orders, and
proceedings of the committee.

I.  Todeclarethe sessionadjourned when the committee so votes or, where applicable, atthe time
prescribedinthe program, or at any time in the event of a sudden emergency affecting the
safety of those present.

m. To arrange the agendafor each session.

n. To conduct or delegate the general correspondence of the committee.

0. To be asignatory of the IEFASC bank account.

p. Tosignall certified copies of acts of the committee.

g. Toconductthe sessionwithimpartiality and fairness.

r. Intheeventofatieto cast the decidingvote, table orentertain amotion to commit to the
appropriate committee ortothe groups for conscience.

s. Toreviewthetreasurer'sbooksatthe end of each fiscal yearand presenta written statement
to the committee within 2months.

t. Toappointa proxyifthe RCM and their Alternate are unable to attend the SCRSC.
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u.
V.

To hold a key to the IEFASC meeting place, if applicable to the meeting location being utilized.
To review the IEFASC bank statement with Treasurerand Secretary priorto the regularsession
of committee.

SECTION 2: VICE-CHAIRPERSON
A. Requirements

a. A minimum of four (4) years continuous clean time.

b. Atleastone (1) year previous service at the Area level.

c. Willingness, desire, and ability to serve.

d. Anunderstanding of Robert’s Rules of Order.

e. Must be able to fulfill all duties of this position

f.  Willingness to gain a working knowledge of each Sub-Committee’s Chairperson’s
responsibilities in the event of needing to assume the duties of a Sub-Committee
Chairperson

B. Duties

a. Intheabsence of the Chairperson, toserve as Chairperson.

b. To co-ordinate the functions of the committees.

C. Tobe asignatoryof the IEFASC bank account.

d. To be ex-officio, anon-voting participating member of all sub-committees.

e. TheVice-Chairperson mustassume the responsibilities of any committee Chairperson in the
eventof a resignation orremoval (this only occurs when there is no Vice- Chairperson and
continues until the election of a Chairperson to that committee). If there is no willingmember
within 3 months, the subcommittee will be deemed inactive until such time.

f. To chair any ad-hoccommitteesthatare deemed necessary by the IEFASC.

g. Toannounce all vacancies or upcoming elections of IEFASC officer positions and committee
Chairperson’s positions.

h. To assigna mentor (an experienced GSR, pastor present, whois willingtoassista new GSR in

learning his or her commitment) toanewly attending GSR, if Outreachis unable todo so.
To maintainthe currentguidelines and ensure they are being followed during each IEFASC.

SECTION 3: SECRETARY
A. Requirements

a. Should have a working knowledge of the 12 Steps, 12 Traditions, and 12 Concepts of NA Service.
b. A minimum of two (2) years continuous clean time.
c. Atleastone(1)year previousservice atthe Arealevel.
d. Willingness, desire, and ability toserve.
e. Anunderstanding of Robert’s Rules of Order
f. Must be able to fulfill all duties of this position.
B. Duties
a. Intheabsence of the Chairperson, the Vice-Chairperson, and the RCM, to call the meetingto
orderand preside until the immediate election of a Chairperson Pro-Tem.
b. To keeparecordof all the proceedings of the committee.
c. Tokeeponfileallcommittee reports.
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k.
I

m.

To maintain the committee’sfiles and archives.

To keep and update the committee’s officialmembership list.

To make the minutesand records available to NAmembers uponrequest, andinthe manner
prescribed by the committee.

To maintain record book(s) in which the guidelines, IEFASCrules of order, policies, and minutes
are recorded, any amendments to these documents should be properly recorded and the
currentrecord book(s) should be on hand at every meeting.

To notify the participants of each special/emergency session of the IEFASC, using such method
of notification asisagreed upon by the committee.

To type and mail the correspondence of the committee whichis notafunction properto other
officers orcommittees.

To furnishthe RCM with updated e-mail addresses and telephone list of all officers and
committee Chairpersons priorto each SCRSCsession.

To record all vote tallies, exceptin election, and enterthemin minutes along with the motion.
That all motionsin minutes should appear exactly as written on motionsslips.

That all motions undernew business be numbered, starting with number one (1) each month.

SECTION 4: ASSISTANT SECRETARY
A. Requirements

a. Shouldhave a working knowledge of the 12 Steps, 12 Traditions, and 12 Concepts of NA Service.
b. A minimum of one (1) yearcontinuous cleantime.
c. Atleastsix(6) months previousservice atthe Arealevel.
d. Willingness, desire, and ability toserve.
B. Duties
a. Tofulfillthe duties of the Secretaryin his/herabsence
b. Be willingtobecome Secretary whenthe Secretary completes the commitment.
c. Be willingto attend all monthly ASC meetings.
d. AssistSecretaryasneeded.

SECTION 5: TREASURER
A. Requirements

w

a.
b.

T gm0 oo

Should have a working knowledge of the 12 Steps, 12 Traditions, and 12 Concepts of NA Service.
A minimum of four (4) years continuous clean time. (Clean-time cannot be waived due to any
circumstance)

At leastone (1) year previous service atthe Arealevel.

Willingness, desire, and ability to serve.

An understanding of Robert’s Rules of Order.

Must be able to fulfill all duties of this position

Must have a legal source ofincome

uties

To be the custodian of the committee’s funds.

To reconcile bank account, maintain and report on receipts and disbursements at each regular
session.

To disburse funds as necessary in accordance with committee decisions when funds are
available.

14
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0.

To witness two of the three signatory officers sign checks forregular [EFASC session and record
receiptof checks written.

To be the only participant of the IEFASCto collect and distribute funds to and from the IEFASC
unless otherwise provided for by area policy.

To ensure thatall money distributed by the IEFASC are accounted for by receipt.

To submitan annual Treasurer’s Reportatthe July IEFASCsession.

The Treasurershall not borrow any funds from the IEFASC treasury for his/her personal use.
To be a co-signer of the committee’s bank account.

To be a key-holder of the committee’s post office box, regularly check forany mail, and ensure
mail gets to the appropriate committee member.

Tabulate all the cash, money orders and/or checks on hand at the end of IEFASC session.

To pay all business accounts as a priority.

. Todisburse funds as necessary in accordance with committee decisions when the funds are

available.

To make copies and distribute written monthly record to the committee of all donationstothe
Inland Empire Foothills Area.

Be willingtotrainthe Alternate Treasurerthe Treasurerduties.

SECTION 6: ALTERNATE TREASURER
A. Requirements

a. Shouldhave a working knowledge of the 12 Steps, 12 Traditions, and 12 Concepts of NA Service.
b. A minimum of three (3) years continuous clean time.
c. Atleastone (1)year previousservice atthe Arealevel.
d. Willingness, desire, and ability to serve.
B. Duties
a. Serve astreasurer in treasurer’s absence.
b. Assisttreasurerinall IEFASC treasurer related functions.
c. Learn IEFASC financial transaction procedures and be able to function as treasurer.
d. To assistindeposit of all funds.
e. Bewilling to become Treasurer when the Treasurer completes their commitment.

SECTION 7: REGIONAL COMMITTEE MEMBER (RCM)
A. Requirements

a. Shouldhave a working knowledge of the 12 Steps, 12 Traditions, and 12 Concepts of NA Service.
b. A minimum of three (3) years continuous clean time.
c. Atleastone (1)year previousservice atthe Arealevel.
d. Willingness, desire, and ability toserve.
e. Anunderstanding of Robert’s Rules of Order.
f.  Must be able to fulfill all duties of this position.
g. Willingnessto gaina working knowledge of the Chairperson’s and Vice Chairperson’s
responsibilitiesin the event of needing to assume the duties of either position.
B. Duties
a. Toserve as Chairpersoninthe absence of the Chairperson and Vice Chairperson.
b. Attendallregularly scheduled IEFASC, SCRSCsessions and as many group business meetings as
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possible.

Act as channel between IEFASC and SCRSC, providing two-way communication between the
IEFASCand the Fellowship asawhole.

To provide an accurate typed reportto IEFASCand SCRSC on all events, motions and issues
coveringall business of the previous area or regional committee.

Carry and presentrequested motions from IEFASCto SCRSCand mattersforgroup conscience
from SCRSC to IEFASC.

To preventthe tabling of important SCRSC actions, the RCM has a vote. The RCM should use
his/herjudgment on matters where group conscience is not available. The RCMshould make a
motion to committo group conscience if he/she deems necessary.

To provide the Chairperson with additional agendaitems, if appropriate, forthe nextregular
session of the SCRSC.

Is suggested to serve on one or more IEFASC or SCRSC committees, but notas Chairperson or
Vice-Chairperson.

The RCM may accept Regional level nominations during the final two (2) months of their
commitment.

The calling of workshops forthe committee when necessary (such workshops purposes should
include, but notbe limited to: How to be a GSR, World Service Committee AgendaReport, The
Twelve Concepts for NAService, and SCRegional Service discussions), and to disseminate
information andideas as well as provide open forums onimportantissues, topics, and motions.

SECTION 8: REGIONAL COMMITTEE MEMBER ALTERNATE (RCMA)
A. Requirements

a. Shouldhave a working knowledge of the 12 Steps, 12 Traditions, and 12 Concepts of NA Service.

b. A minimum of two (2) years continuous clean time.

c. Atleastone (1)year previousservice atthe Arealevel.

d. Willingness, desire, and ability toserve.

e. Anunderstanding of Robert’s Rules of Order

f.  Must be able tofulfill all duties of this position.

B. Duties

a. ServeasRCM at the IEFASCor SCRSCin absence of the RCM.

b. To attendIEFASCand SCRSCsessions.

c. Work as closely as possible with the RCMto ensure that the maximum trainingand
informational sharingis available.

d. Assistthe RCMin all his/herduties as needed and may take on some of the RCM responsibilities,
at the discretion of the RCM.

e. Issuggestedtobeamemberofone (1) or more of the IEFASC or SCRSC committees, but notas

Chairperson orVice-Chairperson.

SECTION 9: LITERATURE DISBURSEMENT OFFICER
A. Requirements

a.

o0 o

Should have a working knowledge of the 12 Steps, 12 Traditions, and 12 Concepts of NA Service.
A minimum of five (5) years continuous clean time.

At leastone (1) year previous service atthe Arealevel.

At leastone (1) year experience as atreasurer.

16



e. Willingness, desire, and ability toserve.
f. Anunderstanding of Robert’s Rules of Order
g. Must be able tofulfill all duties of this position.
B. Duties
a. Tokeepan openandaccurate financial ledgerand monthlyinventory list.
b. To make a report of expenditures ateach ASC meeting.
c. To make full financial and inventory reportat the end of his/herterm.
d. Toensureliteratureisorderedand picked up atthe RSO and distributed atthe ASCas follows:
i.  Groups
ii.  Sub-Committees
iii.  Individuals
iv.  Outside Groups
e. Literature Distributionistobe done at the end of the ASC meeting, soas tocut downon
disruptions of the ASC meeting.
f. Complywithaninventoryand financial reviewannually to be presented tothe ASCinJuly.
g. Be willingtotrainthe Literature Disbursement Assistant the Literature Disbursement Officer
duties.
h. Collectliteratureordersand money atthe monthly ASC meetingand to have literature available

for pickup nolaterthan the following ASC meeting.

SECTION 10: LITERATURE DISBURSEMENT ASSISTANT
A. Requirements

OO T ORI OD T

Should have a working knowledge of the 12 Steps, 12 Traditions, and 12 Concepts of NA Service.
A minimum of four (4) years continuous clean time.

At leastone (1) year previous service atthe Arealevel.

At leastone (1) year experience as atreasurerand/or GSR.

Willingness, desire, and ability to serve.

An understanding of Robert’s Rules of Order

Must be able to fulfill all duties of this position.

uties

Assistthe Literature Disbursement Officeras needed forone (1) year.

Checkand confirmorders disbursed at ASC.

Learn duties of Literature Disbursement Officer.

Perform duties of Literature Disbursement Officerintheirabsence.

Be willing to become Literature Disbursement Officer when the current Literature Disbursement
Officer completestheir commitment.

SECTION 11: SECOND LITERATURE DISBURSEMENT ASSISTANT
A. Requirements

a.

"m0 a0 o

Should have a working knowledge of the 12 Steps, 12 Traditions, and 12 Concepts of NA Service.
A minimum of three (3) years continuous cleantime.

At leastone (1) year previous service atthe Arealevel.

At leastone (1) year experience as atreasurerand/or GSR.

Willingness, desire, and ability to serve.

An understanding of Robert’s Rules of Order
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g. Must be able tofulfill all duties of this position.
B. Duties
Assistthe Literature Disbursement Officeras needed forone (1) year.
Checkand confirmordersdisbursed at ASC.
Learn duties of Literature Disbursement Officer.
Perform duties of Literature Disbursement Officerintheirabsence.
Be willing to become Literature Disbursement Assistant when the current Literature
Disbursement Assistant completes theircommitment.

a.

® oo o

SECTION 12: REGIONAL LIAISONS/REPRESENTATIVES/SUB-COMMITTEE CHAIRS
A. Regional Liaisons and Representatives

d.

Youth Liaison
i. Requirements

1. Shouldhave a working knowledge of the 12 Steps, 12 Traditions, and 12 Concepts of NA
Service.
2. Asuggested minimum of one (1) year continuous clean time.
3. No previousservice requirement needed.
4. Willingness, desire, and ability toserve.
5. Must be able to fulfill all duties of this position.
ii. Duties
1. Attendall Regional youth committee meetings
2. Attendall ASCmeetings
3. Submita written and verbal report at the monthly ASC meetings.

b. LGBTQ Liaison
i. Requirements

C.

1.

Should have a working knowledge of the 12 Steps, 12 Traditions, and 12 Concepts of NA
Service.

2. Asuggested minimum of one (1) year continuous clean time.
3. No previousservice requirement needed.
4. Willingness, desire, and ability toserve.
5. Must be able to fulfill all duties of this position.
ii. Duties
1. Attendall Regional LGBTQ committee meetings
2. Attendall ASCmeetings
3. Submita written and verbal report at the monthly ASC meetings.

Regional Convention Representative
i. Requirements

1.

2.

Should have a working knowledge of the 12 Steps, 12 Traditions, and 12 Concepts of NA
Service.
A suggested minimum of one (1) year continuous cleantime.

18



3. No previousservice requirement needed.
4. Willingness, desire, and ability toserve.
5. Must be able to fulfill all duties of this position.
ii. Duties
1. Attendall Regional Convention committee meetings
2. Attendall ASCmeetings
3. Submitawrittenandverbal reportat the monthly ASC meetings.
B. Sub-Committee Chairs
a. Activities
i. Requirements
Have a minimum of two (2) years cleantime
Working knowledge
At leastone (1) year service atthe Arealevel
Previous experienceserving onthe Activities Committee
Willingness to Serve
ii. Duties
1. RefertoActivities Sub-Committee guidelines forlist of Activity Chair Duties

ik W NP

b. Hospitals & Institutions
i. Requirements
1. Havea minimum oftwo (2) yearscleantime.
2. Minimum of six (6) monthsinvolvement within the H&I subcommittee.
3. Workingknowledge of the 12 Steps, 12 Traditions and 12 Concepts of NA.
4. Willingnesstoserve.
ii. Duties
1. RefertoHospitals & Institutions Sub-Committee guidelines forlist of Hospitals &
Institutions Chair Duties.
c. Outreach
i. Requirements
1. Minimum of three (3) yearscleantime
2. Minimum of one (1) yearon the outreach sub-committee
3. Working knowledge of the 12 steps, 12 traditionsand 12 concepts of NA.
ii. Duties
1. RefertoOutreach Sub-Committeeguidelines forlist of Outreach Chair Duties.
d. PublicRelations
i. Requirements
1. A workingknowledge of the 12 Steps, 12 Traditions and 12 Concepts
2. Willingnesstoserve
3. One (1) yearexperience withinthe PublicRelations Sub-Committee
4. Two (2)year cleantime requirement
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5. Understanding of Robert’s Rules of Order

ii. Duties
1. RefertoPublicRelations Sub-Committee guidelinesforlist of Public Relations Chair
Duties.

ARTICLE XIV: REMOVAL OF OFFICERS AND COMMITTEE CHAIRPERSONS

SECTION 1: GENERAL

A.

B.

D.

Any member of NA may motion forthe removal of an officer or Committee Chairperson of the
IEFASC.

In the case of an observer, motion must be submitted through a GSR, and a GSR of a membergroup
must second all such motions.
a. Motion must state full intentand reason.
Officersand committee Chairpersons may be removed from their position for non-compliance.
a. TheChairpersonshould bringthe matterbefore the committee forreview.
b. Atwo-thirdsvote (2/3majority) isrequired forremoval.
c. Non-complianceincludes, butis notlimited to:
i. Loss of abstinence.
ii.  Non-fulfillment of the duties of theirposition.
iii.  Absence attwo (2) consecutive regularly scheduled session of the IEFASC without prior
notificationtothe IEFASC Chairperson.
iv.  Absence atany four(4) meetings of the IEFASC.

Nothinginthis motion shall precludethe re-nomination and re-election of the Service member.

SECTION 2: RESIGNATION
A. An officerorcommittee chairperson of this committee may resign by providing written noticeto the

IEFASC Chairperson at the nextregularly scheduled session of the committee.

ARTICLE XV: STANDING COMMITTEES

SECTION 1: GENERAL

A.

B.
C.

The IEFASC may establish committees as necessary to perform certain duties.

The standing committees are formed upon approval by the active member groups of the IEFASC.
Standing committees mayinclude, but not be limited to, Activities, Hospitals and Institutions, Public
Relations, Outreach and any other standing committee which are deemed necessary to carry on the
work of the IEFASC.

At the inception of these standing committees, the voting participant present, in accordance with
the approved election procedure will electa Chairperson.

Other officers of each standing committee will be affirmedin accordance with committee
guidelines.

SECTION 2: COMMITTEE GUIDELINES

A.

All standing committees of the IEFASC shall create and adopt guidelines which are consistent with
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C.
D.

“A GUIDETO LOCAL SERVICES”, the Twelve Traditions of Narcotics Anonymous, the Twelve
Concepts of Narcotics Anonymous and the bestinformation available from the World Service
Committee inthe form of WSC approved handbooks and guidelines.
All committee guidelines shouldinclude, but not be limited to, their purpose, geographic
boundaries, functions and responsibilities, meeting times and locations, voting procedures, trusted
servantrequirements, qualifications, terms and duties, funding, minutes, and policies.
All committees must conformto IEFASC guidelines.
The guidelines of each standing committeeare subject to review and approval by the IEFASC.

a. Whensubmitting committee guidelines, the committee must present all participants of the

IEFASC with a copy of the proposed guidelinesfora (1) monthreview.

SECTION 3: COMMITTEE REPORTS

A.

@

Each committee Chairpersonisrequired to submit atyped/written report containing financial
information, work in progress and other committee activities including time and date of next
meeting. These are to be submitted to the Secretary of the committee duringthe regular session
and orally reported tothe IEFASCin accordance with the agenda.

All committee reports will state the funds needed or used, if necessary.

All committees should communicate with IEFASC Vice Chairperson priorto setting meeting dates to
avoid conflictsin scheduling with other committees.

SECTION 4: APPROVED STANDING COMMITTEES

A.

Currently approved standing committees of the IEFASCinclude:
a. Activities
b. Hospitalsand Institutions
c. PublicRelations
d. Outreach

ARTICLE XVI: AD HOC COMMITTEES

SECTION 1: GENERAL

A.

B.

C.

The IEFASC may form ad-hoccommittees by majority vote for such special purposes as may, from
time to time be deemed necessary to fulfill special functions.

The purpose, membership, and duration of existence of any such ad-hoccommittee is specifically
designated by asimple majority vote of the IEFASCvoting participants.

Itisthe responsibility of the IEFASC Vice Chairpersonto serve asthe Ad-hoc Committee Chairperson,
unless deemed unqualified for the specificAd-hocbeing created.

ARTICLE XVII: FINANCES

SECTION 1: FUNDS

A.

All monies accumulated from group contributions and other Narcotics Anonymous sources with the
exception of the literature funds and activites shall be maintained and depositedin the Inland
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Empire Foothills ASC General Fund bank account.

All disbursements shall be made by the ASC Treasurer.

C. Anyand all IEFASC checkingor savings account shall require aminimum of two (2) signatures to
release any deposited monies.

D. No regularexpenditure shall be made fromthe treasury withoutareceipt or proof of payment, with
the exception of the Secretary who may be advanced funds with receipts forthcoming. In any case,
no funds exceeding $100.00 will be disbursed by the treasurer without priorapproval of the voting
members of the ASC.

E. Thesignersforthe IEFASCGeneral Fund account shall consist of the AreaTreasurerand at leastone
of the following Area Officers:

a. Chairperson
b. Vice Chairperson

F. AnyASC memberwho has an outstanding financial judgment againstthem shall not have theirname
associated with, nor be a signerto any ASC or ASC subcommittee financialaccounts.

G. Allbankstatementsforthe IEFASCbank accounts will be maintained forthe purpose of record
keepingandreconciled monthly by the AreaTreasurer.

H. Thetreasury will remainarevolvingfund forsecretarial expenses of $40.00

I. A S$1,000.00 prudentreserve will be maintainedin the general fund.

J. The ASCtreasury shall be audited annually forthe precedingyearand a financial statement that
reflects all areaassets and accounts shall be prepared by the AreaVice ChairpersoninJune and
presented atthe July ASC.

K. Allauditsshall be coordinated by the Area Vice Chairperson with atleast one other ASCvoting
member or officer, otherthan the AreaTreasurer, present.

L. ThelEFASCshall utilize the following no deficit spending guidelines and pay expenses as prioritized
below:

®

Payment of ASCdebts or expenses outside the fellowship of Narcotics Anonymous.
Payment of ASCdebts or expenses within the fellowship of Narcotics Anonymous.
Secretarial and Administrative expense.

Approved budgets of ASC subcommittees and officers.

Expensesapproved by the ASCRegional subcommittee members nominated by the ASC.

All otherexpenses approved by the ASC, including any donations to the Regional or

World levels of service.

M. Allfundsdisbursed by the ASC must be accompanied by a receipt by the next ASC meeting, including
all budgeted funds. Requests for reimbursements must be accompanied by a receipt.

N. Anytravel requests mustbe presentedtothe body 3 months priorto activity. Any Sub-Committee
elected officer who requests funds for travel must submitabudgetanditinerary tothe area for
approval. Any funds above and beyond approved amount may not be reimbursed. Uponreturn,
receipts and report of activity must be given.

O. Anyfundsor literature reported stolen, must be reported to the police, and police reports mustbe
givento be considered forreimbursement.

MDD Qoo oo

SECTION 2: MISAPPROPRIATION OF FUNDS

A. The 11™ Conceptof NA Service establishes the sole absolute priority forthe use of NAfunds: to carry
the message. The 12 Concepts give the IEFA a mandate from NA groups that calls for total financial
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accountability; with thisin mind, any misuse of funds by Areatrusted servants cannot be tolerated
a. Misuse of Funds:Includes butis not limited to theft, embezzlement, or use of funds for
purposes not expressly authorized by an Area committee orsubcommittee. This
includes theft of cash, checks, any financial instrument (i.e., refunds from vendors to the
NA fellowship), orasset (i.e., equipment, supplies, orinventory).
When the suspicion of misappropriation of fundsis brought to the chairpersonand reviewed by the
executivecommittee, furtheraction may be taken. Action taken mayinclude interim suspension.
a. InterimSuspension:This person may notrepresentthemselves as any executive body of
any subcommittee of the IEFA until determined by the special meeting of the Executive
Committee. Result will be Suspension lifted or Removal from Office.
If due cause has been proven through vote by committee, the following actions may be taken:
a. Informationaboutthis misappropriation willbe forwarded tothe RSC.
b. Anymemberfoundtohave misappropriated N.A. funds may be subjectto criminal
and/orcivil prosecution.
c. Anymemberwho has misappropriated NA funds must fully account forand return or
make arrangements to return all misappropriated funds.
Any memberremoved from an office and/or committee by the IEFA for misappropriation or misuse
of IEFA funds may not hold an area elected seat orhandle any NA funds of the IEFA or its
subcommittees foraperiod notto exceed five (5) years at which they will be eligible to become afull
participant of the IEFA.

ARTICLE XVIIIl: AMENDMENT OF GUIDELINES

SECTION 1: GENERAL
A. An AdHoc Committee shall be appointed atthe July ASCforthe purpose of inputand review of the

B.

ASCGuidelines

These Guidelines may be amended by a majority of voting participants present at the regular ASC
meetings, provided the exact wording of the amendment has been submitted in writingand
announced ata previous ASCregularsession.
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APPENDICES

APPENDIXA: IEFASCRULES OF ORDER

SECTION 1: GENERAL
A. Onthefollowing pages, you’ll find asimple set of rules of order. They have been adapted from
Robert’s Rules of Order, Newly Revised, whichinturn are based on the Rules of the US House of
Representatives. These IEFASCrules differin some details from Robert’s Rules; to coversuch
differences, IEFASChas made ablanket decision to acceptthese rules as authoritative.
B. Such differencesinclude:
a. |EFASClimits debate tothree (3) minutes perspeaker. (Robert’s =ten minutes).
b. IEFASClimitsthe numberof speakersoneach pendingmotiontothree (3) pros andthree (3)
cons. (Robert’s = unlimited).
c. |EFASClimits debate onthe motiontoappeal toone (1) pro and one (1) con with the chair
always the con. (Robert’s =unlimited).
d. IEFASCdoesnotlimitthe numberof times a participant can speak on a motion, exceptthatno
participant can speak more than once unlessall others wantingto speak have already spoken.
(Robert’s = a participant can only speak twice on a motion and cannot speak forthe second
time until all others have exercised theirrightto debate).

SECTION 2: DECORUM STATEMENT

A. Sessionswillbe conducted accordingtothese rules of order, adapted from Robert’s Rules of Order.
This time-honored system for conducting businessisthe clearest way yet devised for gettinga
maximum amount of business done inaminimum amount of time, regardless of the degree of
disagreementamongthe participants.

B. Theserulesare meantto be used as toolsto help us make orderly collective decisionsina
cooperative, respectful wayin the spirit of our Twelve Traditions and Twelve Concepts; pleasedo
not use them as weapons against one another. We encourage all participants to become familiar
with these rules of order and conduct themselves accordingly.

C. Oncethesessionisunderway, only one matterwill be before the committee atany one time and
no otherdiscussionisinorder. Please respectthe Chairperson’s rightto be in control of the process
of thissession sothatyou can have maximum benefit of its content.

SECTION 3: DEBATE: LIMITS

A. Debateisthe formal exchange of viewsonanidea. Unless otherwise specified, debate on both
main motions and parliamentary motionsis usually limited to three pros and three cons (speakers
for and againstthe motion). Speakers addressingamotionin debate usually have three minutesin
which to speaktheir minds.

SECTION 4: MOTIONS
A. There are two basictypes of motions. Itisimportantto understand the difference between them.
The two kinds of motions are main motions and parliamentary motions.
a. Main Motions
i. A motionisa statement of an ideaa committee participant wants the committeeto put
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such-and-such to be done by (thiscommittee, one of its committees, ora particular
individual) underthese terms. The person making the motion then speaks briefly about
why he or she feelsthe ideaisimportant;thisis called speakingtothe intentof 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 motion.

ii.  Everymotionrequiresasecond-the backing of anotherpersonwho eitherwants the
idea putinto practice or simply wantsto see furtherdiscussion of the ideatake place.
Afterone person makesamotion, the Chairperson willask whetherthe motion hasa
second. Theindividual makingthe second simply raises ahand and, when recognized by
the chair, says, “l second that.” If no one seconds a motion, the chairwill say, “The
motion diesforlack of a second.” This means that the idea will not be discussed any
furtherbecause thereis notenoughinterestinit. The committee then movesonto
otherbusiness.

iii.  Oncea motionhasbeen made, the Chairperson may rule it out of order. A motion may
be ruled out of orderfor any number of reasons: the motion goes against the
committee’s standing policy, it clearly contradicts one of the Twelve Traditions or
Twelve Concepts for NA Service, orisinappropriateatthe particular pointinthe session
at whichitis made. Robert’s Rules of Order can be consulted for more specific
examples of motions thatare out of order at any giventime.

iv.  Anyparticipant of the committee who wishesto challenge arulingmade by the
Chairperson may appeal that ruling, asdescribed below. If noappeal is made, orif the
decision of the chairis upheld, the committee moves onto otherbusiness.

b. Parliamentary Motions

i.  Parliamentary motions can be best understood as “sub-motions” made during debate
on a main motion that affects that motionin some way. There are many more of these
than space and practicality permitustoinclude here, butafewthat seemto be the
most practical are discussed below.

1. Motionto AMEND.
a. SIMPLE majority required.
b. IS DEBATABLE.

i.  Thisis perhapsthe mostcommonly used parliamentary motion.
Duringdebate ona motion, if a participantfeels thatthe motion
would benefitfromachange in its language, that participant can say,
“I move to amendthe motion...”and suggest specificlanguage
changesinthe motion. Ordinarily,anamendment must be moved
and seconded beforeit can be debated. When debate onthe
amendmentis exhausted, the body votes onthe 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 motionitself, avote istaken, and the body moves on to the
nextitem of business.

ii.  Ifan amendmentisoffered andthe Chairpersonfeelsthereislittle or
no opposition, they can askthe committee to acceptthe amendment.
If the committee acceptsitthen nosecondisrequired, nodebateis
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called for, and no vote needs be taken on thisamendment; debate
proceeds asif the main motion had beenformally amended. Thisis
called making a friendly amendment.

2. Motionto call the PREVIOUS QUESTION.
a. TWO-THIRD’S majority required
b. ISNOTDEBATABLE.

For our purposes, this may be the mostimportant parliamentary
motion. Use it often. Thismotionis made by a participantsaying, “I
call for the question,” or “ move the previous question”. Itisanother
way of saying, “I move thatdebate stop right now and that we vote
immediately”. Thisis one of many motionsthatcan be usedto
prevent needless, lengthy debateonce anissueis clearly understood.
Thismotionisin orderafterany speakerisfinished. You need notbe
called on. The chair must recognize you when you make this motion,
and a vote must be taken with no debate. If two-thirds of the body
feelsthatno more debates are necessary, thenitistime tovote and
move on.

One pointworth making about this motionis that you must be careful
not to squelch debate before anissue has been thoroughly aired. Be
sure to vote “no” to this motionif you are still confused aboutthe
issue athand or are unsure of how to vote. By allowing debate to
continue, we avoid half-baked decisions about half-understood
guestions. Onthe otherhand, the liberal use of this motion makesit
unnecessary forthe chairto be heavy-handedin stopping discussion,
because the chairknows you will stop it soon enough.

3. Motionto TABLE.
a. SIMPLE majority required.
b. I1SNOTDEBATABLE.

One way of disposing of amotion that is not ready for a vote isto
tableit. Thisis done by saying, “I move we table this motion until
such-and-such adate/session”. This motionis not debatable, if itis
made and seconded, itisvoted onimmediately. Ifitfails, debate
continues onthe motionitself. Ifit passes, the committee moveson
to its nextitem of business. The tabled motion will be includedinthe
committee agendaon the date specified.

4. Motionto REMOVEFROM THE TABLE.
a. SIMPLE majority required.
b. ISNOTDEBATABLE.

A motionthat has beentabled can be taken up before the time
originally setinthe motiontotable. Thisisdone by saying, “l move to
remove fromthe table the motion to such-and-such”. If this motion
passes, the motion that had beentabled becomes the main motion
and debate onitbeginsagain. If the motiontoremove fromthe table
fails, the body moves onto the nextitem of business.

5. Motionto REFER.
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a. SIMPLE majority required.
b. IS DEBATABLE.

i. Sometimesthe committee does not have enoughinformation to
make an immediate decision onamain motion. Such motions canbe
removed from debate and sentto eithera standingcommitteeoran
ad hoc committee for furtherstudy. Thiscan be done by a participant
saying, “move to referthe motion to the such-and-such committee”.
If the motiontoreferisseconded, the body may debate it before
voting. If the motionto refer passes, the committee movesontoits
nextitem of business. If the motion toreferdoes not pass the
committee either continues debating the main motion orvotes onit.
The committee to which a motionisreferred will take it up at its next
meeting. The committeewill report back on what ithas come up with
at the next meeting of the full committee.

6. Motionsto RECONSIDER or RESCIND.
a. MAIJORITY required varies.
b. IS DEBATABLE.

i. Sometimesaparticipantfeelsthatamotionthe committee has
passed will prove harmful. That participant can move to either
reconsider (reopen for debate and voting) or rescind (void the effect
of the original motion). There are afew conditions on motionsto
reconsiderorrescind:

1. The motion musthave been passedin eitherthe last monthsor
the current session.

2. The participant making the motion must have information on
theissue that was not available inthe originaldebate onthe
motion.

3. The participant must have been with the winningside inthe
original vote.

ii. These limits are placed to protect the committee from havingto
reconsiderrepeatedly the motionsit passes while still allowingitto
examine potentially harmful situations it has created inadvertently. If
any of these requirements are not met, the Chairperson will declare
the motion out of order. The motion to reconsider requiresasimple
majority. The motiontorescind requires asimple majority, provided
that committee participants were informed prior to the session that
such a motion would be made. If prior notice is not given, the motion
to rescind requires atwo-thirds majority.

7. Requestto WITHDRAW A MOTION.
a. UNANIMOUS CONSENTrequired.
b. ISNOTDEBATABLE.

i. Once a motionis made and the debate begins, the maker of the
motion may ask to withdraw it. The chair asksif there are any
objections. If there is even one objection, the motion stays onthe
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floorand debate resumes. If there are no objections, the motionis
withdrawn, and the body moveson.
8. Offeringa SUBSTITUTE MOTION.
a. SIMPLE majority required.
b. 1S DEBATABLE.

i.  Asubstitute motionisthe same thingasanamendmenttoa main
motion. The only differenceis thatitis offered to entirely replace the
original idea, instead of merely revisinga portion of it. Itis handledin
the same way an amendmentis handled.

9. Motionto ADJOURN.
a. SIMPLE majority required.
b. ISNOTDEBATABLE.

. Anyvotingparticipant may move to adjourn at any time. This motion
isalwaysinorder, is not debatable, and requires asimple majority to
pass. Obviouslyfrivolous motionstoadjourn may be ruled out of
order. Afterall businessisfinished, the chair may declare the session
adjourned without a motion.

SECTION 5: OTHER PROCEDURES

A. Inadditionto parliamentary motions, thereare other waysin which participants may alter or clarify
the proceedings. Here are afew of the most common:
a. Orderof theday
i. Ifa committee participantfeelsthatbusinessis goingtoo farastray from the original
agenda, that participant can help get things back on track. The participantsays,
“I call for the order of the day”. This means, “I move that the chair bring us back on
track and conduct the session accordingto procedure, adheringto the agenda...” This
doesnotrequire a second, isnotdebatable, and does notevenrequire avote. The
Chairpersonisobligated to enforce the request unless two-thirds of the body tells the
chair otherwise.
b. Pointofinformation
i. Ifa committee participant needs certaininformation before makingadecision abouta
motion at hand, that participant can say at any time to the Chairperson, “Point of
Information”. This means, “l have a question to ask”, not “I have information to offer.”
One doesnot needasecondto raise a pointofinformation, itis neither debatable nor
to be voted upon. The person raisingthe point of information may ask the question of
eitherthe Chairperson oranother participant of the body.
c. Pointoforder
i. Ifitappearstoa committee participant thatsomethingis happeningin violation of the
rules of order, and if the Chairperson has notyet done anythingaboutit, the participant
can ask the Chairperson for clarification of the rules atany time. The participant may
simply say outloud, “Point of order”. The Chairpersonthen says, “Whatis your point of
order?” The participant then states the question and asks the Chairperson for
clarification. If the chairagreesthatthe rulesare not beingfollowed, the chair says,
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“Your pointis well taken” and restates the appropriate rule. If the chairdoes not agree,
the chair says, “Overruled.” This decision, as all others, can be appealed.
d. Pointofappeal
i.  Anytimethe chair makesa decision, thatdecision may be appealed. Anyvoting
participantwho wishes to appeal adecision may do so by saying, “l appeal the decision
of the chair.” If the appeal is seconded, the chairthen asks, “On what grounds do you
appeal mydecision?” The participant states the reasons. The Chairpersonthen speaks
briefly tothe intent of the ruling being appealed. The body may then debate the ruling
and the merits of the appeal. A voteistaken, requiringasimple majority to overrule the
original decision of the chair.
e. Parliamentaryinquiry
i. Ifa committee participant wants to do something but doesn’tknow how it fitsin with
the rules of order, all that participanthasto do is ask. At any time, a participant may
simply say outloud, “Point of parliamentary inquiry”. The Chairperson must
immediately recognize the participant so that person may ask how to do such-and-such.
The chair will answerthe question, possibly by referring to a specific passage in this
documentinexplanation. A point of parliamentaryinquiry needs nosecond, is not
debatable, andis notvoted upon.
f. Pointof personal privilege
i. Ifthe smokeisgettingtooheavyforyou, the air conditionerorheaterisontoo high, or
if there istoo much noise inthe room, you can ask that somethingbe done aboutit. If
the matter is urgent, you may interruptthe proceedings by saying, “Point of personal
privilege;” if the matteris not particularly urgent, you are encouraged to wait until the
person speaking has finished. Such a request generally requires nosecond, and the
chair mustrecognize youimmediately. State the situation and ask that it be corrected.
If your request seems reasonable, the chair will accommodate you.

SECTION 6: VOTING PROCEDURES

A. There are several ways thatvotes can be taken. The most commonly used method is the show of
hands. With rare exceptions, votes will be taken by a request from the chairto see the hands of all
infavor, thenall opposed, then all abstainingon eachissue. The chairshould ask forall three
categories every time, justto be thorough, even when the majority is overwhelming. If the
Chairperson senses that the vote will be unanimous they can ask the committee if there are any
objectionsto expeditethe process. If no objections are voiced the motion passes unanimously.
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SECTION 7: VOTING TABLE

TYPE OF MOTION

PURPOSE INTERRUPT SECOND DEBATABLE VOTE
ADJOURN TO END THE COMMITTEE SESSION. NO YES NO SIMPLE
AMEND TO CHANGE PART OF THE LANGUAGE IN A o VES vES SIVPLE
MAIN MOTION.
TO ALTER A MAIN MOTION BY COMPLETELY
AMEND BY SUBSTITUTION NO YES YES SIMPLE
REWRITING IT; WHILE PRESERVING ITS INTENT.
TO CHALLENGE A DECISION THE CHAIR HAS
APPEAL RULING OF CHAIR YES YES YES SIMPLE
MADE ABOUT THE RULES OF ORDER.
TO BE ALLOWED TO ASK A QUESTION ABOUT A
INFORMATION, POINT OF | \i5TI0N BEING DISCUSSED; NOT TO OFFER YES NO NO NONE
INIEODMATIONI
AN IDEA A COMMITTEE PARTICIPANT WANTS
MAIN MOTION NO YES YES VARIES
THE COMMITTEE TO PUT INTO PRACTICE.
TO MAKE THE COMMITTEE RETURN TO ITS
AGENDA IF IT GETS DISTRACTED ONTO
ORDER OF THE DAY ANOTHER TRACK. YES NO NO NONE
TO REQUEST CLARIFICATOIN OF RULES OF
ORDER WHEN IT APPEARS THEY ARE BEING
ORDER, POINT OF BROKEN. YES NO NO NONE
TO ASK THE CHAIR ABOUT HOW TO DO
PARLIAMENTARY INQUIRY YES NO NO NONE
SOMETHING ACCORDING TO RULES OF ORDER.
TO STOP DEBATE AND VOTE RIGHT NOW ON
PREVIOUS QUESTION WHATEVER MOTION IS AT HAND. NO YES NO TWO -THIRDS
TO MAKE A PERSONAL REQUEST OF THE CHAIR
PRIVILEGE, PERSONAL OR THE COMMITTEE. IF URGENT NO NO NONE
RECONSIDER TO REOPEN A DEBATE TO A MOTION NO YES YES SIMPLE
PREVIOUSLY PASSED.
TO HALT DEBATE, SEND MOTION TO A
REFER, COMMIT STANDING, SELECT OR AD-HOC COMMITTEE NO VES VES SIMPLE

BEFORE VOTE.
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TO RESUME CONSIDERATION OF A MOTION
REMOVE FROM THE TABLE | PREVIOUSLY TABLED BEFORE THE TIME SET. NO YES NO SIMPLE
TO VOID THE EFFECT OF A MOTION
RESCIND, REPEAL NO YES YES TWO-THIRDS
PREVIOUSLY PASSED.
TABLE TO PUT OFF FURTHER CONSIDERATION OF A NO YES NO SIMPLE
MOTION UNTIL A LATER DATE AND TIME.
TO ALLOW A MOTION’S MAKER TO TAKE BACK

WITHDRAW A MOTION THE MOTION AFTER DEBATE HAS BEGUN. YES NO NO UNANIMOUS
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