ASCYPAA Conference Host guidelines
Outreach/ Fundraisers:
Characteristics of historically successful events include:
The primary purpose is to carry A.A.’s message of recovery to the new
comer.
Low overhead, simple, educational/informative, high turnaround/profit, community based, interactive.
Examples:
Speaker meeting/Party, sponsorship campouts, traditions panel,
workshops, auctions/bakesale, caravan to round-ups,
skits/plays/talent shows, potluck/picnics.
Suggested Donations:
In the spirit of Unity and the 3rd and 7th traditions we believe that
it is important for us to welcome all AA members to our events.
While we suggest donations we do not charge admission or turn
anyone away.

Timeline:
! Registration flyers available upon bid award.
! Within two weeks of bid award, disband and form host committee.
! Hotel contract secured within 45 days of bid award
! Fund raiser/Outreach every month
! 6 months prior to conference have program final draft
! 5 mo. T-shirts
! 4 mo. Registration system ready
! 3 mo. Committed to conference program

Business Meeting Protocol
(Roberts Rules of Order)
Typically, AA business meetings, such as ASCYPAA Advisory Council, host
and bid committee gatherings, operate by ‘Robert’s Rules of Order’ (also
referred to as ‘parliamentary procedure’) and procedures laid out in the
AA Service Manual. The rules help a committee keep its meetings efficient,
fair and simple. A disorderly meeting can bog down and eventually
discourage people from attending regularly. In short, when we all
follow the rules, we don’t waste time; everyone gets a voice, and we get
things done.
If you attend a business meeting, here are a few things you might hear
from time to time:
1
Motion: A motion is made to bring any subject before the committee for
its consideration. You’ll hear someone say ‘I make a motion to…’ or ‘I

move that…’ and so on. In most cases, a motion requires a ‘second’, that is,
someone else indicating agreement with whatever is proposed. In most
cases, motions are debatable. In other words the committee discusses
them. Typically, a majority vote, more than half of the voting members
agreeing, is all that is needed to pass motion. No one can speak twice on
a motion until everyone in the body has had a say.
Call the Question: You’ll hear this when someone wants to end debate
and proceed to a vote on a motion. The person who wishes to ‘call the
question’ or ‘move the previous question’ has to be recognized by the
chair. There must be a second. You can’t just shout ‘I call the question’ in
order to shut people up. The committee has to vote whether to end
debate, just like any other motion, and according to Robert’s Rules, there
has to be at least a two-thirds majority. Then, the committee votes on
the original motion.
Amendment: Someone might want to make a small change to a motion.
The chair may ask the committee if anyone objects. If no one objects, the
amendment becomes part of the motion. If there is an objection, the body
votes on the amendment.
Abstain: In a vote on a motion, you’ll hear the chair ask ‘all in favor,
all opposed, abstentions’. By abstaining, the committee member refuses to
vote. An abstention is not a vote against.
Minority Opinion: After a vote is taken, the chair will ask for ‘minority
opinion.’ The chair will then call on a member of the committee who
either voted for or against a motion but voted with the minority. If
just one member of the majority is convinced to change his or her mind,
the committee votes again. This is done, because the AA fellowship
recognizes majorities can make mistakes.
Point of Order: Typically, the chair says this to keep the meeting on
track. ‘Point of order, we have a motion on the floor. Let’s stick to
debating that’, or if someone speaks out of turn. It should be raised
immediately after the error is made.
Point of Information: It’s used when someone wants to ask the speaker
a question. (not the same as ‘calling the question’.)
Minutes: The minutes are the record of what was done at the previous
meeting (not what was said). At the beginning of the meeting, everyone
typically receives a copy of the minutes and reads through them. There
will then be a ‘motion to approve the minutes’ and a second. A majority
vote is usually all that is necessary to approve them. There occasionally
needs to be a correction, and a member of the committee simply tells the
body what needs to be written instead. The committee can then move on
by voting to approve the minutes as corrected. The secretary can note
that the minutes for the previous meeting were ‘approved as corrected.’
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Two-Thirds Majority: While most matters only require a majority, or
more than half, to approve, some require ‘at least two-thirds.’ With YPAA,
two-thirds is generally required to elect officer candidates, such as
chair, co-chair, treasurer, etc. or to select committee chairs, when more
than one person is running. Two-thirds is also necessary for an advisory
council to decide where to hold next year’s conference. A good rule of
thumb is if has to be done by ballot rather than show of hands, it
requires at least two-thirds majority.
Third Legacy Procedure: This is used when a committee can’t come up
with a two-thirds majority, often when electing candidates or
locations for conferences, whatever the bylaws require. The procedure is
laid out in the AA Service Manual. According to the procedure, the
committee must attempt to get two-thirds majority four times. If it still
fails to get two-thirds, the names go into the hat. The chair can either
pull a name from the hat, or the committee may deem a non-biased person
to do it. It helps prevent ‘hard feelings’ by the person coming out on the
short end of the vote.
Table: We say this when we mean we want to postpone something. (If we
want to be nitpicky, the phrase is ‘lay on the table’, and it’s used to
postpone something so more urgent matters are discussed.) It’s not the
same as postponing to the next meeting, but that’s how it’s often used.
Quorum: The number of people who must be in attendance in order for
business to be conducted.
Some good rules of thumb:
--When you’re speaking or asking a question, speak to the chair.
--If you disagree with someone, don’t try to speculate on why the other
person takes a certain
position. Try to
address the issue. (Principals before personalities)
--When a motion is being debated, stick to that topic. You can bring up
another topic later.

ADVISORY COUNCIL:
The Council is the custodian of the Conference and its experience. Its
fundamental purposes are:
!
!
!
!

To provide guidance to the current Host Committee.
To provide guidance to Committees who are bidding for the
Conference.
To select future conference sites from bids offered at each year's
Conference.
To maintain the experience and material of past conferences
through its archives.
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Each Host Committee is a service committee and functions free of
Advisory Council domination. The Advisory Council stands ready to
assist the Host Committee when requested or when the Host Committee
appears to be in difficulty. If necessary, the Advisory Council will seek
prudent ways and means to assist and/or salvage the Conference.
Each Host Committee is to pay its own expenses and cannot expect the
Advisory Council to assume any financial responsibility for the
Conference.
The Host Committee is offered all prior Conference material along with
the individual or collective experience of the Advisory Council members.
Third Legacy — A.A.’s Third Legacy is Service, the sum total of all A.A.
services, from
a Twelfth Step call to coast-to-coast and worldwide service activities.
The first two Legacies
are Recovery and Unity.

THIRD LEGACY PROCEDURE
A.A.’s Third Legacy Procedure is a special type of electoral procedure, used
primarily for
the election of delegates and regional and at-large trustees. It is
considered to be unique to
A.A., and at first glance, appears to introduce a strong element of chance
into a matter that
should depend solely on the judgment of the majority. In practice,
however, it has proved
highly successful in eliminating the influence of factions or parties that
seem to thrive on
most political scenes. The railroading of a candidate for election is made
difficult, if not
impossible, since voters have a wide selection of candidates to choose
from. More importantly,
a second-place candidate who may be extremely well qualified but
without early
popular support is encouraged to stay in the balloting rather than
withdraw.
Third Legacy Procedure is as follows:
• The names of eligible candidates are posted on a board. All voting
members (of the
area or Conference body) cast written ballots, one choice to a ballot.
The tally for
each candidate is posted on the board.
• The first candidate to receive two-thirds of the total vote is elected.
• Withdrawals start after the second ballot. If any candidate has less
than one-fifth of
the total vote, his or her name is automatically withdrawn1 — except
that the top
two candidates must remain. (In case of ties for second place, the top
candidate and
all tied runners-up remain as candidates.)

• After the third ballot, candidates with less than one-third of the total
vote will be
withdrawn automatically, except the two top candidates remain. (In case
there are ties
for second place, the top candidate and all tied runners-up remain as
candidates.)
• After the fourth ballot, if no candidate has two-thirds of the total
vote, the candidate
with the smallest total is automatically withdrawn, except that the top
two candidates
remain. In case there are ties for second place, the top candidate and all
tied
second-place candidates remain. At this point, the chairperson asks for a
motion,
second, and a simple majority of hands on conducting a fifth and final
ballot. If this
motion is defeated, balloting is over and the choice is made by lot —
“going to the
hat” — immediately. If the motion carries, a fifth and final ballot is
conducted.
• If after the fifth ballot no election occurs, the chairperson announces
that the choice
will be made by lot (from the hat). At this point, the top two candidates
remain. In
case there are ties for first place, all tied first place candidates remain. In
case there
are no ties for first place, the top candidate and any tied second-place
candidates
remain.
• Lots are then drawn by the teller, and the first one “out of the hat” is
the delegate (or
trustee or other officer).

Job Descriptions:
Chair, Co-Chair, Secretary, Treasurer, Entertainment, Event, Outreach,
Hotel, Hospitality, Paraphernalia, Registration. Etc.

(The following are exerpts from “AA Guidelines: Conferences, Conventions
and Round-ups.” These can be found on-line under A.A..org. Click on A.A.
Guidelines, then select “Conferences, conventions and round-ups”.)
1Chairperson (assisted by one or two cochairpersons) oversees
the entire convention; coordinates the work of subcommittee chairperso
ns; keeps informed on the progress of all the arrangements;
calls committee meetings when needed.
2Secretary keeps all written records, including minutes of the
committee meetings; also sends out notices of committee meetings
and other mailings to committee members.

3Treasurer is, of course, responsible for all money, including revenues fr
om registration and banquet tickets; pays all bills; usually
advises the chairperson on cash supply and income flow as well as
rate of expenditures.
(Experience indicates it’s best if the treasurer is a person with four
or more years’ sobriety and some solid business experience. Each
check usually calls for two signatures.) Most convention committees re
quire a complete report from the treasurer within a month or
two of the convention. Some committees have the report audited
as a further safeguard for convention funds.
4Program Chairperson. Since this is often a very complex job, its
objectives are discussed under the separate heading “What Makes
a
Good Convention Program?” This person usually sends invitations to spea
kers and panel members who chair various meetings.
5Ticket Chairperson(Registration) supervises the printing and distributi
on of all
tickets, giving special attention to the task of bringing in the collection
s.
6Public Information/OutreachChairperson has the sensitive task of
encouraging a large attendance without abandoning A.A.’s principle
of “attraction rather than promotion.” Publicity efforts can be kept
within the dignity and spirit of A.A. through the following means:
a. Preparation and distribution of material about the program,speakers, a
nd time and location of the convention (perhaps including map of area, i
f necessary). Its advisable for the convention
committee to rent a post office box and use that on all mailings,
with no reference to A.A. on return addresses.
The convention publicity material should also be sent to the press,
radio, and TV outlets in the immediate area, (The Public
Information Workbook, available from G.S.O., gives useful advice
on approaching the media.)
b. Regular flyers about the convention are usually mailed monthlyto all
groups in the area, with the first mailing beginning about six
months before the convention date.
c. Dates and location of the convention, with a mailing address for
information or registration, should be sent (three months in
advance) to the A.A. Grapevine and to Box 459, to be published
in their calendars. The GV lists only area, regional, state, or provincial eve
nts of more than one day’s duration; send notices to Box
1980, New York, NY 10163. For Box 459, send notices to Box
459, Grand Central Station, New York, NY 10163.
7Entertainment Chairperson will arrange for the convention
dances and floor show if there is one. The chairperson hires the
band and other performers (or arranges for taped or recorded
music). At some conventions, the local A.A.s provide entertainment
by putting on a play about A.A. Traditions (for script, write to
G.S.O.), or putting together choruses and variety shows. This

chairperson might also arrange to make sightseeing available for
conventioneers.
8-Hospitality Chairperson serves as convention host, organizing
a
committee that will greet out-oftown guests, arrange transportation for them when necessary, and see t
o any other needs they
might have while attending the convention. Usually members of the
hospitality committee wear special identification badges and are
available to answer questions and provide assistance to conventioneers.
9-Display and Literature Chairperson is responsible for displays
and posters and for having A.A. literature available for all. G.S.O.
provides a literature display to all conferences and conventions.
(See “Displays” on page 5.)
10Taping Chairperson is responsible for negotiating with the individual
or company who will be taping the convention. That individual will be di
rectly responsible to the convention chairperson (see
Taping Guidelines on page 6).

WHAT MAKES A GOOD CONVENTION PROGRAM?
One A.A. member shared his opinion that the program wasn’t really
the most important thing at a convention. He looks for something in
additionthe joys of meeting new and old friends, working together
for our common good, and sharing our experience, strength and
hope with each other.
He goes on to say that there can also be a letdown feeling when
we
leave a convention if the program hasn’t been imaginative and
inspiring. This takes careful thought well in advance of the convention
date. A wellbalanced program might include:
1The Convention Theme. Often, it’s easier to plan the overall
program by organizing it around a simple theme. Such a theme
might be “Unity,” “We Came to Believe. . . ,” “First Things First,” or
similar A.A. saying or topic. This does not mean that the entire
program must be devoted to the theme idea; it does, however,
serve as a reminder that an A.A. convention advances the common
purpose of Alcoholics Anonymous.

a

2Main FeaturesBanquets, Open Meetings, etc. In planning a
convention, program chairpersons usually schedule several large
open meetings throughout the event, although not necessarily in
immediate succession. A Saturdaynight banquet may also serve
as an open meeting, with a speaker following the dinner.
The large open meeting brings unity to the convention and gives
the opportunity for presenting certain matterssuch as the selection
of the next year’s convention sitebefore the entire assembly of
A.A.s attending. But too many open meetings in any single convention can
be tiresome; as a general rule, three or four such meetings
are sufficient in a weekend convention.
3 Panels. Many program chairpersons schedule workshops and
panel sessions to provide suitable convention activity without overloadi
ng the program with open meetings.
Workshops and panels may take a variety of forms; one popular
arrangement is to set up a panel with three speakers and a chairperson. Ea
ch speaker may be assigned a topic and a time limit.
The session may be followed by a short questionandanswer period, if time
allows.
On the subject of panels, experience has shown that topics such as
“How the General Service Office Works” or “Why G.S.O.?” attract
only a small audience and therefore do not carry the message in a
satisfactory fashion. G.S.O. staff members can best be used as
speakers on regular panelswhere their familiarity with A.A. worldwide can
add an extra dimension to the presentation.
Any one of the trustees (especially your own regional trustee) would
be invaluable on such topics as “A.A. and Responsibility.” They are

in a crossroads position where they are aware of our
Fellowshipparticularly on the public leveland also have an overall
perspective on our purposes, strengths, and weaknesses. They can
be of great value in helping us learn more about worldwide A.A.
Don’t forget your own G.S.R.s, committee members, and delegates. From thei
r work in carrying the message outside their own
groups, they’ll have many ideas on such subjects as “Is A.A.
Changing?,” “A.A. at Work, Then and Now.” Many other A.A.s oldtimers and n
otsooldtimersalso have worthwhile information and
thoughts on such subjects.
Here are some suggested topics appropriate for workshops and panels:
Correctional Facilities Treatment Facilities Public Information
Cooperation With the Professional Community Sponsorship Service
G.S.R.s Twelve Traditions Twelve Concepts Intergroups and Central Offices
A.A. Grapevine
(Some program committees select phrases from A.A. literature as
workshop or panel topics.)

“Balance” and “flow” are two key words in the planning of a convention p
rogram, particularly in setting up the panels. It’s important that
the program flow smoothly, with one feature following another in a
pleasant, logical series. It’s also important that the pane I topics
and participants be balanced, so as not to give the audience too
much of any one subject, too many speakers from one area, or too
many panel participants of similar experience and viewpoint.
One effective way to insure maximum interest and participation in
the convention is to farm out each meeting, workshop, or panel to a
different group or area within the convention territory. Thus, the
groups themselves plan and organize the meetings, always working
closely with the general program chairperson to assure balance.
4Care of Speakers. Most conventions feature speakers from out
of town, sometimes A.A. members living a thousand miles or more
from the convention site. This means that program chairpersons
have a responsibility to see that certain important matters are properly h
andled on the speakers’ behalf:
a. Expenses. It should be clear, when the speakers are booked,
what terms are being made for expenses. Unless it’s otherwise
specified, speakers have a right to assume that all their travel,
meal, and hotel expenses will be paid for the entire trip. Speakers
will also expect hotel or motel accommodations as a matter of
course; if they’re to be guests in private homes, this should be
explained before their arrival.
b. Speaking Arrangements. Speakers should know when they’re
expected to speak and whether their presence is also required
elsewhere in the convention. (Some speakers may be unable to
attend the entire convention.) No other commitments besides

speaking should be made for speakers without their knowledge and
consent. Most speakers will also appreciate knowing something
about the conditions under which they’ll speak; let them know
whether there’ll be a podium, public address system, etc.
c. Speaker Hosts and/or Hostesses. Responsible members from
the local group should be assigned the duty of being host to the
visiting speakers and making sure that they have proper accommodations,
as well as transportation and other conveniences.
PROVIDING SERVICES FOR A.A.s WITH SPECIAL NEEDS For Deaf Members
A.A. members who are deaf or hard of hearing may need specialconsiderati
ons when attending an A.A. conference or convention.
For
those who have a fair amount of hearing and/or who read lips,
seating near the speaker may be all that is required. Others who
are deaf may require the use of a sign language interpreter. Here
are some points to consider when planning a conference or meeting that
will be attended by deaf or hard of hearing A.A.s.
1 Reserve interpreters well ahead of time because they are in great demand.

2Budget the interpreting expenses. Find out early what the estimated cost
will be, whether by the hour or by the day. If you are
holding concurrent workshops, you may need more than one interpreter
at the same time. If your event is small (and short) you may
be fortunate to find a qualified volunteer, but do not expect to rely
on volunteers.
3In arranging preferred seating for deaf or hard of hearing members, desi
gnate the reserve area clearly: “Please reserve for hearingimpaired members.”
4Sensitize workshop leaders and meeting chairpersons to the use
of the interpreter.
5Stick with your plans once you have announced that an event is
signlanguage accessible. Deaf people are very likely to travel far
for the few events that are interpreted. If the event is a large one
with concurrent meetings and workshops, plan for continuous availabili
ty of several interpreters.
6If you are listing the event with the General Service Office, your
local intergroup, or in any A.A. publication, specify that it is signlanguag
e interpreted. If possible, have a T.D.D. number that deaf
people can call for more information.
For A.A.s With Other Special Needs
For blind people, some convention committees provide programs in Braille.
Also, if meetings are wheelchair accessible, this may be noted in
the program.

GUARDING AGAINST ANONYMITY BREAKS
When A.A. conventions are being covered by members of the
press, it’s customary to begin meetings by asking their cooperation
in protecting members’ anonymity. Such an announcement might
go like this:
“Our anonymity, like our sobriety, is a treasured possession. We
ask the help of our guestsespecially those representing the press
or broadcasting mediain protecting the anonymity of all alcoholics
present or mentioned here today.
“We hope you hear something at this meeting which you can take
away with you and use. We respectfully request, however, that you
eliminate any mention of names in reference to members of
Alcoholics Anonymous.”
It’s hardly likely that any newspaper or broadcasting station these
days will fail to cooperate with this request; not only is the A.A. principle
of anonymity well known generally, but our G.S.O. in New
York City has advised the press and broadcasters year after year
of A.A.’s position on this matte

But it’s possible that members’ anonymity may be violated through
indirect methods. There’s a likelihood, for example, that too much
promotional zeal on the part of the convention committee may lead
them to reveal a great deal of information about speakers without
actually disclosing last names. This means, in the case of some
wellknown individuals, that their anonymity is technically protected
but actually broken, since their identity can be readily recognized
by anybody remotely familiar with them or their work.
In one case, for example, a university professor had been invited to
address a large A.A. banquet in the same state where he lived and
worked. Only his first name, nickname, and last initial appeared on
the announcement posters, but the name of his school and a previous aca
demic connection were fully displayed. The professor’s
actual identity couldn’t have been more clearly revealed if his last
name and photograph had been included.
Is there a safe way to avoid making such de facto anonymity
breaks? Well, one good procedure is to ask speakers how they
wish to be listed on posters and advance notices. They’ll know
better than anybody else how much information about themselves ought
to be revealed. In any case, whatever the speakers’
feelings, the practice of using initials rather than last names
should always be followed for the protection of A.A., as well as
the individual.

MISCELLANEOUS TIPS ON GOOD CONVENTION MANAGEMENT
When your committee is discussing the convention, try to go over
the things you liked and didn’t like at past conventions, especially
matters that caused petty irritations and annoyances; most likely,
they can be avoided. Here are a few suggestions:
1Badges. A.A. conventions don’t seem to be right without identification ba
dges. See that they’re in bold, colorful letters, so they can
be read at a glance.
Try not to subject guests to more than a few minutes’ wait in registering
for the convention and picking up their badges. Organize the
registration so the process will flow smoothly and quickly.
2Coffee. It’s an essential featureplenty of coffee sessions
throughout the convention. Don’t forget, some A.A.s come more to
talk to each other than to listen to speakers, so be sure they have
lots of opportunity to gather ‘round the coffeepot.
3Accessibility. At large conventions, it’s sometimes necessary to
hold some of the open meetings in buildings other than the one
used as convention headquarters. Try to plan the meetings so
members do not have to go more than a few blocks for a meeting
panel session. One exception to this might be the last open
meeting of the convention, from which the guests will most likely be
making their departure.
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4Hotel & Motel Registrations. Often, printed lists of local accommodatio
ns, giving prices and other information, are available from
local chambers of commerce and similar offices, If possible, send
these lists out with the registrations and give members a chance to
make their reservations long before the convention.
Don’t assume, in sending out the lists, that all A.A.s intend to stay
in mediumor highpriced accommodations; also include the
lowerpriced hotels and motels. In some places, camping facilities
are also listed, for the A.A.s who may arrive in campers.
5Professional Assistance. Don’t hesitate to avail yourself of
assistance from local chamber of commerce officials and convention ma
nagers. They already know all about the problems
you’ll be facing, and they can give invaluable advice and assistance.
6Displays. You can pass along important A.A. information in an
attractive way by requesting the convention literature package to
make up an A.A. literature display. This complimentary package is
available in English, Spanish or French from G.S.O. for local conventions/c
onferences/roundups and contains one copy of all A.A. book
dust jackets; one copy of all A.A. Conferenceapproved pamphlets;
A.A. Guidelines; flyers; List of Central Offices, intergroups andAnswering Ser
vices for the United States and Canada; List of
General Service Offices, Central Offices, Intergroups and Answering

Services Overseas; List of Service Material Available from G.S.O.;
The A.A. Service Manual; and the Conferenceapproved Literature &
Other Service Material catalog.
You can also purchase the current Membership Survey Display (M131/English
only) that illustrates a typical A.A. meeting
through surveybased statistics on age, sex, occupation, length
of sobriety, etc. This display is 27” high, 39” wide; has a double easel in back.
7Don’t Compete With Last Year. While it’s best not to try to compete with
previous conventions, if you’re the convention chairperson, you will nat
urally want to benefit from the experience of previous, convention comm
ittees.

A.A. AND ALANON
The following questions often arise:
How may A.A. and AIAnon cooperate in area and regional
conventions and gettogethers?
In accordance with the Twelve Traditions, a convention would be
either A.A. or AlAnon—not both. However, most A.A. convention
committees invite AlAnon to participate and plan their own program, and
the committee arranges for facilities for the AlAnon
meetings.
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Should an A.A. convention committee make a contribution to
AlAnon from the financial profits of the convention?
In accordance with the selfsupport Traditions of both Fellowships
and to abide by the concept of “cooperation but not affiliation,” it is
suggested that A.A. should not make gifts or contributions to
AIAnon. By the same token, A.A. should not accept contributions
from AIAnon. If separate registrations have been kept for both A.A.
and AIAnon, however, income may be easily assigned.

