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ARTICLE I.  Name of Organization

Puget Sound Young People's Council; also referred to as P.S.Y.P.C., Hereafter referred to as PSYPC or Council.

ARTICLE II.  Object

STATEMENT OF PURPOSE

To enhance unity
, service, communication and fellowship among young people in recovery (ie. Alcoholics Anonymous, Al-Anon / Alateen, etc.) through fun events and activities.

PSYPC is a volunteer organization comprised of individuals recovering from alcoholism and other addictions through 12 step programs, and family members who are recovering from the effects that addictions have had on their lives.

ARTICLE III.  Membership

Members of the Council

For membership in PSYPC, three consecutive meetings must be attended.  If an absence should occur, after that time, a valid excuse is required and another member must be notified beforehand.  If two unexcused absences or three excused absences occur consecutively voting and financial privileges will be revoked until three consecutive meetings have again been incurred.

Members of the Council

1. Comply with the Traditions of the respective Fellowships.

2. Attend three (3) consecutive meetings to attain voting rights and to be accountable for any PSYPC funds.

3. Attend all meetings to retain voting rights and financial accountability.  If it is necessary to miss a meeting then notify another PSYPC member to relay the message to the membership.  Unexcused absences will result in the loss of voting and financial privileges until the member has attended three (3) consecutive meetings again.

4. Be willing to participate on committees and volunteer services where skills are required.

5. Distribute registration forms and flyers to A.A., Al-Anon, and other 12 Step Meetings, and make announcements at those meetings to invite those young people to attend PSYPC events.

6. Seek out new memberships.

7. Introduce new members to the PSYPC council.

8. Distribute informational flyers of PSYPC to gain new memberships.

ORGANIZATION OF PSYPC

Advisory Board

PSYPC Officers and members

Winter Holidays Officers and Committee Chairpersons

ARTICLE IV:  Officers

Officers of the Council -- Executive Board

Council President

Council Vice President

Council Treasurer


(*An Assistant Treasurer may be selected from the Council Membership by the Treasurer to be approved by the Council.)

Council Secretary

Council Publicity Chairperson

Council Webmaster


(*An Assistant Webmaster may be selected from the Council Membership by the Webmaster to be approved by the Council.)

RESPONSIBILITIES

1. Officers of the Council must be a voting member in good standing of  PSYPC.

2. Term of office is one year, from October to the following October.

3. There shall be no limit as to how many terms a person can hold office.

4. Elections for the offices are to be held during the PSYPC Annual Meeting each April.  Nominations for office shall be held during the March PSYPC meeting.  At the discretion of the PSYPC President, nominations for officers may be opened at the February meeting, as long as nominations are not closed until the conclusion of the March meeting.

PSYPC Officers of the Council -- Executive Board

Council President

1. Run all meetings according to Robert’s Rules of Order and guided by the Twelve Traditions of A.A.; the latter will take precedence in cases of conflict.

2. Chair the PSYPC Council meetings.

3. Reschedule the PSYPC Council meetings if events cause a conflict with attending the meeting. Otherwise, request the Vice President to chair the meeting.

4. Conduct meetings using the following agenda:

a) Opening with a moment of Silence and the Serenity Prayer.

b) Reading of the Minutes by the Secretary.

c) Treasurers Report.

d) Old Business.

e) New Business.

f) Closing with the Lords Prayer or the Serenity Prayer.

5. Maintain control of the Treasury and ensure that written financial reports are submitted monthly for review by the Council.  Verbally reprimand the Treasurer for failure to properly maintain accounts; once only.  If the situation cannot be rectified then remove the Treasurer from office and notify the Council that the office of Treasurer has been vacated.

6. Ensure the minutes of the meetings are maintained.  Following the reading of the minutes ask the Council for approval of the minutes as read.  In the absence of the Secretary select a member of the Council to record the minutes.

7. Request the Council select new officers in the event that an office is vacated.

8. Request the Council select chairpersons for the Sub-Committees.

9. Request the Council determine the amount of funding to be provided to the committee Chairpersons.

10. Ensure whereabouts of the key to the PSYPC Post Office Box 3791 and ensure that mail is picked up.

11. Maintain records of the locations of all PSYPC equipment and supplies.

12. Act as the liaison between the Board of Directors and the Council.

13. Within 30 days of dissolution of PSYPC ensure that all moneys are distributed to the non-profit organizations in the amounts previously stipulated.

14. Provide a place where PSYPC may conduct the regularly scheduled monthly meetings.

15. Ensure all meetings are run smoothly and when there are grievances suggest that the ninth step be enacted.

Council Vice President

1. Provide assistance to the President to ensure that the office of the President is not overburdened.

2. In the absence of the President assume all the responsibilities of the President.

3. If the Vice President is not willing to be elected in the future to the office of President, then the Council must be notified prior to the election of Vice President.

4. Distribute New Member Packages containing the bylaws and schedule of events to new members of PSYPC.

5. Maintain informational flyers of PSYPC to gain new memberships.

Council Treasurer

1. Maintain three (3) signatures on the bank account.

2. Maintain the PSYPC bank account.

3. Verify all incoming moneys for deposit before deposit into the PSYPC account.

4. Maintain the books on a monthly basis with a written financial report to be submitted and reviewed by the Council every month.

5. Identify another person to read the financial report if unable to attend meeting.

6. Maintain balance of PSYPC records with bank statements.

7. Make contact with individuals who have given PSYPC checks for payment with Non Sufficient Funds (NSF) or individuals who have provided Credit Card Numbers that are not valid.  Ensure that payment is made.

8. Be responsible for the custody of, or know the whereabouts of the Cash Register and/or Cash Boxes, and the Credit Card Machine.

9. Ensure that the Registration people of events understand the use of the Credit Card Machine and the process of validating Credit Card Numbers.

10. Do not write any checks if the bank account balance falls below $500.00.

11. In the even that all outstanding bills cannot be paid due to lack of funds, coordinate the criteria for payment and the priority order of payment with the PSYPC Council membership.

12. Ensure that there are two signatures on all checks over $5,000 written by PSYPC.

13. Pick up the mail from the PSYPC Post Office Box 3791 on a regular basis to ensure that events are not missed.

14. Control the issuance of the PO Box Key.

15. Distribute the mail pertaining to PSYPC officers and chairpersons.

Council Secretary

1. Record the minutes of all PSYPC meetings.

2. Read the minutes of the previous meeting.

3. Correct the minutes if the Council requests changes.

4. Maintain a file of all minutes for historical purposes.

5. Identify another person to read the minutes if unable to attend meeting.

6. Assist the President maintain records of attendance at meetings for validation of the criteria of voting.

7. Forward minutes of PSYPC meetings to the Advisory Board.

8. Maintain email and telephone lists of all Council members.

9. Work with the Publicity Chairperson to maintain a written schedule of events.

Council Publicity Chairperson

1. Work with the Secretary and Webmaster to maintain written and online schedules of events.

2. Send information on all PSYPC activities to the AA intergroup and other recovery related venues.

3. Produce flyers for PSYPC events.

4. Work with the Webmaster to promote PSYPC and its events using social media.
Council Webmaster

1. Maintain the www.psypc.org website.

2. Ensure that the website domain name registration and SSL certificate are renewed as needed.

3. Troubleshoot website problems and engage outside support as needed.

4. Respond to or forward to the appropriate parties all email from the website contact form.

5. Maintain a copy of the website in a development environment for testing purposes.

6. Maintain backups of the website and database plus any and all electronic documents, images and artwork used in operating and maintaining the  psypc.org domain.

7. Work with the Publicity Chairperson to maintain an online schedule of events on the website.

8. Keep the next upcoming PSYPC event displayed on the home page and the upcoming events page.

9. Keep track of locations, user accounts, and passwords for the PSYPC website, email accounts, FTP server, online registration system, and online payment system.

10. Assist the Publicity Chair in promoting PSYPC and its events using social media.

11. Set up online registration for all major PSYPC events.

12. Work with event chairs to set up all needed event registration reports.
· Voting for Officers shall be conducted by secret ballot.

· The Council President and Vice-President must be a member of Alcoholics Anonymous or Al-Anon and have two (2) years of continuous sobriety and/or recovery.  

· The Council Treasurer and Secretary must have one (1) year of continuous recovery and be a member of PSYPC in good standing.  

Treasury Guidelines

· All PSYPC funds are to go in and out of a central treasury.  A bank account is to be maintained for this purpose.  Committees will submit a written budget of operation for each of their functions so that said committees may be allocated the necessary funds subject to approval by the Council.  All moneys incoming for deposit shall be verified by  the Treasurer  before deposit into the PSYPC account.  Within 30 days; upon dissolution of PSYPC, all moneys in the central treasury are to be distributed to non-profit organizations, specifically, Seattle Intergroup 20%, Eastside Intergroup 20%, Washington Area Assembly 20%, General Service Organization 10%, the Al-Anon and Alateen Information Services for Greater Seattle Area 20%, and 10% to be determined by the Council.

· PSYPC on a yearly basis at the August meeting will determine its prudent reserve for the upcoming year and an appropriate amount to be distributed as outlined above.

· The Winter Holiday Committee will be the only committee to maintain a separate set of books due to their year ‘round expenses and need for “seed” moneys.  The handling of their account is to be at the discretion of their Chairperson, however written monthly reports and accounting of funds will be submitted to PSYPC based on a fiscal year from March 1 to March 1, in order to provide continuity.

ARTICLE V:  Meetings

PSYPC meetings will be held the third Sunday of every month at 5:00 pm.  Meetings are conducted by the Council President.  At approximately 6:00 pm, the Winter Holidays chair takes over and conducts the Winter Holidays meeting.

The format of the PSYPC council meeting is as follows:

1. Open with the Serenity Prayer (Council President)

2. Read the PSYPC Statement of Purpose from the bylaws (Council President)

3. Introductions around the room (name and any current commitments with PSYPC)

4. Reading of minutes (Council Secretary)

5. Treasurer’s report (Council Treasurer)

6. Committee reports (Committee chairs)

7. Old business

8. New business

9. Close with the Serenity Prayer  
ARTICLE VI:  Advisory Board

Advisory Board

· Term of office is three years subject to approval of the Council.

· Must be a past or current member of PSYPC for a minimum of three years.

· Nomination of Advisory Board members shall be delegated to the PSYPC Executive Officers.

· Will be ratified by a vote of the general membership.

· Two new members will be elected each year at the annual elections meeting of PSYPC, unless such election would cause the Advisory Board to be comprised of an even number of members.

· There will be at least three but no more than eleven members at all times.

· Guidance of all PSYPC activities will be provided by the PSYPC Advisory Board.

Advisory Board

1. Provide experience, guidance and counseling to PSYPC activities.

2. Continuous attendance at PSYPC meetings is not mandatory but the Advisory Board  must provide means of contact with PSYPC by means of a written report following their meetings to remain recognized.

3. Review PSYPC meeting minutes as forwarded by the PSYPC Secretary.

4. Plan and direct PSYPCs long term goals.

5. Form and sustain a scholarship program for PSYPC activities.

ARTICLE VII:  Standing Committees

Fall Retreat

Halloween Dance

New Years Eve Dance

Spring Campout

St. Patrick's Day Dance

Winter Holidays

Sub-Committee Chairpersons Criteria

1. Must have one (1) year of continuous recovery.

2. Begin and end their terms at the end of said function.

3. Election for office does not require secret ballot.

4. There will be no limit as to how many terms a person can hold their office provided they are elected/re-elected at the appointed times.

5. All committees will be represented at Council meetings.  The occurrence of two unexcused absences at Council meetings will result in vacating of office; A new chairperson will be elected immediately.
The Council is the group conscience for all of its’ Sub-committees.  All business affecting the Council as a whole must be brought before this Council for ratification and/or approval.

ARTICLE VIII:  Winter Holidays Convention

Officers of Winter Holidays

· Chairperson of Winter Holidays

· Co-chairperson of Winter Holidays

· Treasurer of Winter Holidays

· Secretary of Winter Holidays

1. Must be a voting member of the PSYPC Council.

2. Term of office is one year.

3. There will be no limit as to how many terms a person can hold office.

4. Elections for the offices are to be held at the first regular meeting following Winter Holidays.

5. Election for office will be secret ballot.

Winter Holidays Officers and Committee Chairpersons

Chairperson of Winter Holidays

1. Run all meetings according to Robert’s Rules of Order and guided by the Twelve Traditions of A.A. and Al-Anon; the Traditions will take precedence in cases of conflict.

2. Chair the Winter Holidays Meetings normally scheduled to occur on the same day but a separate time than the PSYPC Council Meeting.

3. Schedule special meetings in order to timely complete the conduct of business so as to not jeopardize the Winter Holidays event.

4. Conduct meetings using the following agenda:

a) Opening with a moment of Silence and the Serenity Prayer.

b) Reading of the Minutes by the Secretary.

c) Treasurers Report

d) Reports from the chairpersons.

e) Closing with the Lords Prayer or the Serenity Prayer.

5. Coordinate the selection of the Winter Holidays Theme.

6. Identify candidates for Winter Holidays Committee Chairs.

7. Determine the overall budget for Winter Holidays including the budget for each committee.

8. Coordinate the selection of locations for each of the Winter Holidays events within the conference site.

9. Coordinate hotel registrations for the following speakers:

a) Friday Night Speakers

b) Saturday Al-Anon Luncheon Speaker

c) Saturday Banquet Speakers

d) Sunday Breakfast Speakers

10. Coordinate hotel registrations for the following uses:

a) Chairperson

b) Women’s Room

c) Men’s Room

11. Schedule a Special Meeting immediately following the Winter Holidays Conference at the Conference Site, for the purpose inviting new members to PSYPC, soliciting comments and getting reports from each of the Committee Chairs.

Co-chairperson of Winter Holidays

1. Provide assistance to the Chairperson to ensure that the office of the Chairperson is not overburdened.

2. In the absence of the Chairperson assume all the responsibilities of the Chairperson.

3. If the Co-chairperson is not willing to be elected in the future to the office of Chairperson, then the Council must be notified prior to the election of Co-chairperson.

4. Coordinate the printing of Programs, Tickets and Name Tags including the purchase of Name Tag Holders.

5. Coordinate the stuffing of the Ticket Packages provided by Registration.

6. Assist the Winter Holidays Treasurer make money pickups during Winter Holidays at the Registration Desk and Hospitality.

Treasurer of Winter Holidays

1. Verify all incoming moneys received for Winter Holidays for with the Winter Holidays Chairperson (or Co-chairperson) before deposit and maintain accounting.

2. Maintain a bank account that is separate from the PSYPC bank account.

3. Maintain two (2) signatures on the bank account. 

4. Distribute moneys to Winter Holidays Committee Chairs for their expenses. 

5. Provide a written financial report to the Winter Holiday Chairperson.

6. Maintain the books on a monthly basis with a written financial report to be submitted and reviewed by the Winter Holiday Committee every month.

7. Identify another person to read the financial report if unable to attend meeting.

8. Maintain balance of Winter Holidays records with bank statements.

9. Make contact with individuals who have given Winter Holidays checks for payment with Non Sufficient Funds (NSF) or individuals who have provided Credit Card Numbers that are not valid.  Ensure that payment is made.

10. Know the whereabouts of the Cash Register and/or Cash Boxes, and the Credit Card Machine.

11. Ensure that the Registration people understand the use of the Credit Card Machine and the process of validating Credit Card Numbers.

12. Do not write any checks if the bank account balance falls below $500.00.

13. In the even that all outstanding bills cannot be paid due to lack of funds, coordinate the criteria for payment and the priority order of payment with the PSYPC Council membership.

Secretary of Winter Holidays

1. Record the minutes of all Winter Holidays meetings.

2. Read the minutes of the previous meeting.

3. Correct the minutes if changes are requested and approved by the majority of members in attendance.

4. Maintain a file of all minutes for historical purposes.

5. Identify another person to read the minutes if unable to attend meeting.

6. Assist the Winter Holidays Chairperson maintain records of attendance at meetings for validation of the criteria of voting.

Winter Holidays Committee Chairs

AA Literature

1. Coordinate with the A.A. Intergroup to arrange for the display and sale of A.A. Literature during all three days of Winter Holidays.

2. Coordinate with the Hotel Liaison Chairperson to ensure that table space is available for A.A. Literature at Winter Holidays.

Al-Anon Chairperson

1. Meet the requirements of being an Al-Anon Family Group member.

2. Manage the Al-Anon and Alateen programs at Winter Holidays.

3. Appoint Al-Anon members for all Al-Anon and Alateen Committee Chairs.

4. Coordinate the menu selection for the Al-Anon Luncheon.

5. Coordinate the table decorations for the Al-Anon Luncheon.

6. Coordinate the selection of the Al-Anon and Alateen Speakers for the Al-Anon Luncheon.

7. Coordinate the development of the program for the Al-Anon Workshops and the Sharing Meetings (Candle Light).

8. Coordinate travel and meal arrangements for the Al-Anon and Alateen Speakers and coordinate payment for tickets with the Winter Holidays Treasurer.

9. Coordinate with Greater Seattle Area Al-Anon and Alateen Information Services to arrange for the display and sale of Al-Anon and Alateen Literature during all three days of Winter Holidays.

10. Coordinate with the Hotel Liaison Chairperson to ensure that table space is available for Greater Seattle Area Al-Anon and Alateen Information Services Literature at Winter Holidays.

11. Coordinate the development of the program for the Alateen Workshops and Sharing Meetings.

12. Coordinate any Raffles or promotions to promote funds for the Alateen Fellowship.

13. Coordinate with the Hotel Liaison Chairperson to rooms for Alateen Workshops and Sharing Meetings.

14. Solicit financial support for Alateen members in need and who desire to attend Winter Holidays.

Alkathon

1. Coordinate the Lighting of the Candle Ceremony.

2. Coordinate with the Hotel Liaison Chairperson for a conference room for the Alkathon.

3. Coordinate volunteers to be in attendance all through the duration of the Alkathon.

Art Work

1. Develop the logo depicting the Winter Holidays Theme.

2. Develop and produce the banner depicting the Winter Holidays Theme which is to be displayed at Winter Holidays.

3. Coordinate the bidding and purchase of items to be sold in the Hospitality room depicting the Winter Holidays Theme.

Entertainment

1. Coordinate the selection of the entertainment groups for the Friday Night and the Saturday Night dances.

2. Clean and sober bands will have a high priority in the selection process.

3. Winter Holidays members will determine the final selection of the entertainment groups.

4. Request volunteers to assist if required.

5. Coordinate with the Hotel Liaison Chairperson to assist the entertainment groups in setting up their instruments and loud speakers.

Hospitality

1. Coordinate with the Hotel Liaison Chairperson for a Hospitality Room.

2. Ensure the Speakers receive gift baskets in their hotel rooms.

Liaison With Hotels

1. Handle all communication between PSYPC and the hotel hosting Winter Holidays.
Program

1. Set up and manage all workshops: recruit chairs, coordinate times and rooms.

2. Work with the Chairperson to design a program for Winter Holidays.\

3. Design a written event schedule including workshops, meetings, meals, speakers, and all other events.

Publicity

1. Work with the Webmaster to promote Winter Holidays on the PSYPC website and social media.

2. Send information on Winter Holidays to the AA intergroup and other recovery related venues.

3. Produce flyers for Winter Holidays.
Registration

1. Work with the Webmaster to receive incoming registrations from the online registration system and to enter offline registrations into the system manually.

2. Record all registrations by date received and identify registrations received from PSYPC members for Al-Anon Luncheon and Banquet table seating order.

3. Record all special requests for seating requests.

4. Work with the Webmaster to create mailing labels from the online registration system for Publicity mailing of registration forms.

5. Provide progress reports for the Winter Holidays Chairperson on status on the number of registrations received for the following:

a) Full Packages

b) Meal Packages

c) Entertainment Packages

d) Registrations

e) Al-Anon Luncheons

f) Banquet and meal selections

g) Sunday morning breakfasts

h) Friday Night Dances

i) Saturday Night Dances

j) Approximated moneys received.

k) Demographic information

6. Coordinate seating arrangements for the Al-Anon Luncheon and the Banquet.

7. Ensure the Speakers are seated at the PSYPC tables.

8. Create gummed labels for the Ticket Packages.

9. Solicit volunteers for working at the Registration Table for the three days of Winter Holidays.

10. Program the Cash Register.

11. Ensure the Registration Table volunteers are trained on the use of the Cash Register.

12. Ensure the Registration Table volunteers are trained on the use of the Credit Card machine especially the process of validation.

13. Be responsible for all activities at the Registration Table.

Support

1. Recruit volunteers to do a variety of service work, ie: security, greeters, laborers, etc.

These guidelines for PSYPC and Winter Holidays have been submitted and approved by the Council

on 
May 15, 2011


Signed:  






Mike Rain, President, PSYPC


(for the Council)

�	 Unity within PSYPC is guided by the policy of “cooperation but not affiliation” of the Fellowships.
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