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 Name 1 

The name of this Committee will be the Seattle Area Unity Day Subcommittee, hereafter 2 

referred to as SAUDS. 3 

 Purpose 4 

The SAUDS is one of several entities within the Seattle Area that exists to cultivate a spirit of 5 

unity within the Seattle Area, ultimately working to strengthen the recovery of its members.  6 

The SAUDS furthers the purpose of the Seattle Area Service Committee insofar as it brings 7 

together groups and members to promote their primary purpose and promote communication 8 

amongst them. 9 

The purpose of the SAUDS is to coordinate and conduct a single-day biennial event with 10 

participation from NA members in the Seattle Area to unite our Area’s members in a celebration 11 

of recovery. 12 

What makes the SAUDS a unique and valuable feature within the landscape of Seattle Area 13 

service is that its purpose is primarily to showcase, celebrate, introduce, connect, and unite the 14 

diverse array of people and groups that comprise the Seattle Area of Narcotics Anonymous.  15 

Unity Day, as coordinated by the SAUDS, is an event by the Seattle Area and its members, for 16 

the Seattle Area and its members, and about the Seattle Area and its members.  17 

As a geographically dispersed Area with a membership full of different and diverse identities—18 

from race, gender, sexuality, spirituality, age, energy, and more—the Seattle Area and its 19 

members are further unified and strengthened by the biennial celebration of Unity Day. 20 

“The strength we need to recover, we draw from our fellow NA members. Today, we are 21 

grateful for the diversity of our group's membership, for in that diversity we find our strength.” 22 

— “We Need Each Other” 23 

Just for Today, pg. 35 24 

2.1 SAUDS Cycle 25 

Because Unity Day is a biennial event, each SAUDS exists for a two-year cycle. Each SAUDS cycle 26 

begins with the election of the Chair at the May SASC meeting, and ends following the approval 27 

of the official SAUDS audit by SASC.  28 

 Responsibilities 29 

As a service subcommittee of Narcotics Anonymous, this body will adhere to: 30 

A. The Twelve Steps 31 

B. The Twelve Traditions 32 
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C. The Twelve Concepts of Narcotics Anonymous 1 

D. Guide to Local Services 2 

E. SASC Guidelines 3 

F. All past motions 4 

No action that conflicts with any of these principles or the current SASC guidelines will be 5 

entertained by this body.  6 

 Meetings 7 

4.1 Regular Meetings 8 

The SAUDS will meet monthly in regular session at the time and place of their choice. Their 9 

meeting time will be included on the SASC website’s calendar, and any changes to that meeting 10 

time will be reported two weeks in advance. The Chair must make all reasonable attempts to 11 

notify the SAUDS and the SASC of the change (i.e. email, posting to the SASC Website, 12 

telephone, and a notice posted at the facility at the regularly scheduled time, date, and place, 13 

noting the new location, time, and/or date). 14 

4.2 Special Meetings 15 

A special meeting is defined as any additional meeting of the SAUDS, which is not already 16 

required or outlined within these guidelines. 17 

A special meeting may be called by the Chair. The Chair must make all reasonable attempts to 18 

notify the SAUDS and the SASC of the special meeting. The purpose, place, and time of the 19 

meeting will be stated in the notification. Except in cases of emergency, at least seven days of 20 

notice will be given. 21 

4.3 Rules of Order 22 

SAUDS Rules of Order will be used as procedure in all SAUDS meetings (See Sections 5, 6, and 7: 23 

Voting, Procedures, Motions). 24 

 Voting 25 

5.1 Participation 26 

A. All elected SAUDS officers, and any other SAUDS members attending their second 27 

consecutive SAUDS meeting may vote 28 

B. The SAUDS Chair may only vote to break a tie 29 

C. Voting on all SAUDS motions and elections will be done on a one vote per person system 30 

D. The SAUDS Treasurer will be consulted before any budgetary expenditure is voted on 31 
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5.2 Requirements 1 

A. A quorum of over 50% of the SAUDS elected officers must be present in order for a vote 2 

to occur 3 

B. If during the meeting it is determined that quorum no longer exists, any active motions 4 

must be tabled 5 

C. Votes will be by acclamation (voice vote) or by count of hands, at the discretion of the 6 

Chair 7 

D. All motions that are related to expenditures require a 2/3 “yes” vote to pass 8 

E. Procedural motions and elections require a simple majority (greater than 50%) “yes” 9 

vote to pass 10 

F. All motions that change these guidelines require a 2/3 “yes” vote to pass at the 11 

subcommittee level and must be submitted via motion at the following SASC meeting 12 

for final approval (see Section 7: Motions) 13 

 Procedures 14 

The following sections represent how we handle most business at the SAUDS meetings. This is 15 

meant to be used as tools to help us make orderly, collective decisions in a cooperative, 16 

respectful way in the spirit of our Twelve Concepts. Once the meeting is underway, only one 17 

topic will be before the committee at any one time. 18 

Like SASC, the SAUDS uses a self-generated version of Consensus Based Decision Making 19 

combined with some small aspects of Roberts Rules of Order. The following is not meant to be 20 

strict guidelines but merely suggested procedures for running the meeting. 21 

6.1 Reports 22 

Elected officers will all have the opportunity to read their reports to the body. After each report 23 

is read, the body is given a chance to ask questions or request additional information. If any 24 

discussion is needed, the topic will be moved into Open Sharing. 25 

6.2 Open Sharing 26 

Open Sharing can be viewed as an opportunity for members to bring topics to the body that 27 

they believe should be discussed. Typically, topics come from service member reports or group 28 

reports; however, any member can submit a topic for Open Sharing. Open Sharing should be 29 

held following Reports, before New Business.  30 

A. Topics should be submitted to the Chair as early as possible, so that they can be 31 

included in the agenda. 32 

B. Any member in attendance may submit an open sharing topic. 33 

C. The member bringing the topic to the floor is allowed to speak first.  34 

D. Any member can raise comments, concerns, or support to the topic. 35 
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6.3 New Business 1 

During New Business, when motions come to the floor for a vote, the Chair will ask the maker of 2 

the motion to speak to it. If the motion was discussed during Open Sharing, the Chair will ask if 3 

any more discussion is needed on this topic. At this time, the body will have the option to 4 

discuss or ask additional questions (See Section 7.1: Discussion). 5 

6.4 Additional Procedures 6 

Challenge the Chair’s decision –  7 

Any decision made by the Chair may be challenged. Examples of such decisions are: to 8 

entertain or not entertain a motion, to end discussion on a topic, administrative 9 

decisions, procedural decisions, etc. The member then states their reason for 10 

challenging. The Chair will speak briefly to the intent of the ruling being challenged. The 11 

body will then discuss the ruling and the validity of the challenge. Finally, a vote is taken, 12 

requiring a simple majority to overrule the Chair.  13 

Delay a vote – 14 

If a motion is on the floor but a member believes that the vote should be delayed to the 15 

next meeting, the member should raise their hand and be recognized by the Chair when 16 

the motion is up for discussion (during New Business). The member can then request to 17 

delay the vote and provide reasoning. A vote is taken, requiring a simple majority to 18 

delay the vote. 19 

Get the meeting back on track – 20 

If members feel that the meeting or discussion have gone off track, they may simply 21 

raise their hand and state that the meeting is off topic. At this point, the discussion 22 

should be stopped and the Chair (and body) should review the request. After this is 23 

recognized, discussion can return to the original topic, and a new open discussion topic 24 

can be placed on the agenda, if needed. 25 

Requests for clarity and offering additional information to discussions can be done simply by 26 

raising your hand, being called on, and stating the question and/or additional information. 27 

 Motions 28 

The SAUDS will vote on all motions as a body. Any elected officer of the SAUDS may make a 29 

motion, and that motion must be seconded by another voting member in order to be 30 

entertained. Motions may be made verbally, but all motions must be recorded in the minutes, 31 

with additional care given to recording the details of money motions. 32 

When a motion to alter these guidelines passes at the SAUDS level, it must be presented at the 33 

following SASC meeting for a vote, as well, and only becomes effective if it is approved by SASC. 34 
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In the event that there are multiple money related motions on the table the chair will present all 1 

motions to the body for discussion before voting. The SAUDS Treasurer will provide information 2 

regarding available funds. 3 

7.1 Discussion 4 

The maker of a motion and/or the voting member who seconds the motion must be present 5 

when the motion comes before the floor for discussion and for the vote or else the motion will 6 

be dismissed. The maker of a motion will be allowed to speak first during discussion on that 7 

motion. 8 

At any time during discussion, a member may propose a friendly amendment to a motion 9 

currently on the floor. If the maker of the motion and the voting member seconding the motion 10 

agree to the amendment, all voting members will be allowed to discuss the amendment (not the 11 

entire motion) and agree to approve or disapprove. Discussion on the newly amended motion 12 

can then begin, and the voting members can now vote to approve or disapprove the amended 13 

motion in its entirety. If necessary, discussion will be held to the “3 for and 3 against” structure. 14 

7.2 Voting on a motion 15 

After the above process is completed, the Chair will call the vote to the floor, according to 16 

Section 5: Voting. 17 

 SAUDS Service Members 18 

Any member of Narcotics Anonymous who meets the qualifications for a service member position 19 

may be elected to that position. 20 

8.1 General Qualifications 21 

We recommend that all officers of this committee possess the following qualifications: 22 

A. The willingness and desire to serve 23 

B. An understanding of the Twelve Steps, Twelve Traditions and Twelve Concepts of 24 

Narcotics Anonymous through practical application 25 

C. The time and resources to be an active participant 26 

8.2 General Responsibilities 27 

A. All Service Members will be required to sign a Memorandum of Financial Responsibility (See 28 

Section 11: Appendix - Forms) as a condition of becoming an SASC service member 29 

B. Newly elected members are expected to provide their contact information to the current 30 

Recording Secretary 31 

C. All Service Members are expected to familiarize themselves with the SAUDS guidelines in 32 

full upon election 33 

D. All Service Members are expected to attend all SAUDS meetings in their entirety 34 
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E. All Service Members are expected to present a written or verbal report at each SAUDS 1 

meeting 2 

F. All Service Member are expected to attend any and all SAUDS events 3 

8.3 Terms of Office 4 

All positions are for a term of two years and conclude following Unity Day, once all of the SAUDS 5 

financial documents have been submitted to and approved by SASC following the official SAUDS 6 

audit. 7 

8.4 SAUDS Service Members 8 

8.4.1 Chair 9 

8.4.1.1 Qualifications 10 

A. A minimum of three years of continuous clean time 11 

B. A minimum of one year of SAUDS service experience 12 

C. A working knowledge of SAUDS Rules of Order 13 

D. A working knowledge of the SAUDS guidelines 14 

E. A working knowledge of the SASC guidelines, with specific attention to guidelines on 15 

financial accountability, money handling, and non-compliance 16 

F. The ability to facilitate and maintain order in a firm yet fair manner 17 

8.4.1.2 Duties and Responsibilities 18 

A. Oversees all Unity Day activities and functions unless absence is arranged prior to 19 

activity or an emergency 20 

B. Provides SASC and WNIRSC with information and flyers 21 

C. Schedules and facilitates Unity Day Subcommittee meetings 22 

D. Provides an agenda for each Unity Day Subcommittee meeting 23 

E. Maintains communication with SASC members 24 

F. Attends and presents a report with financial information at the following Seattle Area 25 

level meetings each month: Unity Day Subcommittee meeting, SASC, SASC 26 

Administrative meetings, and any Ad Hoc committee meetings that directly affect the 27 

Unity Day Subcommittee 28 

G. Ensures the Unity Day Subcommittee’s Definition and Purpose is being fulfilled 29 

H. Provides a final report to SASC at the end of term, including reflections on their 30 

experience, best practices, and suggestions for the next Chair  31 

I. Make deposits on day of event(s) with Treasurer 32 

8.4.2 Vice Chair 33 

8.4.2.1 Qualifications 34 

A. A minimum of two years of continuous clean time 35 
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B. A minimum of one year of NA service experience and an understanding of the SAUDS 1 

Rules of Order 2 

C. A commitment to prepare for election to the SAUDS Chair position for the following 3 

SAUDS cycle  4 

8.4.2.2 Duties and Responsibilities 5 

A. Performs all duties and responsibilities of the Chair, including acting as Chair in the 6 

absence of the Chair, in preparation for election to the office 7 

B. Performs all duties of absent SAUDS officers, including vacant positions 8 

C. Make deposits on day of event(s) with Treasurer when the Chair is unavailable 9 

8.4.3 Recording Secretary 10 

8.4.3.1 Qualifications 11 

A. A minimum of six months of continuous clean time 12 

B. The ability to take notes of proceedings and to type (access to a computer is preferable) 13 

C. Experience with cloud-based file storage systems (ex. Google Docs) is preferable 14 

8.4.3.2 Duties and Responsibilities 15 

A. Responsible for written record of all SAUDS meetings 16 

B. Responsible for written record of all motions 17 

C. Maintains a contact list of all SAUDS service members’ emails and phone numbers 18 

D. Types and distributes minutes no later than fourteen (14) days following each SAUDS 19 

meeting 20 

E. Ensures proper, accessible storage of SAUDS minutes and files in a cloud-based file 21 

storage system 22 

8.4.4 Treasurer 23 

8.4.4.1 Qualifications 24 

A. A minimum of two years continuous clean time 25 

B. A minimum of one year of NA service experience 26 

C. The ability to balance an account and keep records 27 

D. Personal financial stability 28 

8.4.4.2 Duties and Responsibilities 29 

A. Is custodian of all funds of the SAUDS 30 

B. Keeps an accurate record of all transactions 31 

C. Presents a financial report at every SAUDS meeting for inclusion in the minutes 32 

D. Maintains communication with SASC Treasurer about financial activity, making 33 

reimbursement and disbursement requests 34 

E. Advises the SAUDS of the SASC financial guidelines and protocols 35 
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F. Makes deposits on day of event(s) with either the Chair or Vice Chair to verify that the 1 

deposit was made 2 

G. Prepares a proposed budget using an event accountability form for each event held by 3 

the SAUDS 4 

8.4.5 Arts and Graphics Chair 5 

8.4.5.1 Qualifications 6 

A. A minimum of one year of continuous clean time 7 

B. Experience with graphic design 8 

8.4.5.2 Duties and Responsibility 9 

A. Creates or sources logo options for proposal to and approval by the SAUDS 10 

B. Designs promotional materials, including the program from the main event, flyers, 11 

tickets, etc. for proposal to and approval by the SAUDS 12 

8.4.6 Entertainment Chair 13 

8.4.6.1 Qualifications 14 

A. A minimum of one year of continuous clean time 15 

B. Experience with A/V support 16 

8.4.6.2 Duties and Responsibilities 17 

A. Proposes ideas for entertainment at event(s) to the SAUDS for approval 18 

B. Coordinates the entertainment section of any SAUDS event that has an entertainment 19 

component 20 

8.4.7 Hospitality Chair 21 

8.4.7.1 Qualifications 22 

A. A minimum of one year of continuous clean time 23 

8.4.7.2 Duties and Responsibilities 24 

A. Proposes ideas for hospitality at event(s) to the SAUDS for approval 25 

B. Coordinates hospitality room at event(s) 26 

C. Keeps inventory of hospitality room items; reports inventory to Treasurer 27 

8.4.8 Merchandising Chair 28 

8.4.8.1 Qualifications 29 

A. A minimum of two years of continuous clean time 30 
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8.4.8.2 Duties and Responsibilities 1 

A. Proposes merchandising ideas with a budget to the SAUDS for approval 2 

B. Works with Arts and Graphics Chair on merchandise design as needed 3 

C. Sells merchandise at event(s) 4 

D. Keeps inventory of merchandise; reports inventory to Treasurer 5 

E. Orders approved merchandise; represents NA professionally while liaising with vendors 6 

8.4.9 Programming Chair 7 

8.4.9.1 Qualifications 8 

A. A minimum of two years of continuous clean time 9 

8.4.9.2 Duties and Responsibilities 10 

A. Proposes programming ideas to the SAUDS for approval 11 

B. Oversees the programming for the event(s) by organizing workshops and finding 12 

speakers 13 

C. Ensures programming runs smoothly the day of the event(s) 14 

8.4.10 Registration Chair 15 

8.4.10.1 Qualifications 16 

A. A minimum of two years of continuous clean time 17 

8.4.10.2 Duties and Responsibilities 18 

J. Proposes registration ideas to the SAUDS for approval 19 

K. Coordinates registration for the event(s), working with SASC Web Coordinator for online 20 

registration 21 

L. Checks attendees in on the day of the event(s) 22 

8.4.11 Set Up Coordinator 23 

8.4.11.1 Qualifications 24 

A. A minimum of six months of continuous clean time 25 

8.4.11.2 Duties and Responsibilities 26 

A. Coordinates the setup of the event space on the day of the event(s), enlisting other 27 

volunteers as necessary 28 
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8.4.12 Clean Up Coordinator 1 

8.4.12.1 Qualifications 2 

A. A minimum of six months of continuous clean time 3 

8.4.12.2 Duties and Responsibilities 4 

A. Coordinates the cleanup of the event space on the day of the event(s), enlisting other 5 

volunteers as necessary 6 

8.4.13 Food Chair 7 

8.4.13.1 Qualifications 8 

A. A minimum of one year of continuous clean time 9 

8.4.13.2 Duties and Responsibilities 10 

A. Proposes food ideas with a budget to the SAUDS for approval 11 

B. Plans menus for events 12 

C. Orders approved food; represents NA professionally in liaising with caterers 13 

 Elections 14 

9.1 General 15 

Any participant may nominate an individual (including themselves) for a SAUDS Service Member 16 

position who meets the qualifications of that position as outlined in Section 8.4: SAUDS Service 17 

Members. Nominees must be present to be elected. A simple majority is required to elect 18 

service members. 19 

 20 

Nominee have the right to be present for any discussion pertaining to their qualifications prior 21 

to their election. Nominees may not be present during the vote itself.   22 

 23 

The Chair and the Treasurer are nominated and elected at SASC. Regular elections for all other 24 

positions are to be held on the first regularly scheduled meeting after the SAUDS is formed. 25 

Elections for any vacant positions should be held at any subsequent regular meetings of the 26 

SAUDS.  27 

 28 

9.2 Alternates 29 

In the spirit of rotation and inclusion, all elected officers (with the exception of the Chair and 30 

Vice Chair) are encouraged to find and train alternates to aid in the completion of their service 31 

position. The alternates are informal and do not need to be elected.  32 
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Alternates do not automatically fill the primary role once that service member’s term is 1 

complete, but they may be voted in during the next committee cycle by simple majority.  2 

 Funds 3 

10.1 Seed Money 4 

Upon availability, the SAUDS is granted seed money by the SASC at the beginning of each SAUDS 5 

cycle. The SAUDS is expected to fundraise all additional funds needed to conduct Unity Day each 6 

cycle. 7 

A. The SAUDS seed money amount is set by Seattle Area for each SAUDS cycle, and is 8 

determined for the incoming cycle after the completion of the official audit of the 9 

previous cycle. 10 

B. All of the SAUDS’s excess funds are returned to SASC. 11 

10.2 Budget 12 

A proposed budget or completed Event Accountability Form, whichever is appropriate, will be 13 

turned in with the Chair’s report to the SASC at all SASC meetings before and after each activity 14 

and event within the SAUDS. 15 

Here is a list of budgeting best practices:  16 

A. Prepare a list of what items require funds, such as rent, food, entertainment, merchandise 17 

(breakdown the list to specific items), etc. 18 

B. Determine actual costs of above items 19 

C. Estimate possible revenue from each (use past experience/history, etc.) 20 

D. Remember, a budget is only an estimate, but care should be made to stay under budget. If 21 

that is not possible, get the full committee’s approval before further expenditures 22 

E. Complete ‘Actual’ column of Event Accountability form after each function for future 23 

historical use. (See Section 11: Appendix - Forms) 24 

10.3 Contracts 25 

All contracts relevant to the SAUDS require two signatures: the SAUDS Chair and the SASC Chair. 26 

The Chair is only empowered to sign contracts that pertain to SAUDS activities and events.  27 

The SASC Treasurer will retain copies of all contracts and ensure all SASC Money Handling 28 

procedures are followed.  29 

10.4 Money Handling 30 

Following SASC money handling procedures: 31 

A. Dances, merchandising, registration, auctions, etc., are at all times to be staffed by at least 32 

two responsible event committee members, one with a minimum of one year clean.  33 
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B. A record should be maintained by the SAUDS Treasurer indicating the sources of all income 1 

(i.e., event name, date, location, etc.), itemizing sales of merchandising and auction items 2 

for accountability.  3 

C. The financial record is turned over to the SASC Treasurer along with either an itemized 4 

deposit slip and/or funds at the time of the deposit/transfer. 5 

Here is a list of money handling best practices: 6 

A. All monies should be turned over to the SAUDS Treasurer by the completion of an event, or 7 

as soon as possible.  8 

B. At least two elected SAUDS officer should be present when money is being counted. 9 

C. 7th tradition monies should always be reported separately. 10 

D. Money should only be handled by members that have signed a Memorandum of Financial 11 

Responsibility. 12 
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 Appendix - Forms  
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11.1 Memorandum of Financial Responsibility 1 

Seattle Area Service Committee of Narcotics Anonymous 

MEMORANDUM OF FINANICAL RESPONSIBILITY 

DATE: _______________ 

 

I, ____________________, a trusted servant of the fellowship of the Seattle Area of Narcotics 

Anonymous, 

agree to use properly and keep safe any money or other asset entrusted to me by the 

Fellowship of NA. I agree to avoid mixing Fellowship money with my own money or the money 

of anyone else. I agree to use Fellowship money or other assets only as directed by the 

Fellowship of NA. I agree that if I misappropriate or misuse Fellowship money or other assets 

because of my personal negligence or dishonesty that I will accept full responsibility for their 

replacement. I agree that as a trusted servant I serve as a volunteer and will not be paid for my 

work. When I complete my term of service or if I am removed from service, I agree to promptly 

turn over any Fellowship money, assets, records or any other Fellowship property. 

I have agreed to follow and adhere to the SASC Anti-Theft Policy. 

 

Signed, _______________________________________ (trusted servant) 

Date: ___________________________________ 

Print Name: _____________________________ 

Witnessed by ______________________________________ (officer, SASC) 

Date: ___________________________________ 

Print Name: _____________________________ 

Title: _________________________________ 

This document was created to implement the SASC Anti-Theft Policy and should be signed by all 

SASC Service Members (as defined in SASC guidelines) as well as all subcommittee treasurers 

and any members handling NA funds on behalf of the Seattle ASC. Members who are standing 

for election to any position that would place them in a position to handle SASC funds should be 

asked if they are willing to sign this document as a condition of their service. 

The Seattle Area Service Committee has adopted guidelines and operational policies, which 

apply to and shall guide the conduct of NA Trusted Servants. Current copies of these documents 

are available on request. 
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11.2 Event Accountability Form 1 

Event Accountability Form 

 

Committee Name _______________  Event Name ___________________ 

Scheduled Date _____________ 

Revenue Actual Budgeted 

Tickets ________________ ________________ 

Food ________________ ________________ 

Beverages ________________ ________________ 

Merchandise ________________ ________________ 

Miscellaneous ________________ ________________ 

Total Revenue ________________ ________________ 

   

Rent ________________ ________________ 

Food ________________ ________________ 

Beverages ________________ ________________ 

Merchandise ________________ ________________ 

Decorations ________________ ________________ 

Miscellaneous ________________ ________________ 

Total Expenses ________________ ________________ 

PROFIT/LOSS ________________ ________________ 
 

 

Approved on __/__ /__ 

 Motion # 

 

 


