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Virtual Meeting Participation Guidelines 

DRAFT DATE     2/3/2021 
Virtual Meeting Participation Guidelines 

Prior to the meeting: 

1. Obtain link for meeting and password (if you lost the link or need it again for some reason) from 
Chairperson (Dawn K. – dawnkdist4@gmail.com).   

2. Find a quiet location for your meeting that will have limited distractions and appropriate lighting (If you 
are sitting in front of a window, you may appear darkened or if a bright overhead light is on, you may 
not be seen).  You can test this out and adjust when you begin logging onto your meeting.  Position 
your camera at eye level to create a more direct sense of engagement. 

3. Have your agenda, minutes, and other documents ready to view on another device or printed hard 
copies.  If you are sharing content during the meeting, make sure you send the files to the designated 
person in charge of uploading files at least 3 days prior to the meeting. 

4. Please avoid multi-tasking during the meeting, including eating.  Your focused attention on the meeting 
is greatly appreciated.  If there is a need to take brief break, we ask that you disable the video during 
your absence. 

5. The meeting is being recorded strictly for the purposes of accurate recording of the meeting.  The only 
person that will have access to the recording is the Secretary (Deanna). 

 

Day of the meeting 

1. Meeting will open 60 minutes early to allow time for any tech issues and fellowship. Groups are given 
slots in which they can begin logging into the meeting by position.  Specifically, for AWSC meeting, the 
Officers can begin logging in at 7:30am, Coordinators at 7:45, and District Representatives at 8:00. 
Please try to log in as close to your time as possible to avoid a rush at the end. 

2. To help keep background noise to a minimum, please mute your microphone when you are not 
speaking.  The host has the option to mute participants should you forget.  If an individual becomes 
disruptive, you may be muted or removed from the meeting.  

3. The Chat function will be set up for Host-only messages during the meeting except for discussions. This 
is in an effort to meet the intentions of the Assembly guidelines in the Oregon Area Handbook. If you 
want to share on a topic, please use the Chat window to type in “Comment,” or if you have a question, 
please type in “Question” and you will be called on by the Moderator if you have Voice. Any added 
comments typed into the Chat window will not be read by the Moderator or Chair and will not be 
part of the recorded minutes for the meeting.  

4. To aide in limiting distractions for yourself and others, please disable your video when eating or when 
another enters the room. 

5. Please turn your phone and other devices off or on silent mode. If you dialed in or your video is off, 
please introduce yourself when called on and confirm you are the only person who can hear.  The 
meeting host can update your display name. 

6. Rename yourself according to your position by right clicking on your own video feed and selecting 
Rename: 

a. Group Representatives: DISTRICT NUMBER (TWO DIGITS), FIRST NAME, GR, GROUP (Example: 
04 Sue GR Set Free) 
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b. District Representatives: DISTRICT NUMBER (TWO DIGITS), FIRST NAME, DR (Example: 01 
Charlie DR) 

c. Coordinators, Officers, AIS Liaisons, Past Delegates, Audit/Budget: FIRST NAME, POSITION 
(Example: Jill Treasurer) 

d. Visitors: DISTRICT NUMBER (TWO DIGITS), FIRST NAME, VISITOR (Example: 05 Fred Visitor) 
7. When finished speaking, please indicate that you are finished by saying “I am done” or “Thank You” so 

everyone knows you are done. 

Tech Support during a Zoom Call 

There are many facets to a successful Zoom call.  We have identified specific roles that are needed.  This list is 
evolving, and suggestions are welcome. 

Meeting Chair:  Dawn (Chairperson) 
Role:  Facilitate the meeting as if we were in person.  Coordinate and electronically send out 

agenda for meeting. 
 
Secretary:   Deanna (Secretary) 
Role:  The meeting is scheduled to be recorded for accuracy.  Roll call on day of meeting. 

Capture attendance using Participants list. Coordinate and send electronically reports 
(Past meeting minutes, reports, etc.) to attendees prior to meeting. 

  
Thought/Task Force/Coordinators: Varies 
Role:  Send presentations to designated person. Send any handouts to attendees prior to the 

meeting. 
 
Moderator(s):       Dawn B, Dawn K 
Role: Handles questions via Chat and counting voting as needed.  These people shall instruct 

the Meeting Chair that someone has a question or that someone has called point of 
order. This is indicated through the chat window by typing “Comment.”  

 
 
Host/CoHost(s): Deanna, Bunny 
Role: Be available 1 hour before the meeting to greet people when they log into meeting.  

Start meeting. Use Polling to gather consensus when needed. Upload and screen share 
documents/presentations as requested by presenters. 

 
Tech Coordinator: Deanna 
Role: Create meeting and forward link to all participants.  Respond to email requests for 

meeting passwords.  Provide log in assistance to participants as they log into the 
meeting.   
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Treasurer‘s Report 
 

   
 
  

Jan 1 - Feb 7, 21 Budget $ Over Budget

1 Income  

2 Revenue

3 Group Contributions 1,858.68$           15,000.00$         (13,141.32)$        

4 Assembly Registrations -$                    1,000.00$           (1,000.00)$          

5 Cash Carried Forward 27,085.15$         24,000.00$         3,085.15$           

6 Total Revenue 28,943.83$         40,000.00$         (11,056.17)$        

7 Total Income 28,943.83$         40,000.00$         (11,056.17)$        

8 Expense

9 Delegate Fund

10 WSO ETF -$                    2,382.00$           (2,382.00)$          

11 Extra Day -$                    200.00$              (200.00)$             

12 Delegate Meeting -$                    600.00$              (600.00)$             

13 Delegate Travel -$                    1,000.00$           (1,000.00)$          

14 Delegate Miscellaneous -$                    500.00$              (500.00)$             

15 Total Delegate Fund -$                    4,682.00$           (4,682.00)$          

16 Working Fund Expense

17 Archive Rent -$                    780.00$              (780.00)$             

18 Area Travel Fund -$                    1,670.00$           (1,670.00)$          

19 Communicator -$                    50.00$                (50.00)$               

20 SSM Advance -$                    1,500.00$           (1,500.00)$          

21 Assembly/AWSC Rent -$                    3,000.00$           (3,000.00)$          

22 Insurance -$                    1,850.00$           (1,850.00)$          

23 Total Working Fund Expense -$                    8,850.00$           (8,850.00)$          

24 Assembly Allowance/Meal/Lodging

25 Officers -$                    1,750.00$           (1,750.00)$          
26 Audit/Budget -$                    350.00$              (350.00)$             
27 Coordinators -$                    2,600.00$           (2,600.00)$          
28 Past Delegates -$                    700.00$              (700.00)$             
29 Total Assembly Allowance/Meal/Lodging -$                    5,400.00$           (5,400.00)$          
30 Officers Expenses
31 Alternate Delegate -$                    50.00$                (50.00)$               
32 Chairperson -$                    50.00$                (50.00)$               
33 Secretary -$                    50.00$                (50.00)$               
34 Treasurer -$                    75.00$                (75.00)$               
35 AAPP Expenses -$                    150.00$              (150.00)$             
36 Total Officers Expenses -$                    375.00$              (375.00)$             
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37 Assembly Expenses
38 Assembly Workshops -$                    500.00$              (500.00)$             
39 Alateen Projects -$                    150.00$              (150.00)$             
40 CPC Projects -$                    600.00$              (600.00)$             
41 Forum Projects 99.00$                300.00$              (201.00)$             
42 Group Records Projects -$                    25.00$                (25.00)$               
43 Literature Projects -$                    300.00$              (300.00)$             
44 PI Projects -$                    1,000.00$           (1,000.00)$          
45 Technology Projects -$                    900.00$              (900.00)$             
46 Total Assembly Expenses 99.00$                3,775.00$           (3,676.00)$          
47 Coordinator Expenses
48 Alateen Coordinator Expenses -$                    500.00$              (500.00)$             
49 Archives -$                    100.00$              (100.00)$             
50 CPC Coordinator -$                    50.00$                (50.00)$               
51 Forum -$                    100.00$              (100.00)$             
52 Group Records -$                    25.00$                (25.00)$               
53 Literature -$                    100.00$              (100.00)$             
54 Public Information -$                    50.00$                (50.00)$               
55 Technology Coordinator -$                    25.00$                (25.00)$               
56 Website Coordinator -$                    350.00$              (350.00)$             
57 Total Coordinator Expenses -$                    1,300.00$           (1,300.00)$          
58   Northwest Regional Delegate Meeting
59 Past Delegates -$                    1,000.00$           (1,000.00)$          
60   Total Northwest Regional Delegate Meeting -$                    1,000.00$           (1,000.00)$          
61 Other Expenses
62 Alateen Sponsor Workshop -$                    600.00$              (600.00)$             
63 Audit Budget Extra Day + Exp 17.10$                50.00$                (32.90)$               
64 Contingency Fund -$                    1,000.00$           (1,000.00)$          
65 Equipment Supplies -$                    50.00$                (50.00)$               
66 Handbook Update -$                    50.00$                (50.00)$               
67 Transition Fund -$                    200.00$              (200.00)$             
68 WSO Donation -$                    400.00$              (400.00)$             
69 Total Other Expenses 17.10$                2,350.00$           (2,332.90)$          
70 Total Expense 116.10$              27,732.00$         (27,615.90)$        

71 Cash Balance as of 02/07/2021 28,827.73$         12,268.00$         16,559.73$         
72 Ample Reserve 8,000.00$           8,000.00$           -$                    
73 Available Cash 20,827.73$         4,268.00$           16,559.73$         

Remember to put all three items on checks: Donations Payable to Oregon Area AFG
District Number Send to: Barb B
WSO Group Number Request Mailing address by e-mailing:
Group Name treasurer@oregonal-anon.org
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Trustee Selection 
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CAI’s 
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Oregon Area Election Procedure 
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Oregon Area Election Procedure Continued  
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Service Resume 
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Service Resume Continued 
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Recommendations for Change Procedures for the OAH 
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Recommendations for Change Procedures for the OAH Continued 
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OAH Change Procedure 
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Website Statistics 

Website Coordinator AWSC Report 

 
Website Committee: Julie G., Bunny G., Sue B., Deanna M. 

Email 
 Oregonal-anon.org blocklisted by Yahoo.com and Charter.net 
 Options - **Just information**we do not need to make any decisions right away 

 

Option Description Pros Cons 

Slack 
https://slack.com/ 
 

Online chat 
platform 

 *Free version 
 *Up to 5000 users 
 Secure  
 Ability to search through 

chat history 
 Voice and video calls 
 Share files 
 Set up channels for 

different purposes 
(example:  alldrs 
channel) 

 Fun 

 Learning new 
software 

 5 GB file storage on 
Free version 

 10 GB file storage 
with a Standard Plan 

 

Stop using our 
domain for email 
forwarding 

Instead of 
forwarding 
email from 
oregonal-
anon.org we 
use our own 
emails 

 Many email services are 
free 

 We can import contacts 
and groups from a file 

 The AWSC roster could 
serve as the data for our 
file 

 Each AWSC member 
gets to choose their own 
level of anonymity by 
choosing the email 
address of their choice 

 Everyone in AWSC 
would need to sign 
up for an email 

 Everyone would 
need to import a 
contacts list file to 
create groups 

 Members may need 
help importing the 
file as different email 
programs will do it 
differently 

Any Others? 
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Website Launched 
 Completed after Nov 2020 Assembly 
 Analytics: 
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Website Statistics Continued 
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Website Statistics Continued 
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Website Statistics Continued 

 Stats: 

Meeting Updates 
 

Total online meeting links changed/updated 33 

D4 6 

D9 3 

D10 21 

D15 3 

Total District descriptions corrected 1 

D12 1 

Meeting page questions received via email 3 

D7 1 

AIS Links (D9, D10, D11, D12, D17) 1 

Alateen 1 

Total meetings changed to suspended 7 

D10 7 

Events 
 

Total Events added/updated 24 

D9 1 

D2 2 

D11 4 

D10 1 

AWSC/Assemblies 12 

Manual Discussion Groups 4 

Informational Questions 
 

Total informational questions 4 

Address to send donations 1 

Unable to find Events List 1 

Online Alateen meetings 1 

Can we take ETF payments 1 

Email 
 

Total Email Forwarding changes/questions 2 

Total Email bounce questions 2 
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OAH Flyer Guideline Continued 
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Discussion Regarding Service by Dual Members  
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Discussion Regarding Service by Dual Members Continued 
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Discussion Regarding Service by Dual Members Continued 
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