GALAA Rainbow Club
Standard Operating Procedures

Reference to: Bylaws, Section C (GOVERNMENT), Paragraph 9
Club Business by E-mail
The Board of Directors of the GALAA Rainbow club may conduct business by e-mail only if:

· The matter is not one which is identified in the bylaws as requiring specific advance notice.

· The matter cannot reasonably wait to be addressed at the next regularly scheduled meeting of the Board.

· The matter does not require expenditure of more than $250 of club funds.

· The following guidelines are met:

1. An e-mail notice is sent to all members of the Board of Directors at least three days prior to action and is clearly identified as an item requiring Board action;

2. Such notice is sent by the President (or in his/her absence, the Secretary);

3. Approval requires a response from a majority of the Board (which can be supported by a phone conversation with the person who sent the notice);

4. All e-mail responses should be made as “Reply All” so as to copy all Board members with each e-mail response;

5. The results of the request for Board action shall be forwarded to all Board members by e-mail as soon as practical;

6. The action and outcome must be reported at the next regularly scheduled meeting of the Board of Directors.

Adopted September 9, 2007

Reference to: Bylaws, Section E (FINANCIAL POLICIES), Paragraph 1
Purchase of Literature and Materials for Approved Groups

The GALAA Rainbow Club is responsible for maintaining an adequate inventory of literature and materials for groups that have been approved by the Board of Directors to meet at the club. Reimbursement by the club for such expenditures is limited to those that are reasonable and prudent. The General Service Representative (or equivalent) for the group must approve any purchase of literature or materials before they are made on behalf of that group.

“Literature” includes pamphlets and texts sanctioned by the fellowship with which the group is affiliated. Texts are to be used to conduct approved meetings, and a limited number of additional texts may be kept on hand to sell to persons attending meetings at the club.  All literature sold must be recorded on the payment envelopes provided, either separately or as part of the financial record of the meeting where the sale occurred. These funds will be accounted for as general club revenue rather than being credited to individual groups.
“Materials” includes medallions, key tags and similar tokens used by the affiliated fellowship to recognize length of recovery. All other materials must be approved by the Board of Directors prior to purchase if the group seeks reimbursement from the club for such expenditures.

If a new group agrees to comply with all House and Ground Rules, the GALAA Rainbow Club can advance up to $100 for qualified expenditures as described above. The Treasurer may advance up to an additional $100 subject to approval by the Board of Directors at its next meeting.

Provided an approved group continues to comply with all House and Ground Rules, the GALAA Rainbow Club can reimburse up to $100 of qualified expenditures per calendar quarter for each approved group. The Treasurer may reimburse up to an additional $100 subject to approval by the Board of Directors at its next meeting.
Adopted December 16, 2007
Reference to: Bylaws, Section D (OFFICERS), Paragraph 2

Job Title: Facilities Coordinator

SUMMARY: This position is volunteer position that is intended to identify a point person with facility coordination experience to ensure routine preventative maintenance and minor repairs are assessed and completed/coordinated as needed.

ESSENTIAL RESPONSIBILITIES include the following as well as other duties may be assigned as identified by the Club Board.

· Coordinates minor repairs around the building. (All Major repairs over $100.00 are performed by the landlord.

· Facilities Coordinator coordinates through the Club President and communicates with the landlord (or representative) to report repairs needed. 

· Schedules preventive maintenance procedures and maintains records of scheduled procedures.

· Responds to emergency maintenance requests as required (via the RRC Board).

· Assists with repairs pertaining to plaster and dry walling, and paints building structures as needed.

· May obtain estimates for supplies, repair parts; orders parts as needed. Board approval is needed for any expense over $100.00.

Note: As compensation Facilities Coordinator position as afforded Member standing (must meet conditions of membership).

Adopted April 27, 2014

