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Host Committee Information

The Host Committee Sugaested Planning
Worksheet includes tasks that are needed
for all events. Your Area(s) may also have
other things consider, such as:

Registration

* Will members be able to pre-register?
If so, how?

- Is a post office box needed?

» |s a separate bank account needed?

Hospitality
+ Will the facility allow food to be brought in?
» If not, what are the options for breaks and meals?

Publicity

* Will the event flyer and/for registration form be available on an
Area Web site or by e-mail?

Resources for Host Committee:

- Host Committee Suggested Planning Worksheet
+ Flyer Template

» Sample Agendas
» Event FAQ sheet

« TEAM logo with text
low resolution / high resolution

+ TEAM logo without text
low resolution / hiagh resolution

Privacy Statement
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‘How can my Area participate

The items below are intended to generate discussion; your Area may
also have additional things to consider.

Discuss hosting an event with your Area, make a commitment to attend
the event, and decide the details. Then submit aTEAM Event Request Form!

Will my Area host this event alone or invite one or more Areas to host
with us? Things to consider:

UThe hosting Area(s) and the WSO plan the event together.

QThe hosting Area(s) can invite other Areas to attend the event.

When will the event be held? Things to consider:

W How long will the event be? Six hours is the minimum and eight hours
the maximum time,

QWill it take place over one or two days?

QWhat is the best date? What is a good alternate date?

Where will the event be held? Things to consider:

A Does the facility have adequate general session space?

A Is space available if we want smaller breakout sessions?

A Is the facility centrally located and easy to find?

Qs audio visual equipment—microphones, screen, LCD, etc.— provided
by the facility?

@ Are there hotels nearby for attendees who are staying overnight?

Q Are there restaurants nearby?

QWill the sessions be translated into Spanish or French?

QU Will the Area offer a meal package option?

QWill the Area charge a registration fee to cover the cost of the facility and
other host expenses?

What topics are of interest in my Area? Things to consider:

OThe agenda will be a collaborative effort between the hosting Area(s)
and WSO.

Who will serve as the Host Committee Chairman? Things to consider:

U Does the member have event planning experience? Area service
experience?

U Does the member work well with others?

U Does the member generate enthusiasm?

Cl Is the member able to select and oversee subcommittee Chairmen:
publicity, registration, hospitality, set-up, etc.?

O Does the member have adequate time available to perform the duties?
Is the member available for scheduled calls during WSO business
hours?



Date of Event

Number of Participants Expected

Area(s} Hosting Event

Areas Participating

Facility Name

Address

City Siate/Province Zip/Postal Code

..... R R DR A
(Registration, Hospit Publicity are suggested others may be included)
1. Subcommittee 4. Subcommitiee
Chairperson Chairperson

3. Subcommittee 6. Subcommittee

Chairperson Chairperson

Suggested Host Committee (HC) Checklist for Planning the Event

Additional tasks may be assigned by the Area.
Six Months Before Event, Date;

4%

e

Finalize the contract with facility {if not HC Chair and other AreaTrusted
already done) Servanis needed to sign contracts

HC Chair makes initial contact with WSO | WSOTask Foree {TF) Chair will
contact HC Chair

Discuss flyer template HC Chair and TF Chair

Final review of flyer HC Chair and TF Chair

Discuss options for sale of literature HC Chair and TF Chair
including use of local LDC and WSO
consignment policy




Five Months Before Event, Date:

e

Coordinate housing and travel TF Chair with assistance from
arrangements for WSO attending HC Chair

Make arrangements for equipment HC Chair with assistance from
TF Chair

Four Months Before Event, Date:
g} ey bt

Finalize logistics, audiofvisual needs, and HC Chair andTF Chair
handouts for WSC presentations:
WSO Presentations

1.
2.
3.

Area Requested Presentations
1.

2
3.

4,

Three Months Belore Event, Date:
i S

Finat check on arrangements for any HC Chair with TF Chair
special equipment coordinated

i
|
i
i
i
i

One Month Before Event, Date:
Fi

Two Weeks Before Event, Date:

One Weelk Before Event, Date:

Finali n




CHok hore 10 580 some sxamules of Memes & loge

Brief description of the event

Areals) hosting

Datels) Time

Registration information including:
Mailing address
Registration deadline

Housing options

Place

Price and payment options
Translation {if applicabie)}

Meal options

Additional information and updates: Web site

Contact information — phone/person, e-mail,

Note: Using colors that can be printed in grayscale is recommended
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Friday
PM

7:00
7:15-8:30

Saturday
AM
9:00-10:15

10:15
10:30-12:00

12:00-1:00
PM
1:00-2:00
2:00-2:20
2:20—3:30
3:30
3:45-5:00

5:00-6:30
6:30-8:00

Sunday
AM
8:00-8:00
9:00-10:00
10:00-10:15
10:15-11:30

Opening and Welcome
Area Service Workshop
General Session followed by Breakout sessions

Introduction of W30 TEAM members
& Personal Sharings
Break
Giving~-Your Spirituz! Link To Gratitude: Al-Anon
world services in action
Lunch

WSO Presentation (Trustee Search)

Break

Area Service Workshop/Presentation

Break

W50 & Area Service Workshop/Presentation

Banguet
Ares Service Workshop/Presentation/ Skit

Breakfast

WSO Presentation (Area’s request)
Break

Taking It Home

#1 SAMPLE FULL WEEKEND TEAM EVENT AGENDA

Host Committee Chair
Host Committee Chair

Host Committee Chair &
WSO TF

WSO TF member

W50 TF. member

Hosting Area members

WSO TF and Host Commitiee

WSO TF and Host Committee

WSO TF member

Host Committee Chair in
partnership with WSO TF

#2. SAMPLE ONE DAY, 7-8 HOUR TEAM EVENT AGENDA (1 DAY)

Time

PM

1:00
1:15-2:15

2:15
2:30-4:00

4:00

4:15-5:45
5:45-7:00
7:00-8:00
8:00-9:00

Event

Opening and Welcome

Introduction of WSO TEAM members
& Personal Sharings

Break

Giving—Your Spiritual Link To Gratitude: AlAnon

world services in action

Break

WSO Presentation (Trustee Search)

Dinner Banguet

WSO Presentation (Area’s request)

Shared Presentation

Host Committee Chair
Host Committee Chair &
WSO TF

WSO TF member

WSO TF member

WSO TF member
Host Committee Chair in
partnership with WSO TF



#3 SAMPLE 6.5 — 7 HOUR TEAM EVENT AGENDA (OVER 2 DAYS)

Saturday
AM

12:00
12:15-1:15

1:15
1:30-3:00

3:00

3:15-4:45
4:45-5:45
5:45-7:00
7:00-8:30

Sunday
AM
&:00-8:00
9:00-10:00

10:00
10:15-11:00

11:00-11:30

Time
AM

8:00
8:15-9:15

915
9:30-11:00

11:00-11:30
11:30-1:00
PM
1:00-2:3C
2:30
3:00-4:00
4:00-4:30

Opening and Welcome

Introduction of WSO TEAM members
& Personal Sharings

Break

Giving—-Your Spiritual Link To Gratitude: Al-4non

world services in action

Break

WSO Presentations {Trustee Search)

WSQ Presentation (Area’s request)

Dinner

Area Service Workshop/Presentation

Participants sharing in small breakouts

(Gr's, DR's, Coordinators etc.)

Breakfast
WSO & or Area Service Workshop/Presentation

Break
WSO & or Area Service Workshop/Presentation

Wrap-up

(HELD IN ONE DAY)
Event

Opening and Welcome
Introduction of WSO Task Force
& Personal Sharings
Break
Giving—-Your Spiritual Link To Gratitude: A-anon
world services in action
W30 Presentation (Trustee Search)
tunch

WSO & Area Service Workshop/Presentation
Break

WSO Presentation (Area’s requast)

Taking it Home

Host Committee Chair
Host Committee Chair &
WSO TF

WS0 TF member
WSCQ TF member
WSO TF member

Hosting Area members

WSO TF &/or Hosting Area
members

WSO TF &/ or Hosting Area
members
Host Committee

#4 SAMPLE ONE DAY, 6 + HOUR TEAM EVENT AGENDA

Host Committee Chair
Host Committee Chair &
WSO TF

WSO TF member

WSO TF member

WSO TF & Hosting Area members

WSO TF member
Host Committee Chair in
partnership with WSO TF
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I\od 10 FAQ is Frequen?’ke

What is aTEAM event?

ATEAM event is a partnership between an Area(s) and the World Service Office (WSO), with
the aim of providing an opportunity for Al-Anon and Alateen members to learn more about
service and the Al-Anon program. The Area and WSO Task Force work together to plan an agenda
of workshops and presentations that address the Area’s specific needs and expand members’
understanding of our worldwide fellowship. TEAM events are sponsored by the Area(s) and the
WSO,

How is the name for the TEAM event created?

The acronym TEAM stands forTogether Empowering Al-Anon Members, When we work together
we can do that. The WS0 contribution to the name is the TEAM logo, with or without the three
languages. The logo identifies the event as one where the Area(s) is partnering with the WSO. The
partnering Area(s) can personalize the event name by including one or more nouns either before
or after the TEAM logo. Examples of TEAM names are available on the TEAM Host Committee page
on the Members” Web site.

TEAM Event Reguest Form

Where do we get the TEAM Event Request Form? ‘
TheTEAM Event Request Form is available on e-Communities and the Members’ Web site.

When? How many dates do we need to give?

An alternate date should be supplied, whenever possible. Your Area’s preferred date will be
given first consideration, then the alternate date. Choosing an alternate date before the form is
submitted can save time if your first choice is not available for the WSO.

Where? Does the event have to be held at a hotel?

The event can be held at a hall, a hotel, etc.—any facility that will accommodate the number of
attendees expected by the Area. AIITEAM event presentations developed by the WSO are held in
the general session room. Areas also have the option to include Area-developed workshops that
can take place in smaller break-out rooms.

When deciding on a facility, Areas consider the needs of the members, the cost of the facility,
and how it is being paid for. TEAM events not held in a hotel need to have a hotel within a short
walking distance for the WSO Task Force and other out-of-town attendees.

Who? Can a district host the Areas TEAM event?
The Area selects the Host Cornmittee Chair; a district could serve as Host Committee, with the
Area's approval.

Can a district partner with the WSO for aTEAM event?
Each Area may submit one TEAM Event Request form annually. Due to special circumstances,



such as language, a populous district, etc., an Area could agree that a district pariner with the
WSQ, instead of the Area. In such cases, the district would coordinate the event with the Area, and
submit the TEAM Event Request form with the required Area signatures.

Can we request the WSO Task Force that we want?

The Area requests the topics it wants; but not the membership of the Task Force. The WSO Task
Force is assigned by the Chairman of the Board and Executive Director, based on the number of
TEAM events assigned, availability, and expertise in the topics requested.

Does someone from WSO do a site inspection?

No, the Area Is responsible for the site. The WSO will work with whatever space the Area
can provide. The site should be able to accommodate all attendees in a general session room;
breakout rooms are optional.

Can we pick our own topics?

The Area and WSO select the agenda topics. For its portion of the agenda, the WSO has already
selected two presentations forTEAM events: “Giving—Our Spiritual Link to Gratitude— Al-Anon
world services in action " and “Trustee Search,” plus 2 fifteen minute talk by each of the three
W50 Task Force members,

What kind of topics can we choose?
The additional topics are up to you; the Area Assembly or AWSC meeting discusses what
topics would be beneficial to members in the Area. If the Area is not sure what presentation or
workshops to ask for just enter a description of the topic on the TEAM Event Request Form. After
being selected for aTEAM event, the Area Delegate(s} and Area Chair(s} will have the opportunity
to discuss details about the topics (in a conference call) with the assigned WSO Task Force. The
Host Committee Chair is also invited to listen on the call. Once the topics are selected, the Host
Committee Chair then works with the W30 Task Force to finalize the presentations and workshops.
The WSQ has prepared a list of suggested topics that are available; however, other topics can be
developed for an event.

Host Committee

Who keeps in touch with WS0?

Once the topics are established, the Host Committee Chair communicates with the staff member
assigned to the WSOTask Force, The staff member then discusses all information with the other
WS0 Task Force members.

What does the Host Committee Chair do?

The Host Committee Chair may be assigned tasks by the Area in regards to the facility,
registration, and other Area-related responsibilities. The Host Committes Chair also works with the
WSO Task Force. See the Host Committee Suggested Planning Worksheet for details.

Are Host Committee Chairs elected or appointed?
That is up to the Area to decide.



Planning after TEAM Event is confirmed

The Host Committee Suggested Planning Worksheet has a six month timeline. Can we begin
planning before that time?

The six-month timeframe is for the portion of the event for which the Area and WSO share
responsibility. The Area may begin planning for things that are the sole responsibility of the
Area, such as selecting the Host Subcommittees at anytime. If an Area feels the need to put out
a save-the-date type of notice before the six month timeframe begins, they can e-mail the WSO
Meeting Planner the proposed TEAM event name for WSO approval.

Due t0 the anticipated number of TEAM events requested per year, the WSO staff and
volunteers may be assigned to more than one event per year. Serving as the WSO Task Force
person on oneTEAM event at a time provides customized Area attention for each TEAM event.

Can the Area invite members from other Areas?

The partnering Area(s) determines if the event will be open to members outside of that

Area(s}, depending on the number of attendees the facility can accommodate and the expeacted

attendance from the partnering Area(s) or district. Notice of the TEAM event can be posted in
The Forum calendar page on the Members’ Web site. Parinering Areas can post a link to their

TEAM registration form on their Area Web sites.

Is there a limit on the amount of the registration fee?

The Area can charge a registration fee to cover the facility and other host expenses—
pubiicity, name tags, etc. When charging a fee, consider that a high registration fee may result
in fewer members being able to attend.

If there's money left over after the event, is the money split between the Area and the WS0Q?
When a registration fee is charged, the amount of the fee would be calculated to cover the
Area’s expenses for the event. Any excess funds from the registration fee could be donated to
the WSO to cover expenses; however that is not required. TEAM events are not intended to be

fundraising events.

Can the TEAM loge be used on TEAM event commemorative items?

Commermmorative items of events are popular in some Areas. When considering a
commemorative itern the Area should discuss the purpose of the item. Will the item be given
to all registered attendees as a keepsake of the occasion? Will it be sold 1o raise funds in an
attemnpt to reduce the registration fee or to cover convention expenses? If the intent is to have
a fundraising item, the Area may want to consider past WSO experience with the Regional
Service Seminars where frequently the local hosting Area’s fundraising efforts were not
successiul when selling commemorative items such as t-shirts, mugs, stc.

Areas can use the TEAM logo, either in the original colors or in black and white, on one
commemorative item, e.g. an Ares has used the TEAM logo on a TEAM event commemaorative
nametag holder. Areas that use the TEAM logo on a commemorative item should keep in
mind that if the item is a bag for event handouts, information from the Chamber of Commerce
or local Convention Bureau materials should not be placed in the bag as that could imply
affiliation.

Areas that decide to sell commemorative items should not pressure attendees to purchase
the items and should limit the sales to before or after the event so that members are able to
attend all event sessions. In keeping with the spirit of the event, it is suggested that Areas focus



-on the aim of the event, which is to partner with the WSO to provide local Al-Anon and Alateen
members an opportunity to learn more about service and the Al-Anon program.

The TEAM Event Agenda

Who facilitates the TEAM event?

The Area may want to select a member to facilitate the event or share that responsibility with
the WSQ.

if we hold a TEAM event with an Area workshop day could we alternate Area workshops and
TEAM presentations/workshops?

Areas can extend a TEAM event beyond the six-to-eight hour time pericd by adding one or
more workshops that the Area will be solely responsible for. The WSO Task Force will work
with the Host Committee Chair to determine how the agenda will reflect the additional Area
workshops and presentations.

Can we include a spiritual speaker on the agenda at our TEAM event? :
TEAM events do not include a designated spiritual speaker on the agenda; however the
Area(s) can work with the WSO 1o create workshops that emphasis the spiritual aspect of Al-
Anon.
TEAM events were created to replace the old Regional Service Seminars (RSS) due to lack
of attendance at those events. The aim of the new TEAM event is for the Area(s) and WSGC
to partner together to develop an agenda to provide Area Al-Anon rembers the opportunity
to learn more about service and the Al-Anon program. While some of the format of the old
RSSs appears to remain- such as presentations, workshops, and WSO speakers- the focus and
content of those agenda items has evolved and become more versatile. TEAM events strive {o
tink the spirttuality of the Al-Anon program and service.

Who is responsible for transiation and handouts, and who provides the equipment needed for
presentations?

Presentation handouts other than guidelines or other Al-Anon service tools would be printed
tocally by the Area, at the Area’s expense. Arrangements can be made for the WSO te bring an
LCD for presentations, when needed. The WSO can also bring a limited amount of translation
equipment; the Area would provide the volunteer translators. The Area is responsible for ali
other equipment that may be needed, such as microphones, easels, etc.

Additional guestions
If the TEAM event is held before or after another event, such as an Assembly or Convention,
can we invite one of theWS0 Task Force members to speak or give a presentation at the
Assembly or Convention?

The Area would submit the invitation through the regular process for inviting the WSO to
speak. Any added expenses—additional night at hotel, meals, etc.—would be paid by the Area.





