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Introduction 
The suggestions we offer in this manual come out of the experience, strength and hope of those who have gone 
before us in the fellowship. These are only suggestions; we admit we know only a little. This manual is, and will 
undoubtedly always be, a work in progress. Any RCA member desiring a change in any of the provisions of this 
manual is encouraged to contact the RCA WSO Board of Trustees with a request for that change. In the event the 
Board disagrees with the request, the member is welcome, and encouraged, to bring the request before the 
voting delegate body at the next annual business meeting. 
 

Mission Statement:   

The RCA WSO Board of Trustees primary purpose is to carry the message of Recovering Couples 
Anonymous to all couples who still suffer.  To ensure that changes within come only as a response to the 
needs and wants of all and not the few; being guided by the will of our Higher Power and using the 
principles established in the Traditions. 
 

 Vision Statement: 

Our vision is a world where couples have the opportunity to find the spiritual tools and fellowship they 
need to create a safe, loving, committed relationship that flourishes.  



RCA WSO Policy & Procedure Manual 

Updated through June 3, 2014  Page 2 of 25 

Table of Contents 
Introduction ..................................................................................................................................... 1 

Table of Contents ............................................................................................................................. 2 

Policy and Procedure Manual (PPM) To Be Posted On-line ................................................................ 4 

RCA World Service Organization Board of Trustees ........................................................................... 4 

Trustee Guidelines ................................................................................................................................................. 4 

Board of Trustees Meetings ................................................................................................................................... 5 

Board of Trustees – Officers .................................................................................................................................. 5 

Board Chair ........................................................................................................................................................ 5 

Vice-Chair ........................................................................................................................................................... 7 

Secretary ............................................................................................................................................................ 7 

Treasurer ............................................................................................................................................................ 8 

Trustee Service Positions: ...................................................................................................................................... 8 

Service Coordinator ........................................................................................................................................... 8 

Card Writer: ....................................................................................................................................................... 9 

Committees ........................................................................................................................................................ 9 

Executive Committee ......................................................................................................................................... 9 

Committee Guidelines ....................................................................................................................................... 9 

Committee Chair Responsibilities .................................................................................................................... 10 

Standing Committees (in alphabetical order): ..................................................................................................... 10 

Annual Convention Committee(s).................................................................................................................... 10 

Ethics Committee ............................................................................................................................................. 10 

Growing the Fellowship ................................................................................................................................... 10 

Hand-In-Hand ................................................................................................................................................... 11 

Literature ......................................................................................................................................................... 11 

Outreach .......................................................................................................................................................... 11 

Seventh Tradition Committee .......................................................................................................................... 11 

Structure .......................................................................................................................................................... 11 

Technology ....................................................................................................................................................... 11 

RCA Concepts of Service ................................................................................................................. 12 



RCA WSO Policy & Procedure Manual 

Updated through June 3, 2014  Page 3 of 25 

Other WSO Policies ........................................................................................................................ 13 

Policy on Insurance for RCA ................................................................................................................................. 13 

Convention Resources and Materials .................................................................................................................. 13 

Retention of the 3rd Edition ................................................................................................................................. 13 

Convention Banner Policy .................................................................................................................................... 13 

Literature Translation Policies and Procedures ................................................................................................... 13 

Privacy and Confidentiality .................................................................................................................................. 14 

Process for pre-paid Visa card ............................................................................................................................. 14 

Web Translation Policy ........................................................................................................................................ 15 

Web Procedures ................................................................................................................................................... 15 

New Group: ...................................................................................................................................................... 15 

Deleting a group: .............................................................................................................................................. 16 

Moderating the forum ..................................................................................................................................... 16 

Website Login .................................................................................................................................................. 16 

Delegate Sign-In Procedure at Annual Business Meeting (ABM) ........................................................................ 16 

Document Retention Policy ................................................................................................................................. 17 

RCA-WSO Meeting Posting Policy ........................................................................................................................ 20 

Policies and Procedures for RCA Literature ......................................................................................................... 20 

Other Policies and Contracts ........................................................................................................... 24 

Copyright License ................................................................................................................................................. 24 

Convention Guidelines ......................................................................................................................................... 24 

Literature Submission Contract ........................................................................................................................... 24 

Board Members ............................................................................................................................. 25 

 



RCA WSO Policy & Procedure Manual 

Updated through June 3, 2014  Page 4 of 25 

Policy and Procedure Manual (PPM) To Be Posted On-line 
(Fellowship approved October 2010 ABM - Directly from the RCA Bylaws) 
The Board of Trustees shall establish, publish, and maintain a Policy and Procedure Manual (PPM) in accordance 
with the following requirements: 
 

1. RCA’s PPM shall be available on-line in the members-only portion of the website. 
2. The Board shall keep the PPM current with all changes and additions that are adopted by the Board. 
3. This provision shall not invest the Board of Trustees with any additional authority other than that 

delegated to it by specific provisions of the bylaws. The Board of Trustees is subordinate to the 
Fellowship. The Board is required to comply with the provisions of Robert’s Rules of Order unless a 
specific provision of the bylaws provides otherwise. 

4. The policies and procedures adopted by the Board shall comply with the various provisions of federal 
and state law governing the operations of the RCA World Service Organization including: federal law 
applicable to tax exempt organizations; Missouri law applicable to nonprofit corporations; all other laws 
applicable to the business operations of the RCA World Service Organization. 

5. Consistent with the status of the Board of Trustees as a subordinate board, the Fellowship shall have the 
right to modify or invalidate any policy or procedure adopted by the Board of Trustees. The Fellowship 
may exercise this authority by majority vote of the Fellowship taken at the annual business meeting or 
by means of vote by mail.  

6. The Board shall retain on the website the original text of any policy and procedure that has been 
superseded by any new or modified version of same.  

RCA World Service Organization Board of Trustees 

 Trustee Guidelines  
(Board approved:  June 2012) 
Following are guidelines for new couples stepping into the position of Board Trustee for the RCA fellowship:  
 
The Board (a maximum of nine voting couples and two alternate non-voting couples, or a minimum of four voting 

couples) meets monthly via Skype or telephone. If unable to attend a scheduled meeting, please notify the chair 
a week before. If you have a Board service position or assignment, please find someone willing to represent you. 
All Board couples will have a contact list for those currently serving on the Board. Identity information of Board 
members is required under some state and federal laws. This is NOT an anonymous position. We do our best to 
maintain anonymity during meetings and discussions to honor our traditions.  
 
The Executive Board consists of the chair, vice-chair, secretary and treasurer. This is a core group and may be 
required to meet in an emergency. These positions are essential parts of a functioning whole, and if unable to be 
at a meeting, again, please find someone who will stand in for you (e.g., take notes, present a report or progress 
notes).  
 
Email votes and discussions may be necessary at other times. It is important to read, consider, and respond to 
issues. Minority opinions are honored, and voicing them will help the Board to create an informed group 
conscience. 
 
The annual business meeting requires attendance of all serving Board members (virtual attendance is allowable 
if necessary). The Board also schedules an annual retreat-style, two day meeting in person. Attendance in 
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person is highly recommended. If that is not possible, please be willing to reserve the weekend and attend 
virtually. This is the opportunity for the Board to work on the projects and goals for the year, and to help create 
and strengthen the working relationship of the group.  
 
Serving as a couple can be a challenging but very rewarding experience. There are couples (present and past 
Board members) that are willing to be service sponsors.  
 
We encourage Board couples to stay in touch and to keep current with the rest of the Board. If there is an issue 
or struggle, or if your coupleship is not able to participate in Board service, please email the Chair and let them 
know. If you do need to resign from the Board, please advise the Chair first. This will give the Board a chance to 
prepare for the shift in the quorum and they will follow up with it officially at the next meeting. The WSO board 
is a close-knit group, and other Board couples can offer you prayers and support. . 
 
It is suggested that all Board members serve on a committee while on the Board. Committees need to have the 
ongoing presence of a Board member/couple. Board volunteers need to be active participants and listeners in 
the work that is being done by committees. This also enhances the connection of the Board with committees 
and the flow of knowledge from year to year. It also helps Board members to gain other perspectives.  

Board of Trustees Meetings  
Location and times: Board meetings shall be held on the second third (eff. Sept 2012 meeting) Sunday of the 
month.  One face-to-face meeting shall be held midterm, the location being a future convention site, if possible.  
The Fellowship’s Annual Business Meeting will be held on Friday before the annual RCA Convention. 
 
Readings at Beginning of Board Meetings:  All meetings of the RCA Board of Trustees will begin with the reading 
of the RCA Board of Trustees Mission Statement and Vision Statement.  

Board of Trustees – Officers 
Officers of the Board of Trustees consist of a Chair, a Vice-Chair, a Secretary and a Treasurer.  
Service as WSO Board of Trustees’ Officer: 
(Fellowship approved July 2011 ABM) 
During a term on the Board of Trustees, there shall be no restriction on any Board member from holding the 
following positions for more than one year: Chair, Vice-Chair, Treasurer, or Secretary. 

Board Chair 

 Presides at all Board of Trustees meetings.   

 Currently, meetings are held the second Sunday of the month via Skype. 

 Creates Agenda 

 Assembles reports from contractors for Board meetings 

 Receives and includes committee reports from Vice Chair 

 Connects trustees, contractors and fellowship via Skype / conference call 

 Posts agenda and meeting information on the business forum 

 Presides at the annual R.C.A.C. and throughout the Annual Business Meeting (the outgoing Chair shall 
preside throughout the R.C.A.C. and at the first meeting of the new Board directly after the convention). 

 Signs papers and documents as needed upon proper authorization by the Board. 

 Creates or designates creation of E-News for fellowship – current fellowship request is one to two times 
a month 

 Creates or designates creation of Surveys as needed to gather RCA information 

 Connects with following contracted service providers on a regular basis: 
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 Bookkeeper – Most information goes through the treasurer.  The Chair is responsible for signing 
legal documents, and providing a current list of the active Board of Trustees with legal names, 
addresses and contact information.  

 
 

 Merchandise service provider – Currently (2011-12) meeting once a week regarding status of 
changes, orders, upgrades and projects. 

 
 

 Communications provider – Currently meeting once a month regarding updates and Board decisions 
that affect the position 

 
 

 Web contractor – Most information goes to the Technology committee.  The Chair is responsible for 
helping with updates and changes, especially regarding the RCA website Literature and Audio Store. 
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 Virtual Office Coordinator – (Established November, 2012) Maintains the RCA WSO virtual office, 
facilitates with ABM and Board turnover and coordinates with committees. 

 

Vice-Chair 

The Vice-Chair shall:  

 Perform all the duties of the Chair in the absence of the Chair  

 Become Chair in case the Office of Chair becomes vacant. In such case a new Vice-Chair shall be elected 
from the subsequent members of the Board to fill the remainder of the term 

 Maintain communications with all committees.  

 Use the Committee-Chair email to notify committees of Board requirements and upcoming  meetings, 
projects and decisions 

 Assemble reports from committee chairs and submit them to Chair to be included in Board meetings 

 Recommend changes, updates or deletions of committees 

 Attend committee meetings when possible or delegate other trustees to attend. 

 Maintain list of committee chairs, email addresses, and meeting times (this task will become electronic 
with new web site) 

 Lead the creation and retention of committee policies, missions and projects in the administrative 
section 

 Inform Technology committee of changes in committee chairs or email requirements (will be automated 
with new web site) 

 

Secretary 

The Secretary shall: 

 Keep, or cause to be kept, an accurate record of all minutes of all Board meetings and R.C.A.C. business 
meetings (currently held on the second Sunday of each month) 

 Submit minutes to Chair for Board approval 

 Send approved minutes to website for posting in pdf format 

 Maintain the action item list of the Trustees to ensure that all action items are dispatched appropriately.  

 Submit an updated status report to the Board each month (trustees will notify the secretary of status) 

 Assist in the organization and retention of documents and legal papers in the web site administrative 
archive  

 Attest to all official business as required by the Board or by law.  

 Receive, compile and disseminate email from the fellowship on issues needing fellowship input 

 Compile and create the Annual Report for the Annual business meeting 

 Ensure copies of the Annual Report and any other fellowship documents are made and available at the 
Annual Business Meeting 
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Treasurer 

The Treasurer shall: 

 Connect with the contract service providers (Bookkeeper, Communications, Web, and Merchandise) 
with instructions for submitting invoices: 

 
Doris Laux (Bookkeeper)   E-mail Address:  morimotoco@yahoo.com 
Bob Petitti (Communications)  E-mail Address:  rppetitti@aol.com 
Shannon Nichols (Web)   E-mail Address:  fantazwebs@yahoo.com 
Bob Frey (Merchandise)   E-mail Address:  bobf2720@gmail.com 

 

 Touch base with David Harcos dharcos@gmail.com , acting manager of the RCA accounts at Chase Bank.  
Arrange to be added to the Chase bank account, check balances for the report, and have checks ordered 
for the (rare) occasion that the acting manager needs to write one. Everything else is paid by our 
Bookkeeper.  

 

 Receive a monthly financial report from the Bookkeeper and translate it for ease of understanding into a 
monthly Treasurer's Report, which is e-mailed to members of the Board, and presented at monthly 
Board meetings. This is accomplished by adding the monthly income (7th Tradition, merchandise sales, 
convention income), subtracting expenses (cost of goods sold, contract labor, professional fees, bank 
fees, etc.), checking the bank balance, and keeping the Board informed of RCA’s current financial status.  

 

 Submit a financial report covering the preceding 12 month period, to be included in the Annual report 
for the annual business meeting 

 Forward a copy of the current treasurer’s report each quarter to the editor of the Hand-in-Hand for 
publication. (articles@recovering-couples.org) 

 
The new treasurer should receive a copy of all current contracts with the service providers to ensure payments 
made to them fall within the contract's approved limits. Some months those limits may be exceeded (inventory 
purchase, shipping, postage, copying, etc. may be extensive some months). Again, all these invoices are paid by 
the bookkeeper. 
 
The outgoing treasurer should provide the incoming treasurer with a recent copy of the finances, produced by 
the bookkeeper, and a current treasurer's report to use as guides for making future reports. 
 
Occasionally there will be some contact regarding state taxes and insurance payments, but the acting bank 
account manager (currently David H.) and bookkeeper (Doris) help to look after payment of these bills. 
 
 

Trustee Service Positions:  
Members of the Board of Trustees currently perform the following service positions: 

Service Coordinator 

The intention and purpose of this service position (held by a member of the RCA Board of Trustees) is to carry 
the message (Step 12) of service to our fellowship in the spirit of our primary purpose (Tradition 5) and 
recognize the self-supporting recommendation (Tradition 7) of our individual RCA groups.  All of this is within 
the framework of Tradition 1 (our common welfare comes first…) and Tradition 2 (Our leaders are but trusted 
servants; they do not govern). 

mailto:morimotoco@yahoo.com
mailto:rppetitti@aol.com
mailto:fantazwebs@yahoo.com
mailto:bobf2720@gmail.com
mailto:dharcos@gmail.com
mailto:articles@recovering-couples.org
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The intention and purpose of this position will manifest as a result of applying the Steps and Traditions of the 
program. It is our humble hope that once these suggested guidelines are applied and practiced, the individual 
taking on this call to service will be guided and utilized as a beneficial instrument to assist with the unlimited 
ways of uniting the fellowship with the experience, strength and hope of service. 
 
Suggested Tasks: 

 Field questions from the RCA Fellowship regarding service requests 

 Send Suggestions (please see attached document) to assist in finding Sponsor Couple 

 Suggest that requests are entered on our website under Connection Section 

 Monitor incoming mail posted on our website (establish a password with The Technology Committee) 

 Prepare monthly and annual reports for the Board 

 Submit periodic articles on service to the Hand-in-Hand Newsletter 

 Consider facilitating an event (workshop, meeting, panel discussion, outreach) at the Annual Convention 

 Encourage monthly Step Study Meetings 
 
Card Writer:  
Coordinates with Merchandise Service provider and sends personalized hand-written cards to acknowledge 7th 
tradition contributions on behalf of the RCA-WSO. 
 

Committees 
 
Executive Committee  
The Executive Committee shall consist of the Officers as defined in Article 4.3 of WSO’s Bylaws, and shall have 
only the responsibility and authority defined by law and as specifically defined and/or assigned by the Board. 
 
 
 
All Other Committees  
Committees for any other purpose, shall be created by the Board and consist of members who volunteer and/or 
are nominated and approved by the Board. 

Committee Guidelines  

 Committees need to have three members to operate.  

 Committees elect a chair and other positions at their first meeting. Terms should be no more than 3 
years in the spirit of rotation of leadership. 

 One member of any RCA coupleship may serve on a committee.  

 Committees serve the RCA fellowship and are responsible to the Board of Trustees.  

 Committee members need to do their work in a timely manner to serve the fellowship (if a member 
does not communicate with a committee after two email or phone call inquiries are made, the member 
may be dropped from the committee). 

 When a committee is making a decision that affects finances, contractual obligations, or is involved in a 
matter of principle or basic policy, it needs to seek Board approval.  

 Committees need to be sensitive to the needs and desires of the fellowship at large as they initiate 
service projects. It is important to receive as much input from the fellowship as possible (i.e. the group 
conscience of the RCA Conference, surveys, contact with RCA groups made by Outreach, the Board, etc.) 
and to remember that a fellowship as diverse as RCA brings together many people with different 
worldviews and values. Committee members need to be respectful of these differences and strive to 
minimize controversy whenever possible. 
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Committee Chair Responsibilities  

 Chairs are responsible for maintaining their member's contact information and updating it as 
membership changes. 

 Committee chairs submit their committee rosters to the Board Vice-Chair.  

 Chairs are responsible for coordinating with their committee members and notifying them of meeting 
teleconference numbers and meeting times. Invitations to meetings are also sent to the Board Chair and 
Vice-Chair. 

 Chairs ensure that minutes are taken in their meetings. 

 Chairs send committee reports and any requested agenda item(s) to the Board Vice Chair at least one 
week before each Board meeting. 

 Chairs are invited to attend Board meetings and will be given time on the agenda if requested. 

 Chairs, in cooperation with committee members, write an annual report about their service work.   

 Chairs shall either serve on the Committee Coordination Team or ensure that another of their 
committee members attends CCT meetings regularly to keep the Board informed of committee 
activities. 

Standing Committees (in alphabetical order): 

Annual Convention Committee(s) 

RCA Convention Committee Communication Guidelines 
(Board approved: July 2012) 
The following points make a strong case for a healthy connection between the Convention Committee and the 
Board of Trustees: 

 It is recommended that a member of the Convention Committee periodically attend RCA-WSO Board of 
Trustee meetings to foster open communications between the Convention Committee and the Board. 
Attendance may occur electronically (Skype or conference call) and need only give a status report on 
preparations (Board meetings are open to all members of the fellowship). Attendance will occur 
infrequently in early Convention planning stages, and more often (i.e., monthly) as the Convention 
draws near. 

 The Board of Trustees will need time and space before and after the Convention for its own meetings 
and for the Annual Business Meeting.  Providing for the needs of those meetings will require good 
interaction between the Convention Committee and the Board. 

 The Convention Committee will want to publicize its events, and the Board of Trustees can provide 
support with items such as the E-News and the Hand-in-Hand Newsletter. 

 The Board of Trustees may often provide access to a network of members in the fellowship with 
convention experience, strength and hope. 

Ethics Committee 

This committee is tasked with ethical matters related to the operation of the WSO (World Service Organization) 
Board of Trustees. Their intention is to check that RCA’s Steps, Traditions, and Bylaws are honored. Members 
meet only when there is a concern brought to them. 

Growing the Fellowship 

This is a new committee, based on RCA’s 5th Tradition (Each group has but one primary purpose, to carry its 
message…), and its desire to provide public information and foster member growth in a variety of ways. We 
want to have a committee that will focus strictly on growing the fellowship externally. If you are interested in 
serving on this committee or have ideas to help grow the fellowship please email growing-the-
fellowship@recovering-couples.org. 

mailto:growing-the-fellowshio@recovering-couples.org
mailto:growing-the-fellowshio@recovering-couples.org
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Hand-In-Hand  

This committee creates the quarterly newsletter. Submissions from the RCA membership, Board members, and 
committees provide a vital link with RCA’s business and fellowship news. 

Literature  

This committee oversees RCA’s literature. They completed the editing of the 4th Edition of the RCA Blue Book in 
2011.  Next, they will be turning their attention to older publications and reviewing and creating new tools for 
the fellowship. 

Outreach  

Our primary goal is to reach out to individual groups worldwide, and to inform them they have a voice in the 
fellowship.  We serve as the primary connection between RCA’s Board of Trustees and individual groups.  
Outreach members communicate with Group Contact Couples (GCCs) to convey Board information concerning 
ballot decisions, and to promote the annual convention and sponsorship as tools of growth for the RCA program. 

Seventh Tradition Committee 

The Seventh Tradition Committee consists of the Treasurer, the Card Writer, and the Merchandise Services 
Provider.  These three members receive contributions that come to the WSO, track them for accounting and 
reporting purposes, and provide a hand written card of thanks to donors from the WSO and the fellowship. 

Structure  

Structure is most busy just before RCA’s Annual Convention and Annual Business Meeting, and prepares the 
topics that will be voted on by the fellowship in person, by proxy and by mail at Friday’s Business Meeting. They 
are entrusted with, and guided by, RCA’s bylaws and the laws in the state of Missouri, where RCA was 
incorporated. Structure: 

 Prepares wording of topics to be voted on at the Annual Business Meeting  

 Works with the Fellowship for clarification of intention, wording, and rationale when a motion is made  

 Researches motions, and reports their implications to the Fellowship  

Technology  

 Provides interface between RCA’s Web Service Provider and RCA’s fellowship, its committees, and Board 
of Trustees; receives, reviews, approves, and forwards requests to the Web Service Provider 

 Administers the POW WEB email system, which provides maintenance and storage of RCA’s mail 

 Provides innovative technology for carrying out RCA’s business; currently researching a way to virtually 
connect the Fellowship with The Annual Business Meeting  
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RCA Concepts of Service 
(Fellowship approved August 2013 ABM) 

1. Final responsibility and ultimate authority for RCA world services should always reside in the collective 
conscience of our whole Fellowship. 

2. The member groups by their participation at the annual business meeting and in by-mail balloting are 
the active voice and the effective conscience of our whole society in its world affairs. 

3. To ensure effective leadership, the Fellowship, acting through the member groups, should endow each 
element of the RCA World Service Organization—the Board of Trustees and its service committees and 
contractors—with a traditional Right of Decision. 

4. All members of a service body bear substantial responsibility for that body’s decisions and, consistent 
with the traditional Right of Participation, each member should be given equal opportunity to fully 
participate in the decision-making processes. 

5. Throughout our service structure, a traditional Right of Appeal ought to prevail, so that minority opinion 
will be heard and personal grievances will receive careful consideration without fear of reprisal. 

6. The Fellowship recognizes that the primary administrative responsibility in most world service matters 
should be exercised by the Board of Trustees of the RCA World Service Organization. 

7. The RCA Bylaws and Special Rules of Order, as well as the Policy and Procedure Manual of the Board of 
Trustees, are legal instruments, empowering and guiding the Board of Trustees in its management and 
conduct of world service affairs. These instruments are rooted in tradition; they rely upon the RCA 
Traditions for final effectiveness. 

8. The members of the Board of Trustees are the principal planners and administrators of overall policy 
and finance for the RCA World Service Organization. They are entrusted with the responsible 
management of RCA funds, which are to be used to further the Fellowship’s primary purpose. They have 
custodial oversight of contracted services, exercising this oversight through their ability to contract with, 
monitor, and retain the services of these contractors. 

9. Good service leadership at all levels is indispensable for our future functioning and safety. While the 
Board of Trustees assumes the primary leadership in the area of world service, effective leadership is 
also necessary at all service levels. 

10. Every service responsibility should be matched by an equal service authority, with the scope of such 
authority well defined. Double headed management is to be avoided. Accountability should be clearly 
defined and should include a single point of contact for reporting. 

11. The Board of Trustees should always have the best possible committees and contracted service 
providers. To ensure this necessary support, serious attention must be given to qualifications, as well as 
clearly defined responsibility and authority, for those entities supporting the Trustees. 

12. The spiritual foundation of the RCA World Service Organization is contained in the RCA Traditions, and 
should ensure that: 

a. No RCA service body, including the Board of Trustees and all its committees, ever becomes the 
seat of perilous wealth or power; 

b. Sufficient operating funds and reserve be the World Service Organization’s prudent financial 
principle; 

c. No RCA member ever be placed in a position of unqualified authority over others; 
d. All important decisions are reached by discussion, vote, and wherever possible by substantial 

unanimity; 
e. No service action ever be personally punitive nor an incitement to public controversy; 
f. No RCA service body, including the Board of Trustees and all its committees, ever performs acts 

of government, and that, like the Fellowship they serve, they always remain democratic in 
thought and action. 

 

Page 8 of 10 
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Other WSO Policies 

Policy on Insurance for RCA 
RCA WSO maintains a Directors & Officers Liability policy, which covers wrongful acts or errors & omissions for 
decisions made by the Board. The WSO also has a General Liability policy that provides coverage for bodily injury 
and property damage claims. This covers the annual meeting, special events, fundraisers, etc. 
 
These insurance policies do not cover individual groups or their members.  
 
In the spirit of the Seventh Tradition, which states, “Every RCA group should be fully self-supporting, declining 
outside contributions,” it is the responsibility of each group to provide its own insurance where required. Some 
meeting spaces may cover groups that meet in their facilities, or may offer the option to buy into their group 
policy for a nominal amount per year. Just as a group is responsible for its own rent, literature orders, coffee, 
etc., it is also responsible for insurance. 

Convention Resources and Materials 
(Fellowship approved July 2011 ABM) 
The WSO was directed to develop an archive method and location for available convention tools, and resource 
materials.  The Revised Convention Suggested Guidelines, Matrix, and Forms will be accessible to future 
convention steering committees. This document will be a separate document available on the WSO website. 

Retention of the 3rd Edition 
(Fellowship approved July 2011 ABM) 
The WSO Board of Trustees shall make the “Collectable” Third Edition of the RCA Blue Book available in an 
electronic version that can be downloaded from the RCA website, at least until the convention of 2013. There 
may be an initial cost for creating the file. At the convention of 2013, the Board, appropriate committees, and 
the Merchandise Provider shall make recommendations to the Fellowship regarding this option. This provision 
shall be separate from approval or printing of the Fourth Edition of the RCA Blue Book. 

Convention Banner Policy 
(Fellowship approved July 2011 ABM) 
Banners to Be Displayed at Annual Convention:  At each annual convention the original, past year’s banner and 
the present banner shall be on display. 
 
Per the above decision the WSO board will continue to store and transport the convention banners to each 
convention in the U.S.  For those conventions held outside the US, the WSO will make available to the 
convention committee the high quality pictures of the banners to be displayed as the convention committee 
elects. 

Literature Translation Policies and Procedures  
(Fellowship approved: July 2011 ABM) 
RCA Literature is the property of the RCA WSO. All agreements or permissions to translate RCA literature or 
materials shall contain, as a minimum, the following written provisions:  
 

 All translations of RCA materials shall include a copyright statement covering the RCA-WSO’s copyright 
of the translated materials 

 The RCA-WSO shall have the right to sell and distribute all translations of RCA literature 
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 The entity sponsoring the translation shall provide progress reports on a regular basis of the translation 
process  

 The entity sponsoring the translation shall submit to the RCA-WSO several copies of all completed 
translated literature or materials 

 This policy is intended for future use and shall not impose any constraints on the current efforts of RCA 
Sweden to prepare a Swedish translation of the 4th Edition. 

 

Privacy and Confidentiality 
(Board approved: February 2012) 
The WSO, including the Board of Trustees, RCA’s committees and its contractors, shall maintain confidentiality 
and privacy to the best of its ability.  To maintain a safe environment for members and visitors, the WSO Board 
of Trustees adopted the following policy in 2012: 
 

 When emailing multiple people, always use blind carbon copy (bcc) or wso-email aliases. 

 When forwarding information remove any personal information, unless the original author has given 
specific permission. 

 The RCA email lists will be available only through the Board of Trustees or the Web Team.  This will 
ensure that what is sent out reflects RCA as a whole. 

 During phone or on-line meetings, personal information, other than our own, will not be given out. 

 Minutes or notes will always be announced when taken, and participants will have the option to 
comment “off the record.” 

 During recordings, people will be given the option of using an alias or other “anonymous” name or 
designation (for example “Delmar Contact Couple”). 

 Contact information gathered by the Convention Committee shall be sent with the convention materials 
to be stored in RCA’s virtual office.  It will not be available to other parties after the Committee 
disbands. 

 Anonymity shall be guided by Traditions 11 and 12: 
Tradition 11 - Our public relations policy is based on attraction rather than promotion; we need always 
maintain personal anonymity at the level of press, radio, TV and films. 
Tradition 12 - Anonymity is the spiritual foundation of all our Traditions, ever reminding us to place 
principles before personalities. 

 
Each member of Recovering Couples Anonymous decides on personal anonymity. It is RCA’s policy to maintain 
anonymity and confidentiality, unless we have otherwise been granted specific permission. If in doubt, it is 
always safest to ask permission first. We do not print last names of RCA members on the website or materials 
that RCA sends out. We also recommend that members use confidential email addresses for meeting listings and 
anything on the RCA web site.  Portions of the RCA WSO web site may contain links to other web sites. 
 

Process for pre-paid Visa card 
(Board approved: July 2012) 
 
RCA WSO will make available 2 pre-paid Visa cards, one to the Technology Chair, and one to the Board Chair. 
These pre-paid cards will be used for various approved expenses. The WSO Treasurer will load the card, and 
each card will carry no more than $500, unless specifically authorized by a majority vote of the Board of 
Trustees. Examples of approved expenses are: 

 Web hosting fees 
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 Domain registration fees 

 Conference room for face-to-face meeting 

 Printing of annual reports and ABM documents 
 
To ensure accountability and transparency: 

 Each cardholder will send the WSO Board an itemized list of charges made, if any, to be included in the 
monthly Board reports.   

 The Treasurer will verify and account for each expense from the invoices/receipts within 15 days of 
purchase. 

 The Board will approve re-loading cards upon receipt and review of expenses. 

 At any time the WSO Board – via the treasurer – may suspend, change, reissue, or revoke existing cards. 
 
Based on our existing Fellowship account with Chase bank, it is recommended to use a card from Chase itself.  
This will ensure that documentation is available to RCA’s Treasurer and that no unforeseen charges or liabilities 
occur. The Chase account can be refilled and managed on-line. 
 

Web Translation Policy 
(Board approved: July 2012) 
 
The RCA Web Team would like to establish a basic translation policy. This would provide for translation of the 5 
basic documents included in the “Meeting Starter Package,” which are also available free download for to all 
interested couples. The five identified documents to be translated from the 4th Edition of the RCA blue book are: 

 Twelve Steps 

 Twelve Traditions 

 Preamble 

 Safety Guidelines  

 Suggested Meeting Format 
 
Before posting, the web team would ask for a review by another couple fluent in the language, to ensure that 
the spirit and intent of the RCA program of recovery is adhered to. 

Web Procedures 
(Board approved: Feb 2012) 

New Group: 

A couple wishes to start a meeting. They must first register on the RCA website at: http://recovering-
couples.org/couples-resources/couple-registration. They will then submit a request at http://www.recovering-
couples.org/group-resources/request-to-start-a-new-rca-group, and automatically be designated the first Group 
Contact Couple (GCC) for the meeting The Meeting Coordinator (MC) will receive the automated request at 
“meetings@recovering-couples.org. The MC will validate the information and contact the couple if there are any 
problems. Once approved, the meeting information will be entered into the database, and an automated email 
will inform the web-team that the data has been entered.   
 
The Meeting Coordinator will email the new GCC, acknowledge the new meeting’s posting, and provide 
information on how to edit meeting information and how to change the GCC when that becomes necessary. Any 
problems or questions can be directed to the MC. 

http://recovering-couples.org/couples-resources/couple-registration
http://recovering-couples.org/couples-resources/couple-registration
http://www.recovering-couples.org/group-resources/request-to-start-a-new-rca-group
http://www.recovering-couples.org/group-resources/request-to-start-a-new-rca-group
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Deleting a group: 

When a group is no longer meeting, confirmation may come to the WSO in some of the following ways: 

 The GCC has contacted RCA and said their meeting has closed down or is no longer active  

 Outreach or Growing the Fellowship (GTF) confirms that a meeting has disbanded  

 Contact by, or information to, the Meeting Coordinator confirms the meeting has disbanded 
 
Outreach or GTF may contact a meeting’s representative and see if support is needed. The MC will remove the 
meeting from the website, after recording the latest meeting information on a spreadsheet, to be kept in a 
secure area of the website. 

Moderating the forum 

Forums (“Fellowship Discussions” and “Board Discussions”) on the RCA web site are moderated.  The web-team 
will review posts on the forums at least weekly. If a post is questionable, the web-team will hold it for review 
and, if necessary, refer it to the Board for a decision. 

Website Login 

GTF, Outreach, Sponsorship and other RCA members will freely distribute the link to register and create a user id 
and password for the RCA website.  Our goal is to have as many users as possible have access to the website as a 
tool to be informed and to be a part of the business of RCA.  Registration allows people to review minutes of 
past Board meetings and RCA’s Bylaws and Policy and Procedure Manual.  It is not access to the “virtual office” 
files kept in the business side of RCA. 

Delegate Sign-In Procedure at Annual Business Meeting (ABM) 
At the Annual Business Meeting, the following procedure will be used for the designation and voting rights of 
delegates and proxies: 

 All people attending the ABM will have white nametags.  If they are registered for the convention, they 
will use the convention name tags.  If not, a white tag will be written for them with their name, home 
group (if appropriate) and “Visitor” designation. 

 Delegate Voting: 
o A delegate couple must be registered with the Structure Committee to be eligible to vote.  
o A blue nametag with the group number and the word “Delegate” will be issued to the couple. 
o The member wearing that nametag will be the one to be counted.  
o Either member of the couple may have the delegate nametag, but it cannot be given to another 

couple. 

 Proxy Voting: 
o Proxy couples must also be registered with the Structure Committee to be eligible to vote. 
o A red tag with the group number and the word “proxy” will be issued to the couple.   
o The member wearing that tag will be the one to be counted.   
o Either member of the couple may have the delegate tag, but it cannot be given to another 

couple. 

 Delegate/Proxy Voting: 
o If a couple is acting as delegate and as proxy, each member of the couple may wear only one 

tag.  This will assure that each vote gets counted only once. 

 At the end of the business meeting, delegate and proxy tags should be left at the registration desk. 
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Document Retention Policy 
In the spirit of recovery, it is important that we know where we were, what happened and where we are now.  

At the same time we need to honor the anonymity of members, officers and those who request information.  To 

do this, the following document retention policies have been put in place for the WSO Virtual Office and 

associated committees: 

(Note: This is a draft based on current information.  When the old archives are reviewed, we may expand this to 

cover other documents as well.  Retention – unless specifically noted – is on scanned documents in the virtual 

office.  The office is accessible by the members of the executive committee, the VOC and the chairperson of the 

technology committee.) 

Document Length Reason 

Board   

Officers Contact Information Indefinite  To know who was legally responsible for the 

fellowship in what year.  (1 page per year) 

Incorporation/status  papers Indefinite Note: Retain original paper copies 

Motions and results from ABM Indefinite This is the fellowship voice on whatever 

motions were brought up.  Condensed and 

searchable – rather than the yearly minutes of 

each meeting. 

Motions and results from Board 

meetings 

10 Years  For following boards to see what was discussed 

and decided in previous years.  At some point 

no longer pertinent. 

Agendas and minutes from monthly 

meetings 

5 Years  To provide an on-going record of board work 

Committee reports to Board 2 Years   

   

Fellowship   

Ballots and Results Indefinite This is the actual ballot sent out.  Includes 

special ballots and yearly.  This is a pdf copy of 

exactly what was sent and the results of such. 

Annual Report Indefinite  This provides a summary of the year.  Legally 

only needed 10 years (?) but for fellowship 

history it gives a view of where we have been. 
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ABM Minutes Indefinite  A full record of what took place at each annual 

business meeting. 

   

Email   

Officers (chair, VC, treasurer) 1 Year This allows for recovery in case of an email 

glitch, but also give anonymity and respect to 

the office and officer 

Board Email 1 Year  Email directed to the current board will be 

retained in case of technical problems, but will 

be purged at the end of the service year. 

Committee Email 5 Years As committees are autonomous and have had 

difficulty in retaining connections with the 

Board, the email to each will be retained for a 

longer period.  In the case of turnover, it would 

be possible to reconstruct the recent work and 

events. 

   

Contractors   

Orders 5 Years Orders for merchandise 

Information requests 1 Year  Requests that come in to communications 

should be considered as anonymous and 

confidential.  Reports will be retained, but 

details – phone numbers, emails and other 

specifics will be purged. 

Contracts 10 Years  This includes regular contractors as well as 

special contracts – printing, publishing, web 

design. 

Contractor reports 5 Years  

   

   

Committees   
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Conventions 5 Years Convention records of contracts, financial 

liabilities, income and other information should 

be available in case of legal challenges. 

Convention programs Indefinite This is a history of what was presented over the 

years and helps future convention planners with 

a view of what worked and what did not. 

Hand-in-Hand  Indefinite These are currently available on our website to 

be read by anyone.  They are also great sources 

of information to create other tools or 

literature.  This is an on-going, treasured record 

of our fellowship. 

Published literature Indefinite Any literature available to the public will be 

retained in a pdf copy to keep a record of all 

revisions and updates.  This will provide a 

library of our fellowship and growth. 

Drafts of Literature 5 Years These are ideas and copies that did not go into 

publication.  This would include drafts that were 

sent out for review to others. 

Committee Membership 5 Years This will allow new members and chairs of 

committees to see who was a part of the work.  

It also allows anonymity for those who chose to 

step down or leave the fellowship. 

Committee reports 5 Years Reports submitted to the WSO will be retained 

in the virtual office for 5 years.  

   

Website   

Disbanded Meetings 1 Year Although we keep a record of the number of 

meetings, the details on who and where should 

NOT be retained.  This respects the privacy of 

the individuals who chose to leave 

Older versions of website 5 Years  After 5 years it is highly improbable that any 

information or coding in an older site would or 

could be used.   
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Backups of Office 10 Years The backup files are in case of some emergency 

that would require restoring old data.  If 

someone had a position that deleted needed 

information, the backups could be used to 

restore what was needed. 

RCA-WSO Meeting Posting Policy 
(Fellowship approved: August 2012 ABM) 
1. Definitions. The following definitions apply to this policy:  

The term Open Meeting means: A meeting where any individual may choose to attend. There are no 
limitations on who may attend or participate. For example, an individual may be a member of the clergy 
or mental health professional seeking additional information about Recovering Couples Anonymous.  
 
The term Closed Meeting means: A meeting where attendance or participation is limited to couples 
only. 
 
The term Special-Focus Meeting means: A closed meeting that chooses to focus on a special issue or 
need of the group. Historically these have included “addiction only,” “Step Study,” and “S groups only” 
to name just a few.  

 
2. Background. RCA has a long history of promoting diversity: RCA is open to all adult couples regardless of age, 
sexual orientation, gender identification, religious background, culture, race, class, national origin, physical or 
mental challenge, or political affiliation. Additionally, in accordance with our Fourth Tradition, all RCA  
groups are autonomous. Our history has demonstrated that special-focus meetings have not negatively affected 
RCA as a whole as long as their attendance requisites did not discriminate so as to conflict with our fundamental 
diversity principles.  
 
3. Policy. RCA promotes diversity and an open door policy in all its affairs, especially with regard to age, race, 
religion, gender, sexual orientation, nationality, gender identification, culture, class, and mental or physical 
challenge. Thus we strongly encourage each RCA group to allow any couple desiring to remain in a committed  
relationship to attend its meetings. But, at the same time, in accordance with the Fourth Tradition, we recognize 
that an RCA group may decide that it is important to limit itself to a particular focus. In the spirit of recovery, we 
encourage groups considering a special focus to keep their attendance requisites 12-step focused.  
RCA groups with special needs shall be allowed to hold “special-focus meetings.”  
And further, any such group shall be listed in all meeting directories except when the group’s attendance 
requisites would affect RCA as a whole by conflicting with our fundamental diversity principles.  
 
4. RCA Group Listings. Each RCA group may decide on the wording of its directory listing. In its listing, the group 
should indicate whether its meetings are open, or closed, or special-focus meetings. A group may include 
additional attendance information in its listing: for example, a group might indicate the following: Closed 
meeting for couples only: RCA couples or members visiting from out-of-town are welcome to attend. In its  
directory listing, a “special-focus meeting” may choose to provide its specific attendance requisites, or it may 
simply provide a point of contact from whom the attendance requisites may be obtained. 

Policies and Procedures for RCA Literature 
(Literature Policies and Procedures Fellowship approved: August 2012 ABM) 
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1.1 Two levels of approval are provided: Board Approval; or Fellowship Approval (see paragraphs 2.3 and 3.1).  
 

1.2 The designation “Fellowship approved” rather than “Conference approved” is used for two reasons:  
(a) The RCA-WSO bylaws do not define the term “conference” (term only appears once in the bylaws in which 
the terms “annual convention” and “annual business meeting” are generally used).  
(b) When the term “Conference Approved” was used for the second and third editions of our basic text, 
Recovering Couples Anonymous: A Twelve-Step Program for Couples, it meant that the approval was by the 
Board. Thus the prior RCA use of the “Conference Approved” designation is not entirely consistent with the use 
by other 12-step fellowships.  
 

1.3 Ordinarily approval will be at the Board level (see paragraph 3.2).  
 

1.4 Fellowship approval will be sought only in special circumstances (see paragraph3.3).  
 

1.5 Fellowship approval will not be sought unless the “process for a specific item of literature” is approved by 
the delegate couples at an annual business meeting (see paragraphs 3.3.1 and 3.3.1.1 through 3.3.13).  
 

1.6 Specific provisions are included for the following: the RCA Basic Text, Recovering Couples Anonymous (see 
section 4.1); RCA Pamphlets and Brochures (see section 4.2); and Legacy Literature (see section 4.3).  
 

1.7 Specific provisions are made for those cases when an RCA member offers literature to the RCA-WSO (see 
section 5.0).  
 

1.8 Specific provisions are made for assignments to the Literature Committee and to special and ad hoc 
committees (see section 6.0).  
 

2.0 Background Regarding RCA Literature Policies.  
 

2.1 Authority of the Board of Trustees for Approving and Publishing RCA Literature.  
Under the bylaws the Board of Trustees is authorized to approve and publish RCA literature.1   
The bylaws state:  

“The services provided by W.S.O. shall include but shall not be limited to: 
Approving and publishing R.C.A. literature, including the book entitled, Recovering Couples Anonymous 
and various pamphlets.”2   

Moreover, the bylaws make it clear that this authority rests in the Board: “The administration of W.S.O. shall be 
vested in the Board Trustees . . . .”3  
 

2.2 Pre-2007 Designation of Approved RCA Literature.  
Prior to the 2007 Annual Business Meeting in St. Louis4, approval of RCA Literature was indicated by the 
designation: “RCA Conference Approved Literature.”5 This designation was used to indicate approval by the 

                                                           

1 Historic Note: The fact that this authority is vested in the Board was reaffirmed at the 2009 Annual Business 
Meeting in Ft. Lauderdale when a proposed amendment to the bylaws requiring that all RCA literature be 
“Fellowship Approved” was defeated. For approval that proposed change to the bylaws required a 75% vote in 
favor. The proposal failed to carry a simple majority: the vote was 18 in favor and 22 opposed.  
2 See Bylaws, paragraphs 1.2.1 and 1.2.1.1.  
3 See Bylaws, paragraph 4.1. 

4 The 2007 annual business meeting was the first time the delegate-couple voting-procedures applied.  
5 In the second edition (1992) of the Blue Book, Recovering Couple Anonymous, the designation read “This Book 
is R.C.A. Conference Approved Literature.” In the third edition, the designation read “RCA Conference Approved 
Literature.” 
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Board of Trustees.  
 

2.3 Designation of the Approval Status of RCA Literature. Since 2007 the approval status of RCA Literature has 
been indicated by two distinct designations:  

(1) “RCA-WSO Board of Trustees Approved Literature;” and  
(2) “Fellowship Approved Literature.”6 

 

3.0 Policy for Approval of RCA Literature.  
3.1 Designations Used to Indicate Approval Status of RCA Literature.  
There are two designations used to indicate the approval status of RCA literature:  

(1) “RCA-WSO Board of Trustees Approved Literature;” and  
(2) “Fellowship Approved Literature.”  

 

3.2 Policies with Respect to Board Approved Literature.  
The ordinary level of approval for RCA literature is approval by the Board of Trustees. Only in special 
circumstances will RCA literature be required to go through the process of approval by the Fellowship (see the 
requirements specified in paragraph 3.3 below). While the Board should always strive for consensus when 
approving RCA literature, the bylaws require that all board decisions, including the Board approval of RCA 
literature, be made on the bases of a majority vote.  
 

3.3 Policies with Respect to Fellowship Approved Literature.  
The use of the process to obtain Fellowship approval must be limited to special circumstances. This limitation is 
based on the following considerations:  

(1) The process may impose a significant burden on the member groups to review items of literature 
that some groups may not have been using.  
(2) The process may be time consuming since sufficient time must be provided so that each group can 
make a meaningful assessment of the proposed literature.  
(3) The process may be costly because copies of the proposed literature must be made available to each 
group.7  

 

3.3.1 Pre-Approval by the Fellowship of the Submission of Any Literature for Fellowship Approval.  
Before a proposed item of literature is sent to the Fellowship for its approval, the Fellowship must approve, at 
an annual business meeting, the requirement for Fellowship approval and the process by which the approval will 
be obtained. The Fellowship should not be burdened with the approval process unless the Fellowship agrees to 
it beforehand.  
 

                                                           

6 When “Step-Up to Love” was published in 2009, it was approved by the Board of Trustees and designated as 
“RCA-WSO Board of Trustees Approved Literature.” When the 4th edition of our basic text, Recovering Couples 
Anonymous: A Twelve-Step Program for Couples, was published in 2011, it had been through a review and 
approval process involving the entire Fellowship and was designated as “RCA Fellowship Approved Literature.” 
The submission to the member groups was pursuant to a motion (Topic 7) passed at the 2007 annual business 
meeting that required this process. Also at the 2007 annual business meeting, the RCAWSO Special Rule of 
Order One was adopted to set the requirement for a two-thirds favorable majority in order to designate 
literature as “RCA Fellowship Approved.”  
 

7 For documents of more than a few pages in length, the cost of printing will be borne either by the WSO if 
paper copies are made available to each group, or by each RCA group if the item of literature is made available 
electronically. 
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3.3.1.1 Special Need. The special need requiring fellowship approval for a specific item of literature should be 
identified at the time approval of the Fellowship is sought under paragraph 3.3.1.  
 

3.3.1.2 Seeking Fellowship Approval of Board Approved Literature.  
The requirements of paragraphs 3.3.1 and 3.3.1.1 must be complied with in all cases in which Fellowship 
approval is sought for RCA literature that has previously been approved by the Board of Trustees. Additionally, 
the status of the item of literature in the event that the item fails to gain Fellowship approval must be addressed 
when approval to use the process is sought under paragraph 3.3.1 (i.e., will it continue to be available as Board 
approved literature or will it no longer be available).  
 

3.3.1.3 Motion for Initiation of the Fellowship-Approval Process.  
A request for initiation of Fellowship-Approval process may be made by a motion for consideration at the annual 
business meeting. Any such motion must be submitted to the Structure Committee at least 150-days prior to the 
annual business meeting as is the case for all motions that will appear on the agenda for the annual business 
meeting. Such motions may be submitted by the Board of Trustees, or by any RCA-WSO committee, or by any 
RCA member. 
 

3.3.2 Application of RCA-WSO Special Rule of Order 1.  
Special Rule of Order 1 requires that: “The vote to designate any RCA literature as ‘Fellowship Approved 
Literature’ shall require the approval of two-thirds of the delegate couples of RCA member groups voting.” 
Special Rule of Order 1 was adopted by the delegate couples attending the 2007 annual business meeting.  
 

3.4 Changes to Literature that Has Previously Been Approved.  
No substantive changes shall be made to any RCA literature that has been previously approved unless the 
following requirements are met.  

(1) Board approved literature: All substantive changes shall require approval of the Board of Trustees.  
(2) Fellowship approved literature: All substantive changes shall require approval of the Fellowship. If 
such approval is sought, the proposed changes must be submitted to the Fellowship for approval.  

 

3.4.1 Non-Substantive Changes Made on Re-Printing.  
Factual corrections shall not require Fellowship approval: such as phone numbers, addresses both postal and e-
mail. Additionally the correction of spelling and grammatical errors shall not require such approval. The Board of 
Trustees shall be notified of all such non-substantives changes before they are included during the re-printing 
process.  
 

4.0 Policies with Respect to: the RCA Basic Text: Recovering Couples Anonymous: A Twelve-Step Program for 
Couples; RCA Pamphlets and Brochures; and Legacy Literature.  
 

4.1 Our Basic Text.  
The fourth edition of our basic text, Recovering Couples Anonymous: A Twelve-Step Program for Couples, is the 
only item of RCA literature that has been Fellowship Approved. If substantive changes are to be made to the 
fourth edition in the future, the proposed changes must be submitted to the Fellowship for approval.  
 

4.2 RCA Pamphlets and Brochures.  
Updated RCA pamphlets and brochures shall be consistent with the text of the Fellowship approved fourth 
edition of our basic text. This policy shall not preclude the Board from authorizing the publication of legacy 
pamphlets and brochures (see paragraph 4.3 below).  
 

4.3 Legacy Literature. The Board may approve the publication of legacy literature.  
 

4.3.1 The Third Edition of the RCA Basic Text.  
At the 2011 annual business meeting, the Fellowship voted to maintain and make available, as a legacy 
document, the third edition of our basic text in electronic form.  
 

4.3.2 Other Legacy Literature.  
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The Board of Trustees shall determine the need of any additional legacy literature including legacy pamphlets 
and brochures. The publication of any additional legacy literature shall be subject to the approval of the Board 
of Trustees.  
 

5.0 Policies with Respect to Proposed Literature Submitted by Individual RCA Members for Use by the 
Fellowship.  
 

5.1 Proposed Literature Submitted or Offered by RCA Members.  
If an RCA member offers to submit or prepare literature for use by RCA, the Board of Trustees shall make an 
initial determination of the potential value of any such literature. If the Board decides to consider any such 
offers, the Board should enter into a written agreement with the author. The agreement must address the 
following: (1) assignment of copyright to the RCA-WSO; (2) the editing process; and (3) the party that will have 
final approval of proposed editing. Any such agreement must provide that the Board of Trustees shall have final 
authority as to whether the RCA-WSO will publish the final edited version.  
 

6.0 Policies with Respect to the Literature Committee.  
6.1 Assignments to the Literature Committee.  
Ordinarily the Board of Trustees shall assign literature projects to the RCA-WSO Literature Committee. But, 
when required, the Board may make assignments to special or ad hoc committees for particular items of 
literature. The workload of the Literature Committee will be one factor in determining whether the assignment 
will be made to a special or ad hoc committee.  
 

6.2 Process for Developing RCA Literature.  
For all efforts within the WSO and its committees that involve the development of RCA literature, the Board of 
Trustees shall specify the following: 

(1) the relative priorities in the case of multiple assignments to a committee;  
(2) assignments to special or ad hoc committees when necessary;  
(3) the details of and any limitations on the desired editing process; and  
(4) status reporting requirements.  

Literature developed within the WSO and its committees that is presented to the Board for its review and 
approval shall be developed in accordance with the Board’s specified process.  
 

6.2.1 Comments from the Literature Committee.  
When the Board makes a literature assignment to a special or an ad hoc committee, the Board shall have the 
option of requesting review by the literature committee prior to Board approval. If such a request is made, the 
Board shall specify the scope of the review requested (see paragraph 6.2 above).  

Other Policies and Contracts  
The following is a list of contracts and policies that reside in separate documentation in the WSO Virtual Office: 

Copyright License 

Convention Guidelines 

Literature Submission Contract 
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Board Members 
2013-2014 Board of Trustees 

Chair:  Liz N. irw Mike N. 
Vice-Chair:  Michael G. irw Rachel G. 

Treasurer:  David T. irw Dixie T. 
Secretary:  Al L. irw Sandra L. 

Jennifer Y. irw Buddy H. 
Tim W. irw Tracy W. 

 
2012-2013 Board of Trustees 

Chair:  Tami H. irw Matt H. 
Vice-Chair:  Liz N. irw Mike N. 

Treasurer:  Steve S. irw Sherry S. 
Secretary:  Al L. irw Sandra L. 

Jennifer Y. irw Buddy H. 
(Terry C. irw Lisa B.) 

 

 
2011-2012 Board of Trustees 

Chair: Ruth B & Debbie V 
Vice-Chair: Tami H & Matt H 

Treasurer: Dave R & Kelly R: Interim Secretary 
Michele B & Tyler B 

Mike N & Liz N 
Steve S & Sherry S 

Jennifer Y & Buddy H 
(Lyralen K & Judy S) 

 
2010 – 2011 Board of Trustees 

Chair: Ruth B & Debbie V 
Vice-Chair: Jerry H & Stephanie H 

Secretary: Matt H & Tami H 
Treasurer: Dave R & Kelly R 

Michele B & Tyler B 
(David A & Darcy A) 

 
2009 – 2010 Board of Trustees 

Chair: Vicki R irw Mark R 
Vice-Chair: Richard P irw Barbara M 

Secretary: Ruth B irw Debbie V 
Treasurer: Jim K irw Mark W 

Steve M irw Julaine M 
Jerry H irw Stephanie H 

Elena J irw Allen J 
Tyler B irw Michele B 
(Vicky T irw Jerry T) 


