Proposed 2027
KC Shared Services Timeline

January

NO COMMITTEE MEETING / CITY WIDE UNITY EVENT
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ask that they provide the name of the representative that will be attending the
event/providing the updates. Remind FTC to print copies of resumes and

treasurer reports.
o _Confirm day of tasks for event

m__Who'’s bringing food, coolers, drinks, utensils, etc.
o Post weekly reminders of the event on KCANA Facebook page
Treasurer
e Finalize outstanding payments.
e Prepare Final Treasurers report from following year - print out 25 copies

to have available at January event

——Prepare Annual budget form for the current year - print out 25 copies to have available
at January event
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o New Trusted Servants take positions and are accompanied by outgoing trusted
servants.

Event providing-the-following-infermationAgenda should include the following:
KCSS Update
m  Chair Report

Treasurer Report
Webmaster Report
Phone Line Chair Report
Open Positions
o FTC Update

m  Overview of recent convention (outgoing Chair / outgoing Treasurer)

m Resume reviews for incoming Chair / Treasurer




m  Any key updates for upcoming convention
o Smithville Update
m  Current Chair / Treasurer provide updates

February
Hold Quarterly committee meeting (2nd Sunday of the Month)

e Note: The February committee meeting typically falls on Super Bowl Sunday -
consider hosting this meeting virtually.

e Send email to areas/committees with committee meeting details and encourage
attendance

e Post on KCANA Facebook Page with the meeting details and be sure to include open
positions.

e Request meeting schedule counts from each area

o Post on KCANA alerting members/groups that we will be doing a meeting schedule
printing soon and encourage them to double check that their home group meeting info
is accurate.

e Send meeting minutes to all areas and kansascityna.org webmaster for posting.

*—

March

NO COMMITTEE MEETING

e Send reminder email to areas about meeting schedule print counts (we do a printing in



April)

e Post on KCANA reminding members/groups that we will be doing a meeting schedule
printing soon and encourage them to double check that their home group meeting info
is accurate.

April

NO COMMITTEE MEETING

e If we're still waiting for areas to provide a # count for meeting schedules, send 1 final
reminder email in weeks 1 & 2. If we don’t get a count, use the # from the most recent
printing.

e Once we have counts, email Print Graphics order@corporatecopyprint.com the most
recent .pdf schedule (downloaded from the website). Be sure to tell the printer how you
want them packaged. (This makes it easier to distribute if they are pre-packaged for the
individual areas)

e Discuss the pick up / distribution plan of the schedules. This can be done on the Group
Me Chat.

e Start preparing for June City-Wide Unity event

o Finalize Date/Location
o Netifrwebmasterto-aAdd the event to the kansascityna.org events list-calerdar
o Create a flyer - distribute after committee approval



mailto:order@corporatecopyprint.com

May
Hold Quarterly committee meeting (2nd Sunday of the Month)

o Note: The May committee meeting typically falls on Mother’s Day. Consider
hosting virtually.

e Send email to areas/committees with committee meeting details and encourage
attendance

e Post on KCANA Facebook Page with the meeting details and be sure to include open
positions.
Create/Finalize agenda for June Event
Email all areas, FTC Committee and Smithville committee a reminder email and ask that
they provide the name of the representative that will be attending the June
event/providing the updates.

e Assign day of tasks for June event

o Who’s bringing food, coolers, drinks, utensils, etc.

Print out (25) copies of the treasurer’s report to have at the event.

o Post weekly reminders of the event on KCANA Facebook page

e Send meeting minutes to all areas and kansascityna.org webmaster for posting.

June

NO COMMITTEE MEETING / CITY WIDE UNITY EVENT
Chair
e Final Event preparations should be made in the first week of daruaryJune including:
o Finalize event agenda
o Email all areas, FTC Committee and Smithville committee a reminder email and
ask that they provide the name of the representative that will be attending the
event/providing the updates. Remind FTC to print copies of resumes and
treasurer reports.
o Confirm day of tasks for event
m_Who'’s bringing food, coolers, drinks, utensils, etc.
o Post weekly reminders of the event on KCANA Facebook page
Treasurer

e Prepare the current Treasurer's report and print out 25 copies to have
available at the event.
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e Event agenda should include the following: GHFY-WABDE-UNTY-Event-providing-the

o KCSS Update
m  Chair Report
Treasurer Report
Webmaster Report
Phone Line Chair Report
Open Positions
Request meeting schedule counts from each area (we will print in August)
o FTC Update
m  Overview of current convention - Chair / Treasurer
m  Any key updates for upcoming convention
o Smithville Update
m  Overview of most recent Camp-out
m  Resume reviews for new Chair / Treasurer
e Finalize agenda for June Event
e Email all areas, FTC Committee and Smithville committee a reminder email and ask that
they provide the name of the representative that will be attending the event/providing
the updates. Remind FTC & Smithville to print copies of resumes and treasurer reports.
e Assign day of tasks for event
o Who’s bringing food, coolers, drinks, utensils, etc.
Post weekly reminders of the event on KCANA Facebook page
PRE AND POST EVENT - EMAIL KCSS REPORTS TO THE AREAS FOR
REVIEW/VOTING.

July

NO COMMITTEE MEETING
e Send reminder email to areas about meeting schedule print counts (we do a printing in
August)



Post on KCANA reminding members/groups that we will be doing a meeting schedule
printing soon and encourage them to double check that their home group meeting info
is accurate.

August

Hold Quarterly committee meeting (2nd Sunday of the Month)

Send email to areas/committees with committee meeting details and encourage
attendance prior to the meeting.
Post on KCANA Facebook Page with the meeting details and be sure to include open
positions prior to the meeting.
If we're still waiting for areas to provide a # count for meeting schedules, send 1 final
reminder email in weeks 1 & 2. If we don’t get a count, use the # from the most recent
printing.
Once we have counts (hopefully by week 3) , email Print Graphics
order@corporatecopyprint.com the most recent .pdf schedule (downloaded from the
website)
Discuss the pick up / distribution plan of the schedules. This can be done during the
committee meeting.
RequestPrint-eut{25)-copies-ef-the following resumes be submitted to
sharedservices@kansascityna.org by end of September. to-have-atthe-event

o KCSS Chair

o KCSS Alt Chair

o KCSS Treasurer

o KCSS Alt Treasurer
Post weekly reminders of the need to fill open positions and resume submission
deadline of October 13 efthe-event on KCANA Facebook page
Send meeting minutes to all areas and kansascityna.org webmaster for posting.-

—

September

NO COMMITTEE MEETING

Ensure that the meeting schedules were distributed.
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Check in with all subcommittees
Collect all resume submissions by end of this month for KCSSCNA positions to submit

to Areas for voting.

October

NO COMMITTEE MEETING

Send email to areas/committees with November committee meeting details and
encourage attendance

Post on KCANA Facebook Page with the committee meeting details and be sure to
include open positions.

Post on KCANA reminding members/groups that we will be doing a meeting schedule
printing soon and encourage them to double check that their home group meeting info
is accurate.

Submit resumes for KCSSNA trusted servant positions for voting with requested
deadline of December 312

November

Hold Q

uarterly committee meeting (2nd Sunday of the Month)

Send email to areas/committees with committee meeting details and encourage
attendance prior to the meeting.

Post on KCANA Facebook Page with the meeting details and be sure to include open
positions prior to the meeting.

Request meeting schedule counts from each area via email. Due date - last week
of December

Start preparing for January City-Wide Unity event
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o Finalize Date/Location
o Notify webmaster to add the event the calendar
o Create a flyer - distribute after committee approval

e Send meeting minutes to all areas and kansascityna.org webmaster for posting.
o—Send email reminder to areas about votes needed.

December

NO COMMITTEE MEETING

e |f we're still waiting for areas to provide a # count for meeting schedules, send 1 final
reminder email in weeks 1. If we don’t get a count, use the # from the most recent
printing.

e Once we have counts (hopefully by week 3) , email Print Graphics/Corporate Copy Print
order@corporatecopyprint.com the most recent .pdf schedule (downloaded from the
website)

e We want to distribute the schedules at January KCSS Event so ask Print Graphics if

they can have them ready for pick up the week of the event.
Create agenda for January Event
Email all areas, FTC Committee and Smithville committee and ask that they provide the
name of the representative that will be attending the event/providing the updates.
Remind FTC to print copies of resumes and treasurer reports.
e Assign day of tasks for event
o Who’s bringing food, coolers, drinks, utensils, etc.
e Post weekly reminders of the event on KCANA Facebook page

e If we're still waiting on votes for KCSS Positions, email areas. If no response by end of
DecemberMareh, consider it an abstention.
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