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GUIDE FOR L OC A L  C OM M IT T EES  

I. OVERVIEW 
Why do we have Subud groups? 
First, there are many benefits to doing latihan together.  For example, it helps us to have 
regular latihans at a partic ular plac e and time. Furthermore, by rec eiving the latihan in 
groups, w e bec ome ac q uainted, and learn from and support eac h other. A lso, one c an 
enj oy soc ial events and meet people from other groups. S ec ond, in groups, w e c an 
partic ipate in ac tivities together, suc h as an enterprise or soc ial proj ec t. W hen w e do this, 
w e put the latihan to use by follow ing our guidanc e, as explained by B apak . 
 
F orm i n g a c om m i t t ee 
I n most loc al groups, the c hairperson is selec ted by testing in front of the membership.  
A fterw ards, the testing is c onfirmed by a vote of the membership.  T he c hairperson c hooses 
the rest of the c ommittee so that he or she c an have a team that he or she c an w ork  w ell 
w ith.  T his is also an extension of the trust plac ed in the person w ho is tested and voted into 
offic e. 
 
C om m i t t ee an d hel pers 
T he w ork  of the c ommittee relates to and supports the w ork  of the helpers and vic e-versa.  
W hen the c ommittee and helpers w ork  w ell together and support eac h other, things in the 
group tend to go smoothly. T his harmony and mutual support is reinforc ed by the regular 
helper /  c ommittee latihans. I t is also rec ommended that the c ommittee and helpers have 
an oc c asional w eek end meeting or retreat in order to get to k now  one another, to rec eive 
together about the needs of their group, and regarding one’ s respec tive roles, 
responsibilities, strengths and w eak nesses. T o gain a deeper understanding of c ommittee 
and helper w ork  and how  they c omplement one another, it is useful to listen to and read 
B apak ’ s talk s to helpers and c ommittees. 
 
What  i s t he work  of  t he group c om m i t t ee? 
S ome of the responsibilities may inc lude:  

• P roviding latihan spac e 
• M anaging group financ es, fundraising 
• M aintaining/ developing the group’ s fac ilities 
• C ommunic ating new s, events and other S ubud information 
• S c heduling regular membership or group meetings 
• S upporting the national ( or regional)  organiz ation:   membership c ensus, pledges, 

delegates to c ongresses, reports, etc  
• M aintaining the group’ s files and membership list 
• B ec oming familiar w ith the S ubud organiz ations at all levels and their 

interrelationships 
• B ec oming familiar w ith relevant law s/ bylaw s 
• W elc oming new  members and providing a w elc oming atmosphere for new  

members 
• P roviding soc ial ac tivities for the group 
• P roviding a library of S ubud literature for group members and information for 

enq uirers 
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• E nc ouraging members to partic ipate in w ing organiz ation ac tivities suc h as 
enterprises, c haritable proj ec ts, c ultural, youth, health and educ ational ac tivities 

• D istributing information to those w ho w ish to k now  about S ubud 
• P artic ipating in outreac h ac tivities suc h as c haritable proj ec ts and c ultural ac tivities 
• W ork ing w ith the group helpers to c reate an environment that enc ourages the 

grow th of the latihan and the development of the members of the group. 
• T o support, insofar as it is appropriate, the initiatives of members. 

 
II. JOB DESCRIPTIONS 
Group C h a i rpe rs on  

1. P r o v i d e  o r g a n i z a t i o n a l  s y s t e m s  t o  m e e t  t h e  n e e d s  o f  t h e  g r o u p . 
2 . H o l d  r e g u l a r  g r o u p  m e e t i n g s . 
3 . P r o v i d e  a  h e a l t h y  f o r u m  f o r  d i s c u s s i o n  o f  i s s u e s ,  m e m b e r s ’  i d e a s ,  w i s h e s ,  c r i t i c i s m s ,  e t c . 
4 . P r o v i d e  f o r  a n d  m a k e  a r r a n g e m e n t s  f o r  m a i n t e n a n c e  o f  a  s u i t a b l e  f a c i l i t y  f o r  t h e  p r a c t i c e  

o f  t h e  l a t i h a n  k e j i w a a n  w i t h  a s s i s t a n c e  f r o m  t h e  c o m m i t t e e  o r  a  S u b c o m m i t t e e . 
5 . O r g a n i z e  a n d  p r e s i d e  o v e r  r e g u l a r l y  s c h e d u l e d  m e e t i n g s  f o r  t h e  c o m m i t t e e ,  c o m m i t t e e  

a n d  h e l p e r s ,  a n d  g e n e r a l  m e m b e r s h i p ,  i n c l u d i n g  g e n e r a l  o r  s p e c i f i c  a g e n d a  p r e p a r a t i o n . 
6 . R e v i e w  t h e  f i n a n c e s  o f  t h e  g r o u p . 
7 . O v e r s e e  t h e  p u r c h a s e ,  f i n a n c i n g ,  d e v e l o p m e n t ,  s a l e ,  m a i n t e n a n c e ,  i n s u r a n c e ,  e t c ,  o f  t h e  

S u b u d  p r o p e r t y  o w n e d  b y  t h e  g r o u p . L i a i s e  w i t h  t h e  n a t i o n a l  c o m m i t t e e ,  o r  t r u s t e e s  i f  
t h e  S u b u d  p r o p e r t y  i s  o w n e d  n a t i o n a l l y  o r  b y  a  T r u s t . 

8 . O r g a n i z e  a n d  o v e r s e e  a l l  f u n d r a i s i n g  w i t h i n  t h e  g r o u p ,  b o t h  b y  d o n a t i o n  a n d  s p e c i a l  
e v e n t . 

9 . F o r m  a n d  o v e r s e e  s u b c o m m i t t e e s  f o r  s p e c i f i c  d u t i e s  a s  a n d  w h e n  r e q u i r e d . 
10 . A c t i v e l y  p a r t i c i p a t e  i n  g r o u p  a c t i v i t i e s  
11. A c t  a s  a  l i a i s o n  a n d  o r  r e p r e s e n t a t i v e  f o r  t h e  g r o u p  w i t h  o t h e r  l e v e l s  o f  t h e  S u b u d  

o r g a n i z a t i o n ,  e g ,  r e g i o n a l ,  n a t i o n a l . 
12 . P a r t i c i p a t e  i n  r e g u l a r l y  s c h e d u l e d  l a t i h a n s  w i t h  t h e  c o m m i t t e e  a n d  h e l p e r s . 
13 . A c t  t o  u n i f y  t h o u g h t s  a n d  f e e l i n g s  i n  c o m m i t t e e  a n d  m e m b e r s h i p  m e e t i n g s  t o  f a c i l i t a t e  

h a r m o n i o u s  d e c i s i o n s . 
14 . E n c o u r a g e  m e m b e r s  t o  p a r t i c i p a t e  i n  w i n g s  o r g a n i z a t i o n  a c t i v i t i e s :  e n t e r p r i s e s ,  

c h a r i t a b l e  p r o j e c t s ,  c u l t u r a l ,  y o u t h ,  h e a l t h  a n d  e d u c a t i o n a l  a c t i v i t i e s .  A p p o i n t  g r o u p  
c h a i r s  t o  w i n g s ’  p o s i t i o n s . 

15 . P r o v i d e  a  l i b r a r y  o f  S u b u d  l i t e r a t u r e  f o r  g r o u p  m e m b e r s ,  i n c l u d i n g  t a p e s ,  v i d e o s ,  D V D s ,  
a n d  i n f o r m a t i o n  f o r  e n q u i r e r s . 

16 . T o  r e p o r t  t o  t h e  n a t i o n a l  c o m m i t t e e  a s  r e q u i r e d  a b o u t  t h e  g r o u p . 
17 . A t  t h e  e n d  o f  t h e  t e r m ,  h e l p  t h e  n e w  c h a i r p e r s o n  l e a r n  t h e  r e q u i r e m e n t s  o f  t h e  j o b . 

 
Group V i c e -C h a i rpe rs on  

1. A s s i s t  t h e  c h a i r p e r s o n  t o  c a r r y  o u t  r e s p o n s i b i l i t i e s . 
2 . A s s u m e  r e s p o n s i b i l i t i e s  o f  c h a i r p e r s o n  i n  e v e n t  o f  a b s e n c e . 
3 . T a k e  o n  o v e r s e e i n g  r o l e  i n  a r e a s  a s s i g n e d  b y  t h e  c h a i r p e r s o n . 
4 . A c c e p t  d u t i e s  a s  a s s i g n e d  b y  t h e  c h a i r p e r s o n  a n d  c o m m i t t e e .  
5 . A c t i v e l y  p a r t i c i p a t e  i n  g r o u p  a c t i v i t i e s . 
6 . P a r t i c i p a t e  i n  r e g u l a r l y  s c h e d u l e d  l a t i h a n s  w i t h  t h e  c o m m i t t e e  a n d  h e l p e r s . 
7 . A t  t h e  e n d  o f  t h e  t e r m ,  h e l p  t h e  n e w  v i c e -c h a i r p e r s o n  l e a r n  t h e  r e q u i r e m e n t s  o f  t h e  j o b . 
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Group S e c re t a ry  

1. D i s t r i b u t e  a g e n d a s  t o  t h e  g e n e r a l  m e m b e r s h i p  f o r  g r o u p  m e e t i n g s  a n d  t o  t h e  c o m m i t t e e  
f o r  c o m m i t t e e  m e e t i n g s . 

2 . T a k e  a c c u r a t e  m i n u t e s  o f  c o m m i t t e e  m e e t i n g s ,  g e n e r a l  m e e t i n g s ,  a n d  a n y  o t h e r s  
m e e t i n g s  i n v o l v i n g  t h e  c o m m i t t e e  t h a t  r e q u i r e  r e c o r d i n g  o f  p r o c e e d i n g s . 

3 . P r o v i d e  t h e  c o m m i t t e e  m e m b e r s  o r  g e n e r a l  m e m b e r s h i p  w i t h  a  c o p y  o f  t h e  m i n u t e s .  
T h e  m i n u t e s  s h o u l d  b e  e a s i l y  r e a d ,  n e a t  a n d  u n d e r s t a n d a b l e . 

4 . K e e p  o r d e r l y  f i l e s  o f  a l l  r e c o r d s  a n d  c o m m u n i c a t i o n s  o f  t h e  c o m m i t t e e  a n d  t h e  G r o u p ,  
i n c l u d i n g  b o t h  i n c o m i n g  a n d  o u t g o i n g  c o r r e s p o n d e n c e . 

5 . H a n d l e  t h e  i n c o m i n g  a n d  o u t g o i n g  c o r r e s p o n d e n c e  a d d r e s s e d  t o  t h e  c h a i r p e r s o n  a n d  
t h e  g r o u p . 

6 . P a r t i c i p a t e  i n  r e g u l a r l y  s c h e d u l e d  l a t i h a n s  w i t h  t h e  c o m m i t t e e  a n d  h e l p e r s . 
7 . A c t i v e l y  p a r t i c i p a t e  i n  c o m m i t t e e  a n d  g r o u p  a c t i v i t i e s . 
8 . I n f o r m  n a t i o n a l  c o m m i t t e e  o f  m e m b e r s h i p ,  c o m m i t t e e  a n d  h e l p e r  c h a n g e s . 
9 . M a y  b e  r e s p o n s i b l e ,  w i t h  h e l p ,  f o r  p u b l i c a t i o n  o f  t h e  g r o u p ’ s  n e w s l e t t e r . 

10 . A t  t h e  e n d  o f  t h e  t e r m ,  h e l p  t h e  n e w  s e c r e t a r y  l e a r n  t h e  r e q u i r e m e n t s  o f  t h e  j o b .   
 
Group T re a s ure r  

1. L e a r n  t h e  e s t a b l i s h e d  b o o k k e e p i n g  s y s t e m ,  o r  i f  r e q u i r e d ,  s e t  u p  a  s u i t a b l e  b o o k k e e p i n g  
s y s t e m . 

2 . W o r k  w i t h  t h e  c o m m i t t e e  t o  e s t a b l i s h  c l e a r  p r o c e d u r e s  f o r  c o l l e c t i n g  d o n a t i o n s  f r o m  
m e m b e r s ,  S u b u d  e n t e r p r i s e s ,  e t c . 

3 . D e p o s i t  i n c o m e  i n  a  t i m e l y  m a n n e r .  
4 . E s t a b l i s h  a  b u d g e t  w i t h  i n p u t  a n d  a p p r o v a l  f r o m  t h e  c o m m i t t e e  a n d  g r o u p  m e m b e r s .  

W o r k  t o  t h e  b u d g e t  a n d  a d j u s t  i f  n e c e s s a r y  t h r o u g h o u t  t h e  y e a r . 
5 . P a y  b i l l s  o n  t i m e . 
6 . S e n d  r e g u l a r  c o n t r i b u t i o n s  t o  t h e  n a t i o n a l  ( o r  r e g i o n a l )  c o m m i t t e e  a t  a  s p e c i f i c  t i m e  e a c h  

m o n t h .  E x a m p l e s  o f  e x p e n s e s  a r e :  r e n t  o r  m o r t g a g e ,  p l e d g e  t o  n a t i o n a l  o r  r e g i o n a l  
c o m m i t t e e ,  p o w e r ,  t e l e p h o n e ,  h e a t i n g ,  h e l p e r  a n d  c o m m i t t e e  e x p e n s e s ,  d e l e g a t e  t r a v e l  
t o  c o n g r e s s e s ,  s o c i a l  a n d  c h a r i t a b l e  a c t i v i t i e s ,  s u b s c r i p t i o n s  t o  S u b u d  p u b l i c a t i o n s ,  
i n s u r a n c e ,  n e w s l e t t e r s . 

7 . U s e  a  v o u c h e r  s y s t e m  f o r  h e l p e r ,  c o m m i t t e e  o r  m e m b e r  r e i m b u r s e m e n t . 
8 . R e c o n c i l e  b a n k  s t a t e m e n t s  e a c h  m o n t h  a n d  s t o r e  t h e m  i n  a  f i l e . 
9 . F i l e  p a i d  b i l l s  a n d  r e c e i p t s . 

10 . A r r a n g e  s p e c i a l  a c c o u n t s  f o r  f u n d s  a s  r e q u i r e d ,  e g ,  h o u s e  f u n d ,  a l m o n e r ’ s  f u n d . 
11. P r o v i d e  f i n a n c i a l  r e p o r t s  t o  t h e  g r o u p  a n d  n a t i o n a l  ( r e g i o n a l )  c o m m i t t e e  a s  r e q u i r e d . 
12 . C a r r y  o u t  y e a r -e n d  f i n a n c i a l  r e q u i r e m e n t s . 
13 . A s s i s t  m e m b e r s  t o  u n d e r s t a n d  t h e  f i n a n c i a l  n e e d s  o f  t h e  g r o u p ,  r e g i o n a l ,  n a t i o n a l  a n d  

i n t e r n a t i o n a l  o r g a n i z a t i o n s ,  a n d  t h e r e f o r e  t h e  i m p o r t a n c e  o f  d o n a t i o n s . 
14 . A t  t h e  e n d  o f  t h e  t e r m ,  h e l p  t h e  n e w  t r e a s u r e r  l e a r n  t h e  r e q u i r e m e n t s  o f  t h e  j o b .   


