


Dear Area Service Committee,

The MNNAC Inc. Board of Directors thanks you for your interest in submitting a bid for a Minnesota Regional Narcotics Anonymous Convention.  Our experience shows that hosting a Convention is an excellent way to promote NA unity, not only in the hosting area, but the Minnesota region as well.  On the other hand, hosting a Convention is a lot of work with many questions arising and decisions to be made. MNNAC Inc. was established in 1993 and incorporated as a non-profit organization in 1994. We exist to assure that continuity exists from year to year in Minnesota NA Conventions, to provide guidance and various resources to assist Areas in the entire Convention process, and to isolate the fellowship of NA from any financial, legal, state and federal tax liabilities.

Enclosed in this bid package are a number of forms, their intent is to help you understand what information will be required. It is recommended that your committee read these forms thoroughly and discuss them among yourselves before starting the bid process. The first sheet identifies the necessary bid information that needs to be gathered and submitted and is titled, the Bidding Process.  It is important to follow the process outlined closely, as incomplete bids will not be accepted. The next two sheets must be copied and distributed as a package to NA members who express an interest in helping with the Convention. These forms are called the NA Service Resume. The cover letter must be included as it explains the nature of the commitment required by individual NA members in hosting the Convention. Then there is a copy of the MNNAC Financial Guidelines.  Each member involved in the bid process and the subsequent Convention Committee (if bid is accepted) will complete this form in duplicate, one copy to be retained by that individual and the other to be submitted to the MNNAC Inc. BOD. The final page is known as the MNNAC Hotel Fact Sheet. This is included to assist you in working with the hotels in establishing our requirements. It is also intended to be used as a worksheet to allow you to determine if a given hotel meets those requirements. Feel free to duplicate any of these forms as necessary.

It is strongly suggested, that as soon as possible, the bid committee contact the local Visitors and Convention Bureau or Chamber of Commerce. These organizations exist solely to assist in the process of gathering the necessary information to host a Convention of this nature. They work directly with and are in contact with local hotels and other businesses that provide needed services, and they can minimize much of the initial contact work required.

The members of MNNAC Inc. Board of Directors are here to help and will assist in any way possible.  Feel free to call any of us for additional information or to answer any questions that may come up.

Chairperson: 		Bryan Berg 	320-230-2477	Vice-Chairperson: 	Tim Wartman	612-889-5840
Treasurer:		Paul Thomas	763-639-9619	Vice-Treasurer:		Tammy Gagnon	507-832-9076
Secretary:  		Sara Heitkamp	952-693-6668	Archivist: 		Dan McHugh	612-388-7449
Regional Rep:		Jim Sterzinger	218-262-5560	Director at Large:		Jim Johnson	507-382-2584
Director at Large:		Peter Cookson	612-275-1722	MNNAC XVIII Chair:	Jeanie Milton	651-647-4941
MNNAC XIX Chair:		Daryl Fieck	507-951-0790					
					

Thanks for your interest!!
In fellowship,
MNNAC Inc.	
Board of Directors







   	Hosting the  Minnesota Narcotics Anonymous 
	Regional Convention

	Bidding  Process 

Bids will be prepared in accordance with this bidding criteria. Bids are most effective when they stress how, where and why. A good bid comes from the heart. The bid committee cannot start of its own volition, it should start as an ad-hoc committee of the ASC. Here are some questions for your Area to discuss prior to forming an ad-hoc committee and preparing a bid:

1.	Is there a need?  Why do we want to form this committee?
2.	Is this practical?  Do we have the facilities, resources and willing servants to do the
work required?
3.	Will it conflict with our ability to support our groups, the ASC, the RSC or other NA
services? Can this Area support the kind of effort needed without being harmful to itself?
   
	Bidding Criteria

1.	Bid must come from an Area within the Minnesota Region of Narcotics Anonymous.
2.	The host city for the convention will be a city in which there are at least three (3) Narcotics
Anonymous meetings.
3.	The  bid committee will be made up of at least three members who have had previous experience
hosting N.A. events. This may be at any level of service. Include a summary of the principle
committee members' qualifications, (Service Resumes) both in recovery, as well as service, their
experience, and their willingness to see the Convention through.
4.	Bids must include a letter of support from the ASC, and at least three groups in the Area.
5.	Bids may be submitted by any area, however when multiple bids are received, the MNNAC Inc.
 	Board of Directors and the Minnesota RSC reserves the right to preference a bid from an area that has
not hosted the	Regional Convention in the last two (2) years.
6.	Provide a letter of information as to why the Area wants to host the Convention, also known as the
"Letter of Need."
7.	Provide a written history of your Area and describe annual events that take place in the area.
Provide in the history your area's experience with any past N.A. events and Conventions.
8.	MNNAC will be held in April of every year.
9.	A written contract offer from each of the hotels or other facilities (resorts etc.) where the convention
could be held, if the bid is accepted. This must also include the dates that the facility is available. 
It is recommended that a minimum of three hotel bids be included with your package. Also include
a letter of support from the specific hotels or facilities, a meeting planners information package, as
well as a completed Hotel Search Fact Sheet for each hotel.

Bids must be presented to the Minnesota RSC at the October RSC meeting, 18 months prior to the Convention.  Bids will be turned over and screened by the MNNAC Inc. Board of Directors and a recommendation will be presented to the Regional Service Conference in December. A copy of each letter of need and a summary of the bids received will be submitted to the Regional body for the December RSC and the hosting Area will be selected by the RSC. At the February RSC meeting a Convention Chairperson will be elected by the RSC.  All submitted bids will be retained and archived by MNNAC Inc. so you may wish to create duplicate copies.




Dear NA member,

Before you complete your service resume form, we would like to let you know more about doing service work for the Convention Committee. The purpose of the Service Resume is to communicate any and all of your service experience to the MNNAC Inc. Board of Directors. However it is your willingness level, and not how much previous service experience you may or may not have, that counts.

The position for which you are volunteering, and may be nominated to, will require you to make a commitment for at least 16 months, with the possibility that your commitment could last as long as three years.  Conventions require much work and energy to be successful. There is considerable planning involved before the Convention, and even more work as the Convention draws near. This means that you may be asked to make a considerable investment of your time and energies. You may find it necessary to travel and spend time away from your family and your home. You can plan to have work to do at home in your spare time, such as reading and writing reports. There will also be many discussions about the plans and objectives of your position with other members of the Convention Committee. In addition you may be required to research different activities and spend time on the telephone with other trusted servants and various vendors and suppliers. One important concept to remember, as in all types of NA service work, our Committees operate under the principal of group conscience.  As such, there may be instances where you, as a Committee Chair or Committee member may be responsible for carrying out decisions that you may not personally agree with.  It is most important that you be able to work with, and as a part of, the overall Convention Committee.

To provide our fellowship with the very best Convention possible, we ask that you carefully consider the responsibilities that go with this commitment.  You may wish to consult your family, sponsor or other members of NA. Talking with other members who have served on previous Convention Committees may give you additional insight into the commitment involved. Service work at this level has many rewards and may greatly affect your life and personal recovery. However it does not come without hard work, some long hours, dedication, and personal service.


In fellowship,

MNNAC Inc.
Board of Directors





	Paraphrased and adapted from The World Service Conference of Narcotics Anonymous




MNNAC INC.
	Convention Bid Subcommittee
	Service Resume

           DATE ______________

NAME        _________________________________		CLEAN DATE ______________

ADDRESS   _________________________________	                PHONE # ______________
        
                 _________________________________

GROUP SERVICE WORK:     
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

AREA SERVICE WORK:       __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


REGIONAL SERVICE WORK: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

GROUP, AREA, REGIONAL FUNCTIONS SERVICE WORK:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

OTHER NA SERVICE:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

RELATED PERSONAL EXPERIENCE:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________


SHOULD OUR CONVENTION BID BE ACCEPTED I AM WILLING TO VOLUNTEER MY SERVICES TO THE CONVENTION COMMITTEE.

(Print name) __________________________________________

(Signature) ___________________________________________	Date __________________


	MNNAC Inc. Financial Policy

This form, is to be read and signed, by all Convention Committee members, including the Executive Committee,  Subcommittee Chairs, Subcommittee members and all volunteers in duplicate. After signing and dating one copy will then be turned into the Convention Treasurer who will submit it to the MNNAC Inc. BOD for archival purposes. The remaining copy will be retained by the signee.  


1.	Electing trusted servants who are ready for, and can handle the responsibilities and duties of their position is critical.  Better to leave a position empty than to fill it with unqualified people.

2.	A trusted servant money handling policy or a set of financial guidelines has been created and implemented to help prevent a financial crisis. In this way our policy is based on principles and not personalities. There will be no exceptions made to these stated policies.  

3.	All trusted servants handling Convention funds or saleable items will be given two separate copies of the financial policies or guidelines to be read and signed. One copy is to be retained by the trusted servant and the second returned to and archived by the MNNAC Inc. Board of Directors.

4.	Any tickets created and sold for any Convention event should be numbered and marked in such a way that they may be easily accounted for and not easily duplicated.  

5.	A dollar limit, based on the actual cash value of Convention items to be sold, will be established for each saleable item, on a case by case basis by the Convention Committee. This limit will be the maximum number of tickets or quantity of merchandise distributed at any one time, to any one individual Trusted Servant to sell.  

6.	The Subcommittee Chairperson in charge of ticket or merchandise distribution and sales must keep an accurate record and inventory of all saleable items at all times. All items distributed to Trusted Servants to be sold, will be accounted for and signed out by both the person receiving and person distributing these items using the Merchandise inventory sheet included in these guidelines. (See Forms section) This record will always include, the quantity currently sold and unsold, and the amount of cash that has been turned over to the Treasurer, the quantity of tickets or merchandise presently in the hands of individuals for sale, the individuals signed inventory sheet for tickets and/or merchandise, and the total cash value of all tickets and/or merchandise assigned to each individual. When an individual allotment is sold, (see 5 above) more tickets or merchandise may be distributed to that person only after the money collected is turned in and accounted for. The Subcommittee Chair will issue receipts for all monies turned in for sold merchandise.

7.	Audits will be performed on all Convention Committees or individuals entrusted with the handling of Convention funds or merchandise.

8.	An addict alone is in poor company, an addict alone with money is in even poorer company.  

a.	The Treasurer will designate at least 3 persons to be responsible for the pickup and counting of funds for all Convention functions. These funds will be collected periodically throughout the event and counted by all three people.  


b.	The use of Cash registers is recommended for all Convention related functions at a centralized sales location so that all financial transactions at the function can be reconciled with the cash register tape at the close of the event.  This register should be located at the registration or check in area of the function. To minimize the number of people handling Convention funds, if refreshments are offered for sale, 25 or 50 cent refreshment tickets should be sold at the registration or check in area. These tickets can then be exchanged for refreshments. A second cash register may be needed in the merchandise area at Convention related functions. All cash registers should have a sufficient amount of money available to make change throughout the event.

c.	A minimum of two Trusted Servants will always be responsible for working at and collecting money at the centralized point of sale.  If a cash register is being used, they will be knowledgeable about it’s operation.  Ultimately the Convention Committee is responsible for all Convention funds so these individuals should be from that committee.

d.	More than one signer is always necessary on NA checking accounts. See Convention Treasurers Guidelines.

e.	The Original copy of each bank statement received by the Convention Treasurer is to be submitted to the Convention Chairperson at the next scheduled Convention Committee meeting. The Chairperson will in turn submit this statement to the MNNAC Inc. BOD at the next scheduled BOD meeting. A copy will also be included with the Convention Treasurers report submitted to the Convention Secretary and will be included in the Convention Meeting minutes. The Treasurer will also keep a copy for his or her records.

f.	All funds will be handled by the Convention Committee Treasurer. All income generated will be submitted to the Treasurer and deposited in the Convention Committee bank account. All Convention related expenses will be paid by the Treasurer using a check drawn on the Convention Committee bank account. Cash transactions are to be avoided as much as possible and no Convention funds will be handled directly by subcommittees.

	
	As a part of your responsibility as a member of the Convention Committee, you may become
		 involved in the handling of Convention Merchandise and/or funds. Please be advised that all 
		Trusted Servants and individual addicts, entrusted with the handling of Convention merchandise
		 and/or funds will be held accountable. If any Convention merchandise and/or Convention funds 
are found to be missing or misused, an investigation will be initiated by the Board of Directors of MNNAC Inc. If you are found to have stolen or misused Convention merchandise and/or funds, your Trusted Servants position will be immediately forfeited and the Board of Directors of MNNAC Inc. will
		have you prosecuted to the fullest extent of the law.


I have read and understand these Financial Policies


___________________________________	
		Print name

_________________________________
                       	              	Signature				                                              	       Date_____________________________    		 

	MNNAC Hotel Fact Sheet

This sheet is to be used for determining the ability of a hotel or resort to meet our requirements when initial contact with bidding hotels is made during the bidding process. A minimum of three separate hotel bids must be submitted for consideration. Completed fact sheets and meeting planners guides will be submitted with the bid package for each hotel wishing to host our Convention. It will also be used for the detailed walk through of a hotel during final negotiations, prior to entering into a contract. In that walk through, Hotels & Hospitality and the Executive Committees should be represented. MNNAC Inc. BOD members may also be invited. Other interested Subcommittee Chairs may also attend if a need is expressed. However, try not to overwhelm the hotel with Committee members. It is recommended that at least three separate persons fill out the information on this sheet. These sheets or copies of these sheets will then be turned into the H&H Chair, the Executive Committee and MNNAC Inc. BOD members. That way if any confusion exists you can compare "notes" with each other. The specific information on this sheet will also be used in drawing up the final hotel contract so accuracy is important.  

      HOTEL _________________________________________________________    Date _____________________
      Address _________________________________________________________     Phone                                   
      Person completing this worksheet ___________________________________     Phone                                   
	Hotel Contacts
	 _______________________________Sales Rep.    _______________________________Catering Mgr.
	      _______________________________Gen. Mgr.    _______________________________Reservation Mgr.

	Guaranteed Room Rates (inc. Tax)
	Single $ ___________         Double ___________         Triple ___________         Quad ___________
 	Parking Fee? ________  Checkout Time? (extendable ?) ________/________   Comp. Rooms ? _____per_____
	Room upgrades for Committee/BOD members? ___________ Postage paid reservation cards provided? ___________
	Meeting Room Requirements
Marathon Room #1  Seating for 50.  Board rm style w/ additional  perimeter seats.  24hrs  Fri 4:00pm - 12pm Sun
Room Name _________________________    Room Dimensions __________________ Charge _________________
Marathon Room #2  Seating for 50. Board rm style w/ additional  perimeter seats.  24hrs  Fri 4:00pm - 12pm Sun
Room Name _________________________    Room Dimensions __________________ Charge _________________
Workshop Room #1  Seating for 75 - 100 Theater style with podium & front table.  Fri 4 -12pm & 8-12am Sat
Room Name _________________________    Room Dimensions __________________ Charge _________________
Workshop Room #2  Seating for 75 - 100 Theater style with podium & front table.  Fri 4 -12pm & 8am-5pm Sat 
Room Name _________________________    Room Dimensions __________________ Charge _________________
Workshop Room #3  Seating for 75 - 100 Theater style with podium & front table.  Fri 4 -12pm & 8am-5pm Sat
Room Name _________________________    Room Dimensions __________________ Charge _________________
Board/Committee Room   Seating for 25-30 persons.  Boardroom style w/ perimeter seats.   Fri 2:00pm-5:00pm Sun
Room Name _________________________    Room Dimensions __________________ Charge _________________
Convention Guides/Volunteer Room Seating for 25-30 persons. Perimeter seating.   Fri 2:00pm-5:00pm Sun
Room Name _________________________    Room Dimensions __________________ Charge _________________


Securable Merchandise Area  Tables around perimeter w/ walkway behind, 2 exits.  Fri 2:00p - 3:00pm Sun
Room Name _________________________    Room Dimensions __________________ Charge _________________
Registration Area or Room 7 - 8 Tables w/ chairs easily accessible, centrally located.   Fri 2:00 pm - 2:00 pm Sun
Room Name _________________________    Room Dimensions __________________ Charge _________________
Hospitality Room   Room for small gatherings, banquet tables (rounds) and chairs. 24hrs    Fri 4:00pm - 12pm Sun 
Room Name _________________________    Room Dimensions __________________ Charge _________________
Banquet Room  Room for 200+, banquet rounds plus theater style rear & sides.  Fri 6-10p, Sat 5-10p,Sun 8a-12p  
Room Name _________________________    Room Dimensions __________________ Charge _________________
Dance Area  Room for 300+, Dance floor, tables and chairs (Banquet room will work). Fri & Sat after Meeting to 2am 
Room Name _________________________    Room Dimensions __________________ Charge _________________
Auction Room Space for 75 - 100, theater style with podium/stage  (Workshop room will work).    Sat 10pm-12pm
Room Name _________________________    Room Dimensions __________________ Charge _________________
Volunteer Room Space for 15-25, with a small amount of equipment.       Fri 4:00pm - 12pm Sun 
Room Name _________________________    Room Dimensions __________________ Charge _________________

Public Address system available for Banquet Room, Workshop Rooms? __________  Charge _________________

	Miscellaneous 
Hotel willing to provide cash sales of coffee, soft drinks, mineral water, muffins, donuts & rolls, fruit, sandwiches, and  snacks for Friday evening, approx 7pm - 12pm, Saturday all day, 8am - 4pm & 8pm - 12pm? _____________________
Charge to Committee for above? __________________________

Hotel willing to provide ice water and cups for all meeting rooms? _____________________

Hotel willing to provide meeting space for Committee at least once a month until Convention? _____ Charge? ________

Is the hotel willing to notify the Committee of any group or groups wishing to book hotel meeting space the same dates as ours and allow us to determine if they will conflict with our principles? ______________________________________

Is the hotel willing to state this in our final contract? ______________________________

Additional Comments __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Audio Visual Rentals:
Head set microphone: ……………………………………………….. _________
Lavaliere microphone: ………………………………………………. _________
Cordless hand held microphone: ……………………………………. _________
Overhead projector: …………………………………………………. _________
Speaker Phone: ……………………………………………………… _________
LCD projector: ……………………………………………………… _________
Flip chart: …………………………………………………………… _________
TV / VCR or DVD: …………………………………………………. _________
Additional monitor: …………………………………………………. _________
Phone jackets for credit card machine: ……………………………... _________
Dance floor: …………………………………………………………. _________
Podiums: …………………………………………………………….. _________
Easels: ……………………………………………………………….. _________
White board: …………………………………………………………. _________
Extension cords: ……………………………………………………... _________
Screens: ……………………………………………………………… _________
Wired microphone: ………………………………………………….. _________
Display tables: ………………………………………………………. _________
Wireless internet: ……………………………………………………. _________
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