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INTRODUCTION TC "INTRODUCTION" \l 1 
The principal audience for this information are those individuals who will chair the Executive Committee and Convention Subcommittee Chairperson positions. It provides a series of proven guidelines and suggestions which are presented as a means of insuring continuity and ongoing fiscal responsibility to the annual event that will be known as MNNAC. 

These guidelines will be updated on an ongoing basis to reflect our experiences and the lessons learned during subsequent Minnesota State Narcotics Anonymous Conventions.
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Guidelines for the Convention Executive Committee

 TC "CONVENTION
EXECUTIVE COMMITTEE" \l 1 
The Executive Committee for the Regional Convention

Electing trusted servants who are ready for, and can handle the responsibilities and duties of their position is critical. It is better to leave positions empty than to fill them with unqualified people.

The Executive Committee TC "Executive Committee" \l 2  carries out or executes the conscience of the Convention Committee. The Executive Committee functions as the administrative body of the Convention and holds separate periodic and special Subcommittee meetings. Its function is to ensure communication between the various Convention Subcommittees, to promote committee unity, to encourage working together and helping any Subcommittee that may need additional help.

The members of the Executive Committee meet and discuss the performance of the individual Subcommittees. Budget matters and other situations concerning the Convention or individual Subcommittees will also be reviewed. The results of these discussions will be included in reports given at Convention Committee meetings.

The Executive Committee will draft a schedule of meeting dates for the Convention Committee. This schedule will then be reviewed and approved by the Convention Committee and distributed to all members. It is advisable to choose a particular evening or weekend day on which meetings will be held. This allows for consistency and allows committee members to plan their schedules accordingly. 

The Executive Committee also makes regular reports to the hosting ASC and to the MNNAC Inc. BOD (Board of Directors). Any comments, suggestions and directives from those bodies will be included in the Chairperson's report during the Convention Committee meeting.

Executive Decisions: Whenever possible, all decisions should be made at regularly scheduled convention committee meetings. However, situations may arise where a decision must be made between meetings. In this event an Executive Decision will be made by taking a vote of the Co-chair, Treasurer, Secretary and the Chairperson of the Subcommittee(s) directly affected by the decision. 

The qualifications and responsibilities of the Executive Committee are as follows.

Chairperson

The recommendation is for five years clean time, a demonstrated stability in the local community, active involvement in Narcotics Anonymous and a working understanding of the Twelve Steps, the Twelve Traditions and the Twelve Concepts of NA Service. The Chairperson TC "Chairperson" \l 2  must also display leadership, administrative and organizational abilities. This person should also have previous Convention or large scale NA function experience as well as NA service experience. The Chairperson must also have the ability to motivate people, deal with and resolve conflicts, and problems that might arise.

The Chairperson helps to resolve conflicts. It is the Chairperson's responsibility to keep order during the Convention Committee meetings. Some ways to accomplish that are: 

1. Don't be afraid to table issues.

2. Get two or three pros and two or three cons to any given issue. Then find out if anyone has new or different information on the issue. Call for a vote. 

The Chairperson keeps all activities within the principles of our Twelve Traditions and in accord with the purpose of the Convention. As a Convention Committee serving Narcotics Anonymous, we are bound by our Traditions. If situations arise that seem to be in conflict with our Traditions, time should be taken to read the preamble to the Traditions and the specific Tradition(s) in question. If there is still conflict or misunderstanding, the issue should be brought to the MNNAC Inc. BOD for clarification.  Situations that cannot be resolved at that level then go to the Regional Policy Committee. If it is still not resolved, the World Service Office must be consulted.

It is important for the chair to build a consensus among the committee when there is an issue that is controversial or divisive. The concept of “Majority Rules” is in conflict with the spiritual principles that we learn in recovery. Consensus, in this context, means a solution that everyone can live with. It will sometimes take additional discussion time to arrive at consensus. This time is well spent. Be creative in your suggestions and don’t’ be afraid to listen to other views, especially when they differ significantly from your own. 

The Chairperson shall monitor the flow of funds and general Convention costs and help to organize the Subcommittee budgets. A budget will also be prepared for Executive Committee functions. These budgets will be submitted to the MNNAC Inc. BOD. Expenses should be estimated on the high side and income on the low side for each Subcommittee. It is the Executive Committee's responsibility to see that the Convention does not end in the red. More money must be made than spent to assure the future success of our Conventions.

The Chairperson will have a vote only in the event of a tie.

The Chairperson will solicit ideas and prepare an agenda for both Executive Meetings and Convention Committee meetings. The Chairperson shall submit the meeting’s agenda to the Secretary for distribution. The Chairperson will schedule, attend and chair the Convention Committee meetings, the Executive Committee meetings and the Convention itself.

The Chairperson organizes Subcommittees and delegates major tasks to specific Subcommittees and stays informed of the activities of each Subcommittee. 

The Chairperson or a designated member of the Executive Committee will become a member of the MNNAC Inc. Board of Directors. This position will start when elected to the Convention Chairperson position by the respected Area to which the bid was awarded and will continue for three years after the end of the Convention.

As an appointed member of the MNNAC Inc. BOD the Chairperson or the designee shall attend all MNNAC Inc. BOD meetings. 

The Chairperson will be responsible for submitting all vendor’s bids, preliminary, and final contracts to the MNNAC Inc. BOD for their final approval. 

The MNNAC Inc. BOD is the only entity that may enter into and sign contracts. All contracts entered into are between the MNNAC Inc. BOD and the individual or company supplying the goods or services to the Convention, and must so state. No other designation or individuals name is to appear on any preliminary or final contracts.

The Chairperson will be responsible for submitting legible and accurate Treasurer, Registration, and Merchandise inventory reports to each MNNAC Inc. BOD meeting.

During the Convention, the Chairperson will be responsible for all activities of the event, respond to problems as they arise and maintain contact and communication with Subcommittee chairs and BOD members.

During the Convention the Chairperson will schedule and maintain an “on-call list” of available Convention Committee Executive members and Subcommittee Chairpersons who will be available to deal with any emergency situations that arise during the Convention.

The Chairperson will work with and assist the Treasurer after the Convention to ensure that all financial obligations have been met. The Chairperson will also help to close out the Convention financial ledgers and the checking account.

The Chairperson along with the Co-Chairperson will prepare and submit to the full Convention Committee, MNRSC and MNNAC Inc. BOD, a final report within sixty days of the closing of the Convention. This report will contain an overview of the Convention process as well as any “lessons learned” and suggestions for future Conventions. 

Co-Chairperson 

The recommendation is for four years clean time, a demonstrated stability in the local community, active involvement in Narcotics Anonymous and a working understanding of the Twelve Steps, the Twelve Traditions and the Twelve Concepts of NA Service. The Co-Chairperson TC "Co-Chairperson" \l 2  must also display administrative and organizational abilities. This person should also have previous Convention or large scale NA function experience and NA service experience. The Co-Chairperson must also have the ability to deal with and resolve conflicts and problems that might arise. The main purpose of the Co-Chair is to help the Convention Chairperson.

The Co-Chair assists the Chairperson in all areas as necessary.

The Co-Chair will assume the duties of the Chairperson if the Chair becomes unavailable.

The Co-Chair will attend all Convention and Executive Committee meetings.

The Co-Chair helps the Chairperson in the resolution of conflicts.

The Co-Chair helps the Chairperson in the preparation of an Executive Committee budget.

The Co-Chair helps the Chairperson in the monitoring of the flow of funds of the Convention.

The Co-Chair helps the Chairperson in the preparation of an agenda for Convention and Executive Committee meetings.

During the Convention the Co-Chair will help the Chairperson in the performance of their duties.

The Co-Chair will work with the Chairperson when addressing issues involving the responsibilities of Subcommittee members.

The Co-Chair helps Subcommittee chairs in the search for volunteers to sit on their committees.

The Co-Chair will attend as many Subcommittee meetings as possible to provide encouragement, assistance and guidance.

The Co-Chair will act as a liaison between the Subcommittees and the Executive Committee.

The Co-Chair will act as a chairperson for any Subcommittee that loses its Chair while a new Chairperson is being sought.

The Co-Chair helps Subcommittees to organize their budgets.

The Co-Chair will assist all Subcommittee Chairpersons in preparing and submitting to the full Convention Committee and MNNAC Inc. BOD, their final reports, within sixty days of the closing of the Convention. 

The Co-Chair with the Chairperson will prepare and submit to the full Convention Committee, MNRSC and MNNAC Inc. BOD, a final report within sixty days of the closing of the Convention. This report will contain an overview of the Convention process as well as any “lessons learned” and suggestions for future Conventions. 

Secretary

The recommendation is for two years clean time, a demonstrated stability in the local community, active involvement in Narcotics Anonymous and a working understanding of the Twelve Steps, the Twelve Traditions and the Twelve Concepts of NA Service. The Secretary TC "Secretary" \l 2  must also show administrative and organizational abilities. This person should also have previous Convention or large scale NA function experience and NA service experience. The Secretary must have the ability to maintain complete and accurate records of all Convention and Executive Committee meetings.

The Secretary will attend all Convention and Executive Committee meetings.

The Secretary will take accurate minutes of the proceedings of meetings. 

The Secretary will see to it that minutes are typed and distributed to all Executive and Convention Committee members and semt to all MNNAC Inc. BOD members, along with any other pertinent materials in a timely manner.

The Secretary will include in the minutes a transcription of the events of the meetings. All motions will be recorded with the date, the originator and second, a verbatim listing of the motion, a complete vote count and whether the motion passed or failed. All decisions made during a Convention meeting must be clearly documented as well. (See Forms Section for motion form)

The Secretary will maintain a current mailing and phone list of all Convention Committee members.

The Secretary will provide the agenda to Convention Subcommittee Chairpersons before all meetings.

The Secretary will keep archival copies of all meeting minutes and agendas.

The Secretary shall hold and archive all signed contracts for individuals or companies providing services to the Convention Committee.

The Secretary will maintain archives of all Convention Subcommittee meetings and activities for submission to the BOD.

The Secretary will receive the final Convention Committee reports from all Subcommittees, compile those reports and submit them to the Executive Committee within 45 days of the closing of the Convention.

Treasurer

The recommendation is for four years clean time, a demonstrated stability in the local community, active involvement in Narcotics Anonymous and a working understanding of the Twelve Steps, the Twelve Traditions and the Twelve Concepts of NA Service. The Treasurer TC "Treasurer" \l 2  must also display administrative and organizational abilities. This person should also have previous Convention or large scale NA function experience and NA service experience. The Treasurer must possess accounting and bookkeeping skills and be readily accessible to all Subcommittees. The Treasurer will keep an accurate record of all financial transactions of the Convention Committee and is an active participant in the financial budget and decision making process.

The Convention Committee will receive start up funds from MNNAC Inc. It is the Convention Committee’s responsibility to use this money wisely. This is seed money which should be utilized to generate sufficient funds to hold the Convention.

The Treasurer will open a checking account for the Convention Committee in the name of the

Convention. This account will require two co-signers on all checks, consisting of the Treasurer, Chairperson and any other Executive Committee member designated as a co-signer, but MUST ALSO include the MNNAC Inc. Treasurer and one other BOD member as additional co-signers.

The Treasurer will assist the Chairperson in preparation of a budget for the Executive Committee.

The Treasurer will provide assistance to the Subcommittees in establishing and preparing their budgets.

The Treasurer will issue all checks and is responsible for keeping a ledger of all financial transactions with receipts.

The Treasurer will acquire a numbered, duplicate receipt book and issue receipts for all incoming funds, from whatever source.

The Treasurer will collect and archive all Convention Committee receipts for MNNAC Inc. BOD or IRS audit purposes.

The Treasurer must be accessible between Convention Committee meetings to collect and deposit any funds received and to issue checks as needed.

The Treasurer will keep the Executive Committee and Subcommittee Chairpersons informed at all times of the current financial status by submitting a report at each Convention and Executive Committee meeting. 

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.

The Treasurer will provide the Chairperson a detailed report, showing all financial activity to date, prior to each scheduled MNNAC Inc. BOD meeting. 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. He will also give online access to the BOD treasurer when available. 

The Treasurer is responsible for all financial matters, the collection and deposit of incoming money and the payment of all bills. 

The Treasurer will be responsible for informing all volunteers of the Convention Financial Policies. 

The Treasurer will be responsible for informing all volunteers of the check cashing policy.

The Treasurer will provide all Subcommittee Chairs involved with the handling of funds, sufficient copies of the Financial Policies Form. These forms will be read and signed by all volunteers working within the Subcommittee and turned into the Subcommittee Chair. The Subcommittee Chair will then turn these forms into the Treasurer, who will turn them over to MNNAC Inc. BOD.

Three months prior to the Convention, and at every MNNAC Inc. BOD meeting thereafter, the Treasurer will compile and submit a Convention “break even” report. This will consist of a summary of all expenses to date and the number of paid registrations required to cover those expenses. This report will be provided to the Chairperson prior to each scheduled MNNAC Inc. BOD meeting.

The Treasurer will make available, when requested by the MNNAC Inc. BOD, all financial records for audit purposes.

The Treasurer will keep the checking account balanced and up-to-date.

During the Convention the Treasurer will insure that sufficient start up money is available for change at Registration and Merchandising. 

The Treasurer will also set up a system of collection and recording money pickups. This must include at least three signatures on each report, the person who the money is received from, the Treasurer and at least one other Executive Committee member. 

The Treasurer will establish a safe, simple method of regular bank deposits or other method of securing funds during the Convention. (ie. Hotel safe deposit box, or ongoing bank deposits)

The Treasurer will prepare and submit to the full Convention Committee and MNNAC Inc. BOD, a final report and financial statement within sixty days of the closing of the Convention. This report will contain an overview of the Convention process as well as any “lessons learned” and suggestions for future Conventions. 

The Treasurer will close the Convention Committee checking account as soon as possible, following the Convention, after all final financial obligations have been met. All funds remaining in the account at that time will be turned over to the MNNAC Inc. BOD Treasurer with a Bank Draft or Cashiers Check payable to MNNAC In
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Guidelines for convention subcommittee chairpersons TC "CONVENTION
SUBCOMMITTEE
CHAIRPERSONS" \l 1 
Additional Needs

The purpose of the Additional Needs TC "Additional Needs" \l 2  Subcommittee is to represent and address the Convention needs of those attendees who may need a little extra or different types of help. 

Qualifications for Trusted Servants: Two years clean time, demonstrated stability in the local community, actively involved in NA with knowledge of the Twelve Steps and a working knowledge of the Twelve Traditions and the Twelve Concepts of NA Service, previous NA service experience, awareness of special needs within the Fellowship of Narcotics Anonymous, accessibility to other committee members. 

Duties:

Solicits addict volunteers to serve on the Subcommittee, and find one member who is willing to serve as Co-chairperson for the Subcommittee.

Prepare a written calendar of dates and locations where Subcommittee meetings will occur, and submit to the Convention Committee.

Prepare and submit a written report at each Convention Committee meeting.

Work with the Treasurer to establish a budget for the Subcommittee, track expenditures to insure that the budget is adhered to, and report any variations to the Convention Committee immediately. (See Forms section for a sample budget).

Keep a detailed ledger of all Subcommittee expenses and any generated income. This must include all receipts for any expenses incurred, which will be turned in to the Treasurer. This ledger must be available at all times and is to be turned in with the Subcommittee's final report and expense report. 

Ensure that the facility chosen as the site for the Convention is wheelchair/mobility accessible. Pay close attention to all meeting areas within the facility looking for possible access difficulties. 

Work with the Programming Subcommittee to ensure that a selection of workshops and speakers are translated for the hearing impaired if necessary.

Be sure to include a statement in the program that informs those with additional needs to contact registration for accommodation of their needs. 

Work with the H&H Subcommittee to address special dietary needs during Convention meals. (Vegetarian’s etc.)

Address the Convention needs as they relate to the proportion of non‑English speaking attendees.

Maintain open communication with all Subcommittees both before and during the Convention to insure that these issues are discussed thoroughly.

Work with the Convention Committee and Naranon to ensure that the Fellowship policy of "cooperation not affiliation" is followed.

The MNNAC Inc. BOD is the only entity that may enter into and sign contracts. All contracts entered into are between the MNNAC Inc. BOD and the individual or company supplying the goods or services to the Convention, and must state as such. No other designation or individuals name is to appear on any preliminary or final contracts.

Establish a staffing schedule to insure that all Subcommittee work shifts are covered and duties are completed during the Convention.

The Additional Needs Chairperson will prepare and submit a final report to the full Convention Committee within sixty days of the closing of the Convention. This report will contain an overview of the Convention process as well as any “lessons learned” and suggestions for future Conventions. 

Arts & Graphics Subcommittee Guidelines

The Arts & Graphics TC "Arts & Graphics" \l 2  Subcommittee is responsible for the creation and design of all Convention artwork and logos. The A&G Committee will solicit ideas and artwork from and work with the Registration, Merchandising and Programming Subcommittees. A&G will also be responsible for the printing and creation of the banner, programs, tickets, (banquet, brunch. entertainment and dances), flyers (function and Convention), Convention posters and Convention site informational posters. 

The Subcommittee will consist of a Chair, Co-Chair, Secretary and as many interested addicts as possible. The Chairperson of the A&G Subcommittee must develop a budget that includes all printing and miscellaneous expenses. Once a budget is developed, it will be presented to the Convention Committee and the Treasurer for approval. The A&G Subcommittee will also provide a variety of designs for each item to the full Convention Committee to provide a choice of selections. The Subcommittee must present all ideas and suggestions to the full Convention Committee for approval. 

All printing work that is generated by A&G for itself or other Convention Subcommittees must be proofread by the submitting Subcommittee as well as the A&G Subcommittee. It is also recommended that a member of the Executive Committee be involved as well. The content must be accurate in all areas, such as, but not limited to, spelling, contact persons names, phone numbers, specific events (ie. Banquet, Brunch, Entertainment) and their locations. Make sure that contact people have authorized the use of their names and phone numbers prior to printing. Assume nothing!

Qualifications for Trusted servants: Two years clean time, demonstrated stability in local community, actively involved in NA with a working knowledge of the Twelve Steps, the Twelve Traditions and the Twelve Concepts of NA Service, Convention and/or other NA service experience, artistic and organizational understanding and/or abilities.

Duties:

Solicits addict volunteers to serve on the Subcommittee, and find one member who is willing to serve as Co-chairperson for the Subcommittee.

Prepare a written calendar of dates and locations where Subcommittee meetings will occur, and submit to the Convention Committee.

Prepare and submit a written report at each Convention Committee meeting.

Work with the Treasurer to develop a budget which address all projected administrative, design, layout and printing expenses, track expenditures to insure that the budget is adhered to, and report any variations to the Convention Committee immediately. (See Forms section for a sample budget).

Keep a detailed ledger of all Subcommittee expenses and any generated income. This must include all receipts for any expenses incurred which will be turned in to the Treasurer. This ledger must be available at all times and is to be turned in with the Subcommittee's final report and expense report

The A&G Subcommittee is responsible for designing and having the Convention banner made.

Works with the Fundraising & Entertainment and Convention Information Subcommittees to create all Convention and Pre-convention flyers.

Work with Registration, Programming, and Convention Information to establish informational sign and map needs for the Convention site and registration packets.

Work with Programming to design and create the Convention Programs.

Will acquire a copyright release from all artists submitting artwork or designs. (See Forms section)

Make it clear to any and all artists, volunteer or professional that:

1. MNNAC Inc. will retain ownership of all original artwork purchased or donated for

   MNNAC use. 

2. All artwork submitted for MNNAC use shall remain anonymous. (ie. no

   endorsements)

Will provide each individual or vendor, who has been selected to submit a bid for services or supplies, to the Convention Committee, a copy of the Vendor Bid cover letter explaining the bid process. (See Forms section)

The Subcommittee will notify all individuals or vendors whose bids have been rejected for whatever reason. This notification should take place within ten days of that decision. This will eliminate any potential communication problems with vendors. (See Forms section for sample)

Before entering into any agreements or contracts involving printing of Convention materials, the A&G Subcommittee will solicit a minimum of three bids from different vendors.

The MNNAC Inc. BOD is the only entity that may enter into and sign contracts. All contracts entered into are between the MNNAC Inc. BOD and the individual or company supplying the goods or services to the Convention, and must state as such. No other designation or individuals name is to appear on any preliminary or final contracts.

The A&G Subcommittee Chairperson will prepare and submit a final report to the full Convention Committee and within thirty days of the closing of the Convention. This report will contain an overview of the Convention process as well as any “lessons learned” and suggestions for future Conventions. 

Convention Guides Subcommittee Guidelines

The purpose of the Convention Guides TC "Convention Guides" \l 2  is to maintain serenity at the Convention. It is the responsibility of the Convention Guides to provide a safe and enjoyable weekend of recovery. The goal of the Convention Guides is to prevent any damage to the Convention facility and help avoid any disruption to the atmosphere of recovery. They will also provide assistance in the set-up and breakdown tasks and in the transportation for out-of-towners arriving at airports, bus or train stations.

The Convention Guides will work with the hotel staff and security systems to minimize any conflicts or friction that might occur during the Convention between NA Conventioneers and the hotel or it's other guests. The Convention Guides will also provide a visible presence at the Convention and be available to provide information to attendees. The Convention Guides must always be congenial and courteous. When confronting Convention goers it must always be done in a caring, non-threatening manner. The Convention Huggers or Greeters will also be the responsibility of the Convention Guides Subcommittee.

Qualifications for Trusted Servants: Two years clean time, demonstrated stability in the local community, actively involved in NA with a working knowledge of the Twelve Steps, the Twelve Traditions and the Twelve Concepts of NA Service, previous NA service experience, organizational and recruiting abilities, ability to deal with and resolve problems and conflicts.

Duties:

Solicits addict volunteers to serve on the Subcommittee, and find one member who is willing to serve as Co-chairperson for the Subcommittee.

Prepare a written calendar of dates and locations where Subcommittee meetings will occur, and submit to the Convention Committee.

Prepare and submit a written report at each Convention Committee meeting.

Work with the Treasurer to establish a budget for the Subcommittee, track expenditures to insure that the budget is adhered to, and report any variations to the Convention Committee immediately. (See Forms section for a sample budget).

Keep a detailed ledger of all Subcommittee expenses and any generated income. This must include all receipts for any expenses incurred which will be turned in to the Treasurer. This ledger must be available at all times and is to be turned in with the Subcommittee's final report and expense report.

The Convention Guides Subcommittee will also solicit volunteers to serve as Convention Huggers or Greeters.

Work with Arts & Graphics Subcommittee on the design of an item which will insure that Convention Guides and Huggers are easily recognizable and identifiable during the Convention. (T-Shirts, Ribbons etc.)

Establish training groups and team leaders to provide prospective Convention Guides and Huggers with all the information that they need to know to fully respond to Convention attendee’s questions. They should be knowledgeable about all Convention related events and their locations.

Will meet with Hotel staff prior to Convention to review their policies and expectations.

Works with the Programming Subcommittee to arrange for pick-up and transportation of any out of town speakers.

Establish the availability of walkie‑talkies for on‑duty Convention Guides.

Will provide each individual or vendor, who has been selected to submit a bid for services or supplies, to the Convention Committee, a copy of the Vendor Bid cover letter explaining the bid process. (See Forms section)

The Subcommittee will notify all individuals or vendors whose bids have been rejected for whatever reason. This notification should take place within ten days of that decision. This will eliminate any potential communication problems with vendors. (See Forms section for sample)

Before entering into any agreements or contracts involving services or supplies, the Convention Guides Subcommittee will try to solicit a minimum of three bids from different vendors. 

The MNNAC Inc. BOD is the only entity that may enter into and sign contracts. All contracts entered into are between the MNNAC Inc. BOD and the individual or company supplying the goods or services to the Convention, and must state as such. No other designation or individuals name is to appear on any preliminary or final contracts.

Work with Hotel Security Department of the hosting hotel to insure that the Subcommittee is working in cooperation with them during the Convention.

Prepares a staffing schedule to insure that Convention Guides and Huggers are visible throughout the Convention. It is recommended that you stagger your work shifts to assure continuity, and make sure that sufficient volunteers are present in high traffic areas. It is best not to schedule shift changes during workshop breaks or during peak times.

Create a method of checking out and checking in, Convention Guides and Hugger identification (ie. T-shirts, ribbons, etc.) And designates a person to be responsible for that job.

The Convention Guides Chairperson will prepare and submit a final report to the full Convention Committee and MNNAC Inc. BOD within thirty days of the closing of the Convention. This report will contain an overview of the Convention process as well as any “lessons learned” and suggestions for future Conventions. 

Convention Information Subcommittee Guidelines

The Convention Information TC "Convention Information" \l 2  (CI) Subcommittee may actually be considered a two-part committee. This Subcommittee, as the name indicates serves the purpose of providing information about the Convention both to NA members and certain non-members. These two jobs are handled very differently because of the resulting contacts with individuals who are not members of the NA fellowship. The Subcommittee members chosen to serve on CI must have a thorough knowledge of the Twelve Traditions, specifically as they apply to public relations and personal anonymity.

Information provided by CI may include a description of the planned event, dates, locations and other pertinent information. It is always important that Convention Subcommittees work closely together. Because of the type of work that CI is responsible for it is especially important for them to maintain close contact with the Programming, Hotels and Hospitality as well as the Arts & Graphics Subcommittees. All information must always be up-to-date and accurate.

It is the duty of the CI Subcommittee to communicate to, invite and inform all concerned persons and agencies about the coming events and encourage their participation. This is done in the spirit of providing information rather than of promoting NA or it's activities. For further information refer to the Public Relations Handbook by NA World Services available at NA.org or at the UMSO. 

The CI Subcommittee has the delicate task of encouraging a large attendance without abandoning the principle of “attraction, rather than promotion.”

The CI Subcommittee will also provide information to those outside the Narcotics Anonymous Fellowship.

Qualifications for Trusted Servants: Two years clean time, demonstrated stability in the local community, actively involved in NA with a working knowledge of the Twelve Steps, Twelve Traditions, (especially as they relate to public relations and personal anonymity) and the Twelve Concepts of NA Service, other NA service experience, a working knowledge of public relations with communication skills, and accessibility to other committee members.

Duties:

Solicits addict volunteers to serve on the Subcommittee, and find one member who is willing to serve as Co-chairperson for the Subcommittee.

Prepare a written calendar of dates and locations where Subcommittee meetings will occur, and submit to the Convention Committee.

Prepare and submit a written report at each Convention Committee meeting

Work with the Treasurer to establish a budget for the Subcommittee, track expenditures to insure that the budget is adhered to, and report any variations to the Convention Committee immediately. (See Forms section for a sample budget).

Keep a detailed ledger of all Subcommittee expenses and any generated income. This must include all receipts for any expenses incurred which will be turned in to the Treasurer. This ledger must be available at all times and is to be turned in with the Subcommittee's final report and expense report.

Establish a system of generating and communicating information about the Convention to members and nonmembers alike.

Helps to distribute Convention flyers to addicts in the local areas, region, regional service offices (both locally and out of state), and the World Service Office.

Make sure phone numbers appear on the registration form for any questions that may arise. Proofread carefully!!!

Helps the Convention Committee to establish special pricing for treatment centers or halfway houses and creates a distribution list of treatment centers or halfway houses.

Contacts the NA Way and the Newsline with information about the upcoming Convention, no less than nine (9) months prior to its' onset. Check to confirm that information is in and correct with each subsequent issue.

Creates a "press packet" which can be given to those Media representatives who may make inquiries, and make sure that such packets are readily available at the Registration or Convention Information table.

Creates a written list of those individuals who can be interviewed by the media, should such a request be made.

Prepares a written staffing schedule to insure that the Convention Information table is staffed at the Convention itself. It is recommended to stagger your work shifts to assure continuity.

Prepare and submit a final report to the full Convention Committee and MNNAC Inc. BOD within thirty days of the closing of the Convention. This report will contain an overview of the Convention process as well as any “lessons learned” and suggestions for future Conventions. 

Fundraising & Entertainment TC "Fund Raising and
Entertainment" \l 2  Subcommittee Guidelines

The purpose of the F&E Subcommittee is to plan and carry out activities, such as mini-conferences, dances, talent shows etc., whose primary goal is to raise funds to help fund the Convention. The Subcommittee will also be responsible for assisting in the marketing of any Pre-Convention merchandise, as well as helping to generate fellowship awareness, excitement, interest and support for the Convention.

We must remember that we have only one need for money and that is to help carry the message to the addict who still suffers. A few well thought out and organized functions are the ones that are successful. The unsuccessful function can always be attributed to a lack of planning and/or a lack of exposure within the fellowship. 

Qualifications for Trusted Servants: Two years clean time, demonstrated stability in the local community, actively involved in NA with a knowledge of the Twelve Steps, the Twelve Traditions and the Twelve Concepts of NA Service, previous Convention or other NA service experience, planning, organization, and communication skills, ability to follow through with the duties of the Committee.

Duties:

Solicits addict volunteers to serve on the Subcommittee, and find one member who is willing to serve as Co-chairperson for the Subcommittee.

Prepare a written calendar of dates and locations where Subcommittee meetings will occur, and submit to the Convention Committee.

Prepare and submit a written report at each Convention Committee meeting.

Work with the Treasurer to establish a budget for the Subcommittee, track expenditures to insure that the budget is adhered to, and report any variations to the Convention Committee immediately. It generally works best if this Subcommittee creates two budgets, one for the Convention itself and a second for functions. (See Forms section for a sample budget).

Keep a detailed ledger of all Subcommittee expenses and any generated income. This must include all receipts for any expenses incurred. These receipts will be turned in to the Treasurer. This ledger must be available at all times and is to be turned in with the Subcommittee's final report and expense report.

Decides how many functions they would like to hold throughout the year. Try to schedule functions as early as possible and distribute a list of planned functions to the fellowship. 

Contacts appropriate Chairpersons (Unity, Fundraising, Activities, etc.) from other areas within the region to discuss the holding of Awareness and Fundraising functions (Dances, Learning Days, etc.) in their respective areas, and to coordinate such events. 

It is suggested that the events be referred to as a “MNNAC Awareness” or some other wording other than Fundraiser.

Establish a budget for each function.

Decides what type of function to hold, Speaker/dance, mini-conference, camp out, etc. (See MNNAC Function Job Assignment & Checklist in the Forms section.) 

Set up a process to review, select, and acquire meeting space, entertainment (music, DJ's etc.), and a schedule of events, for Pre-convention events held in other areas within the region.

Works with Arts & Graphics and Convention Information to create and distribute flyers for Pre-convention events.

Work with the Convention Treasurer to determine the best way to handle incoming funds at Pre-convention functions. Reviews the MNNAC Inc. BOD check cashing policy with all persons staffing the registration area at functions.

Works with the WSNAC Convention Committee in coordinating and scheduling the MNNAC/WSNAC co-operative Fundraiser.

Set up a process to review, select, and acquire Convention entertainment (music, DJ's etc.).

Works with Hotels & Hospitality to assure space is available for all Convention entertainment and the auction.

Will provide each individual or vendor, who has been selected to submit a bid for services or supplies, to the Convention Committee, a copy of the Vendor Bid cover letter explaining the bid process. (See Forms section)

The Subcommittee will notify in writing, all individuals or vendors whose bids have been rejected for whatever reason. This notification should take place within ten days of that decision. This will eliminate any potential communication problems with vendors. (See Forms section for sample)

Before entering into any agreements or contracts involving Convention entertainment or services, the F&E Subcommittee will try to solicit a minimum of three bids from different vendors. 

The MNNAC Inc. BOD is the only entity that may enter into and sign contracts. All contracts entered into are between the MNNAC Inc. BOD and the individual or company supplying the goods or services to the Convention, and must state as such. No other designation or individuals name is to appear on any preliminary or final contracts.

Establish a staffing schedule to insure that all Subcommittee work shifts are covered and duties are completed during the Convention and Pre-convention functions. It is recommended to stagger your work shifts to assure continuity.

The F&E Subcommittee will be responsible for maintaining an written inventory of auction items as well as coordinating and staffing the Convention Auction, if one is held.

The Fundraising and Entertainment chairperson will prepare and submit a final report to the full Convention Committee within thirty days of the closing of the Convention. This report will contain an overview of the Convention process as well as any “lessons learned” and suggestions for future Conventions. 

Hotels & Hospitality Subcommittee Guidelines

The Subcommittee serves as the liaison between the Hotel Staff and the Convention Committee. This Subcommittee also is responsible for providing a warm welcome to all, while promoting a spirit of unity and celebration of recovery for the fellowship. This includes providing adequate meeting space to carry our message of recovery. 

The first job is to establish a working committee. This should include a Chair, Co-chair, Secretary and as many willing addicts as can be found. A year seems like a long time, but there is much work that needs to be done. (Don't procrastinate!)

Next, attendance should be projected. Generally Conventions grow each year. If the projected attendance is greater than 20% larger than the previous year, a written projection including figures and reasons for the increase should be submitted to the Convention Committee Chairperson and MNNAC Inc. BOD.

The Hotels and Hospitality Subcommittee will work with the Chairperson and the Treasurer in the writing of the contract with this facility, and to work with other Subcommittees to see that their needs are addressed by the hotel.

Qualifications for Trusted Servants: Two years clean time, demonstrated stability in local community, actively involved in NA and aware of the Twelve Steps, the Twelve Traditions and the Twelve Concepts of NA Service, previous NA service experience, working knowledge of contract writing and business planning, able to work well with others and follow through with Committee demands.

Duties:

Solicits addict volunteers to serve on the Subcommittee, and find members who are willing to serve as Co-chairperson and Secretary for the Subcommittee.

Prepare a written calendar of dates and locations where Subcommittee meetings will occur, and submit to the Convention Committee.

Prepare and submit a written report at each Convention Committee meeting.

Work with the Treasurer to establish a budget for the Subcommittee, track expenditures to insure that the budget is adhered to, and report any variations to the Convention Committee immediately. (See Forms section for a sample budget).

Keep a detailed ledger of all Subcommittee expenses and any generated income. This must include all receipts for any expenses incurred which will be turned in to the Treasurer. This ledger must be available at all times and is to be turned in with the Subcommittee's final report and expense report.

Works with the Convention Committee in addressing the Convention needs regarding a Hospitality Room(s).

Works with all Subcommittees to establish their individual meeting space needs, and then negotiates with the Hotel to see that these requests are addressed. The suggested minimum meeting space requirements are as follows:

Friday:
One Marathon Meeting room for the duration of the Convention.

Two Workshop rooms with PA system if needed.

One large Banquet/Main Speaker room with PA system.

One room for evening Dance or entertainment. (May be same as Banquet

room)

One securable area for Merchandise Sales for the duration of the

Convention.

One Registration/Convention Information Area. (Need not be a dedicated

room, may be located in lobby if room permits. Allow plenty of room for

registration as it will get crowded).

One Committee or Board room for duration of the Convention.

One Volunteer room for duration of Convention.

One Hospitality room for duration.

Saturday
All of above plus one additional Workshop room, with PA if needed.


Main Speaker-Banquet Room with PA system.

Room for evening Auction. (May be workshop room used during the day)

Sunday
Main Meeting-Brunch Room with PA system.

One Committee or Board Room until 3:00 p.m.

One Merchandise area (large) for Alternative Merchandise 

Sales. 8:00 - Noon.

All remaining Convention rooms until 1:00 p.m.

Works with the hosting hotel to insure that the best possible prices are made available for MNNAC Inc. BOD contract consideration. The BOD will offer assistance in negotiating with the Hotel and Hotel catering if desired.

Works with the Hotel catering to determine and select reasonably priced Banquet and Brunch menus.

Works with the hotel in establishing the number of guest rooms to block out, and blocks out those rooms. Try to block out a high ratio of double bed equipped rooms if possible.

Works with the hotel to provide for a Convention Message board.

Creates and provides centerpieces etc., decorates the Main Banquet Room, works with hotel staff to locate the dance floor, stage, Banners etc.

Decide what type of articles will be provided to newcomers at the Convention. ie. Basic Texts, It Works, How and Why, Just For Today.

Will provide each individual or vendor, who has been selected to submit a bid for services or supplies, to the Convention Committee, a copy of the Vendor Bid cover letter explaining the bid process. (See Forms section)

The Subcommittee will notify in writing, all individuals or vendors whose bids have been rejected for whatever reason. This notification should take place within ten days of that decision. This will eliminate any potential communication problems with vendors. (See Forms section for sample)

Before entering into any agreements or contracts involving services or supplies, the Hotels & Hospitality Subcommittee will solicit a minimum of three bids from different vendors. 

The MNNAC Inc. BOD is the only entity that may enter into and sign contracts. All contracts entered into are between the MNNAC Inc. BOD and the individual or company supplying the goods or services to the Convention, and must state as such. No other designation or individuals name is to appear on any preliminary or final contracts.

Establish a staffing schedule to insure that all Subcommittee work shifts are covered and duties are completed during the Convention. It is recommended to stagger your work shifts to assure continuity.

Supplies the Hospitality room with Maps of city, transportation information, (coffee, pop, and snacks if the Convention Committee so decides). 

Works with Programming Subcommittee to book guest rooms for all speakers. Arrival check-in of these rooms should be done by a member of the H&H or Programming Committees prior to speakers arrival at the hotel. The speaker can then be given keys and will be able to go directly to their room. Convention Committee will pay only for the room and any taxes involved. Extras such as movies etc. are the responsibility of the guest.

Works with the hotel to establish a method of meal ticket collection and counting, for the Saturday evening banquet and Sunday morning brunch. The best method is to use different color tickets for each meal choice, ie red for meat, green for chicken, blue for Sunday Brunch etc. 

Prepare and submit a final report to the full Convention Committee within thirty days of the closing of the Convention. This report will contain detailed information on the number of meals served, the number of hotel rooms booked for each night, and an overview of the Convention process as well as any “lessons learned” and suggestions for future Conventions. 

Merchandising Subcommittee

The purpose of the Merchandising TC "Merchandising" \l 2  Subcommittee is to work with the Arts & Graphics Subcommittee in the design, creation, and purchasing of Pre-Convention and Convention merchandise. The Subcommittee will also establish and maintain hours of operation with sufficient staffing of individuals at a merchandising location during all Pre-Convention functions and the Convention itself.

Qualifications for Trusted Servants: Two years clean, demonstrated stability in the local community, actively involved in NA with knowledge of the Twelve Steps, the Twelve Traditions and the Twelve Concepts of NA Service, previous Convention or other NA service experience, working knowledge of pricing, design, and merchandising techniques.

Duties:

Solicits addict volunteers to serve on the Subcommittee, and find one member who is willing to serve as Co-chairperson for the Subcommittee.

Prepare a written calendar of dates and locations where Subcommittee meetings will occur, and submit to the Convention Committee.

PREPARE AND SUBMIT A WRITTEN REPORT AT EACH CONVENTION COMMITTEE MEETING INCLUDING AN INVENTORY OF ALL MERCHANDISE CURRENTLY SOLD AND UNSOLD.

Work with the Treasurer to establish a budget for the Subcommittee, track expenditures to insure that the budget is adhered to, and report any variations to the Convention Committee immediately. (See Forms section for a sample budget).

Keep a detailed ledger of all Subcommittee expenses and any generated income. This must include all receipts for any expenses incurred which will be turned in to the Treasurer. This ledger must be available at all times and is to be turned in with the Subcommittee's final report and expense report.

Work with the Arts & Graphics Subcommittee to create a Convention design and artwork to be placed on Convention and Pre-Convention merchandise.

Generate a list of affordable items to be made available for both Pre‑Convention and Convention merchandise sales.

Will provide each individual or vendor, who has been selected to submit a bid for services or supplies, to the Convention Committee, a copy of the Vendor Bid cover letter explaining the bid process. (See Forms section)

The Subcommittee will notify in writing, all individuals or vendors whose bids have been rejected for whatever reason. This notification should take place within ten days of that decision. This will eliminate any potential communication problems with vendors. (See Forms section)

Before entering into any agreements or contracts involving services or supplies, the Merchandise Subcommittee will solicit a minimum of three bids from different vendors. 

The MNNAC Inc. BOD is the only entity that may enter into and sign contracts. All contracts entered into are between the MNNAC Inc. BOD and the individual or company supplying the goods or services to the Convention, and must state as such. No other designation or individuals name is to appear on any preliminary or final contracts.

Maintains an inventory of all merchandise. (see attached forms section.) An inventory must be completed as each merchandise order is received from the vendor as well as before and after each function where merchandise is sold. Note: Any leftover merchandise from the previous Convention can be sold for whatever price the Convention Committee decides. 

Makes Pre-Convention merchandise available to Committee members and other responsible persons for sale prior to the Convention. Maintains a merchandise inventory tracking system to account for all merchandise and money returned. (See Forms section)

Works with F&E and Area Function Committee Chairpersons, to assure that any available merchandise is available at fundraisers.

Works with the H&H Subcommittee to acquire a securable space or room at the Convention site for location of the Merchandising Sales Area.

Works with the Convention Committee to set up a training schedule for those individuals who will be operating the cash registers. Review check cashing policy with all volunteers. Make sure that all volunteers have read, signed and turned in the financial guidelines form. (See Policies)

Inventories all merchandise that will be available for sale prior to the Convention.

Work with the Treasurer to establish a system for money pick ups from the registers.

Establish a staffing schedule to insure that all Subcommittee work shifts are covered and duties are completed during the Convention. It is recommended you stagger your work shifts to assure continuity.

Inventories all merchandise remaining at the close of the Convention.

Prepares and submits a final report to the full Convention Committee and MNNAC Inc. BOD within thirty days of the closing of the Convention. This report will contain an accurate final accounting of all merchandise sales, both Convention and Pre-Convention, inventory of remaining merchandise and an overview of the Convention process as well as any “lessons learned” and suggestions for future Conventions. 

Programming Subcommittee Guidelines

The purpose of the Programming TC "Programming" \l 2  Subcommittee is to plan all workshops and meetings. This includes the Open Speaker Meetings as well as any marathon meetings scheduled. The Subcommittee makes initial selection of speakers to submit to Convention Committee for approval. They will schedule all events that will take place at the Convention as well as preparing a written program. They must keep in mind the need for a balance of workshops for Newcomers, service minded persons and spiritual discussions. Workshops are held to satisfy the needs of our membership. 

It is important to schedule similar workshops consecutively rather than in the same time slot. This allows interested members to attend an entire series of related workshops rather than having to select between two or more. 

This Subcommittee should consist of a Chair, Co-chair, Secretary and at least three members willing to devote time to this committee. Our Convention is based on the ability of the Programming Subcommittee to be thorough and creative in attaining an atmosphere of recovery and fun. The program cannot be set up to allow large spans of time with nothing planned. This is a very important and responsible Subcommittee. It must work hand-in-hand with the Hotels and Hospitality Subcommittee to assure a smooth Convention.

Potential speakers and program participants are people who carry a clean NA message and base their recovery on powerlessness over addiction, identify themselves as addicts and attend NA meetings on a regular basis to help themselves in their recovery. The best speakers seem to be those who address recovery as if their lives, as well as the audience's, depend on it. Speakers should be provided with at least six months notice so as to allow their schedules to be made. Speakers may also be chosen based on previous speaking engagements at Conventions. There is a five year minimum clean time requirement for main speakers and a one year requirement for workshop speakers.

The Subcommittee will acquire facilitators for workshops and develops a schedule for workshops.

Qualifications for Trusted Servants: Two years clean time, demonstrated stability in the local community, actively involved in NA with an understanding of the Twelve Steps, Twelve Traditions of Narcotics Anonymous and the Twelve Concepts of NA Service, other NA service experience and possess some administrative abilities. 

Duties:

Solicits addict volunteers to serve on the Subcommittee, and find members who are willing to serve as Co-chairperson and Secretary for the Subcommittee.

Prepare a written calendar of dates and locations where Subcommittee meetings will occur, and submit to the Convention Committee.

Prepare and submit a written report at each Convention Committee meeting.

Work with the Treasurer to establish a budget for the Subcommittee, track expenditures to insure that the budget is adhered to, and report any variations to the Convention Committee immediately. (See Forms section for a sample budget).

Keep a detailed ledger of all Subcommittee expenses and any generated income. This must include all receipts for any expenses incurred which will be turned in to the Treasurer. This ledger must be available at all times and is to be turned in with the Subcommittee's final report and expense report.

Seeks and compiles input on speaker tapes, with an eye toward selecting Convention speakers.

Contacts candidates for Convention speakers to ascertain their willingness and availability to speak at the Convention.

Prepares a written list of possible workshop topics and develops the workshop schedule to be voted on by the Convention Committee. 

Establishes a written list of Marathon Meeting topics and a schedule for marathon meeting topics.

Compiles a list of addicts willing to serve as a chairpersons and speakers for workshops and Marathon meetings. The individual workshop chairs and speakers should be determined prior to Convention. A list of alternates should also be available for last minute emergencies. Marathon meeting chairs on the other hand may be determined through a volunteer sign up sheet during the Convention.

Make sure a Programming Subcommittee member’s name and phone number appear on the registration form for interested addicts to call if they wish to chair or speak at a workshop. Proofread carefully!!!

Arranges a procedure for the checking in of workshop and Marathon meeting speakers and chairpersons prior to meeting start times.

Generates sufficient copies of the meeting formats and selected readings for speaker, workshop, and Marathon meetings. 

Provides Chairperson of each workshop and marathon meeting copies of the meeting formats and selected readings for speaker, workshop, and Marathon meetings. This may be done during speaker check-in.

Work with H&H to insure that all speaker/workshop rooms have adequate chairs, tables, sound or PA systems.

Notifies Arts & Graphics of program scheduling at the earliest opportunity. Also provides input as to the style, format, and content of our printed programs. Proofread all printing carefully. (See Forms section for a sample program)

Include in the Program a statement for the hearing impaired to contact a committee member for special seating near interpreters at workshops and speaker meetings.

Work with Arts & Graphics, Registration, and Convention Information to establish informational sign and map needs for the Convention site and registration packets. Proofread all printing carefully.

Works with Arts & Graphics in the creation of soliciting bids for printing of signs, and placement of them at the Convention. 

Solicits bids from taping vendors to establish current pricing and availability of taping company to attend the Convention. The MNNAC Inc. BOD may also be used as a resource in selecting and negotiating with tapers.

Will provide each individual or vendor, who has been selected to submit a bid for services or supplies, to the Convention Committee, a copy of the Vendor Bid cover letter explaining the bid process. (See Forms section)

The Subcommittee will notify in writing, all individuals or vendors whose bids have been rejected for whatever reason. This notification should take place within ten days of that decision. This will eliminate any potential communication problems with vendors. (See Forms section for sample)

Before entering into any agreements or contracts with vendors providing services or supplies the Programming Subcommittee will solicit a minimum of three bids from different vendors.

The MNNAC Inc. BOD is the only entity that may enter into and sign contracts. All contracts entered into are between the MNNAC Inc. BOD and the individual or company supplying the goods or services to the Convention, and must state as such. No other designation or individuals name is to appear on any preliminary or final contracts.

Works with the Executive Committee and Convention Guides to arrange for travel, local pick-up and rides for the main Convention speakers. 

Works with the H&H Subcommittee to see that housing needs of Convention speakers are provided for, and with Registration so that all main speakers are registered for the Convention. (Friday, Saturday evening and Sunday morning speakers only)

Works with H&H Subcommittee in designing and decorating the main meeting areas. (stage location, banners, table centerpieces etc.)

Establish a staffing schedule to insure that all Subcommittee work shifts are covered and duties are completed during the Convention. It is recommended you stagger your work shifts to assure continuity.

Assigns a Subcommittee member the responsibility of checking in at each workshop prior to it’s start to assure that chairperson and speaker are present.

Prepares and submits a written final report to the Convention Committee and MNNAC Inc. BOD within thirty days of the closing of the Convention. This report will contain an overview of the Convention process as well as any “lessons learned” and suggestions for future Conventions. 

Registration Subcommittee Guidelines

The Registration Subcommittee TC "Registration Subcommittee" \l 2  is one of the busiest Subcommittees of every Convention. Its most intensive work is completed in the weeks just prior to and during the Convention. Its responsibilities begin with the advance planning which includes the drafting of flyers and registration forms. This will start with a Pre-Convention registration form to be made available at the previous years Convention. The formal Registration flyer must be done well in advance (ten to twelve months) of the Convention date to allow for sufficient time for review by the Convention Committee and the MNNAC Inc. BOD . The mailing schedules for flyers and Pre-Registration forms should also be completed at this time.

There must be cooperation between the Registration Subcommittee and other Subcommittees involved in the planning of the Convention. The Registration Subcommittee will provide the Arts and Graphics Subcommittee with the style of registration form and flyer. After completion the flyer is given to the Convention Information Subcommittee for distribution. 

The number of members needed for this Subcommittee will continue to grow as the Convention draws near. At the beginning there should be at least a full working committee consisting of a Chair, Co-chair, Secretary and at least three other members. This allows for the input and sharing of ideas as well as removing the stress of having too few members. As the Convention draws closer, many more addicts will be needed and should be added to the Subcommittee. This allows other members of the Subcommittee to become familiar with the workings of the Subcommittee. 

One of the first jobs of the Registration Subcommittee is to create a discounted pre-registration that can be offered for sale at the previous years convention. (For example MNNAC IV pre-registrations should be made available at MNNAC III)

The first flyer announcing the Convention should be made as soon as firm dates are established and a contract is reached with the hotel. In this manner Convention participants and attenders will have an opportunity to schedule vacations and make other arrangements to attend the Convention. This advance notice may be distributed even if complete registration forms or fees have not been established. A direct mailing should also be made to all previous Convention attenders on the mailing list. As soon as all pricing information is finalized, (pre-registration, on-site registration, rooms, meals etc.) the Registration Subcommittee prepares a finalized flyer and registration form. Copies of this flyer should be made available, as soon as possible, to the WSO for inclusion in the NEWSLINE, THE NA WAY, NAWS, NAMINNESOTA.ORG and UMSO (these are excellent ways to circulate information about the Convention) as well as to all persons on the mailing list. 

A great deal of care should be put into the finalized flyers and registration forms. They should be clear and informative, not confusing. Remember also that the flyers should be attractive but need not be ornate or expensive. Accuracy is critical in this and all other printed materials. 

 Proofreading all printing and the registration flyer is critical!!!!!! Make sure all phone numbers for contact persons are correct. Make sure all information has been entered on the registration form with pricing information, ie. banquets, brunch, entertainment, registration, and newcomer donations. It is advisable to have a number of people proofread any and all printing. Once printed, mistakes are difficult and expensive to correct. 

Once the flyer is finalized Registration and Convention Information will work together to assure registration forms are circulated a minimum of 6 months prior to the Convention date and again about forty-five days before the Convention. Sometimes Convention Committees generate additional activities that were not scheduled when the original Convention schedule was announced. This final mailing, forty-five days prior to the Convention can be used to provide announcements of any changes or new activities. 

A clear understanding must be reached between the Registration Subcommittee and the Convention Committee Treasurer on procedures for handling Pre-Registrations and money collected. A minimum of two persons should be assigned the responsibility of picking up registrations from the Convention Committee PO Box two or three times a week, however as the Convention draws near this should be done more often. These two people should establish a system or rotation to assure that the PO box is regularly checked. Registration records must be maintained on a weekly basis and all money received transferred to the Treasurer before each scheduled Convention Committee meeting. One option is to provide the Registration Committee with bank deposit slips for direct deposit.

Qualifications for Trusted Servants: Two years clean time, demonstrated stability in the local community, actively involved in NA with a knowledge of the Twelve Steps, the Twelve Traditions and the Twelve Concepts of NA Service, previous service experience, organizational/ record keeping/ planning skills, ability to maintain contact with Chairperson and Treasurer.

Duties:

Solicits addict volunteers to serve on the Subcommittee, and find members who are willing to serve as Co-chairperson and Secretary for the Subcommittee.

Prepare a written calendar of dates and locations where Subcommittee meetings will occur, and submit to the Convention Committee.

Prepare and submit a written report at each Convention Committee meeting including number of Convention registrants to date.

Work with the Treasurer to establish a budget for the Subcommittee, track expenditures to insure that the budget is adhered to, and report any variations to the Convention Committee immediately. (See Forms section for a sample budget).

Keep a detailed ledger of all Subcommittee expenses and any generated income. This must include all receipts for any expenses incurred which will be turned in to the Treasurer. This ledger must be available at all times and is to be turned in with the Subcommittee's final report and expense report.

Acquire a numbered three per page receipt book with carbon-less duplicates and record (for cross reference purposes) the name of each registrant(s), a breakdown of the package(s) purchased, the date received, the date postmarked (if mailed in) and the check number. If cash is received that will be noted also. The receipt number and check number will both be entered on the registration form received. For registrations received in the mail, the receipt will be placed in that persons registration packet.  If a cash or check transaction occurs in person at a Pre-Convention function, or the Convention itself, then the receipt will go the registrant immediately as proof of payment. 

Acquire a P.O. Box, and establish a system with back up, for regular pick‑up of mail received. The P.O. Box should be prepaid for the entire year to assure continuous service.

Set up a record system, preferably a computer database, for receiving Pre‑Convention registrations to insure that all information is readily accessible. This database will also allow us to create mailings in the future about Convention information in the years to follow. As an alternative, or as a backup, 3x5 inch index cards may be used to record each pre-registrants name, address, phone number, package purchased, date received, amount of money received, the check number, and receipt number. These cards should be filed in alphabetical order and also numbered in the order they are created. This number should be used as a confirmation number for the confirmation card to simplify the check in process.

Create a confirmation card/letter to be mailed to those who Pre‑Register by mail for the Convention. Post cards are cheaper to mail and may be created in larger quantities on a members computer. The confirmation number should be recorded on each confirmation card. This will assist the Convention check in process.

Work with the previous years Convention Committee to make available and offer for sale discounted pre-registration for the next years Convention. (For example MNNAC II pre-registrations should be made available at MNNAC I)

Submits a written report to the Convention Chairperson prior to each MNNAC Inc. BOD meeting, the total registrations received to date.

Coordinates with Hotels & Hospitality Subcommittee to assure that the location of the Registration area is easily accessible and has sufficient space for crowds during peak hours.

Work with the Arts & Graphics Subcommittee for inclusion of a registration form on the Convention flyer. Proofread carefully!!!

Make sure a Registration Subcommittee members name and phone number appear on the registration form for any registration questions that may arise. Proofread carefully!!!

Work with Arts & Graphics and Merchandising Subcommittees to determine Registration packet contents.

Work with Arts & Graphics and Merchandising Subcommittees to solicit bids for registration packet contents.

Will provide each individual or vendor, who has been selected to submit a bid for services or supplies, to the Convention Committee, a copy of the Vendor Bid cover letter explaining the bid process. (See Forms section)

The Subcommittee will notify in writing, all individuals or vendors whose bids have been rejected for whatever reason. This notification should take place within ten days of that decision. This will eliminate any potential communication problems with vendors. (See Forms section for sample)

Before entering into any agreements or contracts with vendors providing services or supplies the Programming Subcommittee will try to solicit a minimum of three bids from different vendors.

The MNNAC Inc. BOD is the only entity that may enter into and sign contracts. All contracts entered into are between the MNNAC Inc. BOD and the individual or company supplying the goods or services to the Convention, and must state as such. No other designation or individuals name is to appear on any preliminary or final contracts.

Work with the Programming Subcommittee to see that a schedule of the Registration area’s hours will be during the Convention, is included in the program.

Work with the Convention Committee to set up a training schedule for those addicts who will be staffing cash registers. Review the check cashing policy with all volunteers. (See Policies)

Work with the Treasurer to establish a system of money pick up at regular intervals.

Establish a system of recording and logging Convention registrations packages and meals that are purchased during the Convention on site. It is recommended that each registration packet, banquet, and brunch ticket for on-site purchase be numbered sequentially. These can use a different numbering system than the registration packets, banquet, and brunch tickets that were sold during pre-registration. As a registration package or a meal ticket is sold to an on-site registrant they should be distributed in numerical order. In that way an accurate count of total registrations and meals sold may always be determined very easily.

Creates, maintains, and tabulates a Clean Time sheet that will be placed on the Registration table during the Convention. This sheet will be turned in to the Hotels &Hospitality Subcommittee just prior to the Saturday evening main speaker meeting. (See Forms section)

Prepares, stuffs, and assigns identification numbers to each registration packet to be distributed during the Convention. Pre-registrants and on-site registrants packets should be numbered differently, but sequentially, see above recommendations.

Establish a staffing schedule to insure that the Registration tables are staffed and Subcommittees duties are completed during the Convention. It is recommended that you have a minimum of three people working the registration table and that you stagger your work shifts to assure continuity. It will be necessary to collect registration money, issue receipts and distribute Convention packets and meal tickets. Be sure that your volunteers understand and follow MNNAC Inc’s. check cashing policy. Make sure that all volunteers have read, signed and turned in a financial policy sheet. (See Policies)

Hands out press packets (prepared by the Convention Information Subcommittee) to members of the media who request them if CI is unavailable.

Work with the following years Convention Committee in providing space for Pre‑Convention registration sales, at the conclusion of the current Convention. (For example MNNAC II provides space for MNNAC III)

Prepares and submits a written final report to the Convention Committee and MNNAC Inc. BOD within thirty days of the closing of the Convention. This report will contain detailed information on the number of paid and unpaid Convention Registrants, meals sold, and an overview of the Convention process as well as any “lessons learned” and suggestions for future Conventions. 

In addition the data base of registrants should be passed on to the next convention.
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POLICIES TC "POLICIES" \l 1 

GENERAL TC "GENERAL" \l 2  POLICIES

The Chairperson will be responsible for bringing all vendor’s bids, preliminary, and final contracts to the MNNAC Inc. BOD scheduled meetings for their final decision. The Convention Committee will notify all individuals or vendors whose bids have been rejected for whatever reason. This notification should take place within ten days of that decision. (See Forms section for sample)

One policy that will help keep spending under control is that any expense exceeding $100.00 must be approved by the entire Convention Committee. This will establish a system of checks and balances so no one Subcommittee could ever spend large sums of money without prior Convention Committee approval. 

Any expense $750.00 or over needs prior MNNAC Inc. Board of Directors approval. A Purchase Order or Contract will also be issued by the BOD.

The Convention Committee will receive start up funds from MNNAC Inc. It is the Convention Committee’s responsibility to use this money wisely. This is seed money which should be utilized to generate sufficient funds to hold the Convention.

The areas listed below are suggested items that the Convention Committee may want to look at as soon as possible. Their inclusion on the list is not meant to imply a BOD position either for or against.

Recommended Attendance Policy: All Executive Committee members, Subcommittee Chairpersons and standing committee members are expected to attend each scheduled Convention Committee meeting. Executive Committee members are expected to attend the Executive Committee meetings. Subcommittee Chairs are expected to attend each Subcommittee meeting. After two absences the Executive Committee will discuss the absence. Excused absences are those that cannot be avoided, death in the family, serious illness, or unexpected work. After two unexcused absences, the individual may be asked to resign their position.

Decide on the day of week Convention Committee meetings are to be held.

Decide on the time of meetings and length of meetings. The Convention and Executive Committee’s as well as the Subcommittees.

Determine the process for termination of Convention Committee members who are not fulfilling their responsibilities.

Stress to all Executive Committee members and Subcommittee Chairpersons the necessity of submitting easy to read, written reports.

Develop a meeting format and agenda process for Convention Committee and Executive Committee meetings.

Policy for Convention Committee members holding positions on other Service bodies.

Decide what are acceptable Convention Committee, Executive Committee and/or Subcommittee expenses.

Decide how addicts without funds will be handled at the Convention.

Decide how facility staff members bringing addicts from hospitals and/or institutions will be handled.

Decide who is eligible to vote at Executive, Convention and Subcommittee meetings.

MNNAC Inc. Financial Policies TC "MNNAC Inc.
Financial Policies" \l 2 
The MNNAC Inc. Board of Directors believes that it is vitally important that a committee of this size and type have a set of established and documented money handling or financial policies in place before a crisis arises. There will be no exceptions made to these stated policies. The MNNAC Inc. BOD also believes that every member of every Committee and Subcommittee must be made aware of these policies and must follow them at all times when dealing with Convention / NA funds or saleable items. The following financial policies are presently in use by various Area, Region, Service Office, or Convention Committees’ in the NA fellowship and are strongly recommended by the WSO and therefore have been adopted by the MNNAC Inc. BOD. 

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.







- From the MNNAC Inc. Financial Policy

1. All trusted servants handling Convention funds or saleable items will be given two separate copies of the MNNAC Inc. Financial Policy 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.

2. 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. 

3. 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 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 individuals allotment is sold 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 acquire a duplicate receipt book and issue receipts for all monies turned in for sold merchandise.

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

5. 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. A Money pick-up sheet will be filled out for all such transactions with the cash and checks broken down and itemized as to what the money is for. (See Forms section). All three money counters will then sign off on the money pick-up sheet.

6. The use of Cash registers is required for the Convention 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. 

7. A minimum of two Trusted Servants will always be responsible for working at and collecting money at the centralized point of sale. Ultimately the Convention Committee is responsible for all Convention funds so these individuals should be from that committee.

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

9. 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.

10. 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.

11. All expenses exceeding $100.00 must have prior Convention Committee approval.

12. All expenditures over $750.00 need to be approved after three bids for the goods or services have been solicited and examined by the entire Convention Committee. MNNAC Inc. BOD approval is also necessary. (See Forms Section for bid sample)'

13. No reimbursements will be allowed without proper documentation and receipts showing how the monies were spent.

14. All receipts must be turned in to the Convention Treasurer who will maintain an archive of all expenses.

15. 85% of the proceeds after BOD expenses will be the amount donated to the MNRSC and the remaining 15% as a donation to the hosting Area(s).

MNNAC Inc. Check Cashing Policy TC "MNNAC Inc.
Check Cashing Policy" \l 2 
The following items will need to be verified and recorded on the check before a check will be accepted for payment at any MNNAC function.

Name

Address

Drivers License number

Check Date

Phone Number 

Signature

You will be asked to put a check mark by each of these items as you check them. We also require that you put your initials in the upper left hand corner of the check.

In Loving Service
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BUDGETS TC "BUDGETS" \l 2 
The Convention Committee will receive start up funds from MNNAC Inc. It is the Convention Committee’s responsibility to use this money wisely. This is seed money which should be utilized to generate sufficient funds to operate the Convention.

Each Subcommittee will work with the Treasurer to develop a budget which addresses all projected expenses. Each Subcommittee will track expenditures to insure that the budget is adhered to, and report any variations to the Convention Committee immediately.

Budgets are due no later than August for approval by the BOD. 

Establish what the budgets are to include. Budgets are estimates or projections that are utilized for planning purposes, so estimate income low and expenses high. But remember, it is important to be realistic. See the following budget forms for typical items to include expenses for.

Make sure the Budgets are followed. Make sure that there is a written request and discussion by the Convention Committee whenever a Subcommittee wishes to alter them.

The Treasurer will keep separate ledger sheets for each Subcommittee, and keep budget items separate within these so that they can be checked more easily.

Each Subcommittee will receive a ledger book. The chairperson will be responsible for this ledger and will see that all income generated and expenses are documented. This will allow for cross checking of the flow of funds as well as a way of determining if the budgeted amounts are being exceeded and need to be reviewed.

Make sure that you have legible receipts for any and all expenditures and submit them to the Treasurer for archival purposes. 

Sample Budgets

The following sample budgets TC "sample budgets" \l 2  may be referred to when budgets are being established. The items listed are not meant to be all inclusive. Your Subcommittee may determine that there will be other projected expenses besides those listed here. This will however, give each Subcommittee a starting point in establishing their budget.  

Executive Committee

PO Box




$ ___________

Checks 




$ ___________

Office Supplies



$ ___________

Bad checks returned



$ ___________

Administrative Expenses

Postage



$ ___________

Envelopes



$ ___________

Copies




$ ___________

Phone Calls



$ ___________

Miscellaneous



$ ___________

Plus Five Percent Contingency
$ ___________

Total






$ ___________

Additional Needs

Administrative Expenses

Postage



$ ___________

Envelopes



$ ___________

Copies




$ ___________

Phone Calls



$ ___________

Miscellaneous



$ ___________

Plus Five Percent Contingency
$ ___________

Total






$ ___________

Child Care

Day Care Provider




$ ___________

Misc. Day Care Expenses



$ ___________

Administrative Expenses

Postage



$ ___________

Envelopes



$ ___________

Copies




$ ___________

Phone Calls



$ ___________

Miscellaneous



$ ___________

Plus Five Percent Contingency
$ ___________

Total






$ ___________

Arts & Graphics Subcommittee

Art Supplies




$ ___________

Convention Posters & Signs


$ ___________

Convention Schedule Sign


$ ___________

Convention Logo Design & Layout

$ ___________

Convention Banner



$ ___________

Administrative Expenses

Postage



$ ___________

Envelopes



$ ___________

Copies




$ ___________

Phone Calls



$ ___________

Miscellaneous



$ ___________

Plus Five Percent Contingency
$ ___________

Total






$ ___________

Convention Guides

Guide Identification (T-shirts etc.)

$ ___________

Hugger Identification



$ ___________

Walkie-Talkies



$ ___________

Administrative Expenses

Postage



$ ___________

Envelopes



$ ___________

Copies




$ ___________

Phone Calls



$ ___________

Miscellaneous



$ ___________

Plus Five Percent Contingency
$ ___________

Total






$ ___________

Convention Information

Information Mailing Flyer Copies

$ ___________

Information Mailing Postage


$ ___________

Information Mailing Envelopes

$ ___________

Administrative Expenses

Postage



$ ___________

Envelopes



$ ___________

Copies




$ ___________

Phone Calls



$ ___________

Miscellaneous



$ ___________

Plus Five Percent Contingency
$ ___________

Total






$ ___________

Hotels & Hospitality

Hospitality Suite & Supplies


$ ___________

Main Meeting Room Decorations

$ ___________

Table Centerpieces



$ ___________

Newcomer Recognition Gifts


$ ___________

Meal Tickets Printing



$ ___________

Administrative Expenses

Postage



$ ___________

Envelopes



$ ___________

Copies




$ ___________

Phone Calls



$ ___________

Miscellaneous



$ ___________

Plus Five Percent Contingency
$ ___________

Total






$ ___________

Fundraising and Entertainment

Pre-Convention Function

Flyer Printing



$ ___________

Entertainment



$ ___________

Facility Rental



$ ___________

Refreshments



$ ___________

Miscellaneous



$ ___________

Sub-Total






$ ___________

Pre-Convention Function

Flyer Printing



$ ___________

Entertainment



$ ___________

Facility Rental



$ ___________

Refreshments



$ ___________

Miscellaneous



$ ___________

Sub-Total






$ ___________

Pre-Convention Function

Flyer Printing



$ ___________

Entertainment



$ ___________

Facility Rental



$ ___________

Refreshments



$ ___________

Miscellaneous



$ ___________

Sub-Total






$ ___________

Pre-Convention Function


Flyer Printing



$ ___________

Entertainment



$ ___________

Facility Rental



$ ___________

Refreshments



$ ___________

Miscellaneous



$ ___________

Sub-Total






$ ___________

Convention Entertainment, Friday

$ ___________

Convention Entertainment, Saturday

$ ___________

Administrative Expenses

Postage



$ ___________

Copies




$ ___________

Envelopes



$ ___________

Phone Calls



$ ___________

Miscellaneous



$ ___________

Plus Five Percent Contingency
$ ___________

Total






$ ___________

Merchandising

Pre-Convention Merchandise


T-Shirts



$ ___________

Sweatshirts



$ ___________

Coffee Mugs



$ ___________

Various Additional Merchandise
$ ___________

Sub-Total






$ ___________


Convention Merchandise

T-Shirts



$ ___________

Sweatshirts



$ ___________

Coffee Mugs



$ ___________

Various Additional Merchandise
$ ___________

Sub-Total






$ ___________


Administrative Expenses

Postage



$ ___________

Envelopes



$ ___________

Copies




$ ___________

Phone Calls



$ ___________

Miscellaneous



$ ___________

Plus Five Percent Contingency
$ ___________

Total





 
$ ___________

Programming

Main Speakers (Three)

Registration 



$ ___________

Rooms




$ ___________

Travel Expenses


$ ___________

Main Meeting Format Copies


$ ___________

Workshop Format Copies


$ ___________

Marathon Meeting Format Copies

$ ___________

Administrative Expenses

Postage



$ ___________

Envelopes



$ ___________

Copies




$ ___________

Phone Calls



$ ___________

Miscellaneous



$ ___________

Plus Five Percent Contingency
$ ___________

Total






$ ___________

Registration

Convention Flyers



$ ___________

Envelopes for Mailing Flyers


$ ___________

Postage for Flyers



$ ___________

Confirmation Cards



$ ___________

Postage for Confirmation Cards

$ ___________

Address Labels



$ ___________

3x5 Index Cards



$ ___________

Index Card Storage Box


$ ___________

Index Card Size Alphabetic Dividers

$ ___________

Receipt Books




$ ___________ 

Registration Packet Contents

Name Tags




$ ___________

Keytags, Pens, Phone books etc.
$ ___________

Convention Programs


$ ___________

Hotel Map of Meeting Spaces

$ ___________

Registration Packet Envelopes

$ ___________

Cardboard File Boxes for Packets

$ ___________

Cash Register Rental



$ ___________

Administrative Expenses

Postage



$ ___________

Envelopes



$ ___________

Copies




$ ___________

Phone Calls



$ ___________

Miscellaneous



$ ___________

Plus Five Percent Contingency
$ ___________

Total






$ ___________

CONVENTION GUIDES VOLUNTEER GUIDELINES TC "CONVENTION GUIDES
VOLUNTEER GUIDELINES" \l 2 
These are the recommended guidelines for all persons volunteering their time to work as 

Convention Guides.

1) Please check in at the volunteers room fifteen minutes before your shift starts.

2) You must check in and check out your Convention Guides shirt or identification. 

3) Please refrain from wearing any cologne or perfume. Also please no smoking, someone else will be wearing your shirt soon.

4) You must wear other clothing under your hugger shirt.

5) If your shirt gets dirty let a Subcommittee member know.

6) You must wear your Convention name badge at all times.

7) Convention guide shirts will only be worn while on duty.

8) Always be helpful and friendly and use appropriate behavior while on duty.

9) If you need to confront someone do so in a loving and caring manner. If you do confront someone and you do not get a favorable response, get a team leader, Convention Committee member or BOD member.

10) Under no circumstances are you to touch or restrain anyone, except to lend aid or assistance or to give them a hug.

11) You are not to participate in any Convention activities while on duty. (ie. Workshops, Dances etc.)

12) Walkie-talkies are for official use only.

13) Use your own best judgement, if you need help, get it. Don’t be afraid to ask.

14) Remember your behavior reflects on the entire Convention Committee and NA as a whole.

15) Be responsible and let us know if you will be unable to meet your volunteer commitment. 

In Loving Service

MNNAC Committee

HUGGER/GREETER VOLUNTEER TC "HUGGER/GREETER 
VOLUNTEER" \l 2  GUIDELINES

These are the recommended guidelines for all persons volunteering their time to work as

Convention Huggers or Greeters.

1) Please check in at the volunteers room fifteen minutes before your shift starts.

2) You must check out and check in your hugger shirt or identification with a subcommittee member.

3) You must stay in the main Convention areas. (ie. Workshop rooms, Registration area, Merchandise area or Banquet areas)

4) Please refrain from wearing any cologne or perfume. Also please no smoking, someone else will be wearing your shirt soon.

5) You must wear other clothing under your hugger shirt.

6) If your shirt gets dirty let a Subcommittee member know.

7) You must wear your Convention name badge at all times.

8) Convention Hugger or Greeter shirts will only be worn while on Hugger or Greeter duty.

9) Always be friendly and use appropriate behavior while working as a hugger or greeter.

10) Always ask if you may give someone a hug, if someone refuses, be respectful and just welcome them to the Convention.

11) Be responsible and let us know if you will be unable to meet your volunteer commitment.

12) You are not to participate in any Convention activities while on duty. (ie. Workshops, Dances etc.)

13) If you need to confront someone do so in a loving and caring manner. If you do confront someone and you do not get a favorable response, get a team leader, Convention Committee member or BOD member.

14) Under no circumstance are you to touch or restrain anyone, except to lend aid or assistance or to give them a hug.

15) Use your own best judgment, if you need help, get it. Don’t be afraid to ask.

16) Remember your behavior reflects on the entire Convention Committee and NA as a whole. 
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GENERAL


SUGGESTIONS TC "GENERAL
SUGGESTIONS" \l 1 

Post-Convention Timetable TC "Post-Convention Timetable" \l 2 
This list notes some of the items that need to be done to formally close the Convention and the Convention Committee after the Convention has been held. 

At the end of the Convention, Sunday afternoon.

Recommend that a short Committee meeting be held at Convention site after close of Convention. 

Establish date and time for final Convention Committee meeting. (No more than 1 month after Convention)  Document any major problems that came up during Convention now, for further discussion at that meeting. Remind all Subcommittee Chairs that a final written report will need to be turned in at that meeting. (See Subcommittee’s Guidelines for what to include)

Make sure that all Convention Committee equipment and supplies have been collected. Assign individual Committee members to collect and return or temporarily store these items. Chairperson and Co-Chairperson to each receive inventory lists of all items (marked inventory) below.

· All Convention banners.

· Informational Signs.

· Questionnaires.

· Flyers.

· Cash Registers.

· Hospitality Suite supplies. (Coffee, cups, pop, etc.)

· Count and inventory leftover Basic Texts, Medallions etc.

· Meeting and Workshop readings, store in white box. (How it Works etc.)

· Walkie Talkies.

· Count and inventory leftover Registration Packets.

· Count and inventory leftover Merchandise.

· White Box with office supplies. (Clipboards, pens, markers, etc.)

Make sure that all money is counted and deposit slips are filled out before leaving Convention site. Find a secure site on premises and follow guidelines for money handling.

Collect the Convention Committee’s share of income from any outside vendor. (Jewelry, audio tape sales etc.)

Make contact with Hotel Sales and Catering management and collect all meal tickets that the wait staff collected at the Saturday Banquet and Sunday Brunch.

Make contact with Hotel Registration, check out and verify total number of any outstanding room charges that will be added to the Conventions final billing. (Speaker rooms, meeting space etc.)

Post-Convention Timetable (continued)

After Convention weekend

The Treasurer will pay all outstanding bills.

The Treasurer will attempt to track down and collect from any individual that has written a bad check. If unsuccessful, bad checks will be turned over to MNNAC Inc. BOD.

The Checking account will be closed with all funds to be withdrawn in the form of a cashiers check or bank draft payable to MNNAC Inc.

The PO Box will be closed with a forwarding address of MNNAC Inc. - 310 East 38th. Street Suite 115 - Minneapolis, MN 55409.

Final Convention Meeting Agenda

· Verbal reports from each Executive Committee member and Subcommittee Chair. Be sure to include discussion about any lessons learned to be handed down to next Convention Committee via MNNAC Inc. BOD.

· Written report from each of above handed into secretary for compilation into Convention Committee’s final report to MNNAC Inc. BOD.

· Discussion of any major problems encountered at Convention. Results of this discussion to be included in final Convention Committee meeting minutes handed into MNNAC Inc. BOD with final report.

· Any Convention informational signs may be disposed of as the Committee see’s fit. 

· Each member of Convention Committee may take a small reasonable quantity of leftover  registration packets. 

The Chair will be responsible for collecting and submitting the following items to the MNNAC Inc. BOD by the next scheduled BOD meeting, following the Convention.

· All Convention Banners.

· All leftover Merchandise and final inventory count

· Hospitality Suite and Fundraising & Entertainment supplies and inventory count. (Coffee, cups, pop etc.)

· Leftover Basic Texts, Medallions, etc. and inventory count. (Unless returned to UMSO for credit.)

· White storage box with contents inventoried.

GENERAL SUGGESTIONS TC "GENERAL SUGGESTIONS" \l 2 
Always make sure that at least one other person (usually the Co-chairperson) is aware of what individual Subcommittee members are doing, in case of an unforeseen emergency.

Whenever possible make decisions at the regular Convention Committee meetings to encourage participation and awareness, and use the Executive Committee only when absolutely necessary.

Discussion at the Committee level is very important, arguments are usually counterproductive.

Meeting at times will become intense and there will be disagreements. Empower all participants with the ability to call a ten minute time out at any time for individual reflection on our purpose and to refocus.

Suggestions to keep conflict at a minimum:

(a) Put a time limit on how long an issue will be discussed.

(b) Tabling of issues for discussion at a later date.

(c) Allow 2‑3 Pros/Cons to discuss an issue. If no new information is offered call for a vote.

When an issue appears to be in conflict with Traditions, read the preamble to the Traditions & the Tradition in question. If still unresolvable bring to the Convention BOD for clarification/input. If unsatisfied with this the Regional Policy & Committee or the World Service Office can be contacted.

Subcommittee decisions should be brought to the full Convention Committee for approval, after giving complete background information about how the decision was reached. This is to encourage participation and awareness.

To protect the individual members anonymity, never place a persons name with any type of NA identifier on the outside of a mailing envelope. 

Make sure that you plan for some means of insuring that Committee and MNNAC Inc. BOD members are visible/identifiable during the Convention. (Ribbons or T-shirts are cost-effective)

Hotels & Hospitality: make sure that Hotel check out times are set up so that they occur after the Convention closes whenever possible.

Whenever the stylized NA logo or the anonymous service symbol is used in any printing or artwork be sure to include the registered trademark symbol ® is used.

When designing merchandise graphics and silk screen colors for the merchandise, keep in mind the merchandise colors themselves will affect the colors laid on the merchandise.  Also, keep designs relatively simple, some of the most attractive shirts and merchandise use simple clean designs. They are also the most cost effective.  Consult with the Silk-screeners and printers for advice and assistance.

Request that the hotel keep a list of information about the Convention (various acronyms that callers may use, backup hotels, Committee member phone numbers, etc.) available at the front desk/reservation desk for phone inquiries.

Child Care: If child care is not being provided on‑site then make sure that a list of acceptable facilities in the area is available at the front desk for those who are interested.

Whenever you are using persons from outside the Convention Committee for assistance or staffing make sure that you have substitutes or back-ups available. (i.e., workshops, marathon meetings, etc.)

When scheduling volunteer and Subcommittee member work shifts, such as Convention guides, Huggers, Registration desk, etc., two hour shifts seem to work best. They are short enough that the shifts don’t drag on and a person can, if they want to, work two consecutive shifts.

When scheduling work shifts, try to avoid having shift changes occur during busy periods of the day or evening. Also staggering the work shifts allows some continuity and minimizes the confusion that occurs when all new people come into a work station at the same time.

Workshop times can be staggered to minimize congestion in the hallways between workshops.

Allow your Committee/Subcommittee Co‑chairpersons, Secretaries and committee members to handle part of the workload prior to and during the Convention, so that everyone can remain fresh.

When meeting with vendors about providing us with services or supplies, don’t meet with them alone, get everything proposed in writing, (solicit written bids for services) and never make a verbal or written commitment without approval of the Convention Committee (and the MNNAC Inc. BOD where necessary). 

Make sure that all out of town vendor’s bids include accurate shipping estimates. Avoid last minute ordering if possible as overnight or expedited shipping is very expensive.

Always provide each individual or vendor, who has been selected to submit a bid for services or supplies, to the Convention Committee, a copy of the Vendor Bid cover letter explaining our bid process. (See Forms section for sample)

All Subcommittee’s will notify in writing, any individuals or vendors whose bids have been rejected for whatever reason. This notification should take place within ten days of that decision. This will eliminate any potential communication problems and bad feelings with vendors. (See Forms section for sample)

Before entering into any agreements or contracts with vendors providing services or supplies always try to obtain a minimum of three bids from different vendors.

The MNNAC Inc. BOD is the only entity that may enter into and sign contracts. All contracts entered into are between the MNNAC Inc. BOD and the individual or company supplying the goods or services to the Convention, and must state as such. No other designation or individuals name is to appear on any preliminary or final contracts.

[image: image5.png]




FORMS TC "FORMS" \l 1 

MNNAC Inc. Financial Policy TC "MNNAC Inc. Financial Policy" \l 2 
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. 

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.

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. 

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.

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. 

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. 

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 individuals allotment is sold, (see 4 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.

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

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

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. 

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.

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.

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

Treasurers Guidelines.

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.

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.

______________________________

______________________________​​​​​​​​​​_

Signature



       Date  

              

SAMPLE WORKSHOP FORMAT TC "SAMPLE WORKSHOP FORMAT" \l 2 
Chairperson: Prior to starting this workshop, please read the following format. Get someone to read "Who is an Addict?", and ask all those who share to come up to the microphone. Use the Eleventh Tradition.

Hello, my name is _____________________________and I am an addict. Welcome to _________________ (Name of Workshop). Before we start we would like to remind any members of the press who may be present of our Eleventh Tradition. Our public relations policy is based on attraction rather than promotion. "We need always maintain personal anonymity at the level of press, radio and films. "

Please respect our anonymity. ABSOLUTELY NO PICTURES MAY BE TAKEN!!!!!

Will any members of the press please report to the Registration table or Convention Information where we will be able to give you further information. Thank you.

Could we open with a moment of silence for the still suffering addict, followed by the "WE" version of the Serenity Prayer?

Would _________________please read "Who is an Addict?"       _________________reads.

Many Conventions have been held about the nature of addiction. This Convention, and Narcotics Anonymous Conventions in general, concerns itself with the nature of recovery. If you are an addict and have found Narcotics Anonymous, please give yourself a break, come to our meetings, and participate in our Fellowship.

We cannot change the nature of the addict or addiction. We can help change that tired old lie "once an addict, always an addict", by striving to make recovery more accessible. We do recover.

The title of this workshop is_______________________________________________

The chairperson gives a lead‑in to the topic at the microphone or introduces the speaker(s), after speakers are through the chairperson asks other to come up to the microphone and share. 

The chairperson makes an announcement about ten (10) minutes before the workshop is scheduled to end that it needs to wind down.

Close with a moment of silence for the still suffering addict, "Just for Today", and a group hug.

After closing ask for help from participants to empty ashtrays, pick up cups/cans, straighten chairs, etc. Thank everyone for sharing.

	MNNAC Incorporated

	
	310 East 38th. Street Suite 115

Minneapolis, MN 55409

612-822-9472


	

	
	
	


Dear Vendor,

You have been selected by our committee to submit a bid TC "bid" \l 2  for goods or services for a Minnesota NA Regional Convention function. As the guiding board of this organization we would like you to understand our process to eliminate any possible confusion and misunderstandings.

Primarily, at this point we are shopping for the best service and prices from a number of vendors, yours included. You and your company have been selected based on the preliminary examination of our needs. We would like to hear what you and your company have to offer us. The submission of this bid in no way guarantees that you and your company will be selected to provide these goods and services. This is a bid to provide goods or services only. After all bids have been received from the potential vendors, we will make our decision based on the information provided us. 

At that time you will be contacted by our committee by way of a written acceptance or rejection letter to let you know the status of your bid. Until you have received this formal notification, the bid process will still be considered to be open. This notification will be our final decision and there will not be an opportunity at that point for resubmission of a bid by you or any of the other vendors selected to submit a bid. You of course, may elect not to participate in this process. If that is your decision we would appreciate knowing this as soon as possible, so that other vendors may be selected.

Thank You

MNNAC Incorporated

Board of Directors

MNNAC VENDOR BID SHEET TC " VENDOR BID SHEET" \l 2 
The following form is to be used during the process of acquiring bids from any company or individual that is being solicited to provide goods or services for the Convention. This would include any type of merchandise items or entertainment. MNNAC guidelines require that when any single expense exceeds $500.00 at least three bids must be solicited from various individuals or companies that provide those goods or services. An exception to this policy is allowed only if a specific item or service is not readily available from different vendors or suppliers.

If the individual or company has their own form that they use for bidding purposes, that form may be used by the Convention Committee instead of this one as long as similar information is provided. Please make sure that the company or the individual realizes that this is only a bid to provide goods or services, and that they will generally not have the option of resubmitting a second bid. (See the vendor cover letter sample on previous page) Based on the three bids submitted, the Convention Subcommittee involved will choose the best bid, then present all three bids and the rationale for their decision to the Convention Committee for approval. The Convention Committee, with the assistance of the MNNAC Inc. Board of Directors, will make the final decision on which company or individual will be awarded the final contract. At that time all companies or individuals who have submitted a bid must be notified of the status of their bid. (See the vendor rejection letter sample on the following page)

Please fill out this form completely. List any artwork or setup charges as a separate item. If a particular item does not apply, indicate that by marking that item N/A.

	Name 

of Vendor
	Date 

Bid Prepared

	Vendors 

Street Address
	City, 

State, & Zip

	Telephone 

Number
	Fax Number

	Vendors

Representative
	Convention Committee 

Member Preparing Bid


	ITEM or SERVICE 
	SIZE
	COLOR
	QUANTITY
	PRICE EACH
	TOTAL


	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Sub Total
	

	Sales Tax
	

	Ship/Handling
	

	Total
	



Month XX, XXXX

Dear Vendor,

On behalf of the MNNAC Committee we would like to thank you for taking the time to participate in our bidding process for ___________________________. We have however, elected to use a different vendor TC "use a different vendor" \l 2  to provide these goods/services.

We will keep you and your companies name on file for future reference. Again thanks for taking the time to submit a bid.

Thank You

MNNAC Incorporated










Board of Directors

MNNAC Fundraiser Job Assignment & Check-Off Sheet TC "MNNAC Fundraiser Job Assignment & Check-Off Sheet" \l 2 
	Item
	What Needs To Be Done
	Who Is Doing It
	Completed?

	Food
	Determine what type & quantities needed 
	
	

	
	Order or purchase items
	
	

	
	Bring it to event
	
	

	
	Setup at event
	
	

	
	Pricing
	
	

	
	Volunteers to sell items
	
	

	
	Bake Sale to generate additional funds?
	
	

	Beverages
	Determine what type & quantities needed 
	
	

	
	Order or purchase, coffee, pop, water
	
	

	
	Cups, stir sticks, sugar, cream
	
	

	
	Coolers 
	
	

	
	Ice
	
	

	
	Coffee Makers
	
	

	
	Volunteers to sell Items
	
	

	Band / DJ
	Contact Entertainers and get bids
	
	

	
	Acquire contract from BOD
	
	

	
	Staging
	
	

	
	Microphones
	
	

	
	People to help with setup
	
	

	
	Establish scheduling, breaks
	
	

	Hall / Facility
	Contact facilities and get bids
	
	

	
	Acquire contract from BOD
	
	

	
	Establish schedule for event
	
	

	
	Select & contact individual(s) to speak
	
	

	
	Select & contact individual to emcee
	
	

	
	Volunteers for staffing door
	
	

	
	Cash register or box for door
	
	

	
	Decorations
	
	

	Raffle
	Volunteer to coordinate raffle
	
	

	
	Acquire raffle items
	
	

	
	Setup and display raffle items
	
	

	
	Purchase tickets for raffle
	
	

	
	Determine raffle ticket pricing
	
	

	Smoking
	Determine smoking policy of facility
	
	

	
	Determine smoking policy of event
	
	

	
	Determine where smoking area will be
	
	

	
	Establish non-smoking areas
	
	

	
	Acquire and provide ashtrays
	
	

	Miscellaneous
	Create & distribute Flyer 
	
	

	
	Get readings to open speaker meeting
	
	

	
	Solicit volunteers, especially clean up
	
	

	
	Money collection, see Financial Policy
	
	

	
	Schedule volunteers shifts
	
	

	
	Be sure Registrations are available
	
	

	
	Be sure Merchandise is available
	
	

	
	Remind volunteers of check cash policy
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


MNNAC VOLUNTEER AND STAFFING SCHEDULE TC "MNNAC VOLUNTEER 
AND STAFFING SCHEDULE" \l 2 

Committee __________________________

Friday

Volunteer Name


Phone Number


Room Number

3:00 - 5:00 pm

_______________________
_______________________
_______________




_______________________
_______________________
_______________




_______________________
_______________________
_______________




_______________________
_______________________
_______________

5:00 - 7:00 pm

_______________________
_______________________
_______________




_______________________
_______________________
_______________




_______________________
_______________________
_______________




_______________________
_______________________
_______________

7:00 - 9:00 pm

_______________________
_______________________
_______________




_______________________
_______________________
_______________




_______________________
_______________________
_______________




_______________________
_______________________
_______________

9:00 - 11:00 pm
_______________________
_______________________
_______________




_______________________
_______________________
_______________




_______________________
_______________________
_______________




_______________________
_______________________
_______________

11:00 - 1:00 pm
_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

Saturday

Volunteer Name


Phone Number


Room Number

8:00 - 10:00 am
_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

10:00 - 12:00 pm
_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

12:00 - 2:00 pm
_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

2:00 - 4:00 pm

_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

4:00 - 6:00 pm

_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

6:00 - 8:00 pm

_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

Saturday (cont)

Volunteer Name


Phone Number


Room Number

8:00 - 10:00 pm
_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

10:00 - 12:00 pm
_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

12:00 - 2:00 am
_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

Sunday

Volunteer Name


Phone Number


Room Number

8:00 - 10:00 am
_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

10:00 - 12:00 am
_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

_______________________
_______________________
_______________

MNNAC Merchandise Order Form TC "Merchandise Order Form" \l 2 
Please fill in the quantity, size and color of any MNNAC merchandise you wish to order. Orders will be processed as quickly as possible, however please allow 6 - 8 weeks for delivery.

MNNAC reserves the right to refund all money that is prepaid for merchandise if we are unable to meet our minimum re-order quantity. In the event that this would happen your money will be returned to you in 2 - 3 weeks. 

	
Quantity 
	
Item Description 
	
Size
	
Color 
	
Price Each 
	
Total Price 

	
	
MNNAC T-Shirt (S, M, Lg, X-Lg)
	
	
	

	

	
	
MNNAC T-Shirts (XX-Lg, XXX-Lg)
	
	
	
	

	
	
MNNAC Sweat Shirts (S, M, Lg, X-Lg)
	
	
	
	

	
	
MNNAC Sweat Shirts (XX-Lg, XXX-Lg)
	
	
	

	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Shipping and Handling 10% of order
	
	
	
	$

	
	Merchandise Total
	
	
	
	$


	Order Taken By
	

	Money Received By
	

	Date Shipped
	

	Shipped By
	

	Date Refunded & Mailed
	


CONVENTION CLEAN TIME SIGN-IN SHEET TC "CLEAN TIME SIGN-IN SHEET" \l 2 
Name




City/State



Clean Time

Years/ Months/ Days

____________________________
___________________________ 
_____ ____ ____

____________________________
___________________________
_____ ____ ____

____________________________
___________________________
_____ ____ ____

____________________________
___________________________
_____ ____ ____

____________________________
___________________________
_____ ____ ____

____________________________
___________________________ 
_____ ____ ____

____________________________
___________________________
_____ ____ ____

____________________________
___________________________
_____ ____ ____

____________________________
___________________________
_____ ____ ____

____________________________
___________________________
_____ ____ ____

____________________________
___________________________ 
_____ ____ ____

____________________________
___________________________
_____ ____ ____

____________________________
___________________________
_____ ____ ____

____________________________
___________________________
_____ ____ ____

____________________________
___________________________
_____ ____ ____

____________________________
___________________________ 
_____ ____ ____

____________________________
___________________________
_____ ____ ____

____________________________
___________________________
_____ ____ ____

____________________________
___________________________ 
_____ ____ ____

____________________________
___________________________
_____ ____ ____

Total









_____ ____ ____

Marathon/Workshop Volunteer Sign Up

********** ARE YOU WILLING? TC "ARE YOU WILLING?" \l 2  **********


********** TO CHAIR A MARATHON MEETING **********


********** OR WORKSHOP DURING THE CONVENTION **********

Name





Time(s) Available

Hotel Room #

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________


********** ARE YOU WILLING? **********


********** TO VOLUNTEER  TC "VOLUNTEER " \l 2 SOME OF YOUR TIME  **********


********** DURING THE CONVENTION **********

We need volunteers to help with the convention in various areas. We need people to act as Huggers or Greeters, work the registration desk, help out with Convention Information. People are also needed to work the Hospitality room. If you would like to help please sign in here. Thank You!!!!

Name





Time(s) Available

Willing to do

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
_______________

________________________________
___________________
______________

CONVENTION MONEY PICK‑UP FORM TC "MONEY PICK‑UP FORM" \l 2 
Cash Register Location or source of money _______________________________________ 

Date/Time __________/___________

CASH PICKED‑UP



CHECKS PICKED‑UP

_____ X $100.00 =
$ __________

$ ___________ $ ___________ $ ___________ 

_____ X  $50.00 =
$ __________

$ ___________ $ ___________ $ ___________

_____ X  $20.00 =  
$__________

$ ___________ $ ___________ $ ___________

_____ X  $10.00 =
$ __________

$ ___________ $ ___________ $ ___________ 

_____ X  $5.00  =
$ __________

$ ___________ $ ___________ $ ___________

_____ X  $1.00  =
$ __________

$ ___________ $ ___________ $ ___________ 

_____ X    .50  =
$ __________

$ ___________ $ ___________ $ ___________ 

_____ X    .25  =
$ __________

$ ___________ $ ___________ $ ___________ 

_____ X    .10  =
$ __________

$ ___________ $ ___________ $ ___________ 

_____ X    .05  =
$ __________

$ ___________ $ ___________ $ ___________ 

_____ X    .01  =
$ __________

$ ___________ $ ___________ $ ___________

$___________ $ ___________ $ ___________

$___________ $ ___________ $ ___________

$___________ $ ___________ $ ___________

$___________ $ ___________ $ ___________

$___________ $ ___________ $ ___________

$___________ $ ___________ $ ___________

$___________ $ ___________ $ ___________

$___________ $ ___________ $ ___________

COLUMN TOTALS $___________    
$ ___________ $ ___________ $ ___________ 

TOTAL MONEY PICKED‑UP





   $ ___________

Signature of Person Counting         ______________________ Subcommittee Member

Signature of Person Counting         ______________________ Convention Treasurer

Signature of Person Counting         ______________________ Executive Committee Member

Merchandise Inventory Tracking Form TC "Merchandise Inventory Tracking Form" \l 2 
All merchandise given out to any individual member for individual sales must be logged out. Please record the individual item, sizes, colors, quantity, price per item, total price of like items, and date that the merchandise went out. The Merchandise Chair and the person receiving the merchandise will sign below on this form. When merchandise and/or money is returned it must be signed back in and reconciled with the merchandise and it's cash value that went out.

	ITEM 
	SIZE
	COLORS
	QTY
	PRICE EACH
	TOTAL VALUE
	DATE RETURNED

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Total Price of Merchandise Received ____________________________________




     Merchandise Chairperson ____________________________________




     Merchandise Received by ____________________________________




     Date ____________________________________

Merchandise Inventory  TC "Merchandise Inventory " \l 2 
Use this form for keeping track of all merchandise on hand. This form should also be used when an order is received as well as before and after any function where merchandise is sold.


Inventory taken by  ___________________________          Date ___________

	ITEM 
	SIZE
	COLOR
	QUANTITY
	PRICE EACH
	TOTAL PRICE

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


MNNAC Convention Committee Motion Form

MNNAC Convention Committee Motion Form

Date: ____________________




 Motion Number: _______________

        To be completed by Secretary

Maker: ________________________________
   Second: _______________________________

Motion: ___________________________________________________________________________________ ___________________________________________________________________________________

___________________________________________________________________________________ ___________________________________________________________________________________

Intent:  __________________________________________________________________________________ ___________________________________________________________________________________ ___________________________________________________________________________________ ___________________________________________________________________________________

Votes in Favor:__________    Opposed:__________    Abstaining:__________


MNNAC Convention Committee Motion Form

Date: ____________________




 Motion Number: _______________

        To be completed by Secretary

Maker: ________________________________
   Second: _______________________________

Motion: ___________________________________________________________________________________ ___________________________________________________________________________________

___________________________________________________________________________________ ___________________________________________________________________________________

Intent:  __________________________________________________________________________________ ___________________________________________________________________________________ ___________________________________________________________________________________

 ___________________________________________________________________________________


Votes in Favor:__________    Opposed:__________    Abstaining:__________

Insert survey here:

