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Thisbody shall be known asthe Region 51 Convention of Narcotics Anonymous
(R51CNA) Committee. Thiscommittee shall servethe Region 51 Region of

Nar cotics Anonymous. The Region 51 Convention of Nar cotics Anonymous does
not have geogr aphical boundaries but servesthe member areas of Region 51.

PURPOSE:

The purpose of the R51CNA Committeeisto serve asthe operational and
administrative body of the annual convention. The committee will pre-plan future
conventionsfor up to fiveyearsin advance. The R51CNA Committeeisresponsible
to the Region 51 Regional Service Committee (R51RSC), and isentrusted to make
decisions and to establish policy as necessary for the operation and administration
of the Region 51 Convention of Narcotics Anonymous. The guidelines of the
R51RSC shall super sedethese guidelinesin the event of any conflict. Hereafter in
these guidelines, for simplicity wherever possible, the R51ICNA Committee shall be
referred to as* the Committee” or “Committee”.

FUNCTIONS:

1. To hold monthly service meetings or as needed to facilitate business.
2. Torecord and distribute minutes of the R51CNA Committee

meetings.

3. To plan, coordinate and implement the annual convention for the
Region 51 Region of Nar cotics Anonymous.

4. Follow Region 51 proceduresfor annual audit of convention.

5. Maintain Archives.



MEMBERS:

The R51CNA Committeeisa subcommittee of the Region 51 Regional Service
Committee (R51RSC) comprised of:

ADMINISTRATIVE COMMITTEE CLEAN TIME REQUIREMENT

Chairperson Seven Years
Vice-Chair person Seven Years
Secretary Seven Years
Treasurer Seven Years
Facilities Chairperson Seven Years
CHAIRPERSONS CLEAN TIME REQUIREMENT
Program Chair per son Five Years
Registration Chairperson Five Years
Mer chandise Chair person Five Years
Entertainment Chairperson ThreeYears
Hospitality Chair person ThreeYears
Arts & Graphics Chairperson ThreeYears
Information Chairperson ThreeYears

GENERAL REQUIREMENTS & DUTIES:

All members must have a commitment to service,

thewillingness and resour cesto do the job, a

wor king knowledge of the Twelve Steps, Twelve

Traditions, and Twelve Concepts of Nar cotics

Anonymous.

All R51CNA Administrative Committee membersare

required to submit awritten and electronic report for each RS1CNA
meeting.

Administrative Members of the RS1ICNA Committee

shall not hold any other elected voting position in an Area or Region
service position during their term.



TERMSOF COMMITTEE MEMBERS:

Administrative Committee member sshall beeligiblefor election for a
maximum of two consecutive two year terms provided they continue
to meet the qualifications required by the section, General
Requirements& Duties.

Administrative Committee members can serve not morethan five
consecutive one year terms.

An R51CNA Subcommittee Chair person or Vice-Chair person may
serve aoneyear term prior to or after two consecutive R51CNA
terms.

CHAIRPERSON REQUIREMENTS:

1.

DUTIES:

Current and previous experience on the R51CNA

Committeeor previousexperienceon other convention canmitteesin
arelevant Chair or administrative position, (e.g. Vice-Chair per son)
and a minimum of seven year s continuous clean time.

Preside over convention committee meetings.

Prepare & coordinate the agenda with the assistance of the Vice-
Chairperson.

Facilitate communication between meetings as needed.

ProvidesR51CNA Committee Guidelinesto all new
members.

Responsiblefor the day-to-day implementation of
sound and prudent decision making during the convention.

Advise the R51CNA Committee of any attendance
problemsin violation of the RS1CNA Committee’'s Guidelines and
reports the failure of any member to fulfill his’her responsibilities.

Attend the R51RSC meetings asthe representative
of the Committeeto the R51RSC.



8. Prepareand submit electronic reportsto the
committee and the R51RSC to enhance communication between each
body.

9. Signer on the bank account.

10.  Submit closing report on convention no later than 90
days after convention.

VICE-CHAIRPERSON REQUIREMENTS:

1. It issuggested that he/she have current and previous experience on
the R51CNA Committee, or previous experience on other convention
committeesin arelevant Chair or administrative position, and a
minimum of seven year s continuous clean time and the willingnessto
becomethe Chairperson.

1. In the absence of the Chairperson, the Vice-
Chairperson shall perform the duties of the Chair person.

2. Coordinate and keep fully abreast of theinteraction
of the subcommittees and advise wher e needed upon request.

3. Attend the R51RSC meeting and maintain a
constant relationship, serving asthe representative of the Committee
tothe R51RSC.

4, Prepare and submit electronic reportsto the
Committee and the R51RSC to enhance communication between each
body.



SECRETARY REQUIREMENTS:

1. Have the commitment , the resources and the
clerical skills necessary to do thejob. A minimum of seven years
continuous clean time.

DUTIES:
1. K eep accurate minutes of each meeting and email
them to Regional Web Chair after each meeting.
2. Create and maintain alog of all motions and policy

changes and make available at each meeting.

3. Solicit monthly email reports from R51CNA
members.

4. Email copies of minutes no later than ten calendar
daysfollowing each meeting to the Admin committee, Chairs,
Regional Web Chair, and othersdirected by the Committee.

5. Keep arecord of the previousyear’s minuteson
hand at each meeting, passing them on to the Chair person at the end
of the Secretary’sterm of office for the archives.

6. Prepareroster, attendancerecords and advise the
Chairperson of member attendance problems noted in Committee
Guidelines.
IREASURER REQUIREMENTS:
1. Prior experience on the R51CNA Committee,

preferably asthe Vice-Treasurer, commitment and willingnessto
perform thejob, accounting and computer skills sufficient to maintain
accuraterecords. A minimum of seven year s continuous clean time.
Sign Region 51 Convention Theft Policy.



Maintain bank account for the Committee. All
checks shall require two signatures from the following; Convention
Chairperson, Vice-Chairperson, or R51RSC Treasurer.

Work with the Committee and the R51RSC to
prepare a budget for the convention, submitted to and approved by
the Regional Service Committee.

Writeall c hecksfor the Committee checking

account and isresponsiblefor collecting receiptsfor Committee
members expenses. Keep available photo copies and electronic copies
of all bank statementsand receipts.

Responsiblefor complete accounting and reporting

to the R51RSC of all monies. Pay all budgeted expenses under $1000
directly from account and obtain from the R51RSC authority to write
checksin the amount of $1000 and above. Advise the committee of
cash flow conditions and provide current written monthly financial
reports, including copies of bank statementsand reconciled register.

Review Committee expendituresand provide monthly
budget reportstothe Committee.

Report to the Committee on all financial issues as
needed.

Processall requestsfor reimbursement.

Theoutgoing, current year’streasurer shall remain
in an advisory position and attend convention meetings until such a
timeasafinal financial report ispresented to R51CNA.

If the current year’streasurer isnot continuing for a second term,
he/she shall not have voting rights,

nor berequired to attend RS1CNA Committee meetings except as
required to get that year’s convention books closed.



VICE-TREASURER QUAI IEICATIONS,

1. Five year s continuous abstinence.
2. Twoyearsprior convention experience.
3. Prior Area, Regional or Convention Treasurer, bookkeeping or

accounting experience.
4, Oneyear prior residencein Southern Nevada.

5. Must have personal, steady income.

JOB DUTIES:

1. HelpsTreasurer in fulfilling his’her responsibilities.

2. Fulfills Treasurer’sresponsibilitiesin higher
absence.

3. Fulfills any other duties as assigned by the
Administrative Committee.

4, Sign Region 51 Convention Theft Policy.

EACILITIESLIAISON REQUIREMENTS:

1. It issuggested that he/she have at least two years
experience on the R51CNA Committee, business and negotiating skills
and a minimum of five years continuous clean time.



DUTIES:

1. Aids the Committee Chair person and Vice-
Chairperson in presenting contracts and bidsto the R51RSC, for
their review and approval.

2. Servesasaliaison for Administrative Committee
with the host hotel during the convention.

3. Serves, along with the Committee Chair person, as
a contact with hotel and convention center facilities per sonnel.

4, Aids all Committee and Subcommittee membersin
fulfilling their responsibilitiesduring the convention.

5. Aids Chairperson in implementing sound and prudent
decision making during the convention.

6. Maintains budgets and recor ds of past conventions,
hotel and convention center costs, room blocks and pickups, food and
bever age spent and all convention income and expensesincluding
contractsand invoices.

7. Trains and mentorsthe Assistant Contract
Negotiator.

Thefollowing are subcommittees of the convention committee. The subcommittees
will be given varioustasksto be submitted and voted upon in the convention
committee. In order to make prudent and fiscally financial decisions, all tasks will
require the subcommitteesto get three bids. Subcommittee Chairsareresponsible
for scheduling their meetings and times. All subcommittee Chairsareresponsibleto
submit written and electronic copies of their subcommittee minutesto the
convention secretary prior to the convention meetings.

DUTIES OF THE PROGRAM CHAIRPERSON

1. Coordinates subcommittee meetings.
2. Communicatesto R51CNA.

3. Must attend leader and reader selection meeting.



4. Must submit expendituresto R51CNA when appropriate for
approval.

5. Coordinates contactsfor all selected speakers,
leaders, and readers.

6. Confirmstravel arrangements.

7. Deter mines special needs (i.e. smoking/non-smoking,
Physically impaired, etc.)

8. Coordinates duties of subcommittee.

EUNCTIONS OF PROGRAM COMMITTEE:

Pre-Convention:
1. Set number of meetings.
2. Prepar e schedule of meetings.

3. Prepare necessary flyersfor Program Committee (speaker tapes,
English & Spanish) by second meeting.

4. Prepareleader and reader meeting flyer by fourth meeting.

5. Program must be completed sixty days prior to convention including
notification of speakers, leaders, and ready to go print.

6. Notify Arts& Graphicsof signsneeded (i.e.
wor kshops, meetings, etc.) sixty daysprior to convention.

7. Solicit bids from taping company. (Threerequired)
8. Solicit bidsfrom travel agencies. (Threerequired)

9. M ake arrangementsthat out-of-town speaker s have necessary
transportation to and from convention site.

10. Makearrangementsfor hearing impaired interpreter(s).



On-Site:

Coordinate out-of-town speaker’stransportation to
and from convention site.

Worksin conjunction with Program Chairperson in
welcoming speakers.

Start and monitor scheduled meetings & workshops.

Work closely with the chosen taping company while
on site.

Recommend decor ations and table favorsfor
banquet.

LEADER & READER SELECTIONS:

Program memberswill determine the selection of
readersand leaders.

L eader s should have a minimum of two year s clean
time. Reader s should have a minimum of oneyear clean time. Both
must be active members of Nar cotics Anonymous.

No leader or reader maylead or read for two
consecutive years.

Program Committee Chair person isresponsible for
notification of leaders and readerswith the ability to delegate this
responsibility to member s of the Program Committee.

No member of the Convention Committee may lead
or read at the convention.

All speakerswill be brought asrecommendations and voted on at the convention

committee.



MAIN SPEAKER SELECTION:

Main speaker s shall be active member s of Nar cotics Anonymous with

a minimum of fiveyearsclean time and a working knowledge of the
Twelve Steps & Twelve Traditions; carrying a message of recovery.

All main speaker candidates must submit atape or CD to qualify asa
main speaker .

No speaker shall bea member of the Convention Committee.

No Main Meeting Speaker shall repeat within four years, but may
repeat as a workshop speaker.

Main speakersand alternate main speaker s shall get complimentary
airfare, if needed, lodging, and a complete convention registration
package.

Main meetings ar e defined as Friday night opening speaker meeting,
Saturday night main speaker meeting and Sunday mor ning speaker

meeting. No other convention participants (i.e. speakers, readers, or
leader s) will get airfares, lodging, or afree convention package.

WORKSHOP SPEA KER SELECTION:

1.

Workshop speakers must be active member s of

Nar cotics Anonymous with a minimum of three years clean time and
aworking knowledge of the Twelve Steps and Twelve Traditions;
carrying a message of recovery.

Workshop speakers are selected by agroup

consciousin the Program Committee meetings. They are chosen
through tape or CD submission and suggestions of other program
convention committee members.

Workshop speakers can not repeat in threeyears
as aworkshop speaker, but may speak asaMain Meeting Speaker.



DUTIES OF MERCHANDISE CHAIRPERSON:

1. Coor dinates subcommittee meetings.

2. Communicatesto R51CNA.

3. Responsiblefor cash register training prior to convention.
4, Coordinates duties of subcommittee, which includes but are not
limited to:

1. To obtain, provide & sell appropriate Narcotics
Anonymous mer chandise at convention site.

2. Submitting all final contractsto Chair person for
approval by R51CNA.

3. Themerchandise Chair shall instruct all vendors
tosend all invoicesto P.O. Box.

4, Arrange mer chandise delivery 30 daysprior to
convention date.

5. Arrangeinventory of all merchandise prior to
convention and provideawritten report to
R51CNA.

6. Secure M erchandise Room every night.

7. Coordinating a money drop policy with the
Treasurer.

8. To over see mer chandise inventory at beginning

and end of convention.
9. Responsiblefor cash register training prior to
convention.

FUNCTIONS OF MERCHANDISE COMMITTEE:

Pre-Convention:

Selects merchandise to be sold for convention year.

Selectsvendor through three bids submitted.

Determines pricing of merchandise.

Deter mines hour s of operation.

Mandatory training for convention membersworking
Cashregisters.

Inventory all merchandise prior to convention.

M ake on-site inspection of merchandise selling facility at hotel or
convention center to establish the needs of this committee during the
convention.

agrwbhE
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On-Site:

1.

Inventory all merchandise in merchandise room prior

to opening convention.

Set up merchandise room.

Tear down merchandise room and re-inventory remaining

mer chandise at close of convention.

Coordinate & communicate with other committees.

If approved beforehand, helping other Regionsfind spaceto set up to
sell their merchandise at the Sunday Alternate Store.

ARTS& GRAPHICSREQUIREMENTS:

1.
2.

DUTIES:
1.

2.

10.

11.

Threeyears continuous abstinence.
Oneyear prior convention experience.

Hold and Chair monthly A& G subcommittee
meetings, separ ate from Convention Committee meeting.
Insurethat all A& G subcommitteetasksare
completed on time.

Have rough artwork finished professionally within
the committee, or by a graphic artist.
Isresponsiblefor producing theregistration

and merchandise order forms.

Isresponsiblefor producing theregistration
flyers, programs, event tickets, and

registration badges.

Isresponsiblefor giving finished artwork

to all vendorson time.

Isresponsiblefor ordering and delivering

the convention banner.

Proofread all printing with the Convention
Committee Vice-Chair per son.

Pick up flyersand deliver to the Registration
Chairperson.

Pick up programs, event tickets, and order forms
and deliver to " stuffing party”.

Work closely with registration on badges to conform
To badge holder size.



ENTERTAINMENT REQUIREMENTS:

1. Threeyear scontinuous abstinence.
2. Oneyear prior convention experience.
DUTIES
1. Hold and chair meetings separate from Convention Committee
meeting.
2. Insurethat all entertainment subcommitteetasks

are completed on time.

3. Presentsthreebids and a recommendation to the
Committeefor all entertainment.

4. Responsiblefor submitting alist of activitiesto
A& G tobeincluded on theregistration flyer.

5. Responsiblefor giving alist of entertainment events
for the program to the Program Chair per son.

6. Arrange all activities.
7. Listen to DJ and Comedian before hiring them.
8. Get list of needed equipment (i.e. dancefloor,

stand-up mics) including days/times/roomsto
Facilities Chairper son.

HOSPITALITY REQUIREMENTS

1. Two year s continuous abstinence.
2. Oneyear prior convention experience.



DUTIES:

1. Hold & Chair monthly Hospitality subcommittee
M eetings, separate from Convention Committee
M eeting.

2. Insurethat all Hospitality subcommittee tasks
are completed on time.

3. Schedules Home Groups to host the Hospitality
Suiteduring the convention.

4, Responsible for purchasingand delivering to hotel
all sheets, Shar pie Pens, snacks, coffeeand
other suppliesfor the Hospitality Suite.

5. Set up & clean Hospitality Room(s).

6. Check on room frequently throughout the convention.

INFORMATION REQUIREMENTS

1. Two year scontinuous abstinence.
2. Oneyear prior convention experience.
DUTIES
1. Hold & Chair monthly Information subcommittee

meetings, separ ate from convention committee meeting.

2. Insurethat all Information subcommittee tasks
are completed on time.

3. Responsiblefor gettingupdated Regional &/Or Area
Address Lists from NAWS.

4. Responsible for getting a mailing list of last year’s
Convention attendees from previous Registration
Chairperson.

5. Responsible for mailing Registration Flyersto all
Regions& Areasand prior attendees.

6. Responsiblefor contacting NAWSto get convention
Infolisted in the NA Way, and online events calendar .

7. Phone number may be on theregistration flyer.
8. Responsiblefor responding to phone callsreferencing Convention
infor mation.

9. Responsible for mailing additional flyerswhen requested.

10. Responsiblefor getting theregistration flyer posted tothe Area
website.

11.  Responsiblefor contacting the per son(s) over seeing our Regional
and/or Areawebsite(s) to get theregistration flyer posted.



12.  Responsiblefor announcing relevant Time-Line information at each
Convention Committee M eeting.

13.  Get copiesof current Region 51 Scheduleto have available at
Information Desk at the convention.

14.  Will have space at the convention to provide general information,
Speaker/Chair check-in along with Regional and/or Area meeting

schedules.
RECISTRATION REQUIREMENTS.

1. Threeyears continuous abstinence.

2. Oneyear prior convention experience.
DUTIES:

1. Hold & Chair monthly Registration
subcommittee meetings, separ ate from Convention Committee
M eeting.

2. Insurethat all Registration subcommittee
tasksare completed on time.

3. Work with A& G to create badges and badge
holders.

4, Present subcommittee decisions on registration
giveaway items and badgesto the convention committee.

5. Arrangefor giveawaysto be delivered two
weeks prior to the convention.

6. Must be present at opening and closing of
Registration during the convention.

7. Isresponsiblefor keeping a count of all
Registrations, banquets, newcomer donations, etc.

8. Assist Treasurer in training cashiers.

9. Responsiblefor arranging breaksfor cashiersduring their
shifts.

10.  Phonenumber may appear on registration flyer.

11. Responsiblefor giving updated prior convention
Attendeeslist to I nformation subcommittee immediately after
elections.

12.  Send confirmation card by mail or email to
Everyoneregistering, including local members.

13.  Keep an accurate account of all registration
items(i.e. registrations, comedy show tickets, etc.)

14.  Choose and order giveaway items and pick up
And deliver them to the “ stuffing party”.

15.  Organize stuffing packets prior to the

Convention.



TIME LINES

ELEVEN MONTHS PRIOR:

ALL CHAIRPERSONS:

1.

SECRETARY:

1.

Write year -end reports for previous

convention and proposed budget for the upcoming year’s
convention.

Be prepared to passon all information and
Materialsto the upcoming year’s Chairperson’s. (Program
Chair should passalong any speaker tapesnot selected.)
Should be candid about opinions/concerns of the previous
convention.

Preparelist of any Guideline changes approved

By thecommittee for Chairperson to bring to the following
ASC for final approval.

Upon approval by ASC, incor por ate changes

into Guidelinesand make copiesto be distributed to newly
elected Trusted Servantsat the following meeting.

ARTS& GRAPHICS:

1.

Select atwork/themesto be voted on at the
next regular meeting.

TEN MONTHS PRIOR:

1.

Election of new Chair persons.
Vote on artwor k/themefor next convention.



ADMINISTRATIVE COMMITTEE:

1. Audit books of previous convention within
two months.

2. Meet with hotel and deter mine date of next
Convention and negotiate upcoming convention needs (hotel
space, room prices, room block, cut off date.)

ALL SUB-COMMITTEE CHAIRPERSONS:

1. Review year -end reportsand proposed budgets
from pervious Chair per sons.

2. Develop itemized budget.

3. Hold first subcommittee meeting (except
Hospitality) and elect Vice-Chair per son.

COMMITTEE CHAIRPERSON:

1. Along with Facility Chairperson, meet with
hotel and deter mine banquet and brunch
menus and prices.

2. Arrange for new signers on checking account
and prepare Administrative budget.

ARTS& GRAPHICS:

=

Have new artwork professionally finished.

2. Start work on Registration flyer (use
previouslayout if appropriate).

3. Get price quotes for flyer.

ENTERTAINMENT:

1. Determine what eventsshould appear on the
Registration flyer.

2. Preparelist of eventsto giveto A& G next
month.

3. Begin search for DJ and Comedian.



EACILITIES:

1.

INFORMATION:

1.

2.

MERCHANDISE:

1.

REGISTRATION:

1.

Attend all meetings with hotel staff along
with Convention Committee Chair per son.

Get updated Regional and Area Lists
from WSO.

Pur chase labels and envelopes for mailing
Registration flyers.

Decide what, if any, preregistration items

to submit to committee next month (include cost and minimum
guantity). Haveall information ready to giveto A& G once
approved by the committee.

Rough draft of Thursday & Friday events

at convention.

Begin listening to main speaker tapes.

Contact tape company for mor e speaker tapes.

Review & update (i.e. remove duplicates,
etc.) past attendee addresslist.

Begin to discuss giveaway items and badge
holders.

SPANISH PROGRAMS:

1.

Begin draft of workshops, including desired
timeslots.



NINE MONTHS PRIOR:

COMMITTEE:

1. Determineall information for theregistration
flyer, including mealsand cost, and policy
for non-addicts attending with addicts.

ALL CHAIRPERSONS:
1. Submit itemized budgetsfor approval.

CHAIRPERSON:

1. Bring hotel information for approval. Give
room rates, reservation deadline and meal coststo A& G upon
approval by committee.

ARTS& GRAPHICS:

1. Compile all final information for flyer (i.e.
tape submission deadline from Program Chair, hotel
reservation code from Facilities Chair).

2. Proofread the flyer with the Convention
Committee Vice-Chair per son.

ENTERTAINMENT:
1. Start listening to tapes of DJ & Comedian.

INFORMATION:

1. Contact NAWSto list the convention in the
NA Way Magazine and the online events calendar.

MERCHANDISE:

1. Continue choosing items, colorsand quantities
& present to committeefor approval.

2. Solicit bidsfrom vendorsinterested in selling
mer chandise at the convention.



PROGRAM:
1. Start on rough draft of Saturday & Sunday
eventsat convention.
2. Continueto listen to main speaker tapes.

REGISTRATION:

1. Give past attendee addresslist to Information
Subcommittee.

SPANISH PROGRAMS:

1. Meet with Program Chairperson toreview
draft of desired workshop time slots.

EIGHT MONTHS PRIOR:

ARTS & GRAPHICS
1. Haveflyersprinted & bring to next meeting.

2. Make PDF of flyer & savetodisc. Giveto
Information Chairperson at next month’s meeting.

ENTERTAINMENT:

1. Continueto listen to tapes of DJ & Comedian.
INFORMATION:
1. Prepare labelsto mail flyersto all Areas &
Regions and previous convention attendees.

2. Arrangefor flyer stuffing date, time & place
to announce at the next meeting.

PROGRAM:

1. Continuereviewing tapes & working on dr aft
of program.



SPANISH PROGRAM:

1. Start speaker sear ch.

SEVEN MONTHS PRIOR:

ENTERTAINMENT:

1. Finalizelist events.
2. Negotiate prices & tentatively reserve dates
with DJ & Comedian.

HOSPITALITY.
1. Assemblesubcommittee & elect Vice-Chair.
2. Begin discussing ideas for convention.
INFORMATION:

1. Stuff envelopeswith flyers.
2. Taketwo checks (amount left blank) to
Post Officewith the complete mailing.

MERCHANDISEL
1. Makesureartwork workson itemsand colors,
and make slight changesif necessary.
PROGRAM:
1. Continue with speaker tapes and draft of
Program.
REGISTRATION:
1. Select giveaway items, lanyards and badge

holders, and get price quotesincluding badges.

SPANISH PRO GRAMS:

1. Continue with search for speakers.



SIX MONTHS PRIOR:

ARTO& ORAPHICO

1. Work on possible cost effective Program
layouts & get quotes.

ENTERTAINMENT.
1. Submit detailed event recommendations
Including times and costsfor approval.
2. Upon approval of committee, secure contracts
with DJ & Comedian.
3. Giveall information to Program Chairperson

befor e next meeting.

INFORMATION:

1. Update mailing listsas envelopesarereturned
asundeliverable.

MERCHANDISE:

1. Submit final item choicesincluding colorsand
quantitiesfor approval.
2. Order samplesafter getting approval.

PROGRAM:
1. Prepar e to submit meeting/wor kshop/event/

entertainment schedule (including marathon meeting schedule)
to be approved next month.

EIVE MONTHS PRIOR:

COMMITTEE CHAIRPERSON:

1. Confirm that contractswith DJ & Comedian
aresigned.

2. Confirm that all subcommittee chairper sons
areon schedule.



ARTS& GRAPHICS:

1.

2.

Begin working on program layout using
submitted meeting/wor kshop/event schedule.
Get quotesfor the Program based on final
layout.

ENTERTAINMENT:

1.
2.

INFORMATION:

1.

Finalizeevents.
Submit event list including badge/ticket
requirementsto A& G.

Stuff envelopeswith flyers& prepare
for second mailing.

M ake recommendations for vendorsto sell
their merchandiseat convention.

Upon committee approval, secure contracts
with these vendors.

PROGRAM & SPANISH PROGRAM:

1.

Submit meeting/wor kshop/event schedule
for approval.

Finalize Main Speakers.

Narrow down wor kshop/meeting speakers
and topics.

Compilelist of marathon meeting topics.

Begging logging in all incoming pre-registration

infor mation (including banquet, brunch, comedy show and
newcomer donations).

Send confor mation cards promptly.



SECRETARY:

1.

Get mailing list of local institutionsto invite
their clientstoour convention.

EOUR MONTHS PRIOR:

COMMITTEE CHAIRPERSON:

1.

2.

Confirm that contractswith onsite vendor s
aresigned.

Confirm that all subcommittee chair persons
areon schedule.

VICE-CHARPERSON:

1.

2.

TREASURER:

1.

Get Merchandise & Registration schedules
from those chair per sons.
Contact L.V.C.V.A. to hire cashiers.

Secure a NV State Taxation one-time permit.

ARTS& GRAPHICS:

1.

Modify artwork to meet the needs of
Mer chandise and Registration.

Get meeting room details, includingroom
locations from the hotel and submit to Program Chair per son.

Bring list of Hospitality host timesto ASC and
begin getting volunteers.



INFORMATION:

1. Send second mailing using updated mailing list.

MERCHANDISE:

1. Submit list of needed artwork & sizesfor all
Merchandiseto A& G.

PROGRAM:
1. Secur e chair personsfor marathon meetings.
Submit to A& G next month.
2. Finalizeroom layout/resume and submit to the
hotel and A& G.
3. Confirm the main speakersand makethe
travel arrangements.
4, Finalize all out of town speakers.
5. Determine and make purchase arrangements
for any banquet giveaways (books, mugs, etc).
REGISTRATION:
1. Submit list of needed artwork and sizesfor all
giveaway itemsand badgesto A& G.
SECRETARY:
1. Draft and mail letter toinstitutionsinviting
their in-patient clientsto the convention.
THREE MONTHS PRIOR:

CHAIRPERSON:

1. Announce need for artwork and theme for
next year’s convention at ASC.

2. Check room block statuswith hotel and
Report to committee.



ARTS& GRAPHICS:

MERCHANDISE:

1.

2.

PROGRAM:

REGISTRATION:

1.

Continueworking on Program L ayout.
Submit all requested artwork to
Merchandise & Registration.

Get quotes for banner.

Reserve all rooms billed to master account
(all main speakers, administrative committee
member sand subcommittee members).

Begin compiling alist of volunteersto work
duringtheconvention.

Contact PI Chairperson to request 500 extra
meeting schedulesto be printed for Convention
Committee one month prior to the convention.

Send artwork to vendor and order samplesto
bring to following month’s committee meeting.
Begin compiling alist of volunteersto work
duringtheconvention.

Finalize all speaker s/chair per son/events/room

numbers. All information must be submitted to A& G at the
next meeting.

Determine number of booksto be given and

order at next ASC.

Get formatsad readingsfor all meetings.

Confirm all main speaker travel arrangements

have been finalized.

Begin compiling a list of volunteersto work
duringtheconvention.



SPANISH PROGRAM:

1. Finalize all speaker s/chair per son/events/room
numbers. All information must be submitted
to A& G at the next meeting.

2. Confirm all main speaker travel arrangements
have been finalized.

TWO MONTHS PRIOR:

CHAIRPERSON:
1. Confirm that all subcommittee Chair per sons
areon schedule.
2. Set up organizational meeting with convention

facility to include Vice-Chair per son and Facility Chair per son.
3. Check room block statuswith hotel and

report to Convention Committee.
4. Ask facility for any additional costs, (i.e.

laying the dance floor, hanging banners, etc.)

and bring these costs to the committee.
5. Secureroom with facility for “ stuffing party”.

VICE-CHAIRPERSON:

1. Confirm cashiersfor Merchandise and
Registration.
2. Order radios.

3. Attend organizational meeting with
convention facility along with Chairperson
and Facility Chairperson.

ARTS & GRAPHICS:

1. Finalize program and have proofed before
distribution for final proof next month.
2. Have banner made.

3. Create ticket layout and get approval at
subcommittee meeting.



EACILITY:

HOSPITALITY:

REGISTRATION:

1.

Get list from Program, Entertainment and
Spanish Programs Chair per sons of any
equipment (i.e. extra mics, easels, etc.)
they may need from hotel, including dates
and times.

Get list from all committee Chair per sons
of any special room set-ups (i.e. wor kshop
arrangement VStheatre arrangement) and
or any display tables (including arrangement)
they may need from hotel, including dates
and times.

Attend organizational meeting with convention
Facility along with Chair person and Vice-Chair per son.

Finalizelist of Home Groups hosting the
Hospitality Suite.

Attend ASC to fill any open Hospitality
Suiteslots.

Bring samples of merchandiseto committee
meeting.
Order all merchandise.

Submit final schedule of all speakers/
chair per son/mar athon meetings/events
toA&G.

Attend ASC to fill any open marathon

meetingslots.

Order all giveaway items, and badge holders
(include enough for newcomers).



2. Review policy for giving away “Newcomer
Packets’ and issuing “NA Kid Badges’.

3. Have special badges made for Chairper sons
and Committee Members.

SPANISH PROGRAM:

1. Submit final schedule of all speakers.

ONE MONTH PRIOR:

CHAIRPERSON:

1. Confirm that all subcommittee Chair per sons
areon schedule.

2. Get Area meeting schedulesfrom R51RSC and
give to Information Chair person.

3. Check room block statuswith hotel and
report to committee.

TREASURER:

1. Get cash registers, check ink roll and
buy batteries.

2. Learn to program cash registers.

3. Train Chair, Vice-Chair, Registration Chair
And Merchandise Chairpersons on registers.

SECRETARY:

1. Determine times of newcomer orientations and
giveto A& G Chairperson for signage.

ARTS& GRAPHICS

1. Distribute proofed program for onelast
approval and haw printed before “ stuffing party”.

2. Print event tickets, Registration/M erchandise
onsite order forms, and badges (include enough for newcomer
badges).



ENTERTAINMENT:

1.
EACILITY:

1.

2.

HOSPITALITY:

INFORMATION:

1.

MERCHANDISE:

1.

PROGRAM:

=

REGISTRATION:

1.

2.
3.

Confirm all convention entertainment.

Confirm with convention facility list of
equipment and room layouts.

Make arrangementsfor banner hanging.

Takeinventory of old supplies.
Pur chase needed supplies, snacks,
coffee, and sheets.

Confirm coveragetimesand rules
with Home Group contacts.

Get meeting schedules from Chair person.

Arrangeto pick up merchandise or have
it delivered.

Do final confirmation of speakers.
Confirm that the out of town speakersarriving
by air, havearide from theairport.

Arrangeto pick up giveaway items and badges
prior to “stuffing party”.
Makearrangementsfor “stuffing party”.
Prepare“NA Kid Badges'.



SPANISH PROGRAM:

1.
2.

SHOWTIME:

Do final confirmation of speakers.
Confirm that the out of town speakersarriving
by air, have aridefrom theairport.

ALL CONVENTION COMMITTEE MEMBERS

CHAIRPERSON:

L

Must attend meeting at convention site on the
1%t day of the convention.

Must be available at the convention site during
the entire convention.

Set up safe deposit box.

Confirm all Chairper sonsand Main Speakers
for VIP hotel check -in.

Assist with cashiering for Registration and/
or Merchandiseif necessary.

VICE-CHAIRPERSON:

TREASURER:

Haveradiosdelivered.
Assist with cashiering for Registration and/
or Merchandiseif necessary.

Have cash ready to make banksfor registers.

Perform regular pick upsand cash countsfrom registers
throughout convention, along with Vice-Treasurer.
Ensurethe safety and security of the cash collected.



VICE-TREASURER:

1.

SECRETARY:

1.

Accompany Treasurer during pick ups and
cash counts from register s throughout
convention.

Provide Newcomer orientationsto those
receiving Newcomer Packets.

ARTS& GRAPHICS:

1.
2.

HOSPITALITY:

1.

MERCHANDISE:

Deliver programsto “stuffing party”.
Deliver banner, signage, and order formsto
onsite meeting the first day of convention.

Set up Hospitality Suite and prepare opening.

Transport convention suppliesto and from
storage.

Takeinventory of and (where applicable)
fold all of the merchandise.

Get table/counter ready for opening.

PROCRAM & SPANISH PROGRAM .

1.

REGISTRATION:

Pick up and greet all speakers.

Organize* stuffing party” for the Wednesday
prior totheconvention.

Prepare Newcomer Packets and keep track of
How many aregiven away.

Takeinventory of and (where applicable) fold
all preregistration merchandise.






