LONE STAR REGION

CONVENTION GUIDELINES

ADOPTED APRIL 1998 BY LONE STAR REGION

Amended 05/02

“God grant us knowledge that we may ‘act’ according to your Divine precepts.  Instill in us a sense of your purpose.  Make us servants of Your will and grant us a bond of selflessness, that this may truly be Your work, not ours – in order that no addict, anywhere, need die from the horrors of addiction.”
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I
LSR CONVENTION ADMINISTRATIVE COMMITTEE

A.
The Board of Directors of the Lone Star Regional Service Office shall be the primary agent for hosting the Lone Star Regional Conventions.  When so acting the Board and others (see 3b) shall be known as the LSR Convention Administrative Committee (LSRCAC) and shall operate under the By-Laws of the Corporation.

B
The LSR Convention Administrative Committee is created to achieve continuity and efficiency in connection with the holding of the Lone Star Regional Convention in the Lone Star Region of Narcotics Anonymous.

C The LSR Convention Administration Committee shall include as voting members:

1) At least three members of the LSRSO Board of Directors;

2) The duly elected representatives with previous year(s) convention experience as elected by the Lone Star Regional Service Conference;

D
The authority, responsibility and accountability for all financial transactions shall rest with the LSRSO, Inc.  All contracts, agreements, or other legal and/or financial obligations will be negotiated for and committed to by LSRCAC.  At least 2 of the following four signatures will be required on Hotel Contracts: Chair and future Chair of BOD and Chair and Hotel Liaison of LSRCAC.

E Any hotel contracts for future conventions will have at least two people as an initial contact (CAC member and BOD member).  Secondary contracts for specific negotiations will include the RSO Office Manager.

F The LSRSO, Inc. shall take charge of and deposit all convention funds received by the LSRCC.  The co-signers of the account(s) will be the Chair of the BOD, Chair of LSRCAC, LSRCAC Treasurer and the RSO Manager.  LSRSO, Inc. will provide a fund allocation for an operating account for the LSRCC.

G Interim decisions, if needed, will be made by LSRCAC and submitted in writing to the RSO for inclusion in the record, and will be reported by the Convention Chair to the BOD and the LSRCC.

H The Convention evaluation form will need to be amended in February to reflect the events and concerns of the current convention.  The manner in which this is done is to be determined in an ongoing process by the CAC.

I Required to be on site at Convention will be LSRCAC Members (Chair, Hotel Liaison, Treasurer, Secretary and Subcommittee Coordinator) and all Sub-Committee Chairs.  All persons required to be on site will be offered ½ room per night.  They may share with another person with ½ room per night and have no expense for their room, or those wishing more privacy may pay for the additional cost of their room.  LSRCAC Chair and LSRCAC Treasurer may be required to be on site Monday.

PURPOSE

The Lone Star Regional Convention Administrative Committee (CAC) is created to achieve efficiency, continuity, accountability, and unity in connection with the putting on of the Lone Star Regional Convention.

TERM LIMITS

Both LSRSO, Inc. elected and LSRSC appointed members serve two-year terms, with a maximum of three consecutive terms total.  Internal elections for specific positions shall be annual.

STRUCTURE

The Administrative Committee will consist of five members, at least three of which are Board Members and two elected by the Region.  This body will have discretionary authority, $1,000 per decision, not to exceed $2,500 cumulative total per quarter.  After that cap is met, BOD approval is required.  Since LSRSO, Inc. is financially accountable for the convention; LSRCAC must be structured in accordance with Section 6.02 of the By-Laws of the Lone Star Regional Service Office, Inc.

ELECTION OF LSRCAC MEMBERS

Three members of this body are appointed by LSRSO BOD and two members are appointed by LSRSC.  At the March LSRSO BOD meeting specific positions within the CAC will be appointed by the BOD.  Positions will take effect at the first CC meeting of the next convention year.

Positions within the Administrative Committee:

A Chair

B Hotel Liaison

C Treasurer

D Secretary

E Subcommittee Coordinator

The LSRSC will hold elections to fill any openings in their appointed positions on the CAC in January.

1 The BOD will elect or appoint members to fill openings in their appointed positions on the CAC in their meeting in December.

2 Resignation of a BOD appointed or elected CAC member will be dealt with by the BOD Chair.

3 Upon resignation of a RSC elected CAC member.

a The RSC Admin Committee will be notified and all RCM’s will be informed.

b If the convention is within six months the RSC Chair may appoint an individual to fulfill the term through the end of the Convention.

c If more than six months out from the convention, the RSC will fill the unexpired term by election at the next RSC (not later than October).

d The regular rotation of elections will occur in January.

QUALIFICATIONS FOR ADMINISTRATIVE COMMITTEE

General Qualifications:

A Five years clean

B
One year voting membership on LSRCNA CC

C
Must reside and be a member of the Lone Star Region

D
Willingness to give time and resources necessary throughout the convention year, which extends until the final Convention Committee meeting.  The Convention Chair and the Treasurer duties include working with the RSO to oversee the financial responsibility of the convention.  (These resources may include, but are not limited to, adequate transportation and availability to attend the necessary meetings.  Experience has shown that active participation often requires time off from work and sacrifice of personal time.)

Suggested Specific Qualifications:

A Chairperson:

1 Member of the BOD (or willingness to become a member of the BOD)

2 Two years experience as an area or regional NA committee chair and 1 year experience as a member of the CAC.

3 Ability and willingness to give large amounts of personal time to the convention during normal business hours

B Hotel Liaison:

1 Two years experience as an area or regional NA committee chair or vice-chair, and 1 year experience as a member of the CAC.  Experience with dealing with hotels and/or meeting venues will be very helpful. 

2 Ability and willingness to give large amounts of personal time to the convention during normal business hours

C Secretary:

1 One year experience with the Convention Committee

2 Ability to record and distribute accurate minutes and other records to CC/CAC/BOD and RSO 

3 Marketing skills will be very helpful

D Treasurer:


1 One year experience with the Convention Committee

2 Experience as group or area treasurer

3 Experience with bookkeeping and financial statements                               required 

E Subcommittee Coordinator:

1 Two years experience as LSRCNA Convention Subcommittee chair or Vice-Chair

2  Understanding of the function of all subcommittees.

3 Willingness to communicate with subcommittee chairs and make sure they are current with their timeline.  

4 Allows subcommittees to do their job while providing guidance and support.

All positions require meeting general qualifications.  Past convention and business experience should be strongly considered in all positions.

I DUTIES AND RESPONSIBILITIES OF LSRCAC MEMBERS

CHAIRPERSON

A
Presides at all LSRCC meetings.

B
Prepares, with the assistance of other CAC members an agenda.

C
Notifies committee members of sudden changes in meeting places and/or times.

D
Co-signs on the LSRCC account.

E
Votes at LSRCC meetings only in case of a tie vote.

F
Acts as final authority (with Hotel Liaison) in clarification of these Guidelines.

G
Keeps convention activities in accordance with the Twelve Traditions, Twelve Concepts and purpose of Convention.

I
Allows simple discussion on major issues before calling for a vote.

K
Allowed to make non-financial decisions on matters between meetings when time is not available to call a full CAC meeting (but is strongly urged to consult with other CAC members whenever possible).  All decisions reported in writing to the CAC at the next CC meeting.

L
Serves as Convention Chair during convention.

M
Submits required reports to LSRSO, Inc. and LSRSC in person. The exact reports required to be determined by the LSRSO BOD. 

N
Submits closing report at last LSRCC meeting, detailing Convention’s successes and areas for improvement.  This report, along with the information obtained from the closing reports of the other LSRCC members, will be the report given by this Chair to the Lone Star Region at the July meeting of the LSRSC .

O Negotiates and signs, along with CAC, all contracts.

FUTURE HOTEL CONTRACTS

The Chairperson, Hotel Liaison, BOD Representative and the RSO Manager will work as a committee to secure hotel facilities for future convention sites.  These contracts should be secured two to three years prior to the onset of the convention.

HOTEL LIAISON
A
Presides over Committee in case of Chair’s absence and assumes Chair’s responsibilities for that time.

B
Co-signs on LSRCC account, if required.

C
Assists Chair in compiling detailed final report to be presented to LSRSC.

D
Serves as the liaison between the CC and the hotel staff.

One of the first objectives is to determine the amount of meeting space needed.  The projected figures are approximate and are derived from previous conventions, with the help of the LSRCAC.  Once the CAC is comfortable with the projected attendance figures, you can plan how to most effectively parcel meeting space. 

It would be wise to have alternative plans of action if the actual attendance is either a great deal higher or lower than projected. 

Consultation with the Program and Entertainment subcommittees is also important in allotting space and determining their needs. 

The importance of this person’s cooperation with the Subcommittees cannot be stressed enough.  Once again, communication is the key.  For the sake of clarity, any problems having to do with convention sites, such as equipment or room conflicts are the responsibility of this person and everyone should respect their authority.

From the time the contract is signed until the final bill is settled, this person will have the greatest interaction with the host hotel(s).  There are some things that can be done during the year to aid in our getting the best deal possible from the hotel(s):

A Get a copy of hotel contract from RSO.

B Be certain that a pre-convention meeting is scheduled for the night before, or the first day of the convention, allowing all hotel department heads, LSRCAC Chair, LSRCAC Hotel Liaison, LSRCAC Secretary, LSRCAC Treasurer, LSRCAC Sub-Committee Coordinator, Chair of BOD, Serenity Keepers Chair and the RSO Manager to become acquainted and discuss any needs and concerns.

C Engage in an opening dialogue with the hotel(s) regarding room reservations towards the room block, and report to the LSRCC.

D Make a list of all hotel contact persons and their phone numbers.

E The Hotel Liaison is responsible for communicating with hotel personnel.  Because contractual specifications vary from year to year, and to provide a clearly defined line of communication between the convention committee and the hotel, only the Hotel Liaison, CAC Chair, and RSO Manager are authorized to speak with hotel personnel.  Violation of this could cause severe financial ramifications.

F Contact hotel and set-up CC meetings.

1 Tell hotel how to set CC meeting room.

2 Advise CC chair and/or all subcommittee chairs of time and room location two weeks prior to CC meetings.

G
Contact hotel to set times to familiarize self with hotel.

1 Set meeting for self, CC chair, and RSO manager to meet with hotel contact person for introductions and to talk about any needs or concerns (April/May).

2 Contact hotel to make arrangements for any future “walk through” with CC (August).

3 Get copies of hotel floor plan from hotel contact.

a Make copies of hotel floor plan and give to all subcommittee chairs to help them assist you in planning for each subcommittees needs (June).

b Ask hotel for emergency evacuation plan (ask to walk the “back halls” to see all exits and loading docks).

c Give this information to Serenity Keepers and entertainment subcommittee chairs.

4 Ask hotel to show you where their special facilities are, such as pool, sauna, weight room, and business accommodations (fax, copying, etc).

5 On walk through with CC chair and hotel contact, pick locations for all subcommittee setups and all sign setups/cork boards, etc (December).  Ask hotel, if there is a charge for corkboards and easels 

6  A Banquet Event Order (BEO) is the means by which the hotel has its staff set-up our space.  If it’s not on a BEO, it will not happen.

1. Bring to CAC menus for banquets and/or breakfast.

2. Coffee distribution list and placement of urns may be different on a year-to-year basis depending on contract.

Information to be given to the hotel in January will consist of, but not be limited to:

1. Merchandise/alternative merchandise (with key)

2. Registration booth/table (with key if possible)

3. Board room (with key and no employee access)

4. Hospitality suites (smoking/nonsmoking)

5. Serenity Keepers headquarters (with key)

6. CC headquarters (if space is available)

7. Tapers room (with key)

8. Meeting rooms/marathon meetings (nonsmoking)

9. Banquet /breakfast menu

10. DJ/band/comedy other entertainment activity

11. Tables to be set-up in lobby for RSC Subcommittees, Taper, Program Speaker Check-In, etc.

12. Assigned space for any LSRSC to use, such as PI booth etc.

   For the secure rooms, such as the board room, merchandise room, etc, find out from the RSO how many keys should be made for each of the rooms and put that in the BEO.  Also indicate whether there should or should not be maid service in that room.

H. Set appointment with hotel contact and RSO manager to go over BEO’s, do walk through, and make any necessary additions and/or changes.  This needs to be done 30 days out from the convention.  (It is strongly suggested to read the function space lists from the two prior conventions.)  Check with the hotel for any additional or hidden charges on everything not specified in contract.  If there is a charge, do not ok it until you have gone over it with the CC chair, and then get it in writing from the hotel representative.

SECRETARY

A. Records minutes at all LSRCC meetings.

B. Make copies of minutes, types and distributes them to all voting members, in a timely manner with current list of voting members with addresses and phone numbers.  If requested, the RSO can do the mailing of the minutes.  Minutes include points of discussion as well as motions made, makers and seconders of motions, and voting results.

C. Mails and / or e-mail clear, easily read copies of minutes and all reports to LSRSO in a timely manner.  These minutes and reports will be mailed by the RSO to BOD members to keep them informed.

D. Assists Chair in planning Agenda for upcoming meeting.

E. Maintains an ongoing “action item list” detailing exact actions that need to be taken, who is responsible, and when item is due for completion.  This list to be submitted to RSO at Conventions end for the next year’s CAC to review.

F. Develop’ with the CAC, a marketing plan. 

G. May be co-signer on convention account.

H. Maintains complete archives of all convention activities.

I. Works closely with the Treasurer during year, and is working member of Cash Register Committee.

J. Submits complete archives to LSRSO within 30 days of end of Convention.  A written summary of this position’s impression of their participation in the Convention, as well as any solutions and/or problems need to be detailed in a final report.  Please include any suggestions pertaining to the time line and task list.

K Convention is an event of sharing and fellowship and needs no advertisement.  It is, however, the duty of the Secretary to communicate to all concerned persons about the coming events and encourage their participation. This is done in the spirit of providing information rather than promoting NA or its activities.

WITHIN THE FELLOWSHIP
Distribution of flyers containing all pertinent information is the primary way this is done.  Distribution is usually accomplished by handing out or mailing to ASR’s, other Regions and RSO’s, and to the WSO for inclusion in the NA Way (duty of the Office Manager).  All mailings done will be through the LSRSO.  Member’s names should never be used on an envelope with NA identification.  Flyers and personal phone contact numbers can be freely distributed within NA groups at regular meeting places, but even here, attraction is our aim and discretion and good taste should prevail.

The use of electronic distribution venues should be used whenever possible.  This includes sending initial “save the date” flyers.  These can be combined with a call for tapes flyer. 

OUTSIDE THE FELLOWSHIP

A Convention is not an appropriate setting for a community presentation.  Neither is it a beneficial time or place to encourage media participation. It is recommended that pre-convention press releases to print and/or visual media sources be avoided.  Anonymity, non-affiliation and attraction rather than promotion are just some of our principles that can be easily, although unintentionally, violated if the press is encouraged to attend a convention. It is, however, a good idea for the Secretary to prepare a press packet to have available at a designated spot in case a reporter does show up.   This can be at Registration.  All members staffing the Registration desk should be informed that if a reporter inquires they should give them a packet and immediately direct them to a member of the Administrative Committee.

The press packet should include approved information about NA, the purpose of the Convention, meeting schedules of the local Fellowship, and a statement, which clearly and forcefully explains the importance of anonymity to the continued survival of our Fellowship.  It is, in fact, our last name.

TREASURER

A. Set and chair budget meeting with CAC within 30-45 days after the first convention meeting.

B. Monitors expenditures and income of all sub-committees as well as any expenses or income of the Convention whether directly or through the RSO.  Assists the CAC  in reviewing proposed prices for convention ticketed events, both pre-convention and on-site.

C. Work closely with Office Manager in obtaining reports and ensuring that all financial obligations of CC are being met.

D. Co-signs on the LSRCC checking account.

E. Reimburse committee members for travel and copies when presented with appropriate receipts.

F. Gives monthly report of all disbursements made from Administrative Account to RSO manager.  Report to include Check #, amount of check, to whom paid and expense code

G. Present balance sheet and budget balances at the CC meeting (obtain from RSO manager).

H. In general, perform all duties incident to the LSRCAC Treasurer and such other duties as may be required by law, by the Articles of Incorporation of this Corporation, or these By-Laws, or which may be assigned from time to time by the Board of Directors.

I. Treasurer coordinates with chair regarding who will go with Office Manager to make deposits after the convention.

J.  Reviews bank statement for Administrative Account monthly.

K. Participate in the mini-workshop on how to be a subcommittee chair (see Subcommittee Coordinator below) by reviewing each expense item and explaining the convention budget and assisting each subcommittee chair in the understanding of that subcommittee’s budget.

L. Monitors all convention expenditures & income and reports to affected subcommittee chairs and to the CAC if budget overruns are projected or are occurring.

M. Forms a Cash Register Committee, consisting of those experienced persons who will be approved by the CAC to operate a cash register at the convention, and supervises the training of these people.

N. Holds several training sessions from the December CC meeting until the convention, as necessary, for all persons working with cash and on cash registers. (Training will NOT be done on site!) 

Hold additional training at Dec. BOD meeting for BOD Members who will be working at Convention.

Treasurer Committee Guidelines

Treasurer’s Committee shall consist of the CAC Treasurer, CAC Secretary and any LSRSO BOD members.  Additional members may be elected by the CAC/CC.  Requirements are as follows:

A. Minimum of three (3) years clean.

B. Prior cash handling/cash register experience.

C. MUST attend training to operate cash registers.

D. Must commit to work shifts and hours scheduled within committee by Treasurer.

Treasurer Committee is responsible for operating the cash registers during the convention weekend, handling cash transactions, credit card sales, tickets and merchandise sales. 

This committee’s members are also responsible for reconciliation of their cash drawer, under the supervision of a CAC or BOD member  at the end of their shift(s).  Committee members will be trained in the operation of the cash registers and will work under the direction of the CAC Treasurer .  Commitment and fulfillment of scheduled hours may result in certain committee members being funded  for room nights at the convention, as deemed necessary and feasible by the CAC 
INSERT HERE WORDING FROM FINANCIAL MANAGEMENT WORDING 

SUBCOMMITTEE COORDINATOR

A. Facilitates a mandatory mini-workshop on how to chair a Regional Convention Subcommittee.  This should be held prior to the second convention meeting and after the budget is set.  Normal travel reimbursement will apply to all who are required to attend (Subcommittee Coordinator, all subcommittee chairs and Treasurer).  Items to cover are:

1. Duties of Vice Chair and Secretary.

2. How to assign tasks.

3. How to prepare an agenda.

4. Appropriate methods of dealing with conflict.

5. How to recruit volunteers for on-site.

6. Demonstrates delegation.

B. Be the liaison between these Subcommittees.  Communicate frequently with Subcommittee chairs throughout the year.  Visit as many subcommittee meetings as possible in a non-voting, informational capacity.  

C.  Monitors all committees to make sure all tasks are being handled, and double checks all items to make sure subcommittees are meeting deadlines and are aware of everything expected.  Reports progress/problems to the LSRCAC

D. In February, contact incoming subcommittee chairs and read thru their duties and time line.  Answers or obtains answers to any questions or concerns.

E. Refer often to the calendar and timeline and asks subcommittee chairs specific questions to make sure that no details have been overlooked.

F. Is responsible for facilitating Marketing Plan (see appendix) and convention information throughout the convention year.

G. Is responsible to coordinate and delegate, usually to the SK Chair the transport (Thursday) of merchandise and supplies from the RSO to the Convention as well as from the Convention back to the RSO.  Coordination will need to be made with the RSO Manager.

III. LONE STAR REGION CONVENTION COMMITTEE

This body shall be known as the Lone Star Region Convention Committee (LSRCC) and is directly responsible to the LSRSO, Inc. through the LSRCAC.

PURPOSE

Conventions are held by members of NA for the purpose of bringing us together to celebrate our recovery in meetings, workshops and other activities.  The reason for holding conventions is to further or primary purpose.  Conventions also serve to help addicts overcome their isolation by giving them new information about recovery and service.

The purpose of the Lone Star Regional Convention Committee is the planning, coordination, and carrying out the annual Lone Star Regional Convention.  Within the constraints of the hosting facility, the smoking policy should be based on the spirit of consideration for both smokers and non-smokers.

GENERAL QUALIFICATIONS FOR LSRCC:

A. Membership and active involvement in Narcotics Anonymous.

B. Must reside and be a member of the Lone Star Region.

C. Commitment to service.

D. Experience with NA conventions or committee work.

E. Willingness to give time and resources necessary throughout the convention year, which extends until the final Convention Committee meeting.  (These resources may include, but are not limited to, adequate transportation and availability to attend the necessary meetings.  Experience has shown that active participation often requires time off from work and sacrifice of personal time.)

F. Working knowledge of the Twelve Steps and Twelve Traditions of Narcotics Anonymous.

G. ABILITY TO EXERCISE PATIENCE AND TOLERANCE IS A MUST!!


MONEY HANDLERS

All money handlers will be approved by a 75% majority of the CC.  Money handlers should have one year clean time.

Approval can be done as follows:

a. Member can appear at a CC meeting, state their qualifications, answer questions and be approved.

b. Member unable to attend CC meeting, but eager to serve at the Convention can be approved by submitting an LSRCNA service resume form with at least 2 “references” that are voting members of the CC or Trusted Servants of Lone Star Region.  Approval will still be done at CC meetings. 

IV. LSRCC MEETINGS

TIME OF MEETINGS

The LSRCC should take place at scheduled times and places. This is usually at the host hotel, and usually the 2nd Sunday of the month. If the meeting is to be at another time or place, these altered times and places of meetings must be made public 21 days in advance, with all voting members being duly notified.  LSRCC meetings should be held in accordance with the following schedule:

A. The first LSRCC general meeting shall be held within six weeks following the close of the final CC meeting for the previous year.  (Choose convention theme.)

B. The second meeting will be held in July.  (Present budget to CC.)

C. From eight months out to sixty days out, one meeting per month.

D. Sixty days out up to convention – minimum one per month, possibly more often.

E. After the Convention:  One meeting within 30 days of the end of the Convention.  The final meeting will be held at the RSO.  The CAC is required to meet prior to the LSRCC meeting.

TRAVEL

Travel expenses for Subcommittee Chairs and CAC to monthly planning meetings, and Subcommittee Coordinator’s travel to Subcommittee meetings will be paid at the rate being reimbursed the RSO BOD for mileage over and above the first 25 miles of travel each way.  For subcommittee members who are required  to travel more than 25 miles to attend a subcommittee meeting, the same travel allowance applies. 

 The mileage receipt must be approved and signed by the CAC Treasurer or Sub-committee Coordinator.

CONDUCTING MEETINGS

To aid and facilitate business of this committee, adoption of Robert’s Rules of Order supported by LSRSC Policy may be helpful.

VOTING MEMBERS

Voting members of the committee are: 

·  LSRCAC and Subcommittee Chairs and voting members from the prior year’s convention.  

· All qualified members present may vote at the first meeting of the current year’s convention. 

· Any other qualified NA member may become a voting member by attendance at least 3 out of the last 4 meetings. 

 Any NA member may make motions. 

 Quorum must be established at any meeting before any business requiring a vote may be conducted.  Quorum shall be ½ of voting members plus one.

Motions that require approval of financial matters will be limited to the LSRCAC.

MISCELLANEOUS COMMITTEE ITEMS

· Convention Administrative Committee members and Subcommittee Chairs are not eligible for pre-registration drawings.

· Only voting members of the LSRCNA CC will wear host convention committee ribbons.  

· CC and CAC members must make their own hotel reservations by January.

ATTENDANCE

Attendance and active participation of all LSRCAC and Subcommittee Chairs is of VITAL importance.  Attendance is defined as being present from roll call until the closing prayer.  We understand that life events happen.  Should a person need to come late or leave early, the CAC will determine if the attendance requirement is met for that specific meeting.  The following are attendance requirements, that, when met by any voting member, may result in their being considered resigned. 

1. Any voting member who is absent, with or without any representation for 2 consecutive or 3 total meetings shall be considered resigned at the end of that meeting.  

2. The Chair may appoint someone to act in the interim.  Immediately following any subcommittee chair vacancy, all ASR’s will be notified that the election to fill that position will be at the next CC meeting.

REPORTS

All reports should accurately reflect the activities of the Subcommittee or Officer submitting it.  These MUST be typed or clearly written, with sufficient copies for all voting members.  

The number of report copies required will be established by the Chair at the first CC meeting.  Formal minutes of all Subcommittee meetings must also be kept, with a copy made available to the Secretary for archives.  A final report will be required of ALL positions!

SUGGESTED FORMAT

A. Open with Serenity Prayer, Literature Prayer and reading of the Twelve Traditions and the Twelve Concepts

B. Roll Call

C. Secretary’s Report includes reading or reviewing minutes from previous meeting, approving and/or amending as needed

D. Treasurer’s Report

E. Chairperson’s Report

F. Hotel Liaison

G. Subcommittee Coordinator Report

H. Subcommittee Reports

I. Old Business

J. Elections, as needed

K. New Business

L. Announcement of time and place of next LSRCC meeting

M. Close with prayer

THEME

A flyer, prepared by the CAC, will be distributed at the January RSC, requesting ideas for themes.  Themes will then be presented at the first CC meeting for adoption.  We ask for the theme this far in advance in order to have time to generate artwork.  The theme should be a positive phrase, possibly taken from our literature, which summaries the message of the convention.

SUBCOMMITTEES

ELECTION OF OTHER CONVENTION COMMITTEE CHAIRPERSONS

Areas of the Lone Star Region will nominate an individual for subcommittee chair for the following year’s CC according to a rotation schedule.

Individuals nominated will be funded to attend the January CC meeting when Area nominees will stand unopposed (after qualifying) for election.  In the event that someone does not receive a unanimous vote the floor will be opened for questions before a second vote is taken.  It at this time a ¾ majority of voting members present is not obtained, the position will be opened to the entire region for nominations to be elected by the CC at the meeting just prior to the convention.

This graph defines area subcommittee responsibilities through the year 2009:

	SUBCOMMITTEE
	ROSE CITY
	EAST TX
	DALLAS
	LAKESIDE
	FT.WORTH
	PINEY WOODS

	AGM
	2009
	
	
	
	2007
	2008

	SK
	2008
	2009
	
	
	
	2007

	REGISTRATION
	2007
	2008
	2009
	
	
	

	PROGRAM
	
	
	2007
	2008
	2009
	

	ENTERTAINMENT
	
	
	
	2007
	2008
	2009

	HOSPITALITY
	
	2007
	2008
	2009
	
	


A.  A set of current convention guidelines will be handed out to each Area’s representative at the RSC meeting the previous October to assist the  Areas in assuring that qualified people are elected.

B. If an Area cannot nominate a qualified person by the January meeting of the LSRCC, nominations will be open to the entire region and not accepted until the March CC meeting where they may be elected by the entire CC as per previously stated chairperson election.

C. If a vacancy occurs as a result of resignation or relapse, the vacancy will be announced to all ASR’s and the CC, and the election will be held at the next CC meeting.

REQUIREMENTS OF SUBCOMMITTEE CHAIRPERSONS

Employment and specific service experience should be taken into consideration.  Specific requirements are also as follows:

A. Meet all general qualifications for LSRCC.

B. All Subcommittee Chairs require two year’s clean time and one year service experience.

C. All Subcommittee Chairs shall adhere to these Convention Guidelines.

DUTIES AND RESPONSIBILITIES OF SUBCOMMITTEE CHAIRPERSONS

A. Each Subcommittee Chair should be aware of what responsibilities they have assumed, and make sure that every task is assigned and carried out.

B. Subcommittees maintain accurate records of their activities as well as all correspondence.  Financial reports, including needs, expenditures, and receipts are included with each report.

C. Some Subcommittees will be handling cash, both before the Convention and during it.  The persons allowed to do this should be clearly designated EARLY in the development of each subcommittee.  Usually, only Chairs and LSRCAC members, as well as BOD members are utilized.  LSRSC Administrative Committee may also be utilized.  Any other persons wishing to handle money must qualify and be elected by the method set forth in these guidelines.   Specific policies and methods will be reviewed in Cash Register Committee training sessions in keeping with RSO and Convention financial policies. 

D. Subcommittees work together.  At the onset each Subcommittee should decide how they could best coordinate their efforts.  Remember, cooperation, consideration and respect are the keys that will make it work.

E. The Convention is hosted by the Region at a central site, while the subcommittees may meet and work in their home areas.  The Chairperson is required to attend the monthly LSRCC meetings at the host hotel, and it is recommended that as many subcommittee members as possible attend.

F. All flyers produced must be approved by the CC or the CAC.  In between meetings, the RSO Manager may facilitate this process.

G. The Convention does not end until late on Sunday.  The Closing Meeting will take place and then help will be needed to load trucks going back to the RSO and then to unload them.  Please make yourself and possibly part of your committee available.

ARTS AND GRAPHICS/MERCHANDISE

The first responsibility of this committee should be to cause an initial design concept for artwork to be created.  This design must incorporate the ‘theme’ of the convention as well as the Lone Star Regional Logo.  This design must be presented and adopted at the second LSRCC meeting.  Because this design is often used in written communication, it is very important that it be very adaptable to gray scale.  A color scheme will be established by AG/M and approved by the CC at the third meeting to ensure continuity throughout the convention.

There is money in this committee’s budget for artwork that is designed and created by a professional artist.  The artist could be a member of the fellowship, but does not have to be.  Consulting the Regional Service Office for references may be advisable early in the initial design phase.  Each piece of artwork used must be approved by the LSRCC prior to its approval by the LSRCAC.  All approved artwork should be clearly designated by a name and number.  All artwork must be accompanied by a signed artist release prior to final approval.  The LSRCAC approves all graphic designs for the convention and may modify any designs submitted (taken from the World Convention Corporation 1997 internal guidelines).   The LSRSO will have complete ownership rights of the artwork.  There should be two VERY GOOD (camera ready, if at all possible) color hard copies and electronic files (jpg or bitmap preferred) of all artwork on file at the LSRSO before it can be sent to a vendor The December LSRCC meeting will be the last time that any artwork may be approved.

NOTE:  (Page 13, Convention Guideline copyright WSO, Inc.)  “The NA logo which will be in use of flyers, t-shirts, mugs, etc. is the property of the fellowship of Narcotics Anonymous.  Our World Service Office holds the trademark on our logo and symbol.  Special and serious care needs to be maintained in order to assure that the use of the NA logo is in good taste and in keeping with our Twelve Traditions.  (They stylized letters and our symbol may be interchanged.)”

INITIAL PLANNING

At least some of the members of the Arts, Graphic and Merchandise committee should be business minded and have an understanding of the Twelve Traditions, especially regarding the design and sale of NA-related items.

The suggestion of a basic merchandise order will be devised by the LSRCAC and given to the AGM at the September LSRCC meeting.

Catalogues and bids may be obtained from the LSRSO so that this committee may develop additional or alternative ideas.  All suggestions will be considered.

Communications between this subcommittee and the subcommittee coordinator should facilitate communications with the RSO.

This committee may investigate other items and vendors but all negotiations will be handled by the RSO.

Because the financial responsibility for the Convention has been entrusted to the LSRSO, the final decisions regarding ordering, setting of prices, and other financial obligations will be made by LSRCAC based on prior history and budget.  The AGM committee will submit their final merchandise proposal at the January CAC meeting. 

The approved proposal will be submitted in writing to the RSO.

This committee is responsible for the Convention banner.  The approved design for this banner must be submitted to the LSRCC no later than 120 days before the convention.  The regional logo must appear on the banner.

Additional designs will be needed for use on merchandise and registration material.  At least two should be retained for use only at the convention itself, and one of these must incorporate the regional logo.  A minimum of four separate designs will be required in all.  Planning in the area of design compatibility (design with specific merchandise items) is of great importance when selecting items to be sold.  Merchandise items (colors, etc.) might need to be amended with the approval of the AGM chair, the LSRCAC chair, and the RSO manager.

This committee is responsible for the design and creation of the centerpieces used of the Saturday night banquet tables, as well as any other decorations for the banquet room.  The cost of these, as well as the cost of the traditional book and mug exchanged at the banquet, should be planned for in this committee’s budget.  All orders of merchandise by this committee such as books, items for centerpieces, etc., need to be placed at least 30 days prior to the convention.  Communications with the Hotel Liaison will determine the number to plan for.  This committee will determine the manner in which this is to be done. 

It has been determined to be very beneficial to sell convention merchandise at events prior to the convention itself.  The purpose and focus of these sales is to generate interest in the upcoming convention by offering merchandise incorporating the theme of the convention.

NOTE:  Prior approval of all sales events must be obtained in writing from the LSRCAC on a quarterly basis.  A representative of the Merchandise committee should attend the October and January RSO’s, the fall and winter Texas Unity Convention and each Area’s Service Committee meeting at least once. 

 If a representative of the Merchandise subcommittee cannot attend these events, this effort will be coordinated with another subcommittee chair or CAC member.  A member of this subcommittee should also attend as many other NA functions as feasible.  

NOTE:  Communications with responsible parties – cost committee, programming, event-Chair, etc. – prior to the time of sales event is highly recommended and often required.  A written report detailing the sales event (and the money from the sales) is to be given to the LSRSO no later than ten (10) days after the event for sales tax purposes.  THE LSRSO will provide a form for this report upon request.

Two approved people are required to sell at all sales events.  An individual may sell merchandise by himself at a distant event only with prior approval by the LSRCAC.  BOD members, LSRCAC members and convention committee chairs can all be used to aid in selling.  Other members may be elected to sell merchandise by approval of the entire CC.  If costs are incurred in traveling to functions to sell, these are reimbursed for fuel expenses only (see AGM travel budget line).  A detailed report showing beginning inventory, number of items sold and ending inventory should be compiled for each outside sales event.  The funds collected should balance to the number of items sold.  Committee chair can contact Treasurer for any questions regarding accounting of merchandise, raffle funds, etc.

SALES ON SITE

The LSRCNA Sub-Committee Coordinator will be responsible for coordinating the transport of merchandise from the RSO to the hotel.  The AGM committee is responsible for setting up the merchandise room on the first day of Convention.  Remember, merchandise equals money; therefore, people working in the merchandise room should have one (1) year clean.

Signage, sales slips, bags, pens, charge card terminals, cash registers, etc. will be provided by the RSO.

Throughout the convention the RSO will be allowed, during regular merchandise hours, to sell WSO approved materials.  Upon approval of the CAC and BOD, the RSO may sell anything from the RSO catalog.

There will often be committee representatives from other NA conventions or similar activities that wish to sell items at the convention.  This may be allowed if it does not interfere with the merchandising efforts of the LSRCC.  These sales traditionally occur on Sunday during hours set by the CC prior to the convention.  The CAC may determine that sales of LSRCNA merchandise have been sufficient to warrant allowing alternative merchandise to be sold earlier.   It is customary for the sponsoring committee to receive advance notice of a committee’s request to sell.  Prior requests should be forwarded to the chair of the LSRCAC for approval, as well as requests made on the weekend of the convention itself.   No sales will be permitted without approval.  It is important that all proceeds from such sales go directly to the NA service structure.  Any Additional tables needed on Sunday for alternative merchandise must be coordinated with the Hotel Liaison.

Every LSRCC wants to be able to provide commemorative items for attendees.  It has been proven that the merchandising efforts of the convention committee help to further our primary purpose.  With this in mind, planning the layout of the merchandise room to ensure a comfortable atmosphere will benefit the committee’s on-site efforts.  Merchandise placement, color coordination, and people flow are different aspects of on-site sales to take into consideration to help ensure an atmosphere that is positive and enjoyable for all.  The merchandise room should/must have a separate secure entrance and exit door.

CLOSING DUTIES

At the close of the Convention, the Committee will provide a written inventory and box the remaining items for shipment to the RSO.  The original order form may be used by writing the remaining number of each item beside the item on the order.  A written summary of this subcommittee’s impression of their participation in the convention, as well as any solutions and/or problems need to be detailed in a final report.  Please include any suggestions pertaining to the time line and task list in your Final Report.

PROGRAMMING

Without a good program, the trouble and expense of putting on a convention isn’t justified.  The reports of the Program Committee should therefore be given appropriate attention.  The CAC will be responsible for producing the flyer requesting speaker tapes.  The CAC may also provide resources such as various tape vendors, and ASC, RSC, and WSC participants.

The Program Subcommittee plans all of the workshops and meetings at the convention.  The Program Committee holds final responsibility for assuring that recovery meetings and workshops take place at the appointed time, place, and manner and that chairperson(s) and speakers are informed and present for their responsibilities.  The members of this Subcommittee schedule, with LSRCC approval, all events to take place during the convention and then prepare the context of the written program to be distributed at the convention.  They attempt to have a balance of workshops for newcomers, service-minded persons and spiritual discussions.  The committee is encouraged to be creative in choosing workshop topics within the concepts of the traditions.

This sub-committee produces a flyer soliciting speaker tapes to be distributed at our current convention, then the WSC and WCNA.  If not enough time before current convention, the CAC can be called upon to assist.

The members of this subcommittee select speakers and meeting leaders.  The basic qualifications for participation in the Convention Program are membership in NA.  A speaker at the convention shares his/her personal experience of recovery in Narcotics Anonymous.  The charipersons for the main speaker meetings shall be voting members of the CC.

Potential speakers and program participants are people who base their recovery on powerlessness over addition, identify themselves as addicts and attend NA meetings to sustain their recovery.  These qualifications assure that an NA member gets an NA message at an NA Convention.  The best speakers are those who address recovery as if their lives and the lives of those listening depend on it.  The manner in which main speakers are chosen should be established early on and strictly adhered to. (See Appendix)

MAIN SPEAKERS  

· All prospective main speakers shall be approved by the LSRCC before they are notified.  

· Main speakers need to be selected by the December LSRCC meeting but not before the cut-off date to receive speaker tapes, which is November 15.

·   Airline tickets for main speakers need to be requested through the RSO in writing by January prior to the convention.  Information gathered before talking to the RSO Manager should be:  what airport speaker will be flying from, when the speaker will be flying, what type of room (single/quad, smoking/nonsmoking), and what shirt size (if budget allows). 

·  The Office Manager will make all arrangements for any incarcerated speakers, if this is to happen.  Arrangements and accommodations for such speakers will be handled by the RSO Manager. 



Other considerations in choosing participants are:

A. Speakers at main meetings (both of the Friday night meetings, Saturday night and Sunday morning speakers) shall have at least five years clean.  Workshop speakers shall have at least two years clean.

B. Speakers at the main Saturday meeting, shall be from outside the region and selected from NA tapes submitted.  The tape must have been recorded within the last three years.  

C. The Regional meeting speaker (traditionally on Friday night) shall be from the Region.  

D. The Texas speaker will be from outside the region yet within the state.

E. Sunday morning and/or other main speakers are optional

F. Tapes are not required for workshop speakers, but great care must be taken to ensure that speakers carry a clear NA message.

G. Leaders, workshop chairs, etc. may be from any area within the fellowship, but care should be taken to include all the areas of the Region.  There is a one-year clean time requirement to chair a meeting.

H. No main speaker shall be a member of the LSRCC, the LSRSO BOD or special worker of the LSRSO.  No relatives or spouses of the aforementioned should be main speakers.

Workshops are held to satisfy the needs to our membership for information or discussion on specific topics and services related to NA.  Some of these workshops allow attending members to ask questions and learn about various aspects of the Program and recovery.

One of the more popular areas of the convention has always been the marathon meeting.  Their name implies that these run continuously from near the beginning to near the end of the convention.  Chairing these meetings has ranged from anyone who showed up to having “home groups” around the region committing to support specific times.  What seems to have worked best is having people commit to chair a meeting at a certain time by passing a list around at area and regional service meetings with the program committee supplying a meeting format.

We may use two different rooms for smoking and nonsmoking meetings, if host hotel allows..  Meetings have been held every other hour changing rooms or both meetings beginning every hour continuously throughout the weekend.  A lot of thought and planning go into the marathon meetings but after the convention starts they begin to take care of themselves after a slow Friday start.

Topics for these meetings can be interesting and diverse.  Usually one or two of the meetings should be designated Spanish-speaking.

A speaker check-in table must be set up in a main location.  One of the main problems in scheduling is in the event of no-shows (people who do not give notice of their absence).  The recommended procedure for speakers, chairpersons, and anyone else involved in the Program is to note somewhere on the Program that a check-in post will be established, including where and when. 

 This way, all program participants can sign in, thus assuring that they are willing and able to fulfill their commitment.  In the event of a no-show, the Program Subcommittee shall have a back-up list to choose from.

Taping the speakers and workshops allows members, who are unable to attend all functions, the opportunity of hearing them at home or sharing them with others.  Care should be taken to inform the speakers and/or participants that they are being taped.  It is part of this subcommittee’s duties to obtain signed releases from the speakers.  It is the responsibility of this committee to make sure these signed forms are submitted to the LSRSO  for filing after the convention.  There is a form available from RSO to use at the speaker check-in table.  In the event a speaker will not sign a release, the workshop will not be taped.

LSRCAC Chair will negotiate contracting for the taping of speakers from bids received prior to the December LSRCC meeting.

Procedures for reimbursing travel expenses vary with circumstances. 

· Travel expenses, convention packages and complementary rooms are budgeted only for the main speakers.  The exact number of funded “main speakers” will be determined during the budget process

Once the speakers have been chosen, and they have accepted, the RSO shall be notified so that a letter of confirmation may be sent to the four main speakers.  The Program subcommittee is responsible for sending letters to the workshop speakers (see Appendix). 

 This letter should include when and where they are expected and what the nature of their commitment is.  This letter should also state what the speaker’s topic is and exactly how long their portion of the meeting is.  It must state that all workshop speakers MUST sign in at the speaker check-in table at least an hour before the start of the workshop or the Program Subcommittee will find a substitute speaker, and that they will be required to sign a speaker release agreement upon check-in.

This subcommittee is responsible for creating the format for all meetings, except for the main Saturday meeting, which will be created by the CAC/Chair ,and having these as well as the readings available for all chairs and meeting leaders.  The format should include a statement regarding cleaning up after ourselves, appropriate conduct, and an explanation of the Convention evaluation form.  The convention evaluation forms which have been returned with a name and phone number will be placed in a drawing for a convention registration for the following year’s convention.  Included with the format packets should be a form for recording the meetings attendance.  This information is very valuable when planning future events. 

The format for the Saturday night banquet meeting will be developed with the LSRCC Chair, who traditionally chairs this meeting.  Included in the format may be geographical and clean time countdowns (see Appendix).   The timing of when these countdowns will occur will be proposed by the Program Sub-committee, and approved by the CC. 

If Basic Texts will be given to new-comers, as well as what the criteria will be for receiving these, will also be proposed by Program and approved by the CC.  Budget constraints will need to be considered in making these decisions. 

How the Chair is to recognize the LSRCC participants should also be established by the entire LSRCC.  All formats need to be finalized and approved no later than 30 days prior to convention and turned over the LSRSO for printing.

When selecting preamble readers, it should be an opportunity to involve the newcomer.  

If pre-registration flyer indicates by 30 days prior to the convention that hearing-impaired addicts request an interpreter, the RSO will contact one. If budget allows, only certified Sign Language interpreters should be used.  Not only does this provide the Deaf addict with the clearest possible message, but certified interpreters are bound by ethical standards of confidentiality that are needed at Narcotics Anonymous meetings and events. 

The Program Subcommittee should forward times, places, topics, map of hotel meeting rooms, which meetings, if any are  signed or in Spanish, hours of merchandise, registration and hospitality, etc. to the RSO by 90 days out in order to typeset the Program, with final names input by 45 days out from the Convention. The cover artwork should be chosen with input from the AGM and registration chairs.  

Information on how to obtain approval for sales of alternative merchandise should be included in the program.  Also included in the Program and also on a sign on-site will be the following statement regarding handguns:  “Texas State Law allows for the carrying of licensed concealed handguns.  The Convention Committee asks that you have no weapons of any kind on your person in the Convention Area.”

Any orders for office items needed by this committee should be placed at least 30 days prior to the convention, i.e.:  books, key tags, readings, etc.  A list of what’s remaining from previous year’s Convention may be obtained from the RSO.

This committee is very much a behind the scenes group.  The reward comes from seeing addicts who attend their first convention and continue to find recovery within Narcotics Anonymous.

CLOSING DUTIES

A detailed account of the programs and workshops held, with note of approximate attendance and participation of each, is required.  A written summary of this subcommittee’s impression of their participation in the convention, as well as any solutions and/or problems needs to be detailed in the final report.  Please include any suggestions pertaining to the time line and task list in your final report.

REGISTRATION
The Registration Subcommittee is one of the busiest committees of every convention.  Although most of it’s most intensive work is completed just prior to and during the Convention, it’s responsibilities begin with advance planning.

REGISTRATION FORM: 

The Convention flyer layout is done by the RSO with input from the various committees, compiled by the Registration Committee.  No personal phone numbers or addresses will appear on the flyer.  A Spanish translation flyer will also be produced by this committee in conjunction with the RSO.  The following should be included in the Registration Form:

A. The itemized cost of the Convention package

B. Return mailing address of the LSRSO, Inc.

C. Web address for on-line registration

D. Incentives, if any, for pre-registration

E. Cut-off date for pre-registration ( 45 days prior to Convention)

F. Clean date (indicate on flyer that this is optional)

G. “Make checks payable to LSRCNA”

H. Request that names and addresses be clear, either printed or typed.

I. Any additional cost item

J. State LSRCNA Refund Policy – “LSRCNA refund policy is to refund any registrations and/or tickets sold if the request is received before the start of the Convention”.

K. Statement that many of the workshop speakers and chairpersons are chosen from pre-registration.

L. “Why Register” statement

M. Map

N. Convention activities

O. Theme/Artwork

P. Date

Q. Hotel information (price, address, phone for reservations)

R. Special needs

A computer list of pre-registrations is kept at the LSRSO and will be sent to the Registration Subcommittee periodically or upon request.

PRE-REGISTRATION DRIVE

Pre-registration is essential to accurately plan and budget for the convention.  It generates funds as well as enthusiasm.  The following are some methods used:

A. The computer list of the last Convention’s attendees is available for mass mailings to aid in generating interest.  Flyers, pre-printed labels, and closure stickers are available from the RSO.  Flyers should be prepared for mailing and returned to the RSO by a date decided upon by this sub-committee and the CAC..  The office will affix postage and do the actual mailing by  the date chosen by the CAC   The RSO will mail flyers to RSR’s and RSO’s upon completion and acceptance of flyer.

B. Electronic “mail-outs” will also be done to generate interest and participation

C. A representative of Registration should attend and carry out marketing functions at the October and January RSC’s, the fall and winter Texas Unity Convention and each Area’s Service Committee meeting at least once.  If a representative of the Registration Subcommittee cannot attend these events, this effort will be coordinated with another Subcommittee chair or CAC member.  A member of this subcommittee should also attend as many other NA functions as feasible.

D. Pre-registration incentives, which may include (but not be limited to):

1. Drawing (banquet tickets, suite, jewelry item)

2. Free mug

3. Use your imagination!

These incentives should generate interest without being extravagant.  Approval of these incentives will need to be submitted along with the Registration Flyer at the September LSRCAC meeting.

An H&I registration package may be given to anyone attending with a treatment center.  This package will have a “Hug Me – I’m New” name tag and a program.  

A newcomer package may be given to anyone with less than 60 days clean who cannot afford to register.  The committee has leeway to provide a newcomer package to other people with extenuating circumstances.  These circumstances could be for those newly released from prison or other H&I type facilities.

The value of providing a Convention costs around $20.00 per person.  In order to expose as many newcomers as possible to the Convention experience, the Convention Committee may offer a limited number of convention packets that will be accounted for at $5.00 per packet.  If this will be done, and how many are to be made available will be determined in the budget process. 

The importance of getting addicts that are institutionalized to our Convention is great because it lets the patient, resident, etc. see that there are indeed addicts living in the outside world clean and celebrating recovery.  This is also a good way for them to make outside contacts for when they are released.

A list of hospitals and institutions should be requested from the RSO several weeks prior to the January RSC.  This list may be taken in person or mailed to the Regional H&I Chairperson with a request that they look over the list at the RSC with the help of the Area H&I reps in order to come up with a list to send an “invitation” to our Convention.  These hospitals and institutions should be a reasonable distance from the hosting hotel.  The list with facilities checked off along with any additions they may have should be forwarded to the RSO within 7 days so the mailing may be done
Find out if the Regional H&I will be setting up a table at the Convention.  Forward this information to the CAC hotel liaison in order for a table to be set up.

Registration is responsible for preparing a complete registration packet.  Items that should be included are:

A. NA Convention program (created by the Program Subcommittee).

B. Nametag or badge must be easily written on.

C. Tickets for all events purchased – provided by RSO.

This Subcommittee forwards a detailed written list to the RSO manager of items they are considering and would like bids on.  These bids should then be taken back to the Subcommittee and a finalized list presented at the December CC meeting.  A written request should be sent to the RSO with the approval and help of the CAC. RSO will be responsible for obtaining bids and placing orders.  A written order request should be sent to the RSO following the December CAC meeting.

AT THE CONVENTION

The chair oversees and coordinates all aspects of the registration subcommittee; schedules work shifts and puts together work team members.  These work teams operate the registration tables and their duties include:

· Checking registration forms

· Collecting registration money (those designated previously) 

· Giving out registration packets and selling tickets.

The number of teams needed to work will be determined by anticipated attendance and length of registration hours.

Remember that tickets and badges equal MONEY; therefore, people working registration should be approved money handlers..  Registration area should be well secured.  There will be charge card sales and the terminal, etc. will be provided by the RSO.  Also provided by the RSO are forms for registering on site, pens, calculator, and cash register.

NOTE:  Tallying of clean time for announcing at the Saturday night meeting will be done by an appointed person(s) of this Committee in the Registration Area.  There will be a formula provided by the RSO or an on-site computer to aid in determining clean time count.   This information will be given to the convention chairperson by 6 p.m. on Saturday, and should also be given to the RSO manager for the archives.  

Registration hours should be determined with input from the CC.  Suggested hours are as follows:  





Thursday

5:00 p.m. – 10:00 p.m.
Friday
12:00 noon to midnight

Saturday
9:00 a.m. to 5:30 p.m.


9:00 p.m. to midnight

CLOSING DUTIES

A written summary of this Subcommittee’s impression of their participation in the convention, as well as any solutions and/or problems needs to be detailed in the final report.  Please include any suggestions pertaining to the time line and task list in your final report.

HOSPITALITY

This subcommittee should open and operate a hospitality area where the fellowship can gather, relax, drink coffee and obtain information about local transportation, tourist attractions, etc.  This information can usually be obtained from the hotel and local Chamber of Commerce and/or tourist bureau.  Sleeping is not allowed in the hospitality room.

Hospitality chairperson is on call 24 hours on-site.  This Subcommittee oversees all operations of both hospitality suites.

Duties include:

A. Make a volunteer list with shift times.  Hospitality suite hours will be determined by this Subcommittee and then brought to the CC for approval.  (Hospitality suites are closed during main meetings.)  

You may want to ask areas and/or groups to host time slots in order to staff hospitality rooms.  Get all flyers approved by the CAC BEFORE distributing them at ASC’s to GSR’s, at RSC’s to ASR’s, and/or at groups.  All flyers should have the convention logo on them.  This logo can be obtained from the AGM Chair and/or the RSO.

B. This Subcommittee must communicate with the CAC hotel liaison in order to  review a proposed menu of snacks, which may be made available in the hospitality suites (hotels differ in what items they will allow to be brought in)  No hot food will be served.A budget will need to be projected for the cost of food and drinks to be provided in the Hospitality area.  The budget item called “Hospitality – Beverage” should be spent on beverages for the Hospitality room(s) and the Subcommittee should accept donations for them.  This is a regenerative fund, so more should be purchased as the supply is depleted.  It is the Subcommittee’s responsibility to work with the Treasurer to determine a plan for the accountability of funds.

C. Get volunteers with truck/trucks to transport food to hotel.

D. Check with hotel to see what food delivery service (if any) is available.  Post this information on bulletin board at convention, print out for registration packets, and/or place in hospitality suites.

E. Appoint/elect a person in charge of “greeters”.  Make a volunteer list with shift sign-up times and get hug stickers.

F. Make “welcome” signs (this is optional).  Signs should all have the convention logo enlarged on them and have to be approved by the CC.  A welcome sign should be placed in the main lobby entrance, in both hospitality suites and by registration.

G. Appoint or elect a person in charge of hospitality suite decoration.  This is also an optional item as voted on by Subcommittee and CC.  Check with RSO for left over decorations from previous conventions.  It is suggested to work with the AGM Subcommittee to get the convention theme into the hospitality suites.

This Subcommittee will work especially closely with serenity Keepers in aiding conventioneers.

You may obtain a list from the RSO of remaining supplies from previous conventions.

CLOSING DUTIES

A written summary of this Subcommittee’s impression of their participation in the convention, as well as any solutions and/or problems needs to be detailed in a final report.  A written inventory of supplies to be returned to the RSO should be included.  Please include any suggestions pertaining to the time line and task list in your final report.

SERENITY KEEPERS

This Subcommittee is entrusted with the delicate task of helping to maintain an atmosphere of recovery throughout the convention.  A convention is different from a recovery meeting in many ways, especially in how appropriate behavior is demanded and registration badges are required.  Just as it is a meeting chairperson’s responsibility to neutralize disruptive elements, the LSRCC has a similar responsibility.  Special care must be taken in choosing all members for this Subcommittee.  A special blend of maturity, tact, leadership, and the ability to gracefully handle potentially difficult situations are needed.  Members are chosen by the chair to act as Serenity Keepers personnel during the convention.  There is a one-year clean time requirement to serve on most positions of this Subcommittee.  It would be very helpful to have a majority of the members for this Subcommittee in place prior to the convention.  It is understood that not everyone would be a suitable member for the committee.  They are not the NA police.  Volunteers with less than a year clean may best serve as Greeters and at elevators. 

 The main job of these members with one year clean time is to be available to assist anyone needing help, either with architectural boundaries or any other needs.  One of the more difficult situations that you will be involved with will be waking up those people who are sleeping in the public areas or in the hospitality room(s).

Shifts will be taken during ALL hours of the convention by Serenity Keepers personnel to assure no activities outside the realm of responsible recovering behavior is observed.  It is Serenity Keeper’s job to share information about the inappropriateness of such actions with the party involved, not to take action.  If action is needed, the necessary authorities will be involved.

This Subcommittee’s duties include:

A. Report inappropriate activities and assists in competing Accident/Incident Report to the Serenity Keepers Chair or the CAC Chair:

1. Vandalism

2. Theft

3. Disturbances

4. Violence

B. Report medical emergencies to 911 then to Hotel Personnel and to the CAC Chair or Hotel Liaison.

C. Assist in crowd control for all scheduled activities if necessary, such as:  Dances, Raffles, Auctions, and Merchandise Room. Planning ahead for traffic flow will greatly aid in keeping these events running smoothly.  Communications with the Hotel Liaison will help identify possible trouble spots to aid in this planning

D. Take tickets at events.

E. Provide crowd control for each elevator car on Friday and Saturday nights.

F. Be willing to take direction from the LSRCNA CC Chair.

G. Be part of the Welcoming Committee.  (Give hugs) 

H. Remember to have fun!!!!!

If in doubt about a situation, contact the Serenity Keepers Chair before you act.

NOTE:  This Subcommittee is not the NA Police Force, just people willing to serve their Fellowship by giving assistance and guidance.

 It is strongly recommended that each member of your committee be provided with an information card (approved by the CC) containing general information along with do’s and don’ts and info on where to refer people. Including a map of the host hotel will greatly assist in directing attendees to activities.

CLOSING DUTIES

A written summary of the Subcommittee’s impression of their participation in the convention, as well as any solutions and/or problems needs to be detailed in a final report.  Return all arm badges and vests to the RSO for cleaning and storage.  Suggestions pertaining to the time line and task list should be included in your final report.

ENTERTAINMENT

The Entertainment Subcommittee will be responsible for the planning and staging of entertainment like dance(s), talent show, comedy show, auction, raffle and/or any other fun functions that meets with the approval of LSRCC.  If performers are to be hired, LSRCAC will require as much advance notice as possible to appropriately negotiate a contract.  Because these are generally costly events, the Entertainment Subcommittee’s plan will need to be formulated as soon as possible.  Contracts for  all paid entertainers and service providers will be negotiated by LSRCAC prior to the November LSRCC meeting.  The signed contract must be at the RSO when completed.

It may be helpful to produce flyers that would generate interest in dances or special entertainment activities.  As with all flyers, these would need to be approved by the CAC. 

 Auction items may be solicited.  All items collected for auction or raffle must be cataloged and accounted for. A detailed report about the final disbursement of these items is to be submitted to the CC.  Unused items will be so noted and stored for the future use of the Treasurer. How many items  are to be auctioned , as well as the time for the auctions, will be decided by the CC   Any auctions should be planned in conjunction with the Program Subcommittee and may be included in the program.

CLOSING DUTIES

A written summary of this Subcommittee’s impression of their participation in the convention, as well as solutions and/or problems needs to be detailed in a final report.  Box and inventory all supplies for return to the RSO.  Please include any suggestions pertaining to the time line and task list in your final report.

IN CLOSING…

These guidelines are designed to do just what the name implies, to guide.  Wherever possible, specific steps are outlined to facilitate as smooth an operation as possible.  Obviously not every contingency can be planned for, and some that are mapped out in theory will prove impractical in application.  What will be needed at these times is the practice of patience, the use of common sense, communication, communication, communication, and a belief that we have invited a POWER GREATER THAN OURSELVES to guide us.  If all persons involved do their part to the best of their ability, all will be well!

AMENDING THESE GUIDELINES

To amend these guidelines, it takes a simple majority vote by the Convention Administrative Committee, then a 2/3 majority vote by the Board of Directors, then approval at the Lone Star Region Service Committee.

TWELVE CONCEPTS
1. To fulfill our fellowship’s primary purpose, the NA groups have joined together to create a structure, which develops, coordinates, and maintains services on behalf of NA as a whole.

2. The final responsibility and authority for NA services rests with the NA groups.

3. The NA groups delegate to the service structure the authority necessary to fulfill the responsibilities assigned to it.

4. Effective leadership is highly valued in Narcotics Anonymous.  Leadership qualities should be carefully considered when selecting trusted servants.

5. For each responsibility assigned to the service structure, a single point of decision and accountability should be clearly defined.

6. Group conscience is the spiritual means by which we invite a loving God to influence our decisions.

7. All members of a service body bear substantial responsibility for that body’s decisions and should be allowed to fully participate in its decision-making processes.

8. Our service structure depends on the integrity and effectiveness of our communications.

9. All elements of our service structure have the responsibility to carefully consider all viewpoints in their decision-making processes.

10. Any member of a service body can petition that body for the redress of a personal grievance, without fear of reprisal.

11.NA funds are to be used to further our primary purpose, and must be managed responsibly.

12. In keeping with the spiritual nature of Narcotics Anonymous, our structure should always be one of service, never of government.

Amended 4/98 by approval at RSC.  Amended 6/99 w/Appendix at RSC.  Amended 5/02 by approval at RSC.
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Registration Time-Line Task List

1.
Elect Officers, select meeting sites and dates for future meetings

June

2.
Select Pre-registration Incentive if it is decided by CC to include

June

(EXAMPLE:  T-Shirt, mug, etc.  Also any special order item, which can only be bought through pre-registration)

3.
Start process of choosing registration bag and trinkets

June

4.
Obtain sample Pre-registration flyer from RSO

June

5.  Decide what, if any, of the “freebies” offered by city can be utilized. 

  
   










      September

5.  Create a “Save the Date” flyer for early distribution.           September
   (Coordinate with Program’s request for speaker tapes to possibly create one flyer)



6.
Get translator for pre-registration flyer to be done in 
          August

Spanish (Translator to be found in the fellowship)

8.
Pre-registration Flyers (Spanish & English) complete
        September

(Get complete and approved pre-registration flyers to RSO)

9.
Obtain labels from RSO from registration mail out.  Label and seal flyers and give to RSO.
TBD

  (The RSO will place postage and actually put in the mail)

10. Get members of the subcommittee who will be handling   money approved pre-registration sales.
ON GOING

11.
Final decision on trinkets in registration packets
 January

Report to CAC on decision.  CAC will order from RSO

12 .
Get list of Hospitals & Institutions from RSO
    December

(List is for Regional H & I Chair)

13.
Any artwork used by this subcommittee (for pre-reg incentive) should be decided upon and presented to the CC for approval Artwork used on early flyers as well as registration flyer should be very similar if not identical so as to create a strong identification of event.      December

14.
Decide on hours registration will be open
December

(Present to CC for approval)

15. Present plan for possible raffles to generate interest in 
    December

the convention.  (The raffle may be done at the RSC, Texas Unity Convention, etc.)  Arrangements should be made to facilitate this with CAC/CC Secretary.

16.
Work schedule/shifts for On-site made
December

Present A draft of On-site work schedule/time/shifts to CC.  

17.
Make decision where registration packets will be assembled    
30 DAYS OUT

arrange volunteer staff to do actual assembly and present to CC

18.
This subcommittee will be responsible for setting-up 
  On-Site

registration area first day of Convention.

19.This subcommittee will be responsible for ensuring all      On-site  registration material is locked up at the close of registration each night

20.
Tally Clean Time
  On-Site

(Should be complete by and prior to Sat. Night Speaker meeting.  The count should be given to the CC chair.)

21.
This subcommittee is responsible for repacking any and all
       On-Site

left-over registration materials/signs, and is to deliver it into transport vehicle at close of convention for delivery back to the RSO.

22.
You will be issued a walkie talkie First day of Convention of   convention that you will be required to be responsible for if lost.  It will be your responsibility to turn this walkie talkie in at the close of the convention on Sunday.  Determination will be made by the LSRCAC as to how many walkie talkies will be issued to each subcommittee.                                                                        On-site

25.
Final Report (an evaluation of serving on this committee
 May

throughout the year.  Your report should include number of registrants at the convention.  Also include # of newcomer packets and H&I packets given away.  Add and be specific on what worked well, what did not, why you don’t think it worked, and any suggestions or amendments to the Guidelines.

COPY of H&I Letter
Convention Logo and RSO letterhead on top of page.

(Example from Last year)[image: image1.png]LSRCNA XX
MARCH 24-27 2005



Lone Star Regional Convention 

1510 Randolph, Suite 205

Carrollton, Texas 75006

972-245-8972

1-800-747-8972

February 28, 2005

Dear Friends,

We would like to invite you and your clients to join us and be a part of our celebration of recovery.  The ____ annual Lone Star Regional Convention of Narcotics Anonymous will be held on _______date_________ at the _______ Hotel___city.  As always, our convention will celebrate our recovery through a variety of meetings, workshops, dances, fun and fellowship.

We offer two types of registrations.  The registration fee helps to defray the cost of providing this four day event.  Please contact the Regional Service Office at the address or phone number listed above for information regarding registering groups.  The types of registrations are as follows:

1)
Standard registration:  includes this year’s convention souvenir, a program of all meetings and activities, a name badge that will allow entry to the list current year's events (i.e. talent show on Friday night and Rave N Recovery 6 on Saturday night) in addition to recovery meetings and workshops.

2)
H & I registration:  Anyone attending with a treatment center who cannot afford the standard registration will receive a program of all meetings and activities and a name badge that will allow entry to the (applicable events here)on Friday night and event if applicable on Saturday night in addition to recovery meetings and workshops.

If your clients are to receive a H & I registration package, your group will need to be registered together at the H & I (Hospitals and Institutions) section of our registration area.  They would need to be accompanied by one of your employees with a copy of this letter along with a letter from your facility stating the name of your facility and how many clients that you wish to register.  It is our wish, with your help, that anyone registered in this fashion will be able to return to our next year’s convention as a paid registrant.

As a safety precaution, it is required that all visitors wear a badge to identify them as a convention participant.  We will have badges for everyone attending this year’s convention including children, family, and guests in addition to registrants.

We hope that you will be joining us this year theme can go here i.e. “Deep in the Heart of Recovery”.  If you have not had the opportunity to experience a convention, you will be pleasantly surprised.  If you have attended, you know the miracle of seeing over one thousand addicts together for one weekend, enjoying our gift of life and recovery.

Sincerely,

LSRCNA __ Convention Committee

Arts Graphics/Merchandise Time-Line Task List

1.
Elect Officers, select meeting sites for future and dates
   May or June

2.
Create flyer to generate art work from the fellowship       
June or July

(Present flyer to CC/CAC for approval before distributing)

3.
Get bids and possibly artwork from professional artists
June

(Before buying artwork get approval from CAC)

4.
Present Theme incorporated initial Artwork for approval 
June

to the CC by the 2nd meeting

5.
Request catalogs from  CAC.  
July

A. Review merchandise budget and suggested merchandise purchases with CAC 

B. Start reviewing merchandise catalogs with subcommittee

C. Keeps list of proposed pre-convention and on-site items.  Along with the items, list catalog name, page number, and price of item.

D. Internet is a good resource for items as well.

6.
Request bids and samples for items of interest from RSO. NOTE: Complete price of all items (including artwork, set-up shipping etc.) should be obtained before any items are ordered.  If at all possible, obtain samples.  Special attention should be paid to accuracy of sizing and quality of material used. 
August

7.
Pick artwork for pre-convention merchandise
 August

8.
Get members of the subcommittee who will be handling
         On-going

money and merchandise for pre-convention merchandise sales approved (if they are not already).  Start going to events to encourage convention enthusiasm and sell merchandise  (This is to be coordinated with the CAC/CC Secretary)

9.
Get all sales events for upcoming quarter approved at CC     
   September

(Get backup of appropriate persons willing to sell in your absence)

10.
Develop a pre-convention merchandise order (if ordering pre-convention merchandise) with CAC and Office Manger, submit to RSO
 September

11.
Inventory pre-Convention merchandise when received by RSO            TBD


12.
Check with  CAC to determine if additional pre-convention merchandise needs to be ordered                                        November


13.
Get artwork for banner approved at CC
December

14.
Make decision for on-site merchandise
                   December

15.
Meet with CAC member and office manager of RSO                  December

to develop merchandise order. It will be reviewed and final decisions made so that the AGM committee can submit their final merchandise proposal at the January CAC meeting.  The approved proposal will be submitted in writing to the RSO by the CAC.

16.
Give list of needs for merchandise room to Hotel Liaison     90 DAYS OUT

List of:  Tables needed chairs, water setup (if any), etc.  This is to assist hotel with their BEO.

17.
This committee may be responsible for counting, inspecting   
60/30 DAYS OUT

pricing, inventorying, folding and then re-boxing all merchandise.

18.
Present a draft of on-site work schedule/time/shifts to CC
    60 DAYS OUT

19.
Meet with Serenity Keeper Chair and decide upon security
     60 DAYS OUT

posts at merchandise door/doors and in the merchandise room  (A walk-through with Serenity Keepers is advised)

20. Inventory Convention merchandise when received
           TBD

21.
Coordinate with Service Office the paste-up of Program on poster board for Lobby
  30 DAYS OUT

22.
On the first day of the Convention, this subcommittee is responsible for setting up the merchandise room as early as possible  
On-Site

23.
You will be issued a walkie talkie First day of Convention         On-Site that you will be required to be responsible for if lost.  It will be your responsibility to turn this walkie talkie in at the close of the convention on Sunday.  Determination will be made by LSRCAC as to how many walkie talkies will be issued to each subcommittee.

24.
KEEP MERCHANDISE FOLDED AND/OR NEATLY ARRANGED      On-Site

25. This Committee is responsible for making sure all merchandise is locked-up at each close of merchandise sales.                        On-Site   

26.
Saturday re-open and reset merchandise
  On-Site

(It is mandatory to be in the merchandise room 30 minutes prior to opening)

27.
This subcommittee has the responsibility of decorating         60 DAYS OUT

     the Banquet/Saturday Night Main Speaker/Entertainment Ballroom. Decorations should go with convention theme and decided upon (see budget) Remember THIS IS A PARTY and should be decorated accordingly

28.
Draft or model of decorations to CC for approval
60 DAYS OUT

(A decorating committee within your subcommittee is recommended)

29.
Give RSO decoration order
 60 DAYS OUT

(EXAMPLE:  NA books for the banquet tables, balloons with convention logo, coffee mugs, table tents, etc.)

30.
Saturday decorate ballroom in the afternoon; Coordinate the time to do this with the Hotel Liaison.               
On-site



31.
Direct other NA committee representatives requesting to sell merchandise at LSRC to the LSRCAC Chair for approval.         On-site

32.
Sunday re-open and reset merchandise
 On-site

33.
This committee is responsible for repacking and inventorying
     On-Site

all leftover merchandise, miscellaneous, signs, etc. and delivering it into the transport vehicle for delivery back to the RSO.

34.
Final Report (an evaluation of serving on this committee
May

throughout the year) and should include the last inventory count.  Add any changes or amendments to the Guidelines that you think might apply.  Also what worked and what did not work at the convention)

COPY of Artwork Release Form
STATE OF TEXAS           

I, ________________________________, do hereby relinquish all rights I may have in any and all designs and/or artwork of whatsoever kind I have presented to anyone associated with the Lone Star Regional Service Office, Inc., The Board of Directors of the Lone Star Regional Service Office, Inc.

This FULL RELEASE includes:

Artwork #  

Named  
 

Description  

Artwork #  

Named  
 

Description  

Artwork #  

Named  
 

Description  

I realize that I am giving up all rights I have to copy, duplicate or reproduce any of the above-mentioned designs in any way, shape or form.

Signature


Print Name


Date


Witness Signature


Print Name


Date


COPY of Alternative Merchandise Approval Form
LSRCNA ALTERNATIVE MERCHANDISE APPROVAL FORM

NAME  

ADDRESS 

CITY, STATE, ZIP 

PHONE 

REPRESENTING 

MERCHANDISE REQUESTING TO SELL 


TO WHOSE BENEFIT DO THE PROCEEDS FROM THESE SALES GO? 

APPROVED BY 

LSRCNA ALTERNATIVE MERCHANDISE APPROVAL FORM

NAME  

ADDRESS 

CITY, STATE, ZIP 

PHONE 

REPRESENTING 

MERCHANDISE REQUESTING TO SELL 


TO WHOSE BENEFIT DO THE PROCEEDS FROM THESE SALES GO? 

APPROVED BY 

Program Time-Line Task List

1.
Make preparations to get Speaker Tape Flyers to RSC This flyer may be combined with the “Save the Date” flyer from Registration 
              June

2.
Request, through Subcommittee Coordinator, to get Speaker
      July

Tape Flyer mailed or hand delivered to WSO/WCNA, different regions, ASC’s and other events

3.
Elect Officers, select meeting sites for future and dates
August

4.
Start speaker selection process
August

There are various ways to obtain speakers/speaker tapes

A. Request speaker tapes from vendors

B. Go to as many speaker meetings and events as possible and get tapes of speakers

C. Call ASC chairs in Region and request speaker tapes from each area.  (It is very important to have a workshop speaker from each area in the Lone Star Region, as this helps to make this truly a Regional Convention.)

D. Make specific request of each Service Committee

E. Obtain tapes from other conventions

F. Review past workshop speakers from LSRCNA for consideration of Friday Night Main Speaker

G. In years that have WCNA in the Fall, purchase set of tapes if budget allows. 

5.
Check with RSO for all incoming tapes
August

(Continue to check weekly and make arrangements to get tapes to subcommittee meeting)

6.
Develop meeting layout
August

A. Number of workshops at the same time?

B. Times of workshops

C. Breaks in-between workshops/marathon

D. When do marathon meetings start & end?

7.
Start selection process of workshop topics
August

(Look at old programs, ask for topics from fellowship, RSCs, ASCs, etc.)

8.
Start selection process of marathon meeting topics
August

(Decide if groups, areas or individuals will be chairing them)

9.
Coordinate a walk-through with Hotel Liaison
August

(Get idea of where each different workshop and marathon meeting will work best; also where speaker check-in table should be)

10.
Choose workshop topics
September

11.
Contact other CC subcommittee chairs; Work closely with    September  Entertainment on time slots. Discuss tentative Program schedule plan with Hotel Liaison

12.
Choose time slot for each workshop topic
September

(smoking and non-smoking workshops)

13.
Develop written Format for meetings and workshops
September

14.
Choose marathon topics
October

15.
Choose time slot for each marathon meeting topic
October

(smoking and non-smoking marathons)

16.
Make CC aware of tentative plans concerning workshops
 October


and marathon meetings

17.
Begin to choose workshop speakers & chairpersons
November

A. Get addresses and phone numbers of speakers and backups

B. If needed, workshop chairs may be selected from interested pre-registrants (lists may be obtained from the RSO)

18.
Develop a draft of tentative Program
December

(This should have all meetings, all time slots with topics, how many speakers per meeting, smoking or non-smoking, hours merchandise will be open, hours hospitality rooms will be open, clarity statement, gun statement, conduct statement, press statement, the Steps and the Traditions; also the cover art.  

19.
Choose Main Speakers for approval
 January

A. Speakers are NOT to be chosen before Speaker Tape Cutoff Date
B. Have backup speakers for each main speaker
C. Get phone numbers and address of speakers and their backups

D. Present main speaker choices to CC for approval 

20.
Contact main speakers to confirm
 January

Get all pertinent information from main speakers

A. Do that have any special needs (hearing impaired, wheelchair, etc.)

B. What type of a room do they want? (king, single, double, smoking, non-smoking, etc.)

C. What type of food (beef, chicken, vegetarian) for banquet

D. Friday or Saturday night 2nd entertainment? (This questions is asked when there is entertainment, such as comedy show on both nights)

E. Tell them of any extra incentive which they might have the option to buy

F. What type of transportation—train, bus or plane—and where are they coming from? 

21.
Coordinate tape box cover artwork with Arts/Graphics and
December

bring decision to CC for approval

22.
Call Hotel Liaison to confirm on-site requirements
December

(Check-in table, podiums, chair arrangements, head tables in meeting rooms, electricity at podium/microphones, water setups for speakers, etc.)

23.
Create marathon meetings sign-up sheet
January

(Get sign-up sheet to RSC this month if needed)

24.
Give RSO manager information on all speakers.  Request
      90 DAYS OUT

in writing transportation tickets, convention registration, hotel accommodations, be purchased and made for main speakers.  Also at this time ask the RSO manager to send confirmation letters to all speakers.

25.
Bring completed Program to CC for approval with main speaker names and hometowns if committee decides to include this info 

                                                                                             90 DAYS OUT
 

26.
Get ‘approved’ program to RSO manager for typesetting
     90 DAYS OUT

27.
Coordinate With H&I Regional Chair the particulars of the    
90 DAYS OUT

‘TDCJID’ Speaker meeting if appropriate

28.
Final changes to the ‘Program’ along with main speaker
     60 DAYS OUT

 and workshop speakers names must be turned into RSO and a final ‘Proof Read’ done

29.
Bring all meeting formats to CC for approval
30 DAYS OUT

(main meetings, workshops and marathons)

30.
Recruit volunteers to oversee speaker check-in table
 30 DAYS OUT

throughout the convention.  (The Program Chair is ultimately responsible for making sure the check-in table is covered.)

32.
Order from RSO any supplies needed (keytags, NA books, format readings, etc.)

 




           30 DAYS OUT


33.
Create a sign-in sheet for speakers
  2 WEEKS OUT

34.
You will be issued a walkie-talkie First day of Convention of      On-Site the convention that you will be required to be responsible for if lost.  It will be your responsibility to turn this walkie-talkie in at the close of the convention on Sunday.  Determination will be made by LSRCAC as to how many walkie-talkies will be issued to each sub-committee.

35.
Do walk through each day of Convention and make sure all rooms are set and ready to go.







     On-Site


36.
Make sure speaker check-in table has volunteer and is
    On-Site

stocked with Release Forms.

37.
Have Readings/Format material ready for every meeting
   On-Site

38.
Get approximate count of people attending each meeting
   On-Site

including marathon meetings

39.
This committee is responsible for repacking all material 
On-Site

pertaining to programming and delivering it back into the transport vehicle for delivery back to the RSO

40.
Final Report
May

(an evaluation of serving on this committee throughout the year.  Your approximate count of meeting attendance should be included.  Also any amendments to the guidelines as well as what worked and what did not work.)

Speaker Review Guide

Name of Speaker Reviewer


Name of Speaker


Speaker’s Hometown


Speaker’s Clean Date



Member of LSR
YES
NO

Do they speak clearly
YES
NO

Proper use of NA language
YES
NO

Did they overuse vulgar language
YES
NO

How did they relate their experience to the Steps



Unacceptable
Fair
Acceptable

How did they relate their experience to the Traditions



Unacceptable
Fair
Acceptable

Worthy of consideration for a Main Speaker

YES
NO

Worthy of consideration for a Workshop Speaker
YES
NO

Suggested Topics
1)



2)



3)

REVIEWER’S NOTES:

COPYRIGHT RELEASE AGREEMENT

This is a Copyright Release agreement between the LSRCNA ______ of the LSRSO, Inc. and

Name 

Address 

(hereinafter “the MEMBER”)

The LSRSO, Inc. is conducting a convention and has invited the MEMBER to be a speaker or participate in a meeting which the LLSRSO, Inc. intends to tape record and offer copies of the tape recording for sale.  The proposed tape(s) will contain the personal experiences of the MEMBER as they share their experience, strength and hope in recovery.  The MEMBER, in electing to sign this Copyright Release Agreement consents to do so as a means of permitting the LSRSO, Inc to share their personal experience, strength and hope in r3ecovery with others through the use of the audio tape recording that is made.  In doing so, the MEMBER helps other addicts and assists the LSRSO, Inc. fulfill its part of the overall responsibility to the Fellowship of Narcotics Anonymous to carry the message of recovery and be self supporting by our own efforts.

The MEMBER receives consideration from this agreement, through the satisfaction of having been able to share their experience, strength and hope and assist the LSRSO, Inc. to carry the message of recovery and remain self supporting.

For this consideration received, the MEMBER hereby transfers all of his or her rights to the tape recording made during the meeting that is taped to the LSRSO, Inc.  This transfer is made for the purpose of allowing the LSRSO, Inc. to utilize the MEMBER’s personal recovery in tape recording only.  The MEMBER is transferring all of his or her rights to copyright, reissue, or make excerpts from the audio tape or to renew or extend and copyrights thereon.  These tapes will possibly be allowed for sale at places other than this convention.

The LSRSO Committee assures the MEMBER that the LSRSO will protect the MEMBER’s taped message of recovery from non-fellowship commercialization.

The MEMBER agrees to hold the LSRSO, Inc. harmless from any liability arising from its use or sale of the audio tape.

This is the only agreement between the LSRSO, Inc. and the MEMBER regarding the audio tape.  This agreement can only be changed by the written consent of the parties hereto.  This agreement binds the MEMBER’s heirs and assigns.  The LSRSO, Inc. agrees to use all reasonable caution to protect the MEMBER’s anonymity.

READ, UNDERSTOOD, AND VOLUNTARILY SIGNED, on this ______ day of __________, 20____.

Member’s Signature


Member’s Name


EXAMPLE of Main Speaker Letter
Speaker Name

Address

City, State & Zip

Dear   Speaker Name,

The Program Sub-committee of the Lone Star Regional Convention of Narcotics Anonymous is delighted that you will be able to share your experience, strength and hope with us on           Time, Day, Meeting                     .  We thoroughly enjoyed the tape that was submitted on your behalf and eagerly anticipate the celebration of recovery          Date of Convention       .

As per your requests:      Room Request      has been booked in your name for Friday and Saturday nights,      Banquet Request      entrée ticket, and           Entertainment Ticket (if applicable) will be included in your prepaid registration packet.  Your convention registration will include a Sunday breakfast ticket and admission to both dances.

You will receive a special incentive convention Pre-registration Incentive Item.  You will also have the opportunity to purchase a limited edition Extra Incentive (if applicable).  Refer to the enclosed flyer for any details.

Should you experience any changes in schedule or complication that would necessitate rescheduling, please contact me at your earliest convenience.

Again, we are excited that you will participate in our Region’s convention.

Very Respectfully Yours,

(Your signature)

Print Your Name – LSRCNA Program Chair

Your area code and phone number

EXAMPLE of Workshop Speaker Letter
Speaker Name

Address

City, State & Zip

Dear   Speaker Name,

The Lone Star Regional Convention of Narcotics Anonymous Program Committee would appreciate your participation in our annual Recovery Celebration.  We would like you to share your experience, strength and hope with us as a workshop speaker on      Day---morn, aft or eve      from      Time to Time     .  The title of your workshop will be      Title of Workshop     .  This will be a One/Two person workshop.  Your co-speaker will be (if 2 speakers) Speaker’s name from City, State of 2nd speaker.

There will be a Program sign-in table directly across from the main Registration Desk.  Please stop by, sign-in and let us WELCOME Your to our Lone Star Region Recovery Celebration.

You are required to sign-in a minimum of one hour prior to your scheduled workshop or the Program Committee will obtain an alternative speaker.

If you are unable to attend or keep this schedule, please contact me as soon as possible at the number below.  Your participation is important to us.  We will do all we can to arrange an equitable time for you to share.

We’re looking forward to a great convention, with your help.  See you in Month of Convention.

Sincerely yours,

(Your signature)

Your name printed – LSRCNA Program Chair

Your area code & phone number

COPY of Geographical Countdown Guide
STATES

ALABAMA
ALASKA

ARIZONA
ARKANSAS

CALIFORNIA
COLORADO

CONNECTICUT
DELAWARE

DISTRICT OF COLUMBIA
FLORIDA

GEORGIA
HAWAII

IDAHO
ILLINOIS

INDIANA
IOWA

KANSAS
KENTUCKY

LOUISIANA
MAINE

MARYLAND
MASSACHUSETTS

MISSISSIPPI
MISSOURI

MONTANA
NEBRASKA

NEVADA
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COPY of Texas Regions and Areas for Countdown

REGIONS AND AREAS IN TEXAS

NOTE:  THIS AREA NEEDS TO BE UPDATED BY RSC / RCMs
COPY of Clean Time Countdown

RECOVERY COUNTDOWN

Start by asking if there is anyone with more than 30 years clean.

If there is, ask them how much time they have and announce it.  Then count down by years from that point.

If not, then ask if there is anyone with 25 years or more.

Count down from 25 to 1 year clean.  Allow a little time between years for applause, but not too much, let God guide you.

From 1 year, count down by months until 1 month.  Then count by days starting at 30.

Entertainment Time-Line Task List

1.
Elect Officers, select meeting sites and dates for future meetings
June

2.
Make flyer to recruit entertainment sub-committee
June

members (On flyer, put contact name and phone number, date and time of next meeting.  Make arrangements to get flyers to RSC, ASC’s, all events going on around Region.  Get approved by CC)

3.
Start and narrow down entertainment selection
June

(What type of entertainment? EXAMPLE: DJ, Live Band, Fire Eater, etc. and which entertainment on what night and what time slot)

4.
Make list of entertainment resources (Weekend 
June

entertainment section of the newspaper, entertainment, booking agencies, the Internet, fellowship, etc.)

5.
Request audio or video tapes from various performers if
June

possible

6.
Decide on Entertainment and present draft to CC
August

(EXAMPLE:  DJ, Dance, Family Activities, NA Jail, Band/Bands, etc.  Also decide if there is going to be a ‘PAID’ event, such as a Comedian, Play, Juggler, etc.  The contract for this performance must be negotiated by the CAC before the Pre-registration flyers go out in September.  The information is to be included on Pre-registration flyer

7.
Schedule ‘walk-through’ of hotel with Hotel Liaison (This is to help you with planning of entertainment set-up)                           August



8.
Get floor plan of hotel from Hotel Liaison or Subcommittee       August  Coordinator to help your sub-committee in planning

9.
Make decision on ‘Entertainers’ (These will be the
October

entertainers/entertainment included with registration and they must be approved by the CAC/CC)

10.
Request CAC to negotiate contracts with entertainers
October

11.
Contact Programming to get an idea of their schedule so
October

you can better plan your entertainment events

12.
Schedule a ‘walk-through’ with Hotel Liaison and
October

Programming to get a visual of entertainment coordinated with meetings.

13.
Contact CAC chair concerning Jewelry item for raffle 
October

'On-Site’ (If a raffle is planned, now is the time to start with preparations.  Usually a piece of jewelry is donated to the convention for this event.  Determine from CAC the jewelry to be donated, as soon as possible, so you can make a flyer describing it and to generate more convention interest/participation, if applicable)  Any and all items for auction are to be listed and accounted for at end of Convention and given to Treasurer

14.
Start making plans for Auction on-site (if an auction is to 
  November

take place).  A flyer should be made asking for “one of a kind or rare NA memorabilia.  (The sub-committee coordinator should be contacted for more information on the times of auctions that have worked at past conventions.  Also a ‘good auctioneer’ is strongly suggested.)

15.
Get information concerning needs of entertainers
November

(Find out from contract how much amperage they will need to run their equipment, what kind of stage (if any), lighting.  What time they need to be able to set-up their equipment? Where do they unload and bring in equipment?  As per contract, do they require any additional personal set-up, such as water/cokes/coffee, etc.  This information may be obtained from CAC Chair or in some cases, the performer but check with CAC Chair first.  Give all information to Hotel Liaison as soon as you get it)

16.
If having a raffle and auction, get money handlers
       December

approved.  

17.
Make flyers to generate interest in the convention, telling
        January

of the entertainment at the convention.  Get these flyers to the RSC (EXAMPLE:  Friday Night Hip Hop Dance, Saturday Night Blues Concert or Friday Night Square Dance, Saturday Night DJ and Dance Troop.  For more information on making flyer, contact Subcommittee Coordinator)

18.
Schedule a ‘walk-through’ with Hotel Liaison and enter-
60 DAYS OUT
tainer or entertainers (if possible)  (This is to get entertainers a look and feel of where they will be setting-up and work out any last minute problems which may arise)

19.
Contact the Serenity K Chair and work out details for
60 DAYS OUT
Serenity K persons at entertainment activities.

20.
This committee is responsible for making ‘poster 
  30 DAYS OUT
billboards' of entertainment.  The ‘mini marquee’, if possible, should have a picture of the entertainers, the time and night they will be performing, where to buy the tickets the convention logo, and any other ‘cutesy’ stuff to attract attention.  It should look professional to be displayed in main lobby.  If you don’t have the ability within your committee to do this, you may ask  Arts and Graphics to help. (Keep cost to a minimum.  Use your resources.  Re-look at your budget.)

21.
Make arrangements for ‘out-of-town’ entertainers to be
    30 DAYS OUT
met upon arrival at airport, bus terminal, train depot, etc. and escorted to the convention.  Also any other hospitality your committee can provide them.  (Check with CAC Chair on details concerning their arrivals, etc.)

22.
You will be issued a walkie-talkie First day of Convention of the conOn-Site

vention that you will be required to be responsible for if lost.  It will be your responsibility to turn this walkie-talkie in at the close of the convention on Sunday.  Determination will be made by LSRCAC as to how many walkie-talkies will be issued to each subcommittee.

23.
Friday upon arrival at hotel make sure all electrical, stage 
On-Site

and lighting is correct for entertainers with the Hotel Liaison.

24.
In the afternoon meet with entertainers to do ‘sound checks’
On-Site

(Assist them with whatever they may need but do not get in their way.  Security can assist with keeping people from running in and out while they are trying to set-up.)

25.
If a raffle is being held, the ‘approved money handlers’
On-Site

should start selling the tickets on the first day of the Convention and continue up to the time of the raffle.

26.
Depending on time of auction or auctions, preparations
On-Site

should start being made about 30 minutes before actual auction.  (Get auctioneer ready at his/her post along with items to be auctioned)

27.
Contact Serenity K Chair Friday mid-morning.  
On-Site

Coordinate security/Serenity K help for all aspects of entertainment needs especially ticket taking and hand stamping.

28.
If entertainers have special requests per contracts, such as 
On-Site

a dressing room, water set-up/sodas, in their dressing room, etc., this should be checked on 30 minutes before their arrival.

29.
Entertainers should be met upon arrival and shown where
On-Site

to wait until their performance.

30. At the close of the convention, this committee is responsible    On-Site for repacking all materials pertaining to Entertainment and delivering it back into the transport vehicle for delivery back to the RSO.

31.
Final Report (an evaluation of serving on this committee
May

through out the year and should include any amendments or changes to the Guidelines, also what worked well and what did not)

Hospitality Time-Line Task List

1. Elect officers, select meeting sites for future dates and time         May

of meetings.  (This committee has a BIG responsibility with not 1 but possibly 2 Hospitality Suites.)  Special care should be taken when electing a Vice-Chair.  This person will probably have the responsibility of 1 of the rooms on-site.  When electing a person to the position, it is suggested they be really willing to work; one will oversee the Smoking Hospitality Suite and the other the Non-smoking, if host facility allows smoking.  This person will probably be handling money. The Hospitality Chair is ultimately responsible for both suites, if there are 2 rooms

2.
Make flyer to generate interest and get volunteer members            June

for this subcommittee.  This flyer should have convention theme and  the following information:

A. Future sites of meetings

B. Time of meetings

C. Contact name and number (with area code)

Bring to CC for approval

3.
Decide who you want to work rooms
June

(EXAMPLE:  Individuals/groups/areas.  

4.
Get ‘interest flyers’ and sign-up sheets for your subcommittee
    July

to RSC.

5.
Contact Hotel Liaison and find the following out before           August

proceeding any further:

A. What type of food/ice can be brought into the rooms and is there any charge?      

B. Is there a microwave/toaster oven/coffee makers/expresso machine/refrigerator, etc. in suite and if not can they be brought in?

C. If there is no refrigerator, what arrangements can be made to ice down foods/drinks.  This has to be done before any food planning can happen.  (Check with RSO for stored Hospitality supplies.  Also at this time, schedule a walk through of Rooms with Hotel Liaison)

6.
Contact last year’s Hospitality Chair/Vice Chair and get ideas
     August

or menus

7.
Start planning a menu
August

8.
Appoint a subcommittee member to start checking on         
September

restaurants in the area around hotel.  Make a way to get this information to our convention attendees.  (A list can be obtained from the convention bureau in the city where the convention is held.  The hotel may also have a list.  When obtained make a list of the restaurants and give to Registration to put in packets or post on information board, etc.)

9. Appoint a few members to form a decorating committee 
          October

within you subcommittee.  (This is optional, but is a nice touch.)  If it is going to be done, it should be along the same lines as the banquet decorations with the theme and within your budget

10.
Report all information to CC.  Get approval if needed.            October

11.
Start planning food placement times
November

(Times when more/less food should be out.  Heavy traffic is usually about 1 hour before main events and right after.  The heaviest time is Saturday night directly after the main meeting.  You will need more food, more drinks, more people to work the suite and a person or two from Serenity K for crowd control)

12.
Decide hours hospitality rooms will be open
 December

(EXAMPLE:  24 hrs, 8:00 am to 2:00 am, etc)  Bring draft of sign-up sheet, along with hours that the Hospitality Rooms will be open and get approved by CC

13.
Re-look at budget and figure money for any supplies which    December

may be needed

14.
Make a draft of projected food budget (cost of all food)       December

15.
Present menu and projected food budget to CC
December

(Report any other pertinent information also)

16.
Make sign-up sheet with time slots
January

17.
Arrange to have sign-up sheet and flyers at RSC
January

(Get flyers to all Areas/Groups in the Region)

18.
Form a transport committee (for transporting food from   90 DAYS OUT

store/stores to convention.

19.
Start process of making 1 or 2 ‘WELCOME’ signs to      
90 DAYS OUT

go at the main entrance of the hotel, at Registration and at the door of each hospitality rooms or 1 between them if they are beside each other.  They are to have the convention logo on them and should look PROFESSIONAL to be displayed out in the main areas of the hotel.  (This is a project which your committee has the option to do nor not to do.  If your committee does decide to do this, a draft of the signs must come before the CC for approval and needs to be started NOW)

20.
Make a list of anything extra you will need in rooms,     90 DAYS OUT    such as ash trays, chairs, tables, etc. and give to Hotel Liaison so it can be arranged with hotel.

21.
Start deciding where all types of different foods will be     60 DAYS OUT purchased.  Make lists of any bread companies, donut factories, etc., that you may be able to get ‘day-old’ food which can be purchased for a greatly reduced price.  Watch for sale prices on cokes and get them if the price is right.  Buy all they will let you have.  You can also contact food wholesalers.

22. Contact Hotel Liaison and find out if you can bring the 
    60 DAYS OUT

food to the hotel Thursday night for no extra charge on the rooms.  If so, make plans to get food and deliver it Thurs.  This will make it much easier on you and your committee  on the first day of Convention.

23.
Set-up list of main food handlers.  Stress cleanliness, 
   60 DAYS OUT

washing of hands constantly.

24.
Make donation cans for Hospitality Rooms. 


30 DAYS OUT
(These can be large covered coffee cans.  Copies of the convention logo art work can be obtained from the Subcommittee Coordinator.  They can then be cut to size and pasted around the coffee cans to make them cutesy.)  The donation cans should be placed where they can be seen at all times by the worker members of the Hospitality subcommittee and/or the trusted servant volunteers.  These cans should be emptied regularly by the Chair or Vice Chair of this subcommittee.  The Chair is responsible for this money and the soft drink money.)  Coordinate with Treasurer for specific turn-in times for monies.

25. Check for food will be issued one week prior to
        ONE WEEK OUT

 convention.  ALL receipts must be turned in to Treasurer at convention.  Hospitality Chair is responsible for the purchase, storage and transportation of all perishable and non-perishable food items.

26.
You will be issued a walkie-talkie first day of convention       On-Site that you will be required to be responsible for if lost.  It will be your responsibility to turn this walkie-talkie in at the close of the convention on Sunday.  Determination will be made by LSRCAC as to how many walkie-talkies will be issued to each subcommittee.

27.
Get Keys to Rooms (2 sets—1 for Chair, 1 for Vice Chair)
On-Site

28.
Look at Rooms and make sure they have plenty of               On-Site trash cans and all other things agreed upon earlier.  (Extra ash trays in Smoking Suite, extra towels in the kitchen and bathroom, etc.)  (Anything needed for these rooms MUST go through Hotel Liaison or CC Chair FIRST.  Do Not Ask Hotel)

29.
Make sure Cable TV and outside lines to phones are
On-Site

TURNED OFF in both rooms.

30.
Decorate first thing (if applicable)
On-Site

31.
On first day of Convention: one hour prior to opening rooms,   On-Site

 have drinks iced down, donation cans out, food being prepared and spread out on tables.

32.
This subcommittee is responsible for keeping all food       On-Site   stored neatly and soft drinks stacked nicely out of the way of traffic and the entire room clean and orderly. There may be maid service in the a.m. at some hotels, but the overall tidiness of the rooms is the responsibility of this committee and our reputation should strongly kept in mind.  Keep the rooms clean!!!  As trash accumulates get it taken to the trash disposal place, if you know where to take it.  If you do not know where to dispose of it, contact the Hotel Liaison and they will get the hotel staff to come and take it out.

33.
If you are selling cokes, you will be responsible for          On-Site restocking and at the end of convention turning in all monies received and receipts for soda purchases.  

35.
This committee is responsible for making sure all food is
  On-Site

stored properly and the rooms are locked when closed for any reason.

36.
At the close of the convention, this subcommittee is
         On-Site

responsible for repacking any and all leftover Hospitality materials.  All materials are to be delivered into transport for delivery back to the RSO.

37.
After truck is loaded done one more walk through of each
      On-Site

suite, then turn in keys.

38.
Final Report (An evaluation of serving on this committee
May

throughout the year and any amendments or changes to the Guidelines)

Serenity Keepers Time-Line Task List

1.
Elect officers for subcommittee
August

2.
Discuss and select future site/sites of subcommittee meetings
August

A. Will meetings be in home area?

B. Will they be different areas/cities around the Region?

C. Will they be at the Hosting Hotel?

3.
Create a flyer to recruit volunteers
November

(This flyer should have the convention theme, time, day and place, of future meeting/meetings.  It should also have a contact name and phone number with area code)

4.
Create a volunteer sign-up sheet
November

5.
Get floor plan of hotel from Hotel Liaison or Subcommittee
November

Coordinator.  This is to assist you in learning the layout of the hotel.  It is very important for this committee to know where every meeting room, stairwell, fire exits, etc are.  The floor plan can be laminated at a copy shop for around $5.00.  If the hotel is large and spread out, a blow-up laminated floor plan costs around $15.00.  This is optional although past chairs of this committee have found them to be very helpful when not holding subcommittee meetings at the hotel)

6.
Contact CAC Chair and coordinate any needs tape/
November

entertainers may have from this subcommittee.

7.
Contact Subcommittee Coordinator to go over all plans, 
November

drafts of time slot/shifts to be covered and make sure nothing is ‘falling between the cracks’

8.
Arrange with Hotel Liaison to walk through hotel with your
November

subcommittee and other subcommittee chairs.  (This is to help you learn where your security volunteers will be needed on-site.  Also approximately, how many will be needed)

9.
Get flyer approved
December

(Make arrangements for flyer to get to RSC in Jan.)

10.
Start a list of needs in the Serenity Keepers Headquarters 
December

room.  (This room does not need a lot of chairs or tables, as it will be used mostly for storage.  It has also been used for shift changes in the past.  The CC Chair and Serenity K Chair/Serenity K Vice Chair are the only ones that may have a key to this room.  The NA auction items will be stored in this room.)

11.
Contact Entertainment Chair and go over needs from 
90 DAYS OUT

from Serenity K/Security for their activities. (Serenity Keepers will be taking tickets at paid entertainment activities.)  See Guidelines regarding money handlers approved by CAC.

12.
Start discussions on Serenity K ‘posts”
90 DAYS OUT

(There will need to be Serenity K persons posted at elevators, for crowd control on Friday and Saturday night at main front entrance of hotel, at all doors leading out of Merchandise, in main traffic hallways, etc.)

13.
Make arrangements to get flyers and sign-up sheets to   90 DAYS OUT RSC (If needed, make new flyers with convention logo, new days of subcommittee meetings, times of meetings, and contact person/persons name, phone number with area code.  It is important for this committee to get as many volunteers for on-site as possible.  This committee will be covering shifts 24 hours a day during the convention.  The sign-up sheets need to make it to every group in every area in our Region.  If new flyer is made, bring to CC for approval.)

14.
Coordinate with Hospitality times Serenity K will be 
    90 DAYS OUT needed.

15.
Make general info cards on ‘do’s and don’ts’ (optional)
    60 DAYS OUT

(these little cards are to assist Serenity K volunteer’s onsite)  If cards are made, bring to CC for approval.)

16.
Schedule walk through with other subcommittee chairs 60 DAYS OUT for
 final needs to be coordinated.

17.
Schedule one last walk through of hotel with your
30 DAYS OUT

committee (This is to familiarize your committee with all entrances, exits, back halls, etc., and to see where actual posts will be.)

18.
Go over ‘do’s and don’ts’ and make sure all                      30 DAYS OUT

Serenity Keepers understand what their job is.

19.
You will be issued a walkie-talkie First day of Convention       On-Site of the convention that you will be required to be responsible for if lost.  It will be your responsibility to turn this walkie-talkie in at the close of the convention on Sunday.  Determination will be made by LSRCAC as to how many walkie-talkies will be issued to each subcommittee.

20.
Get key to Serenity Keepers headquarter room
On-Site

21.
Help all subcommittees move boxes to the appropriate spot
On-Site

22.
It is the SK Chair’s responsibility to make sure all shifts are    On-Site 
covered throughout the convention.

23.
Continue to be available for all subcommittees throughout
   On-Site

convention for any moving and storing of items.

24.
Be 20 minutes early to all main activities which Serenity        On-Site Keepers are scheduled to work.

25.
On the busiest nights of the Convention, continue to check       On-Site

and  make sure there is a Serenity Keeper(s) covering the elevators.  This is very important.  Do not let the elevators get overloaded.

26.
At close of convention this committee is responsible for
On-Site

helping get all merchandise re-boxed.  Also helping in  delivering the boxes into the transport vehicle for delivery back to the RSO.

27.
Final Report (An evaluation of serving on this subcommittee          May


throughout the year)  Report on things that went smoothly and any problems during the convention.  Also any changes or amendments to the Guidelines.  

EXAMPLE:  Serenity Keepers Shift Schedule

SCHEDULE FOR SECURITY

THURSDAY

POST
TIMES COVERED

REGISTRATION
NOON-MIDNIGHT

MERCHANDISE
4PM – 7PM & 10PM – MIDNIGHT

ENTERTAINMENT
10:30PM – 2AM

LOBBY AREA
AT ALL TIMES

FRIDAY

POST
TIMES COVERED

REGISTRATION
NOON-MIDNIGHT

MERCHANDISE
4PM – 7PM & 10PM – MIDNIGHT

ENTERTAINMENT
10:30PM – 2AM

LOBBY AREA
AT ALL TIMES

SATURDAY

REGISTRATION
8AM–5:30PM & 10PM-MIDNIGHT

MERCHANDISE
9AM-5PM & 11PM-1AM

ENTERTAINMENT
10PM-2AM

LOBBY AREA
AT ALL TIMES

SUNDAY

MERCHANDISE
8AM-10PM & NOON-2PM

APPENDIX

NOTE: An electronic version of this form is available from CAC and is preferred method.

COPY of RSO Convention Order Form (form used by Subcommittees)

LSRCNA ORDER REQUISITION FORM

Date 

Committee 

Person Making Request 

Quantity
Size (if applicable)
Description
Color (if applicable)
FOR OFFICE USE ONLY
Price Quotes

Received Order __________     Ordered __________     Received __________

APPENDIX

RSO Office Manager Job Description
· Obtain bids, order, price and possibly assist in inventory of Convention merchandise 
· Prepare forms (sales, accounting, registration) as requested by CAC. This should include the development and maintenance of standard “re-usable” forms for use multi-year.

· Contact CVB of host city and get information about points of interest, public transportation available, any “freebies” they give to conventions visiting their city etc. 

·  Typeset layout and bids for program, if requested by CAC

·  Print tickets, registration lists, ticket packets, inventory, pricing signs, if requested by CAC 

· Financial management of convention (enter registrations, sales, deposits and budget balance reports).  

·  Assist CAC with inquiries, postage and mailing of pre-registration flyers, H&I letters, HCC minutes to HCC mailing list and minutes and reports of HCC to BOD.  

· Assist SAC Treasure and Hotel Liaison in reviewing hotel bill.  

· Aid in financial accountability on-site as requested by CAC

·  Keep inventory of supplies on hand from year to year.  Pay DJ’s, interpreters, etc. on-site.  

· Negotiate walkie-talkie contract, sign-out radios on site as well as pick up and/or return of radios at close of Convention if needed 

·   Constant contact with LSRCAC Chair and LSRCAC Subcommittee Coordinator

· Other duties as assigned by the BOD.

MARKETING PLAN
Many people confuse marketing with advertising.  For the purpose of LSRCNA the word “marketing” can be defined as follows:  Find out what the customer (attendee) wants, get it and let them know you have it.  It is an organized way of getting the word out.

Using feedback from the convention evaluation forms and subcommittee final reports, determine what worked and what didn’t at the last convention.  What does the customer want?  What did they like or not like, etc?  In other words, make an inventory BEFORE you start planning next year.  The CC meeting following the Convention would be a good place for the inventory.

From that inventory, put together reminder lists for each Subcommittee Chairperson on what was discovered in the inventory process.

Coordinate the Marketing Plan.  Some things can be implemented while the CC puts together the “package” such as ASC and RSC hospitality events.  This is the time to get friendly and just play with the groups of people that will make or break your marketing efforts on down the line.  Coordinate with CC members who will be attending future events or service forums.  Get commitments on who can sell merchandise and/or raffle tickets for a drawing.

Send packets of convention flyers to Area Representatives in the Regions surrounding and including Texas.

Any convention information that needs to be included on the Lone Star Web Site will need to be given to the RSO Manager.

As the convention plans take shape, work up a mini flyer to be sent out with orders at RSO, listing any unusual or interesting topics or entertainment events, etc. that will take place at the convention.

NOTE: This whole section needs to be re-worded, specifically including use of electronic mailings and targeting geographic areas.

NOTE:  THIS IS A NEW CONCEPT AND INCLUSION IN GUIDELINES, IT WILL NEED REFINING OVER THE NEXT FEW YEARS. 

COPY of Accident/Incident Report
LSRCNA Accident/Incident Report

Date of Incident 

Time of Incident 

Place of Incident 

Name, Address, and Phone Number of party/parties involved in incident

Name 

Address 

Phone Number 

Name of Witness and Phone Number

Name 

Phone Number 

Name & Phone Number of Party Reporting Incident

Name 

Phone Number 

Description of Incident 



Signature of Reporting Party
Signature of Witness

CAC Time-Line Task List

1. Provide sample Pre-registration flyer to Registration 
June
Committee

2. CAC Chair to request RSO contact CVB Visitor's Bureau in         June city where convention is held to inquire about promotional items like pens, badges,bags, etc. offered by city.

3. Schedule initial walkthrough of hotel with subcommittee 
June
chairs


4. Check to see if H & I letter sent
60 days out

5. Get all information from subcommittees needed to 
      December
complete pre-registration flyer: 1) Meals – Day/Time and cost; 2) Paid events; 3) Pre-incentive item and cost (if applicable); 4) registration amount; Get choices approved by CC  

6. Treasurer to collect all unsold tickets to inventory as 
    On-Site
part of final report


7. Chair to request catalogs from RSO for AGM Committee             June if needed

8. The suggestion of a basic merchandise order will be         September
devised by the LSRCAC and given to the AGM at the September LSRCC meeting.

9. LSRCAC to obtain bids from jewelry vendors.   
October

10. CAC to have on-site registration forms done or obtain estimate from RSO prior to having work done 

11. Typeset/Layout program                                           February

12.  Print tickets, registration lists, ticket packets, inventory,   60 DAYS OUT pricing signs                                                              

13.  Check to see if H&I letter has been sent
60 DAYS OUT

14.
Check on pre-registrations coming into RSO
  60 DAYS OUT
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