SMRCNA INC. GUIDELINES

Revised 11/11/03

These guidelines may be changed at the discretion of the Convention Corporation. The Show Me Region must approve all changes.

PURPOSE
The purpose of the Executive Committee is to make necessary decisions affecting the Convention Corporation when the board is not in session, always mindful of the priorities previously established by the board.

COMPOSITION 

The Executive Committee of the Convention Corporation consists of the Chairperson, Vice Chairperson, Treasurer, and Secretary. All officers are elected at the annual meeting following each convention. Elections and affirmations shall be held by written ballot.

ADMINISTRATION 

The Executive Committee typically meets each quarter Jan/April/July/Oct at the Regional Service Committee meeting. It also utilizes email and has the ability to include other members to their email as needed in order to complete their tasks.

All issues committed by the full Convention Committee to the Executive Committee will be reviewed and prioritized by the Executive Committee and acted upon in a timely manner. Issues that would have a negative effect if not acted on before the next Corporation Committee meeting will also be handled by the Executive Committee through email or telephone conference calls.

Although the Executive Committee strives to reach unanimity, all business items will require approval by simple majority for adoption Site selection and internal guideline changes require two-thirds of those present. A summary of all actions by the Executive Committee will be sent out to the board within seven days. An action item list will be developed after each board meeting and sent out within 21 days.

OFFICERS

Chairperson

Responsibilities of Chairperson:

1. Shall preside at all board meetings and shall have general supervision, direction and control of the business of the Corporation.

2. Serves as the chair of the Executive Committee.

3. Responsible for all reports to the fellowship.

4. Prepares the agenda for all meetings of the board and the Executive Committee.

5. Recommends assignment of members of board to interact with Host Convention Support Committee.

6. Keeps the Executive Committee informed of ongoing matters.

7. Responsible for all routine interaction with the Regional Service Committee.

8. Reviews and approves all non-routine convention and board member expenditures.

9. Responsible for regular reporting to the Board of Directors.

10. Works closely with the Host Convention Committee Chairperson of the upcoming convention.

11. Has oversight responsibility for all board committees.

Additional Responsibilities:

The Chairperson must attend all Corporation Board of Director meetings, Regional Conventions, the Regional Service Committee meetings, and other communication as needed. Time necessary to prepare for the above. Clean time requirement is 5 years minimum.
Vice Chairperson

Responsibilities of Vice Chairperson:

1. Serves as a member of the Executive Committee.

2. Assumes the responsibilities of the Chairperson of the board as requested or in the absence /disability of the Chairperson.

3. Serves on or chairs committee meetings as assigned by the Chairperson of the board.

Additional Responsibilities:

The Vice Chairperson must attend all Corporation Board of Director meetings, Regional Conventions, the Regional Service Committee meetings, and other communication as assigned by the Chairperson and other meetings as assigned by the chairperson and participates in communication as assigned by the Chairperson. Time necessary to prepare for the above. Clean time requirement is 5 years minimum.
Secretary
Responsibilities of Secretary:

1. Serves as a member of the Executive Committee.

2. Serves on or chairs committee meetings as assigned by the Chairperson of the board.

3. Keeps accurate minutes of all board of directors meetings.

4. Monitors the legal record of the board and provides an annual report to the board of minutes, notices, and legal documents.

5. Should have good organizational and computer skills.

6. Responsible to keep the policy log current.

Additional Responsibilities:

The Secretary must attend all Corporation Board of Director meetings, Regional Conventions, other meetings as assigned by the chairperson and participates in communication as assigned by the Chairperson. Time necessary to prepare for the above. Clean time requirement is 5 years minimum.

Treasurer

Responsibilities of Treasurer:

1. Serves as a member of the Executive Committee.

2. Serves on or chairs committee meetings as assigned by the Chairperson of the board.

3. Reviews and corrects books and accounts of the Corporation’s properties and transactions. Reports this review as well as any discrepancies to the Executive Committee. Keeps full and accurate accounts of receipts and disbursements in appropriate ledger file per accountant.

4. Monitors completion of the financial reporting as required by law, the corporation bylaws, and the board.

5. Should have a working knowledge of basic accounting and bookkeeping principles.

6. Deposits money in the name and to the credit of the Corporation as may be designated.

Additional Responsibilities:

The Treasurer must attend all Corporation Board of Director meetings, Regional Conventions, other meetings as assigned by the chairperson and participates in communication as assigned by the Chairperson. Time necessary to prepare for the above. Clean time requirement is 5 years minimum.

MEETINGS
The board typically meets at least five times each year and may also meet at the convention. The board shall hold its annual meeting the first weekend of August of each calendar year at 10:00 a.m. at the office of incorporation or at such other places, either within or without the State of Missouri as it may from time to time be determined by the Chairperson. The purpose of this meeting shall be to seat new directors, elect officers of the Corporation, adopt the annual corporate budget, and conduct other business. 

DECISION MAKING

A quorum is defined as fifty percent plus one. All board members are eligible to vote. While the board strives for consensus, a simple majority can make normal decisions and elections. Site selection and internal guideline changes require two-thirds of those present.

ZONAL SITE SELECTION
There will be a 5 point rotation by the following zones:

1. Zone 1 will consist of the Mid Missouri Area and the Quincy Area.

2. Zone 2 will consist of the Ozark Area and the Southwest MO Area.

3. Zone 3 will consist of the St. Charles, the St. Louis Area, and the Metro East Area.

4. Zone 4 will consist of the Metro U.K.C. Areas, and the MO-KAN Area, 

5. Zone 5 will consist of the Little Egypt Area and the SEMO Area.

Site selection will be on a rotating basis starting with the Zone 1 in 1999. The board reserves the right to change location within the zone as necessary.

THE HOST COMMITTEE

As the name implies, the primary role of the Host Committee is to welcome our members attending the convention, provide local information about their city, and help everyone feel a part of this celebration of recovery. The Host Committee also helps the board by coordinating a volunteer base for the convention and providing input as outlined in these guidelines that will give a local flavor to the convention. However, the final planning, implementation, and supervision of the Convention are the responsibility of the Board of Directors.

Host Steering Committee
The purpose of this committee is to provide administration for the Host Committee and make necessary decisions when the Host Committee is not in session.

The steering committee of the Host Committee consists of a Chair, Vice Chair, Treasurer, and Secretary.

The Chair serves as a member of the Corporation Board, is the primary conduit of information between the Host Committee and the board and is responsible to oversee that the board’s directives to the Host Committee are carried out. Clean time requirement is 5 years minimum.

The Vice Chair is the coordinator for the support committees, and in the absence of the chair, provides reports from the Host Committee to the board. Clean time requirement is 2 years minimum.

The Treasurer is responsible to manage the Host Committee bank account and submit a monthly reconciliation of this account to the Host Committee and to the board. The treasurer may also assist with cash management during the convention. Clean time requirement is 5 years minimum.

The Secretary keeps accurate minutes of Host Committee meetings and distributes these minutes to the Host Committee and the board c/o the board secretary. Clean time requirement is 2 years minimum.

INTERACTIONS//COMMUNICATIONS
Clear and consistent communications are essential to the efficient operations of the board in its interactions with the Host Committee. The primary focus of this communication occurs when the Host Committee and the board interact at a regular meeting of the board. In between these meetings, frequent communications occur in the planning of a convention between the board, through its Executive Committee, and the Host Committee primarily through its Chair. 

In planning the convention, board members will be assigned to individual areas of convention work. As board members are assigned to these areas of convention planning, there will be a need for frequent communications between these board members and the Host Committee Chair in order to complete their tasks. The focal point for all formal communications should always be through the board Chairperson. The board Chairperson has the primary responsibility for dispersing communications to the members involved.

AREAS OF RESPONSIBILITIES IN THE
PLANNING OF A REGIONAL CONVENTION

PROGRAM 

The board:

1. Responsible for all aspects of development for the main meetings and workshops.

2. Ensures a diversity of speakers and workshop topics.

3. Ensures that the program reflects the Narcotics Anonymous philosophy.

4. Determines the number of workshops needed for the attendance projected.

5. Establishes the criteria used for speaker selection including clean time requirements.

6. Is responsible for the notification of all speakers.

7. Provides coordination with other service boards and committees for service related workshops.

8. Oversees the implementation of the program at the event.

9. Negotiates and secures required meeting space and develops floor plans.

10. Procures equipment and labor as necessary and coordinates vendor relationships.

11. Catalogs tapes and speaker names as a resource.

12. Provides travel arrangements for convention speakers.

13. Provides the logistical assistance necessary to implement the Boards decisions.

The Host Support Committee:

Uses the speaker selection criteria established by the board to narrow the list of potential speakers and topics. This committee works with assigned directors to prepare recommendations for the board, is responsible for on site speaker check in and assists with implementation of the convention program.

MERCHANDISING

The board:

1. Approves the selection, quantity and pricing of all items for each convention.

2. Is responsible for inventory control, adjustments and/or reordering on site.

3. Is responsible for the preparation and approval of a logistical plan including the set up of the area, training, staffing, hours of operation, equipment, and supplies.

4. Oversees sales of merchandising at the event.

5. Production and shipment of all merchandise items.

6. Procures equipment and labor as necessary and coordinates vendor relationships.

7. Pre and post convention inventory control and sales.

8. Providing the logistical assistance necessary to implement the Boards decisions.

9. Approves all graphic designs for each convention and may modify any designs submitted.

10. The board approves the method of tape and jewelry sales for each convention and the choices of all vendors and sales plans.

11. The board is responsible for all vendor negotiations and provides the logistical assistance necessary to implement the Boards decisions.

The Host Support Committee

1. Recommends items to be included in the merchandise inventory.

2. Coordinates a volunteer base for on site merchandise sales as requested by the board.

3. Submits the primary convention design for use of the convention flyer and banner for board approval.

4. Assists with the signs for all areas of the convention.

REGISTRATION

The board:

1. Establishes the price for registration.

2. Is responsible for inventory control.

3. Establishes the policy for newcomer packages, lost badges, packages and tickets.

4. Approves all items to be included in the registration package.

5. Is responsible for the preparation and approval of a logistical plan, which includes the set up of the area, training, staffing, hours of operation, equipment and supplies.

6. Oversees registration activities at the convention.

7. Procures equipment and labor as necessary and coordinates vendor relationships.

8. Provides the logistical and technical support necessary to carry out the Boards decisions.

The Host Support Committee

1. Assists with the drafting of the registration flyer.

2. Recommends items to be included in the registration package.

3. Prepares the registration packages.

4. Coordinates a volunteer base for on site registration as requested by the board.

CONVENTION INFORMATION AND HOSPITALITY

The board:

1. Approves the volunteer coordination plan for the convention.

2. Approves the transfer of the local help line to the convention site if requested.

3. Develops and approves a hospitality plan.

4. Ensures that the event reflects a special celebration for our members.

5. Ensures the accessibility of all aspects of the convention to all members, whenever feasible.

6. Provides the logistical and technical support necessary to carry out the boards decisions.

7. Procures equipment and labor as necessary and coordinates vendor relationships.

The Host Support Committee

1. Provides information about the convention and the local community to convention attendees.

2. Is responsible for the phone lines at the convention, including the local help line if it is rerouted.

3. Coordinates on site volunteer recruitment as requested by the board.

4. Assists in the implementation of additional needs services on site.

5. Assists the board in the development of a hospitality plan.

ENTERTAINMENT
The board:

1. Is responsible for the development, approval, and pricing of all events at convention.

2. Ensures that the event reflects a special celebration for our members.

3. Provides entertainment and pricing recommendations.

4. Provides the logistical and technical support as necessary to carry out the boards decisions.

5. Procures equipment and labor as necessary and coordinates vendor relationships.

The Host Support Committee

1. Makes recommendations about the types of entertainment.

2. Coordinates a volunteer base for all entertainment activities as requested by the board.

FACILITIES AND EVENT MANAGEMENT
The board:

1. Approves the use of all facilities.

2. Is responsible for oversight of the interaction with facilities.

3. Is responsible for and approves of the logistical plan, which includes procedures for cash handling and operational details for each area of the convention and the facilities plans.

4. In conjunction with the Host Committee, is responsible for the resolution of problems on site at the convention.

5. Negotiate the price of banquet and/or brunch meals at hotel. Take careful consideration in determining price of ticket once meal, tax and gratuity are established.

More detailed information regarding the execution of these responsibilities may be found in the policy and procedures log.

FINANCIAL PROCEDURES AND FORECASTING

Corporate budget
The Executive Committee in conjunction with the Treasurer, develops and submits the corporate budget to the board in June for approval at its annual meeting. The corporate budget is a consolidation of all administrative projections and includes income and expense projections for each convention.

Annual audit
The board is responsible to have an annual audit conducted of the corporations financial records.

Annual reporting procedures
The board is responsible for the preparation, presentation and distribution of an annual summary of corporate operations. The Executive Committee is responsible for the development of a draft, which is reviewed and approved by the board and presented to the Regional Service Committee.

SPEAKER SELECTION
A convention program should be a representation of the diversity of our fellowship. We would like to think that it would not be necessary but we would remind everyone involved in the speaker selection process to take into consideration issues such as bearing in mind issues such as race, sex, sexual preference and geographic origin.

The basic criteria for selection will be a minimum of three years clean for workshops and a minimum of eight years clean for main speaker meetings. The committee should always strive to select speakers who have a message of recovery in Narcotics Anonymous. The speakers message should be a demonstration of the progression of recovery by applying the principles of the Twelve Steps of Narcotics Anonymous.

All responsibility for the final approval of the convention program and the speakers rests solely with the board of directors. The Program Support Committee will submit to the board a list of primary and secondary main speaker selections and as should take place first to allow for board approval, confirmation with the speaker selected and sufficient time to make appropriate travel arrangements. Speakers for the workshops should be selected from members who are attending the convention. There is no subsidy for workshop speakers. All expenses for travel, lodging, registration and paid events at the convention will be provided for all of the main speakers.

Typically, there has been one main speaker meeting on each day of the convention. There have also been many variations of this at different conventions. The board will work out the format for each convention with input from the Host Committee.

Members being considered as speakers for main meetings may not have been a main speaker at any of the previous three conventions. However, having spoken at a previous convention does not restrict the ability to be considered to speak at any convention workshop. All members being considered by the Program Support Committee will have the required clean time and come from any of the following sources:

1. Tapes sent to the committee.

2. Recommendations from regions or areas with a speaker information sheet submitted.

3. Board recommendations with completed speaker information sheet.

4. Host Support Committee recommendations with completed speaker information sheet.

5. Regional Services recommendations with completed speaker information sheet.

SPEAKER INFORMATION SHEET

1. What is your name?____________

2. Do you base your recovery on being powerless over your addiction?____________

3. Do you identify yourself as an addict?____________

4. Do you attend Narcotics Anonymous meetings?____________

5. Do you have an Narcotics Anonymous sponsor?____________

6. What is your clean date?____________

7. Where is your home group located?____________

8. What area/region are you in?____________

9. Do you have any special needs?____________

10. Address, Email, or telephone number we can contact you at:______________________________________________________________
11. Do you actively participate in Narcotics Anonymous?____________
12. What method of travel is best for you if asked to speak?____________
