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Preface

The material in this Handbook is an accumulation of experience, strength and hope from past Northern California Conventions. In the evolution of the Northern California Convention from its beginning in San Jose in 1978, with approximately three hundred members in attendance, to present day conventions with thousands of members, we have learned much and come far. In the beginning, responsibility for putting on our convention rested with the Area in which the convention took place. In today’s convention process the responsibility lies with the NCRSC, the NCRSO Inc., the NCCNA Committee and Areas of our region.

This handbook has been written as a guideline for Narcotics Anonymous members, the NCCNA Committee and those Areas that will be participating in the Northern California Convention of Narcotics Anonymous.

Northern California Regional Service Committee (NCRSC)


The Northern California Regional Service Committee (NCRSC) is a service committee, as described in our 9th Tradition, directly responsible to those it serves. The NCRSC serves all members, groups and areas within the Northern California Region of Narcotics Anonymous. Our fellowship has directed the NCRSC to put on a yearly celebration of recovery called the Northern California Convention of Narcotics Anonymous. In the beginning this was a simple task for the NCRSC to fulfill. All that was involved was to rent a hall, get a few speakers and enough chairs for a couple of hundred members.  As our fellowship grew, the task was not that simple. The NCRSC faced many problems, both spiritual and financial, in holding the annual convention. At times the entire monthly NCRSC meeting was taken up by the convention. Important issues concerning members, groups and areas were being left unattended at the NCRSC meeting. To ensure the NCRSC would have the time and ability to serve its fellowship the Northern California Convention service structure was instituted.


Two fundamental issues had to be addressed, the spiritual growth of the convention and the issue of financial accountability to the fellowship as well as to state, federal, and local government agencies.

     To address the issue of the spiritual growth of the convention the NCRSC created the Northern California Convention of Narcotics Anonymous subcommittee (NCCNA), which is directly accountable to our fellowship through the NCRSC. The NCRSC also began researching legal problems, sending representatives to workshops put on by the World Service Office and hiring a lawyer to help with the legal aspects of putting on a convention. After hundreds of hours and thousands of dollars were spent by the NCRSC in researching state and federal laws, it became clear that we faced a major problem. While our traditions serve us well in Narcotics Anonymous, they mean nothing to the world outside of NA. In fact, in some cases they are in direct conflict with state and federal laws, in regards to legal responsibilities and financial accountability. Two examples of this problem are “personal anonymity” and our 9th Tradition, which states, “NA, as such, ought never be organized, but we may create service boards or committees directly responsible to those they serve.” State and federal laws expect some person or persons to be in charge if you want legal and financial protection for your group or organization.  For this reason the Northern California Regional Service Office, Incorporated was formed. 

    After several years of convention experience, it became apparent there was a need to focus on the administrative policies of the convention. For that reason the Northern California Regional Convention Administrative Committee (NCRAC) was formed and was made directly responsible to the NCRSC.

    The relationships between the NCRSC, NCRSO, Inc., NCRCAC, Area Service Committees within the Northern California Region, and the different NCCNA Committees have changed over time. As a result, much NCCNA experience and training was lost and mistakes were easily repeated.  
    Another area of concern was that there were two separate Committees, the NCRCAC and the NCCNA.  Both operated separately on some matters and together on others, with each being responsible for the conventions success. In addition, there were problems of accountability and responsibility. For example, Subcommittee officers were elected within their respective Area Service Committees; however, they were responsible to a Regional Subcommittee.


As a result of our hard won experience the current structure of the convention embraces four ideas:

1. The NCCNA Committee, with the exception of the Subcommittee Chairpersons and Vice-chairpersons and the NCRSC and NCRSO, Inc. representatives, will be elected by the NCRSC and is responsible for putting on an annual convention.

2. Area involvement in the convention will be encouraged.
3.   Experience and training will be passed on from year to year.
4. The convention will operate under a single Committee.
    By creating a service structure responsible for putting on a yearly celebration of recovery, the NCRSC has fulfilled the task directed to it by the Northern California Fellowship of Narcotics Anonymous.  

    The information in this Handbook further explains the convention structure, which through trial and error has evolved over the years, but always with the understanding that the will of a loving God will find expression in the final outcome.

Northern California Convention of Narcotics Anonymous (NCCNA) 
    The NCCNA Committee is a Subcommittee of the NCRSC, made up of twenty-one voting members. One is a representative from the NCRSO, Inc., one is a representative from the NCRSC, and six are Subcommittee Chairpersons and Vice-chairpersons.  The remaining thirteen members are elected to terms of two years, by the NCRSC, with a maximum of four consecutive years on the Committee. An NCCNA Subcommittee Chairperson or Vice-chairperson may serve two consecutive two year terms in addition to the one year served as an NCCNA Subcommittee Chairperson or Vice-chairperson. Nominations for the NCCNA Committee may be supplied by the NCCNA Committee as well as the NCRSC.  The NCCNA Committee will confirm all elected members, or choose not to fill a vacant seat, and ask the NCRSC to elect a different member. At the first meeting after the convention, the new NCCNA Committee will elect its Chairperson, Vice-chairperson, Secretary and Treasurer. The Chairperson and Vice-chairperson must then be elected/confirmed at the next NCRSC meeting. The NCCNA Chairperson will appoint all other positions on the NCCNA Committee. 

    The NCCNA Committee is entrusted by the NCRSC to make decisions, and establish procedures, as necessary for the administration of NCCNA.  

    The NCCNA Committee will have three Subcommittees:

1. Host

2. Program

3. Registration

    These three Subcommittees serve for the current year’s convention. The NCCNA Chairperson will assign an Advisor to each Subcommittee. The NCCNA Advisor will work with the Subcommittee for one convention cycle. Each NCCNA Subcommittee will have a Chairperson and Vice-chairperson who will be elected at an organizational meeting. In the event the Subcommittee is awarded to multiple Areas, each Area Service Committee will elect two representatives and the Subcommittee will elect a Chairperson and Vice-chairperson from these representatives.  All officers of a Subcommittee must be from the Area or Areas to which the bid is awarded.  The Chairperson and Vice-chairperson of a Subcommittee will attend all NCCNA meetings for the purposes of interfacing with other Subcommittees, staying current with the policies and decisions of the NCCNA Committee, and to gain overall convention experience.  Once a Subcommittee is formed it is no longer accountable to its Area, and becomes an NCCNA Subcommittee.

Northern California Regional Service Office, Inc.


The NCRSO, Inc. is a nonprofit corporation, created by the NCRSC to act as the fiduciary and financial trustee for the NCRSC and the Northern California Fellowship of Narcotics Anonymous.  Through its role as fiduciary agent to the NCRSC, the NCRSO, Inc. is entrusted with a number of specific responsibilities.  One of these is to control the fiscal management of the annual Northern California Convention of Narcotics Anonymous.  In order to fulfill its responsibilities, the NCRSO, Inc. maintains a close and well-defined relationship with the NCCNA Committee. 


The NCCNA Committee presents financial proposals to the NCRSO, Inc. for review and approval.  Items brought to the NCRSO, Inc. for approval are:
1. A budget for the current convention (broken down by administrative committee and subcommittee)

2. All requests for non-budgeted items (income and expense related.)

3. Any proposal that may directly or indirectly impact the financial integrity of the present or future conventions.


In addition, the NCRSO, Inc., in conjunction with the NCCNA Committee, maintains the convention checking accounts into which all convention income is deposited.  All expenses incurred by the NCCNA Committee are paid from these accounts.  All checks will require the signature of an authorized NCCNA member and an authorized NCRSO, Inc. board member.  All expenses of $1,000.00 and above, and all expenses which are not included within the amounts of budgeted line items, require approval of the NCRSO, Inc. Board of Directors.  For the purpose of accountability, the NCRSO, Inc. requires all reimbursements and expenses to be accompanied by receipts.


To facilitate communication between the NCCNA Committee and the NCRSO, Inc., the NCRSO, Inc. selects a representative to sit as a voting member on the NCCNA Committee.  In turn, the NCCNA Committee is represented at the monthly NCRSO, Inc. meeting, either through its Chairperson, or Vice-chairperson.  Upon request, the NCCNA and NCRSO, Inc. Treasurers make themselves available to both committees. 

Northern California Area’s Responsibilities
    The Northern California Convention of Narcotics Anonymous (NCCNA) Committee functions with the support of the Areas within its Region. Each year the NCCNA Committee selects its Subcommittees, from these Areas, for the following year.
    With the exception of the Host Subcommittee, NCCNA selects its Subcommittees through a bidding process. In order for the Areas to be eligible to form a Subcommittee, the area must first submit a bid to NCCNA.  This bid must be in writing, and reflect the group conscience of the Area Service Committee (ASC) and be signed by the Area Chairperson or Vice-chairperson. Area Service Committees that submit bids assume responsibility for the initial formation of the Subcommittee in the event that their Area is selected. Once a Subcommittee has been formed, it becomes an active participant of the NCCNA Committee, and no longer accountable to its Area Service Committee.
    The Host Subcommittee is automatically awarded to the Area in which the convention will be held. If the convention occurs in the same Area for two or more consecutive years, NCCNA will request bids from adjacent Areas, to serve as the Host Subcommittee for the second year.  The Host Subcommittee is strongly encouraged to solicit the support and involvement of neighboring Areas.  Multi-Area bids, for the Host Subcommittee will be considered.

Subcommittee Bidding Instructions

Areas wishing to sponsor an NCCNA Subcommittee must submit a bid to NCCNA. No Area may sponsor the same Subcommittee for two consecutive years. Multi-Area bids will be considered and are encouraged.

An Area’s bid letter should be approved by a group conscience of its ASC.  Bid letters should contain the name and telephone number of a contact person, within the bidding Area. NCCNA will select the Subcommittees for its future convention one hundred and twenty days prior to its current convention, after careful consideration of all relevant information. Priority will be given to those Areas, which have not recently served as an NCCNA Subcommittee. The Areas contact persons will be immediately notified of these selections and the selections will be formally announced at the current convention, during the Saturday night Main Speaker Meeting.
General Subcommittee Procedures

Upon notification of its selection as a Subcommittee, an Area should inform its Fellowship of its selection, and establish a date, time and place for an organizational meeting.  This organizational meeting should be facilitated by the Area Chairperson or Vice-chairperson and be held at least one month prior to the current convention. The Subcommittee Chairpersons and Vice-chairpersons will be elected at this organizational meeting and conduct all business after their election. Subcommittee Chairpersons and Vice-chairpersons must have a minimum three years continuous clean time, as well as the ability and resources to carry out their responsibilities. Newly elected Subcommittee Chairpersons and Vice-chairpersons should attend the NCCNA meeting one month prior to the convention and if possible attend the current NCCNA Convention and work with their respective Subcommittees.
General Subcommittee Responsibilities
1. Fulfill all responsibilities as set forth in this handbook, and the NCCNA guidelines. 

2. Chairpersons and Vice-chairpersons will represent their Subcommittees at the monthly NCCNA meeting. The first meeting of the future NCCNA Convention Committee will be the monthly NCCNA meeting after the current convention. 



3. Hold regularly scheduled meetings (at least once per month.). Subcommittee meetings shall be conducted in accordance with the Twelve Traditions and the Twelve Concepts for Service in Narcotics Anonymous.  Meeting procedures require written agendas, membership phone lists and recorded minutes. Members attending the organizational meeting are considered voting participants.  Thereafter, attendance at two consecutive Subcommittee meeting is required to become a voting participant. If a voting participant misses two consecutive meetings, the member loses the right to vote and must attend two consecutive meeting to become reestablished as a voting participant.  Any member of the fellowship may become a voting participant.

4. Submit written reports to the NCCNA Committee at each regular NCCNA meeting.  The report should include a summary of progress made since the last NCCNA Committee meeting, and a statement whether the Subcommittee is current with its timeline, as well as anticipated needs, problems or questions.

5. Adhere to the timelines set forth in appendix A.

6. Adhere to the following procedures for the disbursement of funds:

a. All requests for reimbursement must include a receipt (except mileage) and a completed NCCNA reimbursement claim form.

b. All requests for reimbursement must represent a pre-approved budget item.

c. With the exception of entertainers, three sources should be considered for all goods and services.

d.  Members of the NCCNA Committee, or its Subcommittees perform duties in the spirit of service and at no time will any member of these Committees be reimbursed for labor or services rendered unless there is a service contract in place. 

    The development of a proposed budget is important and one of the most important responsibilities of every Subcommittee. Developing a budget will be dealt with in the next section of this handbook. The Subcommittees of the NCCNA Committee work together to put on a successful convention.  Cooperation, communication, and consideration are the keys to making the convention successful. All members are encouraged to establish and maintain effective lines of communication within and outside of the NCCNA Committee. Failure of an NCCNA Subcommittee to fulfill its responsibilities may result in the NCCNA Committee assuming direct control of that subcommittee.  In the event the NCCNA Committee finds it necessary to assume direct control of a subcommittee, that subcommittee may present a plan explaining how it will return to compliance with the NCCNA guidelines, handbook and timelines.  If it is determined that the Subcommittees performance has returned to the standards set by the NCCNA Committee control may be returned back to the Subcommittee. Subcommittees are vital to the convention and individuals should expect to be replaced if they are unable to fulfill their responsibilities for any reason.  

Budget
    The importance of preparing a budget for the convention needs to be emphasized.  A budget is a financial planning and organizational tool designed to assists members in defining and carrying out their responsibilities.  Each Subcommittee, as well as the NCCNA Committee as a whole will meet in the first month of the convention cycle to prepare a preliminary budget for the next convention.  Some sources of information that should be used to form the budget are as follows:

1. The budgets of the previous three years.

2. The experiences of past and present committee members, NCRSO, Inc. members and NCRSC members.

    The preliminary subcommittee budgets are returned to the subcommittees with additional information and recommendations.  The final budgets are due at the second NCCNA Committee meeting for final approval.

    If a subcommittee wishes to include a new budget item for which past records are not available estimates should be obtained and submitted, for the items or services.

Once an overall NCCNA budget has been approved it is then reviewed by the NCRSO, Inc., whose job it is to protect the financial integrity of the convention.  

    After being approved by the NCRSO, Inc., the budget is returned to the NCCNA Committee treasurer. In order to maintain sound financial management, each month, the NCCNA Committee Treasurer provides a written budget report to the NCCNA Committee, which tracks expenses paid out to date.

    A few helpful suggestions in developing a budget are as follows:

1. Be prepared to document and explain any proposed expenses that are not of a standard nature, as it is unlikely that new or unusual budget items will be approved without documentation.

2. Whenever possible draw on Fellowship resources in your area. Find people and vendors who can provide the goods and services that your Subcommittee is responsible for providing. 

3. Budget items can be increased or decreased, if necessary, throughout the year. Any budget item changes will require the approval of the NCCNA Committee and the NCRSO, Inc..

4. The NCCNA Committee and its subcommittees are strongly encouraged to spend less than the budgeted amount, as it is the policy of NCCNA to budget income conservatively and expenses liberally.


    Appendix B shows typical expenses for the NCCNA Committee and its Subcommittees. These budget items are suggestions only and may not reflect specific conditions or plans for every convention. However, these lists can help.  Subcommittees begin to put a proposed budget together.  In addition to these expenses, NCCNA will pay for one half of a hotel room for each NCCNA member and Subcommittee Vice-chairpersons.

NCCNA Committee Responsibilities
Arts and Graphics

    Arts and Graphics is an NCCNA committee responsibility and should be assigned to a member who is artistic and energetic.  The Arts and Graphics Coordinator is responsible for developing, in a reproducible format, Committee approved logos, banners, convention programs, pre-registration brochures, event tickets, directional signs and program signage, map of the convention vicinity with a list of local points of interest.  The Arts & Graphics Coordinator works with each of the Subcommittees to fulfill their signage needs. 

    A variety of designs for each item are presented to the NCCNA Committee in order to provide a choice of selection.  It is necessary for the arts and graphics person to coordinate with the Graphic Artist and Printer for designing typesetting, printing, decorating and signs.

Merchandise

    Merchandise is an NCCNA Committee responsibility. The person assigned as Merchandise Coordinator should have an understanding of sound business practices and an understanding of the Twelve Traditions, especially as they apply to the sale of NA merchandise. The Merchandise Coordinator is encouraged to form a working group to help with the responsibilities of Merchandise. The Merchandise Coordinator prepares a budget, which includes a list of all items to be sold at the convention, as well as their cost. This budget is then submitted to the NCCNA Committee for approval. The merchandise list must include a statement of production times and costs.

    Bids from three (3) different vendors should be obtained for all NCCNA merchandise (unless a vendor has been previously retained to a multi-year contract). The NCCNA Committee is responsible for negotiating the purchase price of all merchandise sold at the convention, subject to final contract approval by the NCRSO, Inc.. It is the responsibility of the NCRSO, Inc. to set final prices of the merchandise to be sold at the convention.

    To insure that adequate space is allocated for the handling and selling of merchandise at the convention, the Merchandise Coordinator needs to work closely with the Host subcommittee.

    To insure proper accountability for all NCCNA merchandise, and merchandise funds, the Merchandise Coordinator must keep accurate and up to date inventory and financial records. All financial records and receipts should be reviewed by the NCCNA Committee Treasurer on a regular basis. A final inventory is to be provided to the NCCNA Committee at the final convention meeting.

Entertainment

    Entertainment for the convention is an NCCNA responsibility. The Entertainment Coordinator is responsible for proposing and organizing a schedule of activities and events for the entertainment of the fellowship during the convention. The Entertainment Coordinator is encouraged to form a working group to help with the responsibilities of Entertainment. 

    Activities may include, but are not limited to, dances, member participation games, recovery plays, comedy shows, talent shows, concerts, and golf tournaments. All proposed contracts with paid performers, and related services must be signed by the individual or organization being contracted with, and submitted to the NCCNA Committee for approval. After being finalized by the NCCNA Committee Contract Negotiator, all contracts are forwarded to the NCRSO, Inc. for final approval and signature. Copies of all signed contracts are to be returned to the NCCNA Committee and the appropriate members and Subcommittees.

    The Entertainment Coordinator works with the Program and Host Subcommittees to coordinate space requirements and availability.
Subcommittee Responsibilities
Host Subcommittee

    The Host Subcommittee has multiple functions:

1. Serves as the host for the convention.

2. Works with the Contract Negotiator to meet the needs of the NCCNA Committee.

3. Provides volunteers to work with Merchandise and Entertainment and meets all other NCCNA volunteer requirements.

    Upon establishment of the Host Subcommittee, the Host Subcommittee Chairperson works with the NCCNA Committee’s Contract Negotiator to develop a working plan for the current year’s convention.  This plan should address banquet, brunches, security, audio/visual, convention space needs, parking, various costs, etc.  The Host Subcommittee Chairperson must become familiar with the details of all existing convention contracts to avoid unforeseen expenses.  The Host Subcommittee Chairperson and the NCCNA Contract Negotiator shall be the only NCCNA committee representatives authorized to have contact with the various convention facilities and hotels prior to the convention. Once NCCNA is on site the NCCNA Chairperson and Vice-chairperson may also make these contacts. The Contract Negotiator is the only NCCNA Committee member authorized to negotiate agreements with hotels and convention facilities, subject to NCRSO, Inc. approval. The Contract Negotiator will be responsible for submitting the required documents to the hotels and/or convention site.

    The Host Subcommittee is responsible for the setting up of a Hospitality Table, where members can find maps of the local area, information on local restaurants, points of interest, public transportation schedules and local NA meeting schedules.
    The Host Subcommittee communicates with the NarAnon Fellowship to coordinate their scheduling and space requirements, as well as any other matters of mutual concern.  The Fellowship of NarAnon often holds meetings and workshops at NA Conventions. NarAnon is an autonomous Fellowship, not affiliated with Narcotics Anonymous and is financially responsible for its meeting space at the convention.  This is in keeping with the 12 Traditions and is done in the spirit of cooperation and not affiliation. 

Program Subcommittee

    The Program Subcommittee is responsible for developing a list of speakers, topic meetings /workshops, Spanish speaking , and marathon meetings for the convention. All speakers, topic meetings /workshops, Spanish speaking meetings, and marathon meetings are subject to approval by the NCCNA Committee.

    The basic qualification for meeting participation in the program of the convention is membership in Narcotics Anonymous.  However, speakers at the Main Speaker Meetings are also required to have a minimum of ten years continuous clean time and should not have been a main speaker at NCCNA in the last five years. Topic meeting and workshop speakers must have a minimum of three years continuous clean time and should not have been a speaker at NCCNA in the last three years.

It is also imperative when choosing convention speakers to insure that the diversity of our fellowship is accurately represented.  Diversity can include such things as ethnicity, sexual orientation, age, geographic location, or occupation, to name a few.

    Topic meetings/workshops are held to fulfill the needs for our Fellowship to obtain information on specific topics related to NA recovery and services. A topic meeting/workshop speaker at the convention shares her/his personal experiences of recovery in Narcotics Anonymous, as it relates to the topic of the meeting or workshop. Potential speakers and other program participants should be members of the Narcotics Anonymous Fellowship, who base their recovery on their powerlessness over addiction and identify themselves as addicts who attend NA meetings to sustain their recovery. Main speakers are provided travel expenses, hotel rooms and registration packets, for the convention. These financial considerations should be taken into account when preparing the Program Subcommittee budget, in order to insure that the Program Subcommittee has adequate funds for securing speakers. The Program Subcommittee is encouraged to consider the geographic location of potential main speakers in order to minimize travel expenses.

     Adhering to the printed convention program and schedule is an important part of the Program Subcommittee’s responsibilities. To minimize the chances of speakers or secretaries not showing up for their meetings it is important that the Program subcommittee maintain contact with speakers and secretaries as the convention draws near. Speakers and Secretaries should be informed of the proper procedure for checking in at the program table at the convention. Speaker/Secretary check-in instructions should also be noted in the printed NCCNA Convention program. 

    Meeting guidelines and other pertinent information for meeting participants will be distributed at the Program subcommittee’s check-in table. A signed copyright release form shall be obtained from each speaker and secretary at the time of check-in. In the event of a no-show, a pool of members should be available from which to select replacements.
Registration Subcommittee
     The Registration Subcommittee has two important pre-convention responsibilities: advertise the convention within the NA Fellowship and process pre-convention registrations. The primary vehicles for advertising the convention are the distribution of the pre-registration flyers and the pre-registration brochure. Proceeds from pre-registrations, along with the NCCNA prudent reserve are vitally important to maintain a healthy convention cash flow.  It is possible unsold merchandise from prior years conventions may be available as incentives for pre-registrations. Check with the NCRSO, Inc. to determine availability. The NCCNA Committee and the NCRSO, INC. must approve any incentive giveaways in advance.  

    The registration subcommittee is responsible for obtaining a Post Office Box and providing the P.O. Box number to the Arts and Graphics person for inclusion in the pre-registration brochure. As pre-registration flyers and brochure forms are received in the P.O. Box, the registration subcommittee will key the pertinent data into a computer (a computer will be provided to the registration subcommittee) and generate a confirmation card to be mailed back to the pre-registrant.  The Registration Subcommittee Comptroller will be responsible for submitting to the NCCNA Treasurer, monthly detailed and accurate records of monies received and deposited into the NCCNA account. Forms for this purpose are available from the NCCNA Treasurer. Close cooperation between the Registration Subcommittee Comptroller and the NCCNA Committee Treasurer are essential in this critical area.

    In processing registrations, the following should be kept in mind:

1. Approximately 3,500 members will register for the convention.

2. Volunteers are needed to staff cash registers, computers and for check approval.

3. Volunteers who handle money must have at least two years continuous clean time.

4. Large sums of money are involved and need be handled responsibly.

5. The location for handling registrations at the convention should have sufficient tables, power, security, and crowd control.

6. Onsite convention registration hours normally run from noon thru midnight on Thursday, and from 9:00am thru midnight on Friday and Saturday.

7. Cash registers and other valuable equipment must be secured at night. 
Appendix A: Timelines
Host  Subcommittee 
Thirteen months out____________________

· Hold area organizational meeting

· Elect chair and vice-chair

· Attend first NCCNA committee meeting

Twelve months out______________________

· Attend convention as working participant

· Attend all NCCNA meetings

· Prepare and approve subcommittee meeting announcements
· Establish meeting time and place
Eleven months out______________________

· Review and discuss timeline

· Review and discuss budget

· Appoint liaison

· Submit subcommittee meeting announcement

· Request line item adjustments in budget

· Appoint all team leaders, liaisons and coordinators

· Establish and approve duties and responsibilities of appointed members

Ten months out_________________________

· Obtain and make available facility site maps

· Obtain and make available pre-registration brochure information to Arts & Graphics

Nine months out________________________

· Obtain list of vendors as requested by the contract negotiator

· Request preliminary needs from liaisons

· Obtain post office box and send test cards
· Submit volunteer flyer information to Arts and Graphics.

Eight months out_______________________

· Walk through all facilities on-site

· Submit to NCCNA initial facility use requests for approval

· Schedule NCCNA on-site meeting needs

· Solicit space needs from NCCNA committees

· Start gathering maps of all “points of interest” for distribution at convention Welcome/Information Table.
· Begin preliminary decoration planning for main meetings
Seven months out_______________________

· Verify that all RFP’s have gone out

· Solicit meeting space needs from Program Subcommittee

· Submit to contract negotiator initial space use
· Contact NarAnon for space needs on-site
· All coordinators submit volunteer grid for approval
Six months out_________________________

· Review security needs for merchandise

· Review signage needs

· Solicit volunteer needs for NCCNA

Five months out________________________

· Informal walk through

· Submit plans for decorations for Main Speaker Meetings to NCCNA
· Plan volunteer training days and submit flier information to Arts & Graphics
Four months out________________________

· Submit to NCCNA proposed meeting space assignments for approval

· Insure that all decoration needs have been met 

· Confirm volunteer needs for NCCNA

· Submit to Arts & Graphics all sign requirements, size and quantity
· Submit to Program all NCCNA requirements and needs

· Start getting 7th Tradition volunteers

Three months out_______________________

· Submit to NCCNA proposed meeting space assignments for approval

· Solicit all final needs from all NCCNA committees and subcommittees

· Schedule all remaining NCCNA walk through

· Release all un-used or un-needed space

· Submit maps of all “points of interest” for NCCNA approval and distribution at convention Welcome/Information Table.

· Begin coordinating Newcomer Packet Giveaway (if assigned)

Two months out_________________________

· Contact, schedule, and confirm all volunteers

· Hold Volunteer Training Days for various monitors and volunteers where needed

· Arrange for Banquet Event Orders (BEO’s) with facilities

· Finalize needs of committees and insure that event staffing is in place

· Arrange truck rental
· Confirm to Arts & Graphics all sign requirements, size and quantity
· Arrange hanging of banners on-site (material and personnel)

One month out__________________________

· Continue recruitment of volunteers and holding of training days
· Arrange for loading and unloading of truck back

· Arrange for return of all NCCNA banners to the RSO

· Coordinate with Arts & Graphics any changes in the program (meeting rooms, etc.)

· Close P.O. Box after deadline is met

· Coordinate Banner hanging
Registration Subcommittee
Thirteen months out____________________

· Hold area organizational meeting

· Elect Chair and Vice-Chair

· Attend first NCCNA committee meeting

Twelve months out______________________

· Attend convention as working participant

· Attend all NCCNA meetings

· Establish meeting time and place

Eleven months out______________________

· Review and discuss timeline

· Review and discuss budget

· Elect subcommittee Secretary and Comptroller

· Appoint Liaison to Host
· Obtain Post Office Box and send test cards
· Decide on contact person… phone number will be on the convention flyer and brochures

Ten months out_________________________

· Form task groups: a. Pre-registration flyer distributor, Volunteer and scheduling coordinator, on-site set-up coordinator

· Submit list of proposed Registration gifts to Merchandise to NCCNA
· Confirm P.O. Box works, bring approximately fifteen post cards pre-stamped and addressed to the P.O. Box to NCCNA and ask members to mail them from home

· Communicate information to Arts & Graphics regarding volunteer flyer and website
· Register convention on NAWS website calendar

· Follow up with NA Way to make sure information got to them for magazine

· Pick up travel booth, banner, cash box and easel and bad check list from RSO 

· Submit list of events to be attended by travel booth, to NCCNA

Nine months out________________________

· Comptroller or whoever is going to make pre-registration deposits should come to NCCNA and meet the treasurer to sort out the details and procedures

· Get endorsement stamp and deposit slips from NCCNA Treasurer

· Get Registration gift pricing and samples from Merchandise

Eight months out_______________________

· Submit list of preferred Registration gifts, including colors and samples, to NCCNA for approval

· Choose date for registration packet stuffing party, for printing and program purposes
· Discuss and approve and determine how to print confirmation cards for pre-registration

Seven months out_______________________

· Get list of areas and number of meetings from RSC to determine how many brochures to give to each area

· Get addresses of outside areas and regions from RSO

· Approved copy of brochure to Comptroller for production of confirmation card

Six months out_________________________

· Submit confirmation card to NCCNA for approval

· First drop off of brochures at RSC

· Mail first drop of brochures to outside areas and regions
· Email PDF of brochure to NCCNA email list and outside regions
Five months out________________________

· Discuss policy and procedure for on-site (see NCCNA handbook)

· Discuss logistics of off-site events if any, shuttles, tickets, maps, sign-in tables, information signs

· Produce confirmation card

· Call all other Regions in California to make sure they have brochures

Four months out________________________

· Work with treasurer to order cash registers, obtain form from BOD rep., return form with check to RSO office worker, credit card machines and tape for them are handled by the BOD

· Explain on-site policy and procedures for volunteers and cashiers (see NCCNA handbook)

· Discuss site requirements; tables, chairs, power needs, security for Registration packages, and cash registers (list and locations), dance site ticket and registration sales

· Coordinate with Host transportation of cash registers and Registration items to site (40 boxes and registers) 
· Discuss sign needs and locations

· Submit to Arts & Graphics all sign requirements, size and quantity

Three months out_______________________

· Make second drop of brochures to RSC

· Submit to Host site requirements (maps with locations of Registration, Pre-registration, Newcomer and other table needs)

· Mail last drop to outside areas and regions

· Pick up registers at RSO

· Program cash registers

· Confirm on site requirements with Host

· Submit on-site Registration form for NCCNA approval

· Make copies of policies and procedures from NCCNA handbook for volunteers on-site and begin volunteer confirmation process

· Generate Training Day flyer (2 hour meeting time) and submit to NCCNA for approval, include packet stuffing information on flyer
Two months out_________________________

· Recruit and finalize list for volunteer cashiers (subject to money handling requirements from NCCNA handbook)

· Confirm volunteer schedule; if you need more help, ask Host

· Obtain bad check list from NCCNA Treasurer
· Confirm to Arts & Graphics all sign requirements, size and quantity

· Distribute Training Day flyer

· Order on-site Registration forms

· Train Chair and Vice-Chair on cash registers prior to training (i.e. how Treasury wants errors corrected)

· Purchase Registration Packet item envelopes

One month out__________________________

· Assemble registration packages (gifts, badges, programs)

· Schedule at least two meetings this month if necessary

· Have someone pick up NCCNA registration boxes from RSO; it contains; pens, stapler, tape gun, and other items needed on site.  There should be a few hundred pens from prior conventions, plan on buying fine markers for writing names on badges.

· Return endorsement stamp

· Make sure to get check policy from RSO

· Get last update on site of bad check list from NCCNA treasurer

· Train cash register volunteers

· Close P.O. Box after pre-registration deadline

· Coordinate with Host day and time of truck delivery on-site

Post Convention________________________

· Shred pre-registration and on-site forms

Program Subcommittee
Thirteen months out____________________

· Obtain NCCNA Handbook and Guidelines

· Hold area organizational meeting

· Elect Chair and Vice-Chair

· Attend first NCCNA committee meeting

· Request from NCCNA previous convention’s budget

Twelve months out______________________

· Chair, Vice-Chair and other subcommittee members work with current Program Subcommittee at Convention

· At Convention, build contact list for possible speakers/participants for next years Convention

· Chair and Vice-Chair attend all NCCNA meetings

· Obtain previous Conventions Program archives

· Review and discuss budget

Eleven months out______________________

· Review and discuss timeline

· Elect or appoint officers such as Secretary,  Liaison to Host and Liaison to Area

· Elect group leaders: Main Speaker, Topic/Workshop, Marathon Meetings, Volunteer Coordinator, Program Formatter

· Begin establishing working groups and announce at Area for help

· Submit all flyer information to Arts & Graphics, including contact information and all deadline dates.
· Distribute archived data from prior convention to each working group
· Establish cut off date for speaker tapes.

· Chair, Vice Chair and Advisor to meet to review and discuss timeline.

· Rent P.O. Box for Speaker tapes and send test post cards
Ten months out_________________________

· Solicit Speaker tapes for main meetings.
· Distribute all Speaker/Secretary flyers at Region and Area, and e-mail Regions (e-mail addresses can be obtained through www.NA.org) immediately

Nine months out________________________

· Start reviewing speaker tapes (Potential Main Speakers will come from tape listening parties)

· develop Marathon format

· Develop a meeting grid layout for all Secretaries and Speakers including  Area breakdown, for topic, main, marathon, and Spanish meetings.
· Create list of Topics for meetings and create program grid for times of meetings. Contact Regional H&I, PI, RSC and RSO for time slots

· Obtain previous years Program for Formatter

Eight months out_______________________

· Submit Marathon area breakdown to NCCNA for RCM’s at RSC

· Bring topic list and times to Program for approval

· Obtain from RSO most recent bad check list, no one listed may be in the Program

· Develop potential Main Speaker and alternative speaker lists to include all information
· Distribute Marathon meeting sign-up sheets to Region immediately. RCM’s will distribute to their areas

· Retrieve from Host and NCCNA all information for Program layout

Seven months out_______________________

· Submit tentative topic list to NCCNA for input and approval

· Create Program grid with times of meetings

· Submit tentative Program grid for room assignments to Host

· Develop Main and Alternate marathon lists of Speakers and Secretaries

· Submit tentative Main Speaker and Alternate list to NCCNA

· Develop Topic/Workshop list of Speakers and Secretaries

· No contact with potential speakers and secretaries until list is approved by NCCNA
Six months out_________________________

· Submit final topic list to NCCNA for input and approval

· Have working groups bring program grids to Program Subcommittee for approval

· Develop alternative list of Topic/ Workshop and Marathon speakers and Secretaries

· Submit meeting readings and format layout to NCCNA for approval

· Cross reference Marathon, Topic/Workshop, and Main Speakers, Secretaries and Readers to prevent duplication

· Begin organizing meeting folders, coordinate volunteer planning, and begin scheduling Volunteer Training Day to be within 45 days of the Convention
· Verify communication between Program and Arts & Graphics regarding the program, including the template  
Five months out________________________

· Submit Main Speaker list to NCCNA for approval and start invitation and confirmation process once approved

· Submit Topic/Workshop, Speaker/Secretary list to NCCNA for approval and start invitation and confirmation process once approved

· Submit final Program grid to Host

· Contact Marathon Speakers, Secretaries and Chairs

· Submit draft of Program layout to Program Subcommittee and NCCNA for approval

· Submit volunteer sign-up sheet with Training date to NCCNA. Once approved distribute flyers. Choose a van driver and an alternate

Four months out________________________

· Arrange travel for Main Speakers

· Confirm that taping and signing arrangements have been made

· Submit to Arts & Graphics all sign requirements, size and quantity
· Submit final Program layout to NCCNA for line by line approval

Three months out_______________________

· Confirm audio recording vendor and ASL vendor, with contract negotiator
· Set-up Program table and establish Program Volunteer list

· Submit final Program layout to NCCNA for line by line approval

· Submit Program disc to Arts & Graphics for printers

· Confirm travel and accommodations for Main Speakers.  Give Main Speakers names to Registration

Two months out_________________________

· Phone all participants in the Program and confirm their participation, prior to NCCNA meeting and explain program table check in procedure
· Compile all folders and Program table documentation for all meetings

· Coordinate possible transportation needs with Entertainment

· Confirm to Arts & Graphics all sign requirements, size and quantity

One month out__________________________

· Volunteer Training Day

· Confirm travel and accommodations for Speakers

· Confirm transportation needs

· Submit final Program to contract negotiator to send to audio recording vendor
· Confirm all volunteers and Program table responsibilities

· Close P.O. Box after deadline is met

Post Convention

· Update speakers to ongoing past speaker list and submit to next cycle

· Update census to past census grid and submit to next cycle
Arts & Graphics
Eleven months out______________________

· Review and discuss timeline

· Review and discuss budget

· Prepare and send out RFP for printing and graphic artist
· Final approval of theme

Ten months out_________________________

· Graphic artists selection

· Logo development

· Color scheme development

· Obtain information from Host, Program, and Registration for flyer and website 
· Submit Program flier to NCCNA for approval
Nine months out________________________

· Recommend amounts (printed items) for NCCNA approval

· Coordinate with entertainment for scheduled events and prices

· Prepare tri-fold brochure rough draft and submit to NCCNA for approval

· Make Printer recommendation
· Coordinate with RSO Rep the updating of the website
Eight months out_______________________

· Send final approved logo to outside vendors

· Final approval of brochure and program covers
· Volunteer Flier to NCCNA for approval

· Coordinate with Merchandise and Registration for Pre-registration merchandise (files for product)
Seven months out_______________________

· Order printed materials (brochure distribution at following months RSC)

· Solicit bids for banner

· Solicit bids for badge components

· Work with Merchandise to prepare files (size and format) for placement on merchandise
· Final approval of color scheme & logo
· Volunteer fliers to RSC  

· Based on stuffing party date, create timeline to work back from in order to have all printing done in time for stuffing party
Six months out_________________________

· Make recommendation for vendor to do banner

· Make recommendation for a vendor to do badge components

· Finish up file work for Merchandise with merchandise vendor and design house

Five months out________________________

· Order banner

· Order badge components
· Submit template to program submit committee of program layout

· First drop of tri-fold brochure to RSC

· Prepare sign with map of facilities and signs for Merchandise

Four months out________________________

· Distribute badge components to Registration

· Work with Play Group (if any) on play program design and signage

· Preview banner

· Request signage needs from all subcommittees

Three months out_______________________

· Prepare sign with newcomer policy, etc.

· On-site walk through to where signs go

· Schedule date for program to go to print
· Collect signage needs from all subcommittees

Two months out_________________________

· Make all directional signs possible
· Make signage for all Entertainment events

· Bring a sampling of signage for NCCNA approval
One month out__________________________

· Coordinate with Host, Program, Registration, Merchandise, etc. for final signage needs

· Bring extra supplies

· Bring extra signage for on-site needs

· Properly store all permanent signs to protect Fellowships investment

· Secure access to computer & printer for on-site

Entertainment
Eleven months out______________________

· Review and discuss timeline

· Review and discuss budget

Ten months out_________________________

· Work group (if needed)

· Prepare and present to NCCNA list of possible events

· Confirm first walk through
                                 Suggested list of events

     1.  DJ Dances                                                  7.  Live Dance Bands

     2.  Clue Game                                                 8.  5k Run

     3.  Pool Party                                                   9.  Comedy Show

     4.  Blues Show                                               10.  Golf Tournament

     5.  NA Unplugged                                          11.  Play

     6.  GLBT Event                                              12.  Other

Nine months out________________________

· Submit for approval to NCCNA timeline and budget request for line item adjustment requests

· Appointment of all Team Leaders, Liaisons, Event Leaders and Coordinators

· Begin to make a list for approval of prospective entertainers

· Complete the formulation of days and times of events

· Tentatively site events with Host

· Submit for approval to NCCNA lists of entertainers

· Send approved RFP’s

Eight months out_______________________

· Assign event Team Leaders needed to complete the task of entertainment

· Verify that all RFP’s have gone out, follow up on all RFP’s & confirm quotes

· Verify Entertainment time slots with Program

Seven months out_______________________

· Request proper room for each event with Host

· Begin to establish a list of items needed from host and initial facility use requests, i.e. stage with dimensions, power supply and cost, light and audio, set-up times, permits if needed

· Request signs for the different entertainment sites from Arts and Graphics

· Submit for approval to NCCNA recommended entertainers and vendors

Six months out_________________________

· Coordinate with Contract Negotiator to insure all entertainment needs are contracted for 

· Review schedule and coordinate with Program Subcommittee to insure there are no conflicts with event start and end times

· Verify noise logistics

Five months out________________________

· Review with Treasurer and Contract Negotiator budget status and shortfalls

· Confirm additional walk through

· Begin Volunteer recruitment

· Submit to Host Subcommittee plans for all set-ups of stages for all event venues

· Create plan for Banks & Proceeds pick up & cash registers

· Create plan for door control event reentry

· Review this years contracts with entertainers, DJ, Comedian and any other person or corporation that we have  a contract with to insure that all needs have been met and nothing has been overlooked

· Review signage needs with Arts and Graphics

· Confirm approval of contracts

Four months out________________________

· Review with Host all ingress, egress of performers and guests, line and table

· Review and confirm all set-up and a/v needs with Host

· Confirm receipt of all contracts by all interested parties

· Confirm approval of contract

Three months out_______________________

· Verify all contracts for RSO approval

Two months out_________________________

· Schedule volunteers

· Recruit and train volunteers for doors, ushers and money team

· Coordinate with Registration for money teams

· Confirm lodging, travel and accommodations for entertainers

One month out__________________________

· Recruit and train volunteers for doors, ushers and money teams

· Call all volunteers to confirm scheduled dates and time of their shifts

· Confirm lodging, travel and accommodations for entertainers

Merchandise
Eleven months out______________________

· Review and discuss timeline

· Review and discuss budget

· Submit give-away merchandise catalogs to Registration so they can begin to choose their registration packet merchandise

· Review previous years product blend and sales

Ten months out_________________________

· Obtain list of vendors 

· Prepare and submit RFP’s for NCCNA approval

· Send out all RFP’s

· Request needs from Registration

· Solicit from NCCNA new item ideas
· Submit give-away merchandise catalogs to Registration so they can begin to choose their registration packet merchandise

Nine months out________________________

· Begin sales item selection

· Make vendor recommendation at NCCNA
· Order samples of new items for review by NCCNA
· Provide pricing for the give-away items selected by Registration

Eight months out_______________________

· Continue sales item selection

· Submit new items for sale to NCCNA for approval

· Get Registration Packet item selection for vendor

Seven months out_______________________

· Inform Host of any site needs and requirements

· Work with Arts and Graphics to prepare film or separations (size and format) for placement on merchandise

· Submit proposed P.O. to NCCNA for approval (colors, merchandise, sizes and quantities)
Six months out_________________________

· Review security needs with Host

· Obtain list of Arts & Graphics needs from vendor

Five months out________________________

· Determine and submit hours of operation to NCCNA for approval

· Determine on-site policies and procedures

· Begin recruiting volunteers

· Discuss signage needs and locations

· Submit final PO for NCCNA approval

Four months out________________________

· Approve policy and procedures for volunteers and cashiers on-site

· Discuss site requirements; tables, chairs, power needs, security, and cash registers (list and locations)

· Submit final PO to RSO for approval

· Obtain all vendor needs, film or separations from Arts & Graphics and send to vendor

· Review and sign all paper proofs of artwork of Registration items

· Submit to Arts & Graphics all sign requirements, size and quantity 
· Deposit for cash registers and keys for Training Day and on-site to BOD (see Treasurer for form)

Three months out_______________________

· Begin scheduling volunteers

· Request all signage needs 

· Confirm PO’s and submit to vendor

· Confirm delivery date of registration gifts

· Review and sign all paper proofs of artwork of wearables

· Generate Training Day Flyer and submit to NCCNA for approval (2 hr. meetings)

Two months out_________________________

· Recruit and train volunteers for cash registers & credit card machines

· Arrange on-site delivery instructions with vendor

· Inventory supplies and bags

· Registration gifts delivered 

· Confirm progress with vendor

· Submit completed samples to RSO for pricing

· Obtain registers and keys for training

· Train Merchandise on register procedures prior to Training Day (Treasurer should be giving directions)

· Confirm to Arts & Graphics all sign requirements, size and quantity

One month out__________________________

· Purchase extra supplies, order cash register supplies via RSO

· Recruit and train volunteers for cash registers

· Merchandise delivered and inventoried

· Continue scheduling volunteers

Appendix B: Expense Categories
Arts & Graphics                             

Badge Lamination and Lanyards                       Miscellaneous

Banner Design                                                   Postage, Copies and Supplies

Brochure Development                                      Printing

Color Design and Layout                                   Shipping

Hotel Room                                                        Signs

Program Development                                       Telephone

Main Logo Development                                   Travel

Entertainment
Comedy Show                                                  Ice Cream Social

Lights/Electrical                                               Dance Floor and Risers

Live Music                                                        Decorations

Miscellaneous                                                   DJ and Karaoke       

NA Un-plugged                                                River Boat Cruise

Play                                                                   Games and Prizes

Postage, Copies and Supplies                           GLBT

Telephone                                                         Golf Tournament

Travel                                                                Hotel Room

Special Event

Executive
Armored Car                                                    Bad Check Fees

Bad Checks                                                      Bank Charges

Communications                                              Convention Center Rent

Convention Rollover Loan                              Equipment Purchase and Repair

Hotel Room                                                      Insurance

Lodging                                                           Meeting Rent (RSO)

Miscellaneous                                                  Postage, Copies and Supplies

Telephone                                                        Travel

Merchandise
Bags                                                                  Credit Card Phone-line

Hotel Room                                                       Meeting Room Rent

Merchandise                                                      Miscellaneous

Postage, Copies and Supplies                            Registration Packets

Sales Tax                                                           Security

Shipping                                                            Telephone

Travel                                                                Volunteer Ribbons

Host
Audio-Visual                                                       Meeting Room Rent

Convention Center Security                                P.O. Box Rental

Decorations                                                         Miscellaneous

Hotel Room                                                         Postage, Copies and Supplies

Lights, Electrical and Labor                                Stage Rental and Chairs

Lodging                                                               Telephone

Medical Standby                                                 Travel Truck Rental

Program
Hotel Room                                                        Postage, Copies and Supplies

Interpreters                                                         Meeting Room Rent

Miscellaneous                                                    Newcomer Literature

P.O. Box Rental                                                 Speaker Hotel Rooms

Telephone                                                          Speaker Registrations

Travel                                                                 Speaker Travel 

Van Rental 

Registration
Credit Card Phone-line                                       Postage, Copies and Supplies

Hotel Room                                                        Lodging

Meeting Room Rent                                           Miscellaneous

P.O. Box Rental                                                  Registration Envelopes

Telephone                                                           Travel

                                                                            Traveling Booth Coordinator 

Appendix C: On-site Guidelines for Handling Money
CLEAN TIME REQUIREMENT IS 2 YEARS

NO CASH REGISTER WITH KEY IN SLOT WILL BE LEFT UNATTENDED

VOLUNTEERS TO WORK THEIR COMPLETE ASSIGNED SHIFT UNLESS RELEASED BY REGISTER SUPERVISOR OR NCCNA MEMBER

OVER RINGS TO BE ENTERED ONTO ERROR LOG AND SIGNED OFF BY REGISTER SUPERVISOR OR NCCNA MEMBER.  CIRCLE ERROR ON INTERIOR REGISTER TAPE AND PUT THE RECEIPT INTO THE REGISTER

REGISTER SUPERVISOR OR NCCNA MEMBER ARE THE ONLY ONE TO MOVE MONEY FROM DRAWER TO DRAWER

WHEN CASHIERS NEEDS A BREAK THEIR DRAWER WILL BE LOCKED AND THE REGISTER KEY GIVEN TO THE REGISTER SUPERVISOR PENDING VOLUNTEERS RETURN

CHECK APPROVAL

CLEAN TIME REQUIREMENT IS 2 YEARS

OBTAIN BAD CHECK LIST AND CHECK APPROVAL GUIDELINES FROM RSO FOR VOLUNTEERS USE

RAFFLE TICKET SALES

CLEAN TIME REQUIREMENT IS 2 YEARS

COORDINATE WITH FLOOR SUPERVISOR AND NCCNA MEMBER FOR TICKET/CASH RETRIEVAL.

Appendix D: Newcomer Registration Packet Giveaway Procedure
A. Newcomer Registrations are reserved for the newcomer with less than thirty days clean time who cannot afford the price of registration.  Each newcomer receiving a registration will be asked to make a donation to the Newcomer Fund.  Registrations will be distributed on a first come, first served basis at hours that will be posted.  

1. The Chair or Vice Chair of NCCNA is the member who is ultimately responsible for the organization and the success of the Newcomer Registration Packet Giveaway, i.e. scheduling, spot-checking, etc. 

a. Times and locations of Newcomer Registration Packet Giveaway should be posted on signage detailed at Registration.

b. Giveaways shall take place once on Thursday, twice on Friday, and twice on Saturday.

c. Newcomer Registrations are reserved for the newcomer with less than thirty days clean.

d. All available Newcomer Registrations will be given away at each session.

2. NCCNA Committee members shall run all Newcomer Registration Package Giveaways. 

a. Newcomer Registration Package Giveaway rooms will have a minimum of 5 volunteers to run a room.

b. The Team Leader, to be an NCCNA member; one other interviewer, one door monitor, and two line monitors, or more as needed. 

c. Clean time requirement for interviewer is three years. 

d. Line monitors will possess the ability to talk to the Newcomer Registration Packet Giveaway candidates in an appropriate manner and will be instructed to “work” the line.

e. Line monitors will announce when 1/2 hour of Newcomer Registration Package Giveaways time is remaining if needed.

3. The interview process is not an interrogation.  It is a way to welcome the newcomer to our fellowship.  

a. The newcomer will be asked their name and introduced to both interviewers, hugs will be offered.  

b. The newcomer will be asked how much clean time he/she has.

(i) Newcomers with more than thirty days will be told the newcomer policy, thanked for coming and reminded that all meetings are free.

(ii) Newcomers with less than thirty days will be told that they can be given a registration package and asked if they can donate anything to the newcomer fund.  Regardless of their answer they will be given the Registration Package and welcomed to NA again.  

Appendix E: Procedure on Use of Credit Card

The Northern California Regional Service Office (NCRSO), Inc., Board of Directors (BOD) has procured a credit card for the Northern California Convention of Narcotics Anonymous (NCCNA) Committee to use.  Cards will be issued in the names of, and held by, the Chair and Vice Chair of NCCNA.  

The credit card will be used to pay for travel for main speakers for the convention, for the rental of the truck used to move equipment and supplies to the convention site from the NCRSO and back again, and for the rental of a vehicle to transport people, including, but not necessarily limited to, speakers and entertainers from and to airports.  Charges for these items must stay within the budgeted amount approved by the NCCNA committee.

The credit card can also be used to pay for other convention-related expenses that occur at times and places where writing a check is not acceptable and/or practical, provided these expenses are for a budgeted item approved by the NCCNA committee.  The use of the credit card in these instances will happen only after the Chair or Vice Chair checks in with another member of the administrative committee of NCCNA or a NCRSO, Inc., BOD member, about who needs to be paid, for what, and why using the credit card is necessary.

Receipts must be obtained for each use of the credit card and submitted, with the budget line item noted on them, to the NCCNA Treasurer so a timely and accurate reconciliation can be made for each monthly statement.  The Treasurer will include a copy of the statement, with the account number hidden, and a reconciliation in the monthly treasury report.

Appendix F: Treasury Room Procedures                                                            

We need always be mindful of who is in the Treasury Room and always take advantage of the vast amount of experience in the fellowship when considering whom we should ask to volunteer in the Treasury Room

At no time should there be only one person in the room or counting money. We protect ourselves by working with another person in the room and by double counting all monies.

Clean Time Requirements:

No one who hasn’t been cleared for the Treasury Room should be there—cleared means approved by NCCNA and the BOD.

Automatic clearance is all of the BOD, NCCNA admin including the Contract Negotiator, and the RSC admin. If the RSC admin member wishes to come to the Treasury Room, they must come up with another RSC admin member and there should be a purpose to the visit.

A BOD member must be present in the Treasury Room at all times. 

All others in the Treasury Room must have 5 years clean time.

Keys:

Room keys – Room keys must be secure at all times by the NCCNA and BOD Treasurer. These keys are NOT to be given to anyone else during the operation of the Treasury Room. (The only time keys should be out of the room is when the deposit transfer is done with the armored car personnel. When this transfer is done, the Treasury Room is still secure with the NCCNA asst. Treasurer, or other admin member, and a BOD member. At no time is the room left unattended when open.)

Safe keys – there are 3 safes—the room safe – which is not used for our purposes, the NCCNA safe, used for the convention monies, and the BOD safe, used for their own sales. The Treasury Room safe (aka NCCNA safe) has two keys, one for the NCCNA treasurer and one for the BOD member on shift. Both keys are needed to open safe, so at no time can money be taken from the safe without two people. The BOD key is given to the BOD president or vice president when the Treasury Room closes operations for the night.

Security

Door to the Treasury Room:

Money should never be counted in front of the door.  A screen should be placed in front of the door to shield any one who may walk by while door is opened to allow people to go in or out of the Treasury Room. Door is NEVER opened when the safe is opened. All people entering must knock and be recognized prior to opening the door.

Volunteers to the Treasury Room

To get to the Treasury Room, a volunteer must approach a NCCNA committee member with a big badge and radio to let the Treasury Room know they are ready to come to their shift. A runner will then come to collect the volunteers.

Radio Communication: 

All references to the Treasury Room on radio must be done discreetly in order to keep the location of the room secret. (Some kind of code should be used, such as calling the Treasury Room “dugout” or “playpen” or such).

No room cleaning, housekeeping, etc. in the Treasury Room. No room service allowed in the Treasury Room.  Room adjoined may have room cleaning and room service

Money Pickup:

Armored Car pickup is done daily during the convention with the exception of Thursday. Friday and Saturday pickups need to have a two-hour window. Sunday pickup needs to be done during a two-hour window as well. If deposits need to be made after the Sunday pickup, arrangements with the bank have to be done prior to the convention. (Such as a key for the night deposit). If a deposit needs to be made after the final armored car pickup, then it must be done by two people.  

Deposits:

Deposits should be done each time a pick up is done from Registration and Merchandise.

All deposits are collected during the day and deposits slips are prepared. Once this is done the deposit is placed in the safe.

Banks: 

Eight banks will be made at the beginning of the convention, four each for registration and merchandise. Each time a runner brings an envelope, the counting begins for that drawer, taking the original bank amount out of the drawer to make a new bank.  All counting of the drawers are done with the counting sheets. 

The Wednesday before the convention drawer sheets are taped to the manila envelops that the runners use to collect the drawers.  Tickets are counted into 25 bundles. All pre-registrations are taken out from the inventory of tickets. Once the pre-registration are taken out of the inventory, count out how much capacity of tickets for each event. This will allow NCCNA to sell as many tickets as possible to each event. Tickets are money. They should be handled as such.

Newcomer

Newcomer money is to be kept track of so at the time of giveaways, we know how many packages we will have to give away. It is the responsibility of the NCCNA member in charge of newcomer giveaways, to let the Treasurer know how many packages were given. 

Runner Pickups

Pickups are done when Merchandise and Registration drawers are full. They will call the Treasury Room to have runner pick up their drawer. The runner needs to have a bank to exchange for the drawer so will need to get that first. 

After shift is over, the volunteer must leave the Treasury Room, unless there is purpose to be there.

Opening runners need to be in the Treasury Room ½ hour prior to Registration and Merchandise opening.

Scheduling

Runners (2) per shift. Counters (2) per shift. Shifts will be 4 hours. Five shifts per day (give or take) on Friday and Saturday. Thursday shifts will have four shifts and Sunday will be 1 shift. 

7th Tradition

Treasurer will be responsible for the 7th tradition on Saturday night. Get the floor plan from the Contract Negotiator and station volunteers at key places. Volunteers can be obtained from Host. Supervisors will be responsible for collecting all buckets and handing them off to the BOD in a designated room. BOD will collect the money and return it to the Treasury Room and count it. 

It should be considered while these procedures were meant to cover most of what needs to be dealt with in the Treasury Room; there may be occurrences or situations that it does not address. All interactions with the Treasury Room should always be done with the 11th Concept in mind, “NA Funds are to be used to further our primary purpose, and must be managed responsibly”. 

These procedures should be reviewed with NCCNA Chair, Vice Chair, Treasurer and Assistant Treasure, and the BOD prior to each convention. Any changes to these procedures should be reviewed by the BOD and NCCNA. 

Appendix G: Merchandise Procedures 

Merchandise Store Hours:

Thursday
Noon – 6:00 PM

9:30 PM – 11:00 PM

Friday

10:00 AM – 6:00 PM
9:30 PM – 11:00 PM

Saturday
10:00 AM – 6:00 PM
9:30 PM – 11:00 PM

Sunday

9:00 AM – Noon
(ALTERNATIVE STORE)

Merchandise Room Procedures:

SALES POLICY


NO REFUNDS

ALL SALES ARE FINAL (EXCHANGES/RETURNS WITH RECEIPT FOR DEFECTIVE WORKMANSHIP ONLY)

PLEASE INSPECT ALL MERCHANDISE PRIOR TO YOU PURCHASING

GENERAL STAFF GUIDELINES

VOLUNTEERS MUST CHECK IN WITH TEAM LEADER AT START OF SHIFT

ALL MERCHANDISE ROOM VOLUNTEERS MUST OBTAIN AND WEAR A STAFF RIBBON

NO HOLDING OR RESERVING MERCHANDISE

STAFF TO PURCHASE ALL MERCHANDISE BEFORE OR AFTER THEIR SHIFT

NON REGISTER STAFF ARE NOT TO ACCEPT ANY FUNDS

NO FOOD DRINKS OR SMOKING IN THE MERCHANDISE ROOM

KEEP ALL TABLES NEATLY STOCKED WITH ALL AVAILABLE COLORS AND SIZES

BE FRIENDLY AND HELP PEOPLE FIND WHAT THEY NEED

DIRECT ALL COMPLAINTS TO A TEAM LEADER

TRAIN YOUR REPLACEMENT AND CHECK OUT WITH YOUR TEAM LEADER PRIOR TO LEAVING YOUR STATION

NOTIFY YOUR MERCHANDISE CHAIRPERSON IF YOU SPOT SHOPLIFTING

FLOOR TEAM LEADER PROCEDURES

CHECK IN AND OUT ALL YOUR VOLUNTEERS

REMOVE ALL DISPLAYS PERTAINING TO SOLD OUT ITEMS

NOTIFY MERCHANDISE CHAIR IF ADDITIONAL VOLUNTEERS ARE NEEDED FROM THE VOLUNTEER TABLE

SUPERVISE ALL DISPLAY TABLES VOLUNTEERS, DOOR MONITORS, AND CHECK APPROVAL TABLE VOLUNTEERS

REFER COMPLAINTS TO MERCHANDISE CHAIRPERSON

BE FRIENDLY AND POSITIVE WITH STAFF AND CUSTOMER

REGISTER TEAM LEADER PROCEDURES

CHECK IN AND OUT ALL YOUR VOLUNTEERS

COUNT IN ALL NEW BANKS

NOTIFY MERCHANDISE CHAIR IF ADDITIONAL VOLUNTEERS ARE NEEDED FROM THE VOLUNTEER TABLE

MAINTAIN EQUIPMENT

SUPERVISE ALL REGISTER STATIONS AND CREDIT CARD TRANSACTIONS

REFER COMPLAINTS TO MERCHANDISE CHAIRPERSON

BE FRIENDLY AND POSITIVE WITH STAFF AND CUSTOMERS
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