TRI-STATE SERVICE COMMITTEE OF NARCOTICS ANONYMOUS

SPIRITUAL RETREAT GUIDELINES

ARTICLE I:  PURPOSE AND DUTY
The name of this sub-committee shall be the Tri-State Regional Spiritual Retreat Committee (herein referred to as the Committee).  The purpose of the committee is to carry the message of recovery to the still suffering addict by organizing a self-supporting annual spiritual retreat to be held in May, while providing an atmosphere of recovery, unity, and spiritual growth.  It is this committee’s duty to carry out all its activities in accordance with these guidelines, the Twelve Traditions of NA, TSRSCNA policies, and TSRSO, Inc. policies.

ARTICLE II:  MEMBERSHIP AND VOTING
A. MEMBERSHIP

1. General membership in the committee shall be open to all willing members who share the stated purpose of the committee.

2. Executive Committee membership shall include the Chairperson, Vice-Chairperson, Secretary and Treasurer.  
3. Other Trusted Servants of the Committee shall include the Chairpersons of Activities, Additional Needs, Camp Liaison, Food & Beverage, Merchandise, Programming, and Tickets and Registration Sub-Committees.
4. The Retreat Chairperson shall be elected at the June meeting of TSRSCNA.
5. All Trusted Servants of the Committee shall be elected by TSRSO, Inc. one month after the election of the Retreat Chairperson.
6. All nominees shall bring his/her Area’s nomination as per TSRSCNA policy.
7. In the event of a mid-term Trusted Servant Vacancy (excluding Retreat Chairperson), the election to fill that vacancy will be conducted by the existing voting members of the committee and approved by the TSRSO, Inc.
8. No Trusted Servant shall be holding the same position for more than two consecutive terms.
B. VOTING
1. The voting participants of the Committee shall be the Executive Committee (excluding the Retreat Chairperson) and the sub-committee Chairpersons.
2. A voting member must second a motion made by a non-voting member.
3. Sub-committee Chairpersons carry a vote in their respective subcommittees.
4. Sub-committee Vice-Chairpersons are elected by voting members of the Committee within the Committee and approved by the BOD.
5. Sub-committee Vice-Chairpersons must have their Area nomination as per TSRSCNA policy and follow Sub-committee Chairperson’s clean time (minus one year except when the Chairperson is one year and then it is the same).
6. When representing their Sub-committee at the Committee meeting in place of the Sub-committee Chairperson, a Sub-committee Vice-Chairperson carries a vote.
ARTICLE III:  TRUSTED SERVANTS


A. GENERAL INFORMATION

The Trusted Servants of the Committee shall include the Executive Committee and the Chairpersons of Activities, Additional Needs, Camp Liaison, Food & Beverage, Taping, Arts & Graphics, Merchandise, Programming, and Tickets & Registration Sub-committees.  These Trusted Servants shall perform within the guidelines as follows:

1) Any Trusted Servant missing two Committee meetings in one term constitutes an automatic resignation.

2) Any Sub-committee Chairperson missing two Sub-committee meetings in one term constitutes and automatic resignation.

3) Loss of abstinences constitutes an automatic resignation.
4) All Sub-committee Chairpersons will report in writing their Sub-committee’s progress and ideas at each Committee meeting.

5) All Sub-committee Chairpersons will submit in writing, to the Executive upcoming event and all related events.
6) All Trusted Servants will report all expenses incurred to the Committee, verified by receipts.  No reimbursements are to be made without said receipts.
7) All Trusted Servants are responsible for obtaining and submitting at least two (2) bids to the Committee for all expenses over $100.00.
8) All Sub-committee Chairpersons are responsible for scheduling and presiding over their monthly Sub-committee meetings at the TRRSO.

9) Any activity, new or unused for two previous years, must be presented through the RSC for approval.
B. GENERAL QUALIFICATIONS

1) Willingness to give the time and resources necessary to fulfill the commitment.
2) Previous Retreat and/or Convention experience.
3) A working knowledge of the Twelve Steps, Twelve Traditions, and Twelve Concepts of Narcotics Anonymous.
4) Understanding of and willingness to follow these guidelines.
ARTICLE IV:  EXECUTIVE COMMITTEE

A.  CHAIRPERSON’S DUTIES   (Four Year Clean) Minimum 3 Years Clean
1) Prepare an agenda for and preside over Committee meetings.

2) Suggest, coordinate, organize, delegate, follow-up, and in general help generate enthusiasm for the projects planned by the Committee.

3) Attend monthly TSRSO, Inc. meetings and semi-monthly TSRSCNA meetings and submit written reports of all projects and activities of the Committee including financial information.
4) Schedule monthly Committee meetings and submit written reports at said meeting of all TSRSO, Inc. and TSRSCNA business pertaining to the Retreat.  

5) Prepare and submit a yearly budget at the TSRSO, Inc. within four months of election.

6) In the absence of a Treasurer, assume all duties of the Treasurer.

7) Maintain archives to be handed from Chairperson to Chairperson.

B. VICE-CHAIRPERSON’S DUTIES  (Three Years Clean)  Minimum 2 Years Clean
1) Take an active part in the direction of the Committee, working closely with the Chairperson, assisting with the organizational duties at the Committee level.

2) In the absence of the Chairperson, conduct the Committee meetings and see that all committee responsibilities and projects progress with continuity.

3) In the absence of Sub-Committee Chairperson(s), assist those Sub-committees in the completing of their tasks.

4) In the event that the Chairperson is unable to complete their term, the Vice-Chairperson will receive an automatic nomination form from the Committee for the Chairperson position.

C. SECRETARY’S DUTIES (One Year Clean)  Minimum
1) Maintain accurate minutes of topics discussed and motions made at the Committee meetings.

2) Type, copy, and mail to all Trusted Servants minutes pertaining to the previous Committee meetings.  Also mail or email agenda of upcoming meetings to all Trusted Servants.

3) Maintain a list of names, addresses, and phone numbers of Committee members for Committee use.

4) Maintain an accurate attendance sheet, recording all Trusted Servants’ attendance.

D. TREASURER’S DUTIES  (Three Years Clean)  Minimum
1) Maintain contact with TSRSO, Inc. Treasurer regarding funds and validating all expenses.

2) Record all Committee expenditures and report them to monthly TSRSO, Inc. meetings through the Chairperson.

3) Deliver in person, a full financial report of the Retreat to TSRSO, Inc. upon completion of the Retreat.

4) Disburse and collect funds as necessary in accordance with the Committee’s decision.

5) Deposit all collected funds within 72 hours of receipt of said funds.

6) Must not be a signature on the Committee checkbook.
ARTICLE V: SUB-COMMITTEE CHAIRPERSON

A. ACTIVITIES CHAIRPERSON’S DUTIES (Three Years Clean)  Minimum 3 Years
1) Maintain an accurate and current financial record of all activities, fundraisers, and other related expenses.

2) Turn over all collected monies to the Committee Treasurer.

3) Conducts all activities in accordance with TSRSO, Inc. policies.

4) Plan all activities to take place within the Tri-State Region.

5) Obtain permission forms from all Groups/Areas to utilize the facilities as per TSRSCNA policy.
6) Maintain archives (minutes, fundraiser, and related information) to be handed from Chairperson to Chairperson.

B. ADDITIONAL NEEDS CHAIRPERSON’S DUTIES  (One Year Clean)  Minimum 1
1) Maintain an accurate and current record of all related expenses.

2) Assist any member with additional needs attending the Retreat or Fundraisers

3) Maintain archives (minutes and any related material) to be handed from Chairperson to Chairperson.

Combined Arts & Graphics with Merchandise Committee.

C. CAMP LIAISION CHAIRPERSON’S DUTIES  (Two Years Clean)  Minimum 2 Years Clean
1) Maintain an accurate and current record of all Camp Liaison related expenses.
2) A Public Information (PI) workshop is required.
3) Obtain general information on possible Retreat location (if needed), to be reported to the Committee.

4) Upon approval by the Committee, contact selected locations to obtain detailed information.

5) Report detailed information to the Committee for location selection (final selection pending TSRSO, Inc. approval).

6) Address all inquires related to camp rules, services, accommodations, etc.  This Trusted Servant is the only member of the Committee, in addition with the Executive Committee, to have ongoing conversation with the camp prior to the Retreat.
7) Secure walkie-talkies for use by the Committee during the Retreat.  Amount of said walkie-talkies to be decided by the Committee.
8) Maintain archives (minutes and camp related material) to be handed from Chairperson to Chairperson.

D. FOOD & BEVERAGE CHAIRPERSON’S DUTIES  (Two Years Clean)  Minimum 2 Years Clean
1) Maintain an accurate and current record of all food and beverage related expenses.

2) In an attempt to generate funds, sell refreshments at all Committee fundraisers and the Retreat, whenever possible.

3) Turn over all collected monies to the Committee Treasurer.

4) During the Retreat, coordinate and/or work closely with Camp Staff in the preparation and/or service of all meals.

5) Maintain archives (minutes, food and beverage purchases, and related material) to be handed from Chairperson to Chairperson.

E. MERCHADISE CHAIRPERSON’S DUTIES  (Three Years Clean)  Minimum 3 Years Clean
1) Maintain an accurate and current record of all merchandise, graphics and artwork related expenses.

2) Turn over all collected money to the Committee Treasurer.

3) In an attempt to generate funds, attend all Committee fundraisers and pursue permission to attend other fellowship events.

4) All merchandise shall be the responsibility of the Merchadise Committee Chairperson at all times.

5) During the Retreat, maintain a Merchadise table.

6) Presnet to Committee three designs for the logo, to be approved by TSRSO, Inc. 
7) Create photocopies of any material requested by the Committee.
8) Create all signs and banners, whenever possible, related to the Retreat and its fundraisers, requested by the Committee.
9) Maintain archives (minutes, merchandise related proposals and purchases/sales records, signs, banners, and artwork) to be handed from Chairperson to Chairperson.

F. PROGRAMMING CHAIRPERSON’S DUTIES  (Three Years Clean)  Minimum 3 Years Clean
1) Prepare and distribute as per TSRSCNA policy, to the Tri-State Regional Meetings, volunteer speaker/chairperson sign-up sheets.

2) Collect sign-up sheets from RCM’s through the Chairperson or via mail.

3) Select all chairpersons/speakers for all fundraisers.

4) Select chairpersons, speakers, and topics for all Retreat meetings (all fundraiser speakers, main Retreat meeting speakers, and Retreat workshop topics must be approved by the Programming Committee.)

5) Use the sign-up sheets as the main source for selecting chairpersons/speakers (clean time requirements are as follows:  fundraisers and main speaker meetings – three years clean, workshop speakers – two years clean, and chairpersons – one year clean).
6) Prepare written schedule including meeting times and locations, meal times, and all other activities, to be approve by Programming Committee.
7) No member of the Programming Committee shall be the chairperson or speaker at any fundraiser or Retreat meeting.

8) Use the Serenity Prayer as the closing prayer at the Retreat and all Retreat related functions.

9) Maintain archives (minutes and selected chairperson/speakers sheets) to be handed from Chairperson to Chairperson.

G. TICKETS & REGISTRATION CHAIRPERSON’S DUTIES (Three Years Clean)  Minimum 3 Years Clean
1) Maintain an accurate and current receipt book related to all Retreat registrations, with a back-up record.

2) Turn over all collected monies to the Committee Treasurer.

3) In the attempt to generate registrations, attend all Committee Fundraisers, and pursue permission to attend other fellowship events.

4) During the Retreat, maintain a Registration Table.

5) Maintain archives (minutes and registration records) to be handed from Chairperson to Chairperson.

Removed Taping since Convention Taping Committee handles now.

ARTICLES VI:  MISCELLANEOUS POLICIES


A. FINANCIAL 

1) A prudent reserve of no less than $400.00 and no more than $2,000.00 shall be a maintained from each Retreat’s income for start-up funds for the following Retreat.  (Amount to be determined by TSRSO, Inc.)
2) The Treasurer, to pay for minor expenses, shall maintain a petty cash fund of $100.00.
3) Any Committee member handling money at the Retreat or fundraiser shall have at least one year  clean.
4) Refunds of registration, merchandise or any other Retreat related sale shall be handed on an individual basis by the Executive Committee.
B. POLICIES AND GUIDELINES
1) These guidelines and any policy motions may be amended by any TSRSO, Inc. meeting and/or TSRSCNA Meeting by a 2/3 majority of the quorum and approved by the TSSCNA.
2) Any guidance or direction not covered herein shall be taken from TSRSCNA policies and guidelines.
