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Rockland Convention Committee




           
Policy Pamphlet




             
July 2009 ver. 5

Rockland Area  Service policy and the Narcotics Anonymous convention Public Relations Handbook guidelines (revised 2006), are the policies of this committee. “Roberts Rules of Order”, will govern the conduct of the Convention Committee meeting, except where it conflicts with our 12 Traditions, 12 Concepts of NA Service, the Greater NY Region of NA policy, or that of the Rockland Area policy. All motions must be made with the aforementioned principles.

Meeting Time and place, Attendance Policy

A. The Convention Committee will meet in First Reform Church of Nyack, at 7pm on the 2nd Wednesday of the month. The Executive Committee will consist of the Chair, Vice Chair, Secretary, Treasurer, and all Subcommittee chairs.
B. Attendance of Executive Committee is mandatory. If unable to attend a meeting, the notification should be given to Chair or vice chair. (Preferably with a 24-hour notice or more in advance). In the event of no notification, two consecutive absences will result in a member to be removed from their position.
Meeting Format 

A quorum (half plus one) of the CC committee is needed to carry old/new business

A. Opening- Serenity Prayer, We version suggested

B. Reading of 12 Traditions and 12 Concepts of NA.

C. Reading by Secretary, and motion to accept the minutes of the last CC meeting.

If any information is wrong or missing, it should be brought to attention at this time. Chair will ask for objections.

D. Chairperson’s remarks, Vice Chair remarks, Treasurer report.

E. Subcommittee Reports: (under 15 minutes)
Arts & Graphics, Convention Info, Fundraising, Hospitality, Merchandise, Programming, Registration.

F. Liaisons Reports (E&A, other areas).

G. Old business

H. New Business

I. Motion to Close (consensus) & closing prayer.
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Agenda/Motion Making 

A.
An agenda or motion sheet will be made available at the start of the CC meeting, and will be closed before the start of old business. No new motions may be made at this time.

B.
During new business the motion maker will be allowed to speak on motion intent, and may be asked questions. Two pros and two cons will be heard. If no con is forthcoming, the debate is closed and voted on.

C.
Only CC Subcommittee chairs or (vice chairs in their absence), may make a motion (except for motions on procedure which can be made by the chair or vice chair), or financial obligations,(which can be made by the Treasurer).








Voting

A.
ONCE THE EXECUTIVE MEMBERS HAVE BEEN ELECTED, THEY BECOME THE VOTING BODY AT THE CC MEETINGS. (Except for the chairperson, who only votes to break a tie).

B.
A simple majority (half plus one is required to pass a motion, except for policy 

changes which require a 2/3 vote.  

C.
One vote per subcommittee.

D.         If motions are TIME-FRAMED, an acceptable quorum are the members present

             at the meeting.

Elections

A.    
Terms: CC terms are up one month following each convention, and nominations for Chair and Treasurer will be open at the Rockland Area Service meeting. Once a chair and treasurer have been elected, nomination for all other CC positions will take place at the next scheduled CC business meeting, with elections to follow at the next meeting.   

B.
All nominees must be present for their nomination AND election.

C.
Anyone attending two consecutive CC meetings is eligible to vote at elections

Treasury

A.
The CC will maintain a bank account separate from the Rockland Area, but remains fully accountable to the groups in the Rockland Area and the GNY region.

B.
There will be 2 co-signers on the CC account( the CC chair and treasurer), both signatures must appear on checks over $400.

C.
$50 petty cash will be readily available for minor operating expenses. Approved budget distributions to subcommittees will be paid or reimburse in check form to facilitate accurate records. Ample petty cash will be available on convention days.

D.
All fund raising proceeds(including leftover merchandise, new convention fundraisers, are to be deposited into the CC bank account.
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E. Proceeds to be distributed as follows:  Once final balance has been reconciled, (all expenses and loans paid), CC will maintain a $2000 dollars prudent reserve in CC treasury. Remainder of balance to be split 50%/50%, CC treasury & Area.

F. 
CC committee to facilitate bookkeeping, will fund all future fundraising that occurs in conjunction with other areas/committees. 

G.
There will be no 50/50 raffles at CC events. Any raffle will be for recovery oriented prizes only.

H.
Any Subcommittee expenditure over $200(excluding hospitality) is to be bid out to three different vendors. 
I.
All monies collected at any function, will be accounted for by two trusted servants of the CC.

J.
Treasurer will help facilitate final budgets for subcommittees. Budgets will be brought to Executive Committee for review and acceptance. Once approved, distribution will be on an as needed basis to vendors or sub-chairs. Any requests for additional funds, over budget, must be addressed by Executive Committee.

Trusted Servants

Convention Committee Positions: (see attachment for in depth duties)

It is suggested that all members running for position meet the following criteria:



-Working knowledge of 12 Steps and Traditions of NA


-Willingness to give the time and resources necessary


-Ability to exercise patience and tolerance


-Active participation in NA

Chairperson/Treasurer- Five years street clean time, 1+ years service to Rockland ASC, Prior convention experience. A viable source of income.

Vice Chair- Four years street clean time, 1+ years service to Rockland ASC, Prior convention experience.

Secretary- one years street clean time, 1+ years service to Rockland ASC, access to a computer to file notes.

Fundraising/Merchandise/Registration- Three years street clean time, 1+ years service to Rockland ASC, Accounting/bookkeeping skills.1 year gainful employment.

Programming/Hospitality/Arts & Graphics/Convention Info- Two years street clean time, 1+ years service to Rockland ASC.

Each subcommittee may elect their own vice chairs, using these guidelines.
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CHAIRPERSON


Responsible for conducting the CC meeting, preparing the agenda, and various administrative duties.  Votes only in the case of a tie. Co-signer on CC bank account.

Can only make motions pertaining to policy. May attend Program subcommittee meetings for input only.

VICE CHAIR


Coordinates all subcommittees, assist chair in conducting the CC meeting, conducts the meeting in chairs absence.

SECRETARY


Takes clear concise notes, prepares minutes for distribution, notes all motions (intent, discussion, pros, cons).

TREASURER


Receives all funds, administers and keeps accurate records of CC treasury and bank account. Financial statement to be given at every meeting. Monitors all subcommittee funds, reimburses expenses with proper receipts. A co-signer on CC bank account.

ARTS & GRAPHICS


Arts & Graphics is a subcommittee responsible for developing, in a reproducible format; Committee approved logos, banners, convention programs, pre-registration brochures, event tickets directional signs and program signage, maps of convention vicinity with local points of interest.

FUNDRAISING


In Narcotics Anonymous we fund raise only from within our fellowship. The Fundraising subcommittee is responsible to help ensure the success of our convention by staging events prior to the convention. On convention day committee coordinates any entertainment or raffles. 
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MERCHANDISE


The Merchandise chair prepares a budget, which includes a list of items to be sold at convention as well their cost. List should include production times. Bids from 3 different vendors should be obtained. Executive committee will set final prices of merchandise. Chair will request adequate space at convention, and enlist financially responsible members to handle money. Accurate records and up to date inventory

will be reviewed with the Treasurer.

PROGRAM


Committee is responsible for developing a list of speakers, topic meetings, workshops and course of day for convention. Establish clean time requirements for speakers and meeting leaders. Provide meeting leaders and alternate list of speakers for potential no shows.

Adhere to program set forth at pre convention meetings.

Determine meeting size to ensure fire code requirements are met.

It is imperative when choosing speakers to insure our diversity as a fellowship is 

Represented.

REGISTRATION


Have two important pre convention functions; advertise within NA, and process pre-registration. Proceeds from pre registration are vitally important to a healthy cash flow.

Establish incentive giveaways, have a clean time sign in sheet at registration table.

Chair will request adequate space at convention, and enlist financially responsible members to handle money. Accurate records and up to date records will be reviewed with the Treasurer. 

HOSPITALITY


Pre convention will establish a volunteer list of greeters, members to help prepare rooms. Establish and staff a hospitality room, providing literature upon request.

Knowledge of local area establishments to assist attendees.

CONVENTION INFO


Establishes contact with institutions in general area to coordinate attendance for addicts. Prepared to do PI/Press commitment on convention day.

