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Rochester Area Convention of Narcotics Anonymous (RACNA)  

Convention Guidelines 
 

Purpose & Function 

RACNA is held by members of Narcotics Anonymous (N.A.) in the Rochester Area to 

bring our membership together in the celebration of our recovery. The name, the 

program, and all of the activities of the convention should reflect an atmosphere of 

recovery in N.A.  Meetings, workshops, and other activities at the convention are 

scheduled to encourage unity and fellowship among our members. 

RACNA is sponsored by the Rochester Area Service Committee. We must conform to 

the N.A. principles in our Steps, Traditions, and Concepts to reflect our primary 
purpose. As with any subcommittee of area service, the Convention Committee and its 
officers should keep in close contact with the Chairperson and Vice-Chairperson of the 
RASC. 

 

Introduction 

Conventions are gatherings where recovering addicts and their families meet to share 
their experience, strength and hope with each other in a celebration of their recovery.  

The first Rochester Area Convention of Narcotics Anonymous (RACNA) was held in 
1994 when the Rochester Area Service Committee (RASC) decided to hold their own 

yearly celebration of recovery.   This simple idea would prove to be an enormous 
undertaking.  Each convention involves dozens of people putting in hundreds of 
"man" hours making flyers, painting banners, registering guests, making coffee, 

arranging workshops, selling merchandise, etc., etc., etc. Each year has seen its 
successes and its opportunities for growth. Convention planning, like life, carries 
with it, its own rewards, its own challenges, and its own lessons. Our hope is that at 
the end of this process, RACNA has proven to be a spiritually rewarding success 
where there was more love, peace, and more recovery shared than anything else. 

 

Basic Accountability 

RACNA will give a concise report of the committee's activities, as well as a detailed 
financial statement AT EVERY MONTHLY RASC meeting. This keeps the groups in 
touch with how things are going and enables members to provide support and 
guidance when needed. Each subcommittee is responsible for the upkeep of archives 
which will include: meeting minutes, chairpersons' reports, and all other pertinent 
information and resources. At the close of the convention, all articles included in 
each subcommittee's archives are to be inventoried and submitted to the RACNA 
chairperson to be either included in the convention's final report (disposition of these 
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materials to be decided by the RASC), or to be passed on to the next year's 
subcommittees. This way, succeeding subcommittees will have access to the 
experiences and resources of their predecessors. 

 

RACNA Business Meetings 

The RACNA chairperson, vice-chairperson, secretary and treasurer are elected at the annual 
December RASC meeting. The newly elected chair, in conjunction with the incoming officers 
will schedule and organize the first business meeting in January. All RACNA meetings will 
take place at a regularly scheduled time, will be held in a public place, and will follow the 
current edition of Robert’s Rules of Order and the RASC approved Guidelines and Bylaws. 
The purpose of these meetings is to gather and share information regarding the planning 
process and to encourage support and involve as many groups and individuals as possible. 

 

Scheduling 

All RACNA meetings are scheduled according to need. It is suggested that they be scheduled 
monthly until four months prior to the convention. at which time they should take place every 
two weeks. At two months prior to the convention, meetings should take place weekly. Each 
year's convention committee shall determine how much time should be allotted for each 
meeting in order to conduct RACNA business. 

 

Suggested RACNA Business Meeting Agenda 

1. Opening:  A Moment of Silence asking for members to reflect on their 
involvement, thinking about who they serve and why.  Follow with the Serenity 
Prayer and the reading of the Twelve Traditions, Twelve Concepts and the 
RACNA Function & Purpose [and Introduction (optional)] statements. 

2. Welcoming:  New members attending should be invited to identify themselves 

and be welcomed. 

3. Minutes:   Read, discuss corrections and approve the previous meeting's 

minutes. 

4. Chairperson’s Report: Review and report the overall progress to date and 
relay any pertinent new information that pertains to his/her duties. 

5. Vice-chair's Report: (May pass in the interest of time and redundancy) 
Review and report his/her participation in supporting the RACNA 
subcommittees' progress and relay any pertinent new information that 
pertains to his/her duties. 

6. Secretary's Report: (May pass) Report any suggestions to the body 

that could assist him/her to perform the secretary's duties most 

efficiently. Relay any unforeseen expenses related to the performance 

of those duties. 
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7. Treasurer's Report: Give balances and an update on any expenses. Just prior 

to the meeting's adjournment, the treasurer may be asked to give a revised 

financial report that reflects an adjusted balance, particularly if Registration 

and/or F&E donations have been made and any disbursements and/or 

reimbursements are being considered. 

8. Subcommittee Reports: Reports include their subcommittee goals and 

progress toward meeting their individual deadlines. Individual subcommittee 

motions should be brought during their report. Disposition of these motions 

is to be determined by the RACNA chairperson. 
9. Old Business: Unfinished business from the previous meeting. 

10. New Business:  New business and/or motions brought about during the current 

meeting. 

11. Closing Prayer 

 

RACNA Membership and Voting 
Membership in RACNA shall be open to all individuals who have a desire to stay  

clean and who share the stated purpose of the convention.  Election of Subcommittee chairs and alternates: After the RACNA chairperson, vice-chairperson, treasurer, and secretary are elected by the RASC and prior to the formation of the subcommittees, any members' 

nominations for alternates and subcommittee chairs will be considered. If they have 

attended two prior consecutive meetings, they may vote to elect the alternates and 

subcommittee chairs. 

After the convention committee is formed and all of the subcommittee chairs are 

elected, there will be two types of RACNA members: Voting and Non-voting. 

 Voting members of the RACNA subcommittee shall be the vice-

chairperson, secretary, treasurer and all subcommittee chairs. In the 

absence of one of these voting members, a subcommittee vice-chair (or 

appropriate representative) or an alternate officer may vote in their place. 

The RACNA chairperson shall vote only in the event of a tie where a 

final majority needs to be determined. 
 Non-voting members have a right to the floor for purposes of debate. The 

granting of the floor to a non-voting member is at the discretion of the chair, 
but is subject to the appeal of the body.  

 

All members present may participate in discussion. During these discussions, 

oratories by individuals will be limited to three minutes per motion or issue. A voting 

member must second motions not brought by a subcommittee (subcommittee motions 

do not need a second).  An amended motion must be re-seconded by a member 

eligible to vote. 

 

Important note: All non-voting members should be encouraged to join a subcommittee 

and express their opinions and desires through their subcommittee's vote. RACNA is 

the overseeing body to all final decisions and approval, however, the real work is 

performed by the subcommittees. 
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Voting privileges within subcommittees are determined by the individual subcommittees. 

 

The Convention Committee 

The convention committee is made up of Officers, (Chairperson, Vice-Chairperson, 
Treasurer, and Secretary), Subcommittee Chairpersons (Hotels & Hospitality 
(H&H), Fundraising & Entertainment (F&E), Registration, Arts & Graphics (A&G) 
Program and Merchandising, and members.  Subcommittee chairs and alternates for 
both secretary and treasurer are elected by the RACNA Committee. 

Suggested Clean Time Requirements  

Chairperson 5 years 

Vice-Chairperson 4 years 

Secretary 2 years 

Alternate Secretary 2 years 

Treasurer 5 years 

Alternate Treasurer 5 years 

Subcommittee Chairs 2 years 

Anyone handling money 2 years 

 

 

Please Note: All officers, subcommittee chairs, any subcommittee members 
handling inventory and/or funds shall be required to sign the RASC 
Misappropriation and Theft Policy. 

Removal of Officers and Subcommittee Chairs 
Subcommittees and officers are vital to the planning of a convention, and individuals should 

expect to be replaced if they are unable to serve for any reason. We are as concerned for 

the individual member as we are for their service responsibility and removal can be viewed 

as a necessary and even positive option for all involved.  For officers removed, a 

replacement will be elected by the groups at the RASC.  For subcommittee chairs or 

alternate officers, an election will be held within the Convention Committee. In the event 

that a position becomes vacant, the chairperson may appoint a person to perform the duties 

of that position until a proper election can be held.  Because the officers are elected by the 

RASC, if a relapse occurs or if any act of misconduct is serious enough to warrant possible 

removal, the RASC should be notified immediately and the disposition of the matter decided 

by the groups. If a new officer election is necessary, this effective communication will 

expeditiously enable the process to take place. 

* The following section was adapted specifically for RACNA purposes from Article 
V, Section 6 of the RASC Bylaws. If any officer, alternate, subcommittee 
chair or subcommittee officer relapses, they immediately forfeit their 
position. 
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An officer can be removed from a position for MISCONDUCT by a 2/3 vote 
of GSRs at the RASC. 

A subcommittee chair or alternate officer can be removed from a position for 
MISCONDUCT by a 2/3 vote of RACNA voting members. 

 

Misconduct Is Defined as Follows: 
A.) Misappropriation/theft of Narcotics Anonymous funds and/or property. 

B.) Dereliction of Duty is defined as follows: 

1.) Lack of attendance at subcommittee, RACNA and/or RASC business 

meetings. An officer or subcommittee chairperson who has missed two 

consecutive business meetings (defined in their individual duties) without 

sending a representative (with a written report) and who has neglected to provide 

advance notification and/or a reasonable excuse for his/her absence to an 

appropriate RACNA officer. 

2.) Not carrying out the direction of the Convention Committee 

3.) Failure to carry out the conscience of the subcommittee 

C.) Any conduct that reflects negatively on NA as a whole. 

Suggested Qualifications for Officers and Subcommittee Chairpersons are as follows: 

1. A working knowledge of the Twelve Steps, Twelve Traditions and Twelve Concepts of 

Narcotics Anonymous. 
2.   A service history of dependability and completion of previous commitments. 
3.   Willingness to give the time and resources necessary. 
4.    Active participation in Narcotics Anonymous. 
5.  Previous convention experience. 

6.  A working knowledge of the current edition of Robert's Rules of Order. 

7.  Familiarity with the RASC Bylaws and these RASC approved RACNA Guidelines. 

8.  No recent history of misappropriation/theft of Narcotics Anonymous resources. 

 

Officer’s Duties 
 

Chairperson 
1. Prepares the agenda and facilitates the Convention Committee meetings. 

2. Organizes subcommittees and delegates major tasks to specific subcommittees. 

3. Helps mediate personality conflicts. 

4. Keeps activities within the principles of the Twelve Traditions and Twelve Concepts in 

accord with purpose of the convention. 

5. Monitors the fund flow and overall convention costs and helps organize the 

subcommittee budgets. 
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6. Prevents important questions from being decided prematurely in order to foster a better 

understanding by the entire committee prior to action. 

7. Allows the subcommittees to perform their duties while providing guidance and support. 

Only major issues (i.e., expenditures, contract negotiations, final approval of program, 

entertainment events, etc.) need to be brought to the Convention Committee meeting. 

Subcommittees should be given trust and encouragement to use their own judgment.  

8. Votes only to break a tie. 

9. Attends and submits a report on the progress of the convention to the monthly RASC. 

10. Submits a detailed final report to the RASC after the convention. 

11. Coordinates the submission of all the Subcommittee final reports. 

12. May appoint a person to perform the duties of a vacated trusted servant position until an 

appropriated election takes place. 

 

Vice-Chair 
1. Acts as chairperson if the chairperson is unavailable. 
2. Coordinates the subcommittees and attends subcommittee meetings in order 

to ensure that they get the necessary support they need to perform their 
duties. 

3. Works closely with the chairperson to help delegate responsibilities to 
subcommittees. 

4. In the event that a subcommittee chairperson's position is vacant, may serve as 
interim chair until a new chairperson is elected by the RACNA. 

Secretary 
1. Records the minutes of all RACNA committee meetings. 

2. Provides minutes to committee members after approval by the RACNA chairperson. It is 

suggested that minutes be completed and distributed to officers and chairs within two 

weeks’ time. 

3. Maintains a list of names, addresses and phone numbers of committee members for 

committee use. 

4. Keeps extra sets of minutes, and updates them after each committee meeting for the 

archive. 

5. Updates and maintains the RACNA archives to be passed on annually to the incoming 

convention committee. 

6. Provides minutes to be submitted by the RACNA chairperson to the RASC secretary at 
the monthly Area meeting for the RASC archives. 

Treasurer 
1. Sets up access to the RACNA bank account with signature cards for the Treasurer, 

Convention chair and Convention vice-chair. 

2. Acquires the checkbook and any previously ordered checks from the previous 

RACNA treasurer.  A new check register is needed for the incoming treasurer.   

The preceding RACNA's check register stays with the previous treasurer. 

3. Works with the chairperson and vice-chairperson to prepare a budget for the 
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convention.  The proposed budget is based on the subcommittees' 

recommendations as to the money they will need to carry out their tasks.  

Projections will be revised as fund raisers are held, registrations come in, and 

merchandise is sold. 

4. Maintains a notebook for the year that will document all fund raising events, 

payments of bills, and any other exchange of money. 

5. Receipt books are vital.  Anyone who will be dealing with money needs a receipt 

book.  Any movement or exchange of monies needs to be documented with a 

receipt. 

6. Writes all checks and is one of two signatures needed on all checks. He/she is 

responsible for collecting all receipts from subcommittees for expenses. 

7. Pays all bills incurred by RACNA 

8. Attends pre-convention fund raising events to be available for collection and 

distribution of money. 

9. Advises the chairperson and RACNA of the cash supply. Prepares a detailed 

monthly financial report for the committee and the RASC. 

10. Checks all monthly bank statements against the check register to assure accuracy. 

11. Keeps all receipts.  At the end of the convention, the treasurer's report will include 

all receipts, bank statements, checks, deposit slips, and the record notebook. 

 

 

*Treasurer Duties at the Convention 

a) Prior to the convention, the cash registers are to be programmed with the 

necessary prices, one for registration and one for merchandise.  They will 

be supplied with functioning tapes that will provide duplicate copies. 

b) After planning a schedule, two members of the RACNA executive 

committee (usually the treasurer or alternate treasurer and the chair or vice-

chair), will routinely "z" out each cash register, collect the excess money, 

and provide the register with a receipt for the money collected. 

c) Access to the room where money is counted will be limited.  Money will 

always be counted by 2 people, recorded, and then locked in a safe. A safe 

should be provided by the hotel. If safe is not provided, arrangements are 

made for periodic bank deposits. 

d) All bills at the convention will be paid by the treasurer with the knowledge 

of the RACNA executive committee. 

e) Directly after the conclusion of the convention, the RACNA executive 

committee will review all financial records, pay any immediate outstanding 

bills (ex. hotel, merchandise, DJ, entertainers, etc.), and remaining money 

will be deposited in the bank to take care of any trailing expenses. 

f) Good records must be kept at the convention. Examples are as follows: 

 Numbers of registrations, banquets, and entertainment tickets sold. 

 Merchandise sales and inventory. 

 Vendors’ percentages and donations, including the taping company. 

 Number of newcomer and indigent packages given away. \ 

 Any newcomer and/or indigent donations. 
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 Bills paid. 

 Deposits made. 

g) The final convention report is due the second RASC after the convention.  

The treasurer will prepare a detailed financial statement to be included in 

said final report to RASC.  At that time, any remaining funds will be turned 

over to the RASC. 

 

Helpful Hints for Start-up Monies 

The amount of start-up money should be determined by the incoming RACNA Committee and 

approved by the RASC. 

The amount should include consideration of the following: 

 Hotel reservation fee to secure dates and location of hotel. 

 Prudent reserve (start-up) for Fundraising & Entertainment. 

 Initial copy costs and postage for: 

1. RACNA minutes 

2. Registration flyers 

3. Subcommittee flyers 

 

Newcomers and Indigents 

During the convention planning, especially the closer we get to the convention, the 

issue of members who cannot pay registration and/or banquet fees needs to be addressed. 

The purpose of registration costs should be clearly defined on the registration flyers, in the  

convention program, and incorporated into the workshop and speaker meeting formats. 

The registration fee is designed to defer the costs incurred for the facilities (rental of hotel 

and pre-convention F&E sites) and functions of the convention (fees for the events and 

entertainment provided before and during RACNA). As outlined in these guidelines, these 

costs will vary and at times, be unpredictable. Registration fees are not intended as a 

charge for meetings. Keep in mind that no convention we know of has indicated that they 

have turned away any addict who was unable to pay. Effective methods can be developed 
with which this can be handled. 

A most popular method is to provide a separate location away from Registration where 

an individual with no money can go and a committee representative responsible for 

making this type of determination can be found. A verbal or written criterion for 

interviewing these members may be developed and utilized. RACNA committee members 

should be instructed to send people to this area to solve these problems when they occur; 

however, specific reference to these considerations should not be announced or written 
prior to or during the convention. 

Policy on this matter should be developed by the committee as a whole, long before the 

convention is held. The groups of the RASC may have strong opinions as to how the 

matter of newcomers and indigents should be handled and since they are our sponsoring 
body, all input and viewpoints should be considered. 
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Children at the Convention 

From time to time, we find that some addicts deem it necessary to bring their children 

to our convention. There is no simple answer on how to handle this question, RACNA 

will need to make a decision on whether or not children are to be in attendance. While 

discussing this issue, the following information and pointers may need to be considered: 

 Due to liability concerns, many area and regional conventions do not allow the 

attendance of children. Be sure that RACNA is familiar with the hotel's policy 

on this matter. In addition, the Rochester Area Service Committee (RASC) is 

ultimately responsible for any injuries and/or damages caused by or incurred by 

a member's children if they are in attendance at our events. 

 Many feel that a convention is not a place for our children, that out of 

consideration for our own personal recovery and that of our fellow members, 

guests should be provided a weekend where they can focus and reflect on 

personal recovery, reconnect with support systems, attend greatly needed topic 

discussions, achieve some peace and serenity, etc., etc., etc. The added 
responsibility of tending to children may take the focus off these things. 

 

If children are to be allowed· 

 A registration fee or donation will be expected (to be determined by RACNA) 

and should be relayed on the program and in the workshop and speaker meeting 

formats. 

 Be sure to inform parents that their children need to be registered and wear their 

badges at all times. Serenity Keepers will be checking badges frequently and 

will address chronic problems to parents. 

 Entertainment events such as dances, karaoke, comedy shows, etc., require 

registration, and in some cases, an additional fee and children should be subject 

to those same fees. If children are allowed to attend these entertainment events, 

they must be accompanied by an adult. RACNA may also want to consider an 

appropriate cut-off age. 

 Most importantly, adult guests are responsible for their children and their 

behavior at all times; at this time, we do not provide babysitting service or 

planned children's activities at the convention. 

 Finally, if a member's children are found to be unsupervised, unregistered, or in 

any other way, out of compliance with the RACNA policy in place, parents 

(guardians) need to be made aware that they may be asked to leave the 

convention. 

 

IN CONCLUSION: The safety of an addict's children is not the responsibility of 

RACNA, however, the relationship with the hotel facility is and we have the right to 

protect and maintain good relations with the facility providing us this service. 
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At the Conclusion of the Convention 

At the end of the convention on that Sunday afternoon, it is imperative that a 

Committee meeting be held at the convention site. All Committee members should 

document any glitches or problems that arose during the convention for further discussion. 

At this time, the final hotel bill and many other known trailing expenses should be 

discussed.  The committee should be familiar with the hotel contract to ensure that no 

unforeseen expenses arise that could be in violation of said contract. The meeting is also 

used to establish a day and time for the final business meeting, if not scheduled already 

(The final meeting should be no later than 1 month following the convention weekend.) 

Subcommittee chairs should be reminded that at the final meeting their year-end reports 

need to be completed and turned in at that meeting. Make sure that all Convention 

Committee equipment, materials and supplies have been collected. The chairperson should 

assign individual members to gather and return or store these items. 

Some of these items are as follows: 

 All convention banners (May be picked up the day after). 

 Informational signs or posters. 

 Questionnaires. 

 Flyers. 

 Cash registers should be turned over to chairperson for immediate storage. 

 Leftover merchandise, counted and inventoried. 

 Hospitality suite supplies (coffee, paper goods, soda, etc.) 

 Leftover literature (Basic Texts, Just for Today books, etc.) 

 Meeting and workshop formats and readings. 

 Walkie-talkies. 

 Leftover Registration packets, counted and inventoried. 

 Any office supplies (Clipboards, pens, markers, tape, etc.) 

 

Final Hotel Meeting 

At the final hotel meeting, all money should be counted in accordance with the 

Treasurer's section of these guidelines and the final hotel bill should be paid. Upon approval 

of the RACNA Committee, any further expenses incurred during the convention should also 

be paid and/or reimbursed (with receipts provided). When all monies are accounted for, 

including the collection of vendors' percentages to be shared with RACNA, and all 

expenditures are paid, deposit slips are filled out and the treasurer, with another officer, 

make a deposit of the remaining funds as soon as possible. 

After the Weekend 
The treasurer will pay any outstanding bills. The treasurer will also attempt to 

collect from any individuals who may have written a bad check. After all the outstanding 
bills are paid, the treasurer will prepare a detailed financial report to bring to the final 
RACNA meeting. After paying all expenses, any profit leftover belongs to the Rochester 
Area. When the final convention report is given to the RASC, a check representing the 
amount of profit (if applicable) will be given to the RASC treasurer for immediate deposit. 
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After the conclusion of the convention and all financial transactions and records are 
reconciled, any outstanding expenses are then incurred by the Rochester Area Service 
Committee. 

 

Final RACNA Business Meeting 

Final reports will be given by all Officers and Subcommittee chairs in both verbal and 

written form to be handed in to the RACNA secretary. These reports are to be included in 

the Chairperson's final report to the RASC. This final Convention report should be 

finalized and handed into the RASC no later than the 2nd Area meeting following the 

convention. At this time, all Subcommittee archives and any remaining convention 

materials and supplies listed above should be ready for collection by the chair for 

submission to the next RACNA Committee. The chairperson is responsible for turning all 
of these items over to the RASC or to the designated incoming Subcommittees. 

Some items to be turned over to the RASC for storage are: 

 Cash registers and tapes. 

 All RACNA Convention banners, safely wrapped for storage. 

 Walkie-talkies with batteries removed for safe storage. 

 Leftover merchandise, counted and inventoried. 

 One set of RACNA Master tapes for the RASC archives. 

 Leftover literature counted and inventoried (Basic Texts, Just for Todays, etc.) 

 Leftover Registration packages, badges and commemorative items, counted and 

inventoried. 

The rest of the items should be contained in individual subcommittee archives to be 

turned over to incoming subcommittees for their use in planning and carrying out the 

following year 's convention. 

 

Looking Ahead 

Throughout the planning year, as each officer and subcommittee chair performs the duties 

entrusted to their positions, experiences can be shared with future members that may be 

indispensable. A suggestion is to keep a journal, take notes, and include all that was 

learned over the course of the process in a final report. Keep in mind that according to the 

4th Concept, the essay on leadership in NA, preparing incoming members to follow in the 

footsteps of their predecessors ensures that we fill positions with seasoned members. In the 

interest of continuity, smooth transitions from one year to the next are assured if we 

nominate and elect the previous year's vice-chairs and alternates into the appropriate 
positions. 
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RACNA 

Subcommittees 

The Subcommittees of RACNA are as follows:  Hotels & Hospitality (H&H), 

Fundraising & Entertainment (F&E), Registration, Arts & Graphics (A&G), 

Program, and Merchandising. Nominated and elected by Convention Committee 

members, the subcommittee chairpersons should have general qualifications as 

outlined in the qualification section listed above. Specific service or vocational 

experience may be considered prior to election. Each subcommittee has only one 

elected chairperson who then recruits subcommittee members. It should be 

clearly understood that the subcommittees have very specific duties and service 

responsibilities to perform.  In addition, it should also be understood that 

subcommittees need to be encouraged and allowed to perform their duties defined 

in these guidelines without fear that their tasks may be questioned and overturned 

later. Ultimately, however, every subcommittee is answerable to RACNA as a 

whole. 

All Subcommittees of the Convention Committee hold separate meetings prior to 

RACNA meetings. In addition, according to the RASC Bylaws, all subcommittee 

meetings will be held in public places to ensure that they are open to all members 

of NA.  These meetings, as do RACNA meetings, operate according to “Robert's 

Rules of Order”. This ensures that the meetings run smoothly and that business is 

conducted in an orderly fashion. Each subcommittee chairperson should always 

be aware of what duties and responsibilities each member has assumed, and make 

sure that every task is carried out. 

At each RACNA committee meeting, the Subcommittee chairpersons submit 

progress reports, recommendations, proposals, and any other records of pertinent 

subcommittee business. Financial Reports, including the needs, expenditures and 

receipts are included with each subcommittee report. Subcommittees maintain 

accurate records of the activities of the committee as well as all correspondence. 

It is the duty of each subcommittee to update and maintain archives to be passed 

on as resources for future planning committees. All of the records listed above, 

including the subcommittee's minutes should be kept safe and secure until the 

close of each convention. Said archives should be inventoried, purged and passed 

on to the succeeding RACNA Committee. Be sure to include samples of formats, 

pertinent NA literature, check sheets, budget sheets, contracts, proposals, 

brochures, catalogues, business cards, letters, timelines, address lists, speaker 

contacts, records of sales, inventory lists, etc. 

The subcommittees of the Convention Committee work together. It is part of the RACNA 

vice-chairperson's duties to oversee the progress of each subcommittee and to address and 

mediate issues of concern amongst said subcommittees.  Subcommittees must be willing to 

cooperate with each other, have familiarity with their individual sections in these guidelines 

and be careful not to duplicate services and/or perform the duties of another subcommittee. At 

the onset, each subcommittee should know the duties of other subcommittees that may overlap. 

Please read further on to the individual subcommittee sections to determine the opportunities 
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for collaboration amongst subcommittees. Remember attitudes of cooperation and 

consideration are keys to making this planning experience effective and enjoyable.  

 

 

Hotels and Hospitality (H&H) 

The primary function of the Hotels and Hospitality Subcommittee is to be the 

liaison between the hotel staff and RACNA. The subcommittee consists of a 

chairperson (elected by RACNA), a vice-chair, a secretary, Serenity Keeper 

coordinator, Hugger/Greeter team leader, and Coffee Coordinator (all chosen 

from members of H&H), and voting members. Voting privileges are decided 

upon formation of the incoming subcommittee. As soon as possible, H&H should 

create a timeline for the planning year that includes all H&H duties with 

projected deadlines specified to complete each task.  This timeline should be 

presented to RACNA as soon as it is developed All expenditures need to be 

approved and receipts submitted to H&H chairperson for reimbursement by 

RACNA treasurer. 

After the hotel contract is reviewed, negotiated and signed, all contacts with the 

hotel need to be coordinated and conducted through the H&H subcommittee. 

H&H is also responsible for providing a warm welcome to all guests, while 

promoting a spirit of unity and celebration of the gift of recovery for our 

members. During the convention, H&H maintains a Hospitality room or rooms 

where attendees can gather, have coffee and/or refreshments, and fellowship with 

other guests. 

 The Chair sets the meeting agenda, facilitates business, delegates 
responsibilities to members, and attends all RACNA meetings to report the 
subcommittee's progress. The H&H chairperson should be involved with 
ALL Hotel Negotiations and have the ability to deal effectively with people 
outside of the Fellowship.  The H&H chair shall be the sole liaison between 
the hotel and the RACNA Committee throughout the year and during the 
Convention. All concerns related to hotel staff negotiations and/or needs 
should be relayed to RACNA through the H&H chairperson thus 
eliminating any duplication of communications and/or services. 

 The Vice-Chair works closely with the chair and performs his/her duties in 
their absence and attends the RACNA committee meeting alongside the 
Chair. 

 The Secretary is responsible for minutes (to be available at every meeting), 
provides any forms needed to perform duties, and is responsible for the 
upkeep and maintenance of the H&H archives.  Copies of all materials that 
reflect business of the Subcommittee (minutes, contracts, letters, motion 
forms, hotel proposals, etc.) are to be included in the archives as resources 
for future H&H Subcommittee members. 
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 The Serenity Keeper Coordinator (SKC) works closely with the hotel and 
is familiar with the hotel contract and expectations. He/she works in close 
cooperation with the H&H chairperson. All hotel concerns should be 
brought immediately to the H&H chairperson's attention. The SKC must 
also be familiar with our Traditions and support their being upheld. At the 
convention, the SKC has a team of members to check badges, to aide in 
addressing the possible behaviors of misconduct from our members, and, 
most importantly, works in close cooperation with the hotel security. It is 
also important that the Serenity Keepers are familiar with the Convention 
program in order to give accurate convention information to the hotel and 
our attending members. 

 The Hugger/Greeter Team Leader (HGTL) coordinates a team of 
Huggers/Greeters. The HGTL will schedule members to "man" strategic 
locations to welcome convention guests. Persons receiving newcomer or 
indigent packages are a good resource and should be utilized to assist with 
the welcoming. It is suggested that the HGTL works closely with 
Registration to have access to this pool of volunteers. 

 

Setting a Budget 

Using numbers from previous conventions will help the committee to project reasonable 

figures from which to work (e.g. banquet and/or brunch estimates).  A reasonable 

projection of participation is a figure between 40% and 60% above the preregistrations.  

This is to determine the amount of meeting room space that will be needed for workshops 

and entertainment events. Included in the budget will be the costs for coffee and hospitality 

room snacks. The H&H subcommittee will submit to RACNA for approval any catering 

proposals.   Special attention should be given to the wording of any proposal.  Beware of 

open end or additional charges.  Inform the hotel, as well as any other contractors who 

might be involved, that the Convention Committee will not pay for any "surprise" 

additional costs.  Make them itemize all costs, and GET IT IN WRITING! 

 

Hotel Negotiations 

One of the duties of the Hotels and Hospitality Subcommittee is to collaborate with the Hotel 

Site/Adhoc Committee to negotiate with and select the best site for the Convention. While in 

the selection process, a useful tool to bring while interviewing the hotel staff is the Hotel 

Search Fact Sheet. The deciding factors will depend upon which facility can provide the best 

possible service for our needs at the best possible price. This includes providing adequate 

meeting space to carry out our celebration of recovery. 

 

Catering proposals: H&H is responsible for researching and bringing to RACNA 

no less than 3 menu proposals for each suggested meal (such as banquets, brunches 

and breakfasts). The final choices should be based on getting the best food for the 

best price and H&H may indicate their recommendation(s) for final approval. This 

enables the cost to our members to be affordable and the meal to be enjoyable. If no 
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clause in the hotel contract provides for complimentary coffee, careful consideration 

needs to be taken and research conducted before presenting a proposal to RACNA.  

Be familiar with the contract and know the provision that may create possible 

charges for coffee. Coffee can be very expensive and the cost will highly tax 

RACNA funds. 

 

Final approval of any contract negotiations will be the responsibility of the Rochester 

Area Service Committee. Beyond the initial contract signing, the H&H chair and the 

RACNA chairperson should have sole authority to sign for services with the host facility.  

RACNA will only honor bills when both signatures are present. 

 

Hotel Inspections and Walk-throughs 
H&H will be responsible to schedule all hotel walk-throughs. In order to create a rapport 

and an effective working relationship with hotel staff, the first visit should take place early 

in the planning process and may only include H&H members. At this meeting, catering 

menus, hotel security expectations and meeting room floor plans (with seating 

arrangements and capacities) could be obtained. Any questions for the hotel should be 

encouraged and generated at RACNA meetings and throughout the planning year.  Several 

hotel walk-throughs may be necessary. All subcommittees should have representatives at 

each hotel visit. 

 

Guest Information 
Information regarding transportation and directions to the host site should be available to 

put in the registration confirmations and/or packets. Information regarding the location of 

airport, bus, and train stations in relation to the convention site is necessary for our guests 

to know. It helps them to make appropriate arrangements for their arrival. In addition, 

information pertaining to nearby restaurants, theaters, and points of interest should be 

available on the site. This information can usually be obtained from the host facility or 

from the local tourism office. For further convenience, a floor plan and/or diagram of the 

hotel identifying locations of meeting rooms and events should be provided in the written 

program or registration packet. 

 

Opportunities to Collaborate with Other Subcommittees 
 All Subcommittees: H&H will collaborate with ALL sub committees to determine 

their hotel space needs for the Convention.  H&H will then provide 3 Floorplan 

proposals that outline the space accommodations for our Convention to the 

RACNA committee. These proposals should be in line with Hotel safety policies as 

well as all subcommittee needs. 

 Registration: It is important that H&H keep in close contact with the Registration 

committee to be kept informed of all meal ticket sales (i.e., banquets, brunches, 

etc.) in order to give the hotel an accurate projection of meals to prepare.   

 Arts & Graphics: H&H will collaborate with Arts & Graphics to hang the RACNA 

banners and any signs or posters.   

 

At the Convention 
The H&H subcommittee opens and operates a hospitality area or areas where the 
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Fellowship can gather, relax, drink coffee and/or enjoy refreshments. Just prior to the 

convention, (if the hotel contract allows) the H&H Subcommittee shall request budgeted 

monies from RACNA to purchase snacks and refreshments to stock the hospitality suite.  

 
As the convention draws near, try to enlist as many local members as possible.  There 

will be a number of duties and tasks for newcomers to perform such as the following: 

 Huggers/greeters. 

 Helpers to stock refreshments/supplies. 

 Coffee makers. 

 Helpers to straighten out chairs or clean meeting rooms between workshops. 

 

H&H may need to help with last minute set-up and/or negotiations with the hotel 

pertaining to the following: 

 Vendors' or subcommittee display tables. 

 Meeting room set-up or last minute room changes. 

 Arranging Hotel Accommodations (with Program) for the visiting out-of-town 

main speakers, etc. 

 
 

 

Serenity Keepers:  
Serenity Keepers are an integral element of the H&H subcommittee. This "committee 
within a committee" is responsible for checking badges, assisting with coordination of a 
team of "Huggers/Greeters", assisting guests with directions and questions, and working 
with the hotel security to ensure that a safe atmosphere of celebration is maintained.  In 
cooperation with hotel security, the Serenity Keepers uphold the rules and abide by the 
contract with the hotel and also closely monitor the behavior of our members to ensure that 
our Traditions are not violated. We need to remember how our behavior reflects on the 
fellowship as a whole... only we can promote a positive public image of ourselves. 
 

At the convention, close communication with each other is essential. It is imperative that 

the walkietalkies be properly maintained and fully charged at all times. While addressing 

our guests with questions, requests and/or concerns, we emphasize that diplomacy, respect 

and consideration be always first and foremost. Serenity Keepers need to be familiar with 

the Convention Program, Merchandise hours, Registration hours and event and meeting 

locations.  They should also be familiar with the procedures for newcomers and indigents 

in order to assist members on the premises that have not had the opportunity to acquire a 

registration badge. 

 

In rare and extreme cases where there may be an unruly member, unsupervised children, 

hotel complaints, Tradition violations in progress, guests unregistered and/or refusing to 

wear badges, etc., the SKC and the H&H chairperson should be notified immediately. 

These incidents should be handled as swiftly as possible and with the utmost discretion. 

Effective communication will diminish and/or eliminate individuals from making 

decisions that could affect our public image or NA as a whole. No one member should 

ever take on a potentially dangerous or uncomfortable situation or decision on their own. 

As soon as possible, the RACNA chairperson should be advised of any of these types of 
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situations in case his/her support and/or assistance is needed.  Also, it is the responsibility 

of the H&H chairperson and/or the RACNA chairperson to keep in close communication 

with the hotel security in case their assistance may be requested. 

 

Huggers/Greeters:  
Prior to the convention, a time-on-duty schedule should be developed for volunteers to 

hug, greet, and provide a warm welcome to our RACNA guests. Stations should be pre-

determined and strategically located to best reach and encounter the maximum number of 

addicts as they arrive. A basic familiarity with the convention program is suggested and 

Huggers/Greeters should, at the least, be able to guide new arrivals to registration lines and 

newcomers and indigents to the location where their status for badges is determined. Those 

people receiving newcomer and indigent packages are perfect candidates for the duties of a  

hugger/greeter. 

 

 

Helpful Suggestions: 
 Prior to the convention, H&H may want to request early check-in on the Thursday 

and/or Friday of the convention and later check-out on Sunday for RACNA 

members. This convenience allows the Committee to take care of their personal 

housing needs in order to better focus on and perform their convention duties. This 

matter may be included in the initial contract negotiation or added later, but should 

be in writing and the adjusted times shared with committee members. 

 It is suggested that H&H use those people receiving newcomer and indigent 

packages as helpers for H&H. This will help them feel "a-part-of," and like they’re 

“earning" their newcomer package. 

 H&H will assist Arts & Graphics in the protection and proper handling of our 

RACNA banners and keep detailed inventory of supplies used and supplies in 

reserve for accurate record keeping. 

 Remember, nothing says welcome like a smile and a warm hug! 

 

 

Fundraising & Entertainment 
The purpose of the F&E Subcommittee is to plan and carry out activities, such as 

picnics, dances, talent shows, etc., to raise money to help offset various costs related to 

holding RACNA. This subcommittee also has responsibility for entertainment activities, 

selecting the bands or disc jockeys to be used at all fund-raising and entertainment 

events. F&E will also arrange for all other forms of entertainment in connection with the 

convention and, most importantly, the subcommittee is responsible to generate 

fellowship awareness, excitement, interest and support for the convention. 

The Fundraising & Entertainment Subcommittee (F&E) is comprised of a chairperson 

(elected by RACNA), vice-chairperson, secretary (chosen from F&E}, and voting 

members. Voting privileges are decided upon formation of the incoming subcommittee. 

As soon as possible, F&E should create a time-line for the planning year that includes 
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all F&E duties with projected deadlines specified to complete each task. This timeline 

should he presented to RACNA as soon as it is developed. All expenditures need to be 

approved and receipts submitted to the F&E chairperson for reimbursement by RACNA 

treasurer. 

 

 The Chair sets the meeting agenda, facilitates business, delegates 

responsibilities to members, and attends all RACNA meetings to report the 

subcommittee's progress. The F&E chairperson should have the ability to 

deal effectively with people outside of the Fellowship, and most importantly, 

he/she needs to have demonstrated trustworthiness, especially where funds 

are concerned. Any mishandling of F&E money and/or resources is the 

ultimate responsibility of the F&E chairperson. 

 The Vice-chair works closely with the chair and performs his/her duties in 

their absence. 

 The Secretary is responsible for minutes to be available at every meeting, 

provides any forms needed to perform duties, and is responsible for the 

upkeep and maintenance of the F&E archives. Copies of all materials that 

reflect business of the Subcommittee (minutes, contracts, brochures, letters, 

motion forms, entertainment proposals, etc.) are to be included in the 

archives as resources for future F&E Subcommittee members. 

 

*Important Reminder: 

All members handling money and/or inventory will be required to sign the RASC 

Misappropriation and Theft Policy. 

Fund-raising 

New members not familiar with the Twelve Traditions may be confused by the concept of 

"fund-raising" in Narcotics Anonymous because it is so unlike the kind of fund-raising done 

with other organizations-even nonprofit organizations. We never, under any circumstances, 

accept any monetary contribution from any outside source. We affiliate ourselves with no one, 

choosing to be entirely self-supporting through our own contributions. In Narcotics 

Anonymous, whenever we do need to "raise funds, we fund-raise from our own membership.  

Caution should be taken against placing an unreasonable financial drain on local resources for 

funds in support of RACNA. The F&E Subcommittee should stay in close contact with the 

RASC Activities Subcommittee so as to not schedule fund-raisers that conflict with activities 

scheduled for the Rochester Area. We must remember that we have only one need for money 

in Narcotics Anonymous, and that is to further our primary purpose of carrying the message to 

the addict who still suffers. A few well thought out and organized functions are the ones that  

are successful. The unsuccessful function can always be attributed to a lack of planning and/or 

a lack of exposure within the fellowship.  Quality, not quantity, is the goal. 
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Setting a Budget 

It is suggested that the initial budget include start-up money for supplies and materials needed 

to put on events. F&E should bring their suggested proposal to RACNA for approval. The 

amount needed for a prudent reserve should be enough so that F&E can cover basic expenses 

to plan and execute most common events. Safeguards should be followed to secure any funds 

or supplies at all times. 

Consideration should be made for the following: 

1. Flyer copy costs 

2. Cooking supplies, paper goods, soda, refreshments, etc. 

3. D.J. fees, live entertainment costs 

4. Facility rental · 

Important note: It is suggested that one budget be prepared for fund-raisers and a separate 

budget prepared for the entertainment at the convention. Until convention entertainment 

proposals are brought from F&E to RACNA for final approval, it is difficult to project an 

accurate yearly budget. Early in the planning process, research should be done and ideas 

shared with RACNA as to entertainment possibilities at the convention. Detailed contracts and 

proposals need to be brought to the full convention committee as soon as possible.  

Keep in mind that all of our events, be they to raise money or simply to provide 

entertainment for our Fellowship, should always be in good taste, consistent with our 

spiritual principles, and set a tone which emphasizes caring and sharing the N.A. way.  

Flyers 

Care should be exercised concerning the concept and design of flyers. This is especially 

critical because many of these flyers find their way into hospitals, institutions, and other 

facilities which relate to N.A. Appropriate use of language and graphics is crucial; these flyers 

represent N.A. to the public. Be sure to understand the copyright information pertaining to the 

use of our logo and symbol on flyers. There is a detailed explanation in the A&G section of 

these guidelines.  To excite and increase the local members' involvement in the upcoming 

convention, use the convention theme, "Recovery Is Possible" for fund-raising and 

entertainments events. A&G should be engaged to help draft, design and print any event 

flyers. 

Pre-convention events 

Important note: Keep in mind that fund-raising events for conventions should he held 

FIRST to generate interest and support for the convention... and SECOND, to raise money.  

Activities can be held throughout the year; however, it is suggested that events be scheduled at 

least three or four months prior to the date of the convention. RACNA should always be kept 

informed of any upcoming events and given the opportunity to provide our support and 
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approval when needed. Communication about these events is extremely important. F&E 

should stay in close communication with the RASC Activities Subcommittee. A list of 

planned functions should be prepared and distributed throughout the area and regional service 

structure in order to spark interest and encourage participation and support.  Functions which 

are successful are well planned and publicized. Poor turn out and unsuccessful fund-raisers 

can generally be traced back to a lack of planning and/or exposure with our local and regional 

N.A. communities. 

Handling Money and F&E Supplies at Events 

Reminder: All members handling money are required to sign the RASC Misappropriation 

and Theft Policy.  The RACNA chairperson, in conjunction with the RACNA treasurer, 

should establish a good working system for handling cash received at fund-raising events. All 

funds and supplies should be handled responsibly and inventoried on a regular basis. Un-

deposited cash received by the F&E Subcommittee that exceeds the prudent reserve should 

never be used for committee expenses as it can result in confusion and possible misuse of 

funds. If the approved budget and/or prudent reserve are depleted and need replenishing, F&E 

will want to consider revising their original request for RACNA.  In the interim, any expenses 

that exceed the approved amount should always be obtained through the RACNA treasurer. 

Arrangements should be made with the RACNA treasurer and/or alternate for their retrieval of 

any outstanding F&E money for safe handling and deposits. 

Entertainment at the Convention 
This subcommittee also has the responsibility for planning entertainment activities at the 

convention, such as selecting the bands. disc jockeys, plays, talent shows, etc. F&E should set 

up a process to review and select entertainment possibilities for the convention. F&E will then 

bring recommendations and proposals for possible entertainment at the convention. At least 3 

choices for entertainment should be brought for consideration by RACNA members. While 

entertainment at a convention is provided for the enjoyment of conventioneers and is not 

directly tied to the convention program, RACNA needs to keep in mind that the type of 

entertainment selected will reflect on the Fellowship as a whole. Again, these activities should 

always be in good taste and consistent with our spiritual principles. 

 

Along with each choice of entertainment, there may be proposals from different providers. 

These proposals should be detailed and include samples of contracts and clear breakdowns of 

all costs. F&E needs written contracts/commitments from outside service providers (e.g., 

D.J.s, live bands, recovery plays, comedians, etc.) that specifically identify equipment 

provisions, the time and duration of their services, and any other expectations that RACNA 

and/or the providers may have. This way, there will be no surprises or hidden costs. 

The process of selecting the entertainment at the convention can be time consuming and 

generate lengthy discussions and questions at RACNA Be sure to give your subcommittee 

enough time to plan and secure these activities by beginning this process as soon as possible. 

Upon presentation of these proposals, RACNA will make the final selection of entertainment 

for the convention. 

Helpful hints he convention: 
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 Provide volunteers to help take tickets and check badges at the doors of any F&E 

events. 

 All tickets for entertainment activities at the convention are sold by Registration only. 

This maintains a single area of accountability where cash is handled. Under no 

circumstances should cash be taken at the door of these events. 

 Become very familiar with RACNA's and the hotel's policies on children and 

unregistered guests. Without registration, attendees will not be allowed into any 

convention activity. Use the Serenity Keepers to address any unruly or uncooperative 

guests. 

 

Opportunities to Collaborate with Other Subcommittees 
• A&G: F&E should work closely with Arts & Graphics to design and print all event flyers.  
• H&H: H&H will negotiate with the hotel and other subcommittees to provide space 

for the entertainment events held during the convention. They also may provide 
volunteers to help take tickets and check badges at the entrances to F&E events. 
Serenity Keepers can be utilized to handle any concerns with our members' children 
or uncooperative guests. Keep them informed of any chronic problems. 

• Program: F&E will need to provide locations and times for events at the convention 
to be included in the printed program. There also may be times when Program and 
F&E may need to negotiate with H&H for hotel space, particularly when Program 
may have a workshop or speaker meeting scheduled that requires a large room (i.e. 
ballroom) at the same time as an F&E event. Cooperation is essential in these cases.   

• Registration: Tickets for entertainment events at the convention (comedy shows, 
live entertainment, etc.) will be sold to members during the registration process. 
Careful accounting and record keeping is essential to avoid potential problems. 
Keep in close communication with Registration and the RACNA treasurer to 
inventory sales of these tickets and to relay financial information. 
Registration may also be directed to sell registrations for RACNA at most, if not all, fund-
raising events. They may need a table set up to pre-register members. 

• Merchandising: Sales of pre-convention (or leftover) merchandise at fund-raising 
events is common practice. Their subcommittee may need space to set up at these 
activities. 

 

Helpful, suggestions: 
• Be sure the F&E Subcommittee has a good working knowledge of the Twelve Steps, 

Traditions and Concepts. This will help ensure that spiritual principles come first. 
• Personal recovery always comes first and you should do your part to make sure that you 

and your fellow members do not burn out over the pressure of handling money. 
• Keep a running inventory of all pre-convention fund-raising supplies. That way, before 

each event, there will be an accurate accounting of what will be needed to plan effectively. 

 

Registration 

Some of the first people convention attendees meet are those members manning the 
registration tables. How well they are greeted in many ways sets the tone for how well the 
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convention comes off. Smooth, prompt, orderly, and hospitable service is key ingredients to 
successful registrations. Therefore, organization and planning by this subcommittee is very 
important. 
 
The Registration Subcommittee is comprised of a chairperson (elected by RACNA), vice-
chairperson, secretary (chosen from members of Registration), and voting members. Voting 
privileges are decided upon formation of the incoming subcommittee. As soon as possible, 
Registration should create a time-line for the planning year that includes all Registration 
duties with projected deadlines specified to complete each task. This timeline should he 
presented to RACNA as soon as it is developed. All expenditures need to be approved and 
receipts submitted to the Registration chairperson for reimbursement by RACNA treasurer.  
Depending on the amount of members, the subcommittee may want to form teams of 
volunteers to handle the registrations by mail and work/shift teams to perform the duties of 
registration at the convention. These mailing and work duties are further defined in the 
sections below. 
 
The Registration Subcommittee is one of the busiest subcommittees of every convention. 
Although its most intensive work is completed in the weeks just prior to and during the 
convention, its responsibilities begin with the advance planning. This advance planning by 
the subcommittee includes drafting the flyers and registration forms, which must be done 
well in advance (at least five or six months prior to the convention date) in order to allow 
sufficient time for review by RACNA. The mailing schedule for flyers and pre-registration 
forms should also be established at this time.  

 
• The Chairperson sets the meeting agenda, facilitates business, delegates responsibilities to 

the members, and attends all RACNA business meetings to report the subcommittee's 
progress. The Registration chairperson needs to have demonstrated trustworthiness, 
especially where funds are concerned. Any mishandling of Registration money and/or 
resources is the ultimate responsibility of the Registration chairperson. · 

• The Vice-Chairperson works closely with the chair and performs his/her duties in their 
absence. 

• The Secretary is responsible for minutes (to be available at every business meeting), 
provides any forms needed to perform duties, and is responsible for upkeep and 
maintenance of the Registration archives. Copies of all materials that reflect the business of 
the Subcommittee (minutes, mailing lists, registration forms and all flyers, letters, motion 
forms, etc.) are to be included m the archives as resources for future Registration 
Subcommittee members. 

·  
*Important Reminder: 
All members handling money and/or inventory will be required to sign the RASC 
Misappropriation and Theft Policy. 

 

Setting a Budget 
The Registration Subcommittee conducts its activities within the scope of the budget 
authorized by RACNA Based on the projected needs provided by the previous RACNA 
Registration records, a proposed budget should be presented to the full committee for final 
approval, as soon as possible. When funds are needed, they are obtained from the RACNA 
treasurer. These initial expenses could include the following: 
• Copy costs 
• Postage and envelopes 
• Receipt book(s) 
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• File box(es), index cards 
·  

First Flyer and “NA Way” Notification 
Care should be exercised in the production of flyers and registration forms. They should be 
clear and informative, not confusing. First flyers should be attractive, but need not be ornate 
or expensive. The first flyer announcing the convention should be made as soon as the dates 
are established and a contract agreement is reached with the hotel. In this manner, 
participants will have the opportunity to schedule vacations or make other arrangements to 
attend the convention. The A&G subcommittee should work with Registration (after 
RACNA final approval) to create this advance flyer. It can be distributed even if complete 
registration forms or convention fees have not been set. The subcommittee should also do a 
direct mailing to N.A. members listed on attendance rosters of previous conventions. 
The flyer can also be sent to the World Service Office (WSO); the information to be included 
in the “NA Way” magazine. In addition, Registration should also enter our convention 
information on the Narcotics Anonymous website at na.org. These means of communication 
reach thousands of members around the world at no cost to the convention committee. They 
are excellent ways of circulating information about the convention. 

 

Finalized Flyer with Registration Form 
As soon as pre-registration and arrival registration fees are finalized, the final convention 
flyer should be developed by 
Registration in cooperation with the A&G Subcommittee. Along with the information 
announcing the dates, location and the activities offered, the registration form needs to be 
included. This finalized flyer should be sent at least four months prior to the convention date 
and again about forty-five days before the convention. In this way, members can make plans 
to attend and those who have forgotten or delayed in registering are reminded. Sometimes 
RACNA will generate additional activities which were not scheduled when the original 
convention flyer was distributed. The final mailing at forty-five days prior to the convention 
can be used to provide announcements of those changes or new activities. 
 
Suggested items to be included on the finalized flyer are as follows: 

• Hotel information 
1. Name of hotel. 
2. Location. 
3. 800 and local telephone number. 
4. Parking: information. 
5. Period of time that RACNA rates apply. 
6. Handicap accessibility. 

• Costs 
1. Base registration cost including cut off dates and price increases. 
2. Cost of entire convention package. 
3. Individually available parts of package may include banquet, brunch 

and/or additional event prices. 
• Menu selections if choices are available 
• Contacts 

1. Necessary phone information for registration. 
2. Program information for potential speakers/chairs. 

• Convention dates 
• RACNA Post Office Box Address 
• Requirements of potential speaker’s and/or workshop chairs and how to 

submit tapes 
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• Check box for special needs (e.g. signing interpreter, wheelchair access, etc.) 
• Listing of free entertainment events offered 
• Registration Form 

 
Tips for flyers: 
• Proofread all names, dates, addresses and phone numbers carefully for accuracy. 
• Do not write out the words "Narcotics Anonymous", use the acronym "N.A." at all times. 
• Whenever the stylized N.A. logo or service symbol is used, be sure to include the registered 

trademark symbol (™) in the lower right hand comer of the logo. 
 

Mailing Subcommittee/Team 
• Handles all registrations received through the mail. A member of this team is designated to 

retrieve mail from the post office box on a regular basis. This team also mails out 
registration receipts and confirmation numbers as soon as possible. Frequent 
communication with other members responsible for pre-registration sales is imperative. All 
members of registration need to be working together and out of the same receipt book. This 
is to avoid any un-necessary confusion, particularly when it comes to the possibility of 
duplicating confirmation numbers. 

 

Record Keeping 
As each registration is received, by mail or direct sales, a record should be made indicating 
information about the registrant and all money received. If free registrations are given out as 
part of promotional activities, careful records must be kept of what is provided and to whom. 
When registrations are made at fund-raising activities, numbered cash receipts are used as a 
confirmation to the convention. All registrations, with numbered cash receipts, are used for 
preparing confirmations. Each member of the Registration Subcommittee who is authorized 
to accept registration money needs to work out of one cash receipt book with three-part 
carbon copies. 
 
The record system developed by the Registration Subcommittee should be simple and clearly 
understood by all members of the subcommittee. The records of all registrations, banquet or 
meal ticket sales, and any entertainment event tickets should be updated each week. In this 
way, RACNA can be apprised of the financial status of registrations and ticket sales. This 
record system is used to verify the RACNA treasurer' s records and provide an indication of 
the solvency of the convention. 
 
A duplicate records system should be maintained for all Registration Subcommittee 
activities. A file box containing 3 X 5 cards arranged alphabetically is a simple and effective 
method. A card is made for each registration. One card contains all the information about 
each registrant, including all functions which have been paid, the receipt number and 
confirmation number (which should be the same) This is why there is much emphasis made 
regarding the one cash receipt book. 

 

Confirmations 
As each mailed registration is received, a confirmation card is sent to the registrant. Most 
conventions only send confirmation cards of registrations which are received by the 
announced cut-off date. The cut-off date for pre-registrations is included on the convention 
flyer. Following is an example of a simple confirmation which has been used effectively: 
 
Your confirmation number for the convention is #                .  
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Please bring this card (flyer, letter) with you when you pick up 
your registration packet at the convention. 
 
A post card, letter and/or flyer are all formats that have been used successfully. 

 

 

Registration Packets  

The Registration subcommittee is responsible for preparing a complete registration packet 
for our guests. Registration should bring recommendations to RACNA for the souvenir 
items to be included in the packets. Catalogues that include such items should be shared by 
the Merchandising Subcommittee. It is common practice to order these additions from the 
same vendor that provides our convention merchandise. The packets should include most or 
all of the following: 

• The convention program. 

• Name tag or badge. 

• Tickets (banquet, brunch, entertainment events, etc.) 

• Sightseeing information, local maps. 

• List of local restaurants with approximate price ranges (especially those open 

24 hours). 

• Marathon meeting list. 

• Souvenir items (N.A. phone hooks, key tags, pens, etc.) 
 

Handling Money Prior to the Convention 

A clear understanding should be reached between the Registration Subcommittee 
chairperson, the RACNA treasurer and the full RACNA committee on the procedures for 
handling registrations and money. One person should be assigned the responsibility of 
picking up registrations from the committees post office box at least two or three times a 
week. Registration form records should be maintained on a weekly basis and all money 
received transferred to the RACNA treasurer prior to full RACNA meetings. 

The RACNA chairperson, in conjunction with the RACNA treasurer, should establish a 
good working system for handling cash registrations received at fund-raising events or other 
times where cash sales of registrations are handled. Un-deposited cash received by the 
Registration Subcommittee is never to be used for committee expenses as it can result in 
confusion and possible misuse of funds. Any funds needed for expenses are always to be 
obtained through the RACNA treasurer. Arrangements should be made with the RACNA 
treasurer and/or alternate for their retrieval of any outstanding registration money for safe 
handling and deposits. 

At the Convention 

The registration area should be large enough to handle long lines and large crowds. There 
should be clear signs that tell people where to go to get what they need. When guests are 
first arriving and throughout the convention, many opportunities will arise to work closely 
with other subcommittees. H&H Subcommittee’s huggers/greeters should be directing 
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guests to registration. Be sure that subcommittee members are able to answer questions on 
the importance of registration. 

Pre-registrations: Keep in mind that pre-registrations can and should be handled in a 
separate location from on-site registrations. Convenience and consideration should always 
be extended to our early registrants. If there has been accurate record keeping leading up to 
the convention (using the index card system), when they bring their confirmation #, their 
packets should be numbered and include all of their pre-convention purchases. At this pre-
convention site, it is suggested that the registration members/volunteers work from the index 
card file box (and/or a list compiled from the cards) using the system defined previously. 
This is to ensure that the packages are complete and distributed to the correct guest. Also, 
unless additional meal or event tickets are requested, no cash handling will be necessary at 
this location. Any additional event or meal tickets need to be purchased at a designated 
separate location from pre-registration pick-ups (most likely the on-site registration check-in 
where cash is being handled). 

Work teams: The number of teams needed to work a shift will be determined by the 
anticipated attendance and length of registration hours. A suggested shift for a team is three 
hours on and three hours off.  For on-site registrations, a team of three members seems to 
work best: two members to write receipts and issue packets and a third team member as the 
deposit person who sits between them and collects the money and receipts . During 
registration hours, the treasurer, alternate treasurer, RACNA chairperson, and/or otherwise 
authorized person(s) will collect the registration money at regular periodic intervals from the 
registration deposit person (see Treasurer's section of these guidelines). Any cash pick-ups 
are recorded with receipts signed by any parties responsible during the transfer. 

Newcomers and Indigents 

Refer to the section at the beginning of these guidelines for some suggestions on the handling 
of our members who cannot afford registration fees. Many guests requesting newcomer or 
indigent status will first appear in the registration lines. Be sure that all registration 
members/volunteers are aware of where these individuals are to be interviewed. Do not 
broadcast widely or make known in writing that these considerations will be made available. 
Remember to be gracious and friendly, give directions to the pre-determined location, and 
keep the registration line moving for the on-site registrants. Months prior to the convention, 
the policy and procedure on how to address newcomers and indigents will have been 
developed and should be implemented by designated RACNA members and outside of 
registration' s hands. 

 

Opportunities to Collaborate with Other Subcommittees and Officers 

• A&G: Arts & Graphics may help with the design and development of registration 
flyers and forms, then to be approved by RACNA before printing and distribution. 
Printing of the flyers should also be done in cooperation with A&G. 

• Merchandising: Registration will want to order commemorative items to be included 
in the registration packets. Merchandising will have access to catalogues and 
information on vendors that provide such items. After approval by RACNA of the 
souvenirs, the order for convention merchandise may be from the same vendor and 
include these items. 

• F&E: Registrations will often be sold at Fundraising events. The planning and 
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scheduling of these events should be carried out in cooperation with one another.  
• H &H:  H&H will need to provide space at the hotel for a Registration area. They 

will also arrange with the hotel to set up tables if needed. Be sure to keep them 
informed of any needs that would include hotel negotiations. Serenity Keepers can 
also be utilized to handle any concerns with our members' children or uncooperative 
guests. Keep them informed of any chronic problems. 

• Program: Registration will need to inform Program of their hours to be included in 
the printed program. Also, be sure that Program announces the necessity to register in 
their written formats for workshops and main meetings. 

 

Helpful Suggestions: 

• There will be times when there is a lot of pressure and responsibility on you and your 
team members. Look to one another for support. Set personalities aside and help each 
other in the spirit of unity and purpose. 

• Stay calm in the face of the large crowds and possibly impatient and/or angry guests.  
• Remember... you represent RACNA and the Rochester Area. 
• Ask for help from RACNA officers if needed. 
• Personal recovery always comes first and you should do your part to make sure that 

you and your fellow members do not burn out over the pressure of handling money 
and possible irate guests. 

• Remind guests that they are to wear their badges at all times. 
 

 

 

Arts & Graphics (A&G) 

The Arts & Graphics Subcommittee (A&G) is comprised of a chairperson (elected by 
RACNA), vice-chairperson, secretary (elected by A&G members), and any other 
interested volunteers. Voting privileges are decided upon formation of the incoming 
subcommittee. As soon as possible, A&G should create a timeline for the planning year 
that includes all A&G duties with projected deadlines specified to complete each task.  
This timeline should be presented to RACNA as soon as it is developed. All expenditures 
need to be approved and receipts submitted to A&G chairperson for reimbursement by 
RACNA treasurer. 
 
Prior to the convention, this committee is responsible for designing the convention 
logo(s). As soon as the convention committee is formed, the NA Fellowship should be 
encouraged to submit artistic ideas, sketches, and/or drawings of possible logo designs 
for consideration by RACNA. In addition, A&G will also be responsible to print flyers 
and event tickets, create a banner of the logo, and may be asked to print workshop and 
directional posters. As soon as possible, A&G should create a timeline for the planning 
year that includes all A&G duties with projected deadlines specified to complete each 
task. The most pressing of priorities is the creation and final selection of the convention 
logo. The logo is the "signature" of our convention and should be printed on the 
registration flyers for an early mailing to our fellowship. 

 
• The chair sets the meeting agenda, facilitates business, delegates responsibilities to 

the members, and attends all RACNA meetings to report the subcommittee's 
progress. 
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• The vice-chair works closely with the chair and performs his/her duties in their 
absence. 

• The secretary is responsible for minutes (to be available at every meeting), provides 
any forms needed to perform duties, and is responsible for upkeep and maintenance 
of the A&G archives. Copies of all materials that reflect the business of the 
Subcommittee (minutes, contracts, letters, motion forms, etc.) are to be included in 
the archives as resources for future A&G Subcommittee members. 

 

Setting a Budget 
The A&G Subcommittee develops a budget which includes an estimate of all printing 
costs. Other expenses may include the following: 

1. Art supplies: canvas for the banner, paint, brushes, poster board, etc.  
2. Rental of projection equipment. 
3. Computer access and materials: paper, ink cartridges, etc. 

 
Once the budget is developed, it is presented to RACNA for final approval. 

 

The NA and RACNA Logos . 

The NA logo, which will be used on flyers, t-shirts, mugs, etc., is the property of the 
Fellowship of Narcotics Anonymous (refer to the Fellowship Intellectual Property 
Trust document, (FIPT). Our World Service Office holds the trademark on our logo and 
symbol. Special and serious care needs to be maintained in order to assure that the use of 
the NA logo is always in good taste and in keeping with our Twelve Traditions. Any NA 
service board or committee created through our Ninth Tradition may use the NA logo. 
Care should be exercised concerning the concepts and designs of flyers. This is 
especially critical because many of these flyers find their way into hospitals, institutions, 
and other facilities. Appropriate use of language and graphics is crucial; these flyers 
represent NA to the public. 
 
Important note: Artist volunteers need to be made aware that all artwork created for the 
convention, once submitted, becomes the property of RACNA. After the artwork 
becomes RACNA property, A&G may manipulate the drawing, idea, or concept to 
create logo designs for use by RACNA. This reference will avoid any future conflict 
over who "owns" the artwork and RACNA logo and how it will be used. When A&G has 
compiled all of the ideas submitted, they will provide RACNA with a selection of no less 
than 3 proposed logo designs for final approval. A&G may indicate their preferred 
recommendation. 

 

Opportunities to Collaborate with Other Subcommittees 
• Flyers: All flyers for the convention are to be approved by the RACNA committee 

and A&G may be responsible for their design and printing. 
• Registration: A&G will work with Registration to design and produce the 

convention registration flyer. 
• Program: A&G may assist with the set-up and design of the final convention 

program, particularly the cover with our logo. A&G may have some ideas and input 
for the contracted printer as to color selection and paper quality. Program may also 
have a need for workshop and directional posters for the hotel 

• F&E: F&E may have need for posters to annoW1ce events and entertainment, before 
and during the convention. 
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• Merchandising: A&G may want to work particularly close with Merchandising 
while negotiating with the merchandise vendor.  The logo will be printed on several 
items and to ensure that the logo's artistic integrity is not compromised A&G should 
be a part of any artistic decisions, particularly final color and quality choices of shirts 
and mugs. 

 

Helpful Suggestions: 

• Encourage members with artistic talents to get involved. 
• Solicit the help of as many members as possible (especially newcomers). 
• Make accessible an appropriate sized meeting and work space; banners and poster 

makers need space. 
• Utilize any and all resources available: members who work in hobby/craft stores, 

printing offices, copy shops, etc., may be able to provide services or supplies at 
discount rates. 

 

Program Subcommittee 

The Program Subcommittee plans all the workshops, recovery meetings, main meetings 
and marathon meetings associated with RACNA and at the convention. This should 
include pre-convention Speaker Jams and Fundraising Events that include workshops. 
The subcommittee consists of a chairperson (elected by RACNA), a vice chair, a 
secretary (both chosen from members of Program), and voting members. 
Voting privileges are decided upon formation of the incoming subcommittee. As soon as 
possible, Program should create a timeline for the planning year that includes all 
Program duties with projected deadlines specified to complete each task. (See archives 
for samples) All expenditures need to be approved and receipts submitted to Program 
chairperson for reimbursement by RACNA treasurer. 

 
• The chair sets the meeting agenda, facilitates business, delegates responsibilities to 

the members, and attends all RACNA meetings to report the subcommittee’s 
progress. 

• The vice-chair works closely with the chair and performs his/her duties in their 
absence. 

• The secretary is responsible for minutes (to be available at every meeting), provides 
any forms needed to perform duties, and is responsible for up-keep and maintenance 
of the Program archives. Copies of all materials that reflect the business of the 
Subcommittee (minutes, contracts, letters, motion forms, etc.) are to be included in 
the archives as resources for future Program Subcommittee members. 

 

Setting a Budget 
Because Program's final budget is contingent upon the cost of travel arrangements for 
our main speakers, it is difficult to determine early in the planning process. To conduct 
early subcommittee business, some items to be considered are as follows: 
 

• Copies of criteria sheets. 
• Long distance phone calls to potential speakers and taping companies. 
• Assessment of the need for an American Sign Language interpreter. 

 
As the convention gets Closer and the final selection of out of town speakers is 
determined, travel arrangements need to be made immediately. It is wise to be as prudent 
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as possible to avoid extravagant costs and an unnecessary drain on convention funds. All 
expenses, particularly airline tickets should be carefully researched and brought to 
RACNA for final approval. 
 
Yearly, Program should also investigate the possible need for an interpreter for the 
hearing impaired. Proposals (at least 3), along with Program's recommendation also 
should be brought to RACNA for final approval. 

 

Workshop Topics 
Workshops are held to satisfy the needs of our membership for information or discussion 
on specific topics and services related to NA.  These workshops allow attending 
members to ask questions and learn about various aspects of the program and recovery. 
It is important to schedule similar workshops consecutively rather than at the same time. 
This allows interested members to attend an entire series of related workshops rather 
than having to choose between two or more workshops they would like to attend.  
Program makes the final selection of topics and attempts to have a balance of workshops 
for newcomers, service-minded persons and spiritual discussions. Workshop topics 
should reflect experiences encountered by addicts finding recovery in Narcotics 
Anonymous. There are several suggested methods to develop topics. Program can 
include the fellowship by requesting topic suggestions from members and/or home 
groups, use topics from other convention programs, solicit suggestions from other 
members of RACNA and/or create some of their own. Service workshops may be 
needed to provide a venue to share Area and/or Regional issues. It is suggested that the 
final selection of topics be shared with RACNA for final approval. Keep in mind that in 
the years that the World Service Conference (WSC) meets, a Conference Agenda Report 
(CAR) workshop is to be included in the program and planned in cooperation with the 
Rochester Area Regional Committee Member (RCM). 

 

Marathon Meetings 
The Marathon-meeting runs throughout the entire convention. It is provided in order to 
offer addicts opportunities to share and listen to any topic at any time. It is important to 
have a schedule displayed and a sign-up sheet to ensure that it is "manned" at all 
times. 

 

Selecting Speakers 
The members of Program select the main and workshop speakers, the meeting chairs and 
any others needed to help with the program. Keep in mind that it is not appropriate to 
select a member of the RACNA committee as a speaker, neither main nor workshop.   
There are plenty of speaker candidates to choose from in our fellowship and a RACNA 
member should be focused on the duties of the committee, not a speaking engagement. 
The basic qualification for participation on the program of an NA convention is 
membership in Narcotics Anonymous. A workshop or main speaker at a convention 
shares their personal experience of recovery in NA.  When selecting speakers, Program 
needs to keep in mind the importance of an accurate representation of the diversity of our 
fellowship (i.e. regardless of race, creed, religion, etc.). Potential speakers and program 
participants are people who base their recovery on powerlessness over the disease of 
addiction, identify themselves as addicts and attend NA meetings to sustain their 
recovery. These qualifications assure an NA member that he/she will get an NA 
message. The best speakers for conventions are those who address recovery as if their 
lives, as well as the lives of their listeners, depend on it. It is suggested that the Program 
Subcommittee develop a listening criteria for assessing the quality of speakers (see 
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samples in archives) and that a representation of the final selection for main speakers be 
presented to RACNA for final approval. To ensure the best chance that all members will 
approve of the final choice of main speakers, it is suggested that RACNA members may 
be invited to participate in the final selection. That way, the subcommittee's decision is 
less likely to be reversed later and the Program Subcommittee is allowed to carry out the 
task for which it is entrusted, (i.e. to select all speakers for the convention). 
 
The Opening Speaker is chosen from the Rochester Area and should be encouraged to 
"set the tone" for the weekend in their message of recovery. All other main speakers are 
chosen in a timely manner and are from outside of the Rochester Area. When 
Programming makes the final selections of speakers, particularly any local 
representatives, confidentiality needs to be upheld before any invitations or arrangements 
are made. In order to respect and protect the feelings of our members, the Program 
Subcommittee needs to be careful not to disclose speakers' identities prior to approval by 
full RACNA. The identities of the main speakers, local especially, should be kept 
confidential for as long as possible, never to be ''leaked" before final approval, and not 
until after the speakers have been notified and have accepted the commitment. Keep in 
mind that travel arrangements need to be secured immediately following final main 
speaker selection for guests coming from out of town. 
 
A reasonable deadline to submit tapes should be established and publicly announced, and 
a member of Program should be designated to retrieve tapes and mail addressed to the 
subcommittee from the P.O. Box. Newly formed Program Subcommittees will determine 
how to choose the tapes and will set a reasonable length of time to listen to each tape 
before accurate ratings are made and recorded. 

 

Chairs for Workshops and Workshop/Main Speaker Meeting Formats 

In addition to speakers, Program needs to schedule chairpersons to open the workshops, 
read the format provided and to introduce the speaker(s). Be sure that the workshop 
meeting rooms, (including the Marathon) and the Main Speaker meetings each have a set 
of readings (in archives) and a format (see sample format in archives). It is also 
Program's responsibility to write the formats, including the main speaker meetings. 
Cooperation with the RACNA officers and the other Subcommittees is essential to 
include all of the activities/elements in the format. (e.g. welcome statements, press 
statements, announcements, state and clean-time count down, introduction of RACNA 
Committee members, raffles, cup and book exchange, smoking and parking information, 
etc.). 

 

No-Shows and Speaker Check-in Table 

One of the main problems in scheduling is the event of no-shows (people who don't call 
when they are unable to attend). It is important to keep in touch with speakers as the 
convention draws near and assist them in any way possible to ensure their attendance. A 
recommended procedure for speakers, chairpersons, readers, or anyone else involved in 
the program is to note somewhere on the program, registration confirmation, and 
package that a check-in table will be set up near registration. At the check-in table 
should be a sign in sheet complete with the workshop titles listed sequentially, the 
location and times of all speaker activities, the names of the scheduled speakers and 
chairs, and a place for the participants to sign in.  This way, Program members are 
assured that the participants are present, willing and able to fulfill their responsibilities. 
In the event of a no-show, the Program Subcommittee should have a pool of members 
listed and available from which to select replacements in a timely manner. 
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Taping 

Taping the speakers and workshops allows members who are unable to attend all 
functions the opportunity of hearing them at home or sharing them with others. Care 
should be taken to inform the speakers and/or workshop participants that they are being 
taped. This information can be included in the formats and read at every meeting. The 
Program Subcommittee will select written proposals from taping companies and present 
their recommendations to RACNA for final approval before a contract is signed When 
contracting with a company to record meetings, it should be clearly understood that the 
copyrights to the tapes are held by the Convention Committee. Taping companies, as 
well as all vendors participating at the convention, must have a Narcotics Anonymous 
vendor's license obtained from the World Service Office (WSO) in accordance with the 
Fellowship Intellectual Property Trust (FIPT).  
 
Some elements to look for in a desirable taping contract are as follows: 

 Discount prices for multiple purchases (e.g. six-packs and twelve-packs). 
 Complimentary tape or CD to all speakers. 
 Printing of labels with RACNA logo on all tapes and cases. 
 Contractor will provide a portion of the sale to RACNA for each tape/CD sold 

(i.e. tape sells for $5, RACNA receives $1.25 as a cut). 
 Minimum of 10% donation of total sales to RACNA upon close of the 

convention. 
 Guaranteed replacement or refund for damaged items within 90 days of the event 

with postage paid for by contractor. 
 Contractor will provide two sets of Master Tapes to RACNA and  
 Contractor absorbs all travel, room and board expenses. 

 
Some helpful hints for working with taping companies: 

 Be sure the taping company is aware ahead of time of the amount of workshops 
in each time slot to ensure that they provide enough equipment and manpower to 
adequately cover the recording of all meetings 

 Make arrangements with H&H and taping company for safe storage of taping 
equipment when not in use 

 The logo needs to be finalized and forwarded to the taping company in a timely 
manner 

 At the close of the convention, a Program representative and an officer of 
RACNA (treasurer is most appropriate) should meet with contractor to review 
sales records and to obtain the contractor's donation/commission in accordance 
with the contract. 

 

The Written Program 

Program schedules all events to take place during the convention and prepares the 
written program to be distributed to attending members. Upon receiving the list of 
entertainment events from Fundraising & Entertainment (F&E), the scheduled hours for 
Merchandise and Registration, and any other information to be included in the program, 
the Program Subcommittee will draft the written program for distribution to members 
attending the convention. With the assistance of Arts and Graphics (A&G), the Program 
chair will present to RACNA their recommendation of a printer to produce the final 
program. More than one proposal should be considered. In addition, final decisions on 



H&H SUBCOMMITTEE 
1/13/17 

RACNA GUIDELINES W/ PROPOSED H&H CHANGES 

 

34 | P a g e  
 

format, colors, the quality of paper and/or art work, the font style and size, and the cost 
of the printing, etc., should be negotiated with the printer in cooperation with A&G and 
submitted to RACNA for final approval.  
 
The program should be easy to read and include the following: 

 Times and locations of workshops, speaker meetings, marathon meeting, and all 
entertainment events. 

 A map or diagram of the host hotel with the meeting and event locations labeled 
(request from hotel). 

 The Twelve Steps and Twelve Traditions. 
 Any other appropriate NA readings approved by RACNA. 
 A message from RACNA to attendees welcoming them and reminding them that 

their behavior is a reflection of Narcotics Anonymous as a whole. 
 A message to the press to contact specified Convention Committee members 

before speaking to and/or photographing attendees. 
 Hours and locations of Registration, Merchandise sales (including Alternative) 

and Hospitality Room(s). 
 

Travel Expenses and Accommodations 

The main speakers' travel expenses, including complimentary rooms, registrations and 
banquet tickets, are provided by RACNA to assure attendance and participation. These 
considerations need to be taken into account while Program's budget is being drawn to 
assure that funds will be available for securing speakers. In cooperation with Hotels and 
Hospitality (H&H) for securing accommodations and Registration for badges and 
complimentary banquet tickets, the speakers' packages should be prepared and provided to  
the main speakers upon arrival at the convention. Transportation arrangements may also be 
needed to and from the airport, train station, or bus station. Be sure to become familiar 
with flight, train or bus itineraries for your guest speakers. 

 

Opportunities for Collaboration with Other Subcommittees 

There are many opportunities to work in cooperation with our fellow subcommittees.  

 H&H: Program needs to work closely with H&H to coordinate workshops and 
meetings with the appropriate meeting spaces. There will also be times when 
rooms that could be used by Program for meetings may also he needed for the 
following: F&E events, Registration check-in, interview locations for newcomers 
and indigents, Merchandise sales and vendors, etc. These subcommittees need to 
participate in multi-subcommittee discussions and attend all hotel walkthroughs. A 
floor plan of the hotel, including seating capacities, is a necessary tool to help 
facilitate this process. An attitude of cooperation and collaboration is essential in 
these instances. 

 Subcommittees that need to provide input for the written program 
(Merchandise, F&E, and Registration) should be given a reasonable deadline to 
provide the necessary information to be included in the final draft. 

 A&G will work closely with Program to design and print Program fliers, contract a 
printer and assist in the design for the written convention program. 
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Helpful Suggestions: 

 Be sure to attend as many walk-throughs of the hotel as possible. This will ensure 
familiarity with the meeting space and give Program a clearer perspective on where 
to schedule each workshop. 

 For convenience to our members, each meeting room should have a sign or poster 
outside the room that announces the time and topic of each workshop being held in 
that room. Posters and/or signs can be created in cooperation with A&G. 

 Program members need to be sure that the early morning meetings on Saturday and 
Sunday are set up and ready to go on time (speaker(s) and chair are present, time 
and topic of workshop labeled outside of the door and taping equipment ready to 
record). 

 Check the meeting rooms often to be sure that the chair and speaker(s) are present, 
the format and readings are all there and that all is well. H&H could use 
cooperation with maintaining the cleanliness of meeting rooms. (i.e. straightening 
of chairs, trash disposal, etc.) 

 When passing archives on to the next RACNA, be sure to include any and all 
resources or materials that proved helpful in the planning of the convention. If 
some of these items are things you personally would like to retain, make copies for 
yourself and include the originals in the archives for future RACNA Program 
members. This enables the succeeding committee to reap the benefits of the 
experience, strength and hope of the members who came before them. 

 

 

The importance of the convention program cannot be over emphasized.  Simply put, the 
program IS the convention. Without a good program, the trouble and expense of putting 
on a convention is not justified.  Work as a team, have fun and remember our Purpose: 
to provide the best possible celebration of recovery for our members. 

 

 

 

 

Merchandising 

The Merchandising Subcommittee is responsible for the acquisition and sale of all 
commemorative items for RACNA. The subcommittee consists of a chair (elected by 
RASC), a vice-choir, a secretary (chosen from members of Merchandising), and voting 
members. Voting privileges are decided upon formation of the incoming subcommittee. As 
soon as possible, Merchandising should create a time-line for the planning year that 
includes all Merchandising duties with projected deadlines specified to complete each task. 
This timeline should be presented to RACNA as soon as it is developed. All expenditures 
need to be approved and receipts submitted to the Merchandising chairperson for 
reimbursement by RACNA treasurer. 
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Duties of the subcommittee may include the sale at Narcotics Anonymous events of the 
previous RACNA Convention's leftover merchandise. In some cases, sale of NA 
Conference approved literature and other items may be sold at the convention and the 
Merchandising Subcommittee may be asked to coordinate the purchase of and be 
responsible for the sale of those items. Prior to and during the convention, the 
Merchandising Subcommittee is responsible for the storage of all inventory in a secure 
location. 

The effort of any convention should be based strictly on the need to generate funds to 
ensure the success of the event. Too often the merchandising efforts detract from the 
primary focus of the convention. Our efforts to generate funds from our members should 
be based solely on what is necessary to ensure that the convention is successful. If 
RACNA finds that it is not necessary to generate considerable sums of money to cover 
expenses, then the merchandising effort should he kept to a minimum. Every convention 
wants to be able to provide commemorative items for the convention attendees, however, 
the efforts to do this should be done in such a way that a department store or flea market 
atmosphere is not created. The focus of any convention is the celebration of recovery. 

 

 The chairperson sets the meeting agenda, facilitates business, delegates 
responsibilities to the members, and attends all RACNA business meetings to 
report the subcommittee' s progress. 

 The vice-chairperson works closely with the chair and performs his/her duties in 
their absence. 

 The secretary is responsible for minutes (to be available at every business 
meeting), provides any forms needed to perform duties, and is responsible for 
upkeep and maintenance of the Merchandising archives. Copies of all materials 
that reflect the business of the Subcommittee (minutes, contracts, letters, motion 
forms, etc.) are to be included in the archives as resources for future Merchandising 
Subcommittee members. 

*Important Reminder: 

All members handling money and/or inventory will be required to sign the RASC 
Misappropriation and Theft Policy. 

Setting a Budget, Including Merchandising Proposals 

The Merchandising Subcommittee should be fairly business minded and have an 
understanding of our Twelve Traditions, especially regarding the sale of NA related items. 
A budget should be prepared consisting of the items to be sold and the related expenses. 
Attached to the budget should be a complete summary of information regarding the 
ordering, marketing and shipping of all items selected for sale at the convention (i.e. 
individual item prices, service charges, consignment agreement terms if applicable, and the 
time frames for obtaining the items). Careful consideration should be made in negotiating 
the purchase price of items selected for sale. Catalogues, brochures, contracts and the 
Subcommittee's recommendations for items to be sold should be included for 
consideration by RACNA.  A minimum of 3 different bid proposals from commemorative 
item printing vendors are submitted for final approval by RACNA.  Once the vendor is 
chosen, quantities of items to order should be determined based on projections gleaned 
from previous convention sales. Also, item quality, shirt material and color schemes are 
subject to approval by Convention Committee members and Merchandising 
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recommendations based on research should be provided to them. In the best of scenarios, 
all items selected by the Merchandising Subcommittee should be purchased outright by 
RACNA, however, in cases where funds are not available, then the possibility of a 
consignment agreement or advanced credit should be investigated. This will ensure that all 
merchandising done at the convention be handled by the Merchandising Subcommittee. 

 

Handling Funds 

Merchandise has the responsibility of handling income from merchandise sales. The 
subcommittee needs to work closely with the RACNA treasurer to establish procedures for 
keeping accurate financial records and ensuring that safeguards are in place to protect our 
NA funds. A receipt book should be kept and maintained for all monetary transactions. It 
is imperative that procedures for handling the proceeds obtained through merchandise 
sales are developed, followed closely and the funds and inventory are handled responsibly. 
Accounts and balances must be monitored closely and 2 or more committee members 
present whenever counting any money. On a regular basis and as soon as possible, any 
funds generated by merchandise sales should be collected by and/or turned over to the 
RACNA treasurer accompanied by updated detailed financial and inventory records. 
Procedures for the handling of money during the convention are spelled out in detail in the 
Treasurer's section of these guidelines. 

 

  

Commercial Vendors 

The practice of allowing commercial vendors to sell their products at an NA convention 
violates our 6th Tradition and many feel it should be strongly discouraged. Any time there 
is a person or group of people selling merchandise at an NA convention, other than the 
Merchandising Subcommittee, we are, in fact, sanctioning the idea that it is all right for 
individuals to generate personal profit from our members in the name of the Fellowship. 
Any funds generated from an NA convention should be used to further enhance our 
Fellowship either locally or world-wide. 

If RACNA determines that outside vendors will be allowed, Merchandise needs to bring 
their suggestions to RACNA for final approval before they will be invited to sell at our 
convention. Those invited should be confined to selling NA related items only and most 
importantly, they need to possess a vendor's license from the Narcotics Anonymous 
World Service Office (WSO) according to the Fellowship Intellectual Property Trust 
(FIPT). These vendors should provide a current, up-dated copy of their WSO license for 
the Subcommittee's approval. In addition, vendors should provide in writing an agreement 
that includes a shared percentage of profits to be donated to RACNA upon conclusion of 
the convention. 

 

Alternative Merchandise Sales 

On occasion there will be committee representatives from other conventions or similar 

activities (i.e. home groups, areas, regions, subcommittees) at our convention. Many times 
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these committees would like to sell items from a previous or upcoming NA event or from their 

efforts to attract support for their subcommittees. This should be allowed as long as it does not 

conflict with the merchandising effort of RACNA.  It is customary for the convention to 

receive advance notification from a sponsoring committee of their intention to sell items at our 

convention. More importantly, it is imperative that any individual selling merchandise have a 

letter of permission from their sponsoring home group, area, region, etc. This documentation 

needs to be provided to the Merchandise chairperson before permission is granted to 

participate in Alternative Merchandise sales. 

 

One very practical approach is to establish a specific time and place for these alternative 

merchandise sales and never should be allowed during the convention. It is usual practice to 

establish these hours upon the conclusion of the Sunday Main Speaker meeting. This not 

only simplifies the situation for the sponsoring committee, but also allows conventioneers 

the opportunity to purchase items from these committees at one time and in one place. Be 

mindful of addicts who may attempt to sell prior to the official Alternative Merchandise 

hours. This practice should be prohibited and not allowed. Members discovered to be 

selling Alternative Merchandise without permission from their sponsoring bodies or selling 

prior to official Alternative Merchandise hours will be asked to cease immediately or be 

subject to removal from the convention site. These guidelines need to be communicated to 

all members requesting permission to participate in Alternative Merchandise. 

 

Opportunities to Collaborate with Other Subcommittees 

 A&G: Merchandising may want to work closely with and include A&G while 
negotiating with the merchandise vendor. The logo will be reproduced for printing on 
several items and to ensure that the artistic integrity of the logo is not compromised 
A&G may want to be a part of any artistic decisions, particularly final color and quality 
choices of shirts, mugs, etc. 

 H&H: H&H assists Merchandising by providing space for the merchandising store, 
space and/or a floor plan for set up and sales for our invited commercial vendors and 
may need to negotiate with the hotel for a secure location to lock vendors' items after 
selling. In addition, H&H will provide a space for set up and sale of Alternative 
Merchandise on the final Sunday of the convention. 

 Registration: While negotiating with the merchandise vendors, catalogues should be 
shared with the Registration Subcommittee in order for them to determine items to be 
included in registration packets. 

 Program: Hours and the location of the merchandise store need to be communicated to 
the Program Subcommittee for inclusion in the written program. 

 

After the Convention 
Upon conclusion of the convention, a detailed statement of remaining inventory is provided to 

RACNA at the final business meeting along with the turnover of all leftover merchandise. A 

complete set of records showing all subcommittee orders for merchandise, expenditures, and 

sales at the convention should be provided to the RACNA treasurer to assure accountability 

for all merchandise and expenditures. The RACNA chairperson needs to include an accounting 

of these records in his final convention report to the RASC. 
 
Helpful suggestions: 
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Develop a schedule of work shifts and work teams for ''manning" the merchandise store.  

Be sure to keep a running inventory as you make sales. This will help with each day's tallies 

and with final counts. Personal recovery always comes first and you should do your part to 

make sure that you and your fellow members do not bum out over the pressure of handling 

money. 


