
SWCCNA of Florida Policy
I. PURPOSE
· The purpose of the South West Coast Convention of Narcotics Anonymous of Florida (SWCCNA) Board of Directors (BOD) shall be to assume the financial and contractual responsibilities of the annual convention.

· These responsibilities shall be carried out in full accordance with the Bylaws of SWCCNA of Florida, Inc., and in a manner consistent with the Twelve Traditions and Twelve Concepts of Narcotics Anonymous.

· All Directors and Officers of this Corporation are subject to and will abide by:
   a) The Twelve Traditions and Twelve Concepts of Narcotics Anonymous;
   b)  All decisions, motions, & policies adopted as they pertain to the Corporation and its responsibilities.

· The Board of Directors acts as the fiduciary and administrative body responsible for safeguarding the convention’s fiscal integrity, entering into contracts, and ensuring the operational continuity of the South West Coast Convention of Narcotics Anonymous of Florida (SWCCNA).

· The funding of SWCCNA shall be generated by the means of fund raising. No 7th tradition money will be used for this convention. Once the bank account exceeds the budget needed for the convention, equal distributions will be made to the four areas.	

II. MEMBERSHIP
· The Board of Directors (BOD), max. 16 members.
a. President
b. Vice President
c. Secretary
d. CFO
e. Alternate CFO
f. [bookmark: _Hlk213698564]Area Representatives (AR) (4) (Shark Coast, Peace River, Gulf Coast, & Sunset Coast)
g. Unity Day Representative
h. Host Chair
i. Vice Chair
j. IT Coordinator
k. Site Selection/Hotel Liaison
l. 2 (two) General Directors

· All BOD members shall be elected within the 4 areas (Shark Coast, Peace River, Gulf Coast, Sunset Coast) representing the South West Coast Convention of Narcotics Anonymous of Florida (SWCCNA), in accordance with the established procedure.
a) Nine (9) BOD members are elected in an alternating cycle. Five (5) in the first cycle “even numbered years”, and four (4) in the second cycle “odd numbered years”, this will allow for an experience overlap.
b) The term for the BOD positions is 2 years, except for the Area Representatives which will be a 1 (one) year term.
c) At startup BOD1 will be a 3 year term, and BOD2 will be a 2 year term to allow the proper alternating cycle to begin from there. (this is a temporary policy)
· No elected BOD member shall concurrently hold a SWCCNA Host Committee position, with the exception of the Host Chair and Host Vice Chair. 
· Each year within 60 days of the conclusion of the convention, the BOD shall elect from among its members the following officers:
a. President
b. Vice President
c. Secretary
d. CFO
e. Alt CFO
f. IT Coordinator
g. Site Selection/Hotel Liaison

· Nominations for open BOD positions shall be accepted any time a position is open. 
· All open positions shall be sent back to the 4 areas to solicit nominations.
· All BOD members shall be required to attend all scheduled meetings.
· Meeting attendance is required for all positions. Though it is encouraged to meet in person, zoom or other hybrid options shall also be made available.  
· No BOD member shall exceed 3 terms. 
NOTE: Host Chair and Vice Chair positions are not considered a term.
· All BOD members must take a one-year hiatus at the conclusion of the term limits.

· REMOVAL OF DIRECTORS 
a) The BOD may declare vacant the office of any incumbent Director who has relapsed, and/or misappropriated funds.
b) Missed three consecutive meetings, or five in a twelve-month period.
c) No Director shall be removed without cause. 
d) The vote necessary to remove any Director on any of the foregoing causes shall be 2/3 of the other Directors present at a duly held meeting at which a quorum is present. 

For the purpose of this convention, clean time is defined as complete abstinence from all mood and mind altering substances (including alcohol, marijuana, Drug Replacement Therapy (DRT), Medication-Assisted Treatment (MAT). ect.) All members serving on the convention committee, subcommittees, or participating as speakers will be asked to affirm that they meet the clean time requirements outlined in this policy. Any questions regarding clean time eligibility that are not specifically addressed in this policy will be resolved by the convention committee in accordance with NA fellowship approved literature and the group conscience of the committee.
III. Qualifications for the BOD
ALL BOD members shall have a working knowledge of the 12 Steps and 12 Traditions.

· President: Minimum of five (5) years clean time, two (2) years’ service experience on a convention committee.

· Vice President: Minimum of four (4) years clean time, one (1) year service experience on a convention committee.

· Secretary: Minimum of two (2) years clean time, one (1) year service experience.

· CFO: Minimum of five (5) years clean time, one (1) year service experience on a convention committee and accounting skills.

· Alt CFO: Minimum of Four (4) years clean time, one (1) year service experience on a convention committee and accounting skills.

· IT Coordinator: Minimum of three (3) years clean time, one (1) year service experience and IT technical skills & knowledge.

· Site Selection/Hotel Liaison: Minimum of three (3) years clean time, one (1) year service experience service experience on a convention committee and business or administrative background skills.

· General Directors: Minimum of two (2) years clean time, one (1) year service experience.
a. Area Representatives (4) (Shark Coast, Peace River, Gulf Coast, & Sunset Coast)
b. Unity Day Representative
c. General Director (2)


IV. DUTIES OF THE BOD
President
a. Presides at all meetings of the BOD.
b. Serves as a primary signer on the SWCCNA of Florida, Inc. bank account.
c. Acts as the primary liaison between SWCCNA of Florida, Inc. and the Host Committee.
d. Serves as the authorized signer on ALL contracts between the Corporation and hotels, vendors, and other service providers, upon approval of the BOD and the Host Committee.
e. Shall be a managing member on the filing with the Division of Corporations with the state.
f. Prepares and submits monthly reports to the BOD and the Host Committee Chairperson regarding ongoing negotiations and pending matters.
g. Votes only in the event of a tie.
h. Shall attend all scheduled BOD meetings.

Vice President
a. Assumes the responsibilities of the President in the event of the President’s absence.
b. Assists the President in overall coordination of BOD activities.
c. Serves as the secondary liaison between the BOD and the Host Committee
d. Serves as a cosigner on the SWCCNA of Florida Inc. bank account.
e. Prepares a monthly report to the President detailing BOD liaison activities, to be included in the President’s report to the BOD.
f. Responsible for collecting and inventorying all of the Host Committee electronic devices, banners, hospitality supplies, merchandise, registration supplies and any other items left over at the conclusion of the annual convention and has it transferred to storage for next year’s convention. 
g. Shall attend all scheduled BOD meetings.

 Secretary
a. Records all the BOD meetings.
b. Shall be a managing member on the filing with the Division of Corporations with the state.
c. Maintains all BOD minutes and files and distributes the minutes to the BOD and the Host Committee within two (2) weeks following each BOD meeting.
d. Shall attend all scheduled BOD meetings.

4. Chief Financial Officer (CFO)
a. Maintains all corporate bank accounts.
b. Ensures all monthly, bi-monthly and yearly bills are paid.
c. Prepares and distributes monthly financial reports.
d. Works with the Host Committee in preparing budgets for each subcommittee.
e. Maintains all files of receipts documenting expenditures of corporate funds and collaborates with the Host Committee Treasurer in maintaining Host Committee financial records and bank account.
f. Shall be a managing member on the filing with the Division of Corporations with the state.
g. Coordinates the transfer of funds from the BOD to the Host Committee as needed.
h. Monitors balance in the Host account should not exceed $2000.
i. Ensures that checks received at SWCCNA events include a valid address and phone number.
j. All SWCCNA funds (Host and BOD) shall be deposited into the bank account within seventy-two (72) hours after events. 
k. Oversees all credit & electronic transactions, processing accounts, and systems, including online purchases.
l. Provides the Secretary with all required backup files.
m. Shall attend all scheduled BOD meetings.
5. Chief Financial Officer Alternate (CFO Alt)
a. Shall assume all responsibilities in the event of the CFO absence.
b. Shall assist the CFO in overall coordination of CFO fiduciary duties.
c. Shall attend all scheduled BOD meetings.

6) SITE SELECTION/HOTEL LIAISON

a) The site selection committee is comprised of three (3) to four (4) Board members including the Board President and the Site Selection/Hotel Liaison.  The Board President presides over this committee.
b) This committee should contact perspective hotels, hopefully 2 and 3 years out to get better room rates and sufficient conference halls for large meetings, workshops and banquet rates. If possible, multiple-year contracts can be secured for even better rates.
c) When negotiating the contract, have it put in writing that the host venue will supply all in-house equipment such as easels, pads, risers, podiums, microphones, tables and skirts etc. Being sure that all audio/visual equipment is included or added in this contract as well.
d) Parking accommodation and the hanging of the banners in the main hall should be part of the contract.
e) Banquets and or Buffets are some of the ways we pay for the hotels. Negotiate reasonable prices for those food and beverage services, as that will determine how successful it will be. 
f) Try to keep room set-ups for the workshops and meeting spaces to remain the same throughout the convention as much as possible.  This way all the host venue will need to do is refresh the rooms during breaks.
g) The option to hold a banquet will be voted on by the BOD as recommended by the Host Committee on a yearly basis.
h) No rooms or meals shall be accepted by any board member or host committee member. The comp rooms received are to be used for negotiations with our speakers, vendors and raffles.
i) Try to negotiate monthly meeting space for the Host/BOD to meet.
j) Try to negotiate a space for a fundraiser at the hotel a month prior to convention.
k) As each year’s Host Committee starts up, the Host Committee Liaison is introduced to the Hotel management.
l) Shall attend all scheduled BOD meetings.

7. IT Coordinator
a. Maintains, updates, and administers the website as directed by the Host Committee and BOD.
b. Ensures that all website access codes, credentials, and administrative permissions are provided to the CFO, BOD and Host Secretary for secure archival.
c. Ensures the convention’s online store, electronic payment integration, shopping cart, and product listings are updated and functional along with the CFO.
d. Ensures all hyperlinks, internal pages, and external links remain current, valid, and functional.
e. Ensures secure storage, stewardship, and maintenance of all equipment issued by the committee.
f. Provides monthly written reports to the BOD, including website updates, online sales, technical issues, and upcoming needs.
g. Shall attend all scheduled BOD meetings.
8. Area Representatives (AR)
a. Area representatives (Shark Coast, Peace River, Gulf Coast & Sunset Coast.)
b. Serves as the convention Liaison to the respected Area Service Committees (ASC)
c. Collects and inventories ALL property of the convention such as electronic devices, hospitality, merchandise, registration supplies ect.  at the conclusion of the annual convention and transfers it to storage. 
d. Shall attend all scheduled BOD meetings.
9. Unity Day Representative  
a. Serves as the convention Liaison to the Unity Day Committee
b. Shall attend all scheduled BOD meetings.
10. General members
a. General members shall act as floating positions to be used by the BOD for the purpose of assisting other directors or the Host Committee as needed.
b. Can be pro-tempt to fill an open position on the BOD for a term not to exceed 90 days, with BOD approval. 
c. Shall attend all scheduled BOD meetings.

V. BOARD OF DIRECTORS RESPONSIBILITIES
Convention Site and Date
a. Approves the site and dates for the annual convention. (See Site Selection Policy for additional guidelines.) Upon approval of the areas.
Contracts
a. Approves and signs all contracts for hotels, merchandise, entertainment, and other services required to support the annual convention, following submission by the Host Committee and review by all BOD members.
Registration and Activity Pricing
a. Review and approves from the Host Committee all prices for preregistration, registration, banquets, and special activities for the annual convention.
Insurance
a. Obtains all required insurance for the annual convention and all convention-related fund-raisers.

Postal Services
a. Maintains the corporation’s official PO Box.
Taping Services
a. Review and approves from the Host Committees the taping company selected by the Program Committee. 
Host Committee Budget
a. Reviews the final budget submitted by the Host Committee and submitted to the Four Areas to be voted on.
Annual Financial Report
a. Submits a complete annual financial report within 90 days at the completion of the convention.
Alternate Store Vendors
a. Reviews the Host Committee selection of all alternate store vendors at the convention for the purpose of any conflict of items being sold by the Merchandise Committee as well as their current NAWS license.
Communications
a. Ensures that copies of all letters & electronic mailings regarding Board business received by any Board member are forwarded to the board Secretary.
Minutes and Voting Records
a. Ensures that all minutes include the disposition of motions, exact vote counts (except closed ballots), and identification of motion maker and seconder.
Bookkeeper/Special Worker
a. Retains a bookkeeper in addition to the CFO and Host Committee Treasurer.
b. Bookkeeper responsibilities (completed quarterly using QuickBooks) include:
c. Entering and categorizing checks, deposits, and maintenance fees.
d. Reconciling both the Board and Host Committee accounts.
e. Ensuring preparation, declaration, and/or timely payment of State sales tax if applicable and Federal taxes.
f. Performing additional duties as assigned.
g. Three (3) bids shall be solicited for bookkeeper services.
VI. IT COORDINATOR 
I. PURPOSE
a. The purpose of the IT Coordinator is to develop, maintain, and update the official SWCCNA website in accordance with the direction of SWCCNA of Florida, INC and the principles of the Twelve Traditions of Narcotics Anonymous.
b. The IT Coordinator provides accurate, timely, and accessible digital information for the fellowship, enabling communication and support for the annual convention and related activities.
c. The IT Coordinator shall coordinate with the Area/Regional Web Servant as needed to ensure continuity of service, consistency of content, and adherence to NA service standards.

II. DUTIES AND RESPONSIBILITIES OF THE IT COORDINATOR
a) Maintains, updates, and administers the SWCCNA website as directed by the SWCCNA Host Committee and BOD
b) Ensures that all website access codes, credentials, and administrative permissions are provided to the SWCCNA BOD Secretary for secure archival.
c) Ensures the convention’s online store, shopping cart, and product listings are updated and functional.
d) Ensures all hyperlinks, internal pages, and external links remain current, valid, and functional.
e) Ensures secure storage, stewardship, and maintenance of all equipment issued by the committee.
f) Provides monthly written reports to the Host Committee and BOD, including website updates, financial activity related to online sales, technical issues, and upcoming needs.
g) Create and maintain administrative position emails.
h) Must attend all scheduled meetings.
III. WEBSITE CONTENT 
The SWCCNA website shall contain, at minimum, the following content:
a. Announcements and time-sensitive information
b. Fundraisers, registration details, convention information, downloads
e. Committee contact information (role-based email addresses only)
g. Hyper-links to NA-approved websites
h. Hyper-links to the four participating areas.
i. Privacy notice
j. Search functionality
k. Site index/table of contents

IV. TECHNICAL GUIDELINES
Website Access
Usernames and passwords for administrative access shall be held by:
a. IT Coordinator
b. BOD Secretary
c. SWCCNA Chair
d. SWCCNA Vice Chair
File Standards
a. Documents for download should be available in multiple formats (TXT, RTF, PDF) whenever possible.
b. All downloadable files must be virus scanned prior to posting.
 Link Integrity
a. External hyperlinks must be checked monthly for integrity and appropriateness.
Technical Skill Requirements
a. Shall demonstrate the ability to manage HTML, PHP, and basic website administration.
Search Engine Registration
a. Website registration with major search engines shall be reviewed every three (3) to six (6) months.


Accessibility Standards
a. Font sizes must ensure usability across platforms.
b. Alternate-text tags must be used for all images.
Backup & Archives
a. The IT Coordinator shall maintain regular and frequent backup copies of the website.
b. Backup media must be accessible to other authorized trusted servants.
c. Backups are required for archives and disaster recovery purposes.
Email Systems
a. Email accounts shall be role-based (e.g., chair@swccna.org).
b. Additional accounts may be created for specific subcommittee needs.
c. The IT Coordinator manages all SWCCNA email accounts.

V. GENERAL GUIDELINES & POLICIES
a. External hyperlinks shall connect only to NA-approved websites with the exception of the Host Hotel.
b. Hyper-links provided for the four participating areas.
c. Personal recovery content (e.g., newsletters, opinion-based writings) shall not be posted.
d. Images of identifiable individuals shall never be used.
e. Merchandise sales on the website occur only at the direction of the SWCCNA Committee.
f. Requests for literature purchases shall be referred to Narcotics Anonymous World Services (NAWS) or any NA approved Regional Service Office.

VI. END-OF-CONVENTION PROCEDURES
a. Update the website timeline and archive all convention-related documents.
b. Ensure all digital records, backups, and physical binders are transferred to the BOD Secretary.


HOST COMMITTEE
This body shall be known as the Host Committee of the South West Coast Convention of Narcotics Anonymous of Florida (SWCCNA) and shall operate under the SWCCNA of Florida, Inc. Board of Directors, who in turn is directly responsible to the Four Areas.
(a) Purpose
The purpose of the Host Committee is to coordinate and conduct the annual South West Coast Convention of Florida of Narcotics Anonymous.
The Host Committee consists of members from the following areas:
· Shark Coast
· Peace River
· Gulf Coast
· Sunset Coast

(b) Host Committee Elections
The Hosting area will alternate each convention between the four areas. No area will host two consecutive years (though the convention maybe held at the same sight two years in a row). The hosting area has first priority in filling the elected convention positions, except for the chair position which shall be filled by the Vice Chair having a vote of acclimation. In the event that nominees from the Host area do not fill all subcommittee positions, nominees from outside the Host area may fill them. 
Elections shall be held at the BOD meeting directly following the convention, time to be determined. The BOD, the existing Host Committee, shall elect all Host Committee positions. As each position is filled, they too shall be part of the voting process. Elections shall be announced at the current convention and on all active SWCCNA social media platforms.
Any administrative member or subcommittee chair who is absent for two consecutive meetings without notice will have their position opened for re-election at the third meeting. The Host Committee will conduct the re-election. Any member missing three meetings in a row even with notice can be called upon by the Host Committee to verify if they are able to fulfill that position. 
(c) Composition
The Host Committee admin shall be made up of:
· Chairperson
· Vice-Chairperson
· Secretary
· Treasurer
· Hotel Liaison
Subcommittees include:
· Arts & Graphics 
· Auction
· Convention Information
· Entertainment & Fundraising 
· Hospitality
· Marathon 
· Merchandising 
· Programing 
· Registration 
· Serenity Keepers

(d) Meetings
The Host Committee meets monthly beginning with its formation, and weekly during the month prior to the convention.
All meetings shall:
· Be held at a regularly scheduled time and place, preferably at the main convention site, (meeting attendance is required for all positions. Though it is encouraged to meet in person, Zoom or other hybrid options shall also be made available).
· Follow the current SWCCNA guidelines.
· Use Robert’s Rules of Order for additional guidance if needed.
The purpose of these meetings is to share information and coordinate the planning of the convention.
Meetings are open to all members. Every effort should be made to encourage participation and support from the fellowship.
· Voice on the floor: Host Committee members and SWCCNA Board members.
· Voting members: Host Committee (Chair votes only in the case of a tie).
· Other NA members may have a voice only at the discretion of the Chair.
(e) Initial Responsibilities
The first responsibility of the Host Committee shall be to select the theme and logo for the convention.
Afterwards, work shall begin on the pre-registration flyer. Each subcommittee chairperson should:
· Form their respective committees.
· Works with the BOD liaison on time schedules, budgets, and other logistics as needed.
· Submit reports, recommendations, and relevant details related to their area of responsibility.
(f) Financial Procedures
· A beginning balance of $1000 from the BOD. All income from fundraising and other collected funds balance should not to exceed $2000. 
· GO TO duties of the treasurer for a more detailed breakdown.
(g) Theme and Logo Submission
The Host committee shall petition the fellowship for theme and logo submissions.

SUBCOMMITTEES
A. General Qualifications
1. Subcommittee Chairpersons shall meet the general qualifications as outlined in these guidelines.
2. Prior service experience and relevant personal qualifications should be considered prior to election or appointment to any Subcommittee Chair position.
3. Each Subcommittee shall have specific service responsibilities and must adhere to all policies and procedures that have been established.

B. Commitment and Structure
1. Subcommittees are vital to the overall success and integrity of the SWCCNA.
2. Members who are unable to fulfill their commitments or responsibilities shall expect to be replaced in a timely and respectful manner.
3. A relapse shall result in the automatic replacement of any Admin or Subcommittee Chairperson.
4. Each Subcommittee shall have one (1) Chairperson, who will recruit and organize their respective committee members.

C. Accountability and Reporting
1. Each Subcommittee Chairperson shall be directly accountable to the Host Committee.
2. Subcommittee Chairpersons are responsible for:
a. Tracking the progress and performance of committee members.
b. Ensuring all assigned tasks and responsibilities are completed as directed.
c. Maintaining accurate and organized records of meetings, communications, and committee activities.
d. Including detailed financial reports, expenditures, and projected needs with each regular committee report.
3. Subcommittees shall submit written reports to the Host Committee on a monthly basis.


D. Cooperation and Approval
1. Subcommittees shall maintain open communication and cooperation with one another in all matters relating to convention planning and execution.
2. Mutual respect, teamwork, and collaboration are essential for success.
3. All Subcommittee actions, plans, and expenditures are subject to review and approval by the Host Committee.
4. Any contractual obligation, financial commitment, or vendor agreement must be signed by the SWCCNA BOD before execution.
REQUIREMENTS FOR HOST COMMITTEE ADMINISTRATION

For the purpose of this convention, clean time is defined as complete abstinence from all mood and mind altering substances (including alcohol, marijuana, Drug Replacement Therapy (DRT), Medication-Assisted Treatment (MAT). ect.) All members serving on the convention committee, subcommittees, or participating as speakers will be asked to affirm that they meet the clean time requirements outlined in this policy. Any questions regarding clean time eligibility that are not specifically addressed in this policy will be resolved by the convention committee in accordance with NA fellowship approved literature and the group conscience of the committee.
A. Qualifications
ALL Host Committee members shall have a working knowledge of the 12 Steps and 12 Traditions.
1. Chairperson – Minimum of four (4) years clean time and two (2) years of prior convention or equivalent chairperson experience.
2. Vice-Chairperson – Minimum of three (3) years clean time and one (1) year of prior convention or equivalent chairperson experience.
3. Secretary – Minimum of one (1) year clean time.
4. Treasurer – Minimum of four (4) years clean time and one (1) year of prior experience as area or committee treasurer.
5. Hotel Liaison – Minimum of four (4) years clean time and one (1) year of prior convention experience.



DUTIES OF HOST COMMITTEE ADMINISTRATION

A. Chairperson
1. Presides at all Host Committee meetings.
2. Attends all SWCCNA BOD meetings as a voting member.
3. Prepares and distributes an agenda for each meeting.
4. Ensures that all Host Committee members are informed of any sudden changes to meeting times and/or locations.
5. Serves as a co-signer on the Host Committee bank account.
6. Votes only in the event of a tie.
7. Provides an updated report to the SWCCNA BOD each month, including subcommittee meeting times, locations, and any updates needed for coordination with BOD liaisons.
8. Interprets and clarifies policy guidelines as needed during Host Committee meetings.
9. Supports and empowers Subcommittees to perform their duties, providing guidance and direction as needed.
10. Facilitates open discussion on major issues prior to calling for a vote.
11. The Host Committee Chairperson shall serve no more than one (1) consecutive term.


B. Vice-Chairperson
1. Assumes the responsibilities of the Chairperson in their absence.
2. Attends all SWCCNA BOD meetings as a voting member.
3. Assists the Chairperson in coordinating the overall activities of the Host Committee.
4. Serves as the secondary liaison between the Host Committee and the SWCCNA BOD.
5. Acts as a co-signer on the Host Committee bank account.
6. Coordinates with Subcommittee Chairpersons to ensure that all guidelines, policies, and deadlines are met.
7. By a vote of acclamation by the SWCCNA Board of Directors, the Vice-Chairperson shall serve as the Chairperson of the following year’s SWCCNA Host Committee.
8. Maintains regular contact with all Subcommittee Chairs to ensure that they have the support, resources, and information necessary to fulfill their duties.
9. Must attend all host committee meetings.

C. Secretary
1. Maintains and distributes minutes of all Host Committee meetings to both the Host Committee and the BOD President.
2. Maintains an organized file of all Host Committee and Subcommittee meeting minutes.
3. Maintains a secure archive of all Host Committee correspondence and historical documentation for future reference.
4. Must attend all host committee meetings.
D. Treasurer
1. Maintains and manages the Host Committee bank account.
2. Serves as a co-signer on the Host Committee bank account.
3. Keeps accurate and up-to-date records of all income and expenditures.
4. Works collaboratively with the SWCCNA Chief Financial Officer (CFO) to develop and monitor budgets for each Subcommittee.
5. Responsible for the payment of all Host Committee/BOD approved expenses.
6. During the convention, in coordination with the CFO, oversees the collection, documentation, and deposit of all convention-related funds.
7. Coordinates with the Entertainment Committee Chairperson for the collection and deposit of funds from all fundraisers throughout the year.
8. Coordinates with the Merchandising Committee Chairperson for the collection of funds from merchandise sales and ensures that an accurate monthly inventory is maintained.
9. Prepares a detailed financial statement at the conclusion of the convention, to be presented by the Host Chairperson at the next SWCCNA Board meeting.
10. All monies collected by any Host Committee Chairperson shall be turned over to the Host Treasurer prior to the next Host Committee meeting.
11. The Host Treasurer shall issue a receipt for each transaction and record it on the monthly financial report.
12. The Host Treasurer or the SWCCNA CFO shall deposit all collected funds into the bank account within seventy-two (72) hours of receipt.
E. HOTEL LIASON
1. Hotel Liaison and BOD President are the only ones authorized to speak with the host venue staff. Only the BOD President can get authorization to change or add anything that adds to the cost as requested by the Host Committee. This will eliminate confusion and misinformation within the committee, fellowship and host venue staff.
2. Works with the host venue on the coordination of Monthly Host/BOD meetings and the special event held prior to the convention.
3. Shall work with host venue in scheduling 2 walkthroughs for the host committee and BOD Site selection/Hotel Liaison.
4.  Contact the reservation department with and or by the registration chair once a month, prior to Host meeting from the signing of the contract until three (3) months prior to the convention, then on a weekly basis, if deemed by the Host Committee, from two (2) months prior until the convention, to keep abreast of the reservation progress. 
5. The Hotel Liaison is responsible for the coordination of all activities, event space, scheduling and availability in the hotel during the convention, as well as arranging all set-ups with the BOD President or Site selection Chair, at meetings (number of chairs, rooms, times, sequences, microphones, types of set-ups, podiums, risers, tables, etc.). 
6. See if they will extend the gift shop hours to at least 11:00 p.m. on Friday and Saturday and the coffee shop until at least 2:00 a.m. as long as there is not any additional cost.
7. At the end of the Convention update timeline and make sure that all documentation and Binders are handed to the BOD Vice President.
8. Must attend all Host Committee Meetings.

DUTIES OF SUBCOMMITTEES
ARTS & GRAPHICS SUBCOMMITTEE
Responsibilities
1. Minimum of one (1) year clean time.
2. Coordinate and oversee all artistic and graphic designs associated with the convention, including but not limited to:
· Themes and logos
· Convention banners (4’x8’, 6’x8’, or 6’x6’ with grommets)
· Flyers, tickets, posters, directional signs, decorative elements and other printed materials
3. Work closely with the Merchandising Subcommittee to design T-shirts, mugs, and all other merchandise as approved by the Host Committee.
4. Present a variety of theme and logo designs for Host Committee review and selection. Solicit artwork and theme ideas from the fellowship at large.
5. Ensure that no artwork includes depictions of drugs, paraphernalia, or any imagery contrary to the principles of Narcotics Anonymous.
6. Obtain a minimum of three (3) bids for all printing and design work including flyers, banners, and signage.
7. Upon approval by the Host Committee, forward all final designs to the BOD for review.
8. Assist with decoration planning and setup for the banquet with the Programming committee.
Arts & Graphics Timeline
Twelve (12) Months Prior:
· Form the subcommittee and elect a Vice Chairperson.
· Schedule regular meetings and notify the Host Vice Chair and BOD Liaison of meeting times and locations.
· Prepare and submit a report to the Host Committee.
· Petition fellowship for themes and logos.
Eleven (11) Months Prior:
· Design a pre-registration flyer and graphics for the website.
· Distribute flyers to the Region through the Host Chair.
· Upon approval by the Host Committee and BOD, coordinate with the Merchandising Committee for pre-convention T-shirt production.
· Provide design assistance to any subcommittee needing flyers, tickets, or posters.
· Prepare report for the Host Committee meeting.

Ten (10) Months Prior:
· Continue design work and report progress to the Host Committee.
Nine (9) Months Prior:
· Present all artwork and themes collected to the Host Committee for selection of the convention logo and theme.
· Prepare report for the Host Committee meeting.
Eight (8) to Five (5) Months Prior:
· Obtain three (3) quotes for banners and decorations.
· Present bids for approval and place orders following Host and BOD approval.
· Prepare monthly reports for the Host Committee.
Four (4) to Three (3) Months Prior:
· Obtain three (3) bids for banquet decorations.
· Design and order signs and tickets for all events.
· Coordinate with the Hotel Liaison to determine signage provided by the hotel.
· Prepare report for the Host Committee meeting.
Two (2) Months Prior:
· Design pre-registration flyer for the following year’s convention for Host and BOD approval.
· Prepare report for the Host Committee meeting.
One (1) Month Prior:
· Produce and distribute pre-registration flyers.
· Complete all centerpieces for the banquet.
· Continue to assist other subcommittees with design work.
· Prepare report for the Host Committee meeting.
Post-Convention:
· Update the Arts & Graphics Timeline and turn over all documentation and binders to the BOD Vice President.
· Outgoing members are encouraged to attend Host Committee elections to offer guidance and support to newly elected members.
· Should attend host committee elections following convention for voting purposes and assist newly elected members. 

 
AUCTION SUBCOMMITTEE
 Purpose
The Auction Subcommittee is responsible for organizing and conducting the auction held during the annual SWCCNA convention. This includes solicitation, inventory, recordkeeping, and the secure handling of all funds received.
 Responsibilities
1. Minimum of two (2) years clean time.
2. Create, print, and distribute flyers (including through website postings and email blasts) requesting merchandise donations from the NA fellowship.
3. Maintain detailed and accurate records of all merchandise received, including items carried over from previous conventions.
4. Receive one (1) of each item from the prior year’s merchandise, if available, to include in the current year’s auction.
5. Ensure that all funds collected during the auction are handled by the Auction Chairperson, Treasurer, and designated committee members only.
6. Conduct the auction using numbered paddles and a corresponding tally sheet to track bids.
7. Store all unsold items securely in the designated SWCCNA storage unit for use in the following year’s auction.
8. Confirm the auction schedule and time slot in coordination with the Convention Committee.
9. Shall attend all Host Committee meetings.
Auction Timeline
Twelve (12) Months Prior:
· Form the subcommittee and elect a Vice Chairperson.
· Schedule regular meetings and notify the Host Vice Chair and Board Liaison of meeting times and locations.
· Prepare report for the Host Committee meeting.
Nine (9) to Six (6) Months Prior:
· Collaborate with the Arts & Graphics Subcommittee to design and distribute electronic and or printed flyers requesting auction donations.
· Prepare report for each Host Committee meeting.
Four (4) to Two (2) Months Prior:
· Update and maintain an inventory list of all items received.
· Create numbered bid paddles and a tracking spreadsheet.
· Recruit at least four (4) trusted servants for the auction, including one (1) auctioneer and three (3) assistants for presenting and auction item distribution.
· Prepare report for the Host Committee meeting.
One (1) Month Prior:
· Organize all auction items and verify inventory.
· Prepare final pre-convention report for the Host Committee meeting.
Post-Convention:
· Update the Auction Timeline and turn over all records and binders to the BOD Vice President.
· Should attend host committee elections following convention for voting purposes and assist newly elected members. 
CONVENTION INFORMATION (CI) SUBCOMMITTEE
Purpose
The Convention Information (CI) Subcommittee is responsible for communicating details about SWCCNA to the fellowship, as well as providing information services during the convention.
1. The CI Subcommittee shall operate in cooperation with the four areas and other SWCCNA subcommittees as necessary.
2. All activities must adhere strictly to the Twelve Traditions of Narcotics Anonymous.
3. The CI Subcommittee serves as the primary conduit for convention-related information to the fellowship, H&I, press, and visiting members.
 Responsibilities
Pre-Convention Communications
1. Minimum of two (2) years clean time.
2. Notify all hospitals and institutions within the four Areas as well as NAWS at least 180 days prior to the convention date as approved by the host committee.
3. Maintain a comprehensive list of hospitals and institutions in the four areas, including:
· Contact person
· Email address
· Phone number
· Physical address
4. Store the contact list in the Convention Information Binder for use by future CI Subcommittees.
5. Submit convention information to:
· All Area and regionally endorsed newsletters
· Regional Delegates (RDs) internationally via email or website (coordinate with RD for the contact list)
6. Follow up with all contacts regularly (bi-monthly) via email or phone until the convention.
7. Must attend all host committee meetings.
Press and Media Relations
1. Any press or media inquiries shall be directed to BOD president and or Host committee chair immediately.
On-Site Convention Information
1. Set up and manage an information table at the convention, providing:
· NA literature
· Meeting lists
· Area maps
· Local restaurant and destination information for visiting members
2. Clearly mark the table for press check-in and provide guidance for media inquiries.
3. Coordinate with the Regional PR chair for the PR booth to be set up at the convention as per the host committee.
Treatment Center Letter :

SWCCNA 
P.O. Box XXXXXX
XXXXX, Florida XXXX

FACILITY NAME						DATE
ADDRESS
ADDRESS

	RE: SWCCNA

Dear Director:

We are pleased to announce that the Southwest Coast Convention of Narcotics Anonymous (SWCCNA) will be held in City, Florida this year on Date.  The convention is being held at the Hotel, Address. Our hope is to carry a message of recovery to addicts who want to get clean and find a new way to live, after the treatment center and or institution. The convention will have daily workshops, nightly speaker meetings, dances, pool parties and overall good clean fun.  For further information please see the enclosed flyer or visit our website at SWCCNA.ORG. 

Please consider this letter an invitation to the residents of your facility.  While there is a registration fee, we do have provisions for facilities wishing to bring their residents to our event. and would be glad to discuss the possibility of accepting a small donation for your residents to attend.  If you are interested in making this type of arrangement, please contact us at the number listed below.

Should you have any questions or need further information, please give us a call.  We look forward to seeing you and your residents at the convention. 

In Loving Service,
Name
Title
Contact Phone #
SWCCNA
CONVENTION INFORMATION SUBCOMMITTEE TIMELINE
 Twelve-Month Operational Timeline
12 Months Prior to Convention
1. Form the Convention Information Subcommittee and elect a Vice Chairperson.
2. Schedule regular committee meetings.
3. Provide meeting dates and locations to the Host Committee Vice-Chair and Board Liaison.
4. Prepare and submit report to the Host Committee.
11 Months Prior to Convention
1. Submit postings to ALL Narcotics Anonymous related digital platforms and local areas:
· Speaker tapes requests
· Logo and theme submissions
· Auction merchandise donations
2. Post early convention announcements including pre-registration details.
3. Prepare and submit report to the Host Committee.
10 to 8 Months Prior to Convention
1. Continue regular subcommittee meetings.
2. Prepare and submit monthly reports to the Host Committee.
7 Months Prior to Convention
1. Coordinate with the Hotel Liaison to meet with the hotel concierge and obtain a detailed hotel layout.
2. Prepare and submit report to the Host Committee.
6 Months Prior to Convention
1. Post updated convention announcements with registration information on NAWS and other regional websites.
2. Contact local H&I Subcommittees for a list of treatment centers, including contact information.
3. Draft and present a Convention Information Letter for approval by the Host Committee.
4. Upon approval, send letters or emails with registration flyers attached.
5. Prepare and submit report to the Host Committee.
5 Months Prior to Convention
1. Request Public Relations booth and literature racks from the Regional PR Subcommittee Chair.
2. Collaborate with Arts & Graphics to create a volunteer recruitment flyer.
3. Prepare and submit report to the Host Committee.
4 Months Prior to Convention
1. Notify all hospitals and institutions within the four areas of the upcoming convention.
2. Present volunteer flyer for Host Committee approval. Upon approval, distribute copies to the Host Chair for distribution through the BOD President and the four areas.
3. Conduct an email blast with the approved flyer.
4. Contact treatment centers and institutions.
5. Develop a volunteer sign-up sheet with designated booth shifts and begin scheduling volunteers.
6. Prepare and submit report to the Host Committee.
3 Months Prior to Convention
1. Conduct an inventory of materials remaining from the previous year (e.g., display boards, literature racks, English/Spanish literature).
2. Order necessary additional literature or materials.
3. Continue scheduling volunteers for convention booth shifts.
4. Prepare and submit report to the Host Committee.
2 Months Prior to Convention
1. Follow up on treatment center correspondence and literature distribution.
2. Work with the Hotel Liaison and host committee to finalize booth location, ensuring adequate space and electrical access.
3. Continue filling volunteer time slots.
4. Prepare and submit report to the Host Committee.
1 Month Prior to Convention
1. Verify supplies (e.g., tape, stapler, laptop, post-it notes, markers, pens, scissors).
2. Finalize volunteer schedule.
3. Prepare and submit report to the Host Committee.
Post-Convention Responsibilities
1. Update the Convention Information Timeline with any revisions or improvements.
2. Ensure all documentation, binders, and records are turned over to the BOD Vice President.
3. Should attend host committee elections following convention for voting purposes and assist newly elected members. 
ENTERTAINMENT AND FUNDRAISING SUBCOMMITTEE
Purpose 
The Entertainment and Fundraising Subcommittee is responsible for planning and conducting events such as speaker jams, picnics, dinners, and other approved activities that promote unity and raise funds for the convention.

Responsibilities
1. Minimum of three (3) years clean time.
2. This committee shall collaborate with local Area Activities Committees to encourage participation and support from the four areas.
3. Events may include raffles and auctions; however, prizes must be limited to NA-related recovery items, convention registrations, banquet tickets, or hotel stays as approved by the Host Committee.
4. Cash prizes are strictly prohibited at all convention-related events.
5. Must attend all host committee meetings.

 Pre-Convention Fundraising
1. Multiple fundraisers shall be held within the four areas to create unity and awareness for the convention. It is important to have a variety of events to appeal to the fellowship.
2. At least one fundraiser shall be held at the host hotel approximately one (1) month prior to the convention if possible.
3. The purpose of this event is to generate excitement, promote registration, and familiarize members with the convention facility.
4. The Chairperson shall maintain regular contact with the four area Activities Chairs to coordinate event schedules and provide support as needed.
5. All committee members are encouraged to attend and support all fundraising events.
6. Funds generated shall be counted by a minimum of two (2) Host Committee members and turned over to the Treasurer within seventy-two (72) hours.
7. It is suggested that all members handling money possess a minimum of two (2) years clean time.
Event Planning and Coordination
1. The subcommittee is responsible for securing DJs, bands, decorations, and volunteers for all entertainment and fundraising events.
2. All promotional materials, including posters and flyers, should be produced no later than two (2) months prior to each event.
3. The subcommittee shall work closely with local Activities Committees to avoid scheduling conflicts with other NA events.
4. Entertainment contractual bids must include a minimum of three (3) proposals and be submitted for approval to the Host Committee and BOD.
Convention Entertainment
1. The subcommittee is responsible for all entertainment activities at the convention, including but not limited to dances, comedy shows, contests, pool parties, and other fellowship-based events.
2. All event schedules must be reviewed by the Host Committee to ensure alignment with the overall convention program.

 Flyer and Promotional Material Guidelines
1. When designing flyers for events featuring entertainment (e.g., bands or DJs), performer names shall not appear on the flyer.
2. The name “Narcotics Anonymous” shall not appear in full; only the initials “NA” may be used.
3. All flyers and promotional materials must be approved by the Host Committee prior to distribution.
GOLF TOURNAMENT (optional)
Purpose
The Golf Tournament Fundraiser is an optional event, conducted to raise funds for SWCCNA and to provide fellowship opportunities for members.
1. All participants must be registered convention attendees.
2. Teams shall consist of four (4) players, who must register together. Individual registrants may be assigned to a team by the subcommittee.
3. All players must be registered no later than sixty (60) days prior to the tournament date.
Tournament Rules
Mulligans
1. Mulligans may be purchased prior to the start of the tournament.
2. Mulligans are sold per ticket and can be redeemed at any time during play.
3. Mulligans allow the player a “do-over” on a single shot.
The Scramble Format
1. Teams select the best shot in each individual series of hits.
2. The entire team takes their next shot from the chosen ball location.
3. This process continues to the end of each hole.
4. Players may drop the ball within one club length from the chosen ball, but not closer to the hole.
5. The Scramble format maximizes each team’s best possible score while minimizing lost time from locating balls in hazards.
6. Teams of four (4) are standard, but two (2) or more players may participate if approved by the subcommittee.
Prizes
1. Prizes may be awarded for:
· Best team score (1st place)
· Longest drive (specific hole designated)
· Closest to the pin (specific hole designated)
2. Acceptable prize types include: embroidered polo shirts, trophies, or medallions. Cash prizes are not permitted.
Timeline and Action Items
Twelve (12) Months Prior
1. Form the Entertainment & Fundraising subcommittee and select a Vice Chair.
2. Schedule regular committee meetings and notify the Host Vice Chair and Board Liaison of meeting times and locations.
3. Contact Area Activities Chairs to discuss hosting fundraisers.
4. Prepare a report for the Host Committee meeting.
Eleven (11) to Ten (10) Months Prior
1. Plan the first fundraiser.
2. Submit event details to the regional webmaster for posting on the activities calendar.
3. Collaborate with Arts & Graphics to design flyers for regional distribution.
4. Prepare report for Host Committee meeting.
Nine (9) to Seven (7) Months Prior
1. Host first and second fundraisers.
2. Ensure Host Treasurer is present at each event for money collection.
3. Prepare flyers and obtain three (3) bids for entertainment (comedian, DJ, etc.).
4. Submit bids to Host Committee and BOD for approval; book entertainers upon approval.
5. Prepare report for Host Committee meeting.
Six (6) to Four (4) Months Prior
1. Host third and fourth fundraisers; ensure treasurer presence for funds collection.
2. Continue distributing approved flyers and posting events on the regional activities calendar.
3. Obtain and finalize entertainment contracts.
4. Prepare report for Host Committee meeting.
Three (3) to Two (2) Months Prior
1. Host fifth and sixth fundraisers; ensure treasurer presence for money collection.
2. Book airline tickets or travel arrangements for entertainers, if required.
3. Confirm all remaining event details for convention execution.
4. Prepare report for Host Committee meeting.
One (1) Month Prior
1. Confirm all entertainers (comedian, DJ) for the convention.
2. Prepare final report for Host Committee meeting.


Post-Convention
1. Update the Entertainment & Fundraising timeline.
2. Ensure all documentation, binders, and records are handed over to the BOD Vice President.
3. Should attend host committee elections following convention for voting purposes and assist newly elected members. 

Hospitality Committee
Purpose:
The Hospitality Committee is responsible for providing and maintaining an open, welcoming hospitality room that remains accessible 24 hours a day throughout the duration of the convention, if allowed by the host venue. (Clarification – Create a schedule over 24hours)
Responsibilities:
1. Minimum of one (1) year clean time.
2. Formation and Structure
a. During the first six (6) months after formation, the committee should focus on recruiting and assigning responsible individuals to subcommittees within the core committee.
b. The Greeters Committee and Hospitality Suite Committee will require the most volunteer support and should be prioritized accordingly.
3. Volunteer Coordination
a. The Chairs of the Greeters and Hospitality Suite subcommittees must maintain an organized list of volunteers.
4. Hospitality Suite Operations
a. Coffee, snacks, or fresh fruit should be provided—at minimum during morning hours—if permitted by the host venue.
b. Optional activities such as cards, backgammon, chess, checkers, or other board games may be offered to encourage fellowship and connection.
c. A clearly visible poster board should display the Rules and Guidelines of the hospitality suite, including but not limited to:
· No sleeping
· No showering
· No storage of personal belongings
· No gambling 
5. Supplies and Procurement
a. Obtain at least three (3) bids for snacks, beverages, coffee, and fruit.
b. Review bids with the Host Committee for approval.
6. Additional Resources
a. Provide a Lost and Found area.
b. Set up a Message Board for attendees.
7. Must attend all host committee meetings.
Hospitality Committee Timeline
	Timeframe
	and Action Items

	12 Months Prior
	Form the subcommittee and select a Vice Chair. Schedule regular meetings and notify the Host Vice Chair and Board Liaison of meeting times and locations. Prepare a report for the Host Committee meeting.


	11–6 Months Prior
	Continue to hold regular meetings and submit monthly reports to the Host Committee.


	3 Months Prior
	Obtain at least three (3) bids for food and beverages permitted by the host venue. Submit bids for approval to the Convention Committee. Create and circulate a volunteer sign-up sheet for hospitality shifts.


	2 Months Prior
	Continue volunteer recruitment and confirm shift assignments. Prepare a report for the Convention Committee meeting.


	1 Month Prior
	Finalize volunteer shifts and ensure all operational needs are met. Submit final pre-convention report.



	Post-Convention


	Update the Hospitality Timeline and ensure all documentation, binders, and records are turned over to the BOD Vice Chair.   
Should attend host committee elections following convention for voting purposes and assist newly elected members. 





MARATHON
Purpose
The purpose of this committee is to offer a continuous open meeting throughout the convention. 
Responsibilities
1. Minimum of one (1) year clean time.
2. The objective of the committee, before the convention, is to solicit people to chair marathon meetings. During the convention, this committee is responsible for keeping the meetings running smoothly.
3. Meetings shall be held starting after the opening main speaker meeting until 7am the last morning of the convention.
4. The Marathon Committee can select the format for the marathon meetings, although experience has shown that the best method seems to be allowing the chair person holding that particular time slot to choose the format and topic.
5. Subsequent chair people will then only introduce themselves and carry on the discussion, taking place at the time. This is in contrast to each chairperson opening and closing separate meetings. As needed, they suggest topics. As typical in the marathon room, most people bring their own topics.
6. To solicit chair people, you can distribute flyers and assign them to particular time slots. Have shift sheet posted outside Marathon Room to give convention attendees opportunity to sign up.
7. One way to get chair people is to go over the registration forms for people who had requested to chair a meeting. The hardest slots to fill seem to be during the banquet hours. You may find it easy to get people from the host Area who are not going to the banquet. 
8. Print copies of the readings, have the Just for Today (make copies of the meditation for the day)  and other NA literature for assisting the chair persons with the meeting.
9. Must attend all scheduled host meetings

Marathon Timeline
12 months: Form a subcommittee and choose a vice chair. Schedule regular committee meetings and contact the host vice chair and the board liaison with time and place of meetings. Prepare Report for host committee meeting.
11 to 4 Months: Prepare Report for host committee meeting.
3 Months: Make a sign-up sheet, get with Arts and Graphics, and start getting people signed up for 1 hour time slots. Marathon starts on the first day of the convention and does not close until the last day of the convention. Prepare Report for host committee meeting. 
2 Months:  Get people signed up for time slots.  Prepare Report for host committee meeting.
1 Month:  Get people signed up for time slots.  Assemble all literature and readings for yhe marathon room. Prepare Report for host committee meeting. 
At the end of the Convention update timeline and make sure that all documentation and binders are handed to the BOD Vice President. 
Should attend host committee elections following convention for voting purposes and assist newly elected members. 
MERCHANDISING COMMITTEE
Purpose
The Merchandising Committee is responsible for the management and sale of merchandise at pre-convention events and during the convention itself.
Responsibilities
1. Minimum of three (3) years clean time.
2. Items selected for sale must be carefully considered and approved by the host committee.
3. Records from the previous year’s convention regarding attendance and merchandise sales (e.g., shirts, mugs) shall be reviewed and utilized for planning purposes.
4. The SWCCNA  BOD shall have the final approval on:
· Quantity of merchandise
· Type of merchandise
· Pricing of merchandise
· Decisions are based on recommendations from the Host Committee as a whole.
5. Any outside vendors (regional, area, convention, or recovery-related) wishing to sell merchandise at the convention must receive prior approval from the Host Committee.
6. All outside vendors must hold a NAWS license.
7. Committee is responsible for verifying their license. 
8. Must attend all host committee meetings.
Purchasing and Approval
1. Careful consideration must be given when negotiating purchase prices. Three (3) bids shall be submitted for all merchandise items.
2. Vendors with a record of quality products and service are recommended.
3. The committee shall submit a summary detailing:
· Ordering process
· Shipping logistics
· Time frames for obtaining merchandise
4. All prices must include artwork and shipping/freight costs.
Store Operations
1. The committee shall prepare store hours in conjunction with the Program which must be approved by the Host Committee.
2. Receipts and purchase orders must be submitted to the Host Committee Treasurer on a monthly basis.
3. Merchandise shall be sold at all fundraisers and other NA events by the Merchandise subcommittee. (anyone selling merchandise must have a minimum of 2 years clean)
4. All funds collected shall be given to the Convention Treasurer with the scheduled pickups.
Timeline and Action Items
	Timeframe
	Action Items

	12 months prior
	Form subcommittee and select Vice Chair. Schedule regular meetings and notify Host Vice Chair and BOD liaison. Prepare report for Host Committee meeting.

	11 months prior
	Obtain 3 bids for pre-convention T-shirts. As t-shirts sell out, order new batch as approved by the host committee. Prepare report for Host Committee meeting.

	10 months prior
	Present bids to Host Committee and BOD for approval. Upon approval, produce pre-convention T-shirts. Prepare report.

	9 months prior
	Distribute T-shirts for sale. Maintain log of inventory. Bring pre-convention and past convention merchandise to fundraisers. Prepare report.

	8 months prior
	Continue committee activities. Prepare report.

	7 months prior
	Obtain 3 bids for convention merchandise. Bring pre-convention and past convention merchandise to fundraisers. Prepare report.

	6 months prior
	Present bids and options to Host Committee and BOD for approval. Order long-lead merchandise. Prepare report.

	5 months prior
	Attend fundraisers with merchandise. Prepare report.

	4 months prior
	Continue pre-convention and past merchandise sales. Prepare report.

	3 months prior
	Order remaining merchandise for convention. Attend fundraisers with merchandise. Prepare report.

	2 months prior
	Attend fundraisers with merchandise. Prepare report.

	1 month prior
	Prepare final report for Host Committee meeting.


Post-Convention
1. Update the merchandise timeline.
2. Ensure all documentation, binders, and records are turned over to the BOD Vice President.
3. Should attend host committee elections following convention for voting purposes and assist newly elected members. 
Program Committee
Purpose:
The Program Committee is responsible for developing, organizing, and coordinating the program of convention meetings and workshops, ensuring that all content reflects the principles and purpose of Narcotics Anonymous (NA).
Committee Composition
The Program Committee shall include at least one (1) representative from each of the following Areas: Shark Coast, Peace River, Gulf Coast, and Sunset Coast.
Responsibilities
1. Minimum of three (3) years clean time.
2. Responsible for selecting all topics, chairpersons, and times for convention meetings, excluding Marathon and Main Speaker meetings.
3. The Main Speaker must:
· Be a member of NA.
· Have a minimum of five (5) years clean time.
· NOT be Members of the Convention Committee (BOD and Host). 
· NOT have spoken at any SWCCNA within the past five (5) years.
· NOT be Spouses, sponsees, boyfriends/girlfriends, or sponsees of a Program Committee member.
3. Speaker Selection and Approval
a. The Program Committee shall submit three (3) recordings and recommendations for each main speaker to the Host Committee for final approval. 
b. This must be completed no later than three (3) months prior to the convention.
c. Recordings from the prior year’s submissions may be reconsidered.
4. Speaker Qualifications
a. All speakers must carry a clear NA message.
5. Workshops
a. Workshops are designed to provide education, discussion, and inspiration on topics related to recovery and NA service.
b. Program committee shall coordinate chair person for each meeting.
c. Similar workshops should be scheduled consecutively, not concurrently, to allow members to attend an entire series (e.g., 12 Steps).
d. The program should maintain a balanced mix of topics for newcomers, service-minded members, and spiritual discussions.
e. Workshop speakers:
· Cannot be members of the Convention Committee (BOD and Host).

6. Contingency Planning
a.   To address potential no-shows, the Program Committee should maintain a list of      alternate speakers who can step in as replacements if needed.
7. Accessibility
a.	A certified ASL (American sign language) interpreter should be provided at all main speaker meetings.
b.  Funds for interpreter services should be included in the committee’s budget.
2. Speaker Hospitality
a. Main speakers typically receive:
· A registration packet
· Banquet and comedy show tickets
· Hotel accommodations 
3. Must attend all host committee meetings.
Program Committee Timeline
	Timeframe
	Action Items

	12 Months Prior
	· Forms the subcommittee and elect a Vice Chair. 
· Work with Arts & Graphics to create a flyer requesting speaker recordings. 
· Schedule regular meetings and notify the Host Vice Chair of meeting times. 
· Prepare a report for the Convention Committee meeting.



	11 Months Prior
	· Present the flyer to the Host Committee for approval. Once approved, distribute at area and regional events and via email to solicit main speaker submissions. 
· Prepare a report for the Host Committee meeting.



	10 Months Prior
	· Begin developing workshop topics.
·  Prepare a report for the Host Committee meeting.



	9 Months Prior
	· Review submitted main speaker recordings. 
· Prepare a report for the Host Committee meeting.



	8 Months Prior
	· Continue developing workshop topics and filling workshop slots. 
· Send a follow-up email blast requesting main speaker submissions. 
· Prepare a report for the Host Committee meeting.



	7 Months Prior
	· Continue reviewing main speaker recordings and finalizing workshop topics. 
· Prepare a report for the Host Committee meeting.



	6 Months Prior
	· Obtain at least three (3) bids for sign language interpreters for main meetings. 
· Prepare a report for the Host Committee meeting.



	5 Months Prior
	· Present interpreter bids for approval to the Host Committee. 
· Finalize main speaker selections and submit first and second choices for each to the Host Committee for approval.
· Finalize all workshop topics, speakers, and time slots. Provide finalized information to Registration for inclusion in the registration packet. 
· Prepare a report for the Host Committee meeting.



	4 Months Prior
	· Prepare and submit a report for the Host Committee meeting.

	3 Months Prior
	· Book travel for main speakers. 
· Provide the Hotel Liaison with main speaker names for room reservations. 
· Ensure registration materials and ticket information are complete. 
· Prepare a report for the Host Committee meeting.


	2 Months Prior
	· Prepare and submit a report for the Host Committee meeting.


	1 Month Prior
	· Confirm all main and workshop speakers. 
· Arrange transportation for main speakers from the airport. 
· Prepare a report for the Host Committee meeting.



	Post-Convention
	· Update this timeline and ensure all documentation, binders, and related materials are turned over to the BOD Vice President. 
· Should attend host committee elections following convention for voting purposes and assist newly elected members. 



REGISTRATION COMMITTEE
Purpose 
The Registration Committee serves as the first point of contact for many convention attendees and plays a vital role in creating an atmosphere of recovery.
Responsibilities
The Registration Committee should consist of a Chairperson, Vice Chairperson, and an adequate number of volunteers to manage all duties efficiently.
1. Minimum of three (3) years clean time.
2. Members handling funds must have a minimum of two (2) years clean time.
3. The Registration Committee shall work closely with the Host Committee, Host Treasurer, and the BOD CFO to ensure proper handling of funds and registration materials.
4. The Registration Committee is responsible for all pre-registration, on-site registration, and related administrative and financial recordkeeping associated with convention attendance.
5.  The Registration Committee shall begin its work early in the planning process to ensure timely production of all registration materials.
6. The first major task is to design a registration flyer in collaboration with the Arts and Graphics Committee.
7.  The registration flyer must be prepared at least eight (8) months prior to the convention.
8. Must attend ALL host committee meetings


Pricing and Approval:
a. All pre-registration, on-site registration, and event pricing shall be determined and approved by the Host Committee/BOD.

Registration Flyer Guidelines:

a. Flyers should include all relevant details, such as cutoff dates, directions, disclaimers, and a non-affiliation statement.
b. The flyer must be suitable for web and email distribution and limited to one page.
c. Once approved by the Host Committee, flyers should be distributed at all available websites and also sent to the four areas.
d. Email distributions shall include NA members from past convention attendance rosters, upon request direct mailing shall be available as needed.
Recordkeeping and Money Handling:
a. The Registration Committee shall maintain weekly records of all registrations received via electronically and/or direct sale.
b. Each registration form shall clearly indicate the method of payment and whether it represents a free registration (e.g., from a fundraiser).
c. A clear and simple record system shall be maintained for all registrations, including email receipts for pre-registrants.
d. Records shall be updated at least monthly until three months prior to the convention, then weekly thereafter.
e. All money collected must be reconciled with the Host Treasurer and the SWCCNA CFO to ensure accurate accounting.
Registration Packet Assembly:
a. The Registration Committee shall assemble all registration packets and solicit at least three (3) bids for all packet items and supplies.
b. A minimum of 500 packets shall be produced. This should be adjusted reflecting each year’s attendance.
c. An additional 50 badges with lanyards shall be provided for newcomers and treatment centers. This should be adjusted reflecting each year’s attendance.
d. All vendor contracts and bids shall be submitted to the BOD for review and approval.
Convention Preparation:
a. Final preparations shall include purchasing supplies, assembling packets, ordering event tickets (banquet, comedy, dances, etc.), and maintaining accurate pre-registration records.
b. Additional registration packets shall be created for newcomer donations to ensure no person is turned away from the convention due to financial hardship.

Volunteers and Staffing:
a. Volunteers shall be scheduled to cover the registration table throughout the convention.
b. Recommended volunteer shifts are two (2) hours each.
c. A member of the Registration Committee shall be present at all fundraisers to sell registrations.
Future Convention Pre-Registration:
a. The Registration Committee is responsible for creating a pre-registration form for the following year’s convention, to be available during the current event.
b. Funds and registrations collected for next year’s registrations must be kept separate.
c. Discounted on-site pre-registration for the next year’s convention may be offered with Host and BOD approval.
Event Tickets:
a. All event tickets (banquet, comedy show, or other paid events) must be purchased at full registration price.

REGISTRATION TIMELINE
12 Months Prior:
· Form the Registration Subcommittee and elect a Vice Chair.
· Obtain Host/BOD approval for pre-registration pricing.
· Collaborate with Arts & Graphics to design the basic pre-registration flyer.
· Schedule regular committee meetings and report to the Host Vice Chair and BOD Liaison.
· Submit monthly report to Host Committee.
11 Months Prior:
· Obtain Host and BOD approval for flyer design.
· Upon approval, distribute flyers on NA World Services, all NA digital platforms, Regional meetings and to the four areas.
· Submit monthly report.
10 Months Prior:
· Once the theme and logo are approved, collaborate with Arts & Graphics to create the official pre-registration flyer.
· Send email blasts to prior attendees.
· Submit monthly report.


9 Months Prior:
· Submit finalized pre-registration flyer to Host Committee for approval.
· Once approved, distribute and begin preparing registration packet merchandise.
· Obtain three (3) bids for packet items.
· Confirm all vendor production timelines.
· Submit monthly report.
8 Months Prior:
· Present bids and recommendations for packet merchandise to Host and BOD for approval.
· Distribute finalized registration flyer on NA World Services, all NA digital platforms, Regional meetings and to the four areas.
· Obtain Host/BOD-approved pricing for all events and meal packages.
· Submit monthly report.
7 Months Prior:
· Present flyer and printing bids to Host and BOD for approval.
· Once approved, print 150 flyers for initial distribution, 30 fliers for SFRNA, 30 for the four Areas 
· Post on social media throughout the region & NA digital platforms available.
· Submit monthly report.
6 Months Prior:
· Order all registration packet merchandise.
· Post on social media throughout the region & NA digital platforms available.
· Send email blasts to previous attendees.
· Submit monthly report.
5–4 Months Prior:
· Print and distribute an additional 150 flyers, 30 fliers for SFRNA, 30 for the four Areas. 
· Post on social media throughout the region & NA digital platforms available.
· Send continued email blasts.
· Submit monthly report
3-2 Months Prior:
· Continue to finalize volunteer shift schedules.
· Send continued email blasts.
· Post on social media throughout the region & NA digital platforms available.
· Submit monthly report.

1 Month Prior:
· Finalize ticket orders and confirm quantities with Host and BOD.
· Post on social media throughout the region & NA digital platforms available.
· Send continued email blasts.
· Submit report.
3 Weeks Prior:
· Confirm final packet assembly timeline.
· Post on social media throughout the region & NA digital platforms available.
· Send continued email blasts.
· Submit report.
2 Weeks Prior:
· Print all paid event tickets and confirm counts with Host Committee and BOD.
· Post on social media throughout the region & NA digital platforms available.
· Send continued email blasts.
· Assemble all registration packets.
· Submit final pre-convention report.
1 Week Prior:
· Finalize volunteer shift schedules.
· Post on social media throughout the region & NA digital platforms available.
· Send continued email blasts.
· Submit last Host Committee report before the convention.
 POST-CONVENTION PROCEDURES
At the close of the Convention, the Registration Committee shall:
a. Update all documentation and the registration timeline for future use.
b. Submit all binders, forms, and digital records to the BOD Vice Chair.
c. Turn over all funds, receipts, and finalized registration lists to the SWCCNA CFO.
d. Ensure that all digital contact lists are provided to the Webmaster for future communications.
e. Should attend host committee elections following convention for voting purposes and assist newly elected members. 

SERENITY KEEPERS
PURPOSE
The purpose of the Serenity Keepers subcommittee is to maintain an atmosphere of recovery and respect for the facility in which the convention is held.



RESPONSIBILITIES
1. Minimum of two (2) years clean time.
2. The Serenity Keepers assist with crowd and line control at the convention.
This includes but is not limited to main meeting entrances and exits, hallways in the main meeting areas and hotel entrance/exit areas where crowds may gather. They are also an information source for members at the convention.
3. If any situations should arise the sub-committee chair shall be contacted immediately and subsequently, they shall contact the convention chair or vice chair in order to rectify the situation.
4. The chairperson will draft a flyer to announce the formation of the subcommittee and the regularly scheduled meeting dates with copies being distributed to all groups of the four areas.
5. Should determine within the Host Committee what shifts to work that best meet the needs of the Convention and accommodate the number of volunteers within the committee.
6. The subcommittee conducts its activities within the scope of the budget authorized by  the Host Committee.
7. The subcommittee shall provide “Serenity Keepers” T-shirt for committee members only. Design and bids must be approved by the Host Committee and BOD.
8. Subcommittee shall provide a phone list for cell phone communication in the host venue. 

Serenity Keepers Timeline
12 months: 
· Form a subcommittee and choose a vice chair. 
· Schedule regular committee meetings and contact the Host Vice Chair and the board liaison with time and place of meetings. 
· Prepare Report for host committee meeting.
11-9 Months: 
· Prepare Report for host committee meeting.
8 Months: 
· Get design approved by Host committee.  
· Work with Merchandise committee for 3 bids on t-shirts. 
· Prepare Report for host committee meeting.
7 Months: 
· Work with Arts & Graphics to make a flyer looking for people for time slots at the convention. 
· Bring bids to Host/BOD for approval.  Once approved & number needed, get with Merchandise committee to order shirts.  
· Prepare Report for host committee meeting.

6 Months: 
· Bring flyer to host committee to be approved.  
· Once approved make copies, give to Host chair to distribute to the four areas. 
· Make sign-up sheet with time slots for the convention. Start signing people up for time slots.   
· Prepare Report for host committee meeting.
5 Months: 
· Work with Arts & Graphics committee to design t-shirts. 
· Continue signing people up for time slots.  
· Prepare Report for host committee meeting.
4 Months: 
· Continue signing people up for time slots.  
· Prepare Report for host committee meeting.
3 Months: 
· Continue sign up people up for time slots.  
· Prepare Report for host committee meeting.
2-1 Months: 
· Continue signing people up for time slots.  
· Prepare Report for host committee meeting.
POST CONVENTION 
· At the end of the Convention update timeline and make sure that all documentation and Binders are handed to the BOD Vice President.
· Should attend host committee elections following convention for voting purposes and assist newly elected members. 
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