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GREATER SMOKY MOUNTAIN AREA OF NARCOTICS ANONYMOUS  

April 27, 2008 

��������	
�����
��� ���
������
��
���������
�������������
���������
��� �������
�����
�	��������
������������
�����������	���

���� ������������
����������

���
	������� �!���
�	����"#�$%�%�&'(�)���

ROLL CALL AND ESTABLISHMENT OF QUORUM  
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TRUSTED SERVANTS AND SUBCOMMITTEES  
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Administrative & Subcommittee Reports 
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The April Volunteer Regional Service Committee meeting was held April 6, 2008 at the Alcohol and Drug Council 
in Nashville. The meeting was opened at 9:30 AM with a moment of silence, the Serenity Prayer, the Service 
Prayer, the reading of the 12 Concepts of Service, the reading of the 12 Traditions, and the reading of the purpose 
of the VRSC. 
 
The Secretary called the roll, all filled administrative committee positions were present, all filled subcommittee 
positions were present, 10 of 11 areas were represented, and a quorum was established. 
 
The following administrative positions are currently vacant: 
• Chair 
The following regional subcommittee positions are currently vacant: 
• Activities 
• Literature 
• Policy and Procedures 
 
The secretary presented his report, he thanked the members for getting their reports to him in a timely manner, 
which enabled him to get the minutes sent out promptly after the regional meeting. A motion was made to accept 
the minutes, was seconded and passed. 
 
The Treasurer presented her report (which is available on the regional website), a motion was made to accept the 
Treasurer's report, was seconded, and passed. 
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Area reports were then presented. Unfortunately, your RCM arrived at the regional meeting with a laptop, no power 
supply, and a dead battery. When it came time to give the report for the GSMANA, I was unable to retrieve the 
report from neither the laptop nor memory. The report was subsequently emailed to the secretary and was included 
in the April minutes. 
 
The Regional Delegate presenter her report, she thanked all who participated in the CAR Workshops. She also 
reported that the Southern Zonal Forum will be held in Memphis the last weekend of July. Flyers will be available 
at the next regional meeting. 
 
The Vice Chair presented his report, he thanked the RD and the areas for allowing him to participate in the CAR 
workshop process. He also reported on the growth of the region and it's subcommittees, specifically outreach, 
PI/PR, and H & I. He also requested our prayers, ideas, and our service to continue the growth. 
 
 
Subcommittee reports were presented: 
The H & I Subcommittee reported that seven areas were represented, and 18 addicts were present at the regional 
sub-committee meeting. The chair reported on the responsibilities of the H & I subcommittee, their goals, and 
priorities. 
 
The PI Subcommittee reported their meeting, breaking it down by areas. 5 out of 11 areas were represented. The 
Web Servant reported on regional website statistics, www.naknoxville.org was the second most popular source of 
traffic. 
 
The Outreach Subcommittee reported on Group Booklet learning days previously held and upcoming learning days 
at various groups throughout the region. Their projected budget was also presented. 
 
VRC XXVI reported on their progress, there are several positions available on the convention committee. The first 
flyer mailing is complete and the convention committee is working towards completing the final registration form. 
The theme for VRC XXVI is Circle of Recovery and the Saturday night banquet will be a riverboat cruise.  
 
VRCGRC presented it's final report, referring to the Bid negotiation workbook and the revised VRC guidelines 
which are being sent to the areas and groups for approval. 
 
The Sales Tax ad-hoc committee reported on a meeting with the Associate Director of the State of Tennessee 
Revenue Audit division. Mr. Dunlop, in a letter to a member of the committee, stated that he had reviewed 
information previously presented to them and that they did not believe the state laws 
were intended to apply to organizations such as NA. He also stated that he has requested that the Department of 
Revenue's Legal Counsel review our structure and activities to determine of nexus for taxation does or does not 
exist. The region employs a special worker to assist us in this area, and there appears to be some conflicting 
opinions on this matter. After lengthy discussion, the consensus was to bring all concerned parties together to 
present the facts.  
A point of information regarding the report regarding Alcoholics Anonymous' tax issues; apparently AA does not 
own the book "Alcoholics Anonymous", ownership was retained by Bill Wilson and after he died, it was sold. 
Therefore it must be purchased from an entity outside of their fellowship. Members of Narcotics Anonymous, 
through the Fellowship Intellectual Property Trust (available at www.na.org) are the owners of our literature. 
Having ownership of our literature, means we don't have to sell it to ourselves, we must simply pay for 
production. 
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In Old Business: 
• Motion 1: To have a Regional Inventory passed with 9 yes and 1 area abstaining. 
• Motion 2: was voted on passed at the last RSC. 
• Motion 3: To have a Regional Assembly passed unanimously. 
• Motion 6 from the last RSC was tabled. There was a motion made to remove it from the table. 
• The motion passed 8yes, 1 no, and 1 area abstaining. 
• Nominations from last Region were voted on as follows: 
• Jason S. for VRSC H&I Chair- 10 YES. Nomination Passes. 
• Sheree F. for VRSC PI Chair- 9 YES and 1 area Abstaining. Nomination Passes. 
• Lynn S. for Alternate Regional Delegate- 9 YES and 1 area Abstaining. Nomination Passes. 
• Craig G. for Alternate Regional Secretary- 9 YES and 1 area Abstaining. Nomination Passes. 
• Martin L. for Alternate Regional Treasurer- 9 Yes and 1 area Abstaining. Nomination Passes. 
 
The CAR Report votes are as follows. 
• Motion 1: 6 yes and 4 no. Motion passes. 
• Motion 2: 5 yes and 5 no. The RSC Chair broke the tie with a yes vote. Motion passes. 
• Motion 3: 6 yes and 4 no. Motion passes. 
• Motion 4: 6 yes and 4 no. Motion passes. 
• Motion 5: 7 yes and 3 no. Motion passes. 
• Motion 6: 5 yes and 5 no. The RSC Chair broke the tie with a yes vote. Motion passes. 
• Motion 7: 8 yes and 2 no. Motion passes. 
• Motion 8: 6 yes and 4 no. Motion passes. 
• Motion 9: 7 no and 3 yes. Motion fails. 
• Motion 10: 10 no. Motion fails. 
• Motion 11: 10 no. Motion fails. 
• Motion 12: 7 yes and 3 no. Motion passes. 
 
Nominations and Elections: 
• There was a Nomination made by GNANA and seconded by Chattanooga Area for Holly P. as VRSC Treasurer. 
The VRSC Service Resume is on file. Here are the qualifications of the Nominee: 21 years clean. The group, area, 
regional and world positions the Nominee has held in the past five years: VRSC Treasurer, VRC Chair, H&I Chair 
& Vice-Chair, GSR, Panel Coordinator for H&I, VRC Treasurer 4 times. The Nominee has fulfilled all service 
commitments. Resources and experience that the Nominee feels will help in the position: Nominees owns a 
Financial based company. Nominee is proficient with Quick Books Accounting Software. Please include any other 
information that you consider relevant to your nomination: Willingness to serve. 
 
• There was a Nomination made by CTANA and seconded by Chattanooga Area for Ricardo J. as VRSC Chair. 
The VRSC Service Resume is on file. Here are the qualifications of the Nominee: 8 years clean. The group, area, 
regional and world positions the Nominee has held in the past five years: Homegroup Meeting Secretary 2002-
2004, GNANA Policy & Procedures Chair 2003, CTANA RCM 2005-2006, H&I Panel Leader 2007, Mgt. Sec. 
2006-2007, and CTANA Chair 2007, Regional Vice-Chair August 2007-to present. The Nominee has fulfilled all 
service commitments. Resources and experience that the Nominee feels will help in the position: I have a working 
knowledge of the 12 Concepts & 12 Traditions; I possess leadership & organizational skills, humility, honesty 
along with good communication skills. 
Please include any other information that you consider relevant to your nomination: I am a hard worker, honest, and 
not afraid to ask the questions and I amwilling to learn. I have time to do add the duties required of me and I am a 
team player and work well with others. 
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New Business: 
• Motion 1 was made by GSMANA and seconded by GNANA.THEMOTION 
READS AS FOLLOWS: To add to Article XI, Section 3: The Treasurer shall 
maintain balance in bank account sufficient to cover two Regional Meeting cycles 
expenses, based on Treasurer’s projected expenses. 
INTENT: To insure that the VRSC has sufficient funds available to meet operating expenses. 
 
• Motion 2 was made by VRCGRC Chair and seconded by MANA. THEMOTION 
READS AS FOLLOWS: To include the Hotel and Bid NegotiationWorkbook for 
approval as a resource. 
INTENT: To help prospective VRC sites in their planning to have VRC. 
 
• Motion 6 was tabled at the February Region was removed from tabled status by a motion made by VRCGRC 
Chair and seconded by the UCANA. The vote on the floor was 8 yes, 1 no, and 1 abstention. Motion 6 was made in 
February by 
VRCGRC Chair and seconded by UCANA. THEMOTION READS AS 
FOLLOWS: to approve the VRC Guidelines as a whole. 
INTENT: to create a Convention Guide that helps VRC to be more spiritual in 
nature and that follows our 12 Traditions & 12 Concepts, to create a celebration of recovery and unity within this 
Region. 
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Group Reports 
 
GROUP: A Better Way of Life 
LOCATION: New Providence Presbyterian Church 
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI   SAT   SUN 
7:30p 7:30p 
GSR: Becky D.                                              TREAS: Jonathan D. 
GSRA:                                                           SEC: John I. /Kenny 
AVG ATTEND:14  
AVG 7TH:10 
FUNDS AVAIL:$100  Area Donation $106.75 
NEXT GROUP CONSCIENCE:5/20/08  
We are growing by leaps and bounds averaging 14 per meeting. We increased our area donation this month. Now 
that we have been meeting for a while, we have gotten a better understanding of our operating expenses and have 
established a prudent reserve of $100.  
 
GROUP: Giving it Back 
LOCATION:St. Mark’s United Methodist Church, Main St. & Church St. in Clinton 
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI   SAT   SUN 

 7:30p  7:30p 
Trad&Step                     1st Fri. Speaker/Remainder OD 

GSR: Ken C.                                                            TREAS:Mark C. 
GSRA: Bill M.                                                          SEC:Michael Ann 
AVG ATTEND:15 
AVG 7TH:$10 
FUNDS AVAIL:$100 
NEXT GROUP CONSCIENCE: 
We are still meeting twice a week. We’ve been doing an experimental step/tradition study on Tues. nights, the first 
Fri. of the month is a speaker meeting which has been real good. Our average attendance has been 15, we have 
made a $100 donation to area. We set aside 2 months expenses for a prudent reserve and donate everything else to 
area.  
 
GROUP: Hugs not Drugs 
LOCATION: Emerald Ave. Church, corner of Emerald and Central 
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI   SAT   SUN 
7:30p    7p                     7p                   8:30p 
GSR:  Walker                                                           TREAS:David R. 
GSRA:                                                           SEC:Tim 
AVG ATTEND:18 
AVG 7TH: 
FUNDS AVAIL:0 
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NEXT GROUP CONSCIENCE: 
We have been having a step study on Monday nights, our average attendance is 20, things  are going well however 
our 7th tradition is down. 
 
GROUP: Just for Today 
LOCATION: Emerald Ave. Church 
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI        SAT      SUN 
10:30a  10:30a  10:30a 10:30a  10:30a     10:30a 
GSR:  Hugh                                                          TREAS:Tony C. 
GSRA:  Anthony B.                                                         SEC:Kay 
AVG ATTEND: 
AVG 7TH: 
FUNDS AVAIL: 
NEXT GROUP CONSCIENCE: 
The meetings are going great, attendance is good, we have a standard amount we donate to area, which was made 
this month. 
 
GROUP:Last House on the Street 
LOCATION:Same 
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI   SAT   SUN 
                                                    9:30pm 
GSR: Steve W.                                                            TREAS: Curtis 
GSRA: Kris R.                                                          SEC: Adam C. 
AVG ATTEND:10 
AVG 7TH:$8 
FUNDS AVAIL:$12 
NEXT GROUP CONSCIENCE: 5/23/08 10:30pm 
It has been going well, our average attendance is 10, we meet on Fri. at 9pm in South Knoxville. We could use 
support, come out and pay us a visit. 
 
GROUP: Little River Group  
LOCATION:  AROC Clubhouse 3722 Old Knoxville Hwy. 37853 
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI   SAT   SUN 
8p         5:30p    8p        8p          8p     12p     12p 
             8p                                            9:30p  8p 
 
GSR: Sara E.                                                            TREAS: Jeremy E. 
GSRA: Steve H.                                                          SEC: Dane G. 
AVG ATTEND: 22 
AVG 7TH: $14.40 
FUNDS AVAIL: 0 
NEXT GROUP CONSCIENCE: 5/21/08 
We had a group inventory that went fairly well, a new meeting format is now in effect. One of the changes we 
made was now at our newcomer meeting, we have 2 chairs to serve as a panel to share experience, strength and 
hope with the newcomer. We also have experienced getting below our prudent reserve in the past months, so we 
lowered it. 
GROUP: Nickel & Dime Time 
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LOCATION: Westminster Pres. Church Northshore 
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI   SAT   SUN 
 7p 
GSR: Zack                                                            TREAS: Steve W. 
GSRA: Vacant                                                          SEC: Webster 
AVG ATTEND:25-30 
AVG 7TH: $25 
FUNDS AVAIL: $153.88 
NEXT GROUP CONSCIENCE: 5/21/08 8:15pm 
All is going well, we gave an area donation this month. 
 
GROUP: Primary Purpose 
LOCATION: St. Elizabeth Episcopal Church 110 Sugarwood 37934 
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI   SAT   SUN 
             7:30p 7:30p 
GSR: Kelly D.                                                            TREAS: Brent E. 
GSRA: Kat H.                                                          SEC:Donna V. 
AVG ATTEND:20 
AVG 7TH: $20 
FUNDS AVAIL: 0 
NEXT GROUP CONSCIENCE: May 22 
We are doing well, averaging 35 on Tues and 8 on Thurs. We keep a rather low prudent reserve, we pay for our 
literature and our rent and everything else is donated to area. 
 
GROUP: Saturday Night Live 
LOCATION: Macedonia United Methodist Church, 4630 Holston DR. Knoxville TN 37914  
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI   SAT   SUN 
 7p 
GSR:Charles S.                                                             TREAS:Alexis Y. 
GSRA:Christy L.                                                           SEC:Open 
AVG ATTEND:90 
AVG 7TH:$45 
FUNDS AVAIL:$250 
NEXT GROUP CONSCIENCE: 5/24/08 
No report. Q: How did it turn out on April 5th when no meeting was held for the ROR event? A: One person 
showed up and we took them to the function at Together We Can. 
 
GROUP: Serenity in the Smokies 
LOCATION: Sun/Tue 214 Cedar St. Sevierville TN 1st United Methodist Church 
Thur/Fri 240 Pigeon River Rd. Sevierville TN Pigeon River Clubhouse 
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI   SAT   SUN 

 8p                     8p          8p                8p 
GSR: Steve P.                                                TREAS:Betty C. 
GSRA:                                                           SEC:Joe L. 
AVG ATTEND:24 
AVG 7TH:$14.60  
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FUNDS AVAIL:$15.00 
NEXT GROUP CONSCIENCE: 5/18/08 
Our group conscience has decided to add another candlelight meeting to our schedule and a tradition study. The 
Sunday and Monday meeting averages 16-25, the Thursday and Friday night meeting averages about 25-35. 
 
GROUP: Solutions-R-Us 
LOCATION:Tazewell Pk./Northside Christian Church 
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI   SAT   SUN 
7:30p/topic                                 7:30p/book study 
GSR:  Tina M.                                                        TREAS:Heather E. 
GSRA: Open                                                         SEC: 
 AVG ATTEND:20 
AVG 7TH:$15 
FUNDS AVAIL:$40/PR 
NEXT GROUP CONSCIENCE:3rd Monday of month, Monday before area 
We meet on Monday and Friday at 7:30pm. Friday is a book study. We have been talking about studying the Guide 
to Local Service . Our prudent reserve is $40, which is 1 month’s rent. Everyone is welcome to attend.  
Comment made to Group GSR: I think that it is a great example of how you make known the home group’s budget. 
 
GROUP: Spiritual Principles 
LOCATION: Church of the Good Samaritan 425 N. Cedar Bluff Rd. 37923-3600  
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI       SAT   SUN 
8-9p                                            7:30-9p 
GSR: David E.                                                            TREAS:Don 
GSRA: Scott B.                                                          SEC: Brett 
AVG ATTEND:30 
AVG 7TH:$25 
FUNDS AVAIL: $50 
NEXT GROUP CONSCIENCE:5/16/08 
Monday at 8pm is a step study and Friday at 7:30pm is a tradition study. Our prudent reserve is $50. 
 
 
 
 
GROUP:Together We Can 
LOCATION: Central United Methodist Church 
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI   SAT   SUN 
                           7pm                                      7pm 
GSR: Nicci D.                                               TREAS: Luther T. 
GSRA:                                                           SEC: 
AVG ATTEND:50 
AVG 7TH:$20 
FUNDS AVAIL: 
NEXT GROUP CONSCIENCE: 3rd Sunday 
No verbal report was given. 
 
GROUP: Volunteer Group 
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LOCATION: 1st Christian Church Gay & 5th Ave. 
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI   SAT   SUN 
5:30       5:30 5:30     5:30 
GSR: Mitch C.                                                            TREAS: 
GSRA:                                                           SEC: 
AVG ATTEND:15 
AVG 7TH: $8.00 
FUNDS AVAIL: 
NEXT GROUP CONSCIENCE: 
No verbal report was given. 
 
GROUP: Road to Recovery 
LOCATION: Kingston United Methodist Mission Center Blvd. Kingston TN 
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI   SAT   SUN 
6:30pm 7:30pm 
GSR: Robert C.                                                            TREAS: Lester 
GSRA: Lester                                                          SEC: Greg 
AVG ATTEND:5-12 
AVG 7TH:$8 
FUNDS AVAIL:$120 
NEXT GROUP CONSCIENCE: Thursday after meeting before area 
We have been thinking about a home group campout. The meetings are going very well in Kingston 
 
 
GROUP: Peace and Surrender 
LOCATION: 5th Avenue Baptist  
DAYS&TIMES: 
MON   TUES   WED   THUR   FRI   SAT   SUN 
7pm 
GSR: Jeff                                                            TREAS:Bill 
GSRA:Bill                                                           SEC: 
AVG ATTEND:10 Mon /1-2 Thurs. 
AVG 7TH:$5/$1 
FUNDS AVAIL: 
NEXT GROUP CONSCIENCE:19 May 07 
Our group is struggling, we’ll take all the help that we can get. 
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Regional Nominations and Elections: 
 

• Nomination: 1 -  There was a Nomination made by GNANA and seconded by Chattanooga Area 
for Holly P. as VRSC Treasurer. 
The VRSC Service Resume is on file. Here are the qualifications of the Nominee: 21 years clean. The group, area, 
regional and world positions the Nominee has held in the past five years: VRSC Treasurer, VRC Chair, H&I Chair 
& Vice-Chair, GSR, Panel Coordinator for H&I, VRC Treasurer 4 times. The Nominee has fulfilled all service 
commitments. Resources and experience that the Nominee feels will help in the position: Nominees owns a 
Financial based company. Nominee is proficient with Quick Books Accounting Software. Please include any other 
information that you consider relevant to your nomination: Willingness to serve. 
 

• Nomination: 2 -  • There was a Nomination made by CTANA and seconded by Chattanooga 
Area for Ricardo J. as VRSC Chair. 
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The VRSC Service Resume is on file. Here are the qualifications of the Nominee: 8 years clean. The group, area, 
regional and world positions the Nominee has held in the past five years: Home group Meeting Secretary 2002-
2004, GNANA Policy & Procedures Chair 2003, CTANA RCM 2005-2006, H&I Panel Leader 2007, Mgt. Sec. 
2006-2007, and CTANA Chair 2007, Regional Vice-Chair August 2007-to present. The Nominee has fulfilled all 
service commitments. Resources and experience that the Nominee feels will help in the position: I have a working 
knowledge of the 12 Concepts & 12 Traditions; I possess leadership & organizational skills, humility, honesty 
along with good communication skills. 
Please include any other information that you consider relevant to your nomination: I am a hard worker, honest, and 
not afraid to ask the questions and I am willing to learn. I have time to do add the duties required of me and I am a 
team player and work well with others. 
 
 
 
Regional Motions 

• Motion 1 -  • Motion 1 was made by GSMANA and seconded by GNANA.THEMOTION 
READS AS FOLLOWS: To add to Article XI, Section 3: The Treasurer shall 
maintain balance in bank account sufficient to cover two Regional Meeting cycles 
expenses, based on Treasurer’s projected expenses. 
INTENT: To insure that the VRSC has sufficient funds available to meet operating expenses. 
 

• • Motion 2 -  Motion 2 was made by VRCGRC Chair and seconded by MANA. THEMOTION 
READS AS FOLLOWS: To include the Hotel and Bid NegotiationWorkbook for 
approval as a resource. 
INTENT: To help prospective VRC sites in their planning to have VRC. 
 

• • Motion 6 -  Motion 6 was tabled at the February Region was removed from tabled status by a 
motion made by VRCGRC Chair and seconded by the UCANA. The vote on the floor was 8 yes, 1 no, and 1 
abstention. Motion 6 was made in February by 
VRCGRC Chair and seconded by UCANA. THEMOTION READS AS 
FOLLOWS: to approve the VRC Guidelines as a whole. 
INTENT: to create a Convention Guide that helps VRC to be more spiritual in 
nature and that follows our 12 Traditions & 12 Concepts, to create a celebration of recovery and unity within this 
Region. 
�
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Area Inventory Process 
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Spiritual Guidelines and Order of Guiding Documents  

The VRC Committee shall not take any action that conflicts with 
the Guiding Documents. 

The VRC Committee Guiding Documents are: 
The 12 Concepts of NA Service 

The 12 Traditions of NA 

The VRC Guidelines 

The VRSC Guidelines 

Purpose 
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General Qualifications & Responsibilities of Admini strative 
and Subcommittee Positions  

The desire and willingness to serve for approximately 1 - 1/2 
years (until all convention business is completed, generally 
from August the year before the convention, thru February 
following the convention). 

Time, resources, and qualifications necessary to carry out the 
functions of their position. This includes attendance at all VRC 
Committee meetings and availability during the convention. 
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If a voting member misses three (3) regularly scheduled 
meetings, in the approximate 1-1/2 year commitment, that 
position becomes open. Arriving late to the scheduled meeting 
or leaving early without the approval of the Chairperson shall 
count as an absence. In the event a quorum is not reached at a 
regularly scheduled meeting, the attendees of that meeting 
shall not be counted absent when they cannot attend the 
rescheduled meeting. 

A working knowledge of the Twelve Concepts of N.A., the 
Twelve Traditions of N.A., and the VRSC Guidelines thru 
understanding and application. 

Agree to date and sign the Memorandum of Financial 
Responsibility (see Fiscal Responsibilities and Accountability, 
and Addendum A). 

In applying the principles of rotation and continuity of service, 
the chairperson cannot serve two consecutive terms in the host 
city.  

In the event anyone at anytime during the convention displays or 
is handing out any non-fellowship approved literature for sale 
or free, they shall be asked to cease and remove literature. If 
they don’t comply they will be asked to leave the convention 
premises.     

In the event any positions are not filled, (example: no Arts & 
Graphics Chair), their tasks shall fall upon the Administrative 
Committee as a whole to be carried out. 

All business of the Host Committee must have the approval of the 
Board of Directors (BOD). 

Nomination and elections of all Administrative and 
Subcommittee positions are to be preceded with the 
completion of the VRSC Service Resume Form. 
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Attend all VRC committee meetings from opening to closing. 

Administrative Positions 

Chairperson 
Qualifications: 

Five (5) Years continuous abstinence from all drugs. 

Minimum of three (3) yrs. active service involvement in N.A. 

Prior Area or Regional Convention experience. 

Responsibilities: 

Preside over the VRC meetings and establish the agenda and provide a copy to 
all participants 1-week prior to the day of scheduled meeting.   

Continually emphasize fiscal responsibility. 

To ensure information being distributed has been reviewed by the committee, or 
executive committee, the Chair is the single liaison for communication and 
correspondence of the VRC Committee to all outside entities which include, 
but is not limited to: the Regional Service Body, Areas, and Host Area. This 
also includes monthly contact with all committee members. However, the 
chair may delegate to a committee member the responsibility to distribute 
specific information as the need may arise. 

Fill out and sign the Memorandum of Financial Responsibility. 

One of the co-signors on the VRC bank account. 

Vote only in the event of a tie vote.  

Enforce the “Rules of Decorum and Discipline” at the committee meetings; acts 
as final authority and clarification of these guidelines; conducts meetings 
with impartiality and fairness. 

Maintenance of VRC files and archives.  

Establish a monthly meeting place and time to be included in Agenda distributed 
to participants.  

Call “special” VRC meetings as necessary. Meetings may be called by a 
minimum of three host committee members. Meetings shall deal only with 
matters that cannot wait until the next regularly scheduled Host Committee 
meeting and shall be limited to the issues detailed on a pre-announced 
agenda agreed upon by those calling the meeting.  

May in times of inclement weather and threatening travel conditions, initiate a 
telephone discussion and vote as to the postponement of the VRC Meeting.  

Make regular (bi-monthly) reports to the VRSC in person. 

Train the Vice-Chair in the performance of the Chairpersons duties for rotation 
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and continuity of service. 

Call and chair Administrative Committee meetings as necessary.  (These 
meetings are to be attended by Administrative Members only for the 
expressed purpose of addressing items as they are identified on the agenda 
for that meeting.) 

To open the meetings at the appointed time by taking the capital chair and 
calling the meeting to order, having ascertained that a quorum is present. 

To state and put to vote all questions that legitimately come before the assembly 
as motions. 

Facilitate the resolution of disputes between Host Committee members and 
prevent important questions from being decided prematurely, in order to 
foster understanding by the entire Host Committee prior to action. 

To protect the assembly from obviously frivolous or dilatory motions by refusing 
to recognize them. 

To expedite business in every way compatible with focus on the 1st and 12th 
Concepts. 

To decide all questions of order, unless when in doubt, the Chairperson prefers 
to submit such a question to the assembly for decision. 

To respond to inquiries of members which relate to parliamentary procedure or 
factual information bearing on the business of the assembly. 

Ensure that budgets are submitted by February and followed as closely as 
possible, Time lines are to be closely followed.  All line-item budgets must be 
approved by the VRC Committee and be submitted to the BOD for final 
approval, as a whole. 

Obtain the previous Host Committee VRC Treasurer copies of the Archived 
Financial Data. 

To make the final report of the results of the VRC to the February VRSC in 
person. 

All contracts for any Services involved by this committee must be approved by 
the committee as a whole, BOD approval where applicable, and have the 
signature of chairperson before being implemented. This includes but is not 
limited to entertainment events, merchandise orders, registration packet 
materials, or any other items which may be necessary to facilitate this 
convention. 

In the event of resignation, the Chairperson shall appoint an interim 
Administrative Committee member or Sub-Committee Chairperson to that 
position until the proper nomination and election procedure can be followed. 
The appointee shall be someone other than the officers currently holding 
positions and have qualified experience for the position. 

Call upon prior Convention Committee Members throughout the Region for 
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support and experience.                                       

Communicate to all committee members that there will be no reserved seating 
during banquets for any member or officer. 

Vice Chairperson 
Qualifications: 

Four years continuous abstinence from all drugs.  

Three years active service involvement in NA. 

Prior Area or Regional Convention experience. 

Responsibilities: 

In the absence of the Chairperson, be prepared to assume his or her duties.  

One of the co-signors of the VRC checking account. 

Serve as liaison between all standing Sub- Committees and attend Sub-
Committee meetings to ensure cooperation and coordination of the functions 
within the VRC. 

Act as parliamentarian of the VRC meetings. 

Secretary 
Qualifications: 

Minimum of 4 (four) years of continuous abstinence from all drugs.  

Minimum of 3 (three) years active service involvement in NA. 

Prior Area or Regional Convention experience. 

Must have computer experience, defined as: word processing for reports and e-
mail distribution skills. 

Responsibilities: 

Be prepared to assume the duties of the Chair and or Vice-Chair in their 
absence until a Chair Pro-Temp or Vice-Chair Pro-Temp can be elected. 

Keep an accurate record of the proceedings in all VRC meetings, to include: 
regular, special, and administrative meetings. 

Maintain a file of all VRC Administrative Committee  and Sub-Committee 
reports submitted and turn them over to VRSC at end of convention for 
Archives. 

Mail and/or distribute copies of the minutes to each member of the 
Administrative Committee, Sub-Committee Chairs, and BOD. Copies of 
minutes should arrive within 7 days after each meeting except in October 
(when meetings are bi-weekly), and November, (when meetings are weekly). 

Maintain the record book in which the VRC Guidelines, VRSC Guidelines, 
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Minutes, etc…: for verification when requested. 

Maintain a current attendance record for use by the Chair in determining 
quorums. 

Prepare ballot records for all VRC elections and voting. 

Make available all blank forms in regard to motions and reports and 
addendums at every VRC meeting. 

Train the Alternate Secretary as to the performance of his/her duties. 

Sign all certified copies of acts of this committee when applicable. 

To notify all participants of all special meetings, utilizing such methods of 
notification as directed by the chairperson. 

Secretary is responsible for the Mail. 

Acquire a P.O. Box for current VRC for an 18-month period (cost to be located 
in Administrative budget). 

Pick-up mail from the P.O. Box the week of the VRC meeting until July, twice a 
month in August and September, and once a week from October through the 
Convention. 

In the presence of the Treasurer and Registration Chair, open the mail so the 
distribution of monies will go to the Treasurer and the Registration Form 
turned over to the Registration Chair. 

Forward all speaker tapes to the Program Chair. 

Forward all other correspondence to appropriate personnel. 

Alternate Secretary 
Qualifications: 

Three (3) years continuous abstinence from all drugs. 

Two (2) years active service involvement in NA. 

Prior Area or Regional Convention experience. 

Responsibilities: 

Assume the duties of the Secretary in his/her absence at VRC meetings. 

Assist the Secretary in the performance of his/her duties. 

Assist the Vice-Chair, and record information, as needed, in regard to his/her 
liaison duties with committees. 

Treasurer 
Qualifications: 

Five (5) years continuous abstinence from all drugs. 

Four (4) years active service involvement in NA (Two (2) year minimum service 
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as Treasurer of an Area or Regional service committee). 

Prior Area or Regional Convention experience. 

Responsibilities: 

To be the custodian of the Committee’s funds as received from the Sub-
Committees and other NA sources.  

To be a co-signor of the committee’s bank account and always one of the signers 
on any VRC check. 

Must be capable of using and utilization of the accounting software 
(QuickBooks) to maintain all financial records.  All reports concerning cash 
flow to be generated using this software. 

To make a report that consists of Profit & Loss Statement and Bank Statement 
at each regularly scheduled meeting of the Host Committee and provide the 
BOD the same report. 

To make a full financial report at the end of the VRC. Any sources of proceeds 
outside of those generated by the convention committee are too be shown 
“below the line”, after net convention operating profits. The final financial 
reports are due at the February meeting of the VRSC. 

To disburse funds as necessary in accordance with committee decisions and 
BOD approval where applicable. 

Provide necessary change during the convention for each startup, $200 each for 
Registration and Merchandise. A suggested amount of startup money drawn 
from the bank in cash prior to the opening of the convention for making 
change is $1000. 

Train the Alternate Treasurer as to the performance of the Treasurer duties. 

Work with the CPA of the VRSC in order to maintain the necessary records for 
tax returns. Typically, this is communicated by generating a detailed General 
Ledger Report from the accounting software. 

Use a Receipt Book with carbon copies for Registration, Merchandise, 
Entertainment or any other committee involved with disbursement or 
collection of funds. Book should be signed by committee chair and a copy 
provided for their records. This will help with the accountability of fund 
flow.  

Mileage will be paid to Administrative Committee Members and Subcommittee 
Chairs as defined by current VRSC guidelines. Mileage should only be 
offered to those traveling greater than a 75 mile round trip per trip. 

Alternate Treasurer 
Qualifications: 

Four (4) years continuous abstinence from all drugs. 
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Two (2) years active service involvement in NA. One (1) year minimum service 
as Treasurer of an Area or Regional service committee. 

Prior Area or Regional Convention experience. 

Responsibilities: 

Be prepared to assume the duties of the Treasurer in their absence. 

Assist the Treasurer in the performance of their duties as requested. 

Assist, as needed, in the collection of funds at all special events and provide 
accountability for it. 

To be a co-signor of the committee’s bank account. 

Hotel Liaison 
Qualifications: 

Four (4) years continuous abstinence from all drugs. 

Two (2) years active service involvement in NA. 

Prior Area or Regional Convention experience. 

Hotel Industry experience with some type of event management or contract 
negotiation skills.  

Ability to negotiate contracts and communicate in a professional manner with 
hotel staff and present himself or herself to hotel in business attire. 

Responsibilities: 

Obtain proposals from 3 hotels. Use Historical Archived Data to obtain room 
block and banquet sales information. 

It is suggested to utilize the Bid Negotiation Workbook for all correspondence 
and negotiations with the hotel. Contact the World Convention Corporation 
as to the help we can utilize by using the whole of NA as a reference. 

Make a presentation to the VRSC regarding the hotel options available. 

Coordinate with the BOD for the final decision on the hotel. 

After the Hotel contract is negotiated and drawn up present contract to the BOD 
for approval and signing by BOD Chairperson. 

Act as central contact between the VRC Committee and the hotel. 

Coordinate with hotel for overflow accommodations.  

Ensure the hotel fulfills all commitments as outlined in the contract. During the 
convention have available a copy of the contract to see these commitments 
are followed. 

Provide the Hotel Contact person with a program schedule to include locations 
of all functions, Meetings, Registration, Merchandise, Hospitality, etc… 
within the hotel.   
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Coordinate with the Registration Chairperson as to how many banquet tickets 
have been sold by the cutoff time and communicate final guarantee to the 
hotel in a timely manner. 

Track hotel reservations for (3) months prior to the convention and 
communicate it to VRC Committee.  Communicate with the hotel about the 
“late trend” our fellowship has in making reservations. 

Communicate to the hotel that the Hotel Liaison is the only person allowed to 
approve any charges to the Master Account, before, during, or after the 
convention. The Hotel Liaison will communicate these needs to VRC Chair 
for Chair’s approval. 

Coordinate with all Subcommittee Chairpersons as to their individual needs for 
the convention. A list should be provided to Hotel Liaison 30 – 60 days prior 
to convention. 

Set-up all VRC Committee meetings with the hotel, if negotiated in the Hotel 
Contract as a complementary item. Communicate to the VRC Committee the 
location of the VRC meetings within the hotel. 

Provide the Hotel Operator with a radio in order to communicate during the 
convention or arrange for adequate communication between the hotel staff 
and the convention committee. 

Communicate with hotel a request that the hotel block all incidental charges 
from being charged to the master bill, primarily the complimentary rooms, 
which include, (room service, local and long distance calls, or any other extra 
charge). We are responsible only for the room charge itself. Also, phone 
service (for outgoing) in the Hospitality Suite should be blocked. 

Obtain the Master Bill to be reviewed by the Chairperson, Treasurer and Hotel 
Liaison for approval. Upon approval the Chairperson will sign Master Bill 
and the treasurer will make the final payment to the hotel.  

Subcommittee Chairpersons 

Qualifications:  
Three (3) years continuous abstinence from all drug s. 

Minimum two (2) year active service involvement in NA. 

Prior convention experience, being: Recovery on the  Ridge, Unity 
Convention, Surrender Under the Stars, Memphis in M ay, and Kiss 
Kamp Out, or other comparable events. 

Individual Committee Qualifications will be listed with the position. 

Must be fully available on site during Convention o r have responsible 
replacement approved by the Chairperson. 
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Arts & Graphics 
Qualifications: 

Must have Arts & Graphics experience and own a computer to produce the 
drafts of the artwork. 

Responsibilities:  

Prepare artwork for flyers, program, and all merchandise. (Choosing three logos 
is the responsibility of the VRC Committee as a whole to be turned over to 
the BOD for approval). 

Have Convention Flyers printed. 

���  Logo and theme ideas must be turned into Arts & Graphics by January. 
���  Ideas should be turned in by February VRC meeting, Rough Draft of the 

Convention flyer should be turned in to VRC by March meeting and 
should be presented at the April VRSC meeting for approval by BOD.  

���  Pre-registration to be stressed throughout flyer.  Meals, banquet tickets 
to be sold only through Pre-registration.  

���  Coordinate with Convention Information regarding scheduling of the 
mailings.  

���  Flyer should have cut off dates for Pre-Registration, Room Rates, 
Speaker Tapes, and all Meals. Also listed; Entertainment Events, 
Newcomer Donations, Accessibility to be defined, and any other 
information that is approved by VRC Committee as a whole. NO 
REFUNDS after November 15th should be included on all flyers. 

���  Cutoff dates are as follows: 
���  Pre-Registration – October 1st 
����  Room Rates – To be determined by Hotel Bid Negotiation 
�����  Speaker Tapes – August 15th 
����  Meals – October 15th 

���  The cutoff date stated on the flyers for the Meals is the absolute cutoff for 
the purchase of Meals.  No Meal tickets will be sold at the Convention. 

Have Programs printed. 

���  Work closely with the Program Committee to get the information as soon 
as possible. 

���  Bring rough draft to the October meeting and final draft to the first 
November meeting.  Proofreading is the key.  

���  Bring 3 bids for printing of program for approval b y VRC Committee as 
a whole. The Chairperson will affirm the approval of the bid by their 
signature and copies to be distributed to Treasurer and Secretary. 

Have Banner printed. 

����  Solicit the conscience of the VRC Committee as a whole to decide on 
Size of Banner to be produced with optimum sizes of 5x5 to10x10. 
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����  Bring 3 bids for preparing the Banner for approval by VRC 
Committee as a whole. The Chairperson will affirm the approval of the 
bid by their signature and copies to be distributed to Treasurer and 
Secretary. 

����  When approved have banner prepared.   

Have Tickets printed. 

����  Have consecutively numbered tickets printed for Meals and 
Entertainment functions, i.e.: Thanksgiving Dinner, Saturday Night 
Banquet, Sunday Brunch, Comedy Show, Concert, etc…  

����  The quantities of the Meal tickets will be determined by the 
Registrations that have arrived by the cutoff date. VRC Committee as a 
whole will approve the number of tickets for Entertainment.  

����  Different colored tickets should be utilized so as to not cause 
confusion.  

����  Final approved tickets will be given to Registration Chair for 
distribution. 

Have Placards printed. 

����  Have 5 placards, one for each of the following areas: Merchandise, 
Registration, and each of the Workshop Rooms. 

����  Each placard should state the scheduled times that room will be 
opened (hours of operation). 

����  It is recommended to purchase easels for the event.  These can be 
passed on from one convention to the next, thereby only having to 
purchase new ones as older ones get damaged. 

 

Convention Information 
Responsibilities: 

Make sure the convention is published in the NA Way, the NA website 
(www.na.org), and the Regional web-site (www.natennessee.org) as soon as 
possible. 

Obtain a mailing list from the WSO of all Regions and Areas. If there’s no postal 
Code, do not send flyers. 

Schedule mailings of the Flyers as defined below: 
����  200 flyers to each Area within the Volunteer Region by May 15th 
����  100 flyers to each Area within 200 miles of the Host city – May 15th 
����  100 flyers to each Region within 700 miles of the Host city – May 15th 
����  20 flyers to all other Regions in the U.S. – May 15th 
����  20 flyers to selected Regions located outside the U.S. – May 15 
����  Send a minimum of 1000 flyers to the World Service Conference in 

April-May.  
����  Send a minimum of 1000 flyers to the World Convention of NA in 
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appropriate years. 
����  In July, mail 2 flyers to all individuals who registered for last year’s 

convention. Do not mail flyers to individuals who live in the host city. 
����  Make sure all home groups in the host city have a regular supply of 

flyers. 

Provide brochures with local attractions, city map, etc… Check with Chamber 
of Commerce of Host City for this information. 

Provide local Meeting Schedule and NA IP’s in the Hospitality Suite.  

Entertainment 
Responsibilities: 

Provide entertainment for Thursday, Friday, and Saturday nights during the 
convention. Typically there is a DJ dance or a live band on each of these 
nights with additional entertainment such as: comedy shows, “Smiley Faces” 
show, boat rides, karaoke, talent shows, etc.  

Plan, staff and supervise entertainment activities. The VRC committee as a 
whole must approve all activities. 

Dances and other entertainment events are non-smoking. 

Schedule entertainment to start 45 minutes after the main speaker meetings are 
over.  

Care should be taken not to schedule too many events at the same time. 

Obtain a contract with all Entertainers. Contract must be pre-approved by VRC 
Committee and then presented to the BOD for approval. Once approved the 
VRC Chairperson will authenticate by their signature (sign contract) and 
provide copies to Treasurer, Secretary, and Entertainment Chair for 
Entertainers. 

Provide transportation for any functions away from the hotel. Cost for 
transportation should be included in ticket price for the event. 

Arrange for all stage lighting and audio. When outside vendors are involved, 
obtain 3 bids. Must be approved by VRC Committee as a whole.  

Provide volunteers to help set up the stage, hang banners, etc. on Wednesday 
afternoon and breakdown Sunday after speaker meeting. Hanging of 
banners is generally done by hotel staff but must be done with an 
Entertainment representative present, also with breakdown on Sunday. 
Banners are to be rolled up and stored in regular containers they came in. If 
the upcoming Host Committee Chairperson is at the convention on Sunday 
they will take possession of the Banners at that time. Otherwise, the current 
Committee Chairperson will take the Banners to the next Regional meeting 
and turn them over to the upcoming Committee Chairperson. 

Inform Hotel Liaison of any special request to be communicated to the hotel 
such as room setups. 
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Guard the ballroom so that banners and equipment are secure at night. 

Collect admissions at dances. Volunteers must have 3 years clean, read 
Addendum B, and sign Addendum A. There should be two members at door 
to collect admission and sign a receipt book provided by Treasurer at any 
pickup of funds. 

Coordinate with Hotel Liaison to have “non-entrance” doors of paid/ticketed 
functions to be securely locked and all doors to be locked at end of that day’s 
function to secure banners and equipment.  

Fundraising 
Responsibilities: 

The VRC may only sponsor one Fundraising event prior to the convention. 
(Tennessee State Sales Tax Laws allow only two fundraisers per year: (1) the 
VRC itself and (2) one VRC Fundraiser). 

Arrange for Auction and/or Silent Auction during th e Convention. Do not accept 
auction items that will be sold by other Areas, Regions, or Vendors (Areas & 
Regions can only sell merchandise on Sunday). Arrange for Treasurer or 
Alternate Treasurer to be on hand to take in the money. 

Hospitality 
Responsibilities: 

Arrange for the purchase and delivery of all food and necessary condiments to 
be provided in the hospitality suite, as follows:  

Wednesday   No food in hospitality suite 

Thursday, Friday, Saturday 7:00 AM   Donuts & Fruit 

1:00 – 2:00 PM  Clean-up (closed) 

2:00 – 4:00 PM  Snacks & beverages 

9:00 – 11:00 PM  Snacks & beverages 

11:00 – 11:30 PM  Clean-up (closed) 

Sunday    Hospitality Suite closed 
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NOTE: These food service times will deter participants f rom 
assuming lunch and dinner are being served by the c ommittee. 

Keep Hospitality Suite adequately staffed with at least 2 people to work together 
in 2-3 hour shifts in order to staff the Suite as follows: 

Wednesday   7:00 PM – 1:00 AM 

Thursday   7:00 PM – 1:00 AM 

Friday    7:00 PM – 1:00 AM 

Saturday   7:00 PM – 1:00 AM 

Sunday    Hospitality Suite closed 

No clean time requirements to work the Hospitality Suite. 

Post a “Rules List” in the Hospitality Suite. There should be NO: GAMBLING, 
SLEEPING, OR SMOKING, in the Hospitality Suite. 

Lock the Hospitality Suite at 1:00 AM each night. 

Hospitality Budget will include any appliances needed to operate Hospitality 
efficiently.  

Merchandise 
Responsibilities: 

Find suppliers willing to extend credit (i.e. 25% - 50% down payment when 
order is placed and balance due 10 days after convention is over).  

Obtain bids from 3 merchandise suppliers. All items selected, as well as total 
quantities ordered, must be approved by the VRC Committee as a whole to 
be presented to the BOD for final approval. Once approved the VRC 
Chairperson will authenticate by their signature (sign contract) and provide 
copies to Treasurer and Secretary. 

Make sure to have original invoices for VRC Treasurer and all payments will be 
made with VRC Check to Vendors only. 

Make every effort on the part of the Committee to avoid conflict of interest in 
merchandise purchases. NA members actively participating on committee 
are excluded from these bids. If NA members are considered as vendors, they 
should be people of integrity who are trying to uphold the ideals of our 
program and have in their possession a World Service Approved License to 
sell NA items.  

Staff the Merchandise store with teams to work 2-hour shifts. Volunteers must 
have 3 years clean, read Addendum B, and sign Addendum A. 
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The VRC Committee must approve store hours and store must be manned 30 
minutes prior to opening. 

The two cash registers belonging to the VRSC, Inc. will be provided and 
Merchandise Chair and Registration Chair are to provide proper set-ups for 
each register and acquire proper training in operation of cash register.  
These cash registers will be the responsibility of the two sub-committees 
using them and shall be given to the next VRC when materials are 
exchanged. 

Provide an Inventory Count at the end of each day to be given to Treasurer for 
accountability and also at the end of the convention before it is turned over to 
the VRSC. 

Chair should count monies at every pick-up by Treasurer, and/or Alternate 
Treasurer, and sign off in the Receipt Book provided by the Treasurer and 
receive carbon copy for their final reports. Cash register tape must be 
reconciled with cash pickups by the Treasurer and/or Alternate Treasurer. 

Merchandise Chair must sign receipt book for opening tills. 

Sell merchandise at approximately a 100% markup. For example, if the total 
cost of a T-shirt is $4.90, then sell it for $10.00. Be sure to include all costs 
such as artwork and delivery of merchandise when determining selling price. 

Merchandise Budget should be as follows. Assume an average spending 
allowance per convention attendee to be approximately $10.00 per person 
and no greater than $15.00 per person. The explanation for this rationale is 
as follows (some people will only spend $2, while others may spend $100). 
Experience has shown the average per person to be $10-$15. For example: 
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Man the entrance and exit of merchandising room and regulate flow of 
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customers in and out of room based on space. All customers will be provided 
with a Merchandise Purchase form with appropriate merchandise to be sold.  
This form is to be filled out and handed to cashier at exit. The Merchandise 
Chair will be responsible for creating this form with their respective 
merchandise for that year. Forms are to be used for inventory control and 
accountability of funds.  

The outgoing Merchandise Chair will equitably distribute leftover merchandise 
to the RCM’s at the December VRSC. When doing so they will record the 
items as they are distributed to the RCM’s and provide a copy of those lists 
to the VRSC Treasurer for accountability. Merchandise will be sold at the 
Area level at 2/3 of the sales price (round dollar value up to next dollar).  
Then the incoming Merchandise Chair is to be at the February VRSC to pick 
up unsold items. Monies from those sales will be turned into the VRSC 
Treasurer. 

Program 
Responsibilities: 

Have regular subcommittee meetings in order to listen to all tapes submitted. 

Select 3 main speakers no later than August in order to give them time to accept 
and make arrangements to attend the convention. Select one backup speaker 
in the event one of the main speakers cannot attend at the last minute. These 
Speakers will be: Friday, Saturday, and Sunday Brunch only. These main 
speakers will receive a room for each scheduled day of Convention only, a 
full registration packet and all travel expenses. 

Clean time requirements: 

����  8 years-main speakers 
����  3 years-workshop speakers 
����  1 year-workshop chairpersons 

NOTE: The main speakers should be from outside the Volunteer Region and 
not ever have resided in the Region during their recovery. The purpose is to 
eliminate partisan feelings (pro or con) in the selection of the speaker. 

Select topics, speakers and chairpersons for a total of 18 workshops as follows: 

����  Area Speaker workshops on selected topics (2 – 3 Area speakers per 
workshop).  Within the Volunteer Region there will be one speaker from 
each Area.  Each Area will choose their speaker. 

����  5 Step workshops (2 speakers each). 

Steps 1 – 3, Steps 4 & 5, Steps 6 & 7, Steps 8 & 9, Steps 10 – 12 

����  Minimum of 2 workshops on Traditions & Concepts 
����  Remainder of workshops to be on selected topics (minimum 2 
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speakers) 

VRC Committee as a whole will approve the topics. 

In August, remind the RCM’s of each Area to bring speaker names back to 
VRSC by October. Inform RCM’s their speaker must have a clear message 
of NA recovery. 

Make sure speakers and workshop chairperson’s use NA terminology. 

For workshops, read only 2 NA readings and the Press Statement. 

Saturday night meeting: 

����  Chaired by the VRC Committee Chairperson 
����  The Readings to be read at the meeting are as followed: 

���  Who Is Addict 
���  What Is the NA Program 
���  Why Are We Here 
���  How It Works 
�	�  Twelve Traditions 
���  Press Statement 

����  Make any special announcements before the meeting. 
����  Recognize the VRC Committee by having them stand. It will save time 

not to introduce everyone by name. 
����  Introduce Speaker 
����  Speaker to speak for approximately 45-50 minutes (maximum 60 

minutes). 
����  Recognize geographical areas. Coordinate with Registration Chair so 

that only those states/countries with registered attendees are called out. 
Call out all Areas within the Volunteer Region, Host city last. 

����  Clean time count down. Give out Key-Tags during the clean time 
count down, to save time. Allow a significant amount of key-tags for the 
Newcomers. Medallions will not be given out during any meetings. 
Arrange to give out Basic Texts or other Newcomer gifts to everyone with 
less than 30 days. 

����  Close with the serenity prayer. 

Workshop schedule: Friday and Saturday, (same schedule both days). Three 
workshops will run simultaneously: 

9:00 AM – 10:30 AM 

11:00 AM – 12:30 PM 

Lunch Break 

2:00 PM – 3:30 PM 
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Make sure speakers check in 1 hour prior to speaking. Also, make sure the room 
is set: good temp, A/V on, Taping person prepared, etc… 

Meeting schedule: 

Wednesday 8:00 PM – 9:30 PM  NA Meeting 

Thursday 6:00 PM – 7:30 PM  Thanksgiving Buffet 

Friday  7:30 PM – 9:00 PM  Speaker Meeting 

Saturday 5:30 PM – 7:00 PM  Banquet Dinner 

7:00 PM – 9:00 PM  Speaker Meeting 

Sunday  9:00 AM – 10:00 AM Brunch Buffet 

10:00 AM – 11:30 AM  Speaker Meeting 

Entertainment will begin 45 minutes after speaker meetings are over. Make an 
announcement that everyone must clear the room after the meeting. 

Contract for all workshops and speaker meetings to be taped. Bring 3 bids from 
taping companies with a recommendation to VRC Committee for Approval 
by VRC Committee as a whole. Once approved the Chairperson will 
authenticate by their signature (sign contract) and provide copies to 
Treasurer and Secretary. 

Hotel liaison will coordinate with hotel to have microphones and rooms properly 
set-up. 

Select a pool of members to be ready to speak in workshops in the event the 
scheduled speaker/chairperson fails to show up. 

Speakers and chairpersons should be in the room 15 minutes prior to the 
workshop starting time. 

All workshops, meetings, marathon meetings are non-smoking. 

Schedule chairpersons for the marathon meeting. The VRC Committee as a 
whole will decide the hours of the marathon meeting. In order for the 
marathon meeting to stay open all night, there must be a scheduled 
chairperson at all times: schedule chairpersons for 2 - hour shifts. 

Lock marathon meeting room when closed.  

Registration 
Qualifications: 

Must be capable of using and utilization of the accounting software 
(QuickBooks) to maintain records pertaining to registrants.  All reports 



25 
 

concerning registrations to be generated using this software. 

Responsibilities: 

Maintain a database in a computer accounting software (QuickBooks) of all Pre-
Registrations, Registrations, Meal tickets, and Entertainment events sold. 

Work with the Secretary to receive registrations from P.O. Box. 

Mail a confirmation card to all individuals who register in advance up to 30 days 
prior to Convention. Phone the last 30 days. E-mail may be done to 
individuals who provide an e-mail address on flyer. 

Provide a recommendation by July VRC meeting to the VRC Committee as to 
what items will be included in the Registration Packets. All items selected, as 
well as total quantities ordered, must be approved by the VRC Committee as 
a whole to be presented to the BOD for final approval. Once approved the 
VRC Chairperson will authenticate by their signature (sign contract) and 
provide copies to Treasurer and Secretary. 

A Newcomer registration packet will be provided so the attendee will be able to 
attend all non-ticketed functions. Packet to include a pen, program, 
refrigerator magnet, meeting schedule for the Host Area, a White Book, and 
a badge from convention; the same as everyone else. 

Registration cost should not be less than $20.00 and not exceed $25.00 for pre-
registration and $35.00 for registration. Bring suggested registration cost 
proposal along with projected budget to the VRC committee for approval.  

Staff the registration booth with teams to work 2 - 3 hour shifts. Volunteers must 
have 3 years clean, read Addendum B, and sign Addendum A. The 
Administrative Committee members must be present to assist the teams in 
peak times. 

Generate a mailing list of all registrants from the previous year’s convention to 
pass on to the Convention Information Chairperson. This will be 
accomplished with the computer program data from QuickBooks. 

Prepare registration packets in advance of the Convention. Do not insert the 
tickets in the packets. Generate a report from QuickBooks as to the items 
purchased by each Registrant. When registrants picks up their packet, give 
them their tickets. Keep all tickets in the cash drawer until they are picked 
up/sold. 

Collect tickets at banquet for accountability.   

Accountability and Funding 

Adherence to Guidelines 
Any deviation and/or additions to the conducting of  the methodology 

of this convention shall be approved by the BOD.  ( Examples: 
Special seating for Newcomers or Old Timers, Fashio n Shows, 
Specialty Merchandise Items, Child Care, etc… ) 
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Speculation on points not covered in the Guidelines  should be 
brought before the BOD. 

Memorandum of Financial Responsibility 
Any committee member handling funds and/or tickets must agree to 

date, sign, and turn in to the VRC Chairperson a ME MORANDUM 
OF FINANCIAL RESPONSIBILITY (see ADDENDUM A), when 
elected/appointed to that position. 

 This agreement shall be held by the Chairperson an d turned in to the 
VRSC Archives with the finale report in February. 

In the event the Chairperson resigns or is removed for non-
compliance of duties, the Vice-Chair shall have tha t responsibility. 

Funding 
The convention should be self sustaining, meaning t he funds 

generated from one convention should fund the next convention.  
Should Areas wish to make a donation that is each A rea’s choice, 
not a request of this committee. This encourages th e Areas to 
focus on their Local Services and Service Structure , utilizing the 
funds generated as they best see fit. 

The Convention Committee will operate under the VRS C Inc. 
Nonprofit Corporation charter, but “Doing Business As” (DBA) 
Volunteer Regional Convention, or VRC. 

A checking account is to be established with a bank  that has 
branches in all of the major metropolitan areas tha t host the 
convention. The account is to be managed as follows : 
A single account will be utilized for all Convention Committees. 
In the January timeframe, as one Convention Committee completes its business, 

the Treasurer of that committee will obtain the change of signature 
documents from the bank necessary to get the new designated Convention 
Committee Members signed up as signers on the account and remove the 
outgoing committee members. 

The last order of financial business the outgoing Treasurer will perform will be 
to cut a check in the amount necessary to bring the account balance down to 
a suggested amount of $15,000.00, written to the VRSC Inc (the BOD has the 
responsibility for setting this figure on an annual basis). 

At the February VRSC meeting the outgoing VRC Chairperson will turn over 
the checkbook to the recently elected VRC Chairperson along with all the 
Historical Financial Information (the BOD should also be given a copy of the 
financial information). 

After the February VRSC meeting the new Convention Committee will be ready 
to start financial activity. The first thing the Tr easurer of the new committee 
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will need to do is to start a new company with the accounting software 
(QuickBooks). To keep consistency from year to year the Treasurer is to use 
the database of the previous year’s convention; this is done by “Creating a 
new company file for a new business year.” A search in the accounting 
software “Help” will provide instructions on how th is is done. 

Board of Directors Responsibilities Pertaining To V RC 

Responsibilities of the BOD 
Review all minutes of the Convention Committee to e nsure the 

Committee is following the guidelines. 

To be the resource in understanding the guidelines when questions 
arise from the Committee. 

To be the single point of accountability for the Co nvention. 

Establish the starting balance of the new Conventio n Committee prior 
to the completion of business of the outgoing Conve ntion 
Committee. At the time of the implementation of the se guidelines 
the recommended amount is $15,000.00. The BOD may d etermine 
to raise or lower this amount based on inflation or  historical data 
concerning the expenditures and income of Host Area s. This 
dollar figure should be communicated to Host Conven tion 
Committee no later than December 31 st so that convention 
committee Treasurer will know what to balance their  account out 
to. 

Items To Be Approved By BOD 
Review the Hotel Bid Proposals presented by the Hos t Committee 

Chairperson. After reviewing the proposal of the th ree bids and 
hearing the recommendation of the Host Committee, s elect the 
hotel to host the convention. 

Artwork for all items. 

Merchandise Bid Proposals and all items with quanti ties.  

Registration Packet Bid Proposal and all items with  quantities. 

Entertainment Bids 

Items Requiring the Signature of BOD Chairperson 
Hotel Contract 
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BUDGET OUTLINE 

ADMINISTRATIVE COMMITTEE 
Includes: Chair, Vice-Chair, Secretary, Alternate S ecretary, Treasurer, 

Alternate Treasurer, and Hotel Liaison 

Items to be included but not limited to: Mileage (i f outside Host City 
or Area), Printing Charges, Postage, Printing Suppl ies, and 
Computer supplies for Treasurer (Ink or Paper), Sec urity Charges, 
P.O. Box Rental (18 month period), Liability Insura nce (if required), 
Bank Account Charges, and Hotel Charges 

Should an Administrative Committee Member qualify f or mileage then 
they will be provided with a room for the conventio n. 

SUB-COMMITTEE CHAIRS 
All positions will include mileage to budget (if ou tside Host City of 

Area). 

Should a Committee Chair qualify for mileage then t hey will be 
provided with a room for the convention. 

Arts & Graphics: Printing Charges for Flyers and Pr ograms, All 
Banner preparations and charges for making Banner, Printing of 
numbered tickets for Meals, and all Entertainment F unction 
Tickets 

Convention Information: Postage or Bulk mailing cha rges, NA 
Literature needed (local meeting lists and NA IP’s in Hospitality 
Suite) 

Entertainment: Price for contracting any entertainm ent such as, but 
not limited to: DJ, Comedy Show, Boat Ride, Karaoke , Smiley 
Faces Show  

Fundraising: Cost for 2 nd VRC Fundraiser Event 

Hospitality: Kitchen Preparation Materials, Refrige rators, Delivery of 
any food product, all Food, Condiments, Paper produ cts 

Merchandise: T-Shirts, Jackets, Cups, Mugs, Sweat S hirts, Hats, 
Screen Charges, Delivery Charges, Shipping Charges,  Artwork 
Charges, Or any other items or charges approved by the VRC 
Committee as a whole 

Program: Airline Tickets and Speakers, Rooms for Sp eakers, Full 
Registration Packet for Speakers, Basic Texts for N ewcomers, 
Readings, Key Tags 
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Registration: Phone calls, numbered confirmation ca rds, All Items for 
Registration Packets (based upon last three years a ttendance) 

�
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ANTI-THEFT POLICY  
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ACCIDENT/INCIDENT REPORT FORM 
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