Chicagoland Regional Convention (CRC)

Policy Guidelines

Adopted and Attached as an addendum to the CRSC Policy

November 1, 2022



The purpose of this policy is to set operating guidelines and structure for CRC.

The following is the general policy guidelines for the Narcotics Anonymous Chicagoland
Convention: (CRC)

The CRC Executive Committee consist of:
CRC Chair

CRC Vice-Chair

Secretary

Treasurer

CRC Subcommittees:

Registration

Fundraising & Event

Programming

Data Communications Group (DCG)
Purchasing Chair

Hospitality

Serenity Keepers

BOD Events Manager
CRC Elections: Chair and Co-Chairs

e Itissuggested that all areas send two members to be considered for CRC positions. A
flyer announcing CRC elections must be sent out 60 days prior to the elections.

e The Executive Committee oversees the election: CRC Chair, CRC Vice chair, Treasurer
and Secretary

e Held no later than November, each year with announcement of open positions going out
to the fellowship in September.

e All members in attendance at the election meeting are eligible to vote. All members in
attendance with 5 years clean time, except for the Treasurer, are eligible to be considered
for open positions.



e The Convention Chair, Convention Vice-Chair, and all Committee Chairs must have
prior service experience at the Area Convention or CRC Level. It is suggested that
Committee Co-Chairs have experience at area convention or CRC level.

e The Convention Chair, Convention Vice-Chair and all Committee Chairs & Co-Chairs
must have a working knowledge of Microsoft Word and Outlook.

e Members seeking election should be familiar with this policy prior to nomination. Terms
run for one convention year with option to be re-elected once to same position.

e Members serving 2 consecutive years shall take a 2 year break before becoming eligible
to hold the same position.

e Co-Chairs are elected and must have 4 years, and do not automatically move up to Chair.
If no one is elected to Co-Chair, then the Chair of that committee appoints their Co-
Chair.

Commencing with the CRC XXXII elections, the CRC Chair and Vice-Chair will be approved
by CRSC committee members per their voting rules. Thereafter, the CRC Convention
Committee will nominate a Vice-Chair who must be approved by CRSC per their voting rules.
The Vice-Chair succeeds the Chair.

That in-coming chair must have a vote of confidence by the CRC Sitting Committee two month
prior to becoming the CRC Chair: November election meeting.

In the event the Chair is in consistent abuse of the CRC policy a recommendation will be made
to CRSC for their removal (see vote of no confidence).

The CRC Chair has general oversight of the CRC Committee, may assign members at large to
execute specific CRC tasks, and has the authority to appoint or remove other CRC Sub-
Committee Chairs (see redress process for removed members).

CRC Chair:

e The CRC Convention Chair has already been approved by the CRSC.

e Must have 5 years and must adhere to CRSC policy

e The CRC Chair serves a one-year term and will be succeeded by the Vice Chair. The
CRC Chairperson must attend the monthly meeting of the CRSC, BOD and Executive
Committee.

e Attends CRSC and BOD meetings and makes regular reports; has voting privileges on
both committees. Chair sets the schedule for the convention meetings and Chairs the
Convention Committee meetings, as well as the Convention.



e Organizes subcommittees and delegates major tasks to specific subcommittees; also stays
informed of the activities of each subcommittee and provides help when needed.

e Helps resolve personality conflicts and keeps activities within the principles of the 12
Traditions and in accordance with the purpose of the convention.

e Prepares a budget to present to CRSC; monitors the flow of funds, overall convention
costs and helps organize subcommittee budgets.

e Prevents important questions from being decided prematurely, in order to foster
understanding by the entire committee prior to action, while allowing the subcommittees
to do their jobs while providing guidance and support.

e Only major issues need to be brought to the Convention Committee meeting.
Subcommittees should be given trust and encouragement to use their own judgment.

e Prepares the agenda for Convention Committee meeting.

e Votes only in the case of a tie on all CRC business.

e The chairperson is responsible for communication between the CRSC, the BOD and the
Convention Committee.

e In concert with the BOD Events Chair, the CRC Chair makes room allocations at the
convention per requirement of service.

e The CRC Chair will assist the Programming Chair and Events Manager with completing
the hotel program as needed.

CRC: Vice Chair

e The CRC Convention Committee will nominate the Vice Chair, who must be approved
by the CRSC.

e The CRC Vice Chairperson will automatically move into the Chairperson position.

e Term is two years on CRC.

e 5 years clean time is required for nomination.

e Votes on all CRC business when the Chair is present.

e In the absence of the Chair, the Vice Chair only votes when there is a tie.

e The Vice-Chairperson is responsible for carrying out the duties of the chairperson in the
chairperson's absence.

e Attends subcommittee meetings, at the discretion of the chair, as necessary to ensure they
get the support needed to do a good job.

e Works closely with the Chairperson and subcommittee chairs on problem areas prior to
and during the Convention.

e The Vice-Chairperson has signing and approval authority on all CRC checks.

¢ In the event of a subcommittee chair being unable to fulfill their duties, the Vice Chair of
CRC will facilitate the subcommittee until the CRC Chair appoints a replacement.

e The Vice Chairperson is required to attend all CRC monthly meetings.



e The CRC Vice-Chairperson is directly responsible to the CRC chairperson and its sub-
committees.

Secretary:

e Is elected by voting members present.

e Secretary position is a one-year term.

e 5 years clean time required.

e Votes on all CRC business during committee meetings.

e Must be computer literate and have access to a computer.

e The Secretary is responsible for the minutes of the CRC meeting and the distribution of
them to members and is responsible for the archives of this committee and the archives
are to be kept at the Chicago Service Office.

e The Secretary maintains email and phone numbers of all CRC participants and produces
and distributes all CRC up to date communications, while also providing courtesy calls or
texts as a reminder of the CRC meeting dates and times and has the ability to schedule
virtual meetings, if needed. All archives are to be stored on a drive (USB).

e Attend all CRC meeting and takes roll call.

e Copy and supplies all necessary documents for participants at CRC meetings.

e Every November, in accordance with the chair, set annual schedule of meetings for the
next year and distributes flyers for election and list regular vacancies, two months prior to
election.

e Notifies members of special meetings.

e To be reimbursed, presents receipt for all secretarial expenses to the treasurer.

e The CRC Secretary is directly responsible to the CRC chairperson.

Co-Secretary

e s elected by voting members present.

e Co-Secretary position is a two-year term. One-year as Co-Secretary and one year as
succeeding secretary.

e 4 years clean time required.

e Must be computer literate and have access to a computer.

e Only votes in the absence of the secretary.

e The co-secretary will assist the secretary as needed and fulfill the duties of the secretary
as required.

e The co-secretary is directly responsibly to the secretary.



CRC Treasurer: Two Year Term

e 5 years clean time required.

e The Treasurer is elected by CRC voting members present.

e Votes on all CRC business during committee meetings.

e Treasurer must have knowledge and experience in bookkeeping and experience with
QuickBooks Pro and QuickBooks Point of Sale, or comparable software. Software
training will be provided to treasurer and Vice-Treasurer a minimum of every two years
or as necessary. Funds for training will be allocated from convention budget.

e Subcommittee chair/officers receiving NA monies for expenses must have receipts,
records or documentation approved by Treasurer before any other monies will be issued.

e All expenditures and income received must be listed in ledger book or an electronic
automated reporting document. Proper identification of charges including chart of
account number and committee incurring the expense must be identified for general audit
purposes.

e The Treasurer is not a signer on bank account but is responsible to balance checkbook
with bank account viewing privileges; prepares annual budget and presents budget
proposal each month.

e Treasurer attends all CRC meetings; maintains bank records; presents monthly
expenditures and accounts balances to the CRC chair. Also, audits financial reporting of
all income expenses, while providing quarterly financial treasurer reports to CRC Chair
and BOD Financial Manager. Treasurer must adhere to CRSC policy in reference to
fiduciary matters.

e At the convention site, the Treasurer of CRC and the BOD Financial Manager will be
dually responsible for the recording of income and expenses at the convention. Proper
documentation must be made to enable the use of acceptable audit procedures and
verification processes. All deposits and expenses must be accompanied by automated
cash register receipts or acceptable invoice documents. The Treasurer, Co-Treasurer,
and BOD Financial Manager also trains and serves as a verifier for the CRC
Convention pick up team.

e A written report must be done and handed in at all Convention Committee Meetings.

e All monies dispersed by the use of electronic disbursement or check must be approved by
the committee and distributed by the Chairperson. The Treasurer is also responsible for
producing a final financial report.

e Any requested funds less than $1000.00 must be authorized by the Executive Committee.

e No transactions exceeding $1000.00 can be written without approval of the BOD Events
chair and/or Events Co-chair.

e All vendors will be issued a check or an electronic payment for services rendered. No
cash payments will be made.



CRC Co-Treasurer:

e 5 years clean time required.

e The Co-Treasurer is elected by CRC voting members present.

e Votes on all CRC business during committee meetings in the absence of the Treasurer.

e Will assist the Treasurer as needed and will fulfill the duties of the Treasurer when
required.

e Must have knowledge and experience in bookkeeping and experience with QuickBooks
Pro and QuickBooks Point of Sale, or comparable software.

e The Co-Treasurer is responsible with the Treasurer to balance account, prepares annual
budget, and presents budget proposal each March.

e Attends all CRC meetings; aids in maintaining bank records; presents monthly
expenditures and account balances to the CRC chair. Also, aids in auditing financial
reporting of all income expenses, while providing Quarterly Financial Treasurer reports
to CRC Chair and BOD Financial Manager.

e Must adhere to CRSC policy in reference to treasurers.

REGISTRATION CHAIR (R/C):

e 5 years clean time required.

e The Registration Chair is elected by CRC voting members present.

e Votes on all CRC business during committee meetings.

e Oversees registration process from pre-registration through on-site convention
registration and organizes a committee that provides smooth, prompt, orderly and
hospitable registration services to the participants at CRC.

e The Registration Chair submits up to date reports on all registration sales activity
monthly — and daily on-site.

e R/C must have the ability to recruit sufficient volunteers to sale pre-registrations and on-
site registration sales.

e R/C oversees distribution of registration forms and tracking of sales; coordinates
collection of funds with CRC Treasurer and CRC Chair for deposits in a timely manner
(24-48 business hours of receipt).

e R/C assures pre-registration sales at all fundraising events prior to convention; when
registrations are sold at fund raising events, numbered cash receipts in three-part carbon
copies should be used as confirmation.

e R/C submits proposal for registration packages and convention program by October to
CRC committee.



e R/C must co-ordinate with CRC Treasurer and Chair for cash register and online training
prior to the convention.

e Hold monthly Sub-Committee meeting to be scheduled on the same day at the same time
each month to encourage participation from the fellowship. A written report must be done
and handed in at all Convention Committee Meetings.

e Work closely with DCG in the bulk mailing of convention flyers to avoid duplication and
in developing the convention registration form for convention flyers.

e The Co-Chair of this committee acts as chair in the chair’s absence and serves as an aid
to the chair in all instances.

Fundraising & Entertainment Chair (F&E):

e 5 years clean time required.

e The F&E Chair is elected by CRC voting members present.

e Votes on all CRC business during committee meetings.

e In conjunction with its committee, the F&E Chair plans and host a minimum of four pre-
convention events with other areas to promote unity and raise funds for the upcoming
convention. These four events do not include CRC annual events (Sponsor/Sponsee
Luncheon and Last Bash).

e Recruits committee members to staff all pre-convention fundraising events.

e Submits monthly report tracking any non-registration income from events

e Responsible for planning and staffing all on-site entertainment events; for ticket
collection; and for tracking paid attendance at CRC dances, comedy shows, fashion show
and banquets, etc.

e Subcommittee works in conjunction with Hospitality/Huggers in decorating the banquet
during the convention.

e Recommends entertainment vendors and works in concert with BOD management team
to secure entertainment contracts.

e F&E Chair must submit post-convention reports with financial total to CRC Chair,
Treasurer and BOD Events Manager.

e Holds monthly Sub-Committee meeting to be scheduled on the same day at the same time
each month to encourage participation from the fellowship.

e F&E Chair coordinates collection of funds (i.e., ticket sales, etc.) with CRC Treasurer
and CRC Chair for deposits in a timely manner (24-48 business hours of receipt).

e CRC Treasurer and/or Co-Treasurer in concert with the BOD Financial Manager are
responsible for collection of funds at all of CRC events.

e The F&E Co-Chair of this committee acts as chair in the chair’s absence and serves as an
aid to the chair in all instances.



Programming Chair: P/C

e 5 years clean time required.

e The Programming Chair is elected by CRC voting members present.

e Votes on all CRC business during committee meetings.

e Holds monthly Sub-Committee meeting to be scheduled on the same day at the same time
each month to encourage participation from the fellowship.

e A written report must be submitted at all Convention Committee Meetings.

e The Programing Chair oversees selection of workshop topics and main speakers for
convention and related fundraising activities associated with the convention.

e Programming Chair is responsible to provide the proposed number of workshops, topics,
and times by August 30"

e Programming Chair presents main speaker selections, out of town and local, to the
convention committee by September 30™".

e The Programming committee is required to select two Chicagoland Area Main Speakers.

e All main speaker selections will be afforded a registration, banquet, and comedy ticket.

e Programming Chair coordinates with the CRC Chair and the DCG in developing the final
program.

e Programming Chair works with Events Manager to complete hotel program and the
Convention Chair will assist as needed.

e Produces a budget in reference to travel expenses for speakers.

e Room accommodations will be decided by the Executive Committee.

e The Co-Chair of this committee acts as chair in the chair’s absence and serves as an aid
to the chair in all instances.

Purchasing Chair:

e 5 years clean time required.

e The Purchasing Chair is elected by CRC voting members present.

e Votes on all CRC business during committee meetings.

e Maintains the CRC debit card for pre-convention and on-site services, managing CRC
funds responsibly.

e Oversee purchases of supplies.

e Works with Registration Committee in acquiring registration package items.

e Works with CRC Chair in purchasing items necessary for the convention and fundraising
activities.

e Solicit and vets all vendors contracts.

e A written report must be completed and submitted at all Convention Committee
Meetings.



e The Purchasing Chair must have knowledge of contract review and analysis.
e The Co-Chair of this committee acts as chair in the chair’s absence and serves as an aid
to the chair in all instances.

***Data Communication Group Chair: DCG*** —

Starting with CRC XXXVII this position will change into Arts &
Graphics and Convention Information. Tasks for each sub-
committee will be created before the next election.

e 5 years clean time required.

e The DCG Chair is elected by CRC voting members present.

e Votes on all CRC business during committee meetings.

e Must have high-speed internet access and be familiar with software including Microsoft
Office and/or comparable software applications.

e Maintains links between website and links to other related NA web pages; responsible for
maintaining and updating the CRC Convention website.

e Work with the treasurer to set up and maintain any monetary online purchases and
payments.

e Is responsible for the creation of the convention logo and submitting it to the CRC
Committee for approval and is responsible for insuring that the original logo be put into
digital format and electronically saved for CRC approved actions.

e Responsible for the designing of all banners, programs, flyers, convention posters, and all
Convention merchandise using the Convention logo.

e Work in concert with the CRC Chair and Registration Chair in producing a printed final
program for the convention

e DCG Chair must present a line item budget to the CRC Chair of all estimated Sub-
Committee costs: web page, flyers, logo, and convention program, and postage, etc.by the
second Sunday in March.

e Recruits committee volunteers to disburse up-to-date CRC information throughout the
fellowship and web service.

e Coordinates with CRC Chair and Sub Committees to develop flyers

e Responsible to have at least two on site stations, providing maps to outside activities
throughout the city, program information and details of parking- room rates.

¢ Hold monthly Sub-Committee meeting to be scheduled on the same day at the same time
each month to encourage participation from the fellowship.

e A written report must be done and handed in at all Convention Committee Meetings.
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e The Co-Chair of this committee acts as chair in the chair’s absence and serves as an aid
to the chair in all instances.

Hospitality/ Huggers Committee Chair

e 5 years clean time required.

e The Hospitality/Huggers Chair is elected by CRC voting members present.

e Votes on all CRC business during committee meetings.

e The purpose of the Hospitality subcommittee is to Host the fellowship. Hospitality
subcommittee is there to provide atmosphere for a successful convention to all members.

e Maintain the Hospitality Suite(s).

e Submits a committee budget for approval by second Sunday in March.

e This Committee needs to be made up of members who are outgoing and pleasant:
huggers’ volunteers. They will often be the first people with whom attending members
come in contact with upon arrival at the Convention.

e Reaches out to all areas to host a hospitality event at the convention, at the area’s
discretion: (i.e.) karaoke, line dancing and workout-meditation etc.

e Subcommittee works in conjunction with F&E in decorating the banquet during the
convention.

e Assign its members to assist the Serenity Keepers if the need arises

e A written report must be done and handed in at all Convention Committee Meetings.

e Hold monthly Sub-Committee meeting to be scheduled on the same day at the same time
each month to encourage participation from the fellowship.

e The Co-Chair of this committee acts as chair in the chair’s absence and serves as an aid
to the chair in all instances.

Serenity Keepers Chair

e 5 years clean time required.

e The Serenity Keepers Chair is elected by CRC voting members present.

e Votes on all CRC business during committee meetings.

e The purpose of the Serenity Keepers Sub-Committee is to ensure there are no infractions
created by our members and other attendees at any fundraising events or at the
hotel/venue during the convention

e This subcommittee works closely with other subcommittees of the convention to assist
with crowd control, information, and helps support with Hotel Security.

e We will ensure this by adhering to the following guidelines:

1. The Twelve Traditions.
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2. The 12 Concepts.

e Ensure that each attendee has paid for entry into any fundraising paid events by checking
for armbands or hand stamps, convention badge or tickets.

e Ensure the exchange and movement of all funds and monies are secured and safeguarded
and that all money handling procedures are adhered to as per BOD guidelines.

e To be a source of information for members attending all fundraising functions and the
convention.

e To maintain an atmosphere of recovery, proper behavior and promote a safe environment
at all fundraising functions, convention workshops and convention events.

e Contact the proper authorities (i.e., police or hotel security) in the event of an irate
individual or an illegal action that cannot be controlled by our members.

e A written report must be done and handed in at all Convention Committee Meetings

e Hold monthly Sub-Committee meeting to be scheduled on the same day at the same time
each month to encourage participation from the fellowship.

e The Co-Chair of this committee acts as chair in the chair’s absence and serves as an aid
to the chair in all instances.

Removal from positions

A Subcommittee Chair or Co-Chair or committee member can be asked to step down from
his/her commitment under the following circumstances:

1. Relapses during their term of service.

2. Subcommittee Chair is absent from the Convention Committee meetings for three consecutive
meetings without contact with the Convention Committee Chairperson or Co-chairperson and
without a reasonable excuse.

3. Refuses to attend Fundraising events or refuses to serve where/as needed at the Convention.

4. Refuses to comply with this policy as written.

All members of the CRC Convention Committee are subject to the CRSC Policy Article Ten (A)
and (B). (Resignation of Officers Work Group Leaders).

BOD Involvement of CRC:

This policy, effective, November 2022, supersedes any previous policy and gives the operating
authority back to CRSC and the CRC committees. The BOD Events Manager will retain direct
involvement in the contracting of on-site locations and financial oversight of the convention
only.
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e The Events Manager monitors fund flow and overall convention cost; further, they assist
the CRC committee in organizing all convention budgets.

e Under the direction of the CRC Chairperson or Co-chairperson, the Events Manager or
Co-Manager acts as advisor on legal and fiscal matters at the convention site.

e The BOD will determine each annual registration price.

e The BOD is responsible to train the pick-up team, in accordance to the CRCS policy.

e All approved contracts over $1,000 will be signed at an open BOD meeting.

Review on 10/31/22



