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DEFINITION

This beondy shall be known as the Nomheast Georgia Area Convention Planming Committee of
Marcotics Anomymous (CPC and will operate as # subcommiittes of the Mortheast Geongia Arca
Service Committee { ASC),

EURFOSE

Do coordinate and conduct the Northeast Georgla Area’s Convention. The convention is held by
members of WA 1o bring cur membership together in the celebrmtion of recovery and Lo carry the
message i doing s0. Mestings, workshops and activities as scheduled w promote and encourago
unity and fellowship among our members. Because & MA service committes sporsors this
comvention, it should always conform to'the 12 Traditions and 12 Concepts of service and reflect
O DUT PrmEry purpose of Narcotics Ancnyvmous,

GENERAL PLANNING

Haostiig a convention s a tremendouss responsibility that requires significant planning, dedication
and effisrt. Conventions can be complex and overpowering endeavars: thersfore, effort should be
made to sebect key people who have prior convention experience. The planming of a convention
requires the combined efforts of many people, these people work a2 8 compyistee that is made up
of members” from all the groups comprising the Northeast Georgia Arsa service body,

CONVENTION PLANN % TTEE MEFTINGS

All Convention Planning Commitiee Meetings should ke place ol a regularly scheduled fime
and place and follow the current edition of Robert’s Rules of Order. These meetings should be
held in 2 central location or travel to all committes members: zreas, allowing all who may want o
participate the opportunity to do s

Special meetings may be called whengver the Chairperson deems necessary. Prior notice of at
least two days must be given to 2l committee members for all special meerings, The two-day
notice may be waived if 31% of the voting members agree to the meetings.

Planning committes meetings are held monthly until two months prior to the convention, at which
time they lake place every two weeks. At one month prior to the convention, they will mest every
wieek if mecessany,

The purpose of these meetings 15 to gather and share informartion regarding the planning and

carrying out of the convention. Effort should be made o encourape support and participation
from all menmbers.
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FORMA

An agenda for the UPC meeting will be as foflows;

1. Open with & moment of silence {for the members to reflect on their invalvement. who
they serve-and whyl, followed by the Serenity Prayer,
Reading of the Twelve Traditions and the Twelve Concepds.
Feall Call
Read and accept minutes from lastdeeting
Crpen forum
Treasurer’ s repart
Subzommities reports
014 Busineds
MNew husingss
H Closing praver

IS B s e

ATTENDANCE

Any subcommittee chair or vice-chair who acquires bwo consecutive unexcused absences from
the CPC meatings or any mwo absences without prior notification the CPC Chaie of Vice-chair
will forfeit their posidon and will be considered as having resigned at the roll call of the next
regularly scheduled meeting. This position will then be open for reselection at the third CPC
miesting, Irshail be 1o the discretion of the Chair and Vice-Chair (o assign’an absence 45 excused
or unexcused, Any voring member of the CPC may chablenge the decision of the chaie, and then
the issue of the absence would be-catled toa vote, Naturalby, relapse necessitates immediate
forfeiure of any position and fesves it open to immediate replacement.

YOTING
& quorsm consists of 3 1% of the voting participants.and 50% of the adiministrative conmites.

Viting Privileges arg éxtended 1o the foilowing CPC members:

I, Sub-Commities chairs {or vice-chairs in the absesce of the chalr)
CPC Vice Chair (because of the relationship with the subcommitiees)
CPC Traasurer (because of financial impact)

CPC Secretary (hevavse of work required)
CPC Chair fonly n the event of a tie)

AR

THE ADMIN TIYE

The administrative committee carmes-out the will of the everall CPC. 1t functions as the
executive committes of the convention and holds sepamte periodic and special subcomntimes
meetings. Tts fmetion is b0 ensure tat the various subcommittees work together and (o assist
those commimees that may need extra help. However, it is not necessary for the Administrative
Commitiee to involve itself direcily in the specific workings of each subtommittes. The
members of the adminisirative Committee discuss the performance of the subcommitiess as well
#s the convention budget and other matters thet affect the convention. The results of these
discussions ase included in reports at the CP meetings: As spon as possible the
Administrative Committee drafts s schedule of meeting dates and locations for the CPC, This
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&
. Prepares a final statement within % dayvy Fallowing the close of the convention. This

report shall inciude and income statement and a halance sheet.

12 Will have signatiee cands for new tréasurer, alt. teeasurer and ASC chairat end of
COmventom.
13, Will turn over all marerials and check book 1o new CC chair,
Oualifications —
1. Waorking kinowledge of the [2 Seps, Traditions &nd Concepts af WA,
2. Minimum of 5 years continuous clean time
3, Pozsess either past measurer ¢xpenence at or above the group level,
4. Possess accounting experience at a business, professional or eduwestional level,
3, Willing toogive the time, energy aiid resources necessary,
6. Ability to exercise patience, tolerance and acoeplance.
7. Active participarion in Nortireast Georgia Area senvice of NA for | vear,
ALTERNATE TREASURER;
Responsibilities —
1} Warks with the Chair, Vice-Chair and Secretary to prepare a budget for the
Administrabive Commities,
2) Warks with the Chair, Vice-Chair and Subcommittes Chairs to prepare a budpet for
the overall convention,
3 Assumes responsibilities of the Treasurer in the event of his‘her absence,
Qualifications —

g
2)
3
o
3
G)
T

Working knowiedge of the 12 Steps, Iraditions and Concepts of WA,
Minimum of 4 vears continuous claan rinie
Pousess either past reasurer experienos st or above the group level.

Possess accounting experience at a business, professionz| or educational level.
Willing to give the time, energy and resOurces NEcessary.

Ability 1o exercise patience, tolerance and acceptance.

Active participation in Northeast Georgia Areaservice of NA for | year,

SECRETARY:
Responsihilities —

1

-

3

Keeps minutes of all CPC and Administrative meetings.

Mails minutes 1o all commities members and the ASC Vice-Chair within 7 days of
after the CPC meeting.

Maintains an accurate and wp-to-date listof names, addresses and phone numbers
{gmail opticnal) of each committee member and of the ASC Vice-Chair Tor the
commitieds nse. A copy of thiz list shall goout with each set of mimites,

4. Keeps extra setsof minutes for members who request a complete or extra set, and
archivesa cormplete set foliowing the Convention to be kept for future reference.
5. Assist gl commities members in maling and correspondence
Oualifications -

-

[ Y

Working knowledge of the 12 Steps. Traditions and Concepts of NA

Minimum of 2 vear continuwous clean fime, or one year of close invelvement with the
COnYERmtion.

Possess strong organizational skills; recommend access 102 compuier,

. Willing tocgive the time, energy and resources NCCESSEN:
. Ability to exercise patience, tolerance and acceptance,
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fr. Acgtive participation it Narcotics Anonymous

ELECTION OF THE SUBCO? EE A

The Subcommittees are as toliows:

a & 4 = » &8 = @

Activities

Convention Information
Registration
Merchandising
Program

Hospitality

Arts and Graphics
Facilitics

Mominated and elected by the CPC members, the subcommitiee chairs should have general
qualification zs outlined below. Specific service orvocations skills should be considered prior o
election. It should be clearly understood that subcommitiees have specific service responsibilities

o pertonm

Responsibilities —
This subcommities is specifically responsible for arranging 2 variety of activities.
entertainment and fundraisers prior W convention and at the convention itsself

2

3

10

il

'y

k.

L3

Maintains accurste records of sfl activities of the commirtee as well as all
comespondence with facilineand entertainment, )

Should have a wrimen report of financial needs, expenditures and receipts with each
subcommilles reporl.

Wil submit & projected budget based on activities and entertainment af the
convention and expected expenditures for fundraising activities, As funds are needed
fior emms such s fivers, a written request will be presented to the reasurer and voted
an by the CPC prior b the execution of such

Should be aware of what responibity. each member has assumed and maks sure that
every task assigned is carried our,

Responsible for entertainment for fundraisers and the convenbion, as approved by

[ =

Arranpes a variety of activitiss, e cird tournament, raffles, danges, picnics and any
athier sctivities fundraiser, or other pre-convention oF onsite funclion as approved by
CPRC.

Plan dates and time for fundraisers and coordinate with hiospitalicy for food and drink
ilems. Alse coordinate with merchandise 1o sell any unsold tems feft over from prios
copvantion or pre-convention items.

Summit proposed list of activities for convention

Request enterlainment contrasts, ready for approval and CPC chair signatuse,
Confimm and coordinates with volunteers at fundraisers and the convention.

Follows time fine set up by e CPC.

At convention end will tumn over all material and notebook 1o new CPC chaie.
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Crualifications —

L3

2

A
4.
- B

Warking knowledge of the 12 Steps. Traditions and Concepis of NA and famifiarisy
with Spiritual Principles.

Minimum of 2 years consecutive ¢lédn time, or one years of close invalvement with
the convention

Willing mess to give time, energy and resourses necessary b perform responsibilities.
Ability 1o exercise patience, tolerance and acceptance.

Active participalion in Narcotics Anonymous

REEISTE&T!'DN:
Responsibilities —
The registration committee is one of the busiest committee of every convention. Although its
mast intensive work 15 completed in thie weeks just prior and during the convention, its
respcmihmms begin with advance planning,

kL

Maintains aceurate records of all activities of the commitiee as well as
correspondence with vepdars,

Shouid have a writlen report of financial needs, expenditures and receipts with each
commitles report.

Shoufd be aware of what responsibity each memiber has assumed. and miake sure that
every sk assigned is carried out.

Wil submit a projected budget based on cast-of items to be included in the
repistration packets such as pens, button ete. Additionally, the postage for mailing
ilwers and pre-registrations, paper. envelopes, copies and otlier office supplies needed
lr carmy-out the assigned task,

Planning includes working with graphics on drafting flvers. pre-registration and
forms at ledst & months prior fo convention dare;

First flver and pro-registration announcing the convention should be made as soon as
the dates are estabilishied and a contract or agreement 1s reached by facilities.

The registration torms recetved will be sequentially numbered and the date received
will be recorded on the form,

Responsible for keeping record of whio registrated af the current year and prior
convention. This information will be used sach conseoutive vesr to mail pre-
registration to cach prior attendes,

All registrution monies, whether received by mail or direct sale, received by any
member of this committee, shall be sent directly Lo the treasurer,

. keepa record of all registration; it should be simple and clearly understood by all

members of the committee. Eegistrations should be updated with each report at the
CHC meeting.

. Prepares @ complete repistration packet that inciudes:

a}  Convention program

by Mame rag or button

¢t Local map and listing of bocal establishments

dy  Any other hudgeted convention memorabilia | pens. bookmarks ect)

€] Amy items another subcomemittes may want tr inelode { raffle fickets from
activities of information regarding other upcoming activities)

. Works with convention information committee and distribution of flyers,
. Announce impostance of exrly registration,

|4, Works with mer dandies to use unsalable items from prior convention

. Orders packet items and plan meeting for stetfing packets snd maifing of pre-

repisteation and yers:

. Works with CPC chair om becation and number of 1ables needed for convention

1
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1
1
1

7. Canfirm and coordinate with volunteers.
& Follow time line set.op by CPC,
9, A1 gonvention end will nom over gl material and notebook 1w new CPC chair.

Qualifications —
L. Working knowledge of the 12 Steps, Traditions and Concepts of NA and familiasity with
Spirtteal Principals.

2. Mi

nimum of 3 years consecutive clean Time. ot one years of closs involvement with the

convention
3. Willing ress o pive time, energy and resources necessary to perform responsibilities.
4. Ability to exercise patisnee: tolerance and seceptance.

5 A

Tive participation in Narcotics Anonyious,

ARTS AND GRAPHICS:
Responsibilities -
This subcomminee is comprised of members who are artistic and epergetic, Will design and

print

the convention logo, banners, flyers, convention posters and directional posters ag well

uan}' sign needed by other subcommiriee as the need arise.

i)

tad

Maintains accurate records of all activities of the commiites as well as
comespondence with venders and other commiftees,

Should have a writtert report of fimancial needs, sxpenditures and reipts with cach
subcommities report.

Should be gware of what responsibiny each member hias assumed and make sure that.
every task assigned is carmied oul.

Submits a projected budget based on cost of flyers, programs, banners, literature,
graphic fees that may be incurred, displays and graphics that will be used ar the.
convention, and other supplies needed to carry out the assigned tasks.

5. Will present a variety of designs foe each item w CPC to provide a choice of
selection { logo flvers, banners, pre-registration and repistration, merchandise )
. Provides the graphics for any items that conrain the conventian logo or ant other

SR

artwork such as tee-shirts and coffee mugs.

Works closely with merchandise committee with items that have graphics.
Confirm and coondinates with volunteers:

Follows time-line set up by CPC.

LII Ar convention end will turn over all material and notebook to new CPC chair.

Qualifications —

1

Warking knowledge of the 12 Steps. Traditions and Concepts of MA and familiarity

with Spiriual Principais.
2 Minimum of 1 years consecutive clean time, o one vears of close involvement with
the convention

3

4

5

Willing ness to give time, energy and résources necessary 1o perform responsibilities,
. Adility to exercise patience, (oierance and acceplane.
. Awctive participation in Narcotics Anomymous.

ROGRAM:
Responsibilities —
Without 3 good prigram the touble and expense of ptting on a convension is not justified.
This subcommittee develops plans for workshops. speakers, and meetings al the convention.

Maintein sccurate records of all activitics of the committee as well as eomespindence
with venders and other conimitiees:
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B

Should have a writtet repoet of financial needs, expenditares and receipts With edeli
subcormmittes repor,

3, Shauld be aware of what responibity each member axsumed, and make sure that
every task assipned 15 carmed ot

4. Submit & projected budger based on the cost of the speaker travel, printing programs,
paper, envelopes. and other office supplies needed to carmy out the assigned task,

5. Develops a plan forworkshops, speakers, sl mecting at the convention with
approval of CPC,
Makes recommendation for speakers; events o take place at the convention.

7. Prepares snd copy program o be distributed to attending members and provides
program o registration 1o be placed in packets.

8, Should do vour best to provide & balance ol workshops for newcomer, service-
minded members, spiritual discussion and topics relased to the steps and raditions.

3, Works with CFC chair on the convention set up of location and tables, chairs needed
for workshops and other events.

1. Ohtain hids for taping.

I, Confirm and coordinates with volunteers,

12 Follows time line set'up ty the CP

13. Arconvention end will am over all material and netebook to new CPC chair,

Cnalifications —

1. Working knowledge of the 12 Steps. Traditions and Concepts of NA and familiariy
witli Spirieal Principals.

2. Minimum of 2 vears consecutive clean time, or ong vears of clase invalvement with
the comventiom

5. Willing ness to give time. enetgy and resources necessary o perform responsibilities,

4, Abality 1o exercise patience, tolerance and seceptance,

5, Adtive participation in Narcotics Anonvmous.

MERCHANDISING:
Responsibilities —

The chairperson af this commitiee should be a business mined individeal. This commities
will be responsible for acquisition and sale of all merchandizé ftems, both pre-convention and
cONYention,

i

2

-
1

L

Maintains accurate records of all activities of the commitree as well as
cormespondence with venders and other committes

Should have a written report of Fnancial needs, expenditures and receipts with each
subcimmities reprort

Should be aware of what responsibity each member has assomed and makes sure thar
every task assigned is cartied cut.

Submit a prijected budget based on the cost of Ttems 10 be sold st fundmisers and the
convention, the prajected amount of incomé of each. as well a5 paper, envelopes,
woples and other office supplies needed 1o carry out the assigned Lasks:

Responsible for the acguisition and sale of all merchandise tems, hoth pre-
convention amd convention,

Will keep an inventory of all ftems and prior items beft over form previous
gonvention

Will gerseveral different bids for each of the ems {including exact purchase price
and propose seiling price) to he presented before CPC for approval.

Will prepare a report as of each months end derailing the =afes of merchandise for
that month including an inventory 0 itesss bowehe and sold.
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9. Upon receipt of any merchandise will prepare a receiving repornt based on physical
count: This report must be done prior to distribution of aay merchandise. & copy of
the report tumed over Lo the tneasurer,

1, Will keep a tracking report of'all items sold whether lefi ovér from prior convention
O few 1ems. )

i1, Al monies recerved from the sell of merchandise wiil be mrmed over to the treasurer,

12, Works with registration to use unsald fems from pricr convention in packets.

13, Works with art and graphics for the design on-all tems either pre-convention or
convention.

14 Sobanir a lis of possible ongite merchandise ventures for CPC approval

13 Provide writlen contracts of verders for CPCapproval.

16.  Attends all fundraisers to sell pre-convention and lefi over items for pricr
COnvention.

17. Confimms a_.lld coordinate volunteers,

18. Follows time linc set up by TPC,

19 At convention end will urn overall materiafs and notebnok to new CPC chair.

Oualifications —

I. Working knowledge of the 12 Steps. Traditions and Concepts of NA and familiarigy
with Spiritual Principals

2. Minimum of 3 vears consecutive ¢lgan time, or one vears of close involvement with
the convention.

3. Willing ness to give tfime, energy and resopress necessany to perform responsibilities.

4, Ability to exercise patience, tolerance, and acoeptance,

5. Active participation in Marcotics Anonymous

HOSPITALITY:
Reapansibilities -

This subcommittee should be made up of members who are out going and pleasant.
Reszponsible for providing and sellmg of refreshments at fundraisers and the convention:

B

F

3.

Maintains actumate records of activities of the commitiee as well as all
comespondences with venders and olher commitiees,

Should have a writien report of financial neods, expenditures, and receipts with each
sub commitiee repoet.

Should Be aware of what responibity exch member has assumed. and make sure thae
every task assigned i5 camied out

Subinits a projected budeet bazed on the cost of coffee. drinks, and other food items
sy he used ut fundraisers and the convention, Also the cost of ribbons for the CPC
menvhers, huggers and munners. Additionally, any paper envelops copiés end other
office supplies needed to carmy out the assigned tasks,

Works with activities commiltes Lo provide drink and food items o be sold at
fundraisers, Will make a list inchuding prices and selling price for CPC approval,
Muintain hospitality suite at the.convention, will submit a list of drink and food items

‘and prices for the convention for approval of CPC: This 1ist shoubd include & variety

of items; for example, Apples, bananas, or other fruits: chips or other snacks coftes,
sodas, and any other budgeted items,

Cirders ribbbons to he womm by CPC stafl, hupgers, and runners,

Once the food and drink items and expenses for cach are approved by the CPC, the
chair will acguire funds from the treasurer 1o putchase,

Fesponsible for collecting and holding any awction items that are oblained.
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- Al suction items wil] be imventory with a description and stored until the day of the

consention. This list should be updated for cach CPC meeting,

- Al monies eollected will be tumed over o Teasurer.
- Artend all fundraisers, responsible fir cooking foods, making sandwiches eci. Also

cotiecting monies for food and drink items.

13, Confirm and coordirate volunteers.

14, Follows time line set up by CPC,

15 Atconvention end will niem-over all materals and notebook o new CPC cliair,

Crealifications —

. Working knowledge of the 12 Steps, Traditions and Concepts of NA and familiarit
with Spirual Principals.

2. Minimum of 2 years consecutive clean time, or'one years of close involvement with
the convention,

i Willing ness w give time, energy and resources necessary 1o perform responsibilities.

4. Ability to exercise paticnce, tolerance and acceprance.,

5. Active parficipation in Narcotics Anonymous.

Responsibilities —

This subcommitiee acts a5 our voice o make known the information regarding aut
convention. Kesponsible for sending outl gny information on fundraisecs and the
convention, Will keep information aceurate and up-to-date

B

Maintains accuraie records of all activities as well as correspondence with reatinent
center and halfway houses

Should have 8 written repon of financial needs. expenditures and receipts with each
subcommines report.

3. Shoukd be avware of what responsibility esch member has assumed ind make sure tat
every task is cammied out, '

4. Submit a projected bodget based an the cost of postage, phone charges, envelopes,
copies, and other office sepplies needed to carry cut the assiened 1esks,

5. Will work with art and graphics regarding flyers of activities, fundraisers, and pre-
registration. Should send or deliver to all groups in the area as well as other source
that addresses may be oblained.

o, Acquire list of reatment centers, halfway bouses, and groups, send out convention
information and pre-registration with a letter of invitation,

7. Make available and distribute the information regarding the convention and pro-
reglstration 1w WSO, and to follow up that information s correet as displayed on the
imternet a5 well &z printed in the N A WAY,

. Visit other groups and get the word oot abont the the conventien, and give out fvers,

%, Confirm and coordinate volunieers,

10, Follow time dme set up by the CPC.

11 At convention end num over all matenials and notebook 1o new CPC chair:

Dualifications -

I Working knowledge of the 12 Steps, Traditions and Concepts of NA and familiarity
with Spiritual Principals.

2. Minimum of 2 years consecutive clean tme, or one vears. of ¢lose involvement with
the convention

3 Willing ness to-give time, enerey and resources necessary to perform responsibilities.

4. Ability o exercise patience, lalerance and acceptance,
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I

Active purticipation in Narcotics Ancayimous,

FACILITIES
Responsibilities —
This subcommittes holds a very important role in the scope of the convention, This chir
should be & strong member, v-lm regard 1o negotistions, contracts with hosting facilities,
problem solving skills, and attention 1o detai]. This chair is the dirsce link between the CPC
and the facility itself and so strong communication skills are valued,

I

S

o

e |

L1
11.
2.

Maintain accurate records of all activities of the committes and correspondence with
faciliny.

Shiould have a written report of financial needs, expenditures and receipts with each
suhcommittes report.

Should be-aware of what responsibity each member has assumed and make sure that
every task assigned 55 carried out.

Suhmit projecied budget based on fucility depasit, costof office suppliss needed to
carry out the assipned task.

Research into facilities available this researcher should be thorough and a list brought
hack to CPC for approval,

The needs of each subcommities should be taken imto consideration when researching
facilities, and so this list should inglude the location, availabifity, size, space, and
pricing. The layout should be given carefil consideration.

Respomsible fior negotiating the best possible contract to meet the convention's necds
and will fiollow out throughout the year, to ensure thar there have been no changes or
akterations thar will affect the conventian,

{hnce the facility has been voted on and chosen by the voting members of the CPC,
the appropnate contract should be presented b the facility chalr 1o the
Administrative Committes, and the contract wil] be signed when all 5 in ovder,
Schedule & walk through of the facilitv for the entire CPC, Thiz will allow the
members te orient themselves with the facility prior to the convention, Providing a
miap of the facility available spaces abd room allocations for the convention is also
beneficial,

Follow time fige set up by the CPC

Work with activities for Jocation of fandraisers,

Al comvention end um over all matenals and notebook 1o new CPC chair.

Qruahﬁtauon: —

EJ

L R ]

Waorking knowledge of the 12 Steps, Traditions and Concepts of NA and familiary
with Spiritual Principals.

Minimum of 2 years consecutive clean time, or tme vears of elose involverment with
the-convention

Willing ness 1o give time, energy and resdurces necessary (o perform responsibilities.
Ability tyexercise patience, tolerance and acceplance.

Active parficipation in Narcotics Anonymous
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SUBCOMMITTEE VICE-CHAIRS

ELECTION

For the purpese of continuity, each subcommities will elect its pwn vicechair, This vice-chair
position will be a 2-vear commitment, with the first vear serving as vice-chair and the second as
the chair of that partienlar subcommittee, if 5o elected to that position by the (PC.

Responsibilities —
Wice-chair will work closely with chair and assist with a1l responsibilities,
Omalifications —
L. Working knowledwe of the 12 Steps, Traditions and Concepts of N A and
familiarity with Spiritual Frincipals,
<. Minimum of 2 vears consecutive clean time, or one vears of close
imvolvement with the convention.
3. Willing sess 10 give time, energy and resources necessany to perforn
respansibilities.
4. Ability to exercise patience. tolerance and scceptance,
3. Active participation in Marcotics Anonymaous

EUDGETS

The importace of making a budget for the CPC and its subeommitiess neads to be emphasized.
At this stage of planning. the adminismative committes and subcommittecs will list as many
financial responsibilities as possible. They should include projected profit from registrations,
fund raising and merchandising. Information for these may be obtained from past CPC minutes
and prior vear-end budger spreadsheets, as well as past members wha have served.

These budgers will be set us early in the vear as possible. with regard given w past vear's
expenses. bach subcommittee will turn into the treasiirer & projected budaet for the entire vear.
with consideration to the following for each individual subcommittes:

FLOW OF FINANCES AND ACCOUNTABILITY

COTN

1. s per CPC policy, the Treasurer will deliver a full finical report at gach monthly
mesting of the CPC.

A copy of each monthly report will be presented o the ASC, including a photocomy
ot the current bank statement, rogardless of setivity

ra

3. The signatures for the account will be as follows;

4, Treasures

30 Al Treasirer

. Area Chair

7. The account sholl be known as “Spirituality is the ey

. Bank statements will be mailed to the current treasurer’s horme address

i
)
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PROCEDURE FOR REQUE CPC MEETING

Proposed expense to be motioned and discussed ot the CPC meeting with 2
Gpecific explanation of peed and exact dollar amount of expenditure,

A written request for funds will be given to the treasurer and must be sipred by the
Chair or ¥ice-Chair,

The cheeck will be sigmed and ssued at the CPC meeting

Blank checks are not to be issued under any circumstances

6. Receipus) and excess fumds, i any are to be given to the treasurer at the next CPC
meshng.

PROCEDURE FOR EMERGENCY REQUISTTION OF FUNDS

1 Checks will only be ssued under this provizion only when approved and deemed by

the Chairand the Treasurer to be a tnte sensilive matler that will impede the progress

of the convention to wait until the next CPC meeting,

The member making the request contacts the CPC Chair and Treasurer to give a

specific explanation of peed and exact dollar amount of expenditure,

3. The Chair and Tressurer will discuss the expenditure, seeking mput from other
meznbers 11 so needed.

4. Upon approval of the Chair and Treasurer of the CPC. & check will be issued,

Blank checks are not to'be issued under anv circumstances

6. Atthe next CPC meeting. it is the responsibility of the member who made the request
to explain the cawse of the emergency and 1o provide the treasurer with a receipt(s)
wnd excess funds ifany.

L

o

Ll

'!-\.I'

iy

FUNDS RECEIVABLE
L. Funds shall be receive by the following subcomminees:
I, Agtivities
3. Merchandizing
4. Registration
5. Any other member or persons whao receives moniss on behalf of the CPC
6. Fhe above listed subcommintess, members and persons shall keep accurate records

and i1550¢ receipts at the ime of transaction.

Subcommitiees shall transfer funds to the reasurer on a monthly basis at he the

mamthly CPC meetings up until the actual convention. ]

8. Bubcominittees shall transfer funds to the treasurer on a daily basis during the
COMYEmEIO:

% N funds are to be kept and recused for subcommittes expenses. All monies received
will be routed through the treasurer.

il The treasurer shall issue a receipt when funds are receivied from subcomminees,

AFTER CONVEN ; S AND TALLIES

The mreasurer shall deliver & complete finasicial report atl the CPC meeting following
the comventiom,

2. If a positive hatance 15 shown 5000 will be bantked az seed money for the next
vonvention. The rest will be forwarding to AST.

3 A full and complete finsnciad report shall by delivered to the ASC by the Chair of the
CPC At the first ASC meeting following the end of the convention
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NVYENTION ITEMS

A storage unit shall be kept in a central [ocation 1o store all remaining ilem such as, lefi
over merchandise, supplies from hospitality, banners, and all the CPC art chives.

SPIRITIUALITY POLICY Page 16



