UMRCNA Bid Checklist
· 1.  Review this entire document (it can also be downloaded at http://www.umrna.org, - look in the “Events/Service Information” page).
(
2.  Fill out the Bid Form.

(
3.  Contact any applicable service bodies familiar with your Group, Subcommittee, or Area, and ask them if they would fill out the “Letter of Support” form on your behalf.

(
4.  Send completed forms in by email (preferred) or ground mail:

Email:  info@umrna.org – with the subject line “Regional Convention Bid”

Ground Mail:
UMRNA Activities



PO Box 174



Fargo, ND 58107-0174
(For ease of handling, please try to send all forms at one time, rather than spread out over days or weeks.  Also, the PO Box is not always checked weekly.  Finally, save copies of all of your forms, just in case.)

The Regional Activities Committee will contact you to confirm our receipt of all forms.  The Vice Chair will be responsible for maintaining contact with you – further communication will come from them via email or phone.  Remember that the committee will try its best to help you with any needs that might arise, including help with the beginning of the Bid Process!  If you need help now, please send a request to the above email address, again with the Subject line “Regional Convention Bid.”
The Convention Hosting process

Hosting the Regional Convention is a wonderful way to carry the message of recovery to addicts in your community, within our Region, and to visitors from elsewhere in our fellowship.  It is an opportunity to boost excitement locally and to raise awareness that the fellowship of NA extends far beyond our home groups, towns, and Areas.  It is also an opportunity to get recovering addicts in your community excited about being a member of NA and possibly get them involved in organized service for the first time.

In this light we must make sure we try our best to do things right.  An understanding of the 12 Traditions and 12 Concepts will help immeasurably to reduce or even eliminate the fallout over differences of opinion and the various personalities and attitudes we all bring to the table when we work together to put on a large function that is many, many months in the making.

For this reason we require our Convention leaders to have a substantial amount of clean time, a commitment to recovery in Narcotics Anonymous, and experience within the NA service structure.  We must also carry a unified message – recovery from the disease of addiction – and we must create programming for the Convention that reflects this clear message.  Care must be taken to choose speakers and workshop presenters who will consistently use NA terminology, such as “addiction,” and “being clean,” clean time” or ‘recovery,” versus language such as “alcoholism,”  “addict/alcoholic”, and “sobriety.”  Please refer to NA World Service Board of Trustees Service Bulletin 13 for more on this subject.  (currently found at:  web.na.org/?ID=bulletins-bull13-r – or search for “Bulletin 13” at na.org)
Hosting the Regional Convention in your community means that you might be geographically removed from the Regional Activities Chairperson and the Regional Activities Committee (RAC) as a whole.  For this reason the lines of communication will need to be remain open, and quarterly reports of your progress will need to be submitted to the Activities Chairperson at least a week before each RSC meeting – usually held the second weekend in January, April, August, and November - for inclusion in their report to the Region.  Likewise, flyers, tickets, and merchandise should be made available to the RAC and various members of the fellowship throughout the Region, to raise awareness, excitement, and funds for the event.

Finally, hosting an event of this magnitude can be a grueling task at times.  It requires dedication and persistence from many people for an extended amount of time.  There will be adversity, mistakes will be made, and conflict will arise, from inside and outside your committee.  The weekend of the event itself will have its moments of tension, sometimes provided by attendees who show no apparent awareness that others have needs, or that your attention may be desperately needed elsewhere at that moment.  Our experience has shown that it is impossible to provide an event that is all things to all people at all times, so we hope you can relax, take deep breaths, and smile often, knowing that your committee is doing the best it can in the moment.  In the end you will know that you carried the torch for an event with roots going back several decades, and that your predecessors and those yet to find recovery in our Region will be grateful for your service.
Suggestions for your committee:

Below is the suggested structure for the officers of your committee.  They must be able to make a one to 1.5 year commitment to the process.  Some positions can be combined, if needed, but you will definitely need a Chairperson, as well as a Vice-Chair - able to step in at any time and lead the committee if the Chair is unable.  It is suggested you have strong commitments from at least five people before you submit your Bid, as many tasks will arise over the course of a year.

Chairperson – minimum two years of continued abstinence.  Recommend at least one year of Area or Regional service, with preference for at least one year as Chair of a committee.

Vice-Chair – minimum one year of continued abstinence.  Will fill in for any officer absent during a committee meeting, and may need to step up as Chairperson if needed.

Treasurer – Necessary if your committee creates its own checking account to handle transactions.  Otherwise the RAC Treasurer can handle all monies.  Minimum two years of continued abstinence.  Responsible for brief financial reports at every committee meeting, in-depth quarterly financial reports to be forwarded to the RAC Chairperson for their report to the RSC, and a final close-out report after the event of all income and expenses, itemized.

Secretary – Able to take clear minutes of all meetings and email them to all committee members and to the RAC in a timely fashion.

Registration Chair– Able to respond in a timely fashion to all registration and informational inquiries by both phone and email.  Keeps track of all registrants/registration forms, and acts as a liaison for any treatment centers or any other outreach to professionals.
Merchandise Chair – Responsible for researching merchandise options and placing orders, distributing items for sale, etc.  Responsible for relations with any outside vendors and with other NA service bodies that may want to sell merchandise at the event.

Facility Liaison – Responsible for researching Convention locations and negotiating rates.

Speaker/Workshop Liaison – Responsible for researching speaker options, contacting workshop presenters for availability and keeping up contact as needed until the event., and coordinating workshops on-site.
Entertainment Chair – Responsible for coordinating any dances, karaoke nights, games, etc.

It is the experience of the RAC that people new to service should not be immediately thrown into a position just because it is open.  It can be overwhelming, and if they start poorly they often go into hiding rather than simply resigning.  One suggestion is to have the new person attend a couple of meetings to get acquainted with the work first.  Another option is to welcome them to participate as a committee member at large, and assign them small, manageable tasks until they grow in confidence and ability.

Preliminary How-To Guide

There is a wealth of experience and help available from the members of the Regional Activities Committee and Spiritual Refreshment Subcommittee.  Your committee can call or email any time if you need some suggestions or feel stuck.  What follows is a list of suggestions that seemed to have worked well for past Regional Activities functions (these suggestions will be updated at a later time):
Early Priorities:

One of the first things you should start developing is a flyer.  Past flyers can be a guide to help you decide what kinds of information you’d like to include.  Other than the obvious dates, times, and location, at least two contact names/numbers/email should be included.  The UMRAC has a PO Box you can use as a mailing address for Pre-registration, and your Area might have one as well.  Personal mailboxes should be avoided.  Since the location of the event may take a while to determine, sometimes a short run of pre-flyers (several hundred) can be made and distributed just to get the word and date/city out to people.  In addition, the Convention can be listed on na.org, and also in The NA Way magazine (submit before June), and, as with any function, the Regional website will post flyers (umrna.org).

Another early priority might be merchandising ideas.  It is always hard to tell what role merchandise will play in the financial aspect of an event.  Many hundreds of dollars have been lost during previous events, as well as many hundreds being made.  Having merchandise ready for sale early can sometimes make the difference between good and poor sales.  It will always help raise awareness and anticipation for the event.  The UMRAC has contact information for merchandise vendors available for you to consider.

Tied in with flyers and merchandise is artwork, as some form of continuity of theme and design is helpful.  Although the final banner will probably come much later in the process it is often good to plan ahead in this regard.  The UMRAC also has contact people for you if you find yourself short on design ideas or local artists.
Upper Midwest Regional Convention of Narcotics Anonymous (UMRCNA)

Proposed Bid Selection Guidelines
1. PURPOSE: 

1.1. To provide the Upper Midwest Regional Activities Committee a means for selecting locations for upcoming Regional Conventions.

1.2. To provide a submission process, application forms, and guidance for prospective Hosts.

2. PARTICIPANTS:

2.1. The Upper Midwest Region of Narcotics Anonymous (“UMRNA” or “The Region”).

2.2. The Upper Midwest Regional Activities Committee (“UMRAC” or “RAC”) led by the Activities Chairperson.

2.3. The RAC Vice-Chair, who is responsible for guiding the Bid review process. (note:  update Guidelines too)
2.3.1. The Vice-Chair will confirm with prospective Hosts when their Bid is received by the RAC, and will maintain contact throughout the Bid Process, giving assistance as needed.

2.4. Prospective Host Entities (“Hosts”).

2.4.1. Hosts must be located within the rough geographic boundaries of the Region and be regularly involved with an established service entity regularly represented at the Region.  Examples might include:  an Activities Committee or ad hoc Convention Committee of an Area that is seated at the Region, a Metro Activities Committee that serves part of an Area which is seated at the Region, a Group or set of Groups that are represented at an Area which is seated at the Region, a Group not affiliated with an Area but that is itself seated at the Region, et al.

2.4.2. Convention Chairperson

2.4.2.1. The leader of the Host Entity whose bid is selected.  The duties of the Convention Chairperson and the Convention Committee as a whole can be found in the Convention Guidelines document. (note:  once finalized)
2.4.2.2. Reports directly to the UMRAC Chairperson, who in turn reports directly to the Region.

3. TIMELINE:

3.1. The UMRAC would like to announce the location and dates of the next year’s convention during the current year’s convention (usually held the second weekend in November) – a twelve month window.  Thus, Host bids should be received by August 10th – 15 months out - to ensure all bids receive deliberate and thorough consideration.

3.2. Bids can be submitted any time, even for Conventions several years out.

4. CONSIDERATIONS:

4.1. Host Location

4.1.1. Ideally the Convention would not be held in the same Area two consecutive years.

4.1.2. Preference may be given to locations that have never hosted a Convention.

4.1.3. Preference may be given to locations that are more easily accessible.

4.2. Facility

4.2.1. Larger facilities which can accommodate 100-200 people would be preferred.

4.2.2. Preference may be given to facilities with family-friendly and recreational amenities.

4.2.3. Preference may be given to facilities which provide plenty of separate spaces for meetings, socializing, vendors, etc.

4.3. Testimonials

4.3.1. Preference may be given to Hosts who provide more and/or stronger testimonials (from Groups, Areas, etc.).

4.4. Bid Detail

4.4.1. Preference may be given to bids which provide more detail about proposed theme, facilities, price, merchandising, etc.

5. IF NO BID IS SELECTED OUTRIGHT:

5.1. If no bids are received, or no bids are deemed acceptable by the UMRAC, the UMRAC itself will host the Convention at a location of its choosing, utilizing the above Considerations.

5.2. The UMRAC may accept a bid conditionally, in which case the UMRAC will spearhead the Convention planning and delegate more or less authority to the Host as is deemed appropriate by the UMRAC as planning progresses.

Bid Form
Name of Host Entity
Relation to the Upper Midwest Region within the service structure
Year(s) to be considered
Proposed Theme for Convention

Possible theme graphics, merchandising ideas, etc.

Proposed facility (name, address, phone, web site)

Description of location(s) (nearby highways, nearby attractions or features)

Basics of location(s) (# of rooms, types of rooms, price per room and/or per person, banquet prices, other facility charges – like coffee, taxes, etc.)
Room sizes and prices for meetings, workshops, entertainment, etc.
Special amenities offered (Pool?  Restaurant?  Activities for Children? Karaoke?  Casino?  Bar?)

Name (first and last), clean date, phone, email, and service resume of Host Chairperson and Vice-Chair

Name (first and last initial), clean date, phone, and email of all other committee members

 (Be sure to attach service resumes of Chair and Vice-Chair, and include any Letters of Support, on separate pages)
SAMPLE Bid Form
Name of Host Entity

Who Needs A Hug? Group

Relation to the Upper Midwest Region within the service structure

Our meeting is a member of the Hugabunch Area Service Committee

Year(s) to be considered
Any

Proposed Theme for Convention

Dealing With Adversity

Possible theme graphics, merchandising ideas, etc.

Imagery of the Vikings 1999 play-off loss to Atlanta Falcons.  Might sell t-shirts, mugs, and hankies to cry in.

Proposed location(s) (name, address, phone, web site)

Fictitious Hotel, 1122 3rd St S Recoveryville

Description of location(s) (nearby highways, nearby attractions or features)

On Highway 2 - 40 miles east of Whatsit, ND.  It’s the Geographic Center of the NA Universe!

Basics of location(s) (# of rooms, types of rooms, price per room and/or per person, banquet prices, other facility charges – like coffee, taxes, etc.)  

100 rooms with cable TV, no suites, $80/night, up to four to a room, $20 all-you-can-eat prairie dog buffet – or $18 per plate dinners, $20 for a 100 cup urn of coffee, city hotel tax of 15%.

Room sizes and prices for meetings, workshops, entertainment, etc.

There is a 100 x 60 foot ballroom with dance floor on one end for speaker/banquet/dance and three 20 x 20 foot conference rooms for workshops, vendors/merchandise, and marathon meetings.  $100 a day to use all meeting spaces.
Special amenities offered (Pool?  Restaurant?  Activities for Children?  Karaoke?  Casino?  Bar?)

The hotel has a pool and a pond, a barber shop, and a video game arcade.  There is a bar with casino, but it has a separate entrance from the hotel, so it shouldn’t be much of a problem.

Name (first and last), clean date, phone, email, and service resume of Host Chairperson and Vice-Chair
Name (first and last initial), clean date, phone, and email of all other committee members

(Be sure to attach service resumes of Chair and Vice-Chair, and include any Letters of Support, on separate pages)
Letter of Support for UMR Convention Bid

Name of Bidder you are endorsing (ex:  Who Needs A Hug? Group)

Your Entity’s Name (ex:  The Hugabunch Area)

Reasons why you support this Bid and the Bidder’s ability to put on the Regional Convention

Concerns about the Bid or areas you believe the Bidder will need support (from other communities or the Region)

How many people from the Entity you represent can commit to helping put on the Convention in November of next year?

Will members of your Entity be able to offer support to the Bidder, such as helping sell pre-event merchandise and assisting at the event itself?

Is your Entity interested in Hosting the Regional Convention in the future?

Signatures of addicts who support this Bid (First name, Last initial, position – if applicable)

_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
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