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Convention Committee Meeting Format 

1. Moment of silence for the addict that still suffers, followed by the service 

prayer. (òGod grant us knowledge that we may plan according to 

your divine precepts.  Instill in us a sense of your purpose, make 

us servants of your will and grant us a bond of selflessness, that 

this may truly be your work, not ours -in order that no addict 

anywhere need die from the horrors of addictionó.) 
2. The Chair appoints members to read the 12 Traditions and 12 concepts. 
3. The Vice Chair reads the definition of SCACNA. 
4.  The Secretary takes roll call of the members of the SPACE COAST AREA 

CONVENTION OF NA (hereafter known as SCACNA or the Committee); the 
Chair, Vice Chair, Secretary, Treasurer, (hereafter known as the  Executive 
Committee); and the Chairs of all subcommittees, and alternates (hereafter 
known as the Officers). 

5. The floor is opened to any NA member who wishes to address the 
Committee (five minutes per speaker). 

6. Secretary Report ς After reading old and new business the secretary will 
move to accept the minutes as is or to accept the minutes with any 
changes. 

7. Treasury Report 
8. Subcommittee Reports ς Fundraising, Hospitality, Hotel Liaison, 

Merchandising, Programming, Registration and any ad hoc committee. 
9. Recess for ten minutes (optional) 
10. Roll call after recess to re-establish the Committee members present. 
11. Old business 
12.  Nominations and elections 
13. New Business ς Pre-arranged agenda has priority; all motions will be in 

writing with intent, and seconded by a convention committee member.  
Anonymous motions will be ruled out of order.  Motions to be read by the 
Vice Chair or a Subcommittee volunteer. 

14. Chairperson reviews the business of the day 
15. Schedule the next SCACNA meeting (date, time and location) 
16. Closing prayer ς We version of the Serenity Prayer 
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Convention Guidelines  

SPACE COAST AREA OF NARCOTICS ANONYMOUS 

 

Article I - NAME 

The name of this committee shall be the Space Coast Area Convention of 
Narcotics Anonymous (SCACNA) ɀ A VISION OF HOPE with the number to 
be added each year, and a sub-theme to be chosen by the committee each 
year. 

 

Article II ɀ SERVICE AREA 

The service area shall include the geographical area within the boundaries 
of Brevard County, Florida and the city of Sebastian, Florida. 

 

Article III ɀ PURPOSE 

SECTION 1 

The purpose of SCACNA is to plan, facilitate, and produce an annual 
convention celebrating recovery and carrying the message of Narcotics 
Anonymous. 

SECTION 2 

SCACNA shall utilize an approved format to conduct its business meetings. 

 

Article IV - PARTICIPANTS 

SECTION 1 

SCACNA shall have two classes of participants only: one of voting, the other 
non-voting.  Only voting participants shall have voting rights.  No person 
shall hold more than one membership in a class or combination thereof. 

SECTION 1.1 

Voting Participants:  The voting participants of SCACNA shall be the 
Executive Committee and Officers. 
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SECTION 1.2 

Non-voting Participants: The non-voting participant of this committee shall 
be the Chairperson. 

 

Article V  ɀ OBSERVERS 

Narcotics Anonymous members not addressed elsewhere in these 
guidelines shall be classed as observers.   NA members shall only have the 
specific right to request the floor.  The Chairperson has the exclusive right 
ÔÏ ÇÒÁÎÔ ÏÒ ÄÅÎÙ ÓÕÃÈ ÒÅÑÕÅÓÔȢ  4ÈÅ #ÈÁÉÒȭÓ ÄÅÃÉÓÉÏÎ ÉÓ ÓÕÂÊÅÃÔ ÔÏ ÁÐÐeal and 
may be overturned by 2/3rd majority of voting participants. 

 

Article VI ɀ ELECTIONS 

SECTION 1 

The Executive Committee shall include the Chair, Vice Chair, Secretary and 
Treasurer.  The Officers shall include the Chairs of the subcommittees: 
Fundraising, Hospitality, Hotel Liaison, Merchandising, Program/Marathon 
and Registration, and alternates. 

SECTION 2 

The Chairperson shall be elected by the Groups of the SPACE COAST AREA 
of Narcotics Anonymous. 

SECTION 3 

The other executive committee members and the officers shall be elected 
by majority of members present at the first Convention meeting for the 
upcoming Convention; to serve for one year or until a successor is elected.  
The term of office shall begin immediately upon an election to the position. 

SECTION 4 

No SCACNA member shall hold more than one office at a time, nor shall 
they serve more than two terms consecutively in the same office. 

SECTION 5 

An election to fill a vacancy of a SCACNA Committee member (exception of 
the Chairperson) shall occur within two regular SCACNA meetings after the 
vacancy arises.  In the case of a vacancy in the office of Chairperson, The 
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Vice-Chairperson shall assume the duties of the Chairperson until the 
Groups of the SPACE COAST AREA of Narcotics Anonymous nominate and 
fill that position for the SCACNA Committee. 

SECTION 6 

Nominations: Any participant (voting or non-voting) of the Committee may 
nominate a qualified individual for a SCACNA position.  Additionally, any 
member of Narcotics Anonymous in the SPACE COAST AREA may submit a 
nomination for SCACNA Committee Officers to be of service on the SCACNA 
Committee. 

SECTION 7 

To be qualified to run for any SCACNA Committee position, the nominee 
must have fulfilled a commitment in the SPACE COAST AREA of Narcotics 
Anonymous prior to running for office. 

SECTION 8 

Qualified nominees of the SCACNA Committee shall submit written 
qualification and verbally state their qualifications at the SCACNA meeting, 
and be open for any questions regarding said qualifications. 

SECTION 9 

In the case of only one nominee running for any SCACNA position, election 
to that position shall require a vote of confidence requiring a 2/ 3rd yes vote 
of the voting participants.  If the 2/3rd yes vote does not occur, the position 
shall be left open for further nominations. 

 SECTION 10 

Anyone absconding funds or materials from their respective recovery 
related resources shall not hold any SCACNA Committee position until after 
full restitution has been made. 

SECTION 11 

Clean time shall not be waived. 

SECTION 12 

In the event of a tie for the election of two candidates to a SCACNA position, 
the election shall be decided by the toss of a coin by the Chairperson.  (In 
God We Trust) 

SECTION 13 
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Abstentions count as a non-vote. 

SECTION 14 

The Committee will coordinate all SCACNA elections one month prior to 
the end of the current Convention and taking effect one month after the 
Convention. 

Article VII  ɀ QUALIFICATIONS  

SECTION 1 ɀ EXECUTIVE COMMITTEE 

All qualified nominees must have a working knowledge of the NA 12 steps, 
12 Traditions and 12 Concepts, be a member of NA in the Space Coast and 
have previous service experience at an area level. In addition particular 
positions must meet the following requirements: 

A.  CHAIRPERSON: 
Three years clean (clean hereafter is defined as continuous 
abstinence from all drugs), must also have convention committee 
experience, and must have chaired a subcommittee or been RCM, as 
well as good leadership qualifications which will include:  

Capable of being a signatory on the checking account, 
Conflict resolution ability , 

  Ability  to facilitate meetings, 
  Ability  to delegate responsibility, 
  Ability  to lead by example in personal responsibility and 
accountability, 
  Ability  to interact with people outside of the fellowship; 
since some duties may require interaction with entities not related to 
NA, and 
  Be trustworthy enough to handle NA funds in a responsible 
manner. 

B. VICE-CHAIRPERSON 
Two years clean, meet the same qualifications as the Chairperson 
and: 
  Ability to sit in for the Chair, as necessary, 
  "Å ×ÉÌÌÉÎÇ ÔÏ ÂÅ ÃÈÁÉÒ ÆÏÒ ÔÈÅ ÎÅØÔ ÙÅÁÒȭÓ ÃÏÎÖÅÎÔÉÏÎȟ ÁÎÄ  
  Be willing and able to become Chair pro tem of any 
subcommittee that has no Chair. 
 

C. SECRETARY 
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One year clean having been a member of a subcommittee of the area, 
in addition: 
  Ability to take notes and record committee activity, 
  Ability to condense and organize committee activity into the 
form of reports and minutes,  

Have forms available for committee use, and 
  Have access to a computer and internet. 
 

D. ALTERNATE SECRETARY 
Six months clean with the same qualifications as the Secretary, and 
also: 
  Be willing to be Secretary for the next convention. 

E. TREASURER 
Two years clean having been a member of a subcommittee of the 
area, in addition: 
  Have a visible means of income, 

Trustworthy enough to handle NA funds in a responsible 
manner, 

Ability to manage, balance and prepare reports on all 
financial matters, 

Capable of being a signatory on the checking account. 
F. ALTERNATE TREASURER 

One year clean with same qualifications, as the Treasurer in addition: 
  Is not a signatory on the checking account, and 
  Is willing to become Treasurer for the next convention.  
 

SECTION 2 ɀSUBCOMMITTEE CHAIR 

 Subcommittee Chairs shall include Fundraising, Hospitality, 
Merchandising, Program/Marathon, Registration and Ad Hoc.  All qualified 
nominees must have a working knowledge of the NA 12 steps, 12 Traditions 
and 12 Concepts, be a member of NA in the Space Coast Area and have 
previous service experience at an area level, having been a member of a 
subcommittee.  Each Chairperson must have: 

A visible means of income, 

Two years clean,  

Be trustworthy enough to handle NA funds in a responsible 
manner, 
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Ability to manage, balance and prepare reports on all 
financial and subcommittee matters, 

Ability to solicit bids and negotiate contracts on behalf of 
the committee, 

  Ability to interact with people outside of the fellowship; 
since some duties may require interaction with entities not related to 
NA. 

SECTION 3 ɀ SUBCOMMITTEE ALTERNATES 

 Subcommittee alternate chairs shall have the same qualifications as the 
respective chairs, with one year clean, and willingness to become 
Subcommittee chair for the next convention. 

 

Article VIII  ɀ REMOVAL OF OFFICERS 

Any officer (Executive, Subcommittee Chair or Alternate) shall be removed 
from his/her position for loss of abstinence and may be removed for non-
compliance, after due notification.  Non-compliance includes: non-fulfillment 
of duties of the position, non-attendance of two consecutive meetings without 
prior notification , and misappropriation of NA funds. 

SECTION 1 - CHAIRPERSON 

In the case of the Chairperson, 2/3rd vote of the SCASC quorum is required for 
removal (or any stipulation of the ASC). 

SECTION 2 ɀ SUBCOMMITTEE CHAIRS, ALTERNATES AND EXECUTIVE 
MEMBERS OTHER THAN THE CHAIR 

These members may be removed by a 2/3rd vote of the SCACNA Committee. 

 

Article IX ɀ DUTIES 

A. CHAIRPERSON 
The Chairperson will locate and secure meeting locations, facilitate 
all meetings fostering unity, cooperation and respect; will assist any 
subcommittee chair as needed; will manage and maintain order of all 
convention activity; will present reports to the ASC and the SCACNA; 
will be a cosigner on the checking account.  In addition the duties will 
include to: 
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a. Open the meeting at the appointed time by taking the chair 
and calling the meeting to order and following the meeting 
format as previous set forth. 

b. Notify the Vice-Chair or Secretary at least 24 hours in 
advance if going to be absent, and arrange for keys to be 
turned over to a qualified member. 

c. Announce in proper sequence the business that comes 
before the assembly in accordance with the prescribed 
order of business, agenda, and with existing orders of the 
day. 

d. Recognize participants and observers who request the floor 
and will conduct the meeting with impartiality and fairness. 

e. State and put as a vote all questions that legitimately come 
before the agenda as motions or that otherwise arise in the 
course of proceedings, except questions that relate to the 
Chairperson, and to announce the results of each vote; or 
rule if a motion is made which is out of order. 

f. Protect the assembly from obvious frivolous or dilatory 
motions by refusing to accept them. 

g. Enforce the rules relating to debate and to order decorum 
within the assembly when appropriate. 

h. Expedite business in every way compatible within the rights 
of the voting members and observers. 

i. Decide all questions of order, subject to appeal, unless when 
in doubt, the Chairperson may submit the question to the 
assembly for decision. 

j. Authenticate by signature, when necessary, all acts, orders 
and procedures of the assembly and sign all certified copies 
of acts of the SCACNA. 

k. Declare the meeting adjourned when the assembly so votes 
or where applicable at the time prescribed in the format, or 
at any time, in the event of a sudden emergency affecting 
the safety of those present. 

l. Arrange the agenda for each meeting. 
m. Maintain general correspondence of the Committee. 
n. Be a co-signer of the SCACNA bank account. 
o. Make monthly reports to the ASC including copies of 

minutes with attachments, and a full annual report as soon 
as possible after the close of the convention. 
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p. Refrain from discussing motions while presiding. 
q. Appoint ad hoc committee members. 
r. In case of a tie will toss a coin to decide the vote. 
s. Attend all Committee meetings except for an emergency 

situation, at which time, to notify the Vice Chairperson 
and/or the Secretary as soon as an absence is known. 

B. VICE CHAIRPERSON 
The Vice Chairperson will fulfill all duties of the Chairperson in 
his/her absence, and serve as the acting Chair.  If there are any 
vacancies of Subcommittee Chairs the Vice Chair will serve pro tem 
and perform the prescribed duties of said Subcommittee Chair.  In 
addition the duties will include to: 

a. Act as parliamentarian for the Committee, unless this task is 
specifically assigned to another individual. 

b. Read and clarify motions during the new business agenda. 
c. Perform any other tasks the Chair assigns. 
d. Attend all Committee meetings, except for an emergency 

situation, at which time, will inform the Chair as soon as 
possible about the absence. 

C. SECRETARY 
The Secretary will record all events of the Committee and produce 
minutes in a timely manner (within 2 weeks of each meeting) and 
include copies of all motions showing makers, seconds, yeas, nays, 
and abstentions; all resumes, subcommittee and ad hoc reports, 
4ÒÅÁÓÕÒÅÒȭÓ ÁÎÄ #ÈÁÉÒȭÓ ÒÅÐÏÒÔÓ; and will maintain proper 
documentation and records and have them readily available at all 
Committee meetings.  He/she will assist in facilitating all committee 
meetings and monitor all proposal activity for possible conflicting 
and redundant proposals; and will secure printing services as 
needed.   She will be a signatory on the bank account in the event of 
one of the primary signers being incapacitated or not available.  
Additionally, the duties will include to: 

a. In the absence of the Chair and Vice-Chair, call the meeting to 
order. 

b. Keep and update the SCACNA official membership list and call 
the roll where it is required and include the list in the minutes. 

c. Make the minutes and records available to NA members upon 
request, and in the manner prescribed by the Committee.  Any 
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NA member or participant requesting minutes or records will 
absorb the cost of copying said minutes and records. 

d. Notify Committee members and delegates of election or 
appointment and to furnish members with whatever 
documents are required for the performance of their duties. 

e. Sign all certified copies of the acts of the Committee. 
f. Notify all SCACNA participants of each special meeting, 

utilizing such methods of notification as agreed upon by the 
Committee. 

g. Type and mail any correspondence of the Committee which is 
not a function of any other participant. 

h. Prior to each meeting, and in conjunction with the Chairperson, 
prepare an order of business listing all matters due to come 
before the Committee, and if applicable, the time for which 
they are due. 

i. Keep personal names out of the minutes, except for roll call, 
motions, nominations and elections, and reports. 

j. Attend all Committee meetings except for an emergency 
situation, at which time, to notify the Chairperson as soon as an 
absence will be known. 

k. Submit financial receipts to the Treasurer. 
D. SECRETARY ALTERNATE 

The Assistant Secretary will perform all the duties of the Secretary in 
his/her absence and will assist in those duties as needed.  The 
Assistant Secretary should be willing to become the Secretary for the 
next Convention. 
 

E. TREASURER 
The Treasurer is the custodian of SCACNA funds, and secures and 
maintains all Committee financial records and bank accounts.  
He/she will request all financial records of each subcommittee and 
officer.  The Treasurer will assist in all decisions in which financial 
concerns have become a determining factor in the decision making 
process, and will be a co-signer on all checks written on behalf of the 
Committee.  In addition, duties will include to: 

a. Prepare and present a financial report at the Committee 
meeting, and include a bank statement showing all 
transactions for the prior month. 
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b. Make a full financial report annually, one month after the close 
of the Convention, to be audited by the ASC as per their 
guidelines; for a report to the groups. 

c. Disburse funds as necessary, in accordance with SCACNA 
decisions when funds are available, including reimbursement 
to Committee members for expenses incurred performing their 
assigned duties, 

d. Be a co-signer of the Committee bank account. 
e. Donate the specified amount to the facility for our use of the 

space provided for the meeting. 
f. Attend all Committee meetings, except for an emergency 

situation at which time, will inform the Chair and/or the 
Assistant Treasurer as soon as possible about the absence. 

F. ASSISTANT TREASURER 
g. The Assistant Treasurer will fulfill all duties of the Treasurer in 

his/her absence and assist the Treasurer in all their duties, as 
needed.  The AT should also be willing to serve as Treasurer 
for the next convention and will attend all Committee 
meetings, except for an emergency situation at which time, will 
inform the Chair and/or Treasurer as soon as possible about 
the absence. 

G. FUNDRAISING 
The Fundraising Chair will organize and manage all fundraising 
activities, facilitate and coordinate their subcommittee meetings and 
business; will coordinate with other subcommittees regarding 
activities and ideas for activities to raise funds for the preconvention 
needs; and will present reports to the Committee, and financial 
receipts to the Treasurer.  The Alternate will assist in all ways, and 
fill in for the Chair in their absence at the SCACNA Committee 
meeting. 

H. HOSPITALITY 
The Hospitality Chairperson will organize and manage all hospitality 
activities, facilitate and coordinate their subcommittee meetings and 
business; will coordinate with the programming committee for 
activities during the convention; and manage and maintain all rooms 
used for hospitality functions.  He/she will present reports to the 
Committee, and financial receipts to the Treasurer.  The Alternate 
Chair will assist the Chair in all ways, and fill in for the Chair in their  
absence at the SCACNA Committee meeting. 
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G. HOTEL LIAISON 
The Hotel Liaison will research locations and possible dates for the 
convention and events; solicit proposals, agreements and contracts, 
and organize this data for proposals and presentation to the 
Committee.  He/she will coordinate all communication between the 
Committee and the facility management, and will endeavor to resolve 
disputes over contractual stipulatiÏÎÓ ×ÉÔÈ ÔÈÅ ÃÏÎÖÅÎÔÉÏÎ ÌÏÃÁÔÉÏÎȭÓ 
management.    Will facilitate and coordinate their subcommittee 
meetings and business; will coordinate with other subcommittees 
regarding activities and ideas and will present reports to the 
Committee and financial receipts to the Treasurer.  The Alternate 
Chair will assist the Chair in all ways, and fill in for the Chair in their 
absence at the SCACNA Committee meeting. 

H. MERCHANDISING 
The Merchandising Chair will solicit bids from vendors for all 
merchandise to be sold before, during and after the convention, and 
will organize and present all material pertaining to merchandise to 
the committee.  Will facilitate and coordinate their subcommittee 
meetings and business; will coordinate with other subcommittees 
regarding activities and ideas and will present reports to the 
Committee and financial receipts to the Treasurer.  The Alternate 
Chair will assist the Chair in all ways, and fill in for the Chair in their 
absence at the SCACNA Committee meeting. 

I. PROGRAM/MARATHON 
The Program/Marathon Chair will prepare for and facilitate all 
meetings that will include speaker meetings, workshops and 
marathon meetings; and all special functions that will include dances, 
entertainment and fun activities at the Convention.  He/she will 
secure bids for entertainment purposes, and be the liaison for the 
Committee with entertainment personnel and all speakers.  The 
Chair will request input from the fellowship on possible topics, 
speakers and entertainment.  Will facilitate and coordinate their 
subcommittee meetings and business; will coordinate with other 
subcommittees regarding activities and ideas and will present 
reports to the Committee and financial receipts to the Treasurer.  
The Alternate Chair will assist the Chair in all ways, and fill in for the 
Chair in their absence at the SCACNA Committee meeting. 

J. REGISTRATION 
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The Registration Chair will prepare all registration package ideas and 
initiatives and propose them to the committee for approval, and will 
accept and process all registrations, and record them.  Will facilitate 
and coordinate their subcommittee meetings and business; will 
coordinate with other subcommittees regarding activities and ideas 
and will present reports to the Committee and financial receipts to 
the Treasurer.  The Alternate Chair will assist the Chair in all ways, 
and fill in for the Chair in their absence at the SCACNA Committee 
meeting. 

ARTICLE X ɀ HANDLING COMMITTEE FUNDS 

A convention celebrating recovery is an expensive undertaking, thus a large 
amount of funds will be changing hands throughout the process of planning, 
organizing, and producing the event.  Stringent standards of accountability 
will be adhered to during the entire process.  Documentation is the best way 
to resolve any possible conflicts involving NA funds; the more documentation 
that exists, the lower the chance of misappropriation. 

1. All funds received and paid will be verified and documented, with 
receipts. 

2. All funds received will be accounted for, with at least two members of 
the Committee counting and verifying amounts received. 

3. All funds will be kept secure, with a single point of accountability and up 
to date records. 

4. Any member can request a full or partial audit of the Committee or a 
Subcommittee at any time during the process. 

5. All documentation will be organized and concise. 
6. A bank account will be maintained, with the Chair, Vice Chair and 

Treasurer Names and signatory cards on the account. 
7. 4ÈÅ .! 42%!352%2ȭ3 (!.$"//+ ×ÉÌÌ ÂÅ Á ÇÕÉÄÅ ÆÏÒ ÒÅÃÏÒÄ ËÅÅÐÉÎÇȢ 
8. All budgeted funds or funds raised by members of the SCACNA or the 

Subcommittees must be turned in to the Treasurer or accounted for at 
the next regular SCACNA meeting following the fundraiser or event. 

9. The Committee shall pay all monthly expenses first.  Any remaining 
funds after clearing all debts, expenses and establishing seed money 
shall be deposited in the SCACNA bank account. 

10. The committee shall determine the donation to be made to the 
SCASC and establish its seed money for the next convention. 

Article XI - VENDORS AND SERVICES 



18 

 

A convention celebrating recovery is a wonderful way to meet new people 
and open our minds to new ideas.  It is also a social event with 
merchandise and special activities that involve inviting vendors and 
service providers to sell their wares.  Merchandise will be NA and recovery 
oriented.  We will adhere to a process of bidding, and the bid process will 
require the subcommittee responsible for the services to solicit 3 bids and 
then present those bids to the Committee to review and approve.  All 
Subcommittees required to obtain bids will:  
1. Solicit at least 3 bids from 3 separate entities, in a timely manner, 

providing vendors ample time to respond; all bids with the same month 
and day for the event.  Those bids should be on company letterhead. 

2. Review bids and report them to the Committee. 
3. Recues themselves from any bid process in which they may find a 

conflict of interest will inhibit them from remaining objective. 
4. All conflicts of interest will be reported in a timely manner. 
5. Bids will be reviewed and approved based on the full merits  of the 

proposals, not just on the financial implications.  Quality of goods and 
services, previous experience and references will carry as much weight 
as cot and possible financial gain. 
 

Article X II  ɀ CONTINUITY OF THE COMMITTEE 

Due to the timing of the Convention and the large amount of planning 
involved, the Committee will nominate the Officers for the next committee 3 
months prior to the end of the convention.  (See Article VI, Elections, Section 
14). 

Article  XII I - MEETINGS 

SECTION 1 

The regular meeting of the SCACNA Committee shall be held on the date, time 
and location determined by the Committee.  Currently the Committee will 
meet on the last Sunday of the month beginning in June; in February meetings 
will be twice a month, then once a week the month prior to the Convention.  
Immediately following the Convention, a meeting will be held to close the 
business of the Convention. 

SECTION 2 

The Committee will resume monthly meetings from the date of the end of the 
Convention to deal with outstanding business, committee assessment, turn in 




