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Hotels and Hospitality (H&H) 

The primary function of the Hotels and Hospitality Subcommittee is to be the 

liaison between the hotel staff and RACNA. The subcommittee consists of a 

chairperson (elected by RACNA), a vice-chair, a secretary, Serenity Keeper 

coordinator,  and Hugger/Greeter team leader, and Coffee Coordinator (all chosen 

from members of H&H), and voting members. Voting privileges are decided 

upon formation of the incoming subcommittee. As soon as possible, H&H should 

create a timeline for the planning year that includes all H&H duties with 

projected deadlines specified to complete each task.  This timeline should be 

presented to RACNA as soon as it is developed All expenditures need to be 

approved and receipts submitted to H&H chairperson for reimbursement by 

RACNA treasurer. 

After the hotel contract is reviewed, negotiated and signed, all contacts with the 

hotel need to be coordinated and conducted through the H&H subcommittee. 

H&H is also responsible for providing a warm welcome to all guests, while 

promoting a spirit of unity and celebration of the gift of recovery for our 

members. During the convention, H&H maintains a Hospitality room or rooms 

where attendees can gather, have coffee and/or refreshments, and fellowship with 

other guests. 

Serenity Keepers are an integral element of the H&H subcommittee. '!'his 

"committee within a committee" is responsible for checking badges, assisting 

with coordination of a team of "Huggers/Greeters", assisting guests with 

directions and questions, and working with the hotel security to ensure that a safe 

atmosphere of celebration is maintained in cooperation with hotel security, the 

Serenity Keepers uphold the rules and abide by the contract with the hotel and 

also closely monitor the behavior of our members to ensure that our Traditions 

are not violated. We need to remember how our behavior reflects on the 

fellowship as a whole... only we can promote a positive public image of 

ourselves. 

 The Chair sets the meeting agenda, facilitates business, delegates 
responsibilities to members, and attends all RACNA meetings to report the 
subcommittee's progress. The H&H chairperson should be involved with 
ALL Hotel Negotiations and have the ability to deal effectively with people 
outside of the Fellowship. At the convention,  Tthe H&H chair shall be the 
sole liaison between the hotel and the RACNA Committee throughout the 
year and during the ConventionCommittee. All concerns related to hotel 
staff negotiations and/or needs should be relayed to RACNA through the 
H&H chairperson thus eliminating any duplication of communications 
and/or services. 

 The Vice-Chair works closely with the chair and performs his/her duties in 
their absence and attends the RACNA committee meeting alongside the 
Chair.. 
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 The Secretary is responsible for minutes (to be available at every meeting), 
provides any forms needed to perform duties, and is responsible for the 
upkeep and maintenance of the H&H archives.  Copies of all materials that 
reflect business of the Subcommittee (minutes, contracts, letters, motion 
forms, hotel proposals, etc.) are to be included in the archives as resources 
for future H&H Subcommittee members. 

 The Serenity Keeper Coordinator (SKC) works closely with the hotel and 
is familiar with the hotel contract and expectations. He/she works in close 
cooperation with the H&H chairperson. All hotel concerns should be 
brought immediately to the H&H chairperson's attention. The SKC must 
also be familiar with our Traditions and support their being upheld. At1 the 
convention, the SKC has a team of members to check badges, to assist in 
ticket taking for events, to aide in addressing the possible behaviors of 
misconduct from our members, and, most importantly, works in close 
cooperation with the hotel security. It is also important that the Serenity 
Keepers are familiar with the RACNA Convention program in order to give 
accurate convention information to the hotel and our attending members. 

 The Hugger/Greeter Team Leader (HGTL) coordinates a team of 
Hhuggers/Greeters. The HGTL will schedule members to "man" strategic 
locations to welcome convention guests. Persons receiving newcomer or 
indigent packages are a good resource and should be utilized to assist with 
the welcoming. It is suggested that the HGTL works closely with 
Registration to have access to this pool of volunteers. 

 

Setting a Budget 

Using numbers from previous conventions will help the committee to project reasonable 

figures from which to work (e.g. banquet and/or brunch estimates).  A reasonable 

projection of participation is a figure between 40% and 60% above the preregistrations.  

This is to determine the amount of meeting room space that will be needed for workshops 

and entertainment events. Included in the budget will be the costs for banquets, brunches, 

coffee, and hospitality room snacks. The H&H subcommittee will submit to RACNA for 

approval any catering proposals.   Special attention should be given to the wording of any 

proposal.  Beware of open end or additional charges.  Inform the hotel, as well as any other 

contractors who might be involved, that the Convention Committee will not pay for any 

"surprise" additional costs.  Make them itemize all costs, and GET IT IN WRITING! 

 

Hotel Negotiations 

At this time, Oone of the duties of the Hotels and Hospitality Subcommittee is to collaborate 

with the Hotel Site/Adhoc Committee to negotiate with and select the best site for the 

Convention.  In the future a Hotel Site sub-committee would be better utilized for this 

purpose. While in the selection process, a useful tool to bring while interviewing the hotel 

staff is the Hotel Search Fact Sheet. The deciding factors will depend upon which facility can 
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provide the best possible service for our needs at the best possible price. This includes 

providing adequate meeting space to carry out our celebration of recovery. 

 

Catering proposals: H&H is responsible for researching and bringing to RACNA 

no less than 3 menu proposals for each suggested meal (such as banquets, brunches 

and breakfasts). The final choices should be based on getting the best food for the 

best price and H&H may indicate their recommendation(s) for final approval. This 

enables the cost to our members to be affordable and the meal to be enjoyable. If no 

clause in the hotel contract provides for complimentary coffee, careful consideration 

needs to be taken and research conducted before presenting a proposal to RACNA.  

Be familiar with the contract and know the provision that may create possible 

charges for coffee. Coffee can be very expensive and the cost will highly tax 

RACNA funds. 

 

Final approval of any contract negotiations will be the responsibility of the Rochester 

Area Service Committee full RACNA Committee. Beyond the initial. contract signing, 

the H&H chair or and the RACNA chairperson should have sole authority to sign for 

services with the host facility.  RACNA will only honor bills  when both signatures are 

present.with said representatives’ signature(s). 

 

Hotel Inspections and Walk-throughs 
H&H will be responsible to schedule all hotel walk-throughs. In order to create a rapport 

and an effective working relationship with hotel staff, the first visit should take place early 

in the planning process and may only include H&H members. At this meeting, catering 

menus, hotel security expectations and meeting room floor plans (with seating 

arrangements and capacities) could be obtained. Any questions for the hotel should be 

encouraged and generated at RACNA meetings and throughout the planning year.  Several 

hotel walk-throughs may be necessary. All subcommittees should have representatives at 

each hotel visit. 

 

Guest Information 
Information regarding transportation and directions to the host site should be available to 

put in the registration confirmations and/or packets. Information regarding the location of 

airport, bus, and train stations in relation to the convention site is necessary for our guests 

to know. It helps them to make appropriate arrangements for their arrival. In addition, 

information pertaining to nearby restaurants, theaters, and points of interest should be 

available on the site. This information can usually be obtained from the host facility or 

from the local tourism office. For further convenience, a floor plan and/or diagram of the 

hotel identifying locations of meeting rooms and events should be provided in the written 

program or registration packet. 

 

Opportunities to Collaborate with Other SubcommitteesCommittees 
 Program: All Subcommittees: H&H will collaborate with ALL sub committees to 

determine their hotel space needs for the Convention.  H&H will then provide 3 

Floorplan proposals that outline the space accommodations for our Convention to 

the RACNA committee. These proposals should be in line with Hotel safety 
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policies as well as all subcommittee needs.H&H works closely with the Program 

subcommittee to coordinate meeting space for their workshops and speaker 

meetings. At the convention, H&H may assist with last minute meeting room set-

ups, break-downs, and clean-up. 

 Fundraising & Entertainment: as stated above, H&H also works closely with 

F&E to ensure that the events and entertainment planned have adequate space. 

These negotiations need multi-subcommittee discussions and cooperation. 

 Merchandise: H&H will assist Merchandise by negotiating space for RACNA 

merchandise sales. H&H will also help Merchandise provide space for any invited 

vendors throughout the convention and for the Alternative merchandise store that 

may open after the convention closes. 

 Registration: It is important that H&H keep in close contact with the Registration 

committee to be kept informed of all meal ticket sales (i.e., banquets, brunches, 

etc.) in order to give the hotel an accurate projection of meals to prepare.  As the 

convention approaches, H&H will need to be kept informed of all meal ticket sales 

(i.e. banquets, brunches, etc.) in order to give the hotel an accurate projection of 

meals to prepare. Registration will also need space to have guests apply for 

registration and purchase their packages. The area should be large enough to 

handle long lines and a crowd of people. Additional table space may be needed to 

distribute pre-registration packets. In addition, if newcomer and indigent badges 

and/or packages are being granted, a separate location away from Registration 

should be secured for interviewing these candidates. As these members are granted 

badges, Registration may want to share this list as potential volunteers.  

 Arts & Graphics: H&H will collaborate with Arts & Graphics to hang the RACNA 

banners and any signs or posters.  H&H may need to negotiate with the hotel to 

hang the RACNA banners and any posters. 

 

At the Convention 
The H&HR subcommittee opens and operates a hospitality area or areas where the 

Fellowship can gather, relax,  and drink coffee and/or enjoy refreshments. Just prior to the 

convention, (if the hotel contract allows) the H&H Subcommittee shall request budgeted 

monies from RACNA to purchase snacks and refreshments to stock the hospitality suite(s). 

 
As the convention draws near, try to enlist as many local members as possible.  There 

will be a number of duties and tasks for newcomers to perform such as the following: 

 Huggers/greeters. 

 Helpers to stock refreshments/supplies. 

 Coffee makers. 

 Ticket takers at meals. 

 Helpers to straighten out chairs or clean meeting rooms between workshops. 

 

H&H may need to help with last minute set-up and/or negotiations with the hotel 

pertaining to the following: 

 Vendors' or subcommittee display tables. 

 Meeting room set-up or last minute room changes. 

 Arranging Hotel Accommodations transportation (with Program) for the visiting 
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out-of-town main speakers, etc. 

 
 

 

Serenity Keepers:  
Serenity Keepers are an integral element of the H&H subcommittee. This "committee 
within a committee" is responsible for checking badges, assisting with coordination of a 
team of "Huggers/Greeters", assisting guests with directions and questions, and working 
with the hotel security to ensure that a safe atmosphere of celebration is maintained.  In 
cooperation with hotel security, the Serenity Keepers uphold the rules and abide by the 
contract with the hotel and also closely monitor the behavior of our members to ensure that 
our Traditions are not violated. We need to remember how our behavior reflects on the 
fellowship as a whole... only we can promote a positive public image of ourselves. 
 

At the convention, close communication with each other is essential. It is imperative that 

the walkietalkies be properly maintained and fully charged at all times. While addressing 

our guests with questions, requests and/or concerns, we emphasize that diplomacy, respect 

and consideration be always first and foremost. Familiarity with the RACNA program, 

merchandising hours, and event and meeting locations are very important so that attendees' 

questions can be answered accurately and their enjoyment of the convention maximized.  

Serenity Keepers need to be familiar with the Convention Program, Merchandise hours, 

Registration hours and event and meeting locations.  They should also be familiar with the 

procedures for newcomers and indigents in order to assist members on the premises that 

have not had the opportunity to acquire a registration badge.In addition, Serenity Keepers 

need to be familiar with convention registration hours and the procedures for newcomers 

and indigents in order to assist members on the premises that have not had the opportunity 

to acquire a registration badge. 

 

In rare and extreme cases where there may be an unruly member, unsupervised children, 

hotel complaints, Tradition violations in progress, guests unregistered and/or refusing to 

wear badges, etc., the SKC and the the H&H chairperson should be notified immediately. 

chairperson's assistance should be enlisted immediately. These incidents should be handled 

as swiftly as possible and with the utmost discretion. Effective communication will 

diminish and/or eliminate individuals from making decisions that could affect our public 

image or NA as a whole. No one member should ever take on a potentially dangerous or 

uncomfortable situation or decision on their own. As soon as possible, the RACNA 

chairperson should be advised of any of these types of situations in case his/her support 

and/or assistance is needed.  Also, it is the responsibility of the H&H chairperson and/or 

the RACNA chairperson to keep in close communication with the hotel security in case 

their assistance may be requested. 

 

Huggers/Greeters:  
Prior to the convention, a time-on-duty schedule should be developed for volunteers to 

hug, greet, and provide a warm welcome to our RACNA guests. Stations should be pre-

determined and strategically located to best reach and encounter the maximum number of 

addicts as they arrive. A basic familiarity with the convention program is suggested and 

Huggers/Greeters should, at the least, be able to guide new arrivals to registration lines and 

newcomers and indigents to the location where their status for badges is determined. Those 
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people receiving newcomer and indigent packages are perfect candidates for the duties of a  

hugger/greeter. 

 

 

Helpful Suggestions: 
 Prior to the convention, H&H may want to request early check-in on the Thursday 

and/or Friday of the convention and later check-out on Sunday for RACNA 

members. This convenience allows the Committee to take care of their personal 

housing needs in order to better focus on and perform their convention duties. This 

matter may be included in the initial contract negotiation or added later, but should 

be in writing and the adjusted times shared with committee members. 

 It is suggested that H&H use those people receiving newcomer and indigent 

packages as helpers for H&H. This will help them feel "a-part-of," and like they’re 

“earning" their newcomer package. 

 H&H will assist Arts & Graphics in the protection and proper handling of our 

RACNA banners.Assist in the protection and proper handling of our RACNA 

banners. 

 Keep detailed inventory of supplies used and supplies in reserve for accurate record 

keeping. 

 Remember, nothing says welcome like a smile and a warm hug! 

 


