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b. The portion of the fellowship that does not speak English would rather be part
of the process of the study of the Conference Agenda Report instead of being a
mere witness. To do so, we need to translate the literature material and all
motions into our respective languages.

¢. One of the biggest tasks we need to face as a region is to find financial means
by which we can be represented at each conference.

d. The year between conferences could be used for national assemblies, zonal
forums, and world committee meetings.

Maker: Le Nordet Region

45. To make translation of Just for Today: Daily Meditations for Recovering
Addicts the top priority of the World Services Translation Committee and

the World Service Office.

Intent:

a. We think the French-speaking NA community is large enough to ensure
success of the publication of this book. The sale of the French edition of the
Basic Text has proven this.

b. To benefit from the spiritual growth coming from the reading of Just for Today
as soon as possible.

Maker: Le Nordet Region
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Settlor and the Trustor. World Service Office, Inc. is the Trustee of the Trust. The
Fellowship of Narcotics Anonymous as a whole is the Beneficiary of the Trust.

ARTICLE lll: IDENTITY OF TRUST PROPERTY

The Trust Property includes all literature, trademarks, service marks, copyrights,
and all other intellectual property of the Fellowship. From time to time, the Trustor
may add to, modify, or delete property from the Trust. All additions made to the
Fellowship’s literature, trademarks, service marks, copyrights and all other
intellectual property by the World Service Office shall additionally be considered
property subject to this Trust.

ARTICLE IV: OPERATIONAL RULES

The Trustor shall generate Trust Operational Rules which shall be controlling on
the Trust and the parties thereto except if such Rules conflict with the terms of this
Instrument.

ARTICLEV

Section 1: Trustee’s duties

The Trustee has the following general duties with respect to administration of the

Trust:

1) The Trustee has a duty to administer the Trust according to the Trust
Instrument and, except to the extent that this document provides otherwise,
according to the statutes of California.

2) The Trustee shall follow written direction given to it from time to time by the
Trustor. However, if a written direction would have the effect of modifying the
Trust, the Trustee has no duty to follow it unless it complies with the
requirements for modifying the Trust herein.

3) The Trustee has a duty to administer the Trust solely in the interest of the
Beneficiary and the Trustor.

4) The Trustee has a duty to deal impartially with the Beneficiary.

5) The Trustee has a duty not to use or deal with Trust Property for the Trustee’s
own profit or for any other purpose unconnected with the Trust, nor to take
part in any transaction in which the Trustee has an interest adverse to the
Beneficiary or the Trustor.

6) The Trustee has a duty to take, keep control of, and preserve the Trust
Property.

7) The Trustee has a duty to make the Trust Property productive.
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5) The power to encumber, mortgage, or pledge any portion of the Trust
Property except those copyrights, trademarks, and service marks held by the
Trust.

6) The power to enter into a lease for any purpose.

7) The power to insure the Trust Property against damage or loss and to insure
the Trustee against third-party liability.

8) The power to prudently borrow money for any Trust purpose, to be repaid
from proceeds from the sale of products generated from Trust Property.

9) The power to pay, contest, or settle claims against the Trust by compromise,
arbitration, or otherwise, and the additional power to release in whole or in
part any claim belonging to the Trust.

10) The power to pay taxes, assessments, reasonable compensation of the
Trustee and of employees and agents of the Trust, and other expenses
incurred in the collection, care, administration, and protection of the Trust.

11) The power to hire people, including accountants, attorneys, auditors,
investment advisors, or other agents, even if they are associated or affiliated
with the Trustee, to advise or assist the Trustee in the performance of
administrative duties.

12) The power to execute and deliver all instruments which are needed to
accomplish or facilitate the exercise of the powers vested in the Trustee.

13) The power to prosecute or defend actions, claims, or proceedings for the
protection of the Trust Property and of the Trustee in the performance of the
Trustee’s duties.!

Section 5: Limitation

The Trustee is not granted the power to make loans to the Beneficiary either out
of Trust Property or out of proceeds from the sale of products generated from
Trust Property, or to guarantee loans to the Beneficiary by encumbrances on
either Trust Property or proceeds from the sale of products generated from Trust
Property.

Section 6: Indemnification of Trustee

To the fullest extent permitted by law, the Trustor shall indemnify the Trustee and
its directors, officers, employees, and other persons described in Section 523(a)
of the California Corporations Code, including persons formerly occupying any
such position, against all expenses, judgments, fines, settlements, and other
amounts actually and reasonably incurred by them in connection with any
“proceeding,” as that term is used in that code section, and including an action by
or in the right of the Trustee, by reason of the fact that the person is or was a
person described in that code section. Procedures for the approval of indemnity,

1 For detalils, see page B-18, "Protection of Trust Properties."
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ARTICLE IX: TRUST REGISTRATION

The Trustee shall register the Trust document with the California Attorney
General, and shall perform all obligations attendant thereto.

Representing the Trustor date

Executive Director date
World Service Office, Inc., Trustee

Chairperson, Board of Directors date
World Service Office, Inc., Trustee
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ARTICLE II:
INTELLECTUAL PROPERTIES HELD IN TRUST

SECTION 1: TWELVE STEPS, TWELVE TRADITIONS

By license agreement with Alcoholics Anonymous World Services, Inc., the Trust
holds all rights to the Twelve Steps and Twelve Traditions as adapted for use by
the Fellowship of Narcotics Anonymous, listed in Schedule A of these rules.

SECTION 2: OTHER LITERATURE

By assignment from the Trustor, the Trust holds all other literature created directly
or indirectly by the Trustor, the Beneficiary, and/or the Trustee.

SECTION 3: TRADEMARKS, SERVICE MARKS

Trademarks and service marks held by the Trust include, but are not necessarily
limited to, the name "Narcotics Anonymous," the stylized NA initials in a double
circle, and the four-sided diamond enclosed in a circle touching all four of its
points. The Trust holds legal title to such marks and all translated, adapted, and
hybrid forms of such marks.

SECTION 4: COPYRIGHTS

The Trust holds legal title to the copyrights for all books, booklets, pamphlets, and
audio and/or video recordings, both in original and in translation, that have been
approved by the World Service Conference or its predecessors. The Trust holds
legal title to the copyrights for all volumes and numbers, both in original and in
translation, of The NA Way Magazine, a periodical publication created and
directed by the World Service Conference. The Trust holds legal title to the
copyrights for all literary works in progress, both in original and in translation,
developed by the World Service Conference, its boards, and its committees.

SECTION 5: NATURE OF OWNERSHIP OF
THE TRUST’S COPYRIGHTED LITERATURE

The creation of all new or revised Trust literary properties will be commissioned by
the Trustor, either directly or through a subordinate board or committee of the
World Service Conference. The process used to create those properties, from
commencement to conclusion, will be under the constant control of the Trustor,
exercised directly or by a subordinate board or committee of the World Service
Conference. Individuals who take part in the creation of those properties will do
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ARTICLE III:
RIGHTS AND RESPONSIBILITIES
OF THE TRUSTOR

SECTION 1: GENERAL RIGHTS AND RESPONSIBILITIES

The Fellowship of Narcotics Anonymous as given voice by its groups through
their regional service representatives at NA's World Service Conference, as
Trustor, has sole authority to approve any proposed revision of the NA
Fellowship’s adaptation of the Twelve Steps and Twelve Traditions. The Trustor
and its designated agents have sole authority to commission, direct, and approve
the creation and revision of books, booklets, and informational pamphlets for and
on behalf of the NA Fellowship. The Trustor and its designated agents have sole
authority to create or revise trademarks and service marks for and on behalf of
the NA Fellowship.

SECTION 2: WSC BOARDS AND COMMITTEES

The World Service Conference of Narcotics Anonymous accomplishes its tasks,
including those tasks having to do with the Trust, through subsidiary boards and
committees. The conference may dissolve existing boards and committees and
create new boards and committees. The conference may select the leadership
and composition of its boards and committees. The conference may delegate
portions of its authority to its subsidiary boards and committees. However, in all
matters and at all times, these boards and committees are subject to the direction
of the World Service Conference.

The specific purpose, function, authority, and composition of each of the
conference’s standing subsidiary boards and committees, and the relationship
between them and the conference, is described in the relevant guidelines and
handbooks approved by the World Service Conference. The conference
regulates its ad hoc committees through motions passed at its annual meeting,
recorded in its minutes.

SECTION 3: ADDITION, REVISION, OR DELETION OF
PROPERTIES FROM THE TRUST BY THE TRUSTOR

The Trustor may add properties to the Trust, delete properties from the Trust, or

revise the content or nature of Trust Properties by the following means:

1. Proposals must be distributed to the NA groups via their regional service
representatives no less than ninety days prior to the annual meeting of the
World Service Conference at which the proposals will be considered.
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approval at that annual meeting. For such a proposal to be approved, two-thirds
of the regional service representatives recorded as present in the WSC roll call
immediately prior to the vote must vote "yes" to the proposal.

SECTION 9: UTILIZATION OF REVENUES

From the revenues accruing from licenses, covenants, or sale of products
generated from Trust Properties, the Trustee shall provide services as directed by
the World Service Conference, including but not limited to the following:

1. The Trustee shall provide administrative, organizational, and logistical
services to the World Service Conference of Narcotics Anonymous and the
Fellowship of Narcotics Anonymous at large.

2. The Trustee shall provide service to individual addicts and groups of addicts
seeking recovery from addiction, and shall assist the general public in
understanding addiction and the Narcotics Anonymous program for recovery
from addiction. Such assistance may include direct and indirect
communication with addicts, organizations, agencies, governments, and the
public at large.

3. The Trustee shall publish and distribute periodicals written or prepared by
and/or for the World Service Conference.

4. The Trustee shall not utilize revenues generated from Trust Properties to
engage in any activities or exercise any powers that are not in furtherance of
the primary purpose of Narcotics Anonymous, which is to carry the NA
message to the still-suffering addict.

SECTION 10: DISBURSEMENT OF TRUST REVENUE

The Trustee shall hold and manage in a fiduciary capacity the income produced
by any of the activities described in Article IV, Sections 6 and 9, of these Rules in
such a manner as to further the purpose described in Article |, Section 4, of the
Trust Instrument.

SECTION 11: PROTECTION OF TRUST PROPERTIES

The Trustee shall have the duty and authority to protect the Trust Properties from

infringement. The Trustee will utilize the following process to proceed with

protection of the Trust Properties.

1. Before legal proceedings are initiated, the Trustee will request that all
infringing parties cease and desist their infringement.

2. The Trustee will seek to resolve the infringement prior to filing formal litigation.
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ARTICLE V:
RIGHTS AND RESPONSIBILITIES
OF THE BENEFICIARY

SECTION 1: FELLOWSHIP USE OF TRUST PROPERTIES

Use of NA’s copyrights, trademarks, and service marks by NA groups, service
boards, and committees is covered in a separate document called “Internal Use of
NA Intellectual Property."

SECTION 2: BENEFICIARY IMPACT ON THE TRUST

The Beneficiary may take part in decisions affecting the Trust through the
established Narcotics Anonymous service structure as described in the most
recent Narcotics Anonymous service manual.

SECTION 3: INSPECTION OF TRUSTEE ACTIVITIES

Conditions of inspection

Any regional service committee or equivalent service body may inspect the

records and operations of the Trust on behalf of the Beneficiary, provided the

following conditions are met.

1. A motion to conduct an inspection of the Trust must be approved by a
regional service committee or its equivalent.

2. The regional service committee wishing to inspect the Trust must assume the
expense associated with the participation of its own representative in the
inspection. All other costs associated with the inspection shall be borne by
the Trustee.

3. The regional service committee must present a written request for inspection
of the Trust, detailing its concerns and any particular areas of Trust
operations it wishes to inspect.

Selection of inspection team

1. The regional service committee requesting the inspection will select two
members of the World Service Board of Trustees for inclusion on the
inspection team. These two members will facilitate the inspection.

2. The regional service committee requesting the inspection will designate one
of its participants to be included on the inspection team.

3. The board of directors of the corporation designated as Trustee will designate
either its treasurer or another director on the inspection team.
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ARTICLE VI
REVOCATION AND REASSIGNMENT OF THE
TRUSTEE’S RIGHTS AND RESPONSIBILITIES

SECTION 1: CONSIDERATION OF REVOCATION

The Trustee’s rights and responsibilities may be revoked and reassigned to
another party by the Trustor, provided the following conditions are met:

8

A written petition to revoke the rights and responsibilities of the Trustee must
be submitted to the World Service Conference Administrative Committee. To
be considered, the petition must meet one of the following conditions:

Either the petition must be signed by a third of the regional service
committees recognized as voting participants in the most recent annual
meeting of the World Service Conference,

Or the petition must be signed by the World Service Board of Trustees, the
motion to submit such a petition having been approved by no less than
two-thirds of the members of the World Service Board of Trustees.

In order to be considered at any given annual meeting of the World Service

Conference, such a petition must be received between June 1 and December

31 of the previous year, allowing time for the petition to be distributed to

Conference participants.

If the above criteria are met, the petition will be placed on the agenda of the

next annual meeting of the World Service Conference. Statements of the

petitioners will be published with the petition itself in the Conference Agenda

Report.

SECTION 2: REVOCATION PROCESS

A maijority of regional service representatives must approve before

proceeding with the revocation process.

An ad hoc committee will be appointed by the chairperson of the World

Service Conference. The committee will consist of the following:

a. four regional service representatives

b. the chairperson of the board of directors of the corporation designated as
Trustee

c. one member of the WSC Administrative Committee

d. three members of the World Service Board of Trustees, one of whom will
chair the committee
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ARTICLE Vil
REVISION OF TRUST RULES AND
INSTRUMENT

SECTION 1: REVISION OF TRUST OPERATIONAL RULES

The Trust Operational Rules may be revised by the "yes" vote of two-thirds of
those regional service representatives recorded as present in the World Service
Conference roll call immediately prior to the vote.

SECTION 2: REVISION OF TRUST INSTRUMENT

Provisions of the Trust Instrument may be changed only under the following

conditions:

1. Any motion to review proposed revisions to the Trust Instrument must receive
the approval of a majority of regional service representatives at the World
Service Conference.

2. After such review is approved, proposed revisions will be open for a six-
month review and input period, after which the proposed revisions will be
presented in the Conference Agenda Report for adoption.

3. A motion to adopt any proposed revisions to the Trust Instrument will require
a vote of "yes" from two-thirds of those regional service representatives

recorded as present in the World Service Conference roll call immediately
prior to the vote.
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What about coffee cups, the Basic Journal, and other such products?

Coffee cups, chips and medallions, desks, chairs, and computers are all physical
properties of the WSO corporation. However, any trademarks displayed on those
properties are specifically subject to the rules of use described in the intellectual
property trust.

ARTICLE IV: OPERATIONAL RULES

This article refers to the trust operational rules. Are the rules separate from
the trust in some way? Aren’t they registered as part of the trust with the
attorney general?

Because we are talking about “legal stuff," we need to use our terms in a very
precise way here. The trust is a legal arrangement; it is not any of the documents
associated with it. Both the trust instrument and the trust operational rules are
meant to describe how the trust works--each, however, speaks to a different
audience. The trust instrument, describing the basic legal framework of the
arrangement, is written to tell the government that we are settling our intellectual
property affairs in a particular order recognizable to the courts. The operational
rules serve as our fellowship’s internal agreement about the details of the trust’s
actual administration. The trust instrument is like the articles of incorporation of
the trust, and the rules are like its bylaws or guidelines. While only the instrument
must be registered with the attorney general, the rules will also be filed for
information purposes. Further, Article IV of the instrument links the operational
rules to the trust in such a way that, once the instrument is registered, the rules
also become legally binding on all parties of the trust.

ARTICLE V (TRUSTEE)

In Section 1, Iltem 6, what is meant by "take, keep control of, and preserve"?
This means that the trustee (WSO, Inc.) has the duty to receive from the
fellowship any intellectual properties that the fellowship decides are to be included
in the trust. The trustee must then properly register its possession of the
property, preserve it in its original form, use it in the way described in the
instrument and rules, and take steps to ensure that others do not misuse the
intellectual properties.

In Section 1, Item 7, what is meant by "make the trust property productive"?
The trustee must make the trust property available in some useful form to those
who would benefit from it--namely, the NA Fellowship as a whole.
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licensing of the trust properties themselves--that is, the copyrights to NA literature
and the registrations of our trademarks and service marks. It also gives the
trustee the authority to put whatever proceeds or assets might come from the sale
of literature (using trust copyrights) or NA memorabilia (using trust trademarks) to
whatever uses would most benefit the NA Fellowship.

5. How, to whom, and why would property be "encumbered, mortgaged, or
pledged”? This is one of the standard clauses in trust instruments. It is usually
intended to indicate that the trustee has been granted full authority to manage the
trust property, especially for purposes of interaction with financial institutions.
This power is very similar to a homeowner’s ability to secure a mortgage on the
equity in his or her house. It simply means that the trustee could use trust
property as collateral in securing a loan, if that were held to be in the best
interests of the trust. Note, however, that the most important of the trust
properties--our fellowship’s name and logos and the copyrights to NA’s literature-
-cannot be put up for a loan.

8. Borrow money from whom? Why does this not say anything about
excluding outside enterprises or being self-supporting? Item 8 allows the trustee
to borrow money in the name of the trust and to use the proceeds from sales of
literature (using trust copyrights) or memorabilia (using trust trademarks) to repay
the loan without allowing a claim to be made on the trust properties (the
copyrights and trademarks) themselves. Most businesses avail themselves of
credit-line services offered by financial institutions. At various times in the past,
WSO, Inc. has had access to a credit line of $100,000. It is the belief of the WSO
board that this service is not an "outside contribution" since the WSO not only
repays the principal but also makes interest payments for its use.

9. This item simply authorizes the trustee to settle any legal actions taken
against the trust should the trust itself be sued, and to release others from claims
arising from disputes initiated by the trustee if such is deemed to be in the best
interests of the trust.

11. Does this include writers? What does “administrative duties” mean? This
item allows the trustee to hire or contract with people specifically to manage
affairs related to the trust arrangement itself. Such administrative duties might
require the assistance of attorneys to register copyrights and trademarks,
accountants to keep track of the proceeds from the sale of literature and
memorabilia, or administrative staff to compile necessary reports on trust
activities, process trust-related correspondence, or evaluate requests to reprint
literature protected by trust copyrights. Editorial staff could be used to draft or
edit reports for these purposes, of course, but this item does not give the trustee
specific authority to hire writers to help with the drafting or editing of literary
projects being developed by one or another of the WSC boards or committees.
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Early in 1992, WSO, Inc. extended its liability insurance coverage to provide
this specific kind of protection for members of the WSO Board of Directors
(including its officers), other volunteers on world service business, WSO
employees, and those under specific contract to WSO, Inc. A single policy covers
them all. Authorization for such insurance has been specified since 1987 in Article
8 of the WSO, Inc. bylaws.

Note that this section does not protect directors, officers, employees, or
anyone else from any liability that may arise from wanton neglect of their
responsibilities or from malicious acts. Nor does this section provide for
protection against liability arising from "any act wrongfully consented to by the
beneficiary or trustor.”

Why can an individual be sued by the trustee (WSO, Inc.) while an individual
associated with the trustee can not be sued for their actions? Why does the
trustee have more rights and protection than the beneficiary?

It's true that both the trust instrument and the operational rules have provisions
allowing the trustee to file lawsuits to protect both itself and NA's literature and
logos. (See instrument, Article V, Section 4, item 13, and rules, Article IV, Section
11.) To date, the fellowship has stated in no unclear terms that WSO, Inc. is
responsible to protect the fellowship’s literature and logos from anyone who
threatens them, whoever those persons may be. This is simply a restatement of
the intent of our First and Fourth Traditions in the context of the entire fellowship’s
intellectual property rights: No individual NA member, no individual NA group has
the right to take action benefitting themselves that would impair our common
welfare or negatively impact NA as a whole in any serious way. [f the fellowship
were to forbid the trustee to protect NA’s copyrighted literature from being altered
or published at will by individual members or groups, the courts would interpret
that as the fellowship’s way of saying that they had abandoned their collective
control of the copyrights to NA literature--to put it bluntly, we would lose our
copyrights to the Basic Text and all other NA literature.

Let’s clarify the matter of lawsuits and the indemnification provided to WSO
directors, employees, and contractors. Indemnification simply provides
assurance that those who serve on our board of directors or who take
employment at WSO will not be subject to personal financial ruin if they are sued
for doing their jobs. They are given this kind of protection because it is
conceivable that people put in such a position on our behalf may need it and
because our fellowship has refused to put them in that position without backing
them up. This does not give them more rights than the beneficiary. Remember,
the beneficiary is "the Fellowship of Narcotics Anonymous as a whole." In the
normal course of trust activities, NA as a whole is not exposed to any liability at all;
only the trustee is exposed to such liability. The only reason the beneficiary, as
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TRUST OPERATIONAL RULES

The next section of the trust document is the working "operational rules,” the
bylaws or guidelines which control the actual administration of the trust and the
relationship between the parties to the trust: the fellowship, its representatives,
and the World Service Office.

ARTICLE |

Section 1

Section 1 provides a brief documentary history of the trust relationship that had
already developed between the fellowship, the World Service Office, and the
World Service Board of Trustees and the World Service Conference prior to the
formal creation of the Fellowship Intellectual Property Trust.

Section 2
Section 2 summarizes the general purpose of the Trust Operational Rules.

Section 3

Section 3 briefly defines and describes the three parties to the Fellowship
Intellectual Property Trust: the Trustor, the Trustee, and the Beneficiary. In all
trusts, the trustor establishes the general policies that guide the administration of
the trust property. The trustee carries out the trustor’s instructions in the day-to-
day management of the property of the trust. And the beneficiary is the person or
group of people in whose interest the trust is managed. In this trust, the trustor is
the Fellowship of NA as given voice by its groups through their RSRs at the World
Service Conference, the trustee is the World Service Office, and the beneficiary is
the NA Fellowship as a whole. It is our belief that these trust roles line up pretty
closely with the roles the RSRs, the office, and the fellowship have already come
to play in NA’s development. With the exception of our narrowed definition of the
trustor as the body of RSRs, we have not described anything new in the
Fellowship Intellectual Property Trust; we have merely tried to mirror the existing
service relationships in our fellowship.

The means by which the fellowship acts as trustor is described in a very
specific, even peculiar way. What is behind this language?

In developing the trust, we had originally identified the World Service Conference
itself as the trustor. Historically, the NA groups have given the conference
authority to make decisions concerning services affecting the entire fellowship,
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ARTICLE Il

The first four sections of this article simply describe the items that have been
placed in trust: NA's Twelve Steps and Traditions, other NA literature, NA’s name
and marks, and the copyrights to NA literature. The trust document regulates the
creation, revision, and use of these items in a way consistent with already-
approved policy.

Ownership

Throughout Article Il, we find statements like this: "The ownership of [our
literature] will be registered in the name of the Trustee," the World Service Office.
Some members might ask, “Does this mean that the fellowship doesn’t own its
own literature?" The answer to that question is no.

Ever since the World Service Office was created in the early 1970s, it has been
the registered /egal owner of the copyrights to our literature. However, the
equitable owner of our literature is the fellowship itself, as described in Article |,
Section 3 of these rules. The World Service Office is not, after all, a completely
independent entity; it is our fellowship’s world service corporation. All Article Il
says is that legal ownership of the fellowship’s literature will be registered in the
name of the fellowship’s legal corporation.

Regarding Section 3, does this include coffee cups, the Basic Journal, and
other memorabilia products?

Trademarks and service marks, described in Section 3, are included among the
trust properties. Use of these marks on coffee cups, the Basic Journal, or other
memorabilia are subject to regulation by the trustee.

Regarding Section 3, define "hybrid".

Hybrids of the NA logos are fairly common--for instance, the stylized NA initials
with the "NA Tree" superimposed.

Does Section 4 affect H&I's "Reaching Out" newsletter?

Reaching Out, specifically, is not currently copyrighted because the conference
has not given any instructions to restrict its duplication. The only periodical
copyrights specified as being held by the trust are the rights to The NA Way
Magazine.

Section 5: works made for hire

Section 5 offers a very specific definition of the terms under which NA literature is
created and copyrighted. We believe this definition is consistent with precedence,
already-established fellowship policy, and our fellowship’s philosophy of both the
anonymity and the accountability of its trusted servants. When our trusted
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Does the way Section 1 is written exclude the creation of literature, etc.,
outside of the WSC/WSO--for instance, in groups or areas?

No. This says only that the conference has sole authority with regard to literature
created "for and on behalf of the NA Fellowship," referring to the entire fellowship.

Does this leave anything out (keytags, WCC cups, etc.)?

No. What'’s being regulated is not the products (keytags, cups) themselves, but
the NA trademarks and service marks used in making those products--all those
products, no matter who their manufacturer may be.

Why is Section 2 included in the rules?

To clarify the relationship of the World Service Conference, our fellowship’s
general decision-making body, with its boards and committees, to the trustor.
While the trustor--the RSRs at the World Service Conference--has direct authority
in matters relating to the intellectual property trust, the trustor has a standing
relationship with the conference which facilitates the actual work involved in
developing new material and revising existing materials within the terms of the
trust.

It sounds like the Basic Text and other pieces of NA literature may be
revised with only ninety days notice. Is this true?

Yes, technically speaking. This reflects conference action taken in 1990.
However, the same action showed an understanding that the fellowship should be
given as much time as possible to review new or revised literature being proposed
for its approval.

ARTICLE IV

This article of the operational rules goes into great detail in describing the role,
responsibilities, and limitations that have been placed on the World Service Office
in administering the fellowship’s literature and logos.

Section 3

Section 3 defines the "fiduciary" relationship between the trustor (the body of
fellowship representatives) and the trustee (the WSO). Basically, the fiduciary
relationship is one where someone is given something to care for--copyrights, for
example--and specific instructions about how to provide that care. Further
instructions on how that care should be given may be issued as time goes on,
and the caretaker is obliged to follow those instructions. Though the thing being
cared for may come to be legally registered as the property of the caretaker, the
original owner (in our case, the fellowship) maintains what is called equitable
interest in the property, and may take it back if he pleases. This is the fiduciary
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Trustees concur. The provisions of Section 11 are consistent with a motion
regarding infringement action approved at WSC’91.

Regarding Section 11, Item 5, does this mean that WSO, Inc. can filea
lawsuit without telling (or asking) the WSC if it thinks that it may jeopardize
the success of that action?

Yes. As we were putting the trust documents together, the only situation in which
we imagined this occurring would be if one or more conference participants
themselves were targets of a particular suit. Note also that the item says that prior
notice cannot be withheld unless it "would demonstrably impair the trustee’s ability
to effectively protect the trust property." Should the RSRs, as trustor, ever
suspect that notice had been withheld without due cause, they could--and should-
-require the office to demonstrate its case.

Section 12

This section lays out the fellowship’s requirements for full annual reports from the
WSO on its finances and operations, especially as they relate to the fellowship’s
literature. This section is included to ensure that WSO, as trustee, remains fully
accountable for the way in which it administers our intellectual property trust.

ARTICLEV

This article describes the role of the beneficiary, the NA Fellowship as a whole, in
the trust. One section deserves particular attention: Section 3.

Section 3

This section goes far beyond the legal requirements normally imposed on trusts.
Normally, the beneficiary of a trust is not permitted to examine the trustee’s
records under any circumstances. Such an arrangement, however, would not be
appropriate in Narcotics Anonymous, especially in light of our Ninth Tradition and
Second Concept. Therefore, we have drafted Section 3 in such a way as to allow
segments of the fellowship to review the records of the World Service Office. Any
region may inspect any WSO records except its personnel records. (USA federal
employment codes require that employers keep these records completely
confidential.) The inspection team would be led by a member of the World
Service Board of Trustees, who is intended to serve as mediator and controller of
the inspection. The reporting coming out of the inspection is designed to be
objective, and its results are to be distributed to all RSRs. This inspection
procedure can do two things:
1. It can defuse controversy by thoroughly and objectively investigating any
suspicion of impropriety on the part of the WSO in its administration of the
trust.
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What happens to the trust when and if the service structure changes?

Article VII of the Trust Operational Rules describes clear procedures by which
both the instrument and the rules can be revised to conform with any change in
the service structure.
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Injunction. A judicial process by which one who is threatening to invade or has
invaded the legal or equitable rights of another is restrained from
commencing or continuing such wrongful act, or is commanded to restore
matters to the position in which they stood previously to his action.
(Operational Rules, Article IV, Section 11, ltem 5)

Intellectual property. Creations of the mind or spirit. Types of intellectual
property include literature, trademarks, patents, and manufacturing
processes, among others.

Legal form of business. The organizational type under which a business is
registered with the government. Such forms include corporations,
foundations, partnerships, and unincorporated associations of individuals.
(Instrument, Article V, Section 4, ltem 3)

Pecuniary profit. An award resulting from a lawsuit. (Operational Rules, Article
IV, Section 3)

Performance audit. A meticulous examination of management policies and
procedures. (Operational Rules, Article 1V, Sections 10, 12)

Detail: A normal audit occurs when a CPA comes into the office, reviews
the accounts, prepares the annual financial statements, and certifies the
integrity of the books with specific notes. This kind of audit is currently
conducted each year at the WSO, and its results are published in the WSO
annual report.

A performance audit is more complicated, more time-consuming, and
vastly more expensive. The accountants come in, review WSO financial
policies, then track through every aspect of everything the office does that
has to do with either incurring expense, paying out money, or receiving
payment. Once they’ve completed their job, they issue a comprehensive
report and set of recommendations on WSO financial procedures along with
the ordinary statements and certification. No performance audit has yet been
conducted at WSO.

Perpetual charitable trust. Perpetual means "never ceasing; continuous;
enduring; lasting; unlimited in respect of time." A charitable trust is defined as
a "fiduciary relationship with respect to property arising as a result of a
manifestation of an intention to create it, and subjecting the person by whom
the property is held to equitable duties to deal with the property for a
charitable purpose." A charitable purpose is thought of as the
‘accomplishment of objectives which are beneficial to the community or area.”
And a fiduciary relationship is "one founded on trust or confidence reposed
by one person in the integrity and fidelity of another." (Instrument, Article I,
Section 3)






ADDENDUM C:
INTERNAL USE OF NA INTELLECTUAL PROPERTY
















ADDENDUM D:
WORLD SERVICES TRANSLATION POLICY













ADDENDUM E:

WORLD SERVICES TRANSLATION
COMMITTEE INTERNAL GUIDELINES







Page E-2 1993 Conference Agenda Report Addendum E

b. Receive and review all correspondence that relates to their assigned
projects.
5. Staff members
As directed by the chairperson, initiate, maintain, and coordinate
communications and correspondence regarding all translation requests
and projects. Secure all legal documentation. Provide information that is
needed for the development of an annual priority schedule.

TRANSLATION PROCESS

Communication is considered the first and most important step in any translation
request or project because of the many complications that can arise. Telephone
calls, letters, faxes, and visits are all used to establish a working relationship with
whomever is involved in a translation project. Whatever information is needed to
explain, report, or simply share about the translation process is exchanged
between those involved, the World Services Translation Committee and the WSO
staff. In this way, the committee is better able to assess the need for a particular
project and determine the kind of assistance that can be offered. The following
outline can be considered only as a brief guide to the translation process:

1. Any language group requesting translation assistance is sent information that
is appropriate for the request. These groups are also sent any forms that
may need to be completed and returned.

2. Legal arrangements, including acquisition of any necessary releases, are
initiated as soon as possible to protect our fellowship’s copyrights.

3. To ensure that translations maintain the spirit of the NA message and the
integrity of the Twelve Steps and Twelve Traditions, a standard procedure will
be applied for all languages. A formal evaluation will be done on IP #1 and
the glossary since these contain the steps, traditions, NA recovery principles,
and basic NA language. Once this has been completed, future translations
would typically only require a cursory evaluation for the World Services
Translation Committee.

4. An evaluation summary is sent to the World Services Translation Committee
for review and discussion. Any recommendations, input, suggestions, or
comments resulting from the evaluation are forwarded to the originator.
Translated material is evaluated in any of the following ways:

a. by the appropriate existing translation committee(s)
b. by NA members skilled in that language
c. by a professional translator
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The Twelve Steps of
Narcotics Anonymous,

We admitted that we were powerless over our
addiction, that our lives had become unmanageable.

We came to believe that a Power greater than ourselves
could restore us to sanity.

We made a decision to turn our will and our lives over
to the care of God as we understood Him.

We made a searching and fearless moral inventory
of ourselves.

We admitted to God, to ourselves, and to another
human being the exact nature of our wrongs.

We were entirely ready to have God remove all these
defects of character. |

We humbly asked Him to remove our shortcomings.

. We made a list of all persons we had harmed, and

became willing to make amends to them all.

We made direct amends to such people wherever
possible, except when to do so would injure
them or others.

We continued to take personal inventory and when we
were wrong promptly admitted it.

We sought through prayer and meditation to improve
our conscious contact with God as we understood Him,
praying only for knowledge of His will for us and the
power to carry that out.

Having had a spiritual awakening as a result of these
steps, we tried to carry this message to addicts, and to
practice these principles in all our affairs.

Twelve Steps reprinted for adaptation by permission of
Alcoholics Anonymous World Services, Inc.
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GETTING STARTED

PREFACE

The purpose of this Guide to Phoneline Service is to provide information to mem-
bers interested in starting and maintaining a phoneline. Keeping this in mind, it should
.be understood that these guidelines simply consolidate suggestions and procedures
that are a reflection of the collective experience of many phoneline and public infor-
mation committees. The samples in this guide may be altered to reflect the needs or
circumstances of your individual committees.

A. DO WE NEED A PHONELINE?

. If your area or region is not currently covered by a phoneline service, a thorough
investigation needs to be made before establishing one. Contact surrounding areas
or regions who have successfully established and maintained a phoneline service. Their
first-hand experience can assist your subcommittee in determining what services will
best meet your needs. Remember, those who came before us can provide valuable
assistance and direction. Also, the World Service Office may be contacted for specific
examples of materials created by established phoneline subcommittees.

A subcommittee of an area or regional service committee is generally responsible
for the operation and maintenance of the phoneline. What are your needs and what
type of services best suit your area /region? Start small, it is easier to expand than
to reduce services. '

B. CAN WE SUPPORT A PHONELINE?

The following checklist of questions can be used by your area or regional service
committee to take an inventory before you start a phoneline in your community:

1. Have we taken steps to determine the workload the volunteers will incur?

2. Will our phoneline subcommittee receive enough support from the fellow-
ship, in finances and time, to operate effectively?

3. Are we working in cooperation with PI, H&I, and our area or regional
service committee to ensure communication and responsible handling of
calls?

4. Have we checked with surrounding areas and regions for their experience,
strength, and hope in beginning a phoneline?

5. Have we contacted the World Service Office to ensure we have all the in-
formation that is available to help us?

C. WHAT DO WE NEED TO START A PHONELINE SUBCOMMITTEE?

The first thing to do is to locate and enlist the support of members who have the
desire, ability, and qualifications to carry out the responsibilities of operating and main-
taining the phoneline.

1=
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. Members of the phoneline subcommittee include:

a) A chairperson, elected by area or region;

b) A vice chairperson and secretary, elected by subcommittee;
c) A representative from each group or area; and,

d) Any interested NA members.

There may not be enough members to establish a separate phoneline subcommit-
tee. In this case, the responsibility may fall under the direction of the Pl subcommittee.

D.

INFORMATION CHECKLIST

The following is an information checklist for the beginning work of a phoneline sub-
committee.

L
2.
3.

4.

Define the subcommittee’s responsibilities.

Select the type of phoneline service best suited to your area or region.
Determine the costs to be incurred for instituting and maintaining the
phoneline service selected.

It is important that the area or region “owns” the number utilized for
phoneline services. Although this may require an additional cost, this will
ensure that your area or region retains the same phone number for the du-
ration of the phoneline’s operation.

5. Request sample phoneline guidelines from nearby areas and regions, and

6.
£

from the World Service Office. Prepare your own phoneline guidelines to
meet the specific needs of your subcommittee.

Hold regular volunteer orientations and phoneline learning days.

Prepare a Phoneline Log that can be used to account for all calls received
during each shift (refer to Addendum D).

E. OPTIONS FOR PHONELINE SERVICES

Types of Phonelines:

Hotline—A phoneline answered directly by a recovering addict.

Helpline—A phoneline in which the caller is not always in immediate contact with

an NA volunteer (i.e., calls are answered by an answering service, machine, voice
mail, or the like, for all or part of the day).

Infoline—A phoneline established strictly for dispensing information about Narcotics

Anonymous (i.e., meeting times and locations, listing of local activities, subcom-
mittee meeting times, etc.).

Types of Services:
Answering machine—The machine is placed in a neutral location, preferably not in

a member’s home. The message may list a short definition of Narcotics
Anonymous, meeting information, and a request for the caller’s name and
telephone number. Volunteers must check for messages several times daily. There
are machines which offer options to allow for the retrieval of messages remotely.
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GENERAL VOLUNTEER INFORMATION

A. PHONELINE VOLUNTEERS

A phoneline volunteer is an NA member whose primary objective is to direct the
potential newcomer to an NA meeting or direct questions about our fellowship to the
appropriate subcommittee (refer to Addendum C).

The first NA member the caller will come in contact with is usually the phoneline
volunteer. The response and attitude of a volunteer can have a lasting impression on
the caller. This is a service position of great responsibility.

Experience has shown that the most successful phoneline volunteers possess certain
assets which are beneficial in the accomplishment of their responsibilities. These qualifi-
cations include:

1. A minimum of one year clean time (however, this may vary from place to
place); '

2. Appropriate training (e.g., group orientation session, personal orientation,
etc);

3. A knowledge of the Twelve Steps and Twelve Traditions of Narcotics
Anonymous. (e.g., the only requirement. . ., our primary purpose.. .,
never endorse related facilities. . ., nonprofessional. . ., no opinion on
outside issues. . ., attraction rather than promotion. . ., anonymity. . ., etc.);

4. The willingness to serve; and,
5. The willingness to give of personal time.

Phoneline volunteers may receive calls from NA members, potential newcomers,
family and friends of addicts, and other people interested in NA (professionals, students,
and members of the media). Keeping a log of telephone calls received is a method
by which we may evaluate the services that we provide. Prepare a Phoneline Log that
can be used to account for all calls received during each shift (refer to Addendum
D). This information should then be forwarded to the public information and/or phone-
line subcommittee on a regular basis.

Upon receiving a call, the first thing to determine is whether or not the caller is
an addict seeking help. Calls from potential newcomers are, of course, the most im-
portant calls received by a phoneline volunteer. The volunteer provides a brief introduc-
tion of the NA program and explains what the caller can expect at a meeting.

If the caller would like to talk to someone at length, he/she will be informed that
another NA member (Twelfth-Step volunteer) can be contacted. The phoneline volun--
teer explains in general to the caller that all information is confidential, but some in- -
formation is needed in order to help him/her (refer to Addendum I).

The phoneline volunteer also makes a note of any other pertinent information
received from the caller in as short a time as possible. After hanging up, the volunteer
should refer to the Twelfth-Step list and call a Twelfth-Step volunteer of the same gender
and geographical area as the caller. The information gathered should be relayed directly
to the Twelfth-Step volunteer as soon as possible.

2~
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A phoneline volunteer will need to use good judgment regarding these calls. Never
give out the name, address, or telephone number of any member of the NA Fellowship.
Do not use last names, places of employment, etc.

NOTE: The phoneline volunteer must be told if the Twelfth-Step volunteer is unable
to return the call immediately. The addict seeking help is expecting a return call. The
phoneline volunteer must then call someone else to follow up on the call If an area
or region is using phoneline and Twelfth-Step volunteers interchangeably, the phone-
line volunteer may be the person responsible for talking at length with the caller.

Calls from NA members are usually simple requests for meeting information. These
should be answered quickly. Most members readily understand the need to keep the
phoneline open for other calls.

Calls from non-NA members, such as students, professionals, or community members,
.are usually requests for general information about NA. These also should be handled
quickly. The caller can be advised that an informational packet is available. Then,
the volunteer takes the name and address of the caller and refers this information
to the appropriate committee (refer to Addendum C). Interested nonaddicts can also
be referred to open meetings.

If you are a volunteer, give callers requesting presentations, special meetings, literature,
activities, etc., a brief description of NA, explaining that these requests will be referred
to the NA member designated to handle such calls. Never make these types of
commitments on your own. The phoneline volunteer takes the name, number, etc.
of the caller, completing the Referral Form (refer to Addendum C) and passes it along
accordingly.

B. ATTRACITING AND KEEPING _PHONELINE VOLUNTEERS
Attracting Phoneline Volunteers

There are many ways to attract members to become phoneline volunteers. They
include volunteer sign-up sheets, fliers asking for volunteers, being host to learning
days aimed at attracting new volunteers, volunteer celebrations, and asking qualified
members one-on-one to volunteer.

Subcommittees use Phoneline Volunteer Sign-Up Sheets (refer to Addenda G & H)
to attract volunteers. Good results can be obtained by including a pen along with the
form to encourage immediate action. Specific information may be requested (e.g., name,
telephone number, address, clean-time, days and time available, etc.) as deemed neces-
sary by your subcommittee. It is necessary to develop a procedure to ensure the time-
ly collection and use of all completed sign-up sheets. To achieve the best resuits, a
subcommittee member should contact the volunteer. During such contact, the volun-
teer should be informed of a scheduled orientation session. Refer to Addendum H or
the World Service Office for additional examples.

Fllers asking for volunteers—These can be used to make announcements at meet-
ings or can be posted where NA meetings take place. Make sure the fliers are
tasteful and attractive. In some cases, permission must be obtained before dis-
playing such a flier. Refer to Addendum E or the World Service Office for addi-
tional examples.
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D. TWELFTH-STEP VOLUNTEERS

The Twelfth-Step volunteer is the person who will talk at length to the potential
newcomer about NA, either on the telephone or in person.

Experience has shown that the most successful Twelfth-Step volunteers possess certain
assets which are beneficial in the accomplishment of their responsibilities. These
qualities include:

1. A minimum of one year clean time (however, this may vary from place to
place); ‘

2. Appropriate training (e.g., group orientation session, personal orientation,
etc.);

3. A knowledge of the Twelve Steps and Twelve Traditions of Narcotics

Anonymous (e.g., The only requirement. .., our primary purpose.. .,
never endorse related facilities. . ., nonprofessional. . ., no opinion on
outside issues. . ., attraction rather than promotion. .., anonymity.. ., etc.);

4. The willingness to serve; and,
5. The willingness to give of personal time.

After the Twelfth-Step volunteer receives some general information from the
phoneline volunteer, the Twelfth-Step volunteer calls the addict as soon as possible.

NOTE: If an area or region is using phoneline and Twelfth-Step volunteers inter-

changeably, the phoneline volunteer may be the person responsible for talking at length
with the caller.

The Twelfth-Step volunteer spends time talking to the caller about recovery in
Narcotics Anonymous. It may be beneficial to share one’s own personal experience,
strength, and hope. The volunteer will thien offer information about meetings, their
location and time. If the caller is willing, the volunteer offers to meet him/her or
arranges to have another Twelfth-Step volunteer meet him/her at a meeting.

Things to Consider

Going personally to meet the caller may have the potential for significant safety
problems. The following points should be considered before making a Twelfth-Step
call in person.

1. Has the caller used today? Does it sound safe to meet the caller?

2. Before meeting with the caller, let them know you have to find another
volunteer to accompany you. Never go alone.

3. Make sure at least one of the volunteers is the same gender as the caller.

4. Try to meet in a neutral, public location (e.g., restaurant, etc.). Meeting a
newcomer in your home or in their home, is an unnecessary risk. Inform
the caller as to the specific time you will arrive, and meet them out front.
If meeting or picking up the addict at their home is unavoidable, consider
the circumstances and take precautions, remembering personal safety.

5. Ensure that all arrangements for meeting the caller are accurate and
understood by both parties.
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10.

Upon arranging to meet the caller; it is suggested that the volunteer bring a
current meeting list, some NA pamphlets, and a White Booklet.

. Tell someone where you are going, and call them when you get there.

Don't stop anywhere on the way to a2 meeting, especially at the suggestion
of the newcomer.

. The NA program has one must that applies to everyone: no drugs or

paraphernalia in our possession. It is important that the volunteer tries to
ensure that the newcomer follows this requirement. This is for the
protection of the volunteer, the fellowship, and its groups.

Once an addict has been taken to a meeting, the Twelfth-Step volunteer
may help the addict obtain telephone numbers and transportation to other
meetings.

NOTE: If the addict requires medical attention, refer to the section on Handling
Crisis Calls.

If the addict begins recovery in a hospital or a treatment center, Twelfth-Step
volunteers can call regularly to let the addict know that members of NA care. When
the Twelfth-Step volunteer visits, it is a good idea to bring along some NA literature
to leave for the addict, such as An Introductory Guide To Narcotics Anonymous.
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TRAINING AND ORIENTATION

A. VOLUNTEER ORIENTATION FOR
PHONELINE & TWELFTH-STEP VOLUNTEERS

It is essential that volunteers in these two vital areas have some sort of training or
orientation. The ability to perform these services is not inherent, it is acquired. It is
the responsibility of our subcommittee to help volunteers acquire the skills needed
to do what we ask of them.

The easiest way to do this is to host an orientation on the subject. It may be best
to have both types of volunteers together simultaneously for the orientation, since
they rely on each other so often. Each type of volunteer may then hear what is
important to the other and see how much they affect each other in the performance
of their duties. The following outline can be used to conduct the orientation.

(P~

Orientation Outline
1. Introduction
2. Review of orientation package
3. Review of A Guide to Phoneline Service

(J* a) General information for volunteers—define and explain the role of
phoneline and Twelfth-Step volunteers, type of phoneline, and the type
of service used by your subcommittee.

b) Review of necessary forms to be completed.

4. Review of flow chart and common phoneline calls

a) Role-playing—Phoneline volunteers
Set up mock telephone calls using two chairs, positioned back-to-back.
Simulate common phone calls received by the volunteers.

b) Role-playing—Twelfth-Step volunteers
Review and discuss highlights of the section “Twelfth-Step process,”
found in A Guide to Phoneline Service. Set up mock contacts between
volunteers and addicts over the telephone and in person. Pay additional
attention to the Things To Consider section.

5. Volunteer sign-up
a) Discuss particular time slots for answering the phonelines.
b) Discuss other volunteer opportunities available within the subcommittee.

NOTE: It is important to allow for questions and answers during various sections of
this orientation.
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Volunteer Orientation Package

A Guide to Phoneline Service—This can be excerpts from NA conference-approved
literature or a package created by your local subcommittee.

White Booklet—This is a helpful resource guide to answering certain questions and
explaining what NA is to a caller.

Meeting lists—Most of the calls received will be requests for meeting locations and
times.

Phoneline volunteer lists—This is a listing of the members currently involved in
phoneline service.

Twelfth-Step volunteer lists—This is a listing of all the members currently involved
in Twelfth-Step service.

Current volunteer schedule—This is beneficial for the volunteer to have in case of
schedule changes, and to effectively pass along the necessary information to
the next volunteer (refer to Addendum F).

Phoneline log sheets—These are to be completed by all phoneline volunteers so that
we may evaluate the services we provide (refer to Addendum D).

Local Newsletter/Activities sheet—This will keep the volunteer up-to-date with meeting
changes, upcoming subcommittee meetings, and activities.

Twelfth-Step Referral Form—Complete this form when referring the caller to a Twelfth-
Step volunteer (refer to Addendum I).

Referral Form—Complete this form when referring information/requests to the
appropriate NA member (refer to Addendum C).

B. ORIENTATION OF THE PROFESSIONAL
ANSWERING SERVICE PERSONNEL

Most phonelines currently in existence employ the assistance of a professional
answering service. The particular format of the phonelines and the specific professional
answering services contracted will vary from area to area. Just as we have seen the
necessity to train our phoneline and Twelfth-Step volunteers, it is equally critical that
we provide orientation for the professional answering service personnel.

Ideally, we would like to train the professional answering service operators in person.
However, experience has shown that this is not always possible. Therefore, your
subcommittee must develop an instructional package that clearly defines the
procedures, policies, and guidelines for your phoneline operations. This package also
contains special language to be used by the operator, meeting list, activity list, a
statement regarding anonymity, and a list/schedule of volunteers to be contacted. Most
importantly, keep it simple. When we provide long, drawn-out explanations and
guidelines, they are often ignored. If an orientation can be scheduled, the same
orientation package may be used for the presentation.

Consistent communication between the professional answering service and the
subcommittee will help ensure the adherence to the procedures and practices of your
subcommittee’s phoneline operations.
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C. LEARNING DAYS

Learning days are held primarily to provide a forum in which experience in all aspects
of phoneline work can be shared. Learning days are, for the most part, weekend-long
events, with a broad spectrum of topics covered in meetings which are held through-
out each day.

Why should we have a learning day?—The purpose of a phoneline learning day is
to provide a forum in which members involved with phonelines can share their
challenges, innovations, and solutions with one another. Many areas have the
same concerns which are specific to phoneline committees, such as how to train
volunteers, logging calls, referrals to other organizations, and how to educate
the members in their respective areas about the importance of the Twelve
Traditions, maintaining anonymity, and a variety of other important issues.

Learning days also provide an opportunity for area phoneline committees and
individual members to give and receive information. Any new materials being
used by an area can be passed around to others at these events. Whatever a
committee or an individual learns about carrying the message more effectively
can be passed on.

Who plans the event?—Usually an area phoneline committee, with the support and
coordination of the region, actually hosts the event. In some cases, the area
phoneline committee will do all of the actual planning. Other times, a special
ad hoc committee will be formed with members from both the area(s) and the
region(s). In the case of a multiregional event, participation should be sought
from all the regions involved. Care should be taken to select members who are
not responsible to maintain vital services, such as answering the local helpline
or chairing recovery meetings, while the event is taking place.

Once the planning committee is formed or an area committee is selected to
host the event, the actual work can get under way. Several decisions need to
be made immediately, such as the dates of the event, what the program will
include, and how much it will cost.

NOTE: Many phoneline learning days are-held as a part of an area or regional PI
learning day. :

Who pays for the event?—In keeping with our Seventh Tradition, the money to initiate
this project will come from the sponsoring areas or regions. A projected budget
should be drawn up as soon possible to determine a registration fee. While small
amounts of money may be raised through preregistration, it is hoped that fund-
raising will not become the primary focus of the event. The goal is for the event
to be self-supporting, which can be attained through careful planning. Your budget
should include line items for printing, postage, rent, phone calls, and refreshments.
You may also wish to consider adding line items for speaker travel, and lodging
and merchandise, keeping in mind the size of the event.
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When should we hold our learning days?—It is very important to plan the event well
in advance to allow ample time for committee work assignments, site selection,
program development, speaker selection, printing of materials, and
announcement of the event. It is suggested that at least six months be allowed
for a multiregional learning day. For a regional learning day, three to six months
is sufficient. For an area event, one to two months is appropriate.

Selecting the date the learning days will take place can be a make or break
factor in the success of your event. It is important that the event does not conflict
with other major NA events, such as your regional convention. Nonholiday
weekends are considered a good choice.

Where should we hold our learning days?—Possible sites include hotels, college
campuses, community centers, campgrounds, or any place that has sufficient
meeting rooms and can accommodate your needs. Your committee will need
to determine specific criteria including the number and size of meeting rooms,
a registration area, facilities for preparing and serving refreshments, nearby
lodging and restaurants, and space for an entertainment function, if one is to
be included in your program.

Who should we invite?— Absolutely everyone! As with all successful events, the more
members in attendance, the more enriching the experience will be for all. As
soon as you have decided on dates for the event, the WSO PI coordinator should
be notified so that your event can be announced in all of the fellowship's
publications. At this time, the WSC Pl Committee should also be notified. The
WSC PI Chairperson or your regional chairperson should be able to provide you
with address lists for trusted servants in the surrounding areas so that they may
also be invited. It is suggested that preregistration fliers be mailed at intervals
to surrounding areas and regions right up to the date of the event.

How much structure is required and under what circumstances?—When discussing
the theme and program, the size and duration of the event will most likely become
the deciding factors. For a multiregional learning day, it is suggested that the
event be held over a weekend. Multiregional learning days can be broad-based
in focus and include meetings on several topics. The possibilities for a weekend-
long event are virtually unlimited. Meetings can be held simultaneously in order
to give those in attendance a choice of which topic they are most interested
in, or you may choose to have one meeting at a time so that those in attendance
can attend all of the discussions. Most weekend-long events include a recovery
meeting along with some sort of entertainment.

For regional or area learning days, a day-long event is suitable. In addition,
it is wise to narrow the focus of the event to two or three topical issues in
phonelines. Consecutive meetings are the preferred format for a day-long event.

Many variations exist for the formats of the individual meetings. The style you
choose for the meetings will depend on the availability of speakers, the issues
that are of current interest in phonelines, and of course, the size of your event.
You may choose to have mock presentations for answering services, skits, sharing
sessions, mock phone calls, presentations, speaking rehearsals, or anything else
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your committee feels will stimulate discussion and a broader understanding of our
Twelve Traditions as they apply to PI work. It is suggested that lecture type meetings
be avoided and full audience participation be encouraged. If you plan to include speaker
presentations, it is a good idea to allow plenty of time for those in attendance to ask
questions and share experience. It is important that we provide a forum at all learn-
ing days in which all members can share their valuable experience with one another.

SAMPLE PROGRAM FOR A REGIONAL
OR MULTIREGIONAL LEARNING DAY

Friday
6:00 p.m—Registration begins (location)
8:00 p.m~—Kick-off meeting

Saturday

8:00—9:00 a.m.—Reception and registration
9:00—10:30 a.m.—Phoneline start-up

9:00—10:30 a.m.—Attracting and keeping volunteers
11:00 a.m~12:30 p.m.—Phoneline and Twelfth-Step volunteer cooperation
11:00 a.m.—12:30 pm.— Do's and don’t’s & role playing
12:30—2:00 p.m—Lunch break

2:00—4:00 pm—Role playing

4:40—6:00 pm.—Open forum

6:00—8:00 pm.—Dinner break

8:00 p.m—Recovery meeting followed by dance

Sunday
10:00 a.m~12:00 p.m.—WSC PI panel
12:30—2:00 p.m.—Closing meeting

The preceding is only a sample. Topics will vary from time to time and place to place.
The only requirement is that the topics address the needs of the participants involved.
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Referral List (refer to Addendum B). Make sure the person writes the number down,then
say, “When the crisis passes, give our telephone number to your loved one and sug-
gest he/she call NA to hear about recovery from drug addiction.”

Does The Addict Want Heip?

Find out if the addict wants to stop using. If the answer is yes and he/she would
like to hear about recovery from drug addiction, talk to them (see the “Talking to an
Addict” section).

If the addict doesn't want to stop using or come to the telephone, tell the caller,
“We cannot do anything for your loved one until they want to stop using—the addict
must want help. There are however, programs for loved ones of addicts. I can tell you
how to contact one if you would like.” NOTE:—Always explain briefly the principle
of our Sixth Tradition) “Narcotics Anonymous is not affiliated with, nor recommends

" any other organization, institution, emergency service, agency, or program. We simply
provide alternate telephone numbers to callers who need services other than NA.”
Answer questions about NA politely, but don't tie up the telephone for long, “We need
to clear the line now in case an addict is trying to call us. Feel free to attend an open
meeting if you would like to find out more about NA. Your loved one may wish to
attend with you.”

NOTE: For additional information, refer to the “How to Handle Special Calls” section.

D. TALKING TO AN ADDICT

Listen and respond to the caller. A suffenng addict probably will indicate that he/she
wants information or wants help. -

Addict Wants Information About NA.

Answer the caller’s questions. If you sense that the caller wants more, ask, “Do you
have any more questions about Narcotics Anonymous?” After the caller has asked all
of his/her questions, and if you sense that the caller wants to continue the conversation,
then respond, ‘It sounds like you are really hurting. I know the desperation that you
must be feeling. Do you want help to quit using drugs?” The addict wﬂl indicate if
he/she wants help.

Addict Interested—May Be Ready For Help: NO

Conclude the call by saying, “When you are ready, we are here to help you. Our
program works for those who want to quit using. Always remember that there is a

way out.”

Addict Interested—May Be Ready For Help: YES

If the caller wants help that is beyond the scope of services that NA can provide
(e.g., detox, treatment information, etc.), furnish one or more telephone numbers from
the Community Service Referral List (refer to Addendum B). Be familiar with the
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“How to Handle Special Calls” section. Do not hang up until you are fairly sure you
have done all you can for this caller. If it is not a crisis call, listen to the caller and
exXpress your COncern.

Addict Wants To Stop Using Or Is Not Sure

Respond empathetically. Share a little about what it was like, what happened, and
what it is like today. You might sum it up by saying, “There was a time in my life that
I thought I'd never be able to quit using drugs. However, since I found NA I haven't
had to use. Would you like to go to an NA meeting?” or “Would you like to talk at
length to another member of NA?”

Contact A Twelfth-Step Volunteer

If the caller wants to talk at length, proceed to the heading within this section titled,
““Twelfth-Step Process.”

Refer Addict To A Meeting

Give the caller information (time, location, and directions if needed) about the next
available meeting. Take a few moments and explain to the caller what he/she can
expect at a meeting. Include the structure/format of the meeting (e.g., speaker, topic
discussion, Basic Text study, etc.). It is helpful to go into some detail to make them
feel as comfortable as possible. Conclude the call by saying, “To get the most out of
the meeting, try to get there a few minutes early. If you need further help, give us a
call again. You've done the right thing by calling us. I will/won’t be at that meeting.
I'm looking forward to meeting you.”

Addict Won’t Go To A Meeting

Ask them, “Why not?” The following are examples of ways to respond to excuses
for not going to a meeting. The addict’s questions and statements may sound like he/she
is not ready yet, but remember that the caller has already expressed that he/she needs
help. Our intention is to help the caller focus on the solutions, rather than the problems
keeping him/her from attending NA meetings.

If the caller is on guard, “What happens at a meeting?” respond, “We are a group
of clean addicts who meet regularly to help each other stay clean. Addicts share about
what it was like and what life is like today. You aren't required to do or say anything.”

If the caller presents obstacles, “My car doesn't work, etc.” respond, “Does this
problem have a solution?” or “I might be able to find you a ride to a meeting.”

If the caller uses his/her children for an excuse, “/ don’t have anyone to take care
of my children,” respond, “If you have to, you can bring them to an open meeting.
If they are school age, you can attend daytime meetings.”

If the caller says they are too scared respond, “You're not alone. During my first
meeting I felt so self~conscious that I was afraid to say anything. You don't need to
worry, we're all pretty friendly.” Try to arrange for a Twelfth-Step volunteer to meet
them at the meeting.
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If the caller says they are still using, “/ can’t stay clean long enough to go to a
meeting,” respond, “If you want to stop using, then you are welcome. We ask that you
do not have any drugs or paraphernalia with you during the meeting.”

If the caller says they are too hopeless, " It won't work for me. I'm too far gone,”
respond, “/ felt that way too, however, with the help of NA, I have a choice. I don'’t
have to use today.”

If the caller has other excuses, ‘I can’t go because: I have family or work obligations;
my wife/husband doesn’t approve; etc.” respond, “Jt sounds like if you don't get help
you may not be able to keep your job, family, etc.”

After discussing the caller’s reasons for not going to a meeting and some possible
solutions, ask the caller, “Do you want to go to a meeting or would you like to talk
at length with someone else about NA?” For a response refer to the appropriate heading
within this section.

E. THE TWELFTH-STEP PROCESS .

The phoneline volunteer briefly tells the caller what the Twelfth-Step call is about,
“There are recovering addicts in the Fellowship of NA who will talk with you at length.
I have to contact one of them who will then call you back.” Complete the Twelfth-Step
Referral Form (refer to Addendum I). “May I have your first name and telephone number,
etc. Stay by your telephone and someone will call you back as soon as possible. You've
done the right thing by calling us.” Call the appropriate Twelfth-Step volunteer, and
give them the information as collected.

If you have called all the Twelfth-Step volunteers who are the same gender as the
caller and have not found one available, call the addict back and respond, “J am unable
to reach anyone right now. Would you like to talk with me for awhile, or do you want
someone to call you in a few hours to talk with you?” -

If the caller wants to keep talking, listen and express your concern. Conclude the
call by stating, “Tll keep trying to reach someone who can call you as soon as possible.
Again, you did the right thing by calling us. If you need more help, call us back.” Keep
trying to find a Twelfth-Step volunteer available to return the call to this person. If
by the end of your shift you haven't found someone to return the call, give the
information to the phoneline volunteer about to begin their shift. They in turn, will
continue to attempt to find a Twelfth-Step volunteer available to return the call.

F. HOW TO HANDLE SPECIAL CALLS

A Narcotics Anonymous phoneline is strictly for dispensing information about the
NA Fellowship, NA meetings and recovery. The volunteer must always remember that
they are only a recovering addict sharing their experience, strength, and hope. As
volunteers, we are not professional crisis counselors, doctors, or psychologists, etc. and
do not have the right to give professional advice. Callers with issues that, in the
volunteer’s opinion, are beyond the boundaries of Narcotics Anonymous should be
quickly and politely given an appropriate referral number from the Community Service
Referral List (refer to Addendum B). Before providing any other referral number, always
explain that Narcotics Anonymous is not affiliated with, nor recommends, any other
organizations, institutions, emergency services, agencies, or programs. We simply
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provide alternate telephone numbers for those callers who need services other than
NA. Provide phoneline volunteers with the Community Service Referral List (refer to
Addendum B) for the special calls they may encounter.

Handling Crisis Calls

Although most of the calls taken by the phoneline volunteer are routine in nature,
occasionally a crisis call may arise. Always take these calls seriously. When the volunteer
has established that a caller is in a crisis, the volunteer can quickly refer the caller
to the appropriate telephone number from the Community Service Referral List (refer
to Addendum B).

Calls From Friends And Family Members

Many calls come from family members or friends who are concerned with the welfare
-of the person who is using drugs. We must remember that our primary purpose is
to carry the message to the addict who still suffers. If the addict is there and willing
to talk with the volunteer, great; if not, suggest that the family member attend an
open meeting to find out more about Narcotics Anonymous. It can be suggested that
the caller bring along the addict who is still suffering. Second, the family member
can be asked to give the phoneline number to that individual. Family members often
want us to talk to an addict who is unwilling to do anything about his/her problem
or they want us to call them personally. We cannot do this. Tell them that the addict
needs to call us or be willing to get on the telephone. We can only help someone
who is willing to help themselves. If family members persist in telling us how they
are feeling, refer them to the appropriate telephone number(s) from the Community
Service Referral List (refer to Addendum B). Remember to treat the family member
or friend with kindness and the utmost patience.
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ADDENDUM B
COMMUNITY SERVICE REFERRAL LIST

When providing these numbers, always explain that Narcotics Anonymous is not
dffiliated with nor does it recommend any other organizations, institutions, emergency
services, agencies, or programs. We simply provide alternate telephone numbers for
those callers who need services other than Narcotics Anonymous.

DRUG CRISIS HOTLINE

SUICIDE PREVENTION CENTER

POISON CONTROL CENTER

MENTAL HEALTH EMERGENCIES

RAPE CRISIS CENTER

SPOUSE ABUSE SERVICES

CHILD ABUSE

RUNAWAY HOTLINE

COUNTY/STATE-WIDE
EMERGENCY NUMBER

FAMILY-ORIENTED
RECOVERY PROGRAM






















Phoneline/Twelfth-Step volunteer list coordinator—Distributes, collects, and organizes
the volunteer lists. This person is the initial contact for the volunteer providing
services to the subcommittee.

Phoneline flier coordinator—Produces and distributes phoneline flyers to the groups
and areas.

Orientation coordinator—Schedules group or individual orientation sessions for new
volunteers.

Orientation presenter— Conducts orientation of phoneline and Twelfth-Step volunteers
and sometimes to the professional answering service operators.

Orientation package coordinator—Copies and assembles orientation packages used
in orientation sessions.
Communications coordinator—Responsible for the monthly mailings to the volunteers.

Celebration coordinator—Organizes volunteer celebration functions for attendance
by past, present, and future volunteers (2—3 times per year).

Poster distribution liaison— Acts as liaison between public information and phoneline
subcommittees in the acquisition of volunteers to distribute NA phoneline posters.

Meeting list lialson— Acts as liaison between phoneline, public information, and liter-
ature subcommittees in the coordination of the local meeting list, its production,
and distribution.

Answering service liaison—Act as liaison between phoneline subcommittee and the
professional answering service. Also responsible for keeping their information

packages up-to-date.
NOTE: These tasks may take more than one individual’s attention.

™
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ADDENDUM |
TWELFTH-STEP REFERRAL FORM

Listed below is additional information needed to refer a Twelfth-Step call. The
phoneline volunteer explains to the caller that all information is confidential, however
additional information may be needed to help them.

A phoneline volunteer will need to use good judgement regarding these calls. Never
give out the name, address, or telephone number of any member of the NA Fellowship.
Do Not use last names, places of employment, etc.

Date of call:

Time of call:

First name of caller:

Gender:

Telephone number:

Street address, city:

Has the caller ever attended an NA meeting?
How did the caller hear about NA?

Has the caller used drugs today?

What does the caller want from NA?

— Information about NA.
__ Talk to someone at length about NA.

— Other (explain)

Name of phoneline volunteer:

Name of Twelfth-Step volunteer to which this call was referred:

The phoneline volunteer also makes a note of any other pertinent information from
the caller as soon as possible. After hanging up, the volunteer should refer to the Twelfth-
Step volunteer list and call a2 Twelfth-Step volunteer of the same gender and geographical
area as the caller. The information gathered should be relayed directly to the Twelfth-
Step volunteer as soon as possible.
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ADDENDUM J
VOLUNTEER ORIENTATION

Orientation Outline
1. Introduction
2. Review of orientation package
3. Review of A Guide to Phoneline Service

a) General information for volunteers—define and explain the role of
phoneline and Twelfth-Step volunteers, type of phoneline, and the type
of service used by your subcommittee.

b) Review of necessary forms to be completed.
4. Review of flow chart and common phoneline calls.

a) Role-Playing—Phoneline volunteers
Set up mock telephone calls using two chairs, positioned back-to-back.
Simulate common phone calls received by the volunteers.

b) Role-Piaying—Twelfth-Step volunteers
Review and discuss highlights of the Twelfth-Step Process section, found
in A Guide to Phoneline Service. Set up mock contacts between volun-
teers and addicts over the telephone and in person. Pay additional atten-
tion to the Things to Consider section before meeting the addict in
person.

5. Volunteer sign-up

a) Discuss particular time slots for answering the phonelines.
b) Discuss other volunteer opportunities available within the subcommittee.

NOTE: It is important to allow for questions and answers during various sections of
this orientation.
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Volunteer Orlentation Package

A Guide to Phoneline Service—This can be excerpts from NA conference-approved
literature or a package created by your local subcommittee.

White Booklet—This is a helpful resource guide to answering certain questions and
explaining what NA is to a caller.

Meeting lists—Most of the calls received will be requests for meeting locations and
times.

Phoneline volunteer lists—This is a listing of the members currently involved in phone-
line service.

Twelfth-Step volunteer lists—This is a listing of all the members currently involved
in Twelfth-Step service.

Current volunteer schedule—This is beneficial for the volunteer to have in case of

schedule changes, and to effectively pass along the necessary information to the
next volunteer (refer to Addendum F).

Phoneline log sheets—These are to be completed by all phoneline volunteers so that
we may evaluate the services we provide (refer to Addendum D).

Local Newsletter/Activities sheet—This will keep the volunteer up-to-date with meet-
ing changes, upcoming subcommittee meetings, and activities.

Twelfth-Step Referral Form—Complete this form when referring the caller to a Twelfth-
Step volunteer (refer to Addendum I).”

Referral Form—Complete this form when referring information/requests to the
appropriate NA member (refer to Addendum C).
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WSC LITERATURE COMMITTEE
1993-94 WORK LISTS
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"D" WORK LIST (GENERAL DEVELOPMENT)

The "D" work list contains all other proposals for NA literature. These items
require considerable work at this stage and may be assigned for development to
literature committees, groups, and members at the discretion of the WSC
Literature Committee chair and vice chair. Our current "D" list includes the
following:

1)

2)

3)

4)

5)

So You Think You're Different. This IP proposal was originally submitted as a
rewrite of Youth and Recovery. The WSC Literature Committee decided to
retain it on our "D" list as a possible source piece for a pamphlet intended for
any of us who think we are different for any reason.

Recovery is for Everyone. This IP proposal focuses on recognizing our
similarities instead of concentrating on our differences.

Spirituality. This piece explores the nature of spirituality and explains what is
meant by “Narcotics Anonymous is a spiritual program.”

Seniors in Recovery. The 1992 World Service Conference committed a
motion to the WSC Literature Committee regarding the development of a
piece with this title. Subsequently, we have received a piece of source
material which deals with this subject matter. It appears on this work list
pending discussions by the fellowship on the issue of creating common-
needs literature.

Relationships: Then and Now. This IP proposal focuses on building
meaningful relationships with others and with our Higher Power in recovery.

Note: The "History of NA" project, which has been on our "D" work list for several
years, has been committed to the World Service Board of Trustees for its
consideration.
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2. Previous NA service positions (list only those terms completed; give
approximate start and end date for each term)

a. Group level:

b. Area level:

c. Regional level:

d. World level:

3. Additional literature subcommittee or related experience (either NA or other) __

Note: Additional experience or more information
may be listed on the back of this form.
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Previous service experience which may assist you in fulfilling this service position:

Public information experience:

Academic or professional training which may assist you in this service position:

Why do you want to be a member of the WSC PI Committee?

Additional comments:

Your signature

RSC chairperson’s signature

Regional Pl subcommittee chairperson’s signature

RSR’s signature
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Additional H&I service-related experience:

Life experience which may help you with this commitment:

Is regional H&l subcommittee able and willing to support specific assigned tasks
with input to WSC H&I?

ADDITIONAL EXPERIENCE, INFORMATION
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TAPE REVIEW PANEL NOMINATIONS

Nominations will be accepted for the tape review panel at the annual meeting
of the World Service Conference this April. Nominations will be accepted from
any conference participant. Nominees need not be present at the WSC meeting
to qualify.

The review panel is responsible for the first stage of the speaker tape
evaluation process. Once a month, review panel members receive tapes,
complete an evaluation form, and return it to the WSO.

Nominees should have at least five years clean and the ability to review five
tapes per month.

NOMINEE DATA

Full name

Address

Clean time:

Qualifications, background:

TELEPHONE ( ) home

(S | work
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NA SERVICE RESUME
(PLEASE PRINT LEGIBLY IN BLACK INK)
Name Clean date
Address: Phone

Please list all the group, area, regional, and world service positions you’ve held
that you consider relevant to the position to which you are nominated. Please
include the positions served within the past five years and approximate dates of
service for each position.

If you have not completed a term or have been removed from a service position in
the last five years, please explain.

What resources do you believe you can bring to the position to which you were
nominated?

What life experiences (i.e. school, work, volunteer, etc.) have you had that you
believe will help you serve in the position to which you are nominated?

Have you read the attached letter and are you wiling to make the necessary
commitment?

Please include any other information you consider relevant.
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2. The executive director and division managers of the World Service Office

Chairperson

This committee is chaired by one of the chairs of the World Service Conference,
the World Service Board of Trustees, and World Service Office Board of Directors.
Each chair will serve for one-third of the conference year on a rotating basis.
They will be responsible for the agenda for the committee, responses to requests,
and reporting to the fellowship during their term as chair of the Interim Committee.

MEETINGS

Frequency of full committee meetings

The full Interim Committee meets at least three times per year, in addition to its
meeting at the annual World Service Conference. Funding and travel requests will
normally be considered on a quarterly basis. This may or may not be scheduled
to coincide with attendance at other world service meetings. The committee
meets by conference call each month.

Quorum and voting

The quorum is four voting members, with representation from each arm of
service. Normally, decisions will be discussed until unanimity is reached. When
this is not possible, support by four of the six voting members is required for a
decision to be made. Out of these four, there must be representation from each
arm of service.

Executive committee

The executive committee consists of the chairs of the World Service Conference,
the World Service Board of Trustees, and the WSO Board of Directors or, in their
absence, their vice chairs.

In the absence of the full committee, the executive committee shall have the
authority to act on the Interim Committee’s behalf. Decisions made by the
executive committee in the absence of the full committee must be unanimous; if
they are not, the executive committee refers the matter to the full committee for
resolution.

PLANNING PROCEDURES

The Interim Committee reviews all requests by where they have been placed in
the funding priorities set annually by the World Service Conference. Availability of
funds is also considered.
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other while trying to accomplish the purpose of the trip. Although two-member
teams are preferred, there are times when this will require assessment.

Combine types of members

To provide the widest range of background and experience while traveling on
world service business, most travel teams will combine members from the World
Service Board of Trustees, the WSO Board of Directors or staff, and the WSC
Administrative Committee. Travel teams will be composed according to the
specific needs of each trip.

Choose from current participants

Current members of the world service team--WSO administrative and
coordinating staff, trustees, WSO directors, WSC officers, conference committee
members, and RSRs--are already familiar with the critical discussions currently
taking place in the world service community. Because of their positions, they are
already either directly or indirectly responsible to the World Service Conference.
Because of these two factors, current world service participants are the first to be
chosen when composing travel teams. However, if current participants are not
available for a given trip, former participants may be asked to travel.

Combine trips

To maximize the benefits received from world service travel expenditures, trips will
be planned in such a way as to fulfil multiple purposes whenever possible. To
accomplish this, long-range planning is required.

Prepare carefully

Informed, prepared travelers taking well-planned trips produce the benefits our
fellowship expects from world service travel expenditures. The Interim Committee
will do whatever it can to ensure that adequate planning and preparation occur.

Lodging only in commercial facilities

It is preferred that travel teams plan to stay in commercial facilities. The nature of
world service travel trips, perceptions of a preference for a particular local
member and their views, and past experience have all proved that this is the most
effective.

WSO TRAVEL ORGANIZER

All travel arrangements are coordinated through the WSO travel organizer. A
periodic review of the cost and efficiency of world service travel will be done by
the travel organizer.
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been used. Should two or more travelers drive together in one personal
automobile, reimbursement will be made only to the traveler whose vehicle is
used.

HOTEL ACCOMMODATIONS

It is the policy of NA world services to use reasonably priced facilities.

Reimbursement for lodging will be for double occupancy. If a traveler chooses
to occupy a private room while traveling on world service business or shares a
room with someone not authorized for reimbursement by world services, the
traveler will be reimbursed only for half the rate of a double occupancy. This does
not apply when traveling alone or if the WSO travel organizer cannot make a room
match. When staying in a room that is being billed directly to world services,
travelers should pay for any additional charges or incidentals (phone, meals,
movies, etc.) from their own funds when they check out of their rooms.

NA world services do not reimburse for companion accompaniment. Should a
companion accompany a traveler for personal reasons, the traveler should
deduct the difference in hotel charges for the double room before submitting an
expense report. For direct-billed rooms, the companion’s charges should be paid
by the traveler upon checkout.

CREDIT CARDS

In recent years we have found it productive to use credit cards to facilitate the
service or employment responsibilities of specific individuals in world services.
Although the WSO has maintained a policy on the use of these cards since their
initial use, it seems responsible to apply those parameters to all credit card use by
world services. These policies will ensure that all credit card use conforms to a
standard set of guidelines.

Distribution of cards

A. The issuance of credit cards is subject to the approval of the Interim
Committee. Credit cards will be routinely procured for the individual positions
listed below:

Chairperson of the WSO Board of Directors

Chairperson of the World Service Board of Trustees

Chairperson of the World Service Conference

Chairperson of the World Convention Corporation

Executive director of the World Service Office

WSO Division Administrator for Fellowship Services

WSO Division Administrator for Support Services

N OO b=
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ACCIDENT, INJURY, AND LIABILITY

Nonemployees who may from time to time travel at the expense of NA world
services do so voluntarily. It is mutually understood that NA world services do not
assume any liability for personal injury or loss of personal property to
nonemployees traveling at the expense of NA world services. Furthermore, NA
world services does not assume any liability for personal injury or loss of property
to others who may suffer loss of property of become injured as a result of
nonemployee travel.

HEALTH INSURANCE

World services does not carry blanket health coverage for travelers. If a trusted
servant planning to travel outside his or her home country does not have personal
health coverage, she or he should inform the Interim Committee prior to
accepting any travel assignment.



ADDENDUM M:
LONG-TERM PUBLIC RELATIONS PLAN







Page M-2 1993 Conference Agenda Report

Addendum M

PHASE TWO

EXTERNAL PHASE TWO
ACTIONS TO ACHIEVE OBJECTIVES

1. Encourage the development of
cooperative relationships with other twelve-
step fellowships for use as resources in
future projects.

2. Continue to attend non-NA events we
have previously attended to maintain
continuity; follow up with communication
after each event.

3. Explore methods to get information
about NA into professional organizations.

4. Produce and mail one newsletter for
professionals.

5. Implement survey of hospital &
institutional coordinators, directors of
substance abuse departments and
substance abuse counselors.

INTERNAL PHASE TWO
ACTIONS TO ACHIEVE OBJECTIVES

1. Develop questions and methodology for
internal survey of our fellowship.

2. Begin development of brief guide to Pl
and H&l for translation into three selected
languages.

3. Develop marketing plan both within and
outside the fellowship for the distribution of
radio/TV PSAs and an NA video.

4. Develop criteria to attend non-NA events
to be approved by world service bodies.

5. Develop review and editorial board for
the newsletter to the professional.

6. Develop a plan of action based on
worldwide questionnaires sent out by WSC
Pl Committee.

7. Identify components of IP addressing
addicts with additional needs.

8. Develop position paper/IP about our
cooperation with the professional community
aimed at the fellowship.

9. Develop a plan for education of
individual members regarding their role in Pi
and H&l.

10. Begin development of abstracts and
presentation papers for non-NA events.

11. Increase fellowship awareness of
importance of group registrations.
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PHASE FOUR

EXTERNAL PHASE FOUR
ACTIONS TO ACHIEVE OBJECTIVES

1. Continue work to have articles using
internal survey results appear in professional
newsletters.

2. Using approved criteria for non-NA
events, attend three or more events; follow
up communication.

3. With the use of the review and editorial
board, produce additional newsletters to
professionals.

4. Use of non-NA event abstracts and
presentation paper.

INTERNAL PHASE FOUR
ACTIONS TO ACHIEVE OBJECTIVES

1. Evaluate usefulness and monitor sales of
radio/TV PSAs and NA video and make
changes in sales plan if necessary.

2. Develop plan to work with EAPs
encouraging them to utilize NA as a resource
when working with employees having
substance abuse problems.

3. Develop plan to target minority and
special interest populations to inform them of
the existence of NA.

4. Begin development of brief guide to Pl
and H&l in three additional selected
languages.

5. Develop survey of professionals as to
their awareness of benefits of NA.

6. Submit IP concerning additional needs
for approval at WSC.
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10.
11.
12.
13.

14.

UPON COMPLETION OF PHASE FIVE, WE WILL:

Have articles for publication in professional journals each year.

Be utilizing criteria for non-NA events to attend at least eight events per year
with follow up communication.

Be utilizing a review and editorial board to produce and mail triannual
newsletter to the professional.

Be conducting an internal survey of our fellowship every three years.

Be utilizing a marketing plan to have radio/TV PSAs running in every major
city that has a developed NA community.

Have established relationship with professionals in large organizations and
work with them to achieve our primary purpose.

Have a brief guide to Pl in six selected languages.

Have encouraged special interest and minority populations participation in the
NA Fellowship.

Have employee assistance/human resource programs aware of the NA
program and using us as a referral.

Have implemented a plan of action in response to needs of NA communities
worldwide.

Have enhanced our relationship with correctional /substance abuse facilities.
Have produced an IP concerning addicts with additional needs.

Have produced a position paper/IP regarding NA’s cooperation with the
professional community.

Have completed our original objectives for a long-range public relations plan.
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work groups began at the 1991 WSC annual
meeting.

Tax Options Group. Working group created
by the WSO board following the committal of a
motion at WSC'91 to research US tax
regulations as they relate to NA groups and
service bodies.

Temporary Working Guide to our Service
Structure (TWGSS). A compilation of policy
decisions approved by the World Service
Conference, including WSC guidelines. Also
contains general descriptions of how NA
groups, areas, and regions work.  First
published in 1983 as the temporary successor
to the NA Service Manual, aka The NA Tree,
which was first published in 1976.

Trustee. A member of the World Service
Board of Trustees.
Twelve Concepts for NA  Service.

Fundamental NA principles guiding our
groups, boards, and committees in their
service affairs. WSC-approved 1992; published
with essays as a self-titled booklet.

World Convention Corporation (WCC).
Corporation responsible for coordination of the
annual World Convention of Narcotics
Anonymous.

World Service Board of Trustees (WSB). A
general service body that assists the fellowship
and the WSC in problem resolution, goal-
setting, long-term planning, and whatever
specific tasks it may be given. The WSB has a
maximum of seventeen members. Each
trustee must receive a two-thirds vote of the
WSC for election to a five-year term. The WSB
elects its own officers annually from among its
own members.

World Service Conference (WSC). Primary
worid-level service body. Meets annually to
conduct business; meets in Los Angeles in
odd-numbered years, in even-numbered years
in another USA city. Also holds one or two
"quarterly” workshops a year in various cities
(so far, all in the USA) to facilitate work on
committee projects. Voting members: RSRs,
officers, committee chairs, trustees, and chair
of WSO board. Nonvoting members: WSO
directors. WSO executive director has

microphone privileges; others may be granted

microphone  privieges at  conference
discretion.  Official working language is
English.

World Service Office (WSO). NA's primary
worldwide service center. Prints, stocks, sells
NA conference-approved literature, service
handbooks, other materials. Provides support
for new NA groups and developing NA
communities. Serves as clearinghouse for
information about NA. Provides staff support
for world-level service boards and committees.

World Services Translation Committee
(WSTC). Created by WSC in 1991 to
coordinate world service activities related to
the translation of NA literature and provide
support for local translation subcommittees.
Original 1991 temporary guidelines, extended
for additional year at WSC'92, have been
revised for permanent ratification at WSC'93
(included in this year's CAR in full).

WSB External Affairs Committee. Committee
of the World Service Board of Trustees
responsible for board activity related to those
outside NA, including public relations activity.

WSB Internal Affairs Committee. Committee
of the World Service Board of Trustees
responsible for board activity related to the NA
service structure and internal fellowship
development.

WSB Literature Review Committee.
Committee of the World Service Board of
Trustees responsible for the board’s literature-
related tasks.

WSB Steering Committee. Trustee leadership
committee, composed of the WSB chair and
vice chair and the chairs of the WSB Literature
Review, Internal Affairs, and External Affairs
committees.

WSC Ad Hoc Committee on NA Service
(NAS). Committee  responsible  for
development of A Guide to Service in
Narcotics Anonymous, a completely revamped
NA service manual due for completion by
WSC'93, at which time the committee will
automatically dissolve. Committee originally
created by WSC in 1984 to review and factor
input into the WSC Policy Committee’s
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organizations, health and addiction treatment
workers, the clergy, the public media, and the
community at large.

RSC. Regional service committee.
RSR. Regional service representative.

TWGSS. Temporary Working Guide to our
Service Structure.

WCC. World Convention Corporation.

WCNA. World Convention of Narcotics
Anonymous, an annual recovery celebration
held in different world zones each year.

WSB. World Service Board of Trustees.
WSC. World Service Conference.
WSCLC. WSC Literature Committee.
WSO0. World Service Office.

WSTC. World Services Translation
Committee.








