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Introduction

As you know, in past years, changes to service material have been made through the
Conference Agenda Report process. In keeping with the approval for service material
policy adopted at WSC 2000, we are forwarding these new proposed documents to
conference participants ninety days prior to the World Service Conference using the new
conference-approval track. The items contained in this packet included A Temporary
Working Guide to Our World Service Structure (TWGWSS) with revised WSC Rules of
Order included, The Treasurers Handbook, and a new simplified summary of the service
structure to be added to A Guide to Local Services in NA.

This material will be presented for adoption in new business, with the exception of the
WSC Rules of Order and Election Procedures, which need to be adopted at the start of
the conference. By including this material in TWGWSS in the future, the conference
should not be forced to adopt these items at the opening of each conference unless there
are proposed changes.

Proposed changes to TWGWSS

As is normal and customary every conference cycle, you can expect a series of changes to
A Temporary Working Guide to Our World Service Structure (TWGWSS).

There are a great many individual changes that we are proposing in this service material,
including changing the title to A Guide to World Services in Narcotics Anonymous. This
document has been Temporary since 1982, twenty years ago. It seems appropriate to
give it a name that more accurately reflects what it has become.

Since TWGWSS undergoes changes at each conference, it has always been printed with
the year that the conference took place prominently on the front cover. With the new
two-year conference cycle, we will print the dates of the cycle on the cover in the future,
for example 2002-2004 Version.

If the conference is to meet the needs of delegates coming from around the world every
two years, it must become more user friendly. We believe one simple way to assist in
this effort is to have as much as possible about the conference that would be relevant or
of interest to a new delegate in one place. We are proposing a new introduction that has



as many of the important conference-related dates, as we know of for the 2002-2004
conference cycle. There will also be a list of other documents that might be of interest to
a new conference participant. We are also proposing inclusion of documents that are not
typically included in TWGWSS as Addenda, such as the WSC Reimbursement Policy that
is included with each budget, the World Service Participation Request Form, the Ideas for
World Service Projects Submission Form, a list of all projects approved at the 2002
conference, and the WSC Rules of Order. If accepted, we will include all of these
additions in future versions of this guide.

We are proposing minor clarifications to the chart for The Conference Work Cycle. This
will be explanatory language rather than any changes to policy. We have included a
paragraph about regional reports under the description of The Conference Report. The
new language points out the type of information that delegates typically include in their
regional report to the conference. These reports are provided as information to world
services, and to provide conference participants with the variety of experience, strength,
and hope from different regions. This is, again, simply an explanation rather than a
change in policy.

World Board External Guidelines

Another change concerns language describing the size of the World Board. We are
proposing language that clarifies that the board will contain up fo 24 members, which
will allow the conference to always elect up to that number, but not feel that it is
“violating” any policy if it elects fewer members than that to serve on the board at any

one time. The only new language here is the words up to. This suggestion actually came
from the floor at WSC 2000.

We are also supplying clarifying language about how to maintain the ideal of one-third of
the board seats being up for election at any one conference. This is a restatement of the
practice that was used in 1998 within the board. Similarly, to take into account the
variable size of the board, as well as the changing needs of the committees, the
description of the size of board committees changes from “four board members” to
“assigned board members.” We are also proposing adding a sentence about the
committees having workgroups with concurrence of the board. Although we know that
we have a lot to learn about how to maximize the effectiveness of our committees and
workgroups, we do know that all workgroups and workgroup members do not need to be
committee members. The Translations Evaluations workgroup for instance, included
three non-board members and focused on evaluations of translations efforts for the first
pieces of literature for a language, rather than all of the work of the Publications
Committee.

The World Service Office

The current description of the NA Way says that the “magazine is edited by WSO staff
and an editorial board consisting of members of the World Board.” We would like to
change this to be members appointed by the World Board. This would allow us to
appoint either World Board or World Pool members to this position.




World Pool and the Human Resource Panel

The HRP plans to change the World Pool Resume to an Information Form. Their hope is
that this name will be less intimidating to people and will more accurately reflect what
the form is used for.

The Human Resource Panel also has staggered terms, with two positions available at each
conference. There is language proposed that is similar to that for the World Board, that if
a vacancy exists and the conference is asked to elect more than two members at one time,
the term lengths will be determined by volunteers and then by random drawing at the first
HRP meeting following the WSC.

World Service Conference Elections

The existing language in this section is outdated and superseded by the nomination and
election procedures adopted at the beginning of each conference. We are proposing that
the election procedures replace the existing language in TWGWSS and become part of
this guide. The only change we made to the 2000 WSC Election Procedures, with a
copyedit for clarity.

A policy for challenging a nomination at each conference is also proposed for inclusion.

Guidelines for the Unified Budget NA World Services

Now that it is four years since the conference adopted a new system for world services, it
seems appropriate to eliminate the word “unified” and begin to call this what it is: the
budget for Narcotics Anonymous World Services. We have deleted language about
Capital Funds and added language about the Reserve Funds. The new language covers
what was previously described under Capital and Reserve and does not change current
practice. We hope this language will serve to provide better understanding of what these
funds are used for. We are also offering language to clarify what the conference has
decided about projects: that is that “routine” services, like translations or standard
business plans, do not require a project plan, are reported to the conference, but are not
presented for prioritization and approval. All “non-routine” project plans require specific
approval by the conference; that is, each project plan must contain a timeline and budget
and be individually approved by the conference.

We hope that this language helps to clarify some of the confusion. We do not believe,
however, that we will use this system as it was intended without much more discussion at
the conference. The board and staff have certainly fallen back to old familiar approaches
at times, as have many delegates. This is an area that needs more discussion to become a
productive and useful tool for the conference in planning activities of world services.

World Services Travel Guidelines _

The changes proposed for this section are to reflect current practices rather than to change
policy. Specific language that affects reimbursement, for instance, is contained in the
reimbursement policy and does not need to be repeated here. There is also some old
language that was written for the old Interim Committee about Quorum and Voting that
we propose to eliminate. Additionally, language was added to explain that requests are
considered on a quarterly basis, when those deadlines are, and how to make those
requests.



World Convention

We are recommending two changes in the event rotation for the world convention. First,
we think it would be more prudent to split North America into two zones from the current
three zones. We are making this recommendation because as the size of WCNA has
grown, whenever it is held in North America, fewer cities are able to meet our baseline .
criteria for consideration. Creating two zones will increase the potential sites in each
zone.

The second recommendation is to change the current rotation by holding the convention
in Europe scheduled for 2011 in 2009 instead. In reviewing the current WCNA rotation
schedule, the frequency of upcoming conventions in North America was discussed.
While Hawaii is part of the Asia Pacific zone, it is also in the United States. The WSC
agreed in 1995 to allow Hawaii to be included in the Asia Pacific zone at their request.
Nonetheless, the choice of Hawaii as the site for WCNA-31 (to be held in 2005) means
that the convention will not be held outside North America again until 2011, unless this
change is made.

Current Zone Rotation Remains

2002: Zone 3 Atlanta, Georgia.

2003: Southern California (San Diego) Special 50th Anniversary.
2005: Zone 4 (Honolulu, Hawaii).

2007: Zone 5 (San Antonio, Texas)

"Proposed Zone Rotation Changes:

2009: Europe
2011: Western North America. (Currently, Zone 6 - Europe, Africa, & Middle East is
set for 2011)

2013: Eastern North America and the Caribbean (No change recommended.)
2015: To be determined at a later date. (Currently, Zone 5 - Central North America is
set for 2015.)

We have not made any recommendation for the site of the 2015 world convention
because we believe that the changing and growing nature of the convention and the
fellowship will require us to revisit this well before 2011. We will make proposals to the
conference for decision at that time.

There are some other recommended changes in TWGWSS regarding WCNA. These relate
to a change in description of the support committee. This, again, is language that reflects
current practice. What is currently in TWGWSS is outdated. Also, we are proposing new
language that describes the purpose of the world convention. An old purpose statement
was deleted in 1998, during the change to the world service system. The proposed
language uses the old statement as its base and adds a comment that this event also is a
reflection of our diversity.

WSC Rules of Order

The WSC committed two motions to the board at WSC 2000. One concerned putting
standing rules of order for the conference in TWGWSS. We have included an amended
copy of the existing Rules of Order for your approval. We used a non-traveling working
group to offer ways to “clean up” these Rules without making policy echanges. This




workgroup included, in addition to a variety of pool members, the Cofacilitators and the
WSC parliamentarian. We hope you find the results easier to use. We are aware that
they could still use more paring down in the future.

Summary of the Service Structure for A Guide to Local Services

The other committed motion from WSC 2000 asked for a simplified summary of the
service structure in A Guide to Local Services. What we offer here is not new
information. It has been compiled from existing descriptions from TWGWSS or the old
Table of Contents in this Guide. It allows a summary of the components of the NA
service structure to be copied and distributed on the front and back of one page, with the
existing diagram from TWGWSS as an additional page. We believe this can be a useful
tool for workshops and learning days. In addition to adding this summary, we have
edited the Table of Contents down to section headings only.

Treasurer’s Handbook

If the revised Group Treasurer’s Workbook, contained in the CAR, is approved, we will
ask the conference to approve the Treasurer’s Handbook. This is not the new material
that we would like to be proposing but simply a heavy copy edit of the existing handbook
that incorporates the fund flow system approved in 1998, as well as current service
terminology. It also adds copies of three existing Trustee Bulletins: Theft of NA Funds,
Direct Contributions, and The Generation of Funds (fundraising) and the Seventh
Tradition in Narcotics Anonymous. Although this is not what we hope to develop in the
future, we believe it is drastically superior to what we currently have in inventory.

We have received suggestions on how to improve this document since the Group
Treasurer’s Workbook was released in the CAR. We have incorporated these changes
into the draft of the Treasurer’s Handbook that we are presenting for approval at WSC
2002. These changes are: 1) the inclusion of an additional bulletin, Direct Contributions,
2) the addition of an arrow from region to world services in the fund flow diagram, 3)
revision to the language in the Group Treasurers Record to accommodate groups who
meet more or less often than once a week, as well as 4) the addition of a page of meeting
reports to accommodate the different needs of groups. We will be asking the conference
whether or not they wish to make these same changes to the Group Treasurer’s
Workbook.

Proposed 2002-2004 Budget for NA World Services

The final item in this packet is the proposed budget for 2002-2004. Ideally, we would
provide you with a status update on the 2000-2002 projects as well as the proposed
projects for the upcoming cycle. We are unable to do so because we are providing this to
you ninety days before the conference and one hundred fifty days before the end of this
fiscal year. We will provide you with an update of the projects from this conference
cycle in the March Conference Report and an update on the two-year budget at the
conference. The March Conference Report will also contain a summary of all of the
project ideas we have received this cycle.



Conclusion

We have tried to provide you with adequate information and timely reporting on this new
conference process. Preparation for WSC 2002 now involves the 2002 Conference
Agenda Report, this packet of Conference Approval Track material, including the budget,
a packet of information about Miracles Happen, and the March Conference Report. For
those of you who have attended previous conferences, this means that we will not be
sending stacks of information to you right before the conference. This process should
assist each of us in being prepared to participate fully in the conference discussions. As
we reported in the Conference Agenda Report, we are committed to continue to work on
creating new ideas about ways that we can reach the vision of the biennial conference and
to having a major discussion at the upcoming conference about these and other ideas for
the future. Only together can we ensure that every addict in the world has the chance to
experience our message in his or her own language and culture and find the opportunity
for a new way of life.

We look forward to meeting old friends and making new ones at WSC 2002. If there is
anything that the office or the board can do to assist you in preparing for the conference,
please let us know.




Proposed Summary of the Service Structure for
A Guide to Local Services in Narcotics Anonymous
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The Narcotics Anonymous Service Structure

The following is a brief description of the service units of Narcotics Anonymous. A more
complete description of service on the local level including groups, areas, metropolitan
services, regions, etc. can be found in this Guide to Local Services in Narcotics
Anonymous. Additional information about NA World Services may be found in A Guide
to World Services in Narcotics Anonymous.

The NA group

NA groups are local, informal associations of recovering addicts. They are the
foundation of the NA service structure. Groups are formed for the primary purpose of
carrying the NA message of recovery, and all of their activities should reflect that
purpose. Conducting Narcotics Anonymous meetings is the primary activity of an NA
group. The group may conduct its own affairs in whatever way seems fit to its
members, provided the group's actions are consistent with NA's Twelve Traditions and
do not adversely affect other groups or the entire NA Fellowship. In the conduct of the
affairs of NA as a whole, the groups delegate to the rest of the service structure the
responsibility for the fulfillment of NA services. Group service representatives (GSRs)
are elected to participate on behalf of the groups in the area committee and the regional
assembly.

The area service committee (ASC)

The area committee is the primary means by which the services of a local NA
‘community are administered. The area committee is composed of group service
representatives, administrative officers (chairperson, vice chairperson, secretary,
treasurer), subcommittee chairpersons, and the area's regional committee members.
The area committee elects its own officers, subcommittee chairpersons, and RCMs.

The metropolitan service committee (MSC)

A metropolitan service committee may exist to administer a single set of coordinated NA
subcommittees in a city that has more than one ASC, eliminating duplication of services
and providing greater effectiveness in carrying the NA message.

The regional service committee (RSC)

Regional service committees exist to pool the experience and resources of the areas
and groups it serves. The RSC is composed of regional committee members (RCM’s)
elected by the region's member-areas; these RCMs elect regional committee officers
from among themselves. RSCs organize regional assemblies at which GSRs and
RCMs discuss a wide range of service matters, including those likely to come before the
World Service Conference, and elect a regional delegate and alternate delegate to the
WSC.

Zonal forums

Zonal forums are service-oriented sharing and/or business sessions that provide the
means by which NA communities can communicate, cooperate, and grow with one

13



another. Although not a part of NA’'s formal decision-making system, world services
and zonal forums interact in many ways.

NA World Services (NAWS)

World services are those services that deal with the needs of NA as a whole and that
NA offers to its members, its groups, and to society. The basic purposes of our world
services are communication, coordination, information, and guidance. We provide
these services so that our groups and members can more successfully carry the
message of recovery, and so that our program of recovery can be made more available
to addicts everywhere.

World Service Conference (WSC)

Unlike all other NA service bodies, the conference is not an entity; it is an

event—the coming together. Every two years, regional delegates, the members

of the World Board, and the executive director of the World Service Office meet

to discuss questions of significance to the Fellowship of Narcotics Anonymous

as a whole. The purpose of the WSC is to be supportive of the fellowship as a

whole and to define and take action according to the group conscience of
Narcotics Anonymous.

The World Board (WB)

The purpose of the World Board of Narcotics Anonymous World Services, Inc.
is to contribute to the continuation and growth -of Narcotics Anonymous. The
World Board manages all activities of world services including oversight of the
operations of the fellowship’s primary service center, the World Service Office.

The World Service Office (WSO)

The purpose of the World Service Office, our main service center, is to carry out
the directives of the World. Service Conference in matters that relate to
communications and information for the Fellowship of NA, its services, groups,
and members. The World Service Office achieves this purpose by maintaining
correspondence with NA groups and service committees, by printing and
distributing WSC-approved literature, and by maintaining the archives and files
of Narcotics Anonymous.

The Human Resource Panel (HRP) and the World Pool

The HRP administers the world pool, which is the source for candidates that the
HRP can select to recommend for WSC elections for the World Board, for the
WSC Co-Facilitators, and for the Human Resource Panel. The World Board can
also draw members from the pool to serve on board committees or project
workgroups.

14
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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.
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Revised

Narcotics Anonymous World Services, Inc.

Chatsworth, California
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Introduction

The Treasurer's Handbook is meant to help us use NA’s money responsibly, at all
levels of service. We know that local communities around the world face different
circumstances, so we encourage you to adapt these guidelines, using common sense, to
meet your local needs.

Our Eleventh Concept tells us that “NA funds are to be used to further our primary
purpose, and must be managed responsibly.” The Eleventh Concept essay from the
Twelve Concepts for NA Service booklet tells us a little more:

Narcotics Anonymous funds should always be used to further our pri-
mary purpose. Money is used to pay the expenses involved in running
NA recovery meetings, to inform the public about NA, and to reach ad-
dicts who can’t get to meetings. It is used to develop, produce, translate,
and distribute our message in written form, and to bring our members
together in a service community committed to the vision of spreading
our message around the world to those in need. All of this is done in
support of NA’s spiritual aim: to carry the message to the addict who
still suffers.

SELF-SUPPORT: OUR COMMON RESPONSIBILITY

In today’s world, it is impossible to carry the message of Narcotics Anonymous
without the availability of sufficient funds. It costs money to print literature and distribute
it, to have phonelines and other services that connect the newcomer to us, and to staff
service centers.

The moment the member’s hard-earned money is dropped in the basket at a
meeting, ourresponsibility for that money as trusted servants begins. It isincumbent upon
us to do everything possible to see that the money is used wisely and cared for judiciously,
and this includes providing not only for the individual group’s needs but for the needs of NA
services as well. A Guide to Local Services in Narcotics Anonymous suggests direct group
and area donations to all levels of service: “Narcotics Anonymous groups directly support
area, regional, and world services from money left over after covering their own ex-
penses. Area committees ... are encouraged to do the same with their surplus funds,
sending them onto otherlevels of the service structure.” Here is a chart that demonstrates
how funds can flow through our service structure:

| NA Member ———w
| Group I

- Area |<—

— Region |<—
¥

\___> World I <-)
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GUIDELINES FOR THE MEMBER

As a member of Narcotics Anonymous, there are two things you can do to help make .
sure your group’s money is handled right:

1. You can ask your group treasurer to bring his or her records to every group
business meeting, and

2. You can ask that the group hold business meetings at least once a month.

GUIDELINES FOR THE GROUP TREASURER

1. A Guide to Local Services in Narcotics Anonymous says that clean time counts
when we choose group officers:

There are a couple things to think about when looking for a group
officer. One is maturity in recovery. When those new in recovery
are elected to a position, they may find themselves deprived of time
and energy they need for their early recovery. Group members with
a year or two clean are probably already established in their per-
sonal recovery. They are also more likely than new members to be
familiar with NA’s traditions and service concepts as well as group
procedures.

Of course, clean time “standards” will vary from one NA community to another. As
the Guide says, it is important to “establish realistic terms of service and clean-time
requirements” that work in your community. ' .

2. lItis agood idea to have two people count the Seventh Tradition collection, not
just the group treasurer or someone else.

3. Do not “borrow” the group’s money. Our experience tells us that treasurers and
others who make this a practice tend to not return to the fellowship, nor do they
return the funds.

4. Do not spend the group’s money without asking the group first at a business
meeting.

5. Ifitis practical, open a bank account for your group, and have more than one
signature on the account. This will protect your group’s money and make it
easier to keep track of it. -

It is important to remember our Fifth Tradition: “Each group has but one primary
purpose—to carry the message to the addict who still suffers.” When your group has
more money than it needs, make sure you pass the extra money along to the area,
region, and world levels of NA service. Extra money hoarded in your group treasury
will not help NA carry its recovery message.

7. There should be only one person handling the funds in your group, preferably the
treasurer.

- 8. Itis very important that every treasurer hand over his or her records to the next .
treasurer. Doing this will help the group figure out in the future what has been
done with its money in the past.
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Procedures for accurate group record keeping

When practical, each group should have its own checking account. Groups
that choose not to have a checking account can do two things to help keep track of
their money:

1. Make receipts every time cash comes into or goes out of the group
treasury, and

2. Use money orders, not cash, for paying bills and making donations to area
or regional committees.

Every time a check is written or a deposit is made, a record should be made
in the group’s check register. (The same applies if a group uses cash and money
orders. Such groups can just call the form a “cash record” instead of a check
register.) If this isn’t done, it can take a long time to straighten out the group’s
money records and match them up with bank statements for the group’s account.

The figures in the check register and the bank statement for the account should
be matched up every month. If good, easy-to-read records are kept, this will only
take a few minutes each month.

Filling in the Group Check Register Form

The following procedure for preparing a check register should be repeated
each month.

A. Beginning balance (Line 1): This will be the beginning balance for the first
' day of the month. Enter the date, then go over to the “balance” column
and enter the amount of the beginning balance. The ending balance for
one month becomes the beginning balance for the following month.

B. Procedure for entering checks: When entering the check, enter the date of
-the check in the “date” colurnn, the payee and the purpose of the check in
the “description and purpose” column, and the check number and the
amount of the check and the “amount” column. Subtract the amount of
~ the check from the previous balance to arrive at the current balance.

C. Procedure for entering deposits: Enter the date of the deposit in the “date”
column, state where the money came from under the “description and
purpose” column, and enter the amount of the deposit under the “deposit”
column. Add the amount of the deposit to the previous balance, and enter
the total under “balance.”

Procedure for reconciling the Group Check Register Form to the
bank statement

This must be done each month. When the treasurer receives the bank
statement, he or she should “reconcile” it with the check register (in other words,
match up the entries in the group’s check register with the figures shown on the
bank statement) as soon as possible. Doing this each month will make sure that
the group’s records are right and that any math errors in them are found. The
attached Bank Statement Reconciliation Form provides simple, step-by-step in-
structions.
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Record keeping without a checking account

Groups that choose nottouse checkingaccounts canuse the same record systemand
form included in this handbook. Such groups can use money orders instead of checks to
pay bills and make donations to area, region, and/or world services.

Group financial reporting

The group treasurer should make a financial report every month. This responsibility
is too often overlooked. A written report based upon the Group Financial Report Form
includedinthese guidelines isrecommended. Information contained in this report should
be taken from the Group Check Register Form.
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BANK STATEMENT RECONCILIATION FORM

Each month the checkbook balance as shown on the Check Register Form should be
reconciled with the bank statement received from the bank. The following format may
be used:

Checking account reconciliation for the month ending

A. Bank statement balance ................cooveveeeieiiieireie, $

(ending balance on your current bank statement)

B. Deposits “in transit” ...........ccocciiniinninnn. $

(Total of all deposits made which have not yet cleared the
bank—that is, deposits made by the treasurer that do not
show up in the bank statement. A checkmark should be
made on the Check Register Form next to deposits that
have cleared the bank to aid in locating these each month.)

C. Add the answers to steps A and B above................ $

D. Checks “outstanding”........cccccevsnmmmmninininiesinnessesssseenns $

(Total of all checks written that have not yet cleared the bank.
These will be the checks in the Check Register Form that do
not appear on the bank statement. Place a checkmark by
checks that cleared this month, as in step B above.)

E. Ending balance ............. $

Subtract D from C above. This should equal the balance
in your Register as of the date listed above.)
If those figures don’t match exactly, one of the following mistakes may have occured:
1. A mathematical error somewhere in the Check Register Form.
A mistake in entering (or failure to enter) a check or deposit in your Check Register Form.
A math error in steps A through E above.

Entering the wrong figure in step A above.

o > 0 Dn

Failure to subtract service charges or add interest in your Check Register Form.
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GROUP TREASURER’S RECORD

MEETINGRECORD FOR:

PREVIOUS BALANCE: $

Secretary Treasurer GSR

Phone Number Phone Number Phone Number

MEETING REPORTS

Date

Leader/Chairperson

Old balance

Plus total income
Subtotal

Minus total expenses

Equals new balance

Newcomers

Attendance (Total)

Income Collection

Plus other income

Equals total income $

Expenses Rent $

Plus literature
Plus refreshments

Equals total expenses

Date

Leader/Chairperson

Old balance

Plus total incomé
Subtotal

Minus total expenses

Equals new balance

Newcomers

Attendance (Total)

Income Collection

Plus other income

Equals total income $

Expenses Rent $

Plus literature
Plus refreshments

Equals total expenses

Date

Leader/Chairperson

Old balance

Plus total income
Subtotal

Minus total expenses

Equals new balance

Newcomers

Attendance (Total)

Income Collection

Plus other income

Equals total income $

Expenses Rent $

Plus literature
Plus refreshments
Equals total expenses
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Date

Newcomers

Leader/Chairperson

Attendance (Total)

Old balance $

Plus total income

Subtotal

Minus total expenses

Equals new balance $

Income Collection

Plus other income

Equals total income $

Expenses Rent $

Plus literature
Plus refreshments

Equals total expenses

Date

Newcomers

Leader/Chairperson

Attendance (Total)

Old balance $

Plus total income

Subtotal

Minus total expenses

Equals new balance $

Income Collection

Plus other income

Equals total income $

Expenses Rent $

Plus literature
Plus refreshments

Equals total expenses

WEEKLY/MONTHLY REPORT

THIS INFORMATION SHOULD BE INCLUDED WITH YOUR GSR REPORT TO THE AREA

BEGINNING BALANCE (Previous Balance): $

COLLECTION:
LITERATURE:
OTHER:

RENT:
SUPPLIES:

ASC DONATION:
RSC DONATION:

NA WORLD SERVICES DONATION:
LITERATURE:

OTHER:

INCOME:

$
TOTALINCOME: + $
EXPENSES:
$
TOTAL EXPENSES: -

ENDINGBALANCE: =$
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ADDITIONAL MEETING REPORTS

Leader/Chairperson

Old balance

Plus total income
Subtotal

Minus total expenses

Equais new balance

Newcomers

Attendance (Total)

Income Collection

Plus other income

Equals total income $

Expenses Rent
Plus literature
Plus refreshments

Equals total expenses

Date

Leader/Chairperson

Old balance

Plus total income
Subtotal

Minus total expenses

Equals new balance

Newcomers

Attendance (Total)

Income Coliection

Plus other income

Equals total income $

Expenses Rent $

Pius literature
Plus refreshments

Equals total expenses

Date

Leader/Chairperson

Old balance

Plus total income
Subtotal

Minus total expenses

Equals new balance

Newcomers

Attendance (Total)

Income Collection
Plus other income

Equals total income

Expenses Rent $

Plus literature
Plus refreshments

Equals total expenses

Date

Leader/Chairperson

Old balance

Plus total income
Subtotal

Minus total expenses

Equals new balance
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Newcomers

Attendance (Total)

Income Collection

Plus other income

Equals total income $

Expenses Rent $

Plus literature
Plus refreshments

Equals total expenses




Date

Leader/Chairperson

Old balance

Plus total income
Subtotal

Minus total expenses

Equals new balance

FOR APPROVAL AT WSC 2002

ADDITIONAL MEETING REPORTS

Newcomers

Attendance (Total)

Income Collection
Plus other income

Equals total income

Expenses Rent $

Plus literature
Plus refreshments

Equals total expenses

Date

Leader/Chairperson

Old balance

Plus total income
Subtotal

Minus total expenses

Equals new balance

Newcomers

Attendance (Total)

Income Collection

Plus other income

Equals total income $

Expenses Rent $

Plus literature
Plus refreshments

Equals total expenses

Date

Leader/Chairperson

Old balance

Plus total income
Subtotal

Minus total expenses

Equals new balance

Newcomers

Attendance (Total)

Income Collection

Plus other income

Equals total income $

Expenses Rent $

Plus literature
Plus refreshments

Equals total expenses

Date

Leader/Chairperson

Old balance

Plus total income
Subtotal

Minus total expenses

Equals new balance
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Newcomers

Attendance (Total)

Income Collection

Plus other income

Equals total income $

Expenses Rent $

Plus literature
Plus refreshments

Equals total expenses




10.

FOR APPROVAL AT WSC 2002

GUIDELINES FOR THE AREA OR
REGIONAL SERVICE COMMITTEE TREASURER

A Guide to Local Services in Narcotics Anonymous suggests that when electing
area or regional service committee officers, “a substantial amount of clean time
and personal maturity should be the first consideration, along with experience in
the steps, traditions, and concepts of service. ... The specific amount of clean
time required for each office will vary from area to area according to how long
the local NA community has been in existence.”

An ASC or RSC treasurer should issue a receipt to all groups for donations made
to the ASC or RSC. This will create a written history of financial activity and
facilitate the bookkeeping of both the group or area and the ASC or RSC.

Do not borrow funds from the ASC or RSC treasury. Our experience tells us that
treasurers and others who make this a practice tend to not return to the
fellowship, nor do they return the funds.

Do not spend ASC or RSC funds without the approval of the GSRs or RCMs, and/or
the ASC or RSC as a whole.

ASC and RSC funds should be deposited in a bank account. Make sure that you
have more than one signator on your bank account. We recommend that the
ASC or RSC treasurer and either the chairperson, the vice chairperson or the
secretary be the co-signers on the checks. Setting up your account this way will
protect ASC or RSC funds. It will also help the treasurer keep track of fellowship
money by providing him or her with financial records from an outside source—in
this case, the bank’s records.

The ASC or RSC treasurer should make a written financial report of contributions
and expenditures at each regularly scheduled meeting of the ASC or RSC, as well
as an annual report at the end of each calendar year. The treasurer can also be
made responsible for bulk purchases of literature for the groups.

All funds in excess of the prudent reserve (i.e., all money in excess of monthly
expenses) should be sent on to other levels of service according to your
committee’s practice as discussed in the information pamphlet, Self-Support:
Principle and Practice. It is our experience that prudent reserves established for
subcommittees have a tendency to stagnate, thus keeping the fellowship from
fulfilling its primary purpose. Therefore, we recommend that subcommittees
turn to their ASCs (or RSCs, where applicable) for money.

At the ASC or RSC level of service, there should be only one person handling the
funds: the treasurer.

An ASC or RSC should audit all its financial records at least once a year, and
whenever there is a change in treasurers.

It is vital that every treasurer hand over his or her records to the next treasurer.
Doing this will preserve much-needed continuity and history.
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Procedures for accurate record keeping -

Each area/regional service committee should have a checking account. Donations
from groups/areas, funds from literature sales, funds from fund-raising events and all
other ASC/RSC funds should be kept in this account. The funds are allocated to the
subcommittees of the ASC/RSC and are recorded as outlined below. Excess funds are
usually sent to the next levels of service (regional and world services).

Filling in the check register

A. Beginning balance (Line 1) — This will be the beginning balance for the first day of
the month. Enter the date and go over to the “Balance” category. On line 1
(columns 14-18) enter the beginning balance for each subcommittee. * Under
the “Total” columnn, enter the total for all the balances added together. If you do
not know the beginning balance for each subcommittee, you should calculate
what the current bank balance is. Then the area/region should decide what
amount of money should be given to each subcommittee. These amounts, when
added together, should equal the current bank balance. The ending balance for
the month becomes the beginning balance for the following month.

* NOTE: If there are more subcommittees than shown on the form, add
additional columns in the appropriate categories.

B. Procedure for entering checks:

1. When entering the check, enter the date of the check in the “date” column, the
payee and the purpose of the check in the “description” column, and the check .
number and the amount of the check under the appropriate subcommittee.
All check numbers should be accounted for.

2. Add the amount of each check to the “total expenses” under the category
“expenditures.”

3. Under the “balance” category, subtract the amount of the check from the
appropriate subcommittee and the “total” column. When the balances for the
subcommittees are added together, they equal the “total” balance. This is a
double check for mathematical accuracy.

C. Procedure for entering deposits:
1. Enter the date of the deposit in the “date” column.

2. Enter the source of the money under “description” (for example, from litera-
ture sales or contributions from groups, etc.). '

3. Enter the amount of the deposit under the appropriate subcommittee under
the “deposit” category (columns 8-11).

4. For contributions or donations from groups, enter the total amount of the deposit
on the “Check Register.” A record of the amounts contributed from each group
can be kept on a separate page entitled “Contributions From Groups.” On this
record, a separate column is used for different dates. The amount on the “Check
Register” and the total for the date on “Contributions From Groups” should always
be equal. In this way, anytime you need to know how much money a particular
group has donated, you can make a total column on the “Contributions From
Groups” record and add across for each group.
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5. On the “Check Register” add the amount of the deposit to the previous figure
in the “total deposits” column to arrive at a total deposit figure for the month.

6. Under the “balance” category, the deposit is added to the previous balance for
the appropriate subcommittee and to the “total” column (column 18) to arrive
at the current balance.

D. Procedure for Transfer of Funds:

If a transfer of funds is made between subcommittees, this should be indicated
on the “Check Register.” These are footnoted with a “T” (for transfer) and
checked so they will not be included when balancing the “Check Register.”
These entries offset each other and do not appear on the bank statement.
Again, the total for each category and the balances should be brought current.

Procedure for reconciling the check register to the bank statement

This must be done monthly. When the treasurer receives the bank statement, he or
she should reconcile it to the check register as soon as possible. Doing this each month
will assure a correct balance for the account, and any mathematical errors will be found.
Simple step-by-step instructions for this can be found on the Bank Statement Reconcﬂla-
tion Form earlier in these guidelines.

Suggested procedures for auditing
ASC or RSC level of service
A. The ASC or RSC administrative committee (chairperson, vice chairperson,
secretary) should determine when an audit is to take place.
B. We recommend that no more than 24 hours notice be given before the audit.

C. Those conducting the audit must take physical possessmn of all records,
statements, inventories, and petty cash.

D. The treasurer should be available to the audit committee in order to assist and
answer questions, if necessary.

E. An audit should be seen as a tool that can keep a minor error from becoming
a major one. It is not intended to be an inquisition.

F. Audits should not be predictable, but should be varied as to time and place.

Conclusion

These guidelines are intended to serve as an aid to all members of Narcotics
Anonymous, particularly those charged with the responsibility of handling funds. If
. followed as closely as possible, our experience tells us that they will help avoid financial
chaos and lessen the chance of financial disaster. It is our hope that, together, we have
helped our fellowship achieve a smoother flow of funds, which will, in the long run,
maximize our effort to carry the message of recovery to the addict who still suffers.
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THEFT OF NA FUNDS

The following paper was written in 1996 and
revised in 2002 in response to a number of letters
indicating that theft of NA funds is a recurring issue
inour fellowship. In preparing this paper, we have
relied on the experience of many groups, area and
regional service committees, convention corpora-
tions, and service offices as shared with us in corre-
spondence and at workshops on the issue. We
encourage you to make use of this valuable and
often painfullylearned experience in your manage-
ment of NA funds.

Substantial donations are contributed by the NA
Fellowship everyyear. These funds are given by NA
members who trust that they will somehow help
other addicts get clean. While this money is pre-
cious, the member’s trustis even more so. We need
tokeepthe image of that one member and thatone
donation in mind whenever we make decisions
about handling NA's money.

Most of NA's money gets where it is supposed to
go. NA members serving in positions of financial
responsibility for the fellowship volunteer count-
less hours to make sure everything adds up. Ser-
vices such as local phonelines are paid for; litera-
ture is purchased and available to members at
meetings; tens ofthousands of meetings take place
every week in rooms that NA pays rent for. Many
individualtrusted servants follow guidelines and pass
onfunds thatare used to further our primary purpose.
All of these things happen because NA communities
utilize responsible accounting practices.

Safeguarding funds

Theft can be avoided by consistently and dili-
gentlyfollowing responsible financial principlesand
practices. The pain and conflict caused when one
of ourmembers steals fromus, as well as the loss of
funds that might have gone to help the still-suffering
addict, points to our responsibility to prevent theft
from happening in the first place.

Most theft of fellowship funds occurs when pre-
cautionarymeasures are notinplace, orareinplace
but not used. Some of us have hesitated to either
institute oruse these measures because it makesus
uncomfortable—we believe that they are some-
how insulting to the people we ask to serve or they
seemtootroublesometofollow. However, thevery
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best safeguard against theftis to remove the oppor-
tunity to steal. It is far more uncomfortable and
troublesome to deal with a theft after it has taken
place than to take measures to prevent it from
happening in the first place.

Selecting trusted servants

Our Fourth Concept tells us how to select our
trusted servants. “Effective leadership is highly
valuedin Narcotics Anonymous. Leadership quali-
ties should be carefully considered when selecting
trusted servants.”

Sowhat exactly are these “leadership qualities”
the Fourth Concept tells us to look for? Honesty,
integrity, maturity, and stability, both in recovery
and in personal finances, are but a few. We often
avoid asking questions regarding the financial sta-
bility of those we are considering for these types of
positions, because those questions maybe uncom-
fortable for us, or we somehow feel they are inap-
propriate, given the spiritual nature of our program.
We sometimes ignore evidence that a person is
having a difficult time with his or her personal
finances and should not have the additional burden
of responsibility for NA’s money. Not only is it okay
to ask members standing for election about their
qualificationsinthese areas, it isirresponsible not to.

Substantial clean time and financial stability
should be required for positions where money is
handled. Many NA communities have found it
helpful to develop a list of questions regarding
employment, service experience, experience with
handling funds, and financial stability. These ques-
tions are then asked of all nominees as a matter of
course, so that people do not feel singled outbased
onpersonalities.

Responsible management

“NA funds are to be used to further our primary
purpose, and must be managed responsibly.” Our
Eleventh Concept points out how very important
NA funds are. In keeping with the spiritual prin-
ciples of this concept, guidelines regarding the han-
dling of funds should be developed and adhered to.
The guidelines should include both recognized
accounting practices and procedures that ensure
the accountability of our trusted servants.

The Treasurer’s Handbook is an excellent re-
source for groups and service committees touse in
instituting accounting procedures. All guidelines
should include appropriate safeguards, such as
monthly reporting, regular audits, two-signature
checking accounts, and monthly reconciliation of
originalbank statements. For groups withoutcheck-
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ing accounts, many of these practices can still be
incorporated into the handling of NA funds.

To paraphrase one of our sayings, an addict
alone with NA money is in bad company. It is
criticallyimportant that all processes be monitored
byanother person: two people countreceipts; two
people make the bank deposit (and this should be
done immediately, notthe following day); two people
reconcile the original bank statements; and most
importantly, two people are always present when
any funds are disbursed. Financial records should
be readily available to other trusted servants. lt is
important to note that other assets, such as conven-
tion merchandise, literature, and office equipment,
should be treated as carefully as money.

Financial procedures need to be written into
guidelines that require a review and signature of
those responsible for handling funds before they
are put into positions of responsibility. Members
who know they will be held to standardized ac-
counting and auditing procedures will most likely
behave in a responsible manner. Include a state-
ment that theft will notbe tolerated, and outline the
process that will be followed if a theft occurs. Ifyou
are unsure about how to write adequate financial
guidelines, please contact the World Service Office
for assistance.

When safeguards fail

If we develop and follow these procedures, we
will make it almost impossible for anyone to misap-
propriate or steal NA funds. If someone does steal
from us, the first question we should ask is one of
ourselves: Did we adhere to all of our accounting
procedures and safeguards? Ifthe answerisno,we
as a service committee also bear substantial re-
sponsibility forthe theft. We willwanttoreview our
procedures to ensure that they are complete and
resolve to adhere to them in the future.

But suppose the answer is yes, we followed our
guidelines to the letter. We did everything in our
power to prevent a theft, and someone stole from
us anyway. When this happens, there is often a
mixture of reactions, ranging from, “Let’s forgive
and forget; afterall, we're addicts who are prone to
acting out on ourdisease. We don’twanttorunthe
individual out of meetings and into a possible re-
lapse,” to “Let’s throw the thiefinjail!” Butwhatever
itis, we don’t want our initial emotional reaction to
dictate the outcome of the situation.

Our program of recovery provides every mem-
ber with an opportunity to behave responsibly in
difficult situations and make amends. Weare clos-
est to the spiritual principles of our program when
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we begin to deal with a theft by encouraging the
member who has stolen funds to make amends,
which can then provide healing for all involved.

This is not to say that the disappearance of NA
funds should be taken lightly or that a service com-
mittee should sit and passively wait for a member
who has stolen funds to be moved to make amends.
We instead encourage a process that is both re-
sponsible and spiritual, taking steps of increasing
severity should they prove necessary.

First of all, a thorough review of all books and
financial records should be conducted to make
sure the fundswere actually misappropriated. How
much? By whom? What failing in the accounting
procedures and safeguards allowed this to happen?

Ifit becomes clear that money hasindeed been
taken, the group or service committee should then
schedule a meeting, making absolutely sure the
individual(s) who took the money is informed of the
meeting and given the opportunity to present his or
her point of view. At this meeting, there should be
a format that allows time for everyone involved to
express their feelings and concerns. This allows
everyone to give their input and may also allow a
“defusing process” to occur. After all sides have
been heard, a break in the meeting format is en-
couragedto allow all present enoughtime to getin
touch with their own Higher Power and focus on
spiritual principles, before coming back to decide
the best course of action.

Ifthe individual admits to the theft and agrees to
payback the missing funds, arestitution agreement
canbedeveloped. Such anagreement caninclude
regular payments at any interval acceptable to all
involved, though it is best not to drag out the pro-
cessunnecessarily. Mostagreements specifyregu-
larweekly or monthly payments until the fullamount
is repaid. We strongly suggest drafting a legally
binding document, utilizing legal advice if possible,
and having it signed and witnessed. Let the indi-
vidual know that if the restitution agreement is not
adheredto, youintend to take legalactionbasedon
the signed and witnessed restitution agreement.

Areportabout the situation should be published,
and regular reports on the status of the restitution
agreement should be published until the agree-
ment is satisfied. Protecting the identity of the per-
son involved is secondary to being accountable to
the fellowship for its funds and ensuring that the
personis not put in a position where he or she may
do further harm.

Again balancing spirituality with responsibility,
wehave found thatitis best toremove the individual
from his or her service position, and not consider
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the person for another position until he or she has
dealtwiththe issue throughthe process of the steps.

If the individual does not appear at the special
meeting, youwillneed to ensure that every effort to
contactthe person hasbeen made. Useregistered
mail and send a letter explaining that an audit of
financial records has been performed, that facts
showtheindividualis responsible for missing money,
that repayment is expected, and what the conse-
quences will be if the individual does not respond
to the letter. Copies of the letter should be putina
safe place for further reference. This may seem
severe, but if the previous steps have been taken
without result, sometimes something this harsh is
theimpetus that encourages the individualtomake
restitution.

If the individual refuses to repay the money, or
agrees to a plan but does not follow through with
the agreement, or if the person has disappeared, it
may be appropriate to take legal action. The deci-
sion to take legal action is an option that does not
compromise traditions or spiritual principles, but it
should be our last resort, opted for only when every-
thing else hasbeentried. We strongly suggestthatthe
decisionto prosecute be thoroughly explored before
. goingahead, using area andregional service commit-
tees, and world services as resources.

Resolution and recovery

Evenifa successful resolution is reached, many
of us will still be angry and hurt, and may want to
shun the person involved. Although this is under-
standable, we have to remind ourselves that NA’s
primary purpose is to carry the message to the
addictwhosstill suffers. We alsoneedtoremember
that our disease will surface if we are not diligently
working a program of recovery. As NA members
practicing spiritual principles, we should all support
the individual in continuing his or herrecovery, utiliz-
ing meetings, a sponsor, and the Twelve Steps. We
should offer the same love and support we would to
someone who has relapsed by using drugs.

The misappropriation of NA funds affects groups,
service committees, and world services in their
efforts to carry the message to the still-suffering
addict. The process necessary to deal with such
incidents typically has long-term effects—conflict
between members, disunity, disillusioned mem-
bers—on any NA community, directly affecting the
newcomer. The safeguards recommended in this
bulletin not only protect our funds, but protect us
from our disease. We implore NA communities
worldwide to develop and follow procedures that
protect NA funds; doing so will keep our future
secure
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DIRECT CONTRIBUTIONS

The following essay was written in 1991 and
revised in 1996 and 2002 inresponse to the issues at
that time. Direct group contributions were first ac-
cepted as partof A Guide to Local Services in Narcot-
ics Anonymous, which was adopted in 1997and
further supported in the IP #25 Self Support: Prin-
ciple and Practice, adopted in 1998,

We believe that direct group contributions stand
abetter chance than the “fund flow” plan of provid-
ing adequate funds to each level of our service
structure, while at the same time maintaining group
autonomy, reinforcing the responsibility and au-
thority of the NA group in service matters, providing
motivation for regular fellowship-wide communi-
cation and service accountability, and promoting
NA unity. However, we do not believe that earmark-
ing direct contributions for specific purposes—
whether for H&I, Pl, Literature, or translations—
allows the service structure sufficient flexibility to
effectively coordinate the responsibilities assigned
toit.

The earliest editions of our fellowship’s service
manual (The NA Tree adopted in 1976) recom-
mended direct group contributions to eachlevel of
service. Those manuals suggested that, after a
group had paid its bills and set aside a little extra
money foremergency use, “excess funds should be
diverted to help NA as a whole. A group cando this
by contributing to the area or regional committees
that serve the group or through contributions di-
rectlytothe World Service Office of Narcotics Anony-
mous.”

It wasn’t until 1982, when the World Service
Conference approved a revision of the service
manual sections on the group, area, and region,
that groups were encouraged to donate all their
excess funds to the area committee. Area commit-
tees were then to donate their excess funds to the
region,and theregion’s excesswastoflowontothe
world. Thiswas the “fund flow” planfor funding NA
services.

Various problems have been noted over the
years with the “fund flow” plan. First, the funds
oftendon’t flow; they are frequently used up at the
area or regional levels, leaving little or nothing to
fund regional or world service operations. At the
regional level, this has led to increasing depen-
dence on profits from fundraising activities such as

40

conventions, dances, memorabilia sales, and NA
literature markups, and to decreasing reliance on
group support. Atthe worldlevel, this has produced
a situation where we have a budget that can’t be
accurately projected, in orderto meet the needs of
an ever growing worldwide fellowship.

Direct group contributions to all levels of service
can provide a more stable financial base for our
service structure. Each group decides what pro-
portion of its excess funds to contribute to its area
commmittee, its regional committee, and world ser-
vices. Eachlevel of service canbeassured asource
ofincome as stable as the NA Fellowshipitself. With
this stability, service committees might be able to
reduce their reliance on fundraising activities for
operating income, thereby increasing their ties di-
rectly to the NA groups they serve. '

Certainly, ifan area committee foundin any given
monththatit had surplus funds, it would be encour-
aged to directly donate them to other levels of
service. The same would apply to contributions of
regional surpluses. However, if an area or regional
committee experienced surpluses month after
month, it would probablywant to inform the groups
itserved of the situation so that those groups could
adjust their contributions accordingly. This would
maintain the integrity of the direct contribution
system while making allowance for periodic cash
flow fluctuations.

Direct group contributions reinforce the au-
tonomy of the NA group. Each group determines
for itself how much it gives to each element of the
service structure, based on its own evaluation of
how well those elements are meeting the group’s
needs and the needs of NA as awhole. Our groups
have created a service structure to serve their col-
lective needs in better carrying the message, and
should have responsibility for and authority over
that structure. Direct group contributions put the
groups inabetter position to carry out theirrespon-
sibilities and provides them with a better opportu-
nity to financially impact the service structure.

If the groups were funding each level of service
directly, all service bodies would thereby be en-
couraged to communicate effectively and directly
withthe groups. This would allow groups the most
flexibility in deciding where their money goes. If
groups were not aware of the work or needs of a
particular service body, the chanceswouldbe great
thatthey would choose notto participate in funding
thatbody. Direct funding would also provide away
for each level of service to determine the level of
support they had fromthe groups. Iffunds were not
coming in, service committees would be able to
infer one of three things: either the groups didn’t
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have the money available, the groups didn’t under-
stand or know about what services had been re-
quested, or the groups didn’t support the work that
was being done. As you can see, direct funding
would also give the groups a greater opportunity to
make their voice heard in service matters.

This is not to suggest that groups earmark con-
tributions for special purposes. The groups have
created the service structure not only to deliver
services on their behalf, but to coordinate those
services. In delegating to the service structure the
authority necessary to fulfill its responsibilities, the
groups have also delegated the authority to coordi-
nate the allocation of serviceresources ateachlevel
of service. :

In studying the financial condition and means of
funding employed by several other fellowships, it
has become obvious that we are not alone infacing
a money crunch at all levels of service. Direct
contributions are not a magic answer that will re-
lieve us of all our financial concerns. Ourresponsi-
bility as members to fund the serviceswe requestiis
an issue that needs broad discussion. If we truly
believe that the solution to our financial difficulties
rests with our membership, then it makes sense to
put theresponsibility and ability to impact finances
directly in the hands of our groups.

Fully implementing direct group contributions
should be a part of the discussion that we must
continue to have as a fellowship concerning the
funding of our services. Direct contributions can
playapartin helping us to provide greater financial
stability through enhanced group autonomy, re-
sponsibility, and authority. It encourages better
communicationbetween the service structure and
the groups, provides more direct means of service
accountability, and better promotes the NA unity
upon which our personal recovery depends.
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THE GENERATION OF FUNDS
(FUNDRAISING) AND THE
SEVENTH TRADITION IN

NARCOTICS ANONYMOUS

This article was generated in Decernber 1991 and
revised in 2002 in response to the needs of the
fellowship. It represents the views at the time of its
writing.

Questions about fundraising and how
fundraising relates to the traditions, especially Tra-
dition Seven, have been asked on numerous occa-
sions in the past few years. As groups, areas, and
regions grow, the perceived need for finances to
help fulfill the Fifth Tradition may also grow. When
the cost of ancillary services—such as helplines,
meeting lists, and literature for use in H&I meetings,
among others—is considered, many groups, areas,
andregions find themselvesinthe position of need-
ing or wanting more funds than are provided by
members’ donations to the “basket” at the group
level. Itis at these times that questions arise as to
how to fund the services that help carry our mes-
sage to the still-suffering addict. This article will
attempt to answer some of these questions as well
as offer some simple guidelines aboutraising funds.
We will try to provide a brief historical perspective
onfundraising in NA, look at some of the problems
that may result from various efforts, and strive to
show the relationship of Tradition Seven to this
issue.

Inlooking at this topic, it is helpful to understand
how fundraising started in our fellowship. Many
early groups held a variety of activities such as
dinners, picnics, and other social events to promote
recovery, unity, and a sense of belonging. While
these activities were not specifically intended to
raise funds, a number of them turned out to be
financially successful, allowing the host group to
purchase additional literature or other supplies for
theirmeetings. As the fellowship grew and the need
orwant for additional services became greater, the
purpose of some of these activities changed; in-
stead of celebrating recovery, they were designed
to raise funds.

As the fellowship continued to grow and more
area andregional service committees were formed,
the focus continued to change—in some instances,
to make up for the perceived lack of funds being
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donated from the groups’ Seventh Tradition collec-
tions. As time went on, more and more service
committees began relying on this form of funding,
reaching the point, at times, where the success or
failure ofan event such as a conventiondetermined
the area or region’s ability to provide services and
participate in the fund-flow. In other instances,
groups, areas, and regions had such success with
their social events thattheybeganto putan extraor-
dinary amount of time and effort into these activi-
ties, becoming invested in having a “successful”
convention, dance, or campout.

A considerable number of problems arose from
such practices. The accountability of service com-
mittees to their groups was affected as the commit-
tees began to rely upon these events instead of on
contributions from the groups’ Seventh Tradition
collections for their funding. In some cases, the
various service bodies began to get diverted from
their original purpose by “money, property, and
prestige.” Some groups and service committees
began to amass huge “prudent reserves,” in some
cases amounting to many thousands of dollars. For
some groups and committees, this “prudent re-
serve” grewso large that the body holdingit did not
have to rely upon contributions for upwards of six
months or more, despite the fact that in various
fellowship service publications therecommended
amount for a prudent reserve is one month’s ex-
penses. Merchandising efforts became a “busi-
ness” in some cases, leading us away from the
spiritual focus of our program. It became harder
and harder to insure that donations to our fellow-
ship came only from our members at various social
events. And some members began to raise con-
cerns that we could be perceived by those outside
our program as a fellowship that is more involved
with social functions and merchandising efforts
than with helping addicts recover from the disease
ofaddiction. As these problems became apparent,
members beganto share their concerns and started
questioning the need for such practices. Some of
the questions focused ontherelationship between
Tradition Seven and fundraising.

While this tradition specifically talks about self-
support—declining donations from outside
sources—some of the principles underlying the
tradition, such as simplicity and faith, may prove to
be of assistance in answering questions about fund-
ing ourservices. Ourexperience has shownthat, as
recovering addicts, all of our needs add up to the
need for ongoing freedom from active addiction.
To attain this freedom, we need the principles con-
tainedinthe Twelve Steps and the Twelve Traditions
of NA, recovery meetings where we can share our
experience, strength, and hope, and otherrecover-
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ing addicts to help us apply these spiritual principles
inour lives. These three things are simple; they do
not require us to obtain college degrees or expend
vast sums of money.

In our active addiction, most of us seemed to
have one thing in common: self-centeredness. As
we begin the recovery process, we learn that we
“keep what we have by giving itaway.” We startto
learn the value of being a contributing member of
our fellowship and of society as awhole. We begin
to learn the simple truth that if we want to keep
attending NA meetings and help carry the message,
we need to contribute our fair share financially as
well as with our time and energy. Self-support,
within the context of Tradition Seven, goes far be-
yond mere financial support. Along the way, we
learn that contributing our fair share is one way in
which we can express our gratitude for what has
beenfreely giventous. Overtime, we develop faith
that aslong we are doing what we're supposed to—
practicing the principles of our program—the God
of our understanding will take care of us and show
us a new way to live.

Whenlooking atthe needs ofthe group, simplic-
ity once again comes to mind. Our needs are
simple: a place where we can hold our meetings,
literature to help carry our message, and, in most
cases, simple refreshments. We do not need spa-
cious, luxurious meeting facilities, excessive quan-
tities of literature, or refreshments of every type to
attract addictsto our meetings. The simplicity of our
message and the effectiveness of our program is
sufficient. We do not need large financialreserves
if we have faith that the God of our understanding
will take care of our needs. Our experience has
shown that when a group’s financial needs are not
met, and that fact is communicated to the mem-
bers, those needs are generally taken care of. The
simplicity of our needs is reinforced by the simplic-
ity of our primary purpose—to carry the message to
the addict who still suffers. Our experience has
shown that we must carry out this simple task tothe
very best of our ability, for it is the very essence of
who we are and what we do in NA. We have
discovered that if everything we do is done to fulfill
that purpose, generally, we willfind the funds nec-
essary to do what we must.

Many groups and service committees have de-
cided to avoid controversy by simply seeking to
carry the message to the addict who still suffers. In
thismanner, theyrely solely on attracting new mem-
bers to their groups by striving to strengthen their
personalrecovery, working and living NA’s Twelve
Steps. As new members are attracted, groups grow,
Seventh Tradition collections increase, and more
money is available for group needs. Accordingly,
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funds are donated to the area, the region, and world
services. (For further information on this topic,
please refer to IP No. 25 Self Support: Principle and
Practice ) As services are funded more efficiently,
the NA message of recovery is carried farther and
better than ever before. The result is that more
addicts seek recovery through Narcotics Anony-
mous and more NA meetings begin. This approach
isseen as practical andrealistic by many members
of our fellowship. These members have reported
that frustration over lack of funds and the sense of
urgency toraise money canbe counterbalanced by
the spiritual unity which results from this focus on
our primary purpose.

One of the things that has become evident over
the past few years, however, is thatlarge segments
ofthe fellowship want activities and merchandise.
Ifwe don’t assistinthese efforts, members may end
up conducting them on their own. Whenever this
has occurred, the resulting problems have had
considerableimpact onall elements of NA, affecting
our fellowship’s overall success in achieving its
primary purpose. We strongly believe that
fundraising activities which divert us fromthe spiri-
tual nature of our program are inappropriate and
should not be encouraged within the fellowship.
Social activities designed to enhancerecoveryand
further unity and members’ sense of belonging,
however, are not only acceptable but should be
encouraged.

We believe that fundraising for the sake of
fundraising is questionable, at best. There maybe
times, however, when a group or service commit-
tee finds itselfin extraordinary financial constraints
and begins to consider holding a fundraiser. At
such times, we suggest that careful attention be
given to the following questions: Are the funds
collected from ordinary Seventh Tradition contri-
butions enough to support the group or service
committee’s actual needs? Are wants supplanting
needs? Is the need for the fundraiser of such a
nature that not holding it will result in our primary
purpose going unfulfilled? In addition to these
questions, werecommend that all aspects of spon-
soring a fundraising event be carefully considered.

When these events are held, members of the
hosting group or service committee should exam-
ine the event with respect to all our traditions,
lending their collective experience, strength, and
hope to these examinations. One of the major
pointsto consider is the motivation for holding such
anevent. Anexamination such as this helps keep us
in tune with our principles. The following general
concepts have arisen from the experience of our
fellowship, and we present them here as starting
points for your consideration:
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1. Fundraisingactivities atan NAmeeting are not
usually appropriate because they may detract
from our primary purpose and can present
aninaccurate impression ofthe NA message,
especiallyinthe eyes of the newcomerorthe
non-addict visitor.

2. In order to follow the guidance of our tradi-
tions, a fundraising event should be planned
and held by and for Narcotics Anonymous
members.

3. Inorder to conform to the ideals of the Sev-
enth Tradition, donations from nonmembers
should not be accepted.

4. Sincethere are often times whenwe sponsor
activitieswhere there is a fixed charge for full
participation, the term “donation” should not
be associated with these types of fees. In this
way, we are not confusing contributions with
assessed charges for activities.

5. It must be determined whether the local NA
community is willing and large enough to
support the event.

6. Allaspectsofthe fundraising eventshould be
consistent with our goal of encouraging re-
covery fromaddiction. We should avoid host-
ing events which might encourage gambling,
appear to offer “something for nothing,” or
award prizes that are either not recovery-
oriented or that otherwise may be seen as
being inappropriate. For example, a raffle
prize suchasa car oratelevision might make
someone’s living circumstances more
comfortable, but at the same time maynotbe
directlyrelated to his orherrecovery, whereas
a prize of NA literature or tickets to an NA
workshop or convention would be recovery-
oriented. Itshould alsobe noted that,inmany
USA states and in some other countries, raffles
are illegal. It may also be helpful to consider
whether raffles—and especially cash raffles
or lotteries—appeal more to the spirit of self-
interest than the spirit of voluntary support
implicit in our Seventh Tradition.

All of the solutions we see to the problems ad-
dressed in this article involve communication. We
believe that improved communication about the
needs of our service bodies results in increased
support from NA groups and members. Improved
communicationimproves the accountability of the
service structure to our groups and members. Fi-
nally,improved communication helps us maintain
our focus on spiritual principles like faith and trust,
leading us away from fear, distrust, and self-
centeredness.
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Twelve Traditions of
Narcotics Anonymous

. Our common welfare should come first; personal recovery

depends on NA unity.

For our group purpose there is but one ultimate authority—a
loving God as He may express Himself in our group
conscience. Our leaders are but trusted servants, they do not
govem.

The only requirement for membership is a desire to
stop using.

Each group should be autonomous except in matters
affecting other groups or NA as a whole.

Each group has but one primary purpose—to carry the
message to the addict who still suffers.

An NA group ought never endorse, finance, or lend the NA
name to any related facility or outside enterprise, lest
problems of money, property, or prestige divert us from our
primary purpose.

Every NA group ought to be fully self-supporting, declining
outside contributions.

Narcotics Anonymous should remain forever _
nonprofessional, but our service centers may employ special
workers.

NA, as such, ought never be organized, but we may create
service boards or commmittees directly responsible to those -
they serve.

Narcotics Anonymous has no opinion on outside issues;
hence the NA name ought never be drawn into public
controversy. |

Our public relations policy is based on attraction rather than
promotion; we need always maintain personal anonymity at
the level of press, radio, and films.

Anonymity is the spiritual foundation of all our traditions, ever
reminding us to place principles before personalities.
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PROPOSED WSC RULES OF ORDER

Although the conference strives to be an issue and discussion based event, there are times when
business sessions are necessary. After adequate discussions have occurred, the conference
formalizes its consensus by taking a vote in a business session. The consensus of the World Service
Conference is determined by a majority vote except for those decisions that require a different majority
as spelled out in these Rules of Order. All activity of the World Service Conference strives to achieve
the spirit of consensus-based decision making.

When conducting business, the World Service Conference utilizes the following WSC Rules of Order,
adapted from the latest edition of Robert's Rules of Order (hereinafter referred to as "Robert's").
These WSC Rules of Order have been found to meet the general needs of the conference in the
process of conducting business of the biennial meeting when they are not in conflict with other
conference policies or the principles of NA, including the Twelve Concepts for NA Service.

In cases where the WSC Rules of Order are not comprehensive enough, the latest edition of Robert's
is used. This use is solely in cases where we have not written our own rules of order. If there is a
conflict or discrepancy, WSC procedures take precedence over Robert's.

The intent of using rules of order is to provide an orderly way to conduct business, to protect each
member's rights, to protect the WSC's rights, and to protect the free exercise of debate. If we
understand the principles and use the procedures appropriately, the use of parliamentary procedure
will enhance, not hinder, the accomplishment of the business of the WSC.

Within the WSC Rules of Order, assembly means the WSC, and member means conference
participant. The term facilitator refers to the person facilitating a particular session of the WSC, which
for business sessions is typically the presiding Cofacilitator. The term committee means the World
Board unless some extraordinary circumstance and action occurs.

l. STANDING RULES

A. Each conference participant has only one vote and may only present one motion at the same
time.
. B. No member may speak on a motion more than once unless others desiring to speak on the
motion have exercised their opportunity. RD alternates are considered to be the same
“member” as their respective RDs when acting as a participant.

C. There is a time limit on debate by any member. No member may speak longer than three
minutes on a motion for each time they are recognized by the facilitator to speak.

However, the facilitator may exercise discretion to extend the time limit when in the facilitator's
opinion such action is warranted. To otherwise extend debate, a motion to extend debate
must be adopted.

D. There is a limit on the number of speakers on any motion. No more than three members may
speak in favor (pro) of any motion, and no more than three members may speak in opposition
(con) to any motion.

However, the facilitator may exercise discretion to extend the number of speakers when, in
the facilitator's opinion, such action is warranted. To otherwise extend debate, a motion to
extend debate must be adopted.
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E. Every main motion must be presented in writing on a WSC Motion Form and contain the
name and position of the member proposing the ‘motion and the name and position of the
member seconding the motion. Motions must be turned in to the motions table before the
maker approaches the microphone. Motions presented by the World Board do not require a
second. Motions should be worded in the positive to provide clarity on the effect of the
motion. A motion should be clear, concise, comprehensive, and have the intent visibly
reflected, as the assembly will be voting on the actual wording of the motion, not the maker’s
intent of its effects. All motions are displayed in writing before debate or voting.

All presentations, motions, statements, etc. are made from the microphone(s) to facilitate an
accurate record of the proceedings. The facilitator restates the motion clearly. The motion is
now pending and before the assembly; it is only at this point that the motion belongs to the
assembly and must be disposed of in some manner.

F. Every amendment to a main motion must be presented in writing on a WSC Motion Form and
contain the name and position of the member proposing the amendment and the name and
position of the member seconding the amendment. Amendments must be turned in to the
motions table before the maker approaches the microphone. Amendments presented by the
World Board do not require a second. All amendments are displayed in writing before debate
or voting.

A second merely indicates that another member wishes the matter to come before the
assembly; it does not necessarily mean that the seconder is in favor of the motion.

G. Debate follows (if the motion is debatable), and/or the making of subsidiary or incidental
motions (if the motion is amendable or if other incidental motions are in order).

Debate addresses the motion, not the member making it. Motives should never be
questioned.

Members should address each other through the presiding facilitator and should use titles or
descriptions of duties, not names (for instance, "Mr./Ms. Facilitator, not "John"). The
facilitator addresses members by name. Discussion (debate) is not between two members
but through the facilitator.

Any conference participant has the right to ask the conference to consider if an item is
conference business or if it should be returned to each group for a “group conscience” vote.
The conference then has to decide if the issue requires the efforts of the NA groups.

H. Adoption of Motions

1. On matters of procedure, such as Lay on the Table, Recess, Amend, Commit, etc., the
number voting in the affirmative required for adoption (regardless of type of majority
required, whether simple or two-thirds) shall be determined by the number of members
present and voting yes or no. (Abstentions have no effect.)

2. On matters of policy, such as policy of the Conference, approval, removal or change of
previously-adopted literature, or change to the Temporary Working Guide to Our World
Service Structure (or subsequent service document), two-thirds of the registered
members present at the most recent roll call are required to vote in the affirmative for
adoption to occur.

A simple majority of those present and voting may adopt a motion ordering a roll call be
taken prior to the vote.
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3. Regarding the addition of property to the Fellowship Intellectual Property Trust, deletion of
property from the Trust, or the revision of the contents or nature of Trust Properties, only
NA groups through their Regional Delegates may vote. For any such action to be
approved, two-thirds of the Regional Delegates recorded as present in the WSC roll call
immediately prior to the vote must vote “yes” to the proposal.

4. A quorum (the number of voting members who must be present in order to conduct
business) for the WSC is a majority of all eligible voting members. ’

I. Voting

1. When ready, the assembly votes to adopt (carry) or reject (fail) the motion. This is also
known as the facilitator putting the question. A person facilitating the conference,
conducting a vote, or officially counting a vote does not have a vote while serving in this
capacity.

2. Voting generally takes place by voice, unless otherwise described in a standing rule or
unless a motion is adopted for a standing or roll call vote.

3. If the outcome is unclear, if any member challenges the judgment of the facilitator, or if
any member challenges the validity of the vote in any way, then a standing vote is called.
All in favor of the item are asked by the facilitator to stand and remain standing. The
number of members standing are counted by three independent counters. Those in
favor will be asked to sit, and the procedure will be repeated for those opposed and in
abstention to the item in question. The tally of those in favor, those opposed, and those
abstaining will be compared, and the position will be declared by the facilitator.

4. In cases where there seems to be little or no opposition in routine business, adoption of a
motion or action without a motion can be by unanimous consent. The facilitator calls for
any objections; if there are none, the matter/action is adopted. In the case of an
amendment to a pending motion, this is known as a "friendly amendment." It must be
"friendly" to the entire assembly. In other words, a “friendly amendment” requires
unanimous consent to be adopted to become part of the main motion.

5. There are no fractions of votes. Each conference participant shall have one and only one
vote.

6. In case of a close vote, the facilitator will accept a motion for one recount, or for
disregarding the vote in favor of sending the item to the group level.

7. A majority vote (simple majority) is more than half.

For example, since 37 is half of 74, 38 would be more than half and is a majority of 74;
since 37.5 is half of 75, 38 would be more than half and is a majority of 75.

8. Two-thirds vote (2/3 majority) means at least two-thirds.

For example, of 74, 49.33 is two-thirds; thus 50 would be at least two-thirds of 74. Of 75,
‘50 is exactly two-thirds; thus 50 would be at least two-thirds of 75.

9. There are several ways to determine the set of members to which the majority proportion
(whether simple or two-thirds) applies. Some of these ways are:

A. those present and voting
B. those registered as attending
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C. those present at the most recent roll call or the roll call adjusted for late arrivals
as announced by the facilitator

D. all those eligible to vote whether registered as attending or not, from the entire
membership

E. those present voting YES or NO

When the standing procedures do not specify which set of members is to be used then
the first interpretation, those present and voting, is used.

10. The facilitator announces the result of the vote, and its adoption or rejection. The motion
is considered to be disposed of after this announcement.

An adopted motion shall take effect at the close of the Conference, unless otherwise stated in
the motion.

Old Business sessions address motions that were sent out in the Conference Agenda Report
and any amendments to those motions. All other items are considered New Business. Any
amendment that significantly alters an old business motion could actually move the entire
motion to become a new business item.

Only Regional Delegates vote in old business sessions on old business motions.

M. Regional Delegates and World Board members vote on items in new business.

Il. STANDING RULES--DIFFERENCES FROM ROBERT'S

A.
B.

WSC limits debate to three minutes per speaker. (Robert's is ten minutes)

WSC limits the number of speakers on each pending motion to three pro and three con.
(Robert's is unlimited)

WSC limits debate on the motion to appeal to one pro and one con with the facilitator always
the con. (Robert's is unlimited) '

WSC does not limit the number of times the same member may speak on a motion, except no
member may speak on a motion more than once unless all others wanting to speak have
done so. (Robert's = a member can only speak twice on a motion and cannot speak for the
second time until all others have exercised their rights of debate. If a motion is pending or
brought up again the next day, rights of the debate begin over again.)

WSC requires a two-thirds majority to adopt the motions Lay on the Table and Reconsider.
(Robert's is majority)

WSC will allow no amendments on the motion Limit or Extend Debate. (Robert's allows)

WSC requires a simple majority to adopt the motion Limit or Extend Debate. (Robert's is two-
thirds)

. WSC requires a two-thirds majority to adopt main motions that: amend the service structure;

change the operating procedures of the WSC; change the policy of the WSC; approve
literature; remove or change previously-adopted literature; or change the Temporary Working
Guide to Our World Service Structure (or subsequent service document). (Robert's is a
majority on main motions)
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lil. CLASS (Tyre), PRECEDENCE, AND ORDER oF MOTIONS

A. Since there may be several motions pending at any given time, the highest-ranking motion is

disposed of first. Motions of higher rank than the pending motion are in order. The class, and
the order of precedence within a class, of a motion determines when it is in or out of order,
and what it takes precedence over.

M = Main motion. Brings business before the assembly. Can only be made when no other
motion is pending and ranks lowest in the order of precedence.

1. No main motion is in order if it conflicts with United States, state, or local law, or with
the rules (principles) of the assembly. If such a motion is adopted, even by a
unanimous vote, it is null and void.

2. No main motion is in order that presents substantially the same question as a motion
previously rejected during the same conference. Other motions (reconsider, renew,
amend something previously adopted) can be in order and are described in section
I1I.C. Redress.

3. No main motion is in order that conflicts with a motion previously adopted at any time
during the conference and which is still in force. Other motions (reconsider, renew,
amend something previously adopted) can be in order and are described in section
Ill.C. Redress.

4. No main motion is in order that would conflict with or that presents substantially the
same question as one which has been temporarily disposed of and which remains
within the control of the assembly (for example, Committed, Postponed, or Tabled).
If a question has been laid on the table and the same question is brought before the
assembly during the current conference, it would be more appropriate to take the
original motion from the table and dispose of it than to address the new motion.

S = Subsidiary motion. Assists the assembly in handling a pending motion. Always applies to
the pending motion and does something to it without expressly adopting or rejecting it.
Subsidiary motions also have an order of precedence, and several may be pending at one
time. See table in section Il F below for order of precedence.

P = Privileged motion. Does not relate to pending business, but is so important that it should
be allowed to interrupt the consideration of anything else. In general, the highest ranking
motion. Privileged motions also have an order of precedence, and there may be several
pending at the same time. See table in section Il F below for order of precedence.

I = Incidental motion. Deals with questions of procedure arising out of a pending motion or
another item of business. Although it may resemble a subsidiary motion, it doesn't generally
alter the pending motion but the procedure. With few exceptions, it relates to the pending
question and must be taken care of before business proceeds. It is difficult to set their order
of precedence, since precedence depends on the particular set of circumstances each time.

Following is an example of the order of precedence of privileged and subsidiary motions,
listed with highest ranking at top. Each motion takes precedence (and therefore is in order
even if the others below are pending) over the ones listed below it.

(P) Privileged Motions (not debatable):

e Adjourn
e Recess
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¢ Raise a Question of Privilege
e Call for Order of the Day

(S) Subsidiary Motions (debatable)

Lay on the Table
Previous Question

Limit or Extend Debate
Postpone to Definite Time
Commit (or Refer)
Amend

Postpone Indefinitely

(M) Main Motion

Redress

If a member believes that a motion is not being handled well, or has not been handled
correctly (whether adopted, rejected, temporarily disposed of, etc.), or should be changed due
to new information, a change in circumstances, etc., there are certain situations to consider
and many options available.

1.

Matters left undone or tabled at adjournment die. However, they can be brought up
at a later conference as new questions.

Matters rejected:

During the same conference, the motion Reconsider would be in order. If the
question is substantially different, due to a change in circumstances or new
information or other significant changes in intent, a new motion might be in order.

At a later conference, a motion can be "renewed"--that is, the same question can be
introduced again as if new.

Matter adopted:

During the same conference, the motions Reconsider or Amend Something
Previously Adopted would be in order. The motion to Reconsider is in order if the
original motion was voted on yesterday or today. The motion to reconsider must be
made by a member who voted on the prevailing side of the original vote. If the
reconsider time limit has passed, the appropriate motion would be Amend Something
Previously Adopted. During the same conference, Reconsider is the preferred
motion; however, Amend Something Previously Adopted is in order at any time
before or after it-is too late to reconsider.

At a later conference, the appropriate motion would be Amend Something Previously
Adopted. Any member may make that motion, and there is no time limit.

Matters temporarily disposed of:

Suspend the Rules, Discharge a Committee, or Take from the Table would be
appropriate depending on the circumstances, or to Reconsider a Motion (if
reconsiderable) that temporarily disposed of a motion, e.g., Commit or Postpone.
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Matters on the floor:

Appeal the Facilitator, Point of Order, Call for the Order of the Day, Division of the
Question, etc., and other parliamentary tools may be appropriate.

H. To REMOVE A PENDING MOTION FROM THE FLOOR

J.

There are several options, some of which are:

1. Lay on the Table: if the intent is to set a pending motion aside temporarily, because
an urgent matter has arisen. As soon as the interrupting business has been taken
care of, a motion to Take from the Table is appropriate.

2. Postpone Definitely. if the intent is to put off consideration to a more convenient time
or pending more information.

Postpone Indefinitely. if the intent is to kill the motion for that conference.

4. Objection to Consideration: if the intent is to avoid consideration of the motion for
that conference. This objection must be made before debate begins.

5. Commit to Committee: if the intent is to refer the matter to a specialized group to
collect input, research, and make recommendations.

6. Extend or Limit Debate: if the intent is to limit or extend the number of speakers, the
amount of time each may speak, or the total time for debate, or to set the time that
debate will close. :

7. Previous Question: if the intent is to stop debate immediately and put the question to
vote.

8. Vote against the motion: if the intent is to defeat the pending motion.

9. Vote for the motion: if the intent is to adopt the pending motion.

10. Recess: if the intent is for the assembly to take a brief time out before continuing.

11. Adjourn: if the intent is let the matter die. However, no more business of any kind
will be taken up until the next biennial conference.

RECESS OR ADJOURN

The differences between Recess and Adjourn are:

Recess means to take a short intermission within a session. After the recess,
proceedings are immediately resumed at the point where they were interrupted.

Adjourn means to terminate the conference, i.e., the biennial meeting.

A conference is a series of sessions wherein each succeeding session is scheduled with
the view to continuing business at the point where it was left off at the previous session.

Since the WSC Rules of Order are fairly formal, following is a list of some of the more
commonly known terms:
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Formal Name
Adopted
Amend by Substitution

Amend Something
Previously Adopted

Entertain a motion

Previous Question

Put the Question
Question of Privilege
Rejected

Suspend the Rules

Unanimous Consent

Unfinished Business

IV. DESCRIPTION OF MOTIONS

Common Name

Carried

Substitute

includes Rescind

the facilitator sensing the assembly's intent, mentions
the motion that would be in order that might

accomplish the assembly's goal

call the pending motion to a vote; call for the question;
call for the vote

Vote

point of personal privilege

Failed

includes Change the Order of the Day

“friendly" (particularly in the case of amendments)
"acclamation” (particularly in elections)

old business (although this term is misleading, since
addressing previously-handled, i.e., old business is
different than addressing business yet undone.)

Following is a text description in alphabetical order of the most commonly used motions and some
of their characteristics. Following that is a chart, also in alphabetical order, of those motions,
further describing their use and characteristics.

A. Adjourn means to close the conference immediately.

B. Amend (a pending motion) means to modify the wording and possibly the effect of a pending
motion and is considered a primary amendment--that is, it applies directly to the main
question. The amendment is voted on by itself, before the pending motion. If the amendment
is adopted, the main motion is pending in its amended form; if the amendment is not adopted,
the main motion is pending in its original form.

- 1. An amendment is generally amendable. This amendment is considered a secondary
amendment because it applies to the amendment and not the main question. The
secondary amendment is disposed of by itself, before the primary amendment. |If the
secondary amendment is adopted, the primary amendment is pending in its amended
form; if the secondary amendment is not adopted, the primary amendment is pending in

its original form.

2. A pending motion may be amended many times before final disposition; however, no
more than one primary and one secondary amendment can be pending at any one time.
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3. A member's vote on an amendment does not obligate him to vote in a particular way on
the main motion. Because primary amendments, secondary amendments, and pending
motions are voted on separately, each member is allowed the freedom to oppose the
amendments(s), but vote in favor of the motion, or vice versa.

4. The motion to Substitute, a form of the motion Amend, proposes that a substitution shall
come before the assembly in place of the pending resolution. During consideration of the
motion to substitute, debate may consider the merits of the pending resolution and its
proposed substitute, and both may be perfected by amendment, but any amendments to
the original pending resolution will be taken up first. Once all amendments have been
made and disposed of, the motion to substitute is voted on. If carried, the substitution
comes to the assembly for vote. If the motion to substitute fails, the original pending
resolution comes to the assembly for vote.

Amend Something Previously Adopted means to change a part of a motion already adopted.
This motion can be moved by any member, regardless of how he voted on the original
question. There is also no time limit on when this motion can be made if done during the
current business session.

1. Rescind, Repeal, Annul, a form of the motion to Amend Something Previously Adopted,
means to cancel out totally a motion already adopted. This motion can be moved by any
member, regardiess of how he voted on the original question. There is also no time limit
on when this motion can be made. '

2. Amend the Bylaws (for WSC, Amend the Temporary Working Guide to Our World Service
Structure etc.) is a form of the motion Amend Something Previously Adopted. Generally,
the document to be amended should have a provision within it stating how it can be
amended. If the document does not state how it can be amended, then Amend the
Bylaws is in order as a motion. It is suggested that notice be given to the membership
regarding an upcoming motion to amend the bylaws to give the membership adequate
time for review.

Appeal the Facilitator means that the ruling is taken from the facilitator and decided by the
assembly. By electing a facilitator, the assembly delegates the authority and duty to make
necessary rulings on questions of parliamentary procedure. However, members do have the
right to appeal and have no right to criticize a ruling of the facilitator unless they appeal the
decision. A member who does not choose to appeal a ruling may speak directly to the
facilitator at a later time or bring the issue up in an open forum.

. Commit or Refer to Committee means to send the pending question or other issues to a
committee so that the question or issue may be carefully investigated and put into better
condition for the assembly to consider. For the WSC, this committee would be the World
Board unless some extraordinary action had taken place to create an ad-hoc committee.

Discharge a Committee means to discharge the committee from further consideration of a
question or subject. This is generally only advisable when the committee has failed to report
with appropriate promptness, or when the assembly desires for some urgent reason to proceed
without aid from the committee, or when the assembly wishes to drop the matter. There is no
need for this motion when the committee has made its final report, since that, in effect,
discharges the committee. So long as the question is in the hands of a committee, the
assembly cannot consider another motion involving practically the same question.
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Division of Question means the pending motion is divided into distinct and separate parts to
be considered individually. The motion should state where the division(s) should be.

Lay on the Table means to set the pending motion aside temporarity when something else of
immediate urgency has arisen. The proper form of the motion does not state when the matter
will be taken from the table. The matter must be taken from the table before adjournment or
the matter dies for that conference. However, the matter may be introduced at another
conference as a new motion.

Limit or Extend Debate means the assembly can exercise special control over the total time of
debate, the time each member has to debate, or the number of members who can speak on a
pending motion or series of pending motions, or the time that debate will cease. This motion
cannot impose an immediate closing of debate; the appropriate motion then would be
Previous Question.

Main_Motion is the introduction of new business or, in some cases, the reconsideration or
amendment of previously adopted business.

Objection to Consideration of the Question means the mover believes that the issue is so
sensitive it should not even come before the assembly for consideration or discussion. This
must be moved prior to any debate or the making of any subsidiary motions. The motion
when stated by the facilitator is phrased so that members are asked to vote for or against
consideration. Therefore, those who wish to prevent consideration of the question vote in the
negative. If the mover merely disagrees with the motion, the proper action.is to vote against
the original pending motion.

If the objection is sustained, the main motion cannot be renewed during the same conference
except by unanimous consent or by reconsideration of the vote on the objection; however, the
same main motion can be introduced at any succeeding conference.

Order of the Day, (to call for) means any member can require the assembly to conform to its
own agenda, unless the assembly then Suspends the Rules or Changes the Order of the Day.

Parliamentary Inquiry is a question to the facilitator to obtain information on a matter of
parliamentary procedure, or the guidelines of the assembly, bearing on the business being
considered. It is the duty of the facilitator to answer such questions when it may assist a
member to make an appropriate motion, raise a proper point of order, understand the
parliamentary situation, or understand the effect of a motion. The facilitator is not obligated to
answer hypothetical questions. :

The facilitator's reply is not subject to appeal, since it is an opinion, not a ruling. However, a
member has the right to act contrary to this opinion and, if ruled out of order, to appeal such a
ruling.

Point of Information is a request directed to the facilitator, or through the facilitator to another
member, for information relevant to the business being considered but is not a matter related
to parliamentary procedure and requires no vote. A point of information is not properly used
to create a discussion between two members.

If the point of information is a question to a member who is speaking, the facilitator will ask the
member who correctly has the floor if he will yield to a point of information. The member has
the right not to yield, since the time consumed for the point of information will be taken out of
the speaker's allowed time. If the member yielding is strictly responding to a question,
however, the time is not deducted from the speaker’s time.
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Point of Order means a member believes the rules of the assembly are being violated and is
asking the facilitator to make a determination whether the procedure in question is being
violated. A point of order is not a method or procedure to dispute the accuracy of something
that another member has stated but a way to keep the assembly working on the business that
it is supposed to be working on, in accordance with its guidelines and other rules of order.

Postpone to a Definite Time (Definitely) means to put off action on a pending motion until a
definite day, session, or hour, or until after a certain event. This motion can be moved

regardiess of how much debate there has been on the pending motion. A question may be
postponed to a more convenient time, or because debate has shown reasons for holding off a
decision until later. The question may not be postponed beyond the end of the present
conference.

Postpone Indefinitely means that the assembly declines to take a position on the main
question. Its adoption kills the main motion for the duration of the conference and avoids a
direct vote on the question. It is useful in disposing of a badly chosen main motion that
cannot be either adopted or expressly rejected without possibly undesirable consequences.

Previous Question means to immediately close debate and the making of any subsidiary
motions, except Lay on the Table, of a pending motion. If Previous Question is not adopted,
debate continues. If adopted, the pending motion goes immediately to vote.

Question (Point) of Privilege, (to raise) permits a request or main motion relating to the rights
and privileges of the assembly or any of its members to be brought up for possible immediate
consideration because of its urgency, while business is pending and the request or motion
would otherwise be out of order.

The facilitator rules (subject to appeal) only on whéther this matter should interrupt pending
business. If the facilitator rules yes, then the question is handled depending on its original
form. If originally phrased as a request, it is handled as such; if phrased as a main motion,
the question then requires a second; is debatable, amendable, etc.; and is handled by the
assembly. ‘

Recess means a short intermission in the assembly's proceedings, which does not close the
session, and after which business will be resumed immediately, at exactly the point at which it
was interrupted.

Reconsider enables a motion or amendment to be reconsidered if a member believes it was a
hasty or ill-advised action or if new information or a changed situation has developed.
However, it must be moved by a member who voted on the prevailing side (the seconder may
have voted on either side), and it must be moved either on the same or next day as the
original vote. If the reconsider is adopted, the motion is brought before the assembly in the
exact form as before the original vote was taken and is handled as if it had never been voted
on, that is, it follows whatever parliamentary rules are appropriate to that motion, whether it is
debatable, amendabile, etc.

Suspend the Rules enables the assembly to do something without violating one or more of its
own regular rules, for instance, to bring up a matter at a different time than originally
scheduled. The facilitator cannot move this but can entertain a motion from another member
to do so.

. Take From the Table enables the assembly to make pending again a motion that had
previously been laid on the table. If a matter is not taken from the table within the same
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conference as the motion to lay on the table, the matter dies although the matter can be
reintroduced later as a new question.

Voting, (motions about) enables the assembly to obtain a vote on a question in some form
other than by voice or other than as described in the assembly's standing rules, or to close or
reopen the polls.

Withdraw/Modify a Motion, (to grant the maker permission) means the assembly gives
permission to the maker to alter or withdraw his motion. This permission is required only after
the motion has been stated by the facilitator. After the question is stated by the facilitator, the
motion becomes a pending motion and the property of the assembly, which must dispose of it
in some way. A pending motion can be amended only by vote or unanimous consent, even if
the maker of the motion accepts the amendment.
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motion not in order

interrupt

IN ORDER WHEN SECOND DEBATABLE | AMEN- | VOTE REQUIRED
ANOTHER HAS REQUIRED DABLE TO ADOPT
FLOOR
Adjourn No Yes No No Majority
Amend a pending motion No Yes If motion to be Yes Maijority for
amended is amendment
Amend Something No Yes Yes Yes Two-thirds
Previously Adopted
(Includes Rescind)
| Appeal the Facilitator (must Yes, at time of Yes 1 Pro/1Con No Majority in negative
be made immedi- ately appealed ruling Con is always to reverse facilitator
following decision) facilitator
Commit or Refer to No Yes Yes Yes " Majority
Committee — of a pending
question
Commit or Refer to No Yes Yes Yes Majority
Committee —of a matter not
pending
Division of Question No Yes No Yes Majority
Lay on the Table No Yes No Yes Two-thirds
Limit or Extend Debate — No Yes No No Majority
pending question
Limit or Extend Debate — for No Yes Yes No Majority
duration of session
Main Motion No Yes Yes Yes See Standing Rules
Objection to Consideration Yes No No No Two-thirds against
of the Question — prior to consideration
debate sustains objection
Order of the Day Yes No No No On demand of
member unless set
aside by two-thirds
Parliamentary Inquiry Yes No No No Facilitaor response
only
Point of Information Yes No No No Response only
Point of Order Yes No No unless No Faciliator ruling or
submitted to majority of body
body by
facilitator
Postpone to Definite Time No Yes Yes Yes Majority
Postpone Indefinately No Yes Yes No Majority
Previous Question No Yes No No Two-thirds
Question of Privilege — main Yes but not to No No No Faciliator ruling

subject to appeal
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IN ORDER WHEN SECOND DEBATABLE | AMEN- | VOTE REQUIRED
ANOTHER HAS REQUIRED DABLE TO ADOPT
FLOOR
Question of Privilege — main No Yes Yes Yes Majority
motion in order
Recess-pending question No Yes No Yes, to Majority
time
Recess-no pending No Yes Yes Yes Majority
question
Reconsider Yes, before person Yes If original No Two-thirds
has spoken motion is
Suspend the Rules No Yes No No Two-thirds
Take from the Table No Yes No No Majority
Voting — motion about while No Yes No Yes Majority, if not to
question is pending open or reopen
polls
Voting — motion about while No Yes Yes Yes Majority
question is not pending
Withdraw or Modify a Yes, if needs Yes, if made No No Majority
motion after stated by immediate by maker.
facilitator attention No, if by
another
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INTRODUCTION

This document reflects the current policies for Narcotics Anonymous World Services,
adopted by the World Service Conference. A Guide to World Services in Narcotics
Anonymous is updated to reflect actions approved at each WSC and sent to conference
participants. Copies of this document are also available for purchase from the WSO.

Dates for 2002-2004 Conference Cycle
Regions and conference participants should be aware of the following dates for the
2002-2004 conference cycle:

Travel requests (by quarter) 45 days before each quarter
15 November for January-March
15 February for April-June
15 May for July-September
15 August for October-December

Deadline for request to be recognized as a new

conference participant at WSC 2004 1 April 2003

Regional Motion Deadline in final form 25 August 2003
English Conference Agenda Report available 24 November 2003
Translated Conference Agenda Report available 23 December 2003
Conference Approval Material no later than 23 January 2004
Regional Report deadline 15 February 2004
World Service Conference 2004 25 April to 1 May 2004
World Conventions WCNA-29

4-7 July 2002 Atlanta Georgia

NA’s 50" anniversary — WCNA-30
3-6 July 2003 San Diego, California

The deadlines for material for inclusion in Conference Reports, dates and locations for
the Worldwide Workshops, and other world service deadlines will be communicated
throughout the conference cycle.

Other documents or policies that may be of interest to conference participants are the
Fellowship Intellectual Property Trust, the Internal Processes of the World Board, and
the Fellowship Development Plan. Publications of interest are the Conference Agenda
Report, Conference Report, NAWS News, NA World Services Annual Report, and the
Quarterly Report.

All of these items are provided to conference participants at some time during the
conference cycle and are available upon request from the World Service Office. Many
are also available on our website, www.na.org. If you have any questions about any of
these items or anything else related to world services, please contact the World Board in
care of the WSO or at Worldboard@na.org.
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THE NARCOTICS ANONYMOUS SERVICE STRUCTURE

The following is a brief description of the service units of Narcotics Anonymous. A more
complete description of service on the local level, including groups, areas, metropolitan
services, regions, etc. can be found in A Guide to Local Services in Narcotics
Anonymous.

The NA group

NA groups are local, informal associations of recovering addicts. They are the
foundation of the NA service structure. Groups are formed for the primary purpose of
carrying the NA message of recovery, and all of their activities should reflect that
purpose. Conducting Narcotics Anonymous meetings is the primary activity of an NA
group. The group may conduct its own affairs in whatever way seems fit to its members,
provided the group's actions are consistent with NA's Twelve Traditions and do not
adversely affect other groups or the entire NA Fellowship. In the conduct of the affairs of
NA as a whole, the groups delegate to the rest of the service structure the responsibility
for the fulfilment of NA services. Group service representatives (GSRs) are elected to
participate on behalf of the groups in the area committee and the regional assembly.

The area service committee (ASC)

The area committee is the primary means by which the services of a local NA
community are administered. The area committee is composed of group service
representatives, administrative officers (chairperson, vice chairperson, secretary,
treasurer), subcommittee chairpersons, and the area's regional committee members.
The area committee elects its own officers, subcommittee chairpersons, and RCMs.

The metropolitan service committee (MSC)

A metropolitan service committee (MSC) administers a single set of coordinated NA
subcommittees in a city that has more than one ASC, eliminating duplication of services
and providing greater effectiveness in carrying the NA message. With direct services
consolidated citywide by the metro committee, the community's area committees are left
free to facilitate group support. ‘

The regional service committee

Regional service committees exist to pool the experience and resources of the areas
and groups it serves. The RSC is composed of regional committee members (RCM’s)
elected by the region's member-areas; these RCMs elect regional committee officers
from among themselves. RSCs organize assemblies at which group service
representatives and regional committee members discuss a wide range of service
matters, including those likely to come before the World Service Conference. The
region's delegate to the world conference is elected by the GSRs and RCMs at the
regional assembly.

Zonal forums

Zonal forums are service-oriented sharing and/or business sessions that provide the
means by which NA communities can communicate, cooperate, and grow with one
another. Although not a part of NA’s formal decision-making system, world services and
zonal forums interact in many ways. Zonal forums are invited to provide reports on the
floor of the World Service Conference and, when requested by the conference, may also
answer specific questions or address the body. In order to improve communications,
they are provided with conference participant mailings and are requested to send their
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minutes to world services. World services typically attends zonal forum meetings, and
may provide funding for some participants’ attendance at zonal forums. Maintaining
effective communication between the zonal forums and world services is a high priority.
In order to more effectively serve the fellowship, world services and zones should
develop a partnership for the planning and conducting of the worldwide workshop
system, and by assisting each other in the coordination of a variety of service efforts
such as professional events and fellowship development activities.

NA WORLD SERVICES

World services are those services that deal with the problems and needs of NA as a
whole and that NA offers to its members, its groups, and to society. The basic purposes
of our world services are communication, coordination, information, and guidance. We
provide these services so that our groups and members can more successfully carry the
message of recovery and so that our program of recovery can be made more available
to addicts everywhere. Although all parts of our service structure affect and are affected
by NA as a whole, only at this level do we find service bodies designed to deal with
problems that involve our entire fellowship.

NA WORLD SERVICES VISION STATEMENT’

All of the efforts of Narcotics Anonymous World Services are inspired by the primary
purpose of the groups we serve. Upon this common ground we stand committed.

Our vision is that one day:

e Every addict in the world has the chance to experience our message in his or her
own language and culture and find the opportunity for a new way of life;

e NA communities worldwide and NA world services work together in a spirit of unity
and cooperation to carry our message of recovery;

e Narcotics Anonymous has universal recognition and respect as a viable program
of recovery.
As our commonly held sense of the highest aspirations that set our course, our vision is
our touchstone, our reference point, inspiring all that we do. Honesty, trust, and goodwill
are the foundation of these ideals. In all our service efforts, we rely upon the guidance
of a loving Higher Power.

World Service Conference

The final part of our service structure is the World Service Conference (WSC). It is the
nerve center of our fellowship. Our conference is the one time and place where all of
our world services come together. Unlike all other service bodies of NA service, the
conference is not an entity, it is an event—the coming together. Every two years,
regional delegates, the members of the World Board, and the executive director of the
World Service Office meet to discuss questions of significance to the Fellowship of
Narcotics Anonymous as a whole. The purpose of the World Service Conference is to
be supportive of the fellowship as a whole and to define and take action according to the
group conscience of Narcotics Anonymous.

) Adopted 28 May 1996, subject to review and/or revision through the Conference Agenda Report.
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The World Board

The purpose of the World Board (WB) of Narcotics Anonymous World Services, Inc. is to
contribute to the continuation and growth of Narcotics Anonymous. The board serves as
a primary resource for the NA Fellowship by providing the support needed to carry our
message while ensuring that the service and support provided are of the highest quality
possible. The World Board manages all activities of world services including oversight of
the operations of the fellowship’s primary service center, the World Service Office.

The World Service Office

The purpose of the World Service Office (WSO), our main service center, is to carry out
the directives of the World Service Conference in matters that relate to communications
and information for the Fellowship of NA, its services, groups, and members. The World
Service Office achieves this purpose by maintaining correspondence with NA groups
and service committees, by printing and distributing WSC-approved literature, and by
maintaining the archives and files of Narcotics Anonymous.

The Regional Delegate

The regional delegate (RD) serves as the primary contact between NA’s world services
and the local NA community. On the one hand, the delegate provides information on
current world service projects to the regional committee. On the other, the delegate
provides a local perspective to the work of world services. During the delegate’s term, he
or she attends the World Service Conference as a fully active participant, for while the
delegate is elected by and accountable to the regional assembly, he or she is not a mere
messenger. The delegate is selected by the region’s group representatives and RCMs
to act in the best interests of NA as a whole, not solely as an advocate of his or her NA
community’s priorities.

The regional delegate works closely with the region's alternate delegate. Like the
regional delegate, the alternate is a full participant in the regional service committee.
The delegate often consults with the alternate, asking for different perspectives on world
service affairs and seeking to involve the alternate in helping to carry the workload.
Alternate delegates are welcome to attend the meeting of the World Service Conference
in the company of their delegates; however, they will be recognized as full participants in
the meeting of the World Service Conference only in the event of the primary delegate's
absence. Seating on the floor of the conference will be limited to two—one delegate and
one alternate per region.

Although not participants at the World Service Conference, the conference has created
two additional components to assist it in its responsibilities. They are:

The Human Resource Panel (HRP) who facilitates an election/selection process that
will allow the World Service Conference to base trusted servant choices upon the .
principles of ability and experience, helps to allow members to be nominated from
around the world without having to be present at the conference to receive due
consideration, and create a more open opportunity for world services to benefit from our
collective resources by providing an established and recognized process by which to do so.

The WSC Cofacilitators who preside over the business meeting of the World Service
Conference and communicate with the World Board as necessary in order to be
prepared for the conference meeting.
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WORLD SERVICE CONFERENCE MISSION STATEMENT *

The World Service Conference brings all elements of NA world services together to
further the common welfare of NA. The WSC’s mission is to unify NA worldwide by
providing an event at which:

e Participants propose and gain fellowship consensus on initiatives that further the
NA world services vision;

e The fellowship, through an exchange of experience, strength, and hope,
collectively expresses itself on matters affecting Narcotics Anonymous as a whole;

e NA groups have a mechanism to guide and direct the activities of NA world
services;

e Participants ensure that the various elements of NA world services are ultimately
responsible to the groups they serve;

¢ Participants are inspired with the joy of selfless service and the knowledge that our
efforts make a difference.

THE WORLD SERVICE CONFERENCE

“Our common welfare must come first. Personal recovery depends on NA unity.”
Nowhere in our service structure is this tradition more evident than at the meeting of the
World Service Conference. Guided by our Twelve Traditions and Concepts, it is the one
point in our structure where the voice of NA as a whole is brought to view and expressed
on issues and concerns affecting our worldwide fellowship. The World Service
Conference is not just a collection of regions; its concerns are greater than just the sum
of its parts. The conference is a vehicle for fellowship communication and unity: a forum
where our common welfare is itself the business of the meeting.

Conference deliberations serve the needs of a diverse membership of different
languages and cultures and address the challenge of how to provide effective services
to NA groups around the world. The conference works for the good of all NA, taking into
account both present and future needs.

Narcotics Anonymous is a life-saving program. Our founders envisioned a worldwide
fellowship of addicts when there was only one group and one meeting in the world. Our
founders established a world service structure to help to carry the message to addicts
everywhere, at a time when Narcotics Anonymous existed in only one country unified by
a single language and culture. With an unshakable faith and belief in Narcotics
Anonymous, born out of personal experiences of recovery, the creation of the World
Service Conference followed in 1976. Those members—dreaming of a better day for
addicts everywhere—embarked on a mission to bring together those few NA groups,
which existed at that time, into a unified fellowship. Knowing from personal experience
that the old lie, “once an addict, always an addict,” was dead, that we do recover, our
predecessors labored to ensure the continuation and growth of NA everywhere.

That vision continues. In each biennial meeting of the World Service Conference, our
fellowship comes together in one place at one time to share experience, strength, and
hope with each other. The purpose remains to solve common problems among those
already here and fortunate enough to have discovered this new way of life and—more
importantly—to redouble our efforts to carry the NA message to the addict who still
suffers.

) Adopted 28 May 1996, subject to review and/or revision through the Conference Agenda Report.
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The Meeting of the World Service Conference

The World Service Conference is held every two years. It typically takes place the last
week in April within seventy-five miles of the World Service Office. Regional delegates,
together with members of the World Board and the executive director of the World
Service Office, meet to discuss questions of significance to the Fellowship of Narcotics
Anonymous as a whole. In addition, the conference meeting includes members of the
Human Resource Panel and the two WSC Cofacilitators. All are fully funded to attend
the week-long meeting.

For the purposes of decision-making, conference participants are defined as regional
delegates and World Board members. Regional delegates vote and make motions in all
business sessions at the conference. World Board members vote only in election and
new business sessions but may make motions in all sessions. The executive director of
the World Service Office does not have a vote or the ability to make motions at the
conference meeting.

The key to the effectiveness of each conference meeting depends on the preparation of
all conference participants. The amount of information that must be read and
understood is quite daunting as the meeting is the culmination of a two-year process that
begins at the prior conference. Months in advance the Conference Agenda Report is
published and distributed, containing issues and proposals to be considered at the
meeting. Other essential information is also provided in advance. It is the responsibility
of all conference participants to arrive at the World Service Conference familiar with the
provided information.

The conference week begins with an orientation. One purpose of this orientation is to
familiarize participants with the goals and objectives of each session scheduled for the
week and the procedures utilized by the conference. This session is purposely informal
to allow participants to become comfortable with what to expect throughout the
upcoming week and to identify resources available to assist them. The second purpose
of this session is to help establish a sense of community among the members gathered
from around the worldwide fellowship.

The opening session begins with the adoption of procedures and the minutes from the
previous meeting. Regions newly seated at the prior conference are welcomed and
afforded the opportunity to address the meeting about their activities and growth. Brief
reports are then heard from the different entities of world services providing information
to assist participants in their discussions during the week.

Much of the time spent at the conference is focused on building consensus on important
agenda issues from the fellowship and world services. Consensus-building requires
hearing all points of view, mutual respect, and finding the common ground that every
participant can support, even when the eventual decision is not exactly as every
participant may desire. Adequate discussion takes time and may occur in the
conference meeting as a whole, in panels, or in small groups. Regardless of how these
discussions occur, they require commitment from each participant to focus on the issues
at hand. Only after adequate discussion and consensus-building has occurred, does the
conference enter a business session in order to formalize its decisions.

The old-business session of the meeting is to consider the issues and proposals
contained in the Conference Agenda Report. Each item is first reviewed by the
conference to assess how much, if any, discussion needs to take place before the body
is prepared to make a decision. If it appears that there is not a need for much
discussion, only brief discussion will take place in the conference as a whole. If the
conference needs more discussion prior to making a decision, then these discussions
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may take place by dividing the conference into smaller groups. When the discussions
are finished, the conference is brought back together-as a whole.

Although the actual agenda may vary from conference to conference, certain sessions
occur at every conference. Presentation and discussion sessions about fellowship
issues and new project ideas precede the new business session. In this section of the
week, the conference approves the budget for the next two years, provides ideas and
direction to world services, approves service material that was not contained in the CAR,
and considers the seating of new regions. Elections, zonal forum reports, and World
Board meetings are also scheduled during the week.

During all business sessions, the World Service Conference utilizes an adapted form of
Robert’s Rules of Order. These rules are provided to conference participants prior to the
WSC and may also be obtained by contacting the WSO.

The closing day of the conference is an opportunity for the conference to review its
decisions of the week and their impact over the upcoming conference cycle. This
session allows the conference participants to leave with a common understanding of the
work ahead, the challenges of the next two years, and what may be expected at the next
WSC meeting.

[This description of the conference meeting outlines many new ideas. They should be
implemented on a trial basis, and if ineffective, they should be changed based on the
experience over the next several years.]

The Work Cycle between Conferences

The foundation of the conference work cycle is communication, in order to create an
effective dialogue between world service’s components, including delegates, and the
fellowship. Communications that encourage new ideas, open participation, and the
opportunity for dialogue helps to build consensus and promote unity. To be successful,
information must move smoothly and openly, back and forth. The responsibility for good
communication falls on everyone.

Communication in between meetings of the conference prepares conference participants
to act as fully informed conference members at the next meeting. It becomes as
important, if not more so, than the time spent at each conference meeting. The cycle
between conferences is when most of the work, approved at the previous conference
- meeting, is accomplished by world services. Communication during the cycle takes
three basic forms: reports, input into the process for new projects, and participation in
the worldwide workshop system and other events.

The Conference Report, NAWS News, the Conference Agenda Report, the NA World
Services Annual Report, and the Quarterly Financial Report are all periodic service
publications published by world services. These are designed to provide information
about ongoing activities of world services, updates on projects approved by the WSC,
financial accountability, and upcoming issues and concerns of interest to conference
participants and the fellowship. (The specifics of these publications are described at the
end of this section. NA World Services also publishes numerous periodicals that are
more fellowship-focused such as The NA Way Magazine, Reaching Out, and Meeting by
Mail.)

’ All bracketed items [ ] throughout this document indicate terms and conditions that are temporary for a designated period
of time. They are presented as "guidelines," and will expire or roll off as the implementation of each of the system's
components takes effect.
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What makes these publications successful is not only the information they convey, but
also the feedback received from delegates and other members of the fellowship about

the information. Ideas and suggestions—both positive and negative—are strongly
encouraged and welcomed.

The World Board discusses, evaluates, and refines ideas suggested to it between
conference meetings. The “Process for New Projects” described later in this manual
depends on ideas from individuals, groups, service committees, and the World Board
throughout the two-year cycle. The World Board considers all submitted ideas,
proposals, and suggestions and reports its recommendations to conference participants
as soon as possible. Many ideas that are received that fall under routine services or
don't require conference action may be acted on without developing a conference
project; others may require the board to submit a proposal to the WSC before
proceeding.

Delegates shouid not delay submitting their ideas until the deadline for the Conference
Agenda Report. This most likely will postpone full consideration of their ideas as
projects for at least two years.

In addition to the above-described written communication and process for projects, world
services also plans and coordinates a worldwide workshop system in conjunction with
delegates and zonal forums [up to six workshops between WSC 2002 and WSC 2004]".

These workshops will be rotated throughout the fellowship and are intended to help -

world services learn first-hand about fellowship issues and concerns and to create an
opportunity for dialogue, service training and workshops, and exchanging experience
with our principles. Members and trusted servants from all service levels are
encouraged to participate. The actual agendas for the workshops will be developed with
the delegates and zones involved to identify the goals, objectives, and issues to be
addressed at each workshop.

World services also participates in other events around the fellowship during the two-
year cycle. World Service Meetings are scheduled for conference participants as
necessary to provide progress reports and invite input on current projects and activities.
World service also attends a number of zonal forum meetings, CAR workshops, and
other fellowship events. ,

[This description of the conference cycle outlines many new ideas. They should be
implemented on a trial basis, and, if ineffective, they should be changed based on the
experience over the next several years.]*

" All bracketed items [ ] throughout this document indicate terms and conditions that are temporary for a designated period
of time. They are presented as "guidelines," and will expire or roll off as the implementation of each of the system's
components takes effect.
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World Service Conference Publications

NA World Services produces several different publications in an effort to provide
frequent and regular written communications. While each of these publications has a
specific distribution list, copies are always available to any member by contacting the
World Service Office and often also on the website, www.na.org.

NAWS News
NAWS News is a short, easily translatable report that is published several times each
year. It was created to allow the World Board to regularly report, particularly after its
meetings. It is distributed to areas, regions, and conference participants in multiple
languages.

NA World Services, Inc. Annual Report
The NA World Services Annual Report provides a summary of the activity of world
services for the prior fiscal year and is released by the end of September. It is
distributed to regions and conference participants.

Quarterly Report
This report is distributed to conference participants and contains financial and travel
information.

The Conference Report

The Conference Report is a periodic publication of the World Service Conference that
has evolved as a means of providing continuing information to conference participants
about the activities of world services. These reports contain information on the status of
major projects, suggestions for new work, and problems that have been encountered.
Through the periodic publication of the Conference Report, the World Board may keep
conference participants informed of the progress on items that may eventually be
contained in the Conference Agenda Report. Regional delegates may also provide
reports to be included, subject to editorial review by the World Board. The frequency of
publication may change from year to year. The schedule for each year is provided to
conference participants ahead of time. The report is distributed to all conference
participants.

Regional reports are distributed in the last Conference Report before each WSC. These
reports are submitted by delegates and contain information about their regions such as
number of meetings, groups, and H&l panels; service activities being conducted by the
region and/or the areas; challenges that the region is facing; and any specific
experiences that may benefit another region and/or world services. This information is
important to the overall purpose and mission of the World Service Conference, and all
delegates are encouraged to submit their reports before the published deadline. Zonal
forums are also welcome to submit written reports for distribution.

The Conference Agenda Report is distributed a minimum of one hundred and fifty (150)
days prior to the opening day of the conference, with translated versions released a
minimum of one hundred and twenty (120) days prior. The amount of material translated
can vary but minimally the front portion of the CAR (which contains the reports,
proposals, and motions before the conference) is translated into the languages possible.
The report contains the proposals and motions that the fellowship is being asked to
consider and form a fellowship wide group conscience on. One copy of the report is
mailed to each voting participant of the conference, each RD alternate, and the mailing
address of each region. NA members may purchase additional copies from the WSO.
The price established for the report may vary depending on the cost of production and
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distribution. The Conference Agenda Report also includes an easy-to-read glossary of
terms.

The Conference Agenda Report includes reports, proposals, and motions from the World
Board and any proposals or motions submitted from regions. (Regional motions will be
included in their own section and have the same number when presented on the
conference floor.) Regional motions must be submitted two hundred and forty (240).
days prior to the opening of the conference. All motions will include a written intent.
Regions are allowed up to 150 words to describe the reasoning behind, and
consequences of, their regional motions in the Conference Agenda Report. The World
Board also includes a recommendation in order to provide the fellowship with as much
information as possible when considering the idea.

Statements of the financial impact of each motion appearing in the CAR will be included
from the World Board. Reports may include a summary of events leading to the
presentation of the proposals that are included. Material presented to the fellowship for
approval will be written in a form that lends itself to a yes/no vote and specifies the
conceptual changes involved to affirm and support this process. Only material approved
by the World Board is sent out to the fellowship in "approval form."

The World Service Conference will place issue discussion topics into the Conference
Agenda Report and the final two topics will be selected by the fellowship. (Will be
removed if Motion 2 is adopted.)

All motions submitted to be placed in the Conference Agenda Report that attempt to
change, amend, or delete WSC policies, shall include those policies, or sections of those
_ policies, which each motion attempts to amend. Further, it shall be the responsibility of
the maker of the motion to provide this information along with the motion.

SERVICE UNITS OF THE WORLD SERVICE CONFERENCE

World Board External Guidelines

The World Board also operates with a set of Internal Processes and Procedures that
provide more detail about the board’s internal procedures and -practices. The Internal
Processes and Procedures of the World Board is a working document that is amendable
by the board and is available to anyone upon request. The World Board also functions
legally under a set of corporate by-laws that reflect the policies provided in these
External Guidelines. The External Guidelines are amendable only by action of the World
Service Conference.

World Board’s Mission

The mission of the World Board is to contribute to the continuation and growth of
Narcotics Anonymous. The board serves as a primary resource for the NA Fellowship
by providing the support needed to carry our message, while ensuring that the service
and support provided are of the highest quality possible.

Accountability Statement

The World Board is the service board of the World Service Conference. As such, it is
accountable to the World Service Conference and ultimately to the final authority within
our service structure as stated by our Second Concept—the groups, who retain the final
responsibility and authority for all NA services. In accordance with the principle of
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delegation described in our Third Concept, the World Service Conference, on behalf of
the groups, delegates to the World Board the authority to provide effective services.

Purpose of the World Board

The purpose of the World Board is to:

Carry the message of recovery to addicts who still suffer from addiction.

Provide support to the Fellowship of Narcotics Anonymous in their efforts to
provide the opportunity to recover from addiction.

Oversee all the activities of NA world services, including the fellowship’s primary
service center, the World Service Office.

Provide service to individuals or groups of addicts seeking recovery from addiction
and assist the 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.

Ensure that no resources generated from Trust Properties are utilized to engage in
any activities or exercise any powers that do not further the primary purpose of
Narcotics Anonymous, which is to carry the message to the addict who still suffers.

Hold and manage in trust for the fellowship the income produced by any world
service activities in a manner that is within the spirit of the Twelve Steps Twelve
Traditions, and Twelve Concepts of Narcotics Anonymous.

Hold in trust for the Fellowship of Narcotics Anonymous the rights to the exclusive
control, use, printing, duplicating, sales, and use of all the intellectual properties,
logos, trademarks, copyrighted materials, emblems, or other intellectual and
physical properties of the WSC, or the Fellowship of Narcotics Anonymous as a
whole in accordance with the will of the WSC.

Control and manage the exclusive production, printing, manufacture or
reproduction of the properties, or the licensing for production, printing, manufacture
of the properties of the Fellowship of Narcotics Anonymous and offer these
properties for sale to the fellowship and the general public.

General Duties

The duties of the World Board shall be understood to be administrative in nature. So
that it can fulfill its mission and the will of the WSC, the general duties of the World
Board are to:

Communicate all world service activity to our membership in accordance with the
principles embodied in our Eighth Concept.

Oversee the operations of the fellowship’s primary service center, the World
Service Office.

Administer the activities necessary for the successful operation of the World.
Convention.

Hold our fellowship’s intellectual properties in trust in accordance with the
Fellowship Intellectual Property Trust.

Provide support and administration for all world service meetings.
Plan and budget for basic service provision and project development.
Be accountable for all world service budget responsibilities.

Select committee members for project development and completion.

Oversee activities associated with how our fellowship and service structure interact
with society.
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e Oversee development of new literature, periodicals, and translations.

e Address philosophical issues and questions about our traditions and concepts,
developing position papers when necessary.

o Make necessary decisions affecting NA world services when the World Service
Conference is not in session, always mindful of the priorities previously established
by the World Service Conference.

Membership
The World Board will consist of up to twenty-four members elected by at least 60% of
the World Service Conference. These conference-elected members will have equal
participation rights, including voting on the board and at the World Service Conference.
Board members may not, however, vote on items that have been submitted to the

groups in the Conference Agenda Report or on any other items of Old Business at the
World Service Conference.

Membership Qualifications

In addition to the qualities expressed in Concept Four such as humility, integrity,
trustworthiness, and strong commitment to open communication, the following
qualifications for nomination and election to the World Board are written to express the
variety of skills and experience necessary to the board’s optimum operation. A single
individual may not have all of the qualifications listed below. These qualifications should
not be viewed as a list of absolute requirements, but rather as an expression of the
qualities and experience that will help the board to best serve our fellowship:
o History of both completing work independently and working well within a group.

o Familiarity with and commitment to the World Service Conference vision of a global
fellowship demonstrated through world service or personal life experience.

e Familiarity with the Narcotics Anonymous service structure.
e Administrative skills.

o Experience with plan development and financial forecasting.
¢ Organizational and communication skills.

e Ability to donate sufficient time to attend meetings, travel, and to fulfill the
additional commitments of board membership.

e A working knowledge of the Twelve Steps, Traditions, and Concepts.

Clean Time Requirement
All board members must have a minimum of ten (10) years clean.

Terms
The length of term for board members shall be six years. All members of the board are
eligible for election for two consecutive terms.

To maintain the ideal of one-third of board seats rotating every two years, if the World
Service Conference chooses to elect more than eight (8) board members at the same
time, the term lengths will be determined by volunteers and then by random drawing at
the first World Board meeting following the WSC.

Quorum and Decision-Making,

Internal Elections, and Removal of Members

Quorum and Decision-Making: The proposed quorum for regularly scheduled meetings of
the World Board equals one half of all seated members plus one (e.g., were there
twenty-four seated members, quorum would equal thirteen: one half the seated
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members—twelve—plus one). While the board should strive for consensus, its process
requires a minimum of a majority of seated board members to vote in the affirmative
(i.e., a minimum of thirteen “yes” votes) to represent a decision of the World Board.

Participation and Internal Elections: All board members shall have the right to full
participation. All voting members of the Executive Committee of the board will be
elected by the board. Election to any position on the board will require a simple majority
vote.

Removal of Members: Members may be removed from the board by a two-thirds majority
vote of the board. Further, the conference may, by a two-thirds majority vote, direct the
board to do so for the following causes:

1. Failure to attend two meetings within a twelve-month period.

Relapse as defined by the Fellowship of Narcotics Anonymous.
Conviction of a felony or equivalent offense during their term of office.
Declared to be of unsound mind by a final order of a court.
Misappropriation of Narcotics Anonymous World Services funds.

Breach of statutory duties relating to a board member’s standard of conduct as
defined by the law of the state of incorporation.

Once removed from the board, former members may only be reinstated by an action of
the World Service Conference. Removed members retain no rights of attendance and/or
participation until such time as they have been reinstated by the WSC.

® o s N

In the event of vacancies on the World Board due to removal or any other cause, the
World Board.may not fill such vacancies. Only the World Service Conference can elect
World Board members, and all vacancies will remain until the World Service Conference
elections.

Committees of the Board

The World Board accomplishes much of its work through its five committees; an
executive committee, an events committee, a public relations committee, a fellowship
relations committee, and a publications committee; as well as a group within the board
known as the “guardians.” Committees may create workgroups for specific projects or
tasks, with approval by the World Board. All members serving in a leadership capacity
for each committee will be board members in order to provide for clear lines of
communication.

Accountability

Committees are answerable and responsible to the World Board. In keeping with
Concept Five, the World Board, in turn, is directly accountable to the World Service
Conference, thus ensuring definite and direct lines of accountability across all world
service operations.

Role of the Committees
The committees provide a resource to the World Board and to the fellowship in specific
areas of operations. ‘

Committee Makeup

World Board members will be assigned by the full board to each committee. The
number and experience of non-board members chosen by the board from the World
Pool depends upon the projects assigned and prioritized by the WSC. Thus, each
committee’s size in a given year can vary, though each will always continue to exist.
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Responsibilities .
The following are the committees’ and guardians’ composition and responsibilities:

The Executive Committee .
The Executive Committee consists of the following members:

e The Chairperson of the World Board

e The Vice-chairperson of the World Board

e The Treasurer of the World Board

e The Secretary of the World Board

e The Executive Director of the WSO—in a non-voting capacity

General Duties: The Executive Committee upholds the duties of the corporation and its
officers in accordance with all applicable laws; directs the activities and the annual
performance review of the executive director of the WSO; retains responsibility for
interacting with the executive director between board meetings; remains responsible for
the general administrative duties of world services; and makes necessary decisions
affecting NA world services when the World Board is not in session, always mindful of
the priorities previously established by the board.

Election and Removal: The Executive Committee, with the exception of the Executive
Director of the WSO, is elected by a majority vote of the board. Officers of the board can
be removed from office by the board with a two-thirds majority vote.

The Events Committee

The Events Committee consists of the assigned board members, with any additional
committee members being selected as necessary from the World Pool.

General Duties: The Events Committee is responsible for the logistical planning for WSC
meetings (agenda items are actually set by the full board), the World Convention, and
other world service meetings, while serving as a resource for regional/area convention
committees.

The Public Relations Committee

The Public Relations Committee consists of the assigned board members, with
additional committee members being selected as necessary from the World Pool.

General Duties: The Public Relations Committee is responsible for activities associated
with how our fellowship and service structure interface with society. The committee will
also guide the way we inform the public about NA, covering all public relations with the
medical profession, the criminal justice system, governmental and non-governmental
organizations, and the media. The Public Relations Committee also serves as the H&l
and PI contact for our fellowship and its local service committees.

The Fellowship Relations Committee

The Fellowship Relations Committee consists of the assigned board members, with
additional committee members being selected as necessary from the World Pool.

General Duties: The Fellowship Relations Committee is responsible for activities
associated with our fellowship and service structure, conference policy and procedures,
and proposed changes to our service structure.

The Publications Committee

The Publications Committee consists of the assigned board members, with additional
committee members being selected as necessary from the World Pool.
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General Duties: The Publications Committee is responsible for overseeing the
development of our fellowship’s new literature, while coordinating and prioritizing the
translations of existing literature, mindful of the need for conceptual fidelity of
translations and literature. The committee is also responsible for the revisions of
existing literature, while serving as a resource for area and regional literature
committees and local translations committees.

The Guardians

The Guardians consist of members appointed by the full board from the board’s
conference-elected membership.

General Duties: These members serve as a resource to the fellowship, the World Board,
and the World Service Conference. Acting as a kind of “bellwether” for our fellowship
and for the World Board, the guardians address principle-related issues confronting our
membership. - A group whose responsibilities involve the very core principles of our
program, the guardians are charged with the responsibility of moving proactively on such
fellowship issues by developing position papers, though they also may provide guidance
to our membership on issues identified by the fellowship as problematic, controversial,
and/or topical. Remaining the “guardians” of NA’s Traditions and Concepts, this group
will also guide the World Board in philosophical discussions that affect the continuation
and growth of NA.

The World Service Office
Probably the single busiest part of our service structure is the World Service Office
(WSO). The WSO is the main contact and distribution point.

One of the most important functions of the WSO s to link our widespread groups and
members into a single, cohesive fellowship. The WSO stays in close contact with our
groups, areas, and regions. This contact is maintained through correspondence; our
quarterly newsletter, The NA Way, and through the delegates within our service
structure. The WSO offers considerable aid to new groups, existing groups with special
problems, institutional groups, groups outside the United States, members who travel
extensively, and loners. This aid is in the nature of sharing the experience that other
groups and members have reported to the WSO and putting those who seek aid in touch
with other groups or members within our fellowship.

The World Service Office publishes The NA Way Magazine: our fellowship’s
international journal. The magazine provides both a forum for sharing about NA
recovery, unity, and service, as well as information about world services. Produced in
English, The NA Way is translated into the primary languages spoken in Narcotics
Anonymous. The magazine is distributed four (4) times a year, at no cost to subscribers,
to every trusted servant and NA group contact address in the WSO database, as well as
any member who asks to be included in that mailing list. The magazine is edited by
WSO staff and an editorial board appointed by the World Board.

Another major function of WSO is the publication and distribution of literature, which
includes the printing, warehousing, and distribution of all existing literature. The WSO
publishes a quarterly newsletter and numerous other periodicals, all World Service
Conference material, and new literature in English and other languages. Additionally, we
make available a number of Kits, such as the group starter kit. In order to provide these
publications, the WSO needs financial support.

" bellwether: Refers to the practice of “belling” a member of a flock: indicates “one who takes the lead or initiative.”
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In order to provide communications, coordination, information, and guidance services,
the WSO must keep extensive files of correspondence and other records. These files
include letters to and from those who have contacted the WSO; a file of all corres-
pondence with each NA group; a record of all starter kits sent out; the name, address,
and telephone number of all GSRs, RCMs, and RDs; and the addresses of all general
service committees and their officers. Along with these files and records, the WSO
keeps the archives of NA's history. These archives contain relevant documents,
newspaper articles, photos of original meeting places, etc. Records such as these are
necessary so that we may learn from our past mistakes, stay in contact with all of NA,
and serve our fellowship.

One of the most difficult jobs of the World Service Office is dealing with public anonymity
breaks. Due to the nature of our fellowship, no part of our service structure should ever
serve as a disciplinarian. This would not be in keeping with our basic principles. When
public anonymity breaks do occur, the WSO functions in an educational role. We try to
explain to the individual or group and the media involved that actions of this type are in
violation of our traditions and that this type of publicity can potentially cause grave
problems that could threaten the survival of our fellowship. It is never our place to
attempt to punish—we can only try to prevent the recurrence of this type of problem.

The final WSO function we shall discuss is that of public relations. Much of our mail
consists of requests for information from individuals, agencies, and other drug programs.
It is our policy to answer each inquiry; however, we stress that our function is not
informational or referral. Our program is comprised of principles and people. Our
relationship with those outside our fellowship is cooperative, and our traditions make it
clear that we must stay unattached if we are to survive.

The World Service Office is our fellowship's main service center. To meet our needs as
a growing fellowship, our services need to operate as efficiently and effectively as
possible within the spiritual principles of the NA program.

The World Board of Narcotics Anonymous World Services, Inc. directly oversees all
world service activities, including the World Service Office. Narcotics Anonymous World
Services, Inc. is a registered, nonprofit corporation in accordance with the laws of the
State of California and the United States Federal Government. Within the bylaws,
specific sections state the purpose and relationship of Narcotics Anonymous World
Services, Inc. to the World Service Conference of NA and our Twelve Traditions. These
bylaws further acknowledge the right of the conference to make specific
recommendations to the World Board regarding its general operations.

External Guidelines for the World Pool and Human Resource Panel

Guidelines for General Eligibility and Implementation

1. World Pool Eligibility Requirements: World Pool members must have a minimum of
five years clean. '

2. Criteria for selection: HRP members will note the requirements and needs for the
position and then evaluate the individuals being considered. The following
circumstances and qualities will be considered in the discussion:

a. The need for balance between rotation (new people and fresh experience)
and continuity (service experience) in NA World Service efforts.

b. Recovery experience.
c. Service interests.
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d. Skills and talents applicable to the task/position.
Maturity level, character, integrity, stability.
History of commitment.

Geographical diversity is an important factor only if all other considerations
are equal.

3. Administrative Policy for the World Pool:

The HRP administers the World Pool.

All information in the World Pool is kept in strictest confidence.
Increasing the membership of the World Pool is a high priority.

In order to maintain accurate information, each member of the World Pool
whose information is three years old will be sent a request to renew their
interest and update their information.
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e. Any World Pool member who does not respond to the renewal request within
60 days will be deemed inactive. '

f.  The HRP is responsible for creating and maintaining the information forms for
the World Pool.

g. The HRP provides a current list of all pool members and current region of
residence to the World Board on a quarterly basis.

Purpose of the World Pool
The purpose of the World Pool is to constitute a pool of trusted servants willing and
qualified to serve on the World Board, the WSC Cofacilitator positions, the Human
Resource Panel, and the World Board’s committee and workgroup projects. The pool
consists of a compilation of information about members, demonstrating a variety of
recovery and service-related experience, as well as any skills necessary for the
successful completion of world level assignments.

v Clean Time Requirement for the World Pool
All prospective pool candidates must have a minimum of five (5) years clean.

Purpose of the Human Resource Panel (HRP)
The purpose of the Human Resource Panel is to:
o Facilitate an election/selection process that will allow the World Service

Conference to base trusted servant choices upon the principles of ability and
experience.

e Allow members to be nominated from around the world without having to be
present at the conference to receive due consideration.

e Create a more open opportunity for world services to benefit from our collective
resources by providing an established and recognized process by which to do so.

Duties of the HRP

The Human Resource Panel provides a list of qualified candidates to serve the
fellowship by:

1. Developing a description of the desired skills and experience necessary to complete
the upcoming conference cycle’s projects and services based upon the World
Board’s formal request.

2. Utilizing all available resources to solicit candidates’ service information worldwide.
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3. Screening applicants’ information to identify qualifications and skills.

4. Informing potential candidates as to the qualifications necessary to serve on the
World Board, the terms of office, and the general duties of the World Board, its
committees, and the World Service Office.

5. Informing potential candidates as to the qualifications necessary to serve as the
WSC Cofacilitator or as a member of the Human Resource Panel.

6. Providing the World Service Conference with a list of individual nominees best
qualified for election to the World Board, the WSC Cofacilitator, and Human
Resource Panel positions. These lists, for the purposes of elections at the WSC,
will not be governed by any minimum ratio, though the HRP should always strive to
offer the conference a choice in candidates. Further, the maximum candidate-to-
open-position ratio should also have a limit of no more than three (3) candidates for
each open position up for election.

7. Providing the World Board with a list of individuals’ information (addicts and non-
addicts) for appointment to serve on committee projects. (Clean time requirements
are not applicable for non-addicts.)

8. Reviewing candidates’ information for the World Board, WSC Co Facilitator, and
Human Resource Panel positions, to determine the need for interviews of
prospective candidates.

9. Being available during the conference election process to answer participants’
questions. However, all information about the panel's internal discussion about
specific candidates will be kept strictly confidential by members of the Human
Resource Panel.

Nominations :

“Nominations” to the World Pool are submitting a service information form for
consideration to the Human Resource Panel. All members who meet the minimum
requirements will be included in the World Pool. While local service boards’ and
committees’ nominations of candidates to the World Pool are recommended, they are
not required for nomination to the pool.

The Human Resource Panel will make nominations to the World Service Conference for
election to the positions of World Board member, Conference Cofacilitator, and Human
Resource Panel. Conference participants may also nominate individuals for each of
these positions, but it is recommended that all prospective candidates go through the
World Pool/Human Resource process. The Human Resource Panel cannot nominate
current HRP members to any World Service position.

Accountability
The Human Resource Panel is accountable to the World Service Conference.

Composition
The Human Resource Panel consists of four (4) individuals elected by a simple majority
of the World Service Conference.

Term
The term of office for the Human Resource Panel member will be two (2) conference
cycles. Panel members cannot serve two consecutive terms.

In order to maintain the ideal of one-half of the seats rotating every two years, if a
vacancy exists and the conference is asked to elect more than two members at one
time, the term lengths will be determined by volunteers and then by random drawing at
the first HRP meeting following the WSC.
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Membership Requirements

As well as holding no other world-level service commitments by the time they assume
their duties on the Human Resource Panel, all prospective Human Resource Panel
members should demonstrate the following:

e Trustworthiness—integrity and the ability to provide leadership (as discussed in our
Fourth Concept).

e Discretion—the ability to fulfill their responsibilities with the conference’s
confidence that confidential information will be protected.

e Experience—members should possess previous world service experience and
should demonstrate some personnel/human resources experience.

e Ability to read English.

e A working knowledge of the Twelve Steps, Traditions, and Concepts of Narcotics
Anonymous.

Clean Time
Human Resource Panel members must have a minimum of eight (8) years clean.

Participation by WSO Staff

WSO staff is responsible for ensuring that communication is forwarded through all
available channels regarding the needs of the World Board. The communication
identifies the types of skills and experience needed to participate on the board and its
committees. The staff also has administrative and clerical responsibilities for the HRP,
as well as facilitates the meetings of the HRP.

The WSC Cofacilitators

The WSC Cofacilitators are two (2) individuals elected by a simple majority of the World
Service Conference. The purpose of the WSC Cofacilitators is to preside over the
business meeting of the World Service Conference. WSC Cofacilitators must have a
minimum of eight (8) years clean time. The term for each position will be one
conference cycle. The Cofacilitators may be elected to two consecutive terms. WSC
Cofacilitators are accountable to the World Service Conference.

The duties of the WSC Cofacilitators are to:
1. Preside over the business meeting of the World Service Conference.

2. Communicate with the World Board as necessary in order to be prepared for the
conference meeting.

The qualifications for the WSC Cofacilitators are:
1. A demonstrated ability to preside over business meetings.
2. A working knowledge of WSC conference policies and procedures.

3. A working knowledge of Robert's Rules of Order and general parliamentary
procedure.

Demonstrated organizational skills.

Holding no other world service positions or responsibilities at the time of assuming
the Cofacilitator’s duties.

6. A working knowledge of the Twelve Steps, Traditions, and Concepts of Narcotics
Anonymous.
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CONFERENCE POLICIES

Amendments to the Guidelines
A Guide to World Services in Narcotics Anonymous may be amended at any time by a
two-thirds (2/3) majority vote of the World Service Conference.

Operational Guidelines of the WSC
1. Minutes of the conference meeting are distributed to conference participants within
ninety (90) days of the close of the conference.

2. Motions submitted or committed to the World Board will include a written intent
provided by the maker.

It is the policy of the WSC to make tapes of the conference available for sale.

4. The World Service Conference funds the attendance of a delegate from each seated
region to the meeting of the WSC, which is held every two years. This funding
includes travel, lodging, and meal expenses only. This policy would cover all
previously seated regions that have attended one of the past three conferences.

w

World Service Conference Election Procedures

Nominations
1. Information about World Board, Human Resource Panel, and WSC Cofacilitator
positions will be communicated to conference participants in the orientation packet.

2. The Human Resource Panel (HRP) nominates qualified candidates for the positions
of Cofacilitator, Human Resource Panel member, and World Board member. HRP
nominations do not require a second.

3. In addition to the HRP, seated regions can make a nomination and conference
participants can make or second nominations.

a) These nominations require a second by another conference participant.

.b) Regional nominations require the recognized conference participant of that
region to sign their regional nomination.

c) An Alternate Delegate cannot make or second nominations except when serving
as a Regional Delegate.

d A nomination form must be used for all nominations.
e) Individuals accepting a nomination must sign the nomination form.

4. The HRP reviews all information and nomination forms, verifying that the nominee
meets the clean time requirement for the position (as of the end of the conference)
and validates the nomination. Nominees who do not meet the stated requirements of
the position for which they are nominated will be removed from the ballot.

5. Nominees for world service positions do not have to be present for elections.
World Pool Information and Nomination Forms

1. A separate World Pool information and nomination form must be completed and
turned in for each nomination.

2. World Pool Information and nomination forms can be mailed or faxed, in advance of
the conference meeting, to the HRP in care of the WSO.

3. Designated WSO staff members, at the nomination table, will accept all information
and nomination forms brought to the conference meeting.
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4.

The time periods for acceptance of information and nomination forms, including all
deadlines, will be communicated to conference participants in the WSC orientation -
packet.

Additional World Pool Information and Nomination forms can be obtained through the
WSO and on the NA world services website, www.na.org. The forms may be
reproduced. However, they may not be altered.

Candidate Profiles will be distributed to each conference participant at registration.
These documents will provide a standardized report for all candidates who are
nominated by the HRP.

A candidate information package, arranged by position, of all qualified nominations,
will be distributed to voting participants during the conference.

Challenges to a nomination must be submitted in writing to a WSC Cofacilitator.
(See Challenging a Nomination)

Elections

. The list of nominees, including the maker and second if required, for the World

Board, Human Resource Panel, and the WSC Cofacilitators will be posted before
elections.

The day and time of elections will be listed in the WSC Agenda, distributed in the
orientation packet.

Ballots

a) Three separate ballots will be handed out by a single roll call.

b) Each baliot will be a different color.

c) One ballot will list the nominees for World Board.

d) One ballot will list the nominees for the Human Resource Panel.
e) One ballot will list the nominees for the WSC Cofacilitators.

No introductions or question and answer period will be held. -
Voting

a) Voters may vote for as many or as few nominees as they wish.

b) The eight World Board nominees receiving the most votes above the required
60% majority will be' elected to the World Board.

c) The two Human Resource Panel nominees receiving the most votes above the
required 50% majority will be elected to the Human Resource Panel.

d) The two Cofacilitator nominees receiving the most votes above the required 50%
majority will be elected as the WSC Cofacilitators.

e) In order to keep the ideal of one-third of World Board seats and one-half of the
Human Resource Panel rotating every two years, open positions at the
conference on the World Board above eight and on the HRP above two will be
considered vacancies. If the conference chooses to fill a vacancy, the same
majority is required for these positions as listed above but the World Board or the
HRP respectively will determine the term length after the election.

Tabulation
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a) Ballots will be collected by a roll call. This roll call is not considered an official roll
call of the conference.

b) Results will be calculated based on the total number of ballots collected for each
position. Blank ballots that are collected, indicating a choice for none of the
nominees, will be counted in the total number voting. Ballots not turned in will
signify a choice not to participate and will not influence the totals required for
election.

c) All information provided about candidates must be returned at the time of the
final ballot collection.

d) Election results will be announced as soon as available.

Challenging A Nomination

A concern regarding a nominee's integrity and its impact on the nominee's ability to
effectively serve if elected is to be addressed through this procedure. The petitioner
must be a conference participant.

The purpose of this policy is to preserve the integrity of the election process by
effectively addressing issues directly related to a nominee's ability to serve in a
respectful and responsible manner. The procedure to challenge a nomination is:

1.

The conference participant completes an Assistance Request Form and submits it to
a WSC Cofacilitator. This form must be submitted before the deadline listed in the
WSC agenda distributed in the orientation package.

If there is not sufficient time to resolve the conflict prior to the scheduled election, a
WSC Cofacilitator may ask the conference to postpone the election until after
resolution occurs. '

A WSC Cofacilitator will request one member be assigned from the Human
Resource Panel, and one member be assigned from the World Board and will assign
a Regional Delegate or Alternate to participate in a mediation panel. This panel will
review the request and meet with the petitioner to establish clarity, discuss his/her
concerns, and assess if further action is appropriate.

The panel will contact the nominee to apprise him/her of the stated challenge, obtain
a response from the nominee, and determine a course of action.

If the question is that of misrepresentation and further action is deemed necessary
for resolution, the panel members will arrange a meeting, by phone or in person,
between the nominee and petitioner, for the purpose of resolution. The panel may
select a panel member to facilitate. The panel may utilize other members whose
experience may help resolve the issue.

The panel may ask the petitioner to withdraw the challenge or request the nominee
to withdraw from consideration. If there is no agreement on action, the panel will
present the issue to the conference floor for resolution.

Criteria for Recognition of New Conference Participants

1.

A new region is eligible to apply for recognition as a conference participant after
having functioned as a service body for at least three years. For regions forming out
of an already existing region, the newly formed region has to have functioned as a
separate body for at least three years.

New regions should conform to established geographic boundaries, equivalent to
state, territorial, provincial, or national boundaries, unless there are certain conditions
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to the contrary. A region forming out of an already existing region may be seated at
the conference by demonstrating that it meets the specific conditions that necessitate
separation. From time to time, local service delivery needs arise in existing regions
that result in the establishment of multiple regions. These circumstances should be
reserved for situations caused as a result of large NA populations, great geographic
distances, or such diversity of language or custom so as to impede effective, direct
communication between the service committee and the fellowship.

3. A region that meets these criteria may then initiate its request to be recognized as a
conference participant by submitting a letter of intent to the World Board not less
than one year before a World Service Conference.

4. Upon receiving notification from the region, the World Board will request that the
region provide information on the current and past history of the service delivery
within the region. The board will inform the region of the type of information that
should be submitted.

5. If the region is forming out of an already existing region, the new region should also
provide information as to the nature of the extraordinary circumstances that
precipitated the formation of the new region, and summarize the consideration and
decision—making processes used to create the new region. This statement should
also address what special circumstances exist that would preclude the new region
from continuing to have its voice heard at the conference by simply participating in
some form of shared services (regional assemblies, workshops, or any form of
participation in collecting group conscience) with the old region.

6. All regions will also be asked to answer questions such as:

e Why do you want to become a conference participant?

e Do you believe that the voice of your NA community is not currently being heard
at the WSC? If so, why?

e Do you believe your community has enough NA service and recovery experience
to be a positive contributor to the global decision—-making process for the
fellowship? If so, explain how.

e Wil participation at the conference affect your local NA community? If so, how?

e Do you believe that your region adds a voice or a value to the conference that
does not exist in the current conference body?

7. The World Board reviews the information provided using a group of conference
participants—World Board members and regional delegates—as a workgroup, who
are involved throughout this process, while working directly with the region to obtain
any further information. Interactions among the board, its workgroup, and the region
may continue until the board is satisfied that it has collected all of the information
needed. The board, with the assistance of the workgroup involved, will produce a
final report with recommendations for the upcoming conference. The requesting
region will see the report before it is distributed to conference participants and may
include any additional information it believes is relevant for the conference to
consider. A report of the information will then be distributed to conference
participants prior to the WSC. Due to the complex nature of regional development,
each application is considered on a case-by-case basis, rather than through some
arbitrary criteria that establish minimum size and structure of regions in order to
address local service issues.

8. Upon the presentation of information to the WSC, the conference will consider the
request. Formal recognition as a conference participant requires a two-thirds vote of
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approval by the conference. There is no need for the region to be present at the
conference at which their request is being considered, and funding for attendance
will not be provided.

9. The addition of the new region will take effect upon the close of the World Service
Conference at which its application is approved. Upon approval, the newly
recognized region’s delegate is automatically funded to the next WSC.

Guidelines for the NA World Services Budget

The budget is built around two types of activities: routine operations and variable or
non-routine items. “Routine” refers to world service activities that are directly
connected to day-to-day operations.

Any new non-routine world service project will have been thoroughly planned with
an accompanying budget and timeline, and be prioritized and approved by the
World Service Conference. No prospective project may be prioritized by WSC
participants unless it has been accompanied by a project timeline and budget.
Projects created for the routine operations of world services are reported to the
conference but are not presented for prioritization and approval.

In order to reflect the realities of our service delivery system, all items submitted for
budget consideration must be accompanied by an expense estimate that includes
a staff-time component.

In the budget, provisions are made for the maintenance of a world services
operational reserve fund.

A four-tiered accounting process is used in which funds are designated as:

1. Fixed Operational Funds—funds allocated toward world service activities
that are recurring in nature and have little to no functional change from
budget year to budget year.

2. Variable Operational Funds—funds allocated toward non-routine world
service projects and/or activities that vary from budget year to budget year.
This includes those items prioritized by the World Service Conference.

3. Reserve Funds—those allocations that are set aside to meet current and/or
future financial needs. These funds are maintained in both short-term and
long-term reserve accounts. Funds are also allocated toward the planned use
of cash to offset, the effect of depreciation, improve asset value, provide
financial resources necessary to effectively address the intellectual property
management called for in the FIPT, and/or to acquire any fixed asset that has
a depreciable value.

The fiscal year end for Narcotics Anonymous World Services, Inc. is 30 June.

In addition to the already established protocols for an annual report and an annual
audit, the World Board issues quarterly financial reports to all conference
participants.

New project proposals can be forwarded from the fellowship and from the board
itself. (See the Ideas for World Service Projects Submission Form in Addendum
B.) One of the duties of the World Board is to develop project plans, which include
budgets and timelines for all prospective non-routine world service projects. The
World Board reports to the conference on all ideas that they receive and chooses
to propose some of those ideas to the conference for further discussion and
eventual prioritization. The board decides which items they believe are desirable,
practical, and achievable and develops project plans for these items. These are
forwarded to conference participants prior to the WSC for eventual prioritization at
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the conference. No project proposal will be considered for prioritization or action
during the same WSC as it was originally proposed.

All project ideas submitted to the board from the fellowship are considered and the
board’s decisions as to which projects will be further developed, are reported to
conference participants. In the event that conference participants do not agree
with the board’s decision to not develop an item for prioritization, the conference
may provide direction that a project plan be developed and presented to the next
World Service Conference for prioritization.

While there is no minimum or maximum number of projects that may be offered
and/or prioritized, all project-related decisions will, of course, be limited by
available resources, both human and financial. For the purposes of budget
development and oversight, the World Board is responsible for determining basic
services, which appear under “Fixed Operational Funds” in the budget proposal.
The conference then prioritizes projects based on available resources that appear
under “Variable Operational Funds” in the budget proposal and finally reviews and
adopts the budget for the upcoming conference cycle. At the WSC, project plans
are approved individually with the remainder of the budget (fixed operational, and
reserve funds) approved as a whole.
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Process for New Projects

SERVICE
COMMITTEES

WORLD
BOARD

INDIVIDUALS GROUPS

Projects are presented to the World Board
from individuals, groups, service
committees, the World Service Conference
and from within the board.

’_TR; World Board discusses
all ideas received. The
board decides if the idea is
feasible and how it fits into
the overall priorities of world
services and the needs of
tLhe_feIIowshlp.

World Board

All ideas received are reported to conference
participants along with the board's decision as to
whether or not to pursue the development of a
project plan.

The World Board develops project plans that The conference may direct the board to

include a timeline as well as the financial and
human resources necessary to complete the
project.

reconsider any project or issue presented to

them. The board will then develop a project

plan and present it to the following WSC for
prioritization.
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The World Board presents all project plans
to the WSC. The conference then
prioritizes all projects received. The

World Service Conference

conference approves the projects that are
able to be completed in the next
conference cycle.
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World Services Travel Guidelines

Purpose
The Executive Committee of the World Board makes decisions about the necessity, goals, and
activities related to travel at the world level of service in Narcotics Anonymous.

Goals
1. To help to ensure that world service travel produces the highest quality results.

2. To help to ensure that world service travel is planned, evaluated, and followed up in a way
consistent with the philosophy of the Fellowship of Narcotics Anonymous.

Planning Procedures
The Executive Committee reviews all requests based on where they have been placed in the funding
priorities set by the World Service Conference. Additionally, during the two years between
conferences, the World Board also establishes priorities that may affect travel. Availability of world
service funds and resources are also considered when planning travel.

All requests for world service participation will be considered. The section on “Types of Travel” covers
some of the issues that are considered by the EC. For requests from the fellowship, a World Service
Participation Request Form (see Addendum B) is needed. Additional information that would assist in
evaluating the request is also helpful.

Travel requests are considered on a quarterly basis. Forty-five days before each quarter is the
minimum necessary to consider a request but it is never too early. Requests should be submitted as
early as possible. Forty-five days prior means a deadline of 15 November for the January to March
quarter, 15 February for the April to June quarter, 15 May for the July to September quarter, and 15
August for the October to December quarter.

Whenever possible, known worldwide fellowship trips and non-NA events will be considered on a
conference-cycle basis. This assists in the effectiveness of planning and prioritizing for these trips.

Reporting Procedures
The Executive Committee regularly reports its routine decisions to WSC participants. These reports
include the trip, purpose, and travelers. Any discussions of a philosophical nature are included in the
Conference Report. A summary of travel decisions for the cycle is presented before each meeting of
the WSC.

Types of Travel
Funding is typically approved for world service travel to the following types of events (these may
change from year to year, depending on the priorities set at the WSC): the World Service
Conference, world service workshops, World Board meetings, World Board committee and workgroup
meetings, World Convention site visits , non-NA events, and fellowship requests.

Note: Due to limited funding and personnel, preference must be given to muiltiregional events and
forums. Requests for attendance at convention workshops are usually not approved due to limited
time available on the convention agenda. Requests for assistance in problem resolution, particularly
in isolated or emerging NA communities, will be considered a priority. With all requests, the nature of
the event and the needs of the requesting NA community are considered.

Guidelines for Travel Plans

Two Travel Together

Most world service travel will include teams composed of at least two participants. Two-member
teams stand a better chance of effectively communicating with the many types of people encountered
in world service travel. Such teams also help dispel the perception that any one person can or should
speak for world services. Each member of a team can also provide emotional and spiritual support to
the other while trying to accomplish the purpose of the trip. Although two-member teams are
preferred, there are times when this will require assessment.
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Choose from Current Participants )

Current members of the world service team—WSO administrative and coordinating staff, members of
the World Board and its committees and workgroups, and RDs—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 or the needs of the team
indicate otherwise, former participants may be asked to travel.

Combine Trips

To maximize the benefits received from world service travel expenditures, trips are planned in such a
way as to fulfill 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 Executive Committee of the World Board 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 type of lodging.

Personal Expense Allowance
and Reimbursement for World Service Travel

World service travelers may claim reimbursement for specified expenses for each day of travel on an
approved world service trip. Typical expenses allowed under thé policy are for meals, transportation
and ground transportation, parking fees, tolls, and tips. Allowance limitations are established by the
US Internal Revenue Service for business travel in the US and by the US State Department for
business travel outside the US. Those limitations as published are used to administer this policy. The
daily maximum for meals in the US is provided in the budget proposal approved at each World
Service Conference. (See the WSC Travel Reimbursement Policy in Addendum A.)

At each WSC, newly elected and continuing trusted servants are given a written description explaining
all processes and procedures to be followed by world services travelers. Included in the package are
the kind of expenses that can be reimbursed, the limits of reimbursement, which items require
receipts, expense forms, advances, and how to submit claims for reimbursement.

Air transportation is reserved and ticketed through the WSO or its agent, whenever possible.
Travelers should make air travel arrangements as far in advance as possible. Travelers are
responsible for their tickets once they have been received. The use of other modes of transportation
is permitted, but only the most economical mode of transportation will be reimbursed.

Reimbursement for lodging is typically for double occupancy. Single accommodations may be
arranged to accommodate individual needs or concerns, if presented and approved by the EC. This
may not be determined by the individual traveler. NA world services does not reimburse for
companion accompaniment. :

Fraudulent claims or violations of the policy and/or procedures can result in one or more of the
following actions:

e Request for repayment of all unauthorized expenditures.
» Rejection of reimbursement for submitted expenses.

e Rejection of request for travel advance.

e Suspension of trusted servant from office.
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Credit Cards

In recent years we have found it productive to use credit cards to facilitate the service responsibilities
of specific individuals in world services. NA World Services maintains a policy on the use of credit
cards for employee responsibilities and has since their initial use. It seems responsible to apply those
parameters to credit card use for WSC responsibilities. These policies ensure that credit card use
conforms to a standard set of guidelines.

Distribution of Cards

A. The issuance of credit cards for WSC responsibilities is subject to the approval of the Executive
Committee of the World Board. Each person approved for credit card issuance shall be provided
a Conditions of Authorized Use form, which must be completed, signed, and on file prior to
issuance of a credit card.

B. Board or committee members who reside outside the continental United States may be issued
credit cards to facilitate the fulfillment of their service responsibilities, at the discretion of the
Executive Committee.

C. Board or committee members may be issued credit cards on a temporary basis for a designated
trip or function. All cards issued under this criterion must be returned to the WSO by registered
mail within thirty days of completion of the trip or function. All invoices or other accompanying
documentation should be returned at the time of card surrender.

D. All cards must be returned within thirty days of the closure of the term of office of the card holder.

All invoices or other accompanying documentation should be returned at the time of card
surrender.

E. WSO executive management have the authority to cancel all cards on the closure of a term of
office based upon the surrender criteria outlined above.

Credit Card Expenditures

All expenditures on the credit card must be substantiated by the receipts issued at the time of card
use. Individuals utilizing the credit cards should submit an expense statement accompanied by the
invoice(s) resulting in card use—not the credit card slip, but the actual hotel bill, car rental agreement,
etc. All receipts should be attached to the permanent record of the trip or function. World service
credit cards should not be used to cover personal expenses not directly related to the trip or function,
even though the individual may intend to repay the conference for the expenditures. The Executive
Committee of the World Board conducts quarterly audits and/or reviews of WSC credit card activity by
all trusted servants and reports such findings to the fellowship in the Conference Report.

Credit Card Misuse

Any alleged inappropriate and/or unauthorized credit card use, or persistent failure to submit
appropriate documentation of credit card use, requires a thorough investigation by the committee.
The committee will review all necessary documentation and request written statements of explanation
from the individual involved and anyone else who may have knowledge of the situation. A
‘determination will be made by the committee and reported to the fellowship. The determination of the
committee can result in one or more of the following actions:

¢ Reinstatement of credit card privileges, if previously removed.
¢ Revocation of credit card privileges.

¢ Request for repayment for all unauthorized expenditures.

¢ Rejection of reimbursement for submitted expenses.

e Suspension of trusted servants from office.

Theft

Those traveling with NA world services’ equipment should leave a list of the items they are taking with
the World Service Office, including serial or identification numbers and other information that may be
necessary in making reports to police or transportation companies. The theft of equipment belonging
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to NA world services should be reported to the WSO not later than the next working day. When in
doubt, contact the WSO immediately.

NA world services will not assume any financial responsibility for the loss of travelers' personal item
unless the loss is the result of actions beyond the control of the traveler, such as loss caused by
transportation company personnel. Claims for such losses should be made in writing within thirty
days of the loss and should include a detailed report of the items lost and their value.

Accident, Injury, and Liability

Non-employees 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 does not assume any liability for personal
injury or loss of personal property to non-employees 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 or become injured as a result of non-employee 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 World Board Executive Committee prior to accepting any travel assignment. If you have
any questions or concerns about accident, injury, liability, or health coverage, please call the WSO
before accepting or planning a world services trip.

World Services Translations Policy

Purpose

The purpose of this policy is to assure the development and production of quality translations of NA
Fellowship-approved literature.

Objectives
1. Provide assistance for translation of NA Fellowship-approved literature.

2. Ensure that translations of NA Fellowship-approved literature maintain the spirit of the NA
message as well as the integrity of the Twelve Steps and Twelve Traditions.

3. Assure that all legal documentation, copyright releases, etc. needed to protect the translation of
NA material are collected. .

4. Provide for an annual translation priority schedule.
Facilitate the approval of the Basic Text personal stories.
6. Ensure that the final approval of the translations be done by the local communities.

o

Approval of Translations
The World Service Conference does not actually approve translations of literature. It delegates that
responsibility to the World Board. All literature that has been translated and approved for printing will
have, as part of the publishing legend, the wording, "This is a translation of NA Fellowship-approved
literature." This wording indicates that the translation itself has not been approved by the World
Service Conference, but that it is a translation of NA Fellowship-approved literature.

Service Material
The approval procedure for translated versions of existing service manuals may differ from that
outlined for fellowship-approved recovery literature. Some NA communities may decide to translate
only those parts that are most helpful or applicable to them. Local communities are encouraged to
develop sections for these manuals that reflect local practices. Copies of these drafts should be sent
to the World Board so that they can be shared as a resource with others. Condensed versions of
several manuals are available through the World Service Office.
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Basic Text and Little White Booklet Personal Stories

The original English-language Narcotics Anonymous Basic Text and Little White Booklet were
developed with two distinct sections. The first section, Book One in the text, describes recovery in a
very general manner and imparts the experiences common to most, if not all, members. The purpose
of this section is to reveal to the reader the common threads of identification from the many diverse
backgrounds of our members. The personal stories contained in Book Two and the Little White
Booklet, on the other hand, are meant to give readers a very personal identification with the specific
experiences and circumstances shared in story form by individual author(s).

The NA Basic Text is translated from English into other languages, including the Queen’s English, in
such a way as to achieve the same purposes. In order to fulfill the purpose of Book Two, new,
original personal stories may be developed. Personal stories will be approved by each language
group and evaluated by the World Board. When new stories are approved for printing, notification will
be sent to the World Service Conference.

Book Two of the Basic Text can be composed of either:

A. All new indigenous stories;

B. A combination of indigenous and original English-language stories; or
C. All original English-language stories.

Guidelines for the creation and development of new personal stories are available through the World
Service Office.

Other Original Material
Other original material is referred to the World Board for recommendation and/or consideration.

Approval Process for Recovery Literature
Note: Policies regarding recovery literature are also contained in the Fellowship Intellectual Property
Trust (FIPT). .
A. Review-form Literature
1. Literature developed by the World Board is sent out for a review period before the
development of an approval-form draft. The time and method of this review, considering
translations, is determined by the World Board based on the needs of the fellowship and the
piece in development.
2. Review-form literature is not for use or display in NA meetings.
B. Approval-form Literature
1. Approval-form literature is prepared by the World Board and is distributed for a period of time,
considering translations, determined by the World Board of not less than one hundred fifty
(150) days. The length of this approval period is determined by the World Board based on the
needs of the fellowship and the piece being considered for approval.
2. Approval-form literature should not be read during NA meetings, although it may be sold and
made available to members at NA meetings.
C. WSC Approval

1. The conference shall not vote on any proposals to change existing fellowship-approved NA
recovery-literature unless such changes have appeared in the Conference Agenda Report.

2. All literature submitted to the conference for approval requires a two-thirds majority vote of
regional delegates, and it also takes a two-thirds majority vote to withdraw current NA
literature from the category of approved literature.
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Changes to NA’s Twelve Steps, Twelve Traditions, Twelve Concepts or NA’s Name,

Nature or Purpose .
Any WSC proposal or action to change NA’s Twelve Steps, Twelve Traditions, and Twelve Concepts

for NA Service, name, nature, or purpose should be approved directly by the groups through a group

tally process, administered according to the following guidelines:

e A registration period, sufficient for non-English speaking fellowships to translate proposals or
actions (by local translation committee or WSO) will be held to allow all groups who choose to
participate, to register for the tally with WSO.

e At the close of the registration period, the WSO will announce the total number of registrations to
all WSC participants.

e At the WSC, the World Board will provide the conference with a motion to consider the validity of
the database based on a comparison between the group tally database and the group service
database.

¢ Numbered ballots requesting a yes, no, or abstention response will be mailed to each registered
group with addressed envelopes. The groups will be provided sufficient time to return their

ballots. The WSC may recommend the utilization of an outside resource to receive and count
the ballots.

e In order for the tally to be valid, 75% of the groups who registered in the above named period
must participate by responding.

e For each decision to pass, 75% of the groups who respond must vote in the affirmative.

e Ballot results will be reported to the fellowship.

e |f the group tally affirms the decision(s), a motion will be placed in the next CAR for RD
affirmation per the FIPT.

Approval Process for Service Material .

Material produced by Narcotics Anonymous World Services that is intended to assist members, groups,
service boards, or committees of NA in performing NA service is categorized as follows for purposes of
approval:

A. Fellowship-approved materials are those items approved by the World Service Conference that are
intended primarily for use by groups and members. This type of service material is distributed to
conference participants in the Conference Agenda Report, to be considered at the World Service
Conference meeting during an old-business session.

B. Conference-approved materials are those items approved by the World Service Conference that are
intended primarily for use by service boards or committees. This type of material is sent to
conference participants at least ninety (90) days prior to the World Service Conference meeting, to
‘be considered during a new-business session.

C. Service material to be Conference-approved can be released for distribution to the fellowship prior to
approval by the conference if conditions 1 and 2, along with either 3 or 4, below are satisfied:

1. The item is clearly distinguished as “Pending Conference Approval’ and identified with a
unique header and color, and;

2. Work is completed and the draft item is approved by the World Board, and;

3. The service material is authorized for such early release by conference participants when the
project plan for that item is approved, or;

4. The service material is identified by the World Board as resource material to be a relevant
insert or update for an existing service material item and meets a need expressed by the

fellowship. This type of service material could also possibly stand on its own if later approved
by the conference.
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D. Once approved, early-release items will be repackaged accordmgly If not approved by the World
Service Conference, distribution will cease.

E. Board-approved materials are those items that the World Board is authorized to approve and
publish. This category includes articles concerning such issues as service work, NA-related
philosophical issues, NA’s Twelve Traditions, and NA’s Twelve Concepts for Service. Papers for
presentation at professional events, when they are published for broad distribution to the
fellowship or the general public, are included in this category. A two-thirds majority of the board is
required to publish any type of Board-approved service material.

PUBLIC RELATIONS STATEMENT OF PURPOSE

Narcotics Anonymous is a worldwide organization based on a twelve-step approach to recovery
whose primary purpose is to help any individual stop using drugs. Our message is “that an addict,
any addict, can stop using drugs, lose the desire to use, and find a new way to live.” Through our
group meetings, members learn how to live drug-free and recover from the effects of addiction in their
lives. For the purpose of our public relations, NA services cooperate with the public by providing
information about recovery from drug addiction. Furthermore, we seek to increase the awareness of
NA's existence through presentations, media exposure, and telephone services. These cooperative
efforts enhance our relationships with those outside our fellowship. As a result, we further our primary
purpose. This statement of purpose will provide the base from which to develop the following
objectives for a long-range public relations plan:

1. Help the still suffering addict find the NA program.

2. Help clarify the role of NA in the community.

3. Develop and communicate a positive image of the NA program to society at large.

4. Increase the awareness of individual NA members about their role in NA's public image.
5. Develop cooperative relationships with professionals.

WORLD CONVENTION GUIDELINES

Purpose

The primary purpose of the World Convention of Narcotics Anonymous (WCNA) is to provide a
special celebration of our recovery, a reflection of our diversity, and a demonstration of our unity.

World Convention Zone Rotation Plan

Historically, the world convention has usually been held the first weekend in September, which is the
Labor Day holiday weekend in the USA. However, the World Board retains the right to set the date of
the world convention as appropriate. WCNA will be held every two years.

Year Zone Actual Site
2002 Eastern North America and the Caribbean (Atlanta, Georgia 4-7 July 2002)
2003 Special Fiftieth Anniversary Convention (San Diego, California 3-6 July 2003)
- 2005 Asia Pacific (Honolulu, Hawaii 1-4 Sept 2005)
2007 Central North America (San Antonio, Texas 29 Aug-2 Sept 2007)
2009 Europe and the Middle East
2011 Western North America
2013 Eastern North America and the Caribbean

A new rotation plan will be presented to the conference in sufficient time for planning for the site of the
2015 World Convention.
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After WSC 2002, there will be two zones in the US and Canada, as well as zones in Asia-Pacific,
Europe (including the Middle East), and Latin America. Rotation for WCNA is based on every third
convention being held outside of North America, .

Site Selection for the World Convention

During the initial phase of the site selection process for a particular zone, the board notifies the
fellowship through world service publications that the site selection process has begun. The cities
that are being considered are reported. Any region also has the ability to request that the WB
consider a specific city in their region. All such cities will be subject to the site selection process as
described in these guidelines.

The World Board considers many factors during the site selection process. The potential effect of a
world convention on the local NA community, the desire and ability of the local community to host a
world convention, and the sites of previous world conventions are all important considerations. Other
factors that are considered during the site selection process are the availability of facilities for
convention activities, aspects of the city that add a unique local flavor to the convention, and anything
else that would make the overall package more attractive to our members.

The World Board has the responsibility to research, negotiate, and approve all potential sites for the
world convention. The planning period for the world convention will vary from zone to zone. The first
step in the selection process is to identify and list all cities in the zone that meet the following ideal,
standardized criteria:

For USA, Canadian Cities

e One million population in the metropolitan area.

¢. One hundred groups/meetings in the region.

¢ International airport.

o Sufficient number of hotel rooms and meeting space available for time needed. .
For All Other Cities

e A half-million population in the metropolitan area.

o Fifty groups/meetings in the region/NA community.

o Twenty-five groups/meetings in the city itself.

¢ International airport.

o Sufficient number of hotel rooms and meeting space available for time needed.
The initial list of eligible cities is then reviewed by the board in light of achieving the objectives of the
corporation and the anticipated needs of the event. A feasibility study of the remaining cities is then
conducted. Based on this study, cities are identified for negotiations, and reports on these
negotiations are developed for review by the World Board. The board then makes its final decision or
conducts further negotiations until a final decision is made and reported to the fellowship.

Local Support Committee

Purpose

Although the World Board has the responsibility for the world convention, the local support committee
plays an important role in its success. The purpose of the support committee is to support World

Services in specific areas of planning and implementation by providing input, volunteers, and
assistance.

Composition

e The support committee consists of up to 15 members based on the needs of the specific event.
This includes an administrative committee that consists of two persons serving as Co-chairs and
one person serving as Secretary/Treasurer. The number of additional niembers needed for the.
support committee will be provided for each event.
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The clean time requirement for all support committee positions is five years. These positions are all
elected by the local region on behalf of the World Board. Once elected, they are accountable to the
World Board and responsible to provide reporting to the region.

The types of tasks assigned to the support committee vary from convention to convention. Generally,
the administrative committee is responsible for communicating with world services, the region, and the
rest of the support committee; disbursing funds when necessary; and keeping a record of the activities
and meetings of the support committee. Volunteer recruitment, training, and scheduling is one of the
most important and time consuming jobs in the planning and success of a world convention.

The direction and focus is set by world services. The World Board will provide each support
committee with a list of its responsibilities.
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SIGNIFICANT WSC ACTIONS AND AMENDMENTS TO
A TEMPORARY WORKING GUIDE TO OUR WORLD SERVICE STRUCTURE

Editorial note: On the following pages is a partial list of relevant World Service
Conference actions that could not easily be factored into the text. For other conference
actions resulting in changes to specific language, the changes have been made on the
appropriate pages. Where language was changed or replaced, obsolete language has
been deleted. For example, a motion carried on 4/25/89 stated that tapes of the annual
conference would not be released. On 4/27/92 a motion carried that reversed this
conference decision. Therefore, the 1989 language has been deleted. Changes have
also been made as a result of changes to nomenclature (RSR to RD) in 1997, and
structural changes adopted by the WSC in 1998 and 2000.

Date Carried 5/4/80
Recommendation (carried motion) that any meeting using outside literature that is not
WSC approved be dropped from any NA directories.

Date Carried 5/3/81
No outside issue be mentioned or listed in context with Narcotics Anonymous.

Date Carried 5/3/81
No outside enterprises be listed in the meeting directories.

Date Carried 4/27/84

That each area be requested to hold a fundraiser for the benefit of WSC in July of each
year and send the proceeds of such fundraiser to world services; the first to be during
July 1984, .

Date Carried 5/2/85

That an archives service be established through our WSO for the purpose of making
available minutes and other written material to the fellowship at nominal cost with the
inventory listed on the order form.

Date Carried 4/29/87 :

That the current funding practices of the fellowship's H&l committees, in particular the
"H&l can," be removed from all NA meetings and functions, and that the NA service
structure provide for the needs of all H&l service efforts.

The intent of this motion is to return the responsibility for H&l funding to the service
structure of NA as a whole in order to allow H&l to operate within our Twelve Traditions,
and to ensure funding accountability for H&l service efforts. This will allow H&l
committees to operate within the existing service structure.

Date Carried 4/26/88

A committee responsible for originating publications or motions adopted by the WSC is
authorized the discretion to update statistical information and/or forms on a yearly basis
by submitting to the WSO a letter of instruction for the change to be made in the next
printing, provided that the letter is adopted by the committee at a conference workshop.

Date Carried 4/26/89

That NA World Services, Inc. be instructed to include in the WSO inventory items of
merchandise (including jewelry and other popular items purchased by NA members) that
contain representations of the NA logo for sale to members and service committees.
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Date Carried 4/23/91

To reaffirm and ratify that the ownership of all of NA's'intellectual and physical properties
prepared in the past, and to be prepared into the future, is held by Narcotics Anonymous
World Services, Inc., which holds such title in trust on behalf of the fellowship of
Narcotics Anonymous as a whole, in accordance with the decisions of the World Service
Conference.

Date Carried 4/23/91
To reaffirm that Narcotics Anonymous World Services, Inc. is the exclusive publisher
and distributor of all World Service Conference-approved and Fellowship-approved
literature, including all books, pamphlets, handbooks, and other intellectual and physical
properties, as directed by the Fellowship of Narcotics Anonymous through the World
Service Conference.

Date Carried 4/25/91

That the World Board retain responsibility to coordinate and report on efforts to address
the isolated groups/meetings issue. Concerning the "What Is an NA Group?" issue, the
conference accepted the following resolution: "That these isolated groups, whether they
are currently groups or merely striving to be groups, that in either instance, they deserve
the service of the WSO, and we would request the WSO to respond to their needs."

Date Carried 4/25/91

The voting participants of the 1991 World Service Conference, after much discussion
and consideration of several motions, voted to issue the following statement to the
fellowship:

"The Basic Text, Fifth Edition, is the only edition of the Basic Text that is currently
approved by the World Service Conference of Narcotics Anonymous for publication and
sale. The World Service Office Board of Directors is entrusted with the responsibility for
protecting the fellowship's physical and intellectual properties, including the Basic Text,
and at the board of directors’ discretion, shall take legal action to protect those rights
against any and all persons who choose to infringe upon this literature trust.”

Date Carried 4/29/92
That the World Board coordinate a world unity day.

Date Carried 5/2/92
Resolved that, as Narcotics Anonymous is a worldwide fellowship whose primary
purpose transcends national boundaries, cultural barriers, and linguistic differences:

1. For both the general purposes of NA world services and the specific purposes of the
World Service Conference of Narcotics Anonymous, there are neither "foreign"
languages nor "foreign" countries.

2. The World Service Conference has elected to use English as the working language
of its plenary and committee meetings, records, and primary reports.

Date Carried 5/2/92
That the WSC confirms the use of contract writers who are NA members and who work
within our literature development process to draft and edit NA literature.

Date Carried 4/26/93

That the World Service Conference solicit oral or written histories from members with
substantial clean time, regarding history of NA, to be held at the World Service Office in
the archives, until a history project is approved.
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Date Carried 05/28/96
Resolution A: To approve in principle a change in patrticipation at a new WSC to achieve
the following objectives:

1. To reduce the total number of representatives;
2. To provide for equal representation from all geographic entities; and,
3. To encourage a consensus-based decision-making process.

Date Carried 05/01/00

That the fellowship proceed with a comprehensive evaluation of revisions and additions
to the entire Basic Text and The Little White Booklet with the World Board to offer a
detailed project plan to begin this evaluation in 2004.

Date Carried 05/01/00

That the World Board encourage area and regional committees to develop source
material about sponsorship in 2000, with the board starting a preliminary evaluation of
the issues relating to the sponsorship material in 2001.

Date Carried 05/02/00
That the two issue discussion topics for the 2000-2002 conference cycle are:

e How can we continue to provide services to our fellowship and at the same time
decrease our reliance on funds from events and conventions?

e How can we create a bridge that builds and maintains a connection to service for
home group members?

Date Carried 05/05/00

That the “NA World Services Vision Statement” and “The World Service Conference
Mission Statement” be included regularly as a component of the Conference Agenda
Report.

Date Carried 05/05/00

To request the criteria for site selection of Narcotics Anonymous World Services events
(i.e., worldwide workshops, world services meetings, world conventions, etc.) include
strong preference for non-smoking facilities, so that all members of NA be able to attend
the functions. :

111



46

A Guide to World Services in NA

112




47 A Guide to World Services in NA — Addendum A

TRAVEL REIMBURSEMENT POLICY
CONFERENCE CYCLE 2002 - 2004

This package will attempt to answer most questions you may have concerning reimbursement
and advances for expenses you may incur while fulfilling your world service commitment.

You should attempt to familiarize yourself with the Travel Guidelines found earlier in this
document. The most commonly asked questions are addressed here.

Seven Basic Rules To Keep In Mind

1. All requests for funds must be submitted on a “Reimbursement Request.” A copy is
included.

2. All reimbursement requests must be submitted no later than ninety days after the last
travel day of a trip or event. Submissions after ninety days will be automatically
denied. Any advances not accounted for within this time period must be returned.
Please note that any advances not accounted for will become an accounts receivable
and reported to the conference.

3. You will only be reimbursed for travel on the days you were scheduled to travel or
attend an event. International travelers will frequently need an extra day on either end
of an event. This is anticipated. All other extensions must receive prior approval on a
case-by-case basis or they will not be reimbursed.

4. All requests must include a receipt for each reimbursable item, with the exception of
meals.

5. Send all original documents (including receipts) to the WSO.

6. Travel expenses are typically reimbursable for portal-to-portal expenses.

7. The Internal Revenue Service does not allow for personal phone calls as a
reimbursable expense.

MEALS

Maximum meal and tip allowance is $45 US per day (including travel days). If you are
traveling outside the US, you will be notified prior to departure of the approved Daily Meal and
Tip Allowance for the particular country to which you are traveling. This is the maximum you will
be advanced/reimbursed for meals and tips. It is not necessary to save or turn in your meal
receipts.

TRAVEL

All of the following are reimbursable and must include receipts: airfare, cab fare, shuttle
service, mileage, or other ground transportation, parking, and tolls. If normal receipts are
unavailable, a hand written, signed receipt must be included. It is generally expected that the
most economical means of transportation safely available will be used. Occasionally, travelers
may wish to pool their resources and rent a car. This can frequently save money. However, in
most cases this must receive prior approval. Please note that, when using your own car, you
must include your odometer reading from the point of origin to the point of destination and the
purpose of the trip on the reimbursement request. This reimbursement request will serve as the
necessary receipt for mileage reimbursement. The reimbursable mileage rate for the calendar
year 2002 is $0.365.
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For meetings held at the WSO-Chatsworth, ground transportation, including car rentals,
does not require prior-approval. The maximum allowable ground transportation from Los
Angeles area airports is $30.00 per person each way, including tips. Any ground transportation
that exceeds this amount requires prior approval.

Travel Reservations Procedure

Air Transportation will be reserved through the WSO or its agent whenever possible.
Travelers making reservations through their own travel agents must fax a copy of their itinerary
to the WSO at the time the ticket is booked. All travelers are required to make their travel
arrangements at least twenty-one days prior to the scheduled travel. In cases when this is not
possible, the traveler must request special consideration for their travel by notifying the WSO
prior to the twenty-one day deadline. The WSO will then ask for a decision from the designated
member of the World Board. Their decision may be any of the following:

1. To approve the travel request.

2. To ask the traveler to pay the difference between the ticket price and the 21-day
advance purchase price. .

3. To offer an alternative mode of travel including but not limited to the use of other airlines,
or air travel certificates.

4. Toreject the travel request.
SAMPLE REIMBURSEMENT REQUEST

The following scenario is examined: Sam (could be Samantha) Service is funded to attend
the World Service Conference in Woodland Hills for eight days. Sam lives in Wisconsin. Sam
purchases airline tickets (after checking with the world services travel agent for a quoted rate)
from a local travel agent. Note: In most cases, the world services travel agent will be the least
expensive. However, occasionally, a local agent may be able to save money. A local agent
should be utilized as a means to secure a lower fare. Remember to always purchase your
tickets a minimum of twenty-one days prior to departure in order to qualify for the lowest fare.
Sam then drives to the airport (twenty-seven miles from home) and parks at the economy
parking lot. Usually, the hotel room is booked by the WSO, however that was not possible on
this occasion. The shuttle to the hotel costs $14.00 and Sam tips the driver $2.00. Sam attends
the event, imparting great wisdom to the conference, returns by shuttle ($16 with tip) to the
airport and flies home. The parking bill is $21. Sam saves all receipts. An advance of $360
was requested and granted. For US residents this is typically provided by check in advance.
For non-US residents, advances are typically provided in cash upon arrival at the US
destination. The meal allowance is $45/day.

‘What is reimbursable and how does Sam fill out a request?
Refer to the sample request attached.

o Airfare — yes, with receipt and itinerary faxed to the WSO.

e Drive to airport — yes; compute mileage times $.365 per mile (27 X $.365 = $9.86). The
beginning and ending odometer readings must be provided and purpose of trip.

e Shuttle (with tip) — yes, with receipt.

¢ Meals — Maximum meal and tip allowance is $45 per day (includes travel days); no receipts
needed.

o Hotel — yes, with receipt. Note: Only room rate and tax are reimbursable; anything else
charged to your room (meals, movies, phone calls, etc.) is your responsibility. Single
accommodations may be arranged to accommodate individual needs or concerns, if
presented and approved by the EC. This is arranged in the meeting planning and may not
be done by the individual traveler. In the case of any other special requests for single-
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accommodations or plans to stay with a non-world service traveler, travelers will be
expected to pay for one half of the room. The WSO staff will let travelers know how-to
arrange payment. At many functions like the WSC, room expenses are billed directly to the
WSO.

e Parking — yes, with receipt.

Fill out the Reimbursement Request as shown and mail signed original to the WSO. You may
fax a copy to the WSO to help expedite your approval, but all originals must go to the office.

After approval, the balance of Sam’s request (after deducting the $360 advance) is mailed in the
form of a check on the next weekly run. Because Sam filled out the request correctly and
included the proper documentation (receipts), within a week (two at the most) Sam has been
reimbursed for the above expenses.

ADVANCES

If you receive an advance, you MUST submit a reimbursement request, even if no money is due
you. This is done to account for the funds. Include any unused funds (by check). No funds will
be advanced or reimbursed to you until any previous advances that are outstanding for ninety
days or more have been accounted for. Again, please note that any advances not accounted
for will become a receivable and will be reported to the conference.

A WORD TO THE WISE

If, after reading this and the World Services Travel Guidelines (WSTG), you are uncertain about
some particular item and whether or not it is or is not reimbursable, please contact the WSO for
clarification. A good rule of thumb to use is this: if something is not addressed clearly in the
WSTG, it most likely will require prior approval for reimbursement. As with all policies, there are
times when travelers may need to seek an exception. The World Board Executive Committee
has the ability to consider these requests on a case-by-case basis.

We hope this has been helpful. Again, please submit your requests as soon as possible. It will
help you to be reimbursed more quickly and greatly aids in the administration of our travel
budget.
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Reimbursement for non-Travel Trusted Servant Expenses

Most expenses incurred in order to fulfill your service commitment are reimbursable. All
require receipts and must be submitted within ninety days of purchase (in the case of supplies)
or date of bill (phone/fax).

2002 - 2004 Telephone & Fax Policy

The IRS does not allow personal phone calls as a reimbursable expense. Only telephone
calls that are directly related to a specific business purpose are a reimbursable expense.
Telephone and fax communication incurred by world service trusted servants as an authorized
or necessary world service business expense, are reimbursable using the following procedure.

¢ Allocations are determined by project, activity, or assignment. These allocations will be for
monthly expenditures unless otherwise authorized.

+ Telephone credit cards may also be issued when authorized.

+ All phone and fax expenses must be substantiated by using a phone log. Phone logs should
include the purpose of the call, dates, approximate time, cost of call (including tax), and
phone/fax number of the party being called. Total the cost of all calls and submit for
reimbursement.

¢ Individual’'s phone logs must be submitted to the WSO each month. (In cases where
_telephone billing does not occur on a monthly basis, the log and bill is to be sent to the WSO
within thirty (30) days of the date of the bill.)

+ [f you have been approved by world services to install a dedicated line for a fax machine, the
installation and the monthly line charge are reimbursable (with receipts). These telephone
lines are provided to ensure reliable communications with world services and should not be
used for other purposes. Be careful not to include the charge for any enhanced plans (i.e.,
caller ID, call waiting, etc.) which are frequently included in the monthly line charge.

o Whenever possible, members of WS leadership should utilize the 1-800 number for all
telephone calls to the WSO.

. MISCELLANEOUS

Postage, copy/fax paper, fax cartridges, etc. are reimbursable. Submit under “other” on a
Reimbursement Request Form and include receipt(s). These expenses must fall within the
project, board, or committee budget allocation as stated above.
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SAMPLE REIMBURSMENT REQUEST

Name: Sam Service Date of Request: 04/27/04

Event/Purpose: World Service Conference Dates of Event: 25 April to 1 May 2004

Location: Woodland Hills, CA, USA
Maximum meal and tip allowance is $45 per day

8 # of Days X $45.00 $360.00
DAYS TRAVEL | LODGING | MEAL/TIP OTHER NOTES DAILY
TOTAL
THURSDAY
$292.00 Airfare
FRIDAY $9.86* $15.00 *27 miles
$16.00* ~Shuttle | $332.86
SATURDAY :2'508 ; $5.00 |
) $35.00
SUNDAY $15.00 - $20.00 $45.00
$10.00
$5.00 - $5.00
MONDAY $15.00 $25.00
$5.00
TUESDAY $25.00 $30.00
' $15.00 - $20.00
WEDNESDAY | $10.00 $45.00
$5.00 - $5.00
THURSDAY $15.00 $25.00
FRIDAY $5.00 - $15.00 . $20.00
$5.00 - $5.00
SATURDAY $10.00 $20.00
$9.86* *27 miles
SUNDAY $16.00** **Shuttle $46.86
$21.00*** | ***Parking
TOTALS $364.72 $260.00 $624.72
Advance | $360.00
Balance | $264.72
Make & Model of Vehicle Ford Taurus License Number 123XXX
Odometer reading at Odometer reading at
beginning of trip 62300 end of trip 62354

| hereby certify the above is true and correct.

Signed Date

Approved Date
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REIMBURSMENT REQUEST
Name: Date of Request:
Event/Purpose: Dates of Event:
Location:

MAXIMUM MEAL AND TiP ALLOWANCE IS $45 PER DAY
Mileage rate for 2002 is $0.365 (36 2 cents) per mile

# of Days X $45.00 =

Travel Lodging Meal/Tip Other Notes

Days

Daily Total

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Totals

Advance

Balance

Make & Model of
Vehicle

License Number

Odometer reading at
beginning of trip

Odometer reading
at end of trip

| hereby certify the above is true and correct.

Signed Date

Approved Date
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IDEAS FOR WORLD SERVICE PROJECTS
SUBMISSION FORM

Narcotics Anonymous World Services
P. O. Box 9999
Van Nuys, CA 91409 or e mail to worldboard@na.org

For use by any member, group, board, or service committee
DATE:
SUBMITTED BY:
CONTACT NAME:
CONTACT INFO:
PHONE:
E-MAIL:
ADDRESS:

PROJECT OR IDEA IS (check one):

0 Printed Material 0 Audio/Visual

0 New 0 Revision to existing material
PROJECT IS FOR USE BY:

[ Members 0 Groups

O Service Committees U Outside the Fellowship

NAME OF PROJECT OR IDEA:

DESCRIPTION OF PROJECT OR IDEA:

WHY IS THIS PRODUCT NEEDED:

WHAT IS THIS MEANT TO ACCOMPLISH:

Please attach any background information that would assist the
World Board in their consideration of this idea.
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WORLD SERVICES PARTICIPATION
REQUEST FORM

®

This form must be completed and submitted when making a request for World
Services participation at an event. This information helps World Services plan
more effectively. While we understand that the planning of your event takes
time, we must have this form fully completed in order to consider your request.
Partially completed forms may result in your request being denied.

Name of Event:

Description of Event: (i.e. zonal forum meeting, Conference Agenda Report workshop,
multi-regional Pl workshop, regional assembly, etc.). Please include goals and
objectives for the event.

Dates/Time of Event: Please include the exact time(s) you need World Service
participants to be present at the event.

In which portion of the event will World Services be participating? Include specific
issues you would like addressed. Please note that a tentative agenda for the entire
event must be attached in order for the request to be considered.

Contact Person:

Name:

Phone:

What Region or Regions will be in attendance?
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Do you have letters of intention from the regions that plan to attend?
Yes
No

If yes, please provide us with copies of the letters.

ESTIMATED NUMBER OF ATTENDEES:

Closest airport to the event:

WILL THE TRAVELER(S) BE PICKED UP AT THE AIRPORT?
Yes

No
If no, what is the distance from the airport to the event?

Location of the event (please include name of the facility, address, and telephone
number):

If event is not held in a hotel, please provide the name and phone number of the hotels
close to the event (please give three if possible):

DRIVING TIME FROM THE HOTEL(S) TO THE EVENT:

Will the hosting region/forum/committee be making a contribution to the traveler(s) expenses
(airfare, meals, lodging)?

Yes
No

If yes, please indicate the amount:

$ for

Airfare
Meals
Lodging

If you are providing lodging, what is the name and phone number of the person on the
committee responsible for making reservations?

Name:

Phone:
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WSC Rules of Order to be added here
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Projects approved for Conference Cycle 2002-2004 to be added here
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Proposed 2002-2004 NA World Services
Budget and Projects
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7 Narcs AnonyWorld Services, Inc
Proposed 2002 — 2004 Budget

Overview

We have lived through most of our first two year budget cycle; 1 July 2000 through 30
June 2002. This proposal is made with that history behind us. Many of the detalils, like
delegate funding and final donations, will remain unfinished until after the 2002
conference.

The proposal enclosed is for all proposed world services activity from 1 July 2002
through 30 June 2004. This financial plan has been created with what we believe to be
conservative estimates for both income and expense. Throughout the implementation
of a unified world service system, we have been working on better systems to capture
the information needed to support the budget you approve, and ways to make the
reporting of that information more easily understood.

The Guidelines for the Unified Budget for NA World Services called for a four-tiered
allocation that did not reflect our accounting practices. We have proposed a
simplification to three classifications, which, if accepted, will include:

¢ Fixed Operational Funds—funds allocated toward world service activities that are
recurring in nature and have little to no functional change from budget year to
budget year.

e Variable Operational Funds—funds allocated toward non-routine world service
projects and/or activities that vary from budget year to budget year. This includes
those items prioritized by the World Service Conference.

e Reserve Funds—those allocations that are set aside to meet current and/or future
financial needs. These funds are maintained in both short-term and long-term
reserve accounts. Funds are also allocated toward the planned use of cash to
offset, the effect of depreciation, improve asset value, provide financial resources
necessary to effectively address the intellectual property management called for in
the FIPT, and/or to acquire any fixed asset that has a depreciable value.

All of these funds are identified in the draft budget that follows. We have also provided
a brief explanation of some of the variety of items contained in each line item of this
budget. These are identified as Fixed Operations (called Routine or Basic Services in
the past). Project plans are provided for all items listed in the draft budget under
Variable Operational Funds and must be approved by the World Service Conference.

The first column of this budget shows actual expenses for the fiscal year ending 30
June 2001. These figures are used as the basis for this entire budget. Column two
covers year one of this budget; fiscal year 1 July 2002 through 30 June 2003. Column
three covers year two; fiscal year 1 July 2003 through 30 June 2004. Column four
shows the total of both years fixed operational expenses. The next two columns of
contingent expense show the proposed projects, and the final column
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shows the total for both fiscal years with all proposed projects. Once the conference
approves projects, the contingent columns disappear and contingent expenses are
included in the appropriate fiscal year.

2002-2004 World Services Projected Income

The income projections for this budget are based upon the actual income figures from
the 2000-2001 fiscal year. This is what is referred to throughout this document as
previous years income.

Fellowship Donations — Donations have flattened since 1999 and are projected to
decrease for the 2001-2002 budget year that is not finished. This is primarily due to a
decrease in regional donations. Year one projects an over 15% decrease and year two
is approximately 1% higher than year one. We are projecting that, during this next
conference cycle, contributions will have increased by 5%, with the exception of
regional donations.

Unity Day income is included in fellowship donations. Year one is based on a
conservative estimate for year one and year two reflects a 5% increase from year one.
There will be no other specific Unity Day income since both years will occur at a world
convention.

Recovery Literature — Year one is projected to show a 1% overall increase with an
additional 15% increase to the soft cover Basic Text and Just For Today. This increase
is to allow for the portion of last years sales that were not affected by the price increase.
Year two income is projected with a 5% increase across the board.

Other Recovery Literature — We have projected the same overall increase as reported
above for recovery literature. We show no income for Miracles Happen in year two.
Without action by the conference to approve a second printing, we expect to be out of
Miracles Happen -in year one. Pl Products have been included with Group/Area
Materials for budgeting and reporting purposes. :

Shipping — This is based on projected literature sales and mirrors the income from
2001. It is projected, as usual, to be less than actual shipping expense.

Discounts - This is based on projected literature sales and the current level of
discounts. :

Developmental Subsidies & Allowances — This is the expense of reduced cost or
subsidized literature provided to a growing worldwide fellowship. Year one is based on
the previous years actual and year two reflects a 5% increase.

Licensed Vendor Payments — This income is expected to remain the same.

" Interest - This income is expected to remain the same for year one and increase 2.5%
for year two.

Miscellaneous — This covers a variety of items that are not allocated above.

Event Specific Income —-The income and expense for WCNA 29 and WCNA 30
appear at the end of this budget. We did this so that we could show the revenue and
expense for all other NAWS activities before they are impacted by these events.
Because of the 50" anniversary, we have two world conventions occurring in this
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budget cycle with much of the income and expense for WCNA 29 occurring in the
previous year.

What is reflected in year one for WCNA 29 is the income expected on site. Although
the income and expense for WCNA 29 in this budget cycle reflects a loss of $458,135
when you add in the net income and expense received prior to 1 July 2002, this event is
projected to realize a net income of $324,418.

WCNA 30 has all income and expense attributed in this budget cycle but is spread
across year one and year two. The net income for this event is projected to be
$151,223. This is a working budget only, since many of the specifics about this event
have not been finalized.

2002-2004 World Services Fixed Operations

The term “Fixed Operational Expenses” refers to the activities of world services that are
ongoing, recurring in nature, and that do not change dramatically from year to year as a
result of conference actions. All of these activities require planning, support, and follow
up from world services staff.

The budget is broken into four major expense categories that represent the following
percentage of our overall activity:

= |iterature Production & Distribution
= World Service Conference Support
= Fellowship Development

= Events

Under each of these categories there is an attribution for accounting, personnel,
overhead, and technology. The overall expense for these items is divided between the
four categories by their percent of activity. For this cycle, we are attributing 34% to
Literature Production & Distribution, 27% to World Service Conference Support, 23% to
Fellowship Development, and 16% to Events. The reduction of the percentage
allocated to Fellowship Development (from 33% to 23%) and increased in World
Service Conference Support (from 25% to 27%) and Events (from 8% to 16%) is due' to
the level of activity expected with a literature project and two large world conventions in
one budget cycle.

The following is a list of what is contained under each of these routine functions,
followed by a breakdown of the fixed operations under each budget category.

Accounting — This contains bank service charges, professional services for audits and
other services associated with financial management, and contract labor. Bank service
charges have grown as credit card sales have increased.

Personnel — This contains all wages and salaries, payroll taxes, health and workers
compensation insurance, training, recruitment, relocation, and retirement plan
expenses associated with employees at all three branches of the World Service Office.
It also includes contract labor hired for specific purposes.

Overhead — This is the facility lease expense, maintenance and repair, telephone,
utilities, postage, auto service and lease, office expense, general insurance,
amortization, bad debts, depreciation, and dues and fees associated with the three
branches of the World Service Office.
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Technology — This is the expense for information services, computer leases,
software, supplies, equipment lease and repair, and service contracts for the three
branches of the World Service Office. Expenses associated with maintaining the na.org
website are attributed here. The expense associated with the database, online group
registration and meeting information, and event registration is also included here.

LITERATURE PRODUCTION & DISTRIBUTION

This section of the budget covers the expenses associated with the distribution of NA
literature to fellowship and non-fellowship customers. This currently occurs through the
WSO in Chatsworth and its branches in Canada and Belgium. For this budget cycle,
we have projected increases in those costs for which we have received notice. This
includes increases from the major book publishers, bindery services, booklet printers,
and other printing suppliers of approximately 5% per year.

Fixed Operational Expenses — This section covers the cost of goods for recovery
literature under the Fellowship Intellectual Property Trust.

Other Recovery Literature — This is the cost of goods for all FIPT literature
other than books; primarily IP’s.

Other Inventory Expense — This section covers the cost of goods for all other items
related to the production and distribution.

Marketing — This covers the expense for attendance at and participation in
professional events primarily related to corrections and treatment. Although we
call this marketing, it is a public relations focused activity. These efforts are
primarily conducted by staff with local volunteers. This includes the registration
and preparation for events, travel, and follow-up for this activity. This area of
activity continues to increase. We have increased the number and types of
events that we attend. Year one is projected to double the 2001 activity, with
year two reflecting a five percent increase.

Translations — This covers the direct expense for translations of recovery and
service material into languages other than English.

In House Production — This includes the lease for reproduction equipment to
print booklets and IP’s that are not outsourced. This is primarily non-English
IP’s and booklets, service materials, publications other than the NA Way, and
reports.

Shipping — This expense is based on projected income. We have been notified
that our major carriers plan to increase their rates 2 12 to 5%. We have projected
this increase in year one and two.

Legal — This is primarily the direct registration and legal expense associated with
obtaining and maintaining worldwide copyright and trademark registrations for Narcotics
Anonymous, the NA Way, the NA Logo, the Group Logo, and the Service Symbol, as
well as all recovery and service material.

Travel — This is travel required to support and manage two branch offices in Canada
and Belgium.
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WORLD SERVICE CONFERENCE SUPPORT

This section of the budget covers the expenses associated with suppon to all World
Service Conference related activities.

Publications — These are the expenses associated with the production of the Annual
Report, the Conference Report twice each year, the Conference Agenda Report once
each conference cycle, Quarterly Financial Reports four times a year, and NAWS News
four or more times per year. The expense for translating NAWS News and the CAR is
also included here.

World Service Conference — These are the expenses for the location and equipment
needed for the event, the parliamentarian, and funding for staff, World Board, WSC
Cofacilitators, and the Human Resource Panel. The travel expense for currently 99
delegates from around the world is listed as a separate line item.

World Board — The following numbers are an estimate at this time. The World Board
will meet a minimum of seven times in this conference cycle, plus the conference itself.
An orientation for new board members is included in the first meeting of the conference
cycle. Additionally, in each conference cycle training needs for the full board are
included. An average of four meetings have been allocated for each of the five WB
committees, other than the Executive Committee. We expect the needs of each
committee to vary. The EC is budgeted to meet five times in this conference cycle.
The existing Business Plan workgroup will also continue into this conference cycle. The
figures in year two reflect a 5% increase to cover expected cost increases.

Human Resource Panel — This group is scheduled to meet a minimum of five times
this cycle to work on nominations and manage the World Pool. A part of one of these
meetings is also used for orientation and training.

WSC Cofacilitator = The WSC Cofacilitators will be brought to at least one meeting of
the World Board to finalize the agenda for the WSC. This will also include training and
interaction with NAWS staff and possibly the parliamentarian.

Travel — This is the activity of world services face-to-face interaction with the
fellowship for Conference Agenda Report workshops. This includes the selection of
events, travelers, and the preparation and communication required.

FELLOWSHIP DEVELOPMENT

Publications - Reaching Out four times per year, Meeting by Mail six times per year,
and The NA Way Magazine four times per year in five languages to over 27,000
addresses.

Fellowship Support — This is world services face-to-face interaction with the
fellowship, primarily in workshops and forums. This can also be assistance provided to
zones, primarily for participants attendance at their forums. This has also included
assistance with local fellowship development activities.

Professional Events — This is the expense for attendance and participation in
professional events that in some way address addiction and/or addicts. Some of these
events have been the International Council on Alcohol and Addictions (ICAA), the
World Federation of Therapeutic Communities (WFTC), the International Federation of
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Non-Governmental Organizations (IFNGO), and the United Nations. This activity
overlaps and complements our marketing activity.

Developmental Literature — This is the distribution of free literature to a growing
number of developing NA communities or literature distributed for public relations
purposes. We are still working on better reflecting this activity in our financial reports.

EVENTS

Unity Day — For this conference cycle, both Unity Days will be held at a world
convention. These are the costs of providing telephone hook-ups of the Saturday night
meeting to members and institutions throughout the world.

‘WCNA 29 and 30 - There is an explanation earlier in event income for these two
events.

2002-2004 World Services Variable Operations

The Guidelines for the Unified Budget for NA World Services calls for a specific
process to be created for the consideration, evaluation, development, and approval of
world service projects and those activities that vary from year to year. We have
developed the following plans for those items that the board believes can be completed
or begun in this budget cycle. Each project is included in the draft budget under the
appropriate category and then under variable operational funds. They are attributed to
the contingent expense columns of this budget.

These project plans more realistically reflect the actual expense to world services
than past plans. The staff expense allocated for projects was determined by averaging
the total expense for three types of employees: executive management, management
and professional, and general support staff. This expense includes all items listed
under personnel in the budget and not merely salaries. - We estimated the time
expected for each type of employee to complete each project. We will be tracking this
time to determine how accurate our estimates are. The personnel expense associated
with each project is not included in the budget line item for the project. Trying to include
this level of detail in financial reports last year proved more complicated than
anticipated. We believe what the conference wanted was this type of information when
it actually considered a proposal and not necessarily that level of detail in every
financial report.

We may or may not be able to accomplish everything that we propose. We
believe that the spirit of the budget process adopted by the conference requires
conference approval of the work of world services. Therefore, we are presenting all
items that could possibly be begun before the next meeting of the WSC. We will report
our activity throughout the conference cycle. '

We have used historical estimates, with estimated increases during the next two
years, for travel expenses, conference calls, and mailings. These plans, as with the
rest of the budget, have used generous estimates to try to ensure that we stay within
budget. For proposed project plans that have a range for the number of meetings, we
budgeted for the maximum number indicated.
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Since we are providing this information so much earlier than ever before, there
are still many details that we will work on before WSC 2002. For both the Sponsorship
and Basic Text Evaluations projects, we will have a more detailed plan and timeline
available by the conference. We also plan to have additional information regarding the
Worldwide Workshops by that time.

A report on all projects approved for the 2000-2002 will be reported in the March
2002 Conference Report. We have indicated which projects were approved for the past
conference cycle where little to no work was done and have been carried over and
which projects are a continuation of projects approved at WSC 2000.

The project plans proposed for 2002-2004 are:

e Basic Text Evaluation;

e Historical Data Collection;

¢ Information Management System;

e Literature Distribution & Convention Workshop;

e Public Relations Roundtables;

e Sponsorship;

e Service Material Evaluation and Development;

 Standards for World Service Communication with the Fellowship;
e World Service Meeting; and

e Worldwide Workshops.
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Basic Text Evaluation
Purpose:

To evaluate whether revisions and/or additions to the Basic Text and Little White Book are
needed or desired. This is based on the conference’s adoption at WSC 2000 of a
comprehensive evaluation of potential revisions and additions to the entire Basic Text and Little
White Book, with a detailed project plan being offered to WSC 2004 to begin this evaluation
following WSC 2004. For the 2002-2004 conference cycle, a fellowship survey will be used to
assist in preparing the detailed project plan for WSC 2004.

Scope:

A survey, containing questions about the Basic Text and Little White Book, as well as other
literature needs, will be presented to WSC 2002. [f approved, this survey will be distributed
throughout the fellowship immediately following WSC 2002 until December 2002. Results from
the survey will provide the world board with information in their attempt to find out what the
fellowship really wants and to assist in creating a proposal for the evaluation project in the 2004
CAR. These proposal(s) will frame what, if any, range of potential revisions and additions will
be evaluated for the Basic Text and the Little White Book, as well as the process that will be
used.

Identification of members:

World Board and World Pool members

Timeline:

All work described above to be completed in the 2002-2004 conference cycle.

Staff level required:

= 4 weeks of Executive Management time
= 15 weeks of Management & Professional time
= 10 weeks of Project & General Support time

Expense of staff time allocated to this project $ 30,150
Direct expense items:
3 workgroup meetings (8 people) $ 33,300
Survey Processing $ 10,000
Fellowship Distribution $ 6,500
Conference calls and mailings : $ 5,000
Direct Expense Total to Budget: $ 54,800
Total Project Expenses: $ 84,950

This project is a continuation of work from the previous conference cycle.
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Historical Data Collection

Purpose of the project:
The purpose of this project is to gather historical information from some of the longest standing
members in NA.

Prior conference action called for this type of activity to be undertaken by a motion adopted
4/26/93 that reads: "That the World Service Conference solicit oral or written histories from
members with substantial clean time, regarding history of NA, to be held at the World Service
Office in the archives, until a history project is approved."

Scope of the project:

The objectives of this project are to continue to gather some of NA’s longest standing members
in one location and to record their discussions and perspectives about the beginnings of NA.
We expect to conduct personal interviews and possibly meetings with our longest standing
members throughout the world.

This project was originally approved at WSC 2000 but has not been started due to a lack of
available resources.

Identification of members:

Long standing members will be used as the resource for this project.
Timeline:

Staff level required:

= 4 weeks of Executive Management time
= 8 weeks of Management & Professional time
» 4 weeks of Project & General Support time

Expense of staff time allocated to this project $ 18,100

Direct expense items:

Mailings and other administrative expenses $ 2,000
Personal interviews $ 7,500
1 - 3 meetings for 12 Members $ 40,500
Direct Expense Total: $ 50,000
Total Project Expenses: $ 68,100

This project is a carry over from the previous conference cycle.
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Information Management System

Purpose of the project:
To initiate a comprehensive information management system for world services.
Scope of the project:

An initial assessment for archival purposes was made in 2001. Additional assessment and
implementation of a complete information management system for NA World Services is yet to
be done. This. includes gathering standardized fellowship information as called for in the
Fellowship Development Plan and the beginning implementation of a standardized information
management system at the WSO.

Identification of members:

NAWS Staff and professional assistance.

Timeline:

Unknown at this time.

Staff level required:

For the initial assessment period:
= 6 weeks of Executive Management time

= 6 weeks of Management & Professional time
= 15 weeks of Project & General Support time
For the implementation period:

Unknown at this time

Expense of staff time allocated to this project $ 27,075

Direct expense items:

Estimated cost of hiring of a consultant for the assessment phase $ 10,000
Estimated cost of the equipment and material necessary for the $ 35,000
implementation phase

Direct Expense Total to Budget: $ 45,000
Total Project Expenses: $ 72,075

This project is a carry over from the previous conference cycle.
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Literature Distribution & Convention Workshop
Purpose: ‘

To hold two workshops concurrently; one focused on literature distribution for area and regional
customers and one on convention planning.

Scope:
Both programs are structured around the basics of providing these two types of service,

accountability, and handling of funds. Some of the subject matter may vary according to the
interests and needs of the attendees. This workshop is typically held each conference cycle.

Identification of members:

World Board and Staff

Timeline:

To be scheduled during this conference cycle.
Staff level required:

= 4 weeks of Executive Management time -
= 6 weeks of Management & Professional time
= 3 weeks of Project & General Support time

Expense of staff time allocated to this project $ 15,175
Direct expense items:

Travel for world service attendees (6) $ 8,850
Funding pool for literature customers (10) $ 11,250
Location expenses | $ 3,000
Direct Expense Total to Budget: $ 23,100
Total Project Expenses: $ 38,275
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Public Relations Roundtables .

Purpose:

To bring together groups of professionals and members to discuss and assist in framing a
public relations strategy for NA.

Scope:
To initiate a dialogue with various professionals and members to assist us in identifying the
deficiencies in our current approach to public relations and framing goals and objectives for

improvement. Our goal is an effective, productive long-range public relations strategy that will
benefit the fellowship of Narcotics Anonymous and the still suffering addict.

Identification of members:

World Board members, World Pool members, and professionals in various fields who deal with
addiction and addicts

Timeline:
All work described above to be completed in the 2002-2004 conference cycle.
Staff level required:

= 4 weeks of Executive Management time
= 15 weeks of Management & Professional time
= 5 weeks of Project & General Support time

Expense of staff time allocated to this project $ 26,525
Direct expense items:
4 workgroup meetings (10 people) $ 53,400
Conference calls and mailings $ 2,000
-Direct Expense Total to Budget: $ 55,400
Total Project Expenses: $ 81,925
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Sponsorship Book
Purpose:

To develop a book of approximately 100 pages in length about sponsorship that is a sharing of
many members’ voices, talking about their experiences with various sponsorship concepts and
practices. Additionally, we would create a new IP from the book’s material that would replace
the existing IP on sponsorship. In order to be responsive to the needs of the fellowship, we are
proposing a schedule allowing for adoption at WSC 2004.

Scope:

This plan is based on the conference’s adoption at WSC 2000 of a motion to encourage area
and regional literature committees to develop source material about sponsorship in 2000, with a
preliminary evaluation of the issues relating to the sponsorship material to be done in 2001.
We have accomplished the collection of source material from the fellowship, completed the
evaluation of this input with a workgroup, and created a detailed outline of the proposed book.
We now propose to create a book length piece on Sponsorship, as well as a replacement for
the current IP on Sponsorship that will be sent out to the fellowship for approval one hundred
and fifty days prior to WSC 2004. More details about this timeline will be provided at WSC
2002.

Identification of members:
World Board and World Pool members

Timeline:

All work described above to be completed in the 2002-2004 conference cycle with an approval
copy being distributed in the 2004 Conference Agenda Report.

Staff level required:

= 6 weeks of Executive Management time
= 65 weeks of Management & Professional time
= 35 weeks of Project & General Support time

’ Expense of staff time aIIocated to this project $ 106,475
Direct expense items:

Conference calls and mailings $ 8,000

7-8 workgroup meetings of 8 people $ 88,800

2 additional Publications Committee meetings (6 people) ~$ 17,700

Direct Expense Total to Budget: $ 114.500

Total Project Expenses: $ 220,975

This project is a continuation of work from the previous conference cycle.
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Service Material Development

Purpose of the project:

To create new and/or revised material on service and topics concerning NA philosophy to better
serve a-growing and changing worldwide fellowship.

Scope of the project:

We are aware of many of the problems in the application of our current handbook material;
Events, Public Information, Literature, Hospitals & Institutions, and Treasurers Handbooks, in a
worldwide fellowship and in a world where technology and circumstances change rapidly. We
would like to create new material for what is currently covered by all of the existing handbooks,
including TWGWSS. Until input is sought from the fellowship, we are not settled on what
formats and information will best serve our diverse fellowship today.

This project was originally approved at WSC 2000 but has not been started due to a lack of
available resources. We were able to begin initial evaluations for the Treasurers and PI
Handbooks.

Identification of members for this workgroup:

World Board and World Pool Members

Timeline:

This work will be conducted in phases and may vary for different handbooks. The results of all
work will be communicated regularly and ultimately presented to WSC 2004. Approval methods
would vary, depending on the outcome. Handbooks would be presented to the conference for
approval, the World Board would approve bulletins, and some material might be presented for
approval in the Conference Agenda Report. If conference approval material is available for
distribution well ahead of WSC 2004, the material could be released early, clearly distinguished
as “Pending Conference Approval” and identified with a unique header and color.

Staff level required:

» 6 weeks of Executive Management time
= 24 weeks of Management & Professional time
= 12 weeks of Project & General Support time

Expense of staff time allocated to this project $ 44,700
Direct expense items: -
Mailings and Conference Calls $ 2,500
8 — 10 meetings for 4-7 Members $ 89,250
Direct Expense Total to Budget: $ 91,750
Total Project Expenses: $ 136,450

This project is a carry over from the previous conference cycle.
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Standards for World Service Communication with the Fellowship

Purpose of the project:

The purpose of this project is to assess the problem profiles and recommendations resulting
from the Communication Task Force, develop additional recommendations if necessary and
create a plan for the implementation of those recommendations to achieve a set of standards
for world service communication with the fellowship.

Scope and Timeline of the project:

The objectives of this project are to (1) evaluate each problem statement identified and
establish a baseline to improve the effectiveness of World Services communications;
(2) institute a comprehensive and deliberate communications strategy for all world services’
communications; and (3) periodically evaluate the effectiveness of implemented changes.

Some efforts have been begun to address the problems identified and those efforts would be
assessed for their effectiveness.

Identification of members:

World Board and World Pool Members as necessary

Staff level required:

For the assessment and implementation phase:

= 8 weeks of Executive Management time
= 30 weeks of Management & Professional time
= 17 weeks of Project & General Support time

The time involved with the periodic evaluation is unknown at this time.

Expense of staff time allocated to this project $ 58,125
Direct expense items: _
Various mailings, conference calls and research $ 5,000
3 meetings for 6 people ~$ 26,500
Direct Expense Total to Budget: $ 31,550
Total Project Expenses: $ 89,675

This project is a carry over from the previous conference cycle.
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World Service Meeting .

Purpose of the WSM:

To hold a meeting that allows the World Board to interact with Regional Delegates about
current world service projects.

Scope of the WSM:

We do not know if this meeting is practical or possible in a conference cycle with two world
conventions. We may propose some abridged version of past World Service Meetings at the
world convention celebrating NA’s 50" anniversary in San Diego in 2003. We wish to discuss
this further at WSC 2002 but wanted to include the funding and seek the conference’s
permission to proceed.

Identification of members:

World Board Members

NAWS Staff

Timeline:

This event may be scheduled for some time in 2001.

Staff level required for WSM:

= 4 weeks of Executive Management time
= 10 weeks of Management & Professional time .
= 8 weeks of Project & General Support time

Expense of staff time allocated to this project $ 23,200
Direct expense items: ,
24 World Board Members $ 33,300
15 NAWS staff $ 16,875
Meeting space and equiprﬁent rental of $ 6,000
Direct Expense Total to Budget: $ 56,175
Total Project Expenses: $ 79,375
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Worldwide Workshops

Purpose of the Workshops:

To hold five workshops in this conference cycle throughout the fellowship. Their purpose will be
to engage in various discussions on a variety of service and recovery issues with as many
members as possible.

Scope of the workshops:

We believe that these workshops have been successful and should be continues. We still have
a lot to learn but we know that planning as far as possible in advance is imperative in finding
suitable and affordable locations. We will be looking for locations prior to WSC 2002, without
making monetary commitments. Pending conference approval, we will secure locations for the
2004-2006 cycle prior to WSC 2004.

We are tentatively planning one workshop each in Latin America, Europe and Asia-Pacific, and
two in North America for the 2002-2004 conference cycle. We have tentatively identified the
United Kingdom (the event scheduled for September 2001 was cancelled), India, the Central
Southern US, the Northeast US, and Latin America. We do not believe that we can do more
than five in this cycle, with two world conventions, but are asking for approval for six workshops,
if it becomes possible.

Identification of members:
6 to 8 world service participants per workshop

Timeline:
These events will be scheduled throughout the 2002-2004 conference cycle.

Staff level required for the workshops:

= 12 weeks of Executive Management time
= 40 weeks of Management & Professional time
= 25 weeks of Project & General Support time

Expense of staff time allocated to this project $ 81,325
Direct expense items:
8 —10 travelers per workshop' $ 99,000

Meeting space, equipment rental, mailings, literature, etc at an $ 48,000
average of $8,000 per workshop

Direct Expense Total to Budget: : $ 147,000
Total Project Expenses: $ 228,325

This project is a continuation of work from the previous conference cycle.
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