



































c. Term of office to be one (1) year.

2. Duties:
a. Planning for meetings and workshops at Unity Day.

b. Make recommendations to the Unity Day Committee for speakers, meeting
chairpersons and others to help with the program.

c. Recommend a schedule of all events to take place during Unity Day and
attempts to have a balance of workshops for newcomers, service minded
persons and spiritual discussions. Keep in mind that workshops are held to
satisfy the needs of our membership for information or discussion on specific
topics and services related to Narcotics Anonymous. It may be important to
schedule similar workshops consecutively rather than at the same time. This
allows interested members to attend an entire series of related workshops rather
than having to choose between two or more workshops they would like to attend.
This schedule of events is to be submitted to the Unity Day Committee for review
and approval.

d. Responsible for finding a person to tape the speakers at the event, if approved
by the committee and is responsible for obtaining written consent from speakers
of taped meetings or workshops in advance of actual taping. Taping the speakers
and workshops allows members who are unable to attend all functions the
opportunity of hearing them at home or to share with others.

e. Work with the Chair on the Unity Day budget to prepare for costs expected to
be incurred that may include, but is not limited to, cost of phone bills for
communicating with speakers, postage for mailing confirmations out to speakers
and mailing flyers of the event to speakers. Sometimes travel expenses and
motel space are provided to main meeting speakers as a way of deferring their
expenses. Any proposed expenses of this nature must be approved by 2/3
majority vote of the Unity Day Committee. These financial considerations should
be taken into account when the budget is being drawn up in order to provide the
Program Person with an idea of available funds for securing speakers.

f. Responsible for contacting speakers, meeting chairpersons and readers for
scheduled events. Itis important to keep in touch with these people as the Unity
Day events draw near to ensure their attendance and to allow time to notify any
possible back-ups in the event of a cancellation.

g. Responsible for informing participants of the duties expected of them, for
example if a meeting chairperson must choose people to read that they are
aware of this prior to the meeting or informed that the readers have been chosen
and informing these readers of the reading they will be responsible for during the
meeting, if topics have been chosen for the speakers informing them of the topic,
etc.

h. Keep in mind, when choosing participants for the events, that the basic
qualification for participation on the program of Unity Day is membership in
Narcotics Anonymous. However, main meeting speakers are also required to
have a minimum of five (5) years clean time and be from out of the Easter Inland
Empire Area. A speaker or workshop chair at the Unity Day shares his/her
personal experience of recovery in Narcotics Anonymous. Potential speakers and
program participants are people, who base their recovery on powerlessness over
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addiction, identify themselves as addicts and attend Narcotics Anonymous to
sustain their recovery. These qualifications assure a Narcotics Anonymous
member gets a Narcotics Anonymous Unity Day.

i. Responsible for actively finding members to help with the above responsibilities
and to find members to help in the following area: entertainment. Keep in mind
that this position can be a tremendous burden if too few persons are responsible
for them and that several peoplée should be chosen for each area to eliminate this
burden. With this in mind one person should be chosen to coordinate each
activity and the following should be kept in mind when choosing someone to fulfill

the position:

‘ENTERTAINMENT PERSON

1. Requirements:

a. The Entertainment Person of the Unity Day Committee must have a
commitment to service, willingness to serve and the resources to do the job.

b. A minimum of ninety (90) days clean time.
c. Term of office to be one (1) year.

2. Duties:
a. The Entertainment Person is responsible for organizing and proposing a
schedule of activities and events for the entertainment of the Fellowship during
Unity Day. Activities may include but are not limited to: dances, member
participation games, recovery plays, comedy shows, talent shows, art shows, etc.
All proposed contracts with prospective performers and related services must be

signed by the Unity Day Committee Chair or Vice Chair after being approved by
the Unity Day Committee.

H. OPERATIONS PERSON
1. Requirements:

a. It is suggested that he or she be elected from active participants of the Unity
Day Committee. The OPERATIONS PERSON of the Unity Day Committee must
have a commitment to service, willingness to serve, resources to do the job and
willingness to gain or have a working knowledge of the Twelve Steps, Twelve
Traditions and Twelve Concepts of Service.
b. A minimum of two (2) years clean time.

c. Term of office is to be one (1) year.
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2. Duties
a. to find people to fill the positions of:
e SNACK SALES PERSON
e FOOD AND KITCHEN PERSON
e HOSPITALITY PERSON

e SETUP CLEANUP CREW
b. To oversee the above persons in conjunction with the chair and vice chair.
c. The Operations Person is in charge of participating in the creation of the
budget and informing the committee of the estimated cost of food, number of
drinks and snacks that will be needed for an event.

d. Monitoring the vinventory of the food, snacks and drinks during and in-between
the scheduled events.

SNACK SALES PERSON

1. Requirements:

a. The Snack Sales Person of the Unity Day Committee must have a commitment
to service, willingness to serve, resources to do the job, willingness to gain or
have knowledge of the Twelve Steps, Twelve Traditions and Twelve Concepts of

Service.
b. A minimum of one (2) year clean time.

c. Trustworthy and be able to handle NA fund and be responsible to the Fiscal
Accountability section of these guidelines.

d. Term is to be one (1) year.

2. Duties:
a. Ensuring that all funds collected from the sales of snacks and drinks are given
to the committee Treasurer immediately after the conclusion of the event, and will

monitor the handling of these funds by all members that will be helping with snack
and drink sales.

b. Will choose several people to help with food sales and cooking at events,
choosing people that can meet money-handling requirements if they will be
handling funds during the event.

c. Keep track of items purchased and log these sales, so, that the committee can
keep a budget for these items in the future.
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FOOD AND KITCHEN PERSON

1. Requirements:
a. The Food and Kitchen Person of the Unity Day Committee must have a

commitment to service, willingness to serve, resources to do the job, willingness
to gain or have knowledge of the Twelve Steps, Twelve Traditions and Twelve

Concepts of Service.
b. A minimum of one (1) year clean time.

c. Trustworthy and be able to handle NA tickets and be responsible to the Fiscal
Accountability section of these guidelines.

d. Term is to be one (1) year.

2. Duties:

a. Ensuring that all tickets collected from the sale of food are given to the
committee Treasurer immediately after the conclusion of the event, and will
monitor the handling of these tickets by all members that will be helping with food
sales.

b. Will choose several people to help with food sales and cooking at events,
choosing people that can meet money-handling requirements if they will be
handling funds during the event.

c. Keep track of items purchased and log these sales, so, that the committee can
keep a budget for these items in the future.

d. Propose meals to serve at events, if food will be served.

HOSPITALITY PERSON:

1. Requirements:

a. The Hospitality Person of the Unity Day Committee must have a commitment
to service, willingness to serve and the resources to do the job.

b. A minimum of ninety (90) days clean time.

c. Term of office to be one (1) year.

2. Duties:

a. As the name implies, the Hospitality Person serves as the Unity Day host.
Upon election, the Hospitality Person meets with the Chairperson to develop a
working plan for the current year’s Unity Day. This plan should address coffee,
refreshments, newcomer sheet purchase, audio/visual, Unity Day space needs,
etc. The hospitality aspect of the Unity Day Committee is one of the best ways the
average member can get involved with the Unity Day and have a lot of contact
with the other members. Some of the hospitality responsibilities include: the
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development of maps (work with Arts and Graphics) information and newcomer
sheet table at the Unity Day site and identifying suitable parking.

SET UP/CLEAN UP CREW

1. Requirements:

a. The Clean Up Person of the Unity Day Committee must have a commitment to
service, willingness to serve and the resources to do the job.

b. A minimum of ninety (90) days clean time.
c. Term of office to be one (1) year.

2. Duties:

a. The Set Up/Clean Up Person will maintain and supervise a set up/clean up
committee to set up for and clean up after all activities at a Unity Day event and
insure that all business meetings and activities of the Unity Day Committee are
likewise serviced. '

SECURITY PERSON

1. Requirements

a. The Security Person of the Unity Day Committee must have a commitment to
service, willingness to serve, resources to do the job, willingness to gain or have
knowledge of the Twelve Steps, Twelve Traditions and Twelve Concepts of
Service. :

b. A minimum of one (1) year clean time.
c. Term is to be one (1) year

2. Duties

a. To Direct Unity Day participants to, registration, workshops, speaker
meetings, open talks, and discussion groups.

b. Assist the Operations Person when called on to do so.
c. Remind members who smoke of non-smoking areas.

d. Maintain order, discipline, and serenity of Unity Day in a positive; non-
confrontational, assertive manner. In keeping the 12 Steps, 12 Traditions,
and 12 Concepts of Narcotics Anonymous.
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