
WORLD SERVICE OFFICE 

BOARD OF DIRECTORS REPORT 
FOR CONFERENCE CALL MEETING 

DECEMBER 21, 1991 

BOOKl 

THIS BOOK CONTAINS: 

October BOD Minutes 
September and October Financial Report 

World Service Conference Budget Committee Report 
Financial Management Policy 

UKSO Report 
Fellowship Communication 

Special Event Insurance Proposal 
Bequest Communication 



AGENDA 
BOARD OF DIRECTORS' CONFERENCE CALL MEETING 

· Saturday, December.21, 1991 
9:00 A.M. to 12:00 P .M. PDT 

ROLL CALL . 
ACCEPTANCE OF PROXIES 
OCTOBER BOD MINUTES (1-3) 
AGENDA APPROVAL 

FINANCIAL 
September Financial Report (1-15) 
October Financial Report (1-27) 
November General Financial Summary 

CHAIRPERSON'S REPORT 
Departmental Expense Distribution Report 
BOT /BOD /WSC Chairperson's Planning Meeting Report 
WSC Budget Committee Plan (1-38) 
Financial Management Policy (1-44) 

PERSONNEL 
Employee Termination 
Administrative Division Manager Recruitment 
Health Benefits Review 
Personnel Policy Manual Revisions 

LEGAL 
Tax Status Options Update 
Bylaw Filing With IRS Update 

TRUSTEE INTERNAL COMMITTEE REPORT 
FINANCIAL AD HOC COMMITTEE REPORT 
BUSINESS PLAN REPORT 
NEWSLINE REPORT 
EXECUTIVE DIRECTOR REPORT 

Special Event Insurance Proposal (1-72) 
Telephone/Copier Monitoring Equipment 

FELLOWSHIP SERVICES DMSION REPORT 
Projects Status 
ESO Report (1-50) 

ADMINISTRATION AND SUPPORT SERVICES DIVISION REPORT 
Production Updates 

Spanish and Portuguese Basic Texts 
Introductory Guide 
Medallions 
Basic Mugs 
Speaker Tapes 
Spanish Translation of Poster Set 
Pens 

CSOREPORT 
AGENDA REVIEW FOR JANUARY MEETING (1-2) 

I-/ 



AGENDA 
BOARD OF DIRECTORS' MEETING 

January 11 - 8:00 A.M. • 8:00 P.M. 
January 12 - 8:00 A.M. - 11:00 A.M. 

CALL TO ORDER 

ACCEPTANCE OF PROXIES 

DECEMBER BOD MINUTES 

AGENDA APPROVAL 

FINANCIAL REPORT 

November Financial Report 

PERSONNEL 

Employee Training Plan Review 

PRICING DETERMINATION 

WCCREPORT 

SALES POLICY DEVEWPMENT 

BUDGETDEVEWPMENT 

Q:\exec\bod\decconcl.doc 

1-a 



MINUTES· OF THE WORLD SERVICE OFFICE 
BOARD OF DIRECTORS' MEETING 

October 25, 1991 

Those present were: Bob McD., Bob MacF., Oliver S.,Tim B., Walter J., Martin C., Bill W., 
Mary Kay B. It was also noted that Randy gave his proxy to Mary Kay, Chris gave his proxy 
to Randy, and Bill W. gave his proxy to Randy. 

The Vice Chairperson, Mary Kay B., called the meeting to order at 9:15 AM. on Friday, 
October 25, 1991, with the Serenity Prayer and asked if there were any additions or 
corrections to the August minutes as mailed. It was noted that on Page 123 next to the last 
paragraph, the motion to continue to develop individual member oriented merchandise 
brochure was seconded by Walter J. rather than Oliver S. as listed in the minutes. It was 
also suggested on Page 124 that it be noted that the proposed bylaw amendments are 
attached as part of this legal record. With those additions and corrections, it was M/S/C 
(Walter J./Bob MacF.) "that we accept the minutes as corrected." The vote: Yes
Unanimous. 

The board then reviewed the minutes of the executive committee conference call in 
September. After brief discussion, these minutes were accepted by consensus. Martin C. 
also noted that more advance notice in scheduling conference calls would be appreciated 
and would allow him and also the other board members greater opportunity to participate. 
Martin further noted that Sunday evening would be a time that he would be available for 
conference calls that would not conflict with his work schedule. The board then considered 
the agenda as presented. It was the consensus of the board members that the agenda 
outlined in Book 3 would be appropriate to use as a guide if the order could be rearranged 
to accomodate staff and board members attendance at other meetings during the course of 
the weekend. There being no objections, the agenda was approved. 

Mary Kay then gave the financial support ad-hoc committee report noting that recruitment 
efforts have resulted in the enrollment of Arizona and Greater Philadelphia Region in the 
Basic Catalog marketing test. While other regions were contacted, they had expressed a 
preference not to be involved due to the potential competitive impact this program may 
have on their existing regional sales. Despite the fact we had attempted to reduce the 
competitive impact of the Basic Catalog approach by stating that materials can be ordered 
from local sources, most regions contacted were not receptive. It was noted that major 
efforts to reduce competitive impact would mean the Basic Catalog becomes more of a 
wholesale promotion rather than a direct retailing effort. After further discussion, it was 
the consensus of the board to expand the Basic Catalog marketing test to include the three 
highest potential fellowship markets not served by a regional service office. There being 
no opposition expressed by any board member, the staff was instructed to expand the Basic 
Catalog marketing test area as previously indicated. 

Mary Kay also noted that the anticipated proposal for the WSO or the WCC to act as a 
merchandise broker has not yet been received by the office. While interest in reviewing 
and evaluating such a proposal remains strong, such evaluation cannot start until the 
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BOD Minutes (10/25/91)-Page 2 

detailed proposal has ·been received and distributed. No action could be taken on this 
agenda item at this time. · 

Mary Kay then presented the concept of a fellowship wide merchandise catalog 
coordinated and published by ·the WSO. This concept would allow each region to present 
regionallly developed merchandise in a catalog to be distributed to the entire fellowship. 
While positive benefits were identified, it was the consensus of the board that such activity 
would not justify the investment of staff time and financial resources necessary to complete 
the project. With this consensus expressed by the board, the WSO staff will not pursue this 
matter further at this time. Bob McDonough arrived at this time and assumed his role of 
chairing the meeting. The board of directors was then asked to identify any other 
appropriate financial support activities and after a general discussion, Anthony proposed a 
staff recommendation that the board consider a Bi-plated medallion consisting of nickle 
and gold since the chemical interaction between silver and gold would create a tarnished 
surface. Anthony further recommended that this Bi-plated medallion replace our current 
silver medallion as the accepted upscale medallion offered by WSO. Research on this bi
plated medallion was still underway; thus, Anthorzy indicated a detailed recommendation 
would be presented at the board meeting in January. 

Anthony also distributed samples of a basic pen which incorporated a rotating barrel 
containing multiple recovery phrases. The sample pen distributed was light blue in color. 
It was noted that a dark navy pen presents a formal appearance and thus may be of greater 
value to potential customers. After a brief discussion, it was a M/S/C (Walter J./Oliver S. 
"that we accept the basic pen concept for inclusion in our merchandise inventory with a final 
price to be established at an upcoming board meeting when sufficient research had been 
completed to determine exact production costs." The vote-Yes unanimous. 

George raised concern about a continued trend of the board to add additional low profit 
margin items to WSO's inventory. George further noted that processing, manufacturing, 
wholesaling, warehousing and distribution costs for an item as inexpensive as an ink pen 
may negate any potential profit received from that product. Board was then asked if there 
were any additional items of merchandise or financial support activities that should be 
discussed by the board at this time. It was M/S/C (Walter J./Bob MacF.) "that the poster 
set of steps, traditions and serenity prayer be translated into Spanish. The vote-Yes 
unanimous. 

Anthony also noted that research was ongoing regarding large, cotton steps and traditions 
banners. Anthony noted that to date the least expensive way of obtaining these banners is 
to produce them in Australia with fabric available in Australia and ship them in bulk to US 
for distribution at an estimated cost of $25.00 per set. Anthony further noted that 
production in the US would be substantially more expensive due to available fabric options. 
Anthony stated that a detailed proposal on these banners would be forthcoming at the January 
board meeting. 

Anthony was then asked to comment on the financial report provided to board members. 
After distributing an amended cash flow statement, Anthony noted that the accounts 
receivable for July and August had increased and that vendor credit flexibility was 
continuing to be more difficult to obtain. Anthony also noted that a chart of acccounts will 
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be revised to give additional detail of specific product sales and that the board of directors 
will be provided with a quarterly sales analysis report. Increased orders in the fourth 
quarter of the year may be better than previously anticipated, but no detailed information 
is available at this time. 

A work in progress report was· then given on the departmental expense distribution. It was 
a consensus of the board of directors that this would be an extremely valuable piece of 
information to address a variety of questions in regards to WSO financial operations. It 
was noted that Bob McD. is currently reviewing and revising the document to assure a high 
degree of accuracy and acceptablility of the information by the fellowship. It was also 
noted that the departmental expense distribution report would be expanded to include 
income information as well. A revised copy will be available for consideration at the next 
board meeting. 

The executive director was then asked to report on the financial impact of changing our 
payroll distribution system from every week to every other week. Joe noted that since our 
payroll account is a non-interest bearing account, no additional interest income would be 
generated from this pay system change. Calculating payroll every other week rather than 
every week would streamline staff involvement at an estimated reduction of staff time from 
a current eight hours per week to approximately six hours per week. Joe also noted that 
such a change would create a financial burden for employees. Based on that anticipated 
financial burden, the executive director recommended that the board of directors not make 
any changes in the payroll adminstration. It was the judgment of the executive director that 
the additional burden placed on WSO's staff would far exceed the savings of two hours 
payroll processing for the single employee involved. There being no opposition to the 
position presented, there was a consensus of the board to not recommend any change at 
this time. 

The executive director then reported that WSO had just completed a correspondence audit 
by the California registry of charitable trusts. He reported that this was a routine audit and 
was not based on any perceived problems and that WSO had successfully completed the 
audit with no recommended changes in procedure to be made by the California registry of 
charitable trusts. 

The board then considered a letter from Robert Kassem answering previous questions in 
reference to the establishment of a trust fund for the support of the World Service 
Conference. The board noted that this matter had been referred to the board of trustees 
and, thus, the board of directors took no further action at this time. 

Staff then presented a proposal for telecommunications system changes, as noted in the 
telecommunications cooperative network proposal starting on page 33, Book 2. Staff noted 
that additional proposals in the area of telecommunications may be forthcoming in the 
near future but the benefits of affiliation with telecommunications cooperative network 
appeared to staff to justify acceptance of their proposal. Based on recommendation of 
acceptance by the executive director, it was M/S/C (Bob MacF /Oliver S.)"that we accept 
the proposal as presented in Book 2." The vote-yes-unanimous. 
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Bob McDonough· then ·gave the chairperson's report beginning with a report from the 
fellowship's serVices evaluation team. Bob reported that a job description for the executive 
director had been ·developed and that the development of protocol for appropriate 
communication with the office was an element that needed further development and that it 
was the consensus of the com:mittee that development of such protocol would surpass the 
instructions. given to that committee. Based on that consensus, Bob noted that the 
committee had agreed that it would be appropriate to recommend the disbanning of the 
commitee to the joint meeting of the board of directors and board of trustees based on 
completing their assigned task. There being no objections from the board, Bob stated that 
he would be proposing such a recommendation to the upcoming joint meeting. Bob further 
noted that he would be making a report to the joint meeting on the topic of budget review 
and utilization as noted in Book 1, page 32, if the presented information met with the 
board's approval. There were no objections. 

Bob then reported that interim committee actions were listed in Book 1, page 38, and 
would be available for board of directors review and questions. There being no questions, 
Bob moved to the next item on the agenda which was correspondence from a G.S.R. in 
Columbiana, Ohio extending an invitiation to attend a workshop sponsored by that group. 
Bob's response to the invitation and the communication is included in Book 2, page 64. 

The board then reviewed RSR communication from the Chesapeake Potomac Region. It 
was noted that this RSR report could serve as an example of potential problems created by 
miscommunication or communication of inaccurate information by RSR's. Page 50 in 
Book 3 . also contained communication further demonstrating misunderstanding of WSO 
operations. 

Bob then asked the board to then tum their attention to page 20, Book 3 to review a 
request from a Portland, Oregon group to obtain permission to establish a speaker tape 
lending library. After brief discussion it was the consensus of the board that it would not be 
appropriate to authorize duplication and sale of speaker tapes. It was appropriate to 
continue the current policy of permitting the establishment of a speaker ~pe library at the 
local level. 

The chairperson then continued his report by giving the report of the personnel committee. 
The first item for consideration was review of the salary and hiring freeze currently in 
effect. Initial discussion centered on whether a freeze was ever actually formally 
implemented by the board of directors. Evidence was presented from previous minutes 
that a freeze had never formally been adopted by the board of directors. After further 
discussion, it was M/S/ (Bob MacF /Tim B. "to eliminate the current restrictions imposed 
by level 1 emergency." The discussion continued and centered around availability of funds 
to address salary freeze concerns. The vote on the motion was not taken because of a 
motion to table made by Martin C. and seconded by Walter J. Later in this meeting after 
more information had become available, a vote was taken and it was passed immediately. 
Bob then noted that he may be presenting recommended changes in our personnel policies 
based on a detailed review by a labor lawyer volunteering his efforts to review our personnel 
policies. Such recommendatiom will be made at a future meeting. 
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Other personnel actions reported were recruitment of a clerical assistant for H&I. It was 
noted that staff was in the final selection phases and that a hiring of an H&I assistant would 
be possible in the immediate future unless disallowed by board of directors. There was 
also a discussion about the beginning of a recruitment process of an administrative division 
manager with an accounting degree to replace the position vacated six months earlier by 
the resignation of Lois. Since the recruitment of high level professional positions is 
anticipated to require more lead time than the recruitment of clerical positions, staff 
requested the endorsement of the board to begin that search process for an administrative 
division manager position to begin immediately, with potential starting date after January 
1, 1992. 

Bob McD. had then noted that he had previously authorized the hiring of a part-time 
administrative position to assist in the areas of filing financial records. This position was 
filled by a part-time hourly employee working three days a week. It was also noted that 
due to part-time status, no costs associated with employee benefits were being incurred. 
Joe then noted that the WSO employee vacation schedule had been listed in Book 3, page 
25. It was an information item for the board of directors to assist them in their interaction 
with WSO employees from now through the end of the year. 

Joe also noted an intention to complete a transition process to enable WSO to establish 
annual salaries for all WSO employees during January to be effective February 1, 1992. 
Joe also noted that at an upcoming board meeting, he would be providing a proposed 
employee training plan outlining employee development projects and associated expenses 
throughout the year of 1992. Joe then noted that in Book 3, page 29, he had provided a 
calculation used to establish Christmas bonuses for WSO employees for the previous year. 
After a brief discussion, it was M/S/C Bob MacF./Walter J.) "that WSO will not extend 
Christmas bonuses to any employees this year." The vote-yes- unanimous. 

Bob McD. then noted the business plan development committee and that trustee Bob 
McK. had identified significant concerns with the current health insurance coverage 
extended to WSO employees. Since Bob McK.'s information was extensive and may 
require significant study before action, Bob McD. asked the board to delay consideration of 
these proposals until they had ample time to review them in detail. There being no 
objection from the board, this item was postponed to a future board of directors meeting. 

Tim then presented a legal report noting that he was not in full agreement with the 
anticipated results of the second option presented in the letter dated September 16 from 
our tax attorney, Don Corliss. Tim further noted that his personal evaluation of that option 
would not substantially compromise any of Narcotics Anonymous Twelve Traditions. Tim 
further noted that he would making a detailed report of his recommendations to a joint 
board meeting this weekend. Tim then asked that the board consider action on bylaw 
changes proposed in the August 10 Book 3 presented to the board of directors at the 
August 10 board meeting. The first bylaw changes recommended were outlined on Book 3, 
page 13, from the August 10, 1991 meetings. After brief discussion and explanation, it was 
M/S/C (Tim B./Bob MacF.) "that we accept the changes noted in numbers 1 and 2 on 
page 313 of Book 3 from August 10, 1991. The vote-yes unanimous. Tim went on to 
explain and recommend items three and four on page 313, Book 3, from the August 10, 
1991 meeting and it was M/S/C (Tim B./Oliver S.) "to implement those changes." The 
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vote yes-unanimous.· · · The board of directors then considered the Directors liability 
insurance proposal outlined on page 75, of Book 2, for the October 25, 1991 meeting. 

Tim noted that from a legal perspective, he recommended such insurance coverage as a 
prudent legal.measure to protect both WSO and individual trusted servants. It was M/S/C 
(Tim B./Bob MacF.) "we obtain this board of directors liability insurance and that the 
WSO corporation accept liability for the $5,000 deductible proposed in this insurance 
coverage." The vote-yes-unanimous. 

Staff was then asked to obtain a more detailed description of the ex.tent of trusted servant 
coverage and to reporl that coverage at the next board of directors' meeting. Tim further noted 
that he had no recommendation to make in reference to a covenant not to sue at this time 
pending further bylaw research. Tim then presented the fellowship intellectual property 
trust document bound separately in a blue cover, dated October 16, 1991. Tim 
recommended the following corrections be incorporated into this document. 

1. On page 20, line 567, the sentence notes that the trustor may add properties to the 
trust, delete properties from the trust, or revise the content or nature of trust 
properties by the following means, and then does not go on to list what following 
means would be appropriate. Tim recommended changing the period at the end of 
line 568 to a colon to be followed by a description of the means possible to revise the 
C<?ntent or nature of trust properties. 

2. Tim noted that on page 28, line 765, last phrase, "provided the following conditions 
are met,11 should be punctuated with a colon rather than a period. 

With those two corrections, Tim noted that he would be recommending the corrected 
copy of the fellowship intellectual property trust document dated October 16, 1991, to 
the joint board meeting to be held this weekend. 

Tim then noted a letter dated August 12 to Anthony Edmondson from Theresa 
Wagner Middlebrook in reference to United Kingdom Service mark applications. 
Tim recommended that no additional action on this item be taken by board of 
directors as WSO can rely upon common law rights with respect to counseling 
services in the opinion of our attorney Theresa Wagner Middlebrook. There being 
no questions from the board of directors, it was a consensus that no additional action 
be taken on this item. 

Walter Johnson then gave the business plan development team report as outlined in Book 
1, page 58 through 67. Walter first reviewed the development process noting that it was the 
committee's desire to obtain comments or additional perspectives as early as possible in the 
development process to reduce the possibility of major revision in the final development 
stages. In that regard Walter then reviewed an expanded outline on page 62, of Book 1, 
showing in detail the direction initially pursued by the business plan development team. 
Walter then noted a mission statement calling attention to both the summary mission 
statement listed in Book 1, page 58, as well as the detailed description of the elements of 
that mission statement detailed on pages 166 and 167. After brief discussion, it was the 
consensus of the board of directors that the business plan development team was pursuing 
an appropriate process and had developed an appropriate outline for business plan 
development. After further discussion, it was the consensus of the board of directors that 
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the mission statement and accompanying detailed discription adequately reflected the 
mission of the World.Service Office. 

The executive director was then asked to give his report. Joe began his report by 
presenting recommended financial management policy. After subtstantial discussion, the 
board recommended the following changes in the policy presented in Book 1, page 69. 

1. Paragraph 4, the word "or" in the phrase "the treasurer and/or executive director" 
should be included. The word "together" in that same sentence should be deleted. 

2. The next sentence in paragraph 4, the phrase "on the financial condition of the 
corporation," should be deleted. 

3. Also in that same paragraph, the phrase "the corporation and it's directors" should 
also be deleted. 

4. The last word in paragraph 4, "corporation" be deleted and replaced with the phrase 
''board of directors." The following sentence would also be added immediately 
following the first sentence in paragraph 4, "Excessive or unusual expenditures shall 
be fully explained to the board of directors." 

5. Paragraph 6 at the bottom of page 1-69, line 4, the phrase signed by the executive 
director and other staff," should be changed to "signed by the executive director 
and/or any other staff or consultants." The phrase "as appropriate" would be deleted 
from the first paragraph of page 1-70, line 4, the word "their" should be changed to 
"its" and in line 5, the word "that" should be changed to "which." 

6. The second paragraph on page 1-72, the phrase "in the form of a $250,000 fidelity 
bond" should be changed to "$50,000 fidelity bond." 

7. The following sentence is to be added to that same paragraph: ''The board of 
directors accepts the full liability for the cost of the deductible in the applicable board 
of directors liability insurance coverage." 

8. In the fourth paragraph on page 72, second line, the word "executor director" should 
be changed to "executive director." 

9. In the fifth paragraph, the word "that" in the phrase "inventory items that exceed 
$5,000," will be changed to "inventory items which exceed $5,000." 

10. On page 73, paragraph 2, line 6, the phrase "that impact or change" be deleted and 
replaced with the phrase ''which affect;" also in line 8 that same paragraph, the phrase 
"that impact," be changed to ''which affect." 

11. Page 74, the phrase "for equipment that will cost," should be changed to "for 
equipment which will cost." In that same paragraph the abbreviation "P.O." should be 
replaced with the words "Purchase Order." 

12. In the next paragraph, the letters "P.O." should be replaced with the words "Purchase 
Order." 

13. On page 175, the first paragraph, second line, delete the phrase ''within 30 days." 

14. The last sentence in that first paragraph, page 175, should read "equipment shall not 
be removed from or loaned from the office unless approval is granted by the 
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executive:·· director in accordance with the equipment utilization policy which is 
attached." 

15. The equipment utilization policy should be attached to this Financial Management 
policy. 

16. On page 1-76, item 3 .should be changed from "amended September 1991" to 
"amended October 1991." Due to the extensive number of detailed changes 
presented in the Financial Management Policy, a copy of the policy with all these 
changes incorporated will be provided at the next board of directors meeting. With the 
amendments and corrections as noted, it was M/S/C (Walter J./Tim B.) "that the 
board of directors adopt the Financial Policy as amended." The vote-Yes
Unanimous. 

Joe then noted that the owner of the building at 16155 Wyandotte had removed it from "for 
sale" listing and had offered a two year lease with the option of extending that for three 
additional one year periods. Joe further noted that unless instructed to otherwise, he 
intended to sign that lease, thus, eliminating the forced move from that building for at least 
the next two years. 

Joe then noted that we were in the final phases of research on special event insurance 
coverage for the, entire fellowship. Options currently under consideration included both a 
single payment for . coverage of all special events that take place within a region or 
individual event coverage that can be purchased on a day to day basis based on the size and 
assigned ·risk factor of that event. Detailed recommendation on special event insurance 
would be presented to the board as soon as obtained from insurance companies and will 
hopefully be available at the next board of directors meeting. 

Joe then commented on the telephone monitoring equipment proposal outlined on page 
77, of Book 1. After a brief discussion, it was the consensus of the board that advice should 
be sought from telecommuncations cooperative network prior to incurring the expense for 
the telephone monitoring as outlined on page 77. Joe indicated he would obtain that advice 
and report back at the next board meeting any information on telephone monitoring. 

The board then considered the standardized writing style format as presented on Page 78 
of Book 1. After brief discussion, it was M/S/C (Tim B./Walter J. ''we accept this format 
as the official writing style format to be used by the WSO." 

Joe then reported that the WSO had completed the first aid training, as outlined in our 
personnel policies, resulting in the red cross certification in adult CPR and standard first 
aid for all supervisory personnel at WSO and any non-supervisory personnel that were 
willing to volunteer their time to complete the course. 

Joe also noted that a computer training program was being designed and would be 
implemented prior to the next board meeting to improve computer operation skills of all 
WSO employees who use computers extensively. It was noted that this staff development 
was b_eing completed with in-house personnel and thus did not involve additional training 
expense. 
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Joe then noted that .the work plan had been revised to include trustee projects listed in 
Book 3, page 36 and page 37, and noted that these projects should be integrated into the 
existing work plan in prioritized order to provide the clearest understanding for both WSO 
and all involved trusted servants as to the appropriate priority given to each project. It was 
the unanimc;ms consensus of the board of directors that trustee projects be included in the 
work plan in prioritized order. 

Joe then noted that the smoking policy listed on page 83 of Book 1 was currently in place 
and offered the board of directors the opportunity to make any recommendations or 
modifications they felt appropriate to that policy. After substantial discussion, it was the 
consensus of the board that the policy as stated on page 83 of Book 1 was appropriate. 

Joe then noted the change in the water system· pointed out on page 84 of book 1 that 
reduces our expenditure on drinking water from $450 a month to $100 a month. 

Joe then noted that the credit union service now being provided by WSO had been well 
received and appreciated by WSO employees. 

Joe also noted that he had been asked to provide his perspective on the International 
Development of Narcotics Anonymous and after reviewing this request with Bob McD., a 
prepared statement was listed in Book 3, page 45. 

The board then revisited financial issues beginning with a discussion of further possible 
reductions or limitations that would assist in balancing income and expenses. After 
discussion of the overall impact of further expense reduction, the board began discussion of 
activities that could immediately generate substantial additional income in the near future. 
After further discussion, a consensus developed that an increase in the recommended retail 
price of the Basic Text may be appropriate at this time and it was M/S (Randy J./Tim B.) 
"that we raise the price of the Basic Text $1.00 effective January 1, 1992. Discussion 
continued. Due to the length of the meeting and the importance of this decision, no vote 
was taken; rather Tim moved to table this motion until Sunday morning and Walter 
seconded that motion. A vote was taken on the motion to table and it was passed 
unanimously. 

The board then stood in recess until 9:00 AM., October 26, 1991. Chairperson Bob 
McDonough called the meeting to order with the Serenity Prayer. Those present were as 
follows: Bob McD., Randy J., Oliver S., Tim B., Bob MacF., Walter J., Martin C., and 
Mary Kay B., Chris C., and Bill W. had given their proxy to Randy. In lieu of an oral 
presentation, Joe asked the board to refer to Book 3, page 48 and 49, for an overview of 
activities and accomplishments during his first six months as executive director. Joe then 
dismissed himself from the meeting and the board went into executive session to discuss 
executive director salary. (Financial recommendations as a result of this executive session 
are available to all individual board of director members. Since these recommendations 
include specific salary information, they will not be included as part of the public record of 
this meeting. As a part of this public record, it should be noted that executive director 
compensation is still within board accepted range for that position and that the salary range 
for the executive director position has been set at $60,000 to $75,000 per year.) 

J -I I 



BOD Muautes (10/25/91)-Page 10 

The ESQ report was then given by Lizzie by speaker phone. After a brief summary of 
ESO's activities, Lizzie noted that her primary challenge at present is the employment of a 
part-time stock clerk and part-time clerical assistant. She noted that since these skills were 
substantially different; thus, two part-time employees seemed more appropriate then one 
full time employee. After substantial discussion, Lizzie noted that she intended to offer the 
two positions to David and Sean. George then gave a Fellowship Services Division report 
noting that the translation committee had prepared Danish I.P. #1 and Spanish, 
Portuguese, and Swedish Steps and Tradition Posters. 

George then distributed a sales policy that was based on the input received from trusted 
servants and highlighted that the central sales policy question was "to whom is the WSO 
accountable to-the service structure or the fellowship?" Substantial discussion followed 
noting that the creation of regional service offices was promoted by the World Service 
Office policies and personnel. The current sales policy does make it possible for local 
entities to substantially subsidize their service activities through the sale of WSO literature 
and merchandise. This discussion culminated in the following three actions: 

1. Martin made the following motion "a 10% uniform increase on all items in WSO 
inventory as of October 1, 1991 be proposed for implementing at the January 1992 
meeting of the board of directors with a proposed effective date of February 1, 1992." 
Tim seconded that motion. A vote was taken and it passed unanimously; 

2. The b<;>ard then considered the formal proposal to the WSC that it begin to effectively 
evaluate the generation of additional income. After further discussion, it was 
determined that a motion was not necessary since the treasurer of the WSC was 
present and benefited from the board of directors discussion on that topic. 

3. Oliver then made a motion that the pricing structure of existing sales agreements be 
continued at their current level until November 1, 1992. Martin considered that 
motion and a voice vote was then called for, but the results of the voice vote were 
determined by the chair to be unclear due to abstensions or objections and sought 
further clarification from board members. In lieu of determining an outcome for that 
vote, Walter moved to table Oliver's motion. Martin seconded the motion to table 
and it passed unanimously. This will be considered at the January board meeting. The 
board then recessed until Sunday morning. 

Chairperson Bob McDonough called this meeting to order with the Serenity Prayer. Those 
present were as follows: Bob McD., Oliver S., Tim B., Bob MacF., Walter J., Martin C., 
and Mary Kay B., Chris C., and Bill W. had given their proxy to Randy and Randy had then 
given his proxy to Mary Kay B. The next agenda item was a presentation by Max C. from 
U.K Service Office. Max opened his presentation by noting that communication from the 
WSO board of directors had been minimal and additional communication would be greatly 
valued. Max further noted that the extent of service and types of service provided by the 
U.KS.O. were substantially different than other regional service offices. Max highlighted 
the difficulties addressed by the U.KS.O. in assisting with the development of the 
fellowship throughout the United Kingdom. Max noted that volunteer staffing is difficult 
and the U.KS.O. would appreciate an onsite visit of a person with office management skills 

(-/~ 
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for a period of a week to assist the U.K.S.O. in developing ways to efficiently address 
needs. Max summarized his requests by stating the the U.K.S.O. is requesting that WSO 
share their experience rather than concentrating on any evaluative approach. Max's 
comments prompted further discussion of the existing sales agreement resulting in Bob 
McD. assigning the development of a comprehensive sales policy to the financial support 
ad-hoc co~ttee, to be proposed at the next meeting of the board of directors. Max asked 
if it would be appropriate to make any design changes in J.P. covers. After a brief 
discussion, it was the consensus of the board that to avoid copyright concerns, no changes 
in J.P. cover design should be made. 

Anthony was then asked to give an Administration and Support Services Division report. 
Anthony noted that the Basic Journal is in inventory and that 4,600 of the 5,000 Basic 
Calendars have been sold. Anthony also sought board's permission to change our original 
Basic Mug decision from an 11 oz. to a 12 oz. mug as this would provide a better product at 
only .16 more per mug with a negligible increase in shipping costs. There being no 
objection, the board approved this request by consensus and Anthony noted that 12 Oz. 
Basic Mugs should be in inventory by mid to late November. Anthony then noted that 
book covers were still being researched with the hope of providing a quality book cover at a 
lower price then currently was available from other sources within the fellowship. 

Anthony also noted that computer system problems have been resolved through the 
additio~ of emergency power back up equipment. Anthony noted that computer service 
contracts had been cancelled at a substantial savings to WSO and that all necessary 
software upgrades were in place. 

Anthony also noted that Trish has done an outstanding job in maintaining our financial 
records and with the addition of Jeannie as a part-time hourly assistant, Trish has improved 
the filing of her financial records. Anthony then noted that all employees will be added to 
the insurance policy as potential drivers of our van since coverage can be provided at no 
additional cost. Anthony then noted that the Portuguese and Spanish Basic Text blue lines 
had been returned, final edits were being made, and both books should be in inventory by 
the end of November. Anthony then reported that Nevada Coin Mart would be providing 
our medallions at approximately half the cost of the previous supplier while increasing the 
quality, weight and precious metal content of the medallions. Samples would be mailed to 
all board members by the end of November. Anthony also noted that our chip 
manufacturer has been changed resulting in a reduction of 1/2 the cost of production while 
increasing the quality and durability of those chips. 

A discussion of the speaker tape selection process then took place. Martin moved to keep 
the Jimmy K. and the NA history tape in our advertised inventory. Oliver seconded and 
discussion continued. There was discussion of preparing a tape version of Book 2 of the 
Basic Text enabling people to listen to the stories included in the Basic Text. Since all 
information was not available at this time, Walter made a substitute motion that the 
executive committee of the board of directors be empowered to review, authorize and 
establish prices on the above tapes in question. Oliver seconded that motion and it passed 
unanimously. 
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Anthony then ~oted that the Canadian Service Office continued to operate efficiently with 
no significant problems.· · 

WCNA-21 had been successfully completed in Sydney with approximately 1700 people in 
attendance. . While final figures were not yet available, all indications are that the 
convention ~d not generate a.financial loss nor did it generate a substantial monitmy gain. 
The impact of hosting a World Convention was substantial for the Australian Fellowship 
and it appeared to have been a positive experience for everyone involved. 

The board then discussed the scheduling of the next board meeting. There was consensus 
to schedule a conference call meeting in mid-December to allow the board to concentrate 
the January meeting on budget concerns. This approach would also allow the board to 
begin the January meeting at 8:00 a.m. Saturday, January 11, and complete the meeting by 
11:00 a.m. Sunday, January 12. 

There being no other items to come before the board of directors, the meeting stood 
adjourned. 

Q:\ WSO\Minutes\1091BOD 

J-/L./ 



NOTES FOR SEPTEMBER FINANCIAL REPORT 

WORLD SERVICE OFFICE 

The notes numbered below correspond to the notes on the September 
financial statement: 

1. The General Account entry reflects the writing of $39,469. 75 worth of 
checks in excess of the available funds in the account that were due in the 
beginning of October since the accounting staff was going to be in Australia 
during the first week of October. The additional checks were held and disbursed 
as the funds became available. 

2. We used $8,500.00 from the First Nationwide account to handle part of 
the wee deposit obligations. 

3. We also used $8,500 from the Capital Bank Savings account for wee 
activity as well. 

4. Accounts Receivables is at a normal level this month. 

5. The receivable to WCC is so large because, besides the billing for 
normal admin expense, we had to transfer money from Canada, and the cash 
accounts of WSO to facilitate WCNA-21. The intent is that all of this money will be 
replaced by wee after the convention. 

6. Purchases Clearing increased because we added a shipment of Basic 
texts to the inventory during the month. 

You will notice that we have changed the income report you receive each 
month to incorporate the budget. We will be continuing to refine the budget 
entries. 

7. The income was only $5,489.48 off of the monthly level this month. 

8. We are still holding the line on administrative expense as much as 
possible. 

CANADIAN SERVICE OFFICE 

9. Part of the funds for wee came from the general account in Canada. 
We transferred $23,042.50 (can) for WCC activity. 



1 o. As we previously reported we have begun to reduce this liability of the 
eso to the·wso. The.$23,042.50 transferred for wee was adjusted off of this 
entry. 

EUROPEAN SERVICE OFFICE 

11. We are finally able to begin to post income for ESQ. We expect to be 
going through this process for the next several months. 

12. We are in the process of determining whether or not this is a case of 
the payment happening during the first week of the next month. 

I -I ts, 



WORLD SERVICE OFFICE. INC 
BALANCE SHEET 

SEPTEMBER 30, 1991 

CURRENT ASSETS 
CASH ON HAND 
GENERAL ACCOUNT 
PAYROLL ACCOUNT 
FIRST NATIONWIDE BANK 
BANK OF AMERICA 
CAPITAL BANK SAVINGS 
ACCOUNTS RECEIVABLE 
ACCOUNTS RECEIVABLE WSC 
ACCOUNTS RECEIVABLE wee 
ACCOUNTS RECEIVABLE OTHER 
EMPLOYEE EXCHANGE & ADVANCE 
INVENTORY 
PREPAID INSURANCE 
E.s.o. ADVANCES 
E.S.O. INVENTORY ADVANCES 
C.S.O. INVENTORY ADVANCES 

ASSETS 

-

400.00 
(39,469.75>(!) 

7,299.69 
17,940.48 ® 
4,565.99 . 

10,317.27 ® 
314,317.24 ~ 

(217 .91) ~-\ 
72.547.63 0' 
19,394.84 

415.00 
186,991.61 

4, 180.26 
187,345.73 
31,154.01 
21,804.92 

---------------
TOTAL CURRENT ASSETS 

FIXED ASSETS 
AUTOMOBILES 
COMPUTER EQUIPMENT 
DUPLICATING EQUIPMENT 
TYPESETTING EQUIPMENT 
OFFICE EQUIPMENT 

-FURNITURE 
LEASEHOLD IMPROVEMENTS 

-LESS: ACCUMULATED DEPRECIATION 

TOTAL FIXED ASSETS 

OTHER ASSETS 
DEPOSITS 

TOTAL OTHER ASSETS 

TOTAL ASSETS 

2,500:00 
172,966.90 
34,706.01 
46,552.29 

212,463.54 
180,029.09 
77,291.01 

(481,360.15) 

13,325.10 

838,987.01 

- 245., 148.69 

13,325.10 

1,097,460.80 

=============== 

LIABILITIES AND FUND BALANCE 

LIABILITIES 
ACCOUNTS PAYABLE 
CSO ORDER DEPOSITS 
CAPITAL BANK CREDIT LINE 
PAYROLL TAXES PAYABLE - SUTA 
WORKERS COMPENSATION LIABILITY 
SALES TAXES PAYABLE 
PURCHASES CLEARING 

TOTAL LIABILITIES J~l 7 

173,455.16 
106.14 

71,550.42 
4.83 

2,393.64 
1,095.98 {1 

225,731.06 w 

474,337.23 



FUND BALANCE 
FUND BALANCE 

WORLD SERVICE OFFICE, INC 
BALANCE SHEET · 

SEPTEMBER 30, 1991' 

RETAINED EARNINGS-CURRENT YEAR 

TOTAL FUND BALANCE 

TOTAL LIABILITIES AND FUND BALANCE 

\-I~ 

874,592.26 
(251,468.69) 

623, 123.57 

1,097,460.80 
=============== 



WORLD SERVICE OFFICE, llC 
INCOME STATEMENT 

WITH .BUDGET COMPARISON 
FOR THE PERIOD ENDING SEPTEMBER 30, 1991 

+···········.·· PERIOD TO DATE ··············+ +·············· YEAR TO DATE ···············+ 
ACTUAL REVSD BUDGET REV BUDG VAR ACTUAL REVSD BUDGET REV BUDG VAR 

INCOME 
BASIC TEXT 266,728.00 210,000.00 56,728.00 1, 746,203.24 1,890,000.00 (143,796.76) 
BASIC TEXT·COMMEMORATIVE 1,540.00 1,971.66 (431.66) 9,170.00 17,745.02 (8,575.02) 
BASIC TEXT·FRENCH 1 .25 (1.25) 20.00 11.25 8.75 
HANDBOOKS 2,767.00 5,438.05 (2,671.05) 32,733.50 48,942.53 (16,209.03) 
IT YORKS: TRADITIONS 12.50 12.50 1,202.50 1,202.50 
LITERATURE 38,206.44 57,217.66 (19,011.22) 458,747.49 514,959.14 (56,211.65) 
MEDALLIONS, TAGS & CHIPS 53,001.15 60,039.50 (7,038.35) 502,407.67 540,355.55 (37,947.88) 
MEDALLIONS: SILVER 350.00 1,598.95 (1,248.95) 7,200.00 14,390.65 (7, 190.65) 
INFORMATION BOOKLETS 25,737.57 20,482.37 5,255.20 186,397.99 184,341.37 2,056.62 
NA WAY MAGAZINE 4,379.00 10,000.00 (5,621.00) 57,801.50 90,000.00 (32,198.50) 
MISCELLANEOUS 9,075.27 9,201.86 (126.59) 102,736.89 82,816.74 19,920.15 
SHIPPING 8,585.36 9,262.18 (676.82) 79,079.36 83,359.62 (4,280.26) 
CANADIAN CONVERSIONS 62.02 62.02 -
DISCOUNTS (115,684.18) (85,025.89) (30,658.29) (776, 704.25) (765,233.10) (11,471. 15) 

------------- ------------- ------------- ------------- ------------- -------------
TOTAL INCOME 294,698.11 300,187.59 (5,489.48) 2J407,057.91 2, 701,688.77 (294,630.86) 6/ 

COST OF MEReHAND I SE 
BASIC TEXT 62,465. 18 51,458.33 (11,006.85) - -- 406,339.44 463, 125.01 56,785.57 
BASIC TEXT·c:GMMEMORATJVE 213.40 (213.40) 1,270.70 (1,270.70) 
HANDBOOKS 1,054.91 2,539.57 1,484.66 15,937.73 22,856.22 -6,918.49 
IT WRKS: TRADITIONS 3.25 (3.25) 313.30 (313.30) -
LITERATURE 9,267.33 14,438.97 5, 171.64 116,466.56 129,950.76 13,484.20 
MEDALLIONS, TAGS & CHIPS - 23,731.23 22,504.69 (1,226.54) 222,426.65 202,542.29 (19 ,884.36) 
MEDALLioNS: SILVER 179.90 824.42 644.52 3,752.20 7,419.80 - 3,667.60 
INFORMA-TlON BOOKLETS 11,874.50 9,274.68 (2,599.82) 85,796.75 83,472.12 (2,324.63) 
NA WAY-MAGAZINE 9,160.85 4,250.00 (4,910.85) 74, 190.55 38,250.00 (35,940.55) 
MISCELLANEOUS 4,700.48 4,637.71 (62.77) 45, 129.33 41,739.39 (3,389.94) 
CONTRACT LABOR (93.25) (93.25) (839.25) (839.25) 
COST OF GOODS 2,600.00 (2,600.00) 
DISCOUNTS (.82) .82 (.82) .82 
REPRODUCTION LEASE 4,377.75 4,377.75 39,399.75 39,399.75 
REPRODUCTION SUPPLIES (508.33) (508.33) 3,494.05 (4,575.01) (8,069.06) 
SHIPPING 4,617.83 10,166.66 5,548.83 83,602.85 91,500.02 7,897.17 
SHIPPING SUPPLIES 472. 17 496.28 24.11 4,462.30 4,466.52 4.22 
TRANSLATIONS (COG) 140.00 340. 18 200. 18 10, fo7.25 3,061..66 (7,045.59) 
INVENTORY ADJUSTMENT 3,073.27 (3,073.27) 34,201.82 -(34, 201_.82) 

------------- ------------- ------------- ------------- ------------- -------------
TOTAL COST OF MERCHANDISE 130,953.48 124,707.66 (6,245.82) 1 ,_110,090.66 1, 122,369.28 12,278.62 

------------- ------------- ------------- ------------- ------------- -------------
GROSS PROFIT 163,744.63 175,479.93 (11,735.30) 1,296,967.25 1,579,319.49 (282,352.24> 

EXPENSES 

GENERAL/ADMINISTRATIVE EXPENSE 
AUTO LEASE 114.69 226.91 112.22 789.76 2,042.27 1 ,252.51 
BAD DEBTS 163.33 163.33 2,530.63 1,470.01 <1,060.62) 
BANK SERVICE CHARGES 103.96 40.18 (63.78) 1,314.00 361.62 (952.38) 
COMPUTER SUPPLIES 1,069. 18 750.00 (319.18) 8, 702.04 6,750.00 (1,952.04) 
CONTRACT LABOR 2,794.00 2,333.33 (460.67) 33,574.25 21,000.01 (12,574.24) 

l-t1 



- WORLD SERVICE OFFICE, INC 
INCOME STATEMENT 

Wl TH. Bli>GET COMPARISON 
FOR THE PERIOD .ENDING SEPTEMBER 30, 1991 

+----:·····7·• PERIOD TO DATE ·····---------+ +·········----- YEAR TO DATE ---------------+ 
ACTUAL REVSD BUDGET REV BUDG VAR ACTUAL REVSD BUDGET REV BUDG VAR 

COPYRIGHTS 8.33 8.33 75.01 75.01 
DEPRECIATION (8,700.00) 7,941.66 16,641.66 26,100.00 71,475.02 45,375.02 
DUES & FEES 1 ,055.00 242.39 (812.61) 2,535.00 2, 181.58 (353.42) 
EMPLOYEE TRAINING 532.76 166.66 (366. 10) 1,094.01 1,500.02 406.01 
EQUIPMENT LEASE 1 ,661 .60 1,333.33 (328.27) 21,230.35 12,000.01 (9,230.34) 
EQUIPMENT REPAIR 121.18 121.18 365.91 1,090.67 724.76 
FREE PUBLICATIONS 287.00 1,500.00 1,213.00 1,402.00 13,500.00 12,098.00 
INSURANCE (GENERAL) 1,900.00 2,083.33 183.33 19,273.96 18, 749.97 (523.99) 
INTEREST 624.67 348.67 (276.00) 7,002.83 3, 138.09 (3,864.74) 
MAINTENANCE & REPAIR 1,024.00 1,250.00 226.00 12,458.92 11,250.00 (1,208.92) 
OFFICE EXPENSE 2,284.36 4, 166.66 1,882.30 33,965.61 37,500.02 3,534.41 
POSTAGE 6,001.63 6,916.66 915.03 55,456.47 62,250.02 6,793.55 
PUBLIC INFORMATION 805.85 401.98 (403.87) 1,386.35 3,617.82 2,231 .47 
RENT 11,883.00 12,011.50 128.50 111,673. 14 108,103.50 (3,569.64) 
REPRODUCTION LEASE 12,049.37 (12,049.37) 58,242.07 (58,242.07> -
SERVICE CONTRACTS 141.00 2,500.00 2,359.00 10,870.66 22,500.00 11,629.34 
TELEPHONE 6, 181 .95 4,583.33 (1 ,598.62) 36,706.59 41,250.01 4,543.42 
TRANSLATIONS (LETTERS) 110.00 958.33 848.33 303.90 8,625.01 8,321.11 
TRAVEL 3, 791.64 6,666.66 2,875.02 72,581.34 60,000.02 (12,581.32) 

- TYPESETTING SUPPLIES 31.55 416.66 385.11 517.53 3,750.02 3,232.49 
UTILITIES 2,094.06 1,416.66 4.61J.40) 11 ,423.55 12,750.02 1,326.47 

------------- ------------- ------------- ------------- ------------- -------------
TOTAL GENERAL/ADMINISTRATIV 47,841.27 58,547.74 1tl, 706.47 531,500.87 526,930.72 (4,570.15) ® 

PERSONNEL EXPENSES 
ACCGUNTING & LEGAL 1,904.75 5,583.33 3,678.58 100,398.19 50,250.01 (50, 148. 18) 
CONSULTING _?,083.33 2,083.33 - 10,851.75 '18,750.01 7,898.26 
INSURANCE (HEALTH) 9,212.67 10,416.66 1 ;203.99 93,626.63 93,750.02 123.39 
INSURANCE (W.C.) 1,103.72 1,128.45 24.73 9,410. 10 10,156.08 745.98 

-PAYROLL TAXES 5,930.39 - 7,529.94 1,599.55 63,590.75 67,769.55 4, 178.80 
SALARIES 77,458.43 89,583.33 12, 124.90 764,638.28 806,250.01 41,611.73 

------------- ------------- ------------- ------------- ------------- -------------
TOTAL PERSONNEL EXPENSES 95,609.96 116,325.04 20,715.08 1,042,515.70 1,046,925.68 4,409.98 

INCOME (OTHER) 
INTEREST EARNED (541.66) 359.42 901.08 (2,368.45) 3,234.82 5,603.27 
Ml SCELLANEOUS 17,532.55 (17,532.55) (23,212.18) 23,212.18 

------------- ------------· ------------- ------------- ------------- --------------
TOTAL INCOME COTHER) 16,990.89 359.42 ( 16,631 .47) (25,580.63) 3,234.82 - 28,815.45 

------------- ------------- ------------- ------------- ------------- -------------
TOTAL EXPENSES 160,442. 12 175,232.20 14,~.08 1,548,435.94 1,577 ,091 .22 28,655.28 

------------- ------------- ------------- ------------- ------------- -------------
NET INCOME (LOSS) 3,302.51 247.73 3,054.78 (251,468.69) 2,228.27 (253,696.96) 

============= ============= ============= ============= ============= ============= 

" 1-d.. 0 



MONIH-TO-DATE TOTAL YEAR-TO--DATE 

BEGINNING BALANCE AUGUST 84,303.00 

CASH ACCOUNTS 37,515.92 

DEPOSITS DURING MONlH 264,003.62 2,586,836.08 

EXPENSES DURING MONlH 289,126.45 2,569,001.76 

ENDING BALANCE 12,393.09 12,393.09 

SA VINOS ACCOUNT 46,787.08 

DEPOSITS DURING MONlH 23,025.50 

WITIIDRA WALS 37,000.00 

ENDING BAIANCE 32,812.58 32,812.58 32,812.58 -

TOTAL CASH ASSETS 45,205.67 -

TOTAL NET CHANGE 39,097.33 



CANADIAN SERVICE OFFICE 
BALANCE SHEET 

S~PT~ER 30, 1991 
FIGURES REFLECTED ARE CANADIAN DOLLARS 

,CURRENT ASSETS 
GENERAL ACCOUNT: CAN S 
ACCOUNTS RECEIVABLE 
WSO ACCOUNTS RECEIVABLE 
wee ACCOUNTS RECEIVABLE 
INVENTORY 

TOTAL CURRENT ASSETS 

FIXED ASSETS 
OFFICE EQUIPMENT 
LESS: ACCUMULATED DEPRECIATION 

TOTAL FIXED ASSETS 

OTHER ASSETS 
DEPOSITS 

TOTAL OTHER ASSETS 

TOTAL ASSETS 

ASSETS 

8,806.06 ~ 
12,590.48 

(36.16) 
83.00 

28,552. 16 

8,359.95 
(597.00) 

2, 146.67 

49,995.54 

7,762.95 

2, 146.67 

59,905.16 

=============== 

LIABILITIES AND FUND BALANCE 

LIABILITIES 
GOODS & SERVICES TAX PAYABLE 
INVENTORY ADVANCES 
PURCHASES CLEARING 

TOTAL LIABILITIES 

FUND BALANCE 
RETAINED EARNINGS • PRIOR 
RETAINED EARNINGS-CURRENT YEAR 

TOTAL FUND BALANCE 

TOTAL LIABILITIES AND FUND BALANCE 

6,966.59 Q 
40, 706.50 ~, 

(14,343.62) 

- 33,329.47 

(9,235.84) 
35,811.53 

26,575.69 

59,905.16 

-============== 



CANADIAN SERVICE OFFICE 
INCOME STATEMENT 

FOR THE PERICID. ENDING SEPTEMBER 30, 1991 
FIGURES REFLECTED ARE CANADIAN DOLLARS 

+··· PERICID TO DATE ····++···· YEAR TO DATE ·····+ 
ACTUAL I ACTUAL I 

ICOME 
BASIC TEXT 1,616.00 27.3 26,917.00 26.0 
BASIC TEXT • FRENCH 130.00 2.2 13,380.00 12.9 
HANDBOOKS 28.00 .5 2,442.50 2.4 
IT WRKS: TRADITIONS 12.50 .o 
LITERATURE 1,779.18 30.1 26, 106.64 25.3 
MEDS, TAGS & CHIPS 2,135.50 36. 1 24,235.05 23.5 
MEDALLIONS: SILVER 50.00 .8 2,950.00 2.9 
INFORMATION BOOKLETS 397.20 6.7 7,845.20 7.6 
NA WAY MAGAZINE (15.00) (.3) 1,856.00 1.8 
MISCELLANEOOS 48.00 .8 4, 168.20 4.0 
SHIPPING 302.81 5.1 4,521.01 4.4 
DISCOUNTS (560. 16) (9.5) (11,088.67> (10.7) 

-----···------- ---------------
TOTAL INCOME 5,911 .53 100.0 103,345.43 100.0 

OST OF MERCHANDISE 
BASIC TEXT 395.34 6.7 6,458.23 6.2 
BASIC TEXT • FRENCH 57.98 1.0 5,967.48 5.8 
HANDBOOKS 11.01 .2 1,096.21 1.1 
IT WORKS: TRADITIONS 3.25 .o 
LITERATURE 659.82 11.2 8,508.72 8.2 
MEDS, TAGS & CHIPS 898.02 15.2 10,155.23 9.8 
MEDALLIONS: SILVER 25.70 .4 1,516.30 1.5 
INFORMATION BOOKLETS 176.26 3.0 3,381.00 3.3 
NA WAY MAGAZINE 22.80 .o 
MJSCELLANEOOS 18.80 .3 2,321.86 2.2 
SHIPPING 527.62 8.9 7,289.19 7.1 
SHIPPING SUPPLIES 1,350.74 1.3 
INVENTORY ADJUSTMENT 35.92 .6 1,201.68 1.2 

--------------- ---------------
TOTAL COST OF MERCHANDISE 2,806.47 47.5 49,272.69 47.7 

--------------- ---------------
GROSS PROF IT 3, 105.06 52.5 54,072.74 52.3 

:XPENSES 

~NERAL/ADMJNJSTRATJVE EXPENSES 
BANK SERVICE CHARGES 73.00 .1 
BUSINESS TAX 7.85 .1 16.45 .o 
DUES & FEES 1, 192.07 1.2 
EQUIPMENT RENTAL 323. 14 .3 
INSURANCE (GENERAL) 1,000.00 1.0 
OFFICE EXPENSE 273.01 .3 
POSTAGE 435.72 .4 
PUBLIC INFORMATION <179.35) (.2) 
RENT 1 ,291.88 21.9 11,383.39 11 .o 
SERVICE CONTRACTS 89.53 1.5 89.53 .1 
TELEPHONE 171. 74 2.9 1,849.45 1.8 
TRAVEL 268.00 .3 
UTILITIES 28.91 .5 763.34 .7 

\ ·- l.3 



TOTAL GENERAL/ADMINISTRATIVE EXPENSES 

PERSONNEL EXPENSES 
SALARIES 

TOTAL PERSONNEL EXPENSES 

OTHER INCOME & EXPENSE 
MISCELLANEOUS INCOME 

TOTAL OTHER INCOME & EXPENSE 

TOTAL EXPENSES 

NET INCOME (LOSS) 

CANADIAN SERVICE OFFICE 
INCOME STATEMENT 

FOR THE PERIOD ENDING SEPTEMBER 30, 1991 
FIGURES REFLECTED ARE CANADIAN DOLLARS 

+··· PERIOD TO DATE ····++···· YEAR TO DATE ·····+ 
ACTUAL X ACTUAL X 

1,589.91 26.9 17,487.75 16.9 

235.86 4.0 2,374.62 2.3 

--------------- ---------------
235.86 4.0 2,374.62 2.3 

126. 17 2.1 (1,601.16) (1.5) 

--------------- ----------·--·- ------
126. 17 2.1 (1,601.16) (1.5) 

--------------- ---------------
1,951.94 33.0 18,261.21 17.7 

--------------- ---------------
1,153.12 19.5 35,811.53 34.7 

i============== ====== ============== :::a::: 



EUROPEAN SERVICE OFFICE 
BALANCE SHEET _ 

SEPTEMBER 30, 1991 
FIGURES REFLECTED ARE IN ENGLISH POUNDS 

CURRENT ASSETS 
GENERAL ACCOUNT:. POUNDS 
GENERAL ACCOUNT: US S 
HOLDING ACCOUNT 
PAYROLL ACCOUNT 
ACCOUNTS RECEIVABLE 
INVENTORY 

TOTAL CURRENT ASSETS 

FIXED ASSETS 
COMPUTER EQUIPMENT 
LEASEHOLD IMPROVEMENTS 
LESS: ACCUMULATED DEPRECIATION 

-
TOTAL FIXED ASSETS 

OTHER ASSETS 
DEPOSITS 

TOTAL OTHER ASSETS 

TOTAL ASSETS 

ASSETS 

3,550.30 
n6.91 
700.00 

3,349.89 
1,729.00 

12,425.83 

5,731.48 
350.00 

(391.00) 
·----·- --- -- ----

2,426.00 

LIABILITIES AND FUND BALANCE 

LIABILITIES 
W.S.O. ADVANCES 
INVENTORY ADVANCES 
COMPUTER EQUIPMENT ADVANCES 

TOTAL LIABILITIES 

FUND BALANCE 
FUND BALANCE 
RETAINED EARNINGS-CURRENT YEAR 

TOTAL FUND BALANCE 

TOTAL LIABILITIES AND FUND BALANCE 

106,042.67 
16,859.14 
4,257.73 

(75,550.04) 
(21 ,011 .09) 

22,481.93 

5,690.48 

2,426.00 

- 30,598.41 
=============== 

127,159.54 

- (96,5_61.13) 

30,598.41 

=============== 



INCOME 
MISCELLANEOUS 
CONVERSIONS 

TOTAL INCOME 

COST OF MERCHANDISE 
SHIPPING 

TOTAL COST OF MERCHANDISE 

GROSS PROF IT 

EXPENSES 

GENERAL/ADMINISTRATIVE EXPENSES 
BANK SERVICE CHARGES 
COMPUTER SUPPLIES 
EMPLOYEE TRAINING 
INSURANCE (GENERAL)' 
MAINTENANCE & REPAIR 
OFFICE EXPENSE 
POSTAGE 
RENT 
STORAGE SPACE 
TELEPHONE 
TRAVEL 

TOTAL GENERAL/ADMINISTRATIVE EXPENSES 

PERSONNEL EXPENSES 
SALARIES 

TOTAL PERSONNEL EXPENSES 

OTHER INCOME & EXPENSE 
MISCELLANEOUS INCOME 

TOTAL OTHER INCOME & EXPENSE 

TOTAL EXPENSES 

NET INCOME (LOSS) 

EUROPEAN SERVICE OFFICE 
INCOIE STATEMENT 

FOR THE PERia> ENDING SEPTEMBER-30, 1991 
FIGURES REFLECTED ARE IN ENGLISH POUNDS 

·+--- PERIOD TO DATE ----++---- YEAR TO DATE -----+ 
ACTUAL X ACTUAL X 

5,159.82 100.0 12,633.90 101.0 
(127.88) (1.0) 

--------------- --------------- ------ 0) 
5,159.82 100.0 12,506.02 100.0 

313.94 2.5 

--------------- ---------------.oo .o 313.94 2.5 

--------------- ---------------
5,159.82 100.0 12, 192.08 97.5 

85.80 1.7 336.15 2.7 
109.25 .9 
14.30 .1 

-
208.00 4.0 208.00 1.7 

231.53 1.9 
38.69 .7 2,320.64 18.6 
49.35 1.0 1,483.90 11.9 -

860.00 16.7 8,083.00 64.6 
1,120.00 - 9.0 
2,369.27 18.9 
4,754.12 38.0 

--------------- ---------------
1,241.84 24.1 21,030.16 168.2 

@ 12,134.36 97.0 

--------------- ---------------
.00 .o 12, 134.36 97.0 

38.65 .3 

--------------- ---------------
.00 .o 38.65 .3 

--------------- ---·-·---------
1,241.84 24. 1 33,203. 17 265.5 

--------------- ---------------
3,917.98 75.9 (21,011.09) (168.0) 

=============== =·==== =============== ====== 

/ -J (p 



NOTES FOR OCTOBER FINANCIAL REPORT 

WORLD SERVICE OFFICE 

The notes numbered below correspond to the notes on the October 
financial statement: 

1. This month we wrote $6,280.45 in checks from the General Account in 
excess of the available funds in the account, since the month end was in the 
middle of the week and the next days deposits would apply to the November 
statement. 

2. The return of the $8,500.00 from the First Nationwide account to handle 
part of the WCC deposit obligations will be reflected in the November statement. 

3. The return of the $8,500 from the Capital Bank Savings account for 
wee activity also will be reflected in the November statement. 

4. Accounts Receivable WSC reflects that the conference has paid in 
excess of their monthly billing which established a credit. 

5. This entry reflects the addition of one of the devices we acquired rather 
than purchase service agreements for the workstations. 

6. Payables is up primarily due to the addition of an invoice from Donnelly 
for the printing of the text. 

7. We have reduced the level of this liability by paying approximately 
$3,400 per week. 

8. Income was down this month due to the fact that we were out of Basic 
Text the entire month of September. We did however, keep the money from the 
prepaid orders that were received during that time. When we got books in 
October we shipped books that had been paid for in September. 

9. We have had to continue to update all of our application software as 
well as purchase spare parts to accommodate down workstations. Also we had 
to purchase two fairly expense uninterruptable power supplies for the files servers 
in 16155. 

10. There were five pay dates in October. 

11. The FSO did make a payment we were in Australia. 

CANADIAN SERVICE OFFICE 
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12. :We had a normal income month in Canada. It appears at this point 
that we will exceed our income projections for Canada this year. 

EUROPEAN SERVICE OFFICE 

13. This figure represents two months payment. 



WORLD SERVICE OFFICE, INC 
BALANCE SHEET 

OCToBER 31, 1991. 

CURRENT ASSETS 
CASH ON HAND 
GENERAL ACCOUNT 
PAYROLL ACCOUNT 
FIRST NATIONWIDE BANK 
BANK OF AMERICA 
CAPITAL BANK SAVINGS 
ACCOUNTS RECEIVABLE 
ACCOUNTS RECEIVABLE WSC 
ACCOUNTS RECEIVABLE wee 
ACCOUNTS RECEIVABLE OTHER 
EMERGENCY FUND ACCOUNT 
EMPLOYEE EXCHANGE & ADVANCE 
INVENTORY 
PREPAID INSURANCE 
E.S.O. ADVANCES 
E.S.O. INVENTORY ADVANCES 
C.S.O. INVENTORY ADVANCES 

TOTAL CURRENT ASSETS 

FIXED ASSETS 
AUTCJ40BILES 
COMPUTER EQUIPMENT 
DUPLICATING EQUIPMENT 
TYPESETTING EQUIPMENT 
OFFICE EQUIPMENT 
FURNITURE 
LEASEHOLD IMPROVEMENTS 

ASSETS 

400.00 
(6,280.45>(1) 
4,269.86 
17,940.48~ 
1,568.52 

10,317.27(!} 
257,884.55 JC' 
(12,406.54) d,.) 
82,698.16 
19,144.84 

(194.50) 
250.00 

167,346.84 
8,776.26 

190,345.73 
33,997.30 
24,021.25 

2,500.00 0.. 
175,445.25 '3J 
34, 706.01 
46,552.29 

212,463.54 
180,029.09 
77,291.01 

LESS: ACCUMULATED DEPRECIATION (490,060.15) 

TOTAL FIXED ASSETS 

OTHER ASSETS 
DEPOSITS 

TOTAL OTHER ASSETS 

TOTAL ASSETS 

13,325.10 

800,079.57 

238,927.04 

13,325.10 

1,052,331.71 
============= 

LIABILITIES AND FUND BALANCE 

LIABILITIES 
ACCOUNTS PAYABLE 
CAPITAL BANK CREDIT LINE 
PAYROLL TAXES PAYABLE - SUTA 
WORKERS COMPENSATION LIABILITY 
SALES TAXES PAYABLE 
PURCHASES CLEARING 

TOTAL LIABILITIES t-J'j 

~ 253,373.55 ~. 
57,240.42\ 1 ,' 

17.04 
4,680.42 
2, 189.57 

152,946.85 

·__.-' 

470,447.85 



. . . .. · .. ·. 

FUND BALANCE 
FUND BALANCE · 

WORLD SERVICE OFFICE, INC 
BALANCE SHEET 

. . OCT~ER 31, 1991 . 

RETAINED EARNINGS-CURRENT YEAR 

TOTAL FUND BALANCE 

TOTAL LIABILITIES AND FUND BALANCE 

\-30 

874,592.26 
(292,708.40) 

581,883.86 

1,052,331. 71 
==--========== 



WORLD SERVICE OFFICE, INC 
INCOME STATEMENT 

WITH BUDGET COMPARISON 
FOR THE PERIOD ENDING OCTOBER 31, 1991 

+-----------~- PERIOD TO DATE ------------·-+ +-------------- YEAR TO DATE ---·-··········+ 
ACTUAL REVSD BUDGET REV BUDG VAR ACTUAL REVSD BUDGET REV BUDG VAR 

NCOME 
BASIC TEXT 114,759.00 210,000.00 (95,241.00) 1,860,962.24 2,100,000.00 (239,037.76) 
BASIC TEXT-COMMEMORATIVE 455.00 1,971.66 (1,516.66) 9,625.00 19,716.68 (10,091.68) 
BASIC TEXT-FRENCH 1.25 (1.25) 20.00 12.50 7.50 
HANDBOOKS 3,519.00 5,438.05 (1,919.05) 36,252.50 54,380.58 (18,128.08) 
IT WORKS: TRADITIONS 170.00 170.00 1,372.50 1,372.50 
LITERATURE 61,332.90 57,217.66 4,115.24 520,080.39 572,176.80 (52,096.41) 
MEDALLIONS, TAGS & CHIPS 60,232.35 60,039.50 192.85 562,640.02 600,395.05 (37,755.03) 
MEDALLIONS: SILVER 1,250.00 1,598.95 (348.95) 8,450.00 15,989.60 (7,539.60) 
INFORMATION BOOKLETS 20,740.15 20,482.37 257.78 207, 138.14 204,823.74 2,314.40 
NA WAY MAGAZINE 6,857.15 10,000.00 (3,142.85) 64,658.65 100,000.00 (35,341.35) 
MISCELLANEOUS 23,987.20 9,201.86 14,785.34 126,724.09 92,018.60 34,705.49 
SHIPPING 5,352.04 9,262.18 (3, 910. 14) 84,431.40 92,621.80 (8,190.40) 
CANADIAN CONVERSIONS 62.02 62.02 
DISCOUNTS (59,728.91) (85,025.89) 25,296.98 (836,433.16) (850,258.99) 13,825.83 

------------- ------------- ------------- ------------- ------------- -------------
TOTAL INCOME ~ 238,925.88 300, 187 .59 (61,261.71) 2,645,983.79 3,001,876.36 (355,892.57) 

:osT OF MERCHANDISE 
BASIC TEXT 25,993.15 51,458.33 25,465.18 432,332.59 514,583.34 82,250.75 
BASIC TEXT-COMMEMORATIVE 63.05 (63.05) 1,333. 75 (1,333.75) 
HANDBOOKS 1,523.31 2,539.57 1,016.26 17,461.04 25,395.79 7,934.75 
IT WORKS: TRADITIONS 44.20 (44.20) 357.50 (357.50) 
LITERATURE 16,337.03 14,438.97 (1,898.06) 132,803.59 144,389.73 11,586.14 
MEDALLIONS, TAGS & CHIPS 27,054.82 22,504.69 (4,550.13) 249,481.47 225,046.98 (24,434.49) 
MEDALLIONS: SILVER 642.50 824.42 181.92 4,394.70 8,244.22 3,849.52 
INFORMATION BOOKLETS 9,903.22 9,274.68 (628.54) 95,699.97 92,746.80 (2,953.17) 
NA WAY MAGAZINE 4,888.06 4,250.00 (638.06) 79,078.61 42,500.00 (36,578.61) 
MISCELLANEOUS 11,207.53 4,637.71 (6,569.82) 56,336.86 46,3n.10 (9,959.76) 
CONTRACT LABOR (93.25) (93.25) (932.50) (932.50) 
COST OF GOODS 2,600.00 (2,600.00) 
DISCOUNTS (3.13) 3.13 (3.95) 3.95 
REPRODUCTION LEASE 4,3n.75 4,3n.75 43,7n.5o 43,7n.5o 
REPRODUCTION SUPPLIES 1,291.42 (508.33) (1,799.75) 4,785.47 (5,083.34) (9,868.81) 
SHIPPING 13,579.36 10, 166.66 (3,412.70) 97,182.21 101,666.68 4,484.47 
SHIPPING SUPPLIES 566.55 496.28 (70.27) 5,028.85 4,962.80 (66.05) 
TRANSLATIONS (COG) 50.00 340.18 290. 18 10,157.25 3,401.84 (6,755.41) 
INVENTORY ADJUSTMENT (2,392.55) 2,392.55 31,809.27 (31,809.27) 

------------- ------------- ------------- ------------- ------------- -------------
TOTAL COST OF MERCHANDISE 110,748.52 124,707.66 13,959.14 1,220,839.18 1,247,076.94 26,237.76 

------------- ------------- ------------- .......................... ------------- -------------
GROSS PROFIT 128, 1n.36 175,479.93 (47,302.57) 1,425,144.61 1,754,799.42 (329,654.81) 

EXPENSES 

GENERAL/ADMINISTRATIVE EXPENSE 
AUTO LEASE 135.48 226.91 91.43 925.24 2,269.18 1,343.94 
BAD DEBTS 82.93 163.33 80.40 2,613.56 1,633.34 (980.22} 
BANK SERVICE CHARGES ~ 5.44 40.17 34.73 1,319.44 401.79 (917.65) 
COMPUTER SUPPLIES «:l\. 3,547.63 750.00 (2,797.63) 12,249.67 7,500.00 (4,749.67} ....._,, 
CONTRACT LABOR 2,017 .19 2,333.33 316.14 35,591.44 23,333.34 (12,258.10} 
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WORLD SERVICE OFFICE, INC 
INCOME STATEMENT 

WITH BUDGET COMPARISON 
FOR THE PERIOD ENDING OCTOBER 31, 1991 

+------------·- PERIOD TO DATE --------------+ +-------------- YEAR TO DATE ---------------+ 
ACTUAL REVSD BUDGET REV BUDG VAR ACTUAL REVSD BUDGET REV BUDG VAR 

COPYRIGHTS 8.33 8.33 83.34 83.34 
DEPRECIATION 8,700.00 7,941.66 (758.34) 34,800.00 79,416.68 44,616.68 
DUES & FEES 200.00 242.39 42.39 2,735.00 2,423.97 (311.03) 
EMPLOYEE TRAINING 936.00 166.66 (769.34) 2,030.01 1,666.68 (363.33) 
EQUIPMENT LEASE 1,491.14 1,333.33 (157.81) 22,n1 .49 13,333.34 (9,388.15) 
EQUIPMENT REPAIR 294.95 121.18 <173.n> 660.86 1,211.85 550.99 
FREE PUBLICATIONS 906.00 1,500.00 594.00 2,308.00 15,000.00 12,692.00 
INSURANCE (GENERAL) 1,900.00 2,083.33 183.33 21,173.96 20,833.30 (340.66) 
INTEREST 278.32 348.67 70.35 7,281.15 3,486.76 (3,794.39) 
MAINTENANCE & REPAIR 1,248.50 1,250.00 1.50 13,707.42 12,500.00 (1,207.42) 
OFFICE EXPENSE 8,483.53 4, 166.66. (4,316.87) 42,449.14 41,666.68 (782.46) 
POSTAGE 3,615.33 6,916.66 3,301.33 59,071.80 69,166.68 10,094.88 
PUBLIC INFORMATION (3,154.00) 401.98 3,555.98 (1,767.65) 4,019.80 5,787.45 
RENT 12,280.44 12,011.50 (268.94) 123,953.58 120,115.00 (3,838.58) 
REPRODUCTION LEASE 6,515.60 (6,515.60) 64,757.67 (64,757.67) 
SERVICE CONTRACTS 1,732.50 2,500.00 767.50 12,603.16 25,000.00 12,396.84 
TELEPHONE 4, 738.57 4,583.33 (155.24) 41,445.16 45,833.34 4 ,388. 18 
TRANSLATIONS (LETTERS) 958.33 958.33 303.90 9,583.34 9,279.44 
TRAVEL 4,452.37 6,666.66 2,214.29 n,033.71 66,666.68 (10,367.03) 
TYPESETTING SUPPLIES 416.66 416.66 517.53 4, 166.68 3,649.15 
UTILITIES 1,140.63 1,416.66 276.03 12,564.18 14, 166.68 1,602.50 

------------- ------------- ------------- ------------- ------------- -------------
TOTAL GENERAL/ADMINISTRATIV 61,548.55 58,547. 73 (3,000.82) 593,049.42 585,478.45 (7,570.97) 

PERSONNEL EXPENSES 
ACCOUNTING & LEGAL 3,969.28 5,583.33 1,614.05 104,367.47 55,833.34 (48,534.13) 
CONSULTING 210.00 2,083.33 1,873.33 11,061.75 20,833.34 9,n1.59 
INSURANCE (HEALTH) 9,037.52 10,416.66 1,379.14 102,664.15 104,166.68 1,502.53 
INSURANCE (W.C.) 1,339.44 1, 128.45 (210.99) 10,749.54 11,284.53 534.99 
PAYROLL TAXES 6,710.67 7,529.94 819.27 70,301.42 75,299.49 4,998.07 
SALARIES ~----~~:~~~:~~ 89,583.33 2,086.96 852,134.65 895,833.34 43,698.69 

------------- ------------- ------------- ------------- -------------
TOTAL PERSONNEL EXPENSES 108,763.28 116,325 .04 7,561.76 1,151,278.98 1,163,250.n 11,971.74 

INCOME (OTHER) 
INTEREST EARNED (7.53) 359.42 366.95 (2,375.98) 3,594.24 5,970.22 
MISCELLANEOUS (887.23) 887.23 (24,099.41) 24,099.41 

------------- ------------- ..................................... ------------- ------------- -------------
TOTAL INCOME COTHER) (894.76) 359.42 1,254.18 (26,475.39) 3,594.24 30,069.63 

------------- ------------- ------------- ------------- ------------- -------------
TOTAL EXPENSES 169,417.07 175,232.19 5,815.12 1, 717,853.01 1, 752,323.41 34,470.40 

------------- ------------- .................................... ------------- ------------- -------------
NET INCOME CLOSS) (41,239. 71) 247.74 (41,487.45) (292,708.40) 2,476.01 (295,184.41) 

============= ============= ============= ------------- ------------- -------------------------- ------------- -------------
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CANADIAN SERVICE OFFICE 
BALANCE SHEET 

OCToBER 31, 1991 . 
FIGURES REFLECTED ARE CANADIAN DOLLARS 

CURRENT ASSETS 
GENERAL ACCCIUNT:.CAN S 
ACcaJNTS RECEIVABLE 
WSO ACCOUNTS RECEIVABLE 
wee ACCOUNTS RECEIVABLE 
INVENTORY 

TOTAL CURRENT ASSETS 

FIXED ASSETS 
OFFICE EQUIPMENT 
LESS: ACCUMULATED DEPRECIATION 

TOTAL FIXED ASSETS 

OTHER ASSETS 
DEPOSITS 

TOTAL OTHER ASSETS 

TOTAL ASSETS 

ASSETS 

18,554.83 
12,635.36 

64.44 
83.00 

33,651.53 

8,359.95 
(597.00) 

2,146.67 

LIABILITIES AND FUND BALANCE 

LIABILITIES 
GOODS & SERVICES TAX PAYABlE 
INVENTORY ADVANCES 
PURCHASES CLEARING 

TOTAL LIABILITIES 

FUND BALANCE 
RETAINED EARNINGS - PRIOR 
RETAINED EARNINGS-CURRENT YEAR 

TOTAL FUND BALANCE 

TOTAL LIABILITIES AND FUND BALANCE 

7,754.38 
49,857.35 

(14,343.62) 

(9,235.84) 
40,866.51 

64,989.16 

7,762.95 

2,146.67 

74,898.78 

=============-= 

43,268.11 

31,630.67 

74,898.78 
==============-= 



CANADIAN SERVICE OFFICE 
INCOME STATEMENT 

FOR THE PERICI> ENDING OCTOBER 31~ 1991 
FIGURES REFLECTED ARE CANADIAN DOLLARS 

+--- PERICI> TO DATE ----++···· YEAR TO DATE ···--+ 
ACTUAL x ACTUAL x 

INC<»tE 
BASIC TEXT 4,200.00 35.4 31, 117.00 27.0 
BASIC TEXT · FRENCH 500.00 4.2 13,880.00 12.0 
HANDBOOKS 125.50 1.1 2,568.00 2.2 
IT WORKS: TRADITIONS 10.00 .1 22.50 .o 
LITERATURE 1,544.85 13.0 27,651.49 24.0 
MEDS, TAGS & CHIPS 2,719.20 22.9 26,954.25 23.4 
MEDALLIONS: SILVER 2,950.00 2.6 
INFORMATION BOOKLETS 1,260.80 10.6 9, 106.00 7.9 
NA WAY MAGAZINE 616.40 5.2 2,472.40 2.1 
MISCELLANEClJS 1,267.35 10.7 5,435.55 4.7 
SHIPPING 638.62 5.4 5,159.63 4.5 
DISCClJNTS (1,012.37) (8.5) (12,101.04) (10.5) 

--------------- ---------------
TOTAL INCOME 11,870.35 100.0 115,215.78 100.0 

COST OF MERCHANDISE 
BASIC TEXT 880.59 7.4 7,338.82 6.4 
BASIC TEXT • FRENCH 223.00 1.9 6, 190.48 5.4 
HANDBOOKS 44.86 .4 1,141.07 1.0 
IT WORKS: TRADITIONS 2.60 .o 5.85 .o 
LITERATURE 574.82 4.8 9,083.54 7.9 
MEDS, TAGS & CHIPS 1,069.60 9.0 11,224.83 9.7 
MEDALLIONS: SILVER 1,516.30 1.3 
INFORMATION BOOKLETS 538.64 4.5 3,919.64 3.4 
NA WAY MAGAZINE 22.80 .o 
MISCELLANEClJS 533.12 4.5 2,854.98 2.5 
SHIPPING 1,056.47 8.9 8,345.66 7.2 
SHIPPING SUPPLIES 1,350. 74 1.2 
INVENTORY ADJUSTMENT 199.19 1.7 1,400.87 1.2 

--------------- ---------------
TOTAL COST OF MERCHANDISE 5,122.89 43.2 54,395.58 47.2 

--------------- ---------------
GROSS PROFIT 6,747.46 56.8 60,820.20 52.8 

EXPENSES 

GENERAL/ADMINISTRATIVE EXPENSES 
BANK SERVICE CHARGES 8.00 .1 81.00 .1 
BUSINESS TAX 16.45 .o 
DUES & FEES 1, 192.07 1.0 
EQUIPMENT RENTAL 323.14 .3 
INSURANCE (GENERAL) 1,000.00 .9 
OFFICE EXPENSE (25.00) (.2) 248.01 .2 
POSTAGE 435.72 .4 
PUBLIC INFORMATION (179.35) (.2) 
RENT 1, 160.60 9.8 12,543.99 10.9 
SERVICE CONTRACTS 81.08 .7 170.61 .1 
TELEPHONE 207.67 1.7 2,057.12 1.8 
TRAVEL 268.00 .2 
UTILITIES 25.85 .2 789. 19 .7 
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TOTAL GENERAL/ADMINISTRATIVE EXPENSES 

PERSONNEL EXPENSES 
SALARIES 

TOTAL PERSONNEL EXPENSES 

OTHER INCOME & EXPENSE 
MISCELLANEOUS INCOME 

TOTAL OTHER INCOME & EXPENSE 

TOTAL EXPENSES 

NET INCOME CLOSS) 

CANADIAN SERVICE OFFICE 
INCOME STATEMENT 

FOR THE PERIOO ENDING OCToBER 31, 1991 
FIGURES REFLECTED ARE CANADIAN DOLLARS 

+--- PERJOO TO DATE ----++---- YEAR TO DATE -----+ 
ACTUAL X ACTUAL X 

1 ,458.20 12.3 18,945.95 16.4 

234.68 2.0 2,609.30 2.3 

234.68 2.0 2,609.30 2.3 

(.40) .o (1,601.56) (1.4) 

(.40) .0 (1,601.56) (1.4) 

1,692.48 14.3 19,953.69 17.3 

5,054.98 42.6 40,866.51 35.5 
=============== ====== =============== =--==== 
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EUROPEAN SERVICE OFFICE 
BALANCE SHEET 

OCTOBER 31, 1991 
FIGURES REFLECTED ARE JN ENGLISH POUNDS 

CURRENT ASSETS 
GENERAL ACCCXJNT: POUNDS 
HOLDING ACCOONT 
PAYROLL ACCClJNT 
ACCOONTS RECEIVABLE 
INVENTORY 

TOTAL CURRENT ASSETS 

FIXED ASSETS 
COMPUTER EQUIPMENT 
LEASEHOLD IMPROVEMENTS 
LESS: ACCUMULATED DEPRECIATION 

TOTAL FIXED ASSETS 

OTHER ASSETS 
DEPOSITS 

TOTAL OTHER ASSETS 

TOTAL ASSETS 

ASSETS 

90.59 
700.00 
54.45 

1,729.00 
13,930.21 

5,731.48 
350.00 

(391.00) 

2,426.00 

LIABILITIES ANO FUND BALANCE 

LIABILITIES 
W.S.O. ADVANCES 
INVENTORY ADVANCES 
COMPUTER EQUIPMENT ADVANCES 

TOTAL LIABILITIES 

FUND BALANCE 
FUND BALANCE 
RETAINED EARNINGS-CURRENT YEAR 

TOTAL FUND BALANCE 

TOTAL LIABILITIES ANO FUND BALANCE 

107,787.36 
18,363.52 
4,257.73 

(75,550.04) 
(30,237.84) 

16,504.25 

5,690.48 

2,426.00 

24,620.73 

============== 

130,408.61 

(105,787.88) 

24,620.73 

============== 



:NCO.E 
MISCELLANEWS 
CONVERSIONS 

TOTAL UICC»tE 

:OST OF MERCHANDISE 
SHIPPING 

TOTAL COST OF MERCHANDISE 

GROSS PROF IT 

EXPENSES 

liENERAL/ADMINISTRATIVE EXPENSES 
BAD DEBTS 
BANK SERVICE CHARGES 
CO.PUTER SUPPLIES 
EMPLOYEE TRAINING 
INSURANCE (GENERAL> 
MAINTENANCE & REPAIR 
OFFICE EXPENSE 
POSTAGE 
RENT 
STORAGE SPACE 
TELEPHONE 
TRAVEL 

TOTAL GENERAL/ADMINISTRATIVE EXPENSES 

PERSONNEL EXPENSES 
SALARIES 

EUROPEAN SERVICE OFFICE 
INCCME STATEMENT 

FOR THE PERIOD ENDING OCTOBER 31, 1991 
FIGURES REFLECTED ARE IN ENGLISH POUNDS 

·+---PERIOD TO DATE····++··-- YEAR TO DATE·····+ 
ACTUAL X ACTUAL X 

449.05 100.0 13,082.95 101.0 
(127.88) (1.0) 

--------------- ---------------
449.05 100.0 12,955.07 100.0 

1,183.07 263.5 1,497 .01 11.6 

--------------- ---------------
1,183.07 263.5 1,497 .01 11.6 

--------------- ---------------
(734.02) (163.5) 11,458.06 88.4 

5.00 1.1 5.00 .o 
336.15 2.6 
109.25 .8 

290.00 64.6 304.30 2.3 
208.00 1.6 
231.53 1.8 

3,265.10 727.1 5,585.74 43.1 
221.00 49.2 1,704.90 13.2 
720.00 160.3 8,803.00 68.0 
160.00 35.6 1,280.00 9.9 
433.52 96.5 2,802. 79 21.6 
131.32 29.2 4,885.44 37.7 

--------------- ---------------
5,225.94 - 26,256.10 202.7 

3,266.79 727.5 15,401.15 118.9 

--------------- ---------------
TOTAL PERSONNEL EXPENSES ® 3,266.79 727.5 15,401.15 118.9 

OTHER INCXICE & EXPENSE 
MJSCELLANEWS INCCME 38.65 .3 

--------------- ---------------
TOTAL OTHER JNCCME & EXPENSE .oo .o 38.65 .3 

--------------- ---------------
TOTAL EXPENSES 8,492.73 ******* 41,695.90 321.9 

--------------- ------ ---------------
llET lllCCME (LOSS) (9,226.75) - (30,237.84) (233.4) 

=========--===== ====== ============= m===== 

1-37 



WORLD SERVICE CONFER.ENCE BUDGET COMMITTEE 

PURPOSE, PRIMARY ACTIVITIES 

Purpose 
The purpose of the WSC Budget Committee (herein referred to as budget committee) is to 
ensure that world service funds are properly allocated and prudently utilized. The 
committee has authority to develop a comprehensive budget, allocate funds, monitor use of 
allocated funds, and revoke funding. 

Primary Activities 
The budget committee fulfills its purpose by carrying out four primary activities: 

1. The budget committee develops a comprehensive world service budget, based on 
specific project and expense plans submitted by each board or committee, for the 
approval of the WSO Board of Directors. 

2. The budget committee allocates funds based on the approved budget. 

3. The budget committee conducts an ongoing fiscal review of the board or committee 
projects to ensure that those projects are adhering to the submitted project plans and 
budget. 

4. Through its annual report, the budget committee provides NA Fellowship with 
accountability for the utilization of world service funds. The report lists budgeted and 
actual expenditures for each project. 

ORGANIZATION 

Membership 
The Committee is composed mostly of members who serve by virtue of their primary world 
service positions. They serve throughout the year. 

Voting Memberst 
*Chairperson of the World Service Office Board of Directors 
*Treasurer of the WSO Board of Directors 
*Treasurer of the World Service Conference 
*A member of the WSO Board of Directors appointed by the WSO Board Chairperson 
*A member of World Service Board of Trustees appointed by the WSB Chairperson 
*A past member of the world service leadership elected by the World Service Conference 
as described below: 

1 An alternate slate of voting members has also been developed, composed of two members of the WSC 
Administrative Committee, the chairperson and treasurer of the WSO Board of Directors, two members of the 
World Service Board of Trustees, and one former member of the world service leadership elected to the 
committee by the World Service Conference. This alternate slate would replace the slate listed under the 
current heading if the unified budget proposal is not accepted. 
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Nonvoting Member 
The World Service Office ·chief financial officer serves as a nonvoting member of the 
committee. 

Conference Election Of One Member 
The past world service member of the committee is elected by the World Service 
Conference to serve a three-year term. This member must have served previously as a 
WSC officer, WSC committee chairperson, or member of the World Service Board of 
Trustees.2 

Leadership 
The chairperson of the World Service Office Board of Directors also chairs this committee. 

Meetings 
The committee will meet a minimum of three times a year, including its annual meeting at 
the World Service Conference. 

DECISION-MAKING 

Majority 
Decisions can be made only by a two-thirds majority of the voting membership of the 
committee. 

Decision-Making By Telephone 
The committee may hold meetings by telephone conference call to reach its decisions. 
Except in case of emergency, decisions of the committee will not be reached through 
polling the individual members by telephone. 

ADMINISTRATION 

Project Preparation 
Motions submitted to the World Service Conference which propose new projects or 
committees will be accompanied by an estimate of costs. Any plan for a new project will 
include a production overview indicating: 

I. A project timeline, showing how much work is expected to be accomplished in how 
much time, and when the project will be completed. The project timeline should 
describe the entire life of the project, not just work scheduled for the budget year, 
though the timeline may be less detailed for work scheduled to be completed in 
following budget years. 

2. Meeting schedules, including the location, maximum number of participants, and any 
additional expenses proposed for each meeting. 

2 An earlier draft of this plan slated that the conference could choose from among former WSO directors, as 
well as former WSC leaders and former trustees, when electing a member of the budget committee. If, in 
consideration of this plan, one of the WSO Board of Directors members of the budget committee is eliminated 
from the ex officio membership slate above, then this section should also be revised to again allow for 
conference election of a former director to the committee. 
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3. A listing ~f any·additional·expenses associated with the project. 

Any motion submitted to the WSC which proposes a new committee or ad-hoc committee 
will be accompanied by a budget which includes a listing of all general expenses for the 
budget year, such as full committee meetings, attendance at WSC meetings, representation 
at meetings of other boards and committees, administrative mailings, and telephone calls. 
Each general expense entry must include a brief narrative explanation. This information 
should be based upon current prices for goods or services. 

Conference-Established Priority Ratings 
When the World Service Conference approves the commencement of a project, it also 
assigns a project priority rating. Priority ratings run from 1 to 10, with Priority One being 
the highest and Priority Ten being the lowest. These priority ratings will guide the Budget 
Committee as it carries out its responsibilities. 

Budget Year 
The budget year will correspond to the conference year--from June 1 through May 31. 

BUDGET PREPARATION 

The chief financial officer of the World Service Office is required to present a forecast of 
WSO and World Convention Corporation income and expenses for the budget year at the 
World Service Conference. 

The treasurer of the World Service Conference is required to present a forecast of income 
from donations for the next budget year at the World Service Conference. The WSC 
treasurer will also provide the current balance of· the treasury, a report of all expenses 
incurred but not paid as of the conference and an estimate of expenses committed to 
through the balance of the conference year. 

Within two weeks after the World Service Conference, the various world service boards 
and committees are required to submit detailed work and expense plans to the Budget 
Committee. Proposals cover expenses for the current conference year. All proposals must 
be submitted in writing, using the format described below. Proposals will contain two kinds 
of entries: project entries and general entries. 

Project Entries 
Plans for each service board or committee will include descriptions of all projects being 
proposed for the budget year. All project plans must include a production overview, 
indicating: 

1. A project timeline, showing how much work is expected to be accomplished in how 
much time, and when the project will be completed. The project timeline should 
describe the entire life of the project, not just work scheduled for the budget year, 
though the timeline may be less detailed for work scheduled to be completed in 
following budget years. 

2. Meeting schedules, including the location, maximum number of participants, and any 
additional expenses proposed for each meeting. 
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3. A listing ~f any-additional expenses associated with the project. 

General Entries 
Budgets for ~ach service board or committee must include a listing of all general expenses 
for the budget year, such as full committee or board meetings, administrative mailings, and 
telephone calls. Each general expense entry must include a brief narrative explanation. 
This information should be based upon current prices for goods or services. 

Within one month following the annual meeting of the World Service Conference, the 
budget committee meets for a weekend to prepare a detailed budget. The committee will 
draft a single budget for World Services using the budgets and project costs submitted at 
the WSC. Prior to the meeting, the WSC Treasurer and the WSO travel coordinator will 
revise the proposed budgets to reflect current costs, given the geographic changes to the 
membership of the boards and committees. Consideration will be given to the location of 
meetings, proximity of some members to the meetings, and contingencies such as use of 
bonus mileage afforded by the airlines. The budget committee will prepare a budget for 
any committees or projects which do not have a submitted budget, using the best available 
information. 

To insure the proper allocation and prudent utilization of N.A.'s world service funds, the 
committee is required to judge the fiscal and administrative merits of each proposal, and to 
reconcile requests for resources with the income expected for the budget year. The 
committee considers the accuracy, viability, and completeness of each proposal, project 
priority ratings, and the overall financial picture for the budget year. 

The income forecast may prevent lower priority projects from being included in the draft 
budget. If this is the case, the respective board or committee responsible for that project 
has recourse to any of three options. 

1. It may include the project in its next budget proposal. 

2. Once the budget year actually begins, more funds may become available than were 
originally anticipated. If this occurs, the respective board or committee may request 
an allocation of funds for the project. (See "Funding of Additional Projects," 
below.) 

3. It may appeal the decision of the budget committee. (See "Appeals Process," below.) 

Budget Advisors 
Once the budget committee has developed a draft budget, each member of the budget 
committee is assigned to serve as budget advisor to one or more of the other world service 
boards and committees. Should any given budget proposal require adjustment before 
inclusion in the final budget, the budget advisor assigned to the proposal's originating 
service board or committee will resolve the matter with the leadership of that body. 

Budget Approval 
Within six weeks after the World Service Conference, the committee reviews the proposed 
budget with the World Service Board of Trustees, the WSO Board of Directors and the 
WSC Administrative Committee. 
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Reporting . 
The completed budget Will be mailed to all conference participants within thirty days after 
it has been reviewed ·and approved by the Board of Directors, Board of Trustees and 
Conference Administrative Committee. 

Revising Approved Project Plans 
The committee may review proposals to revise already approved project plans. Such a 
proposal must include a detailed description of why the original project plan is no longer 
preferred. A revision proposal must also state the exact changes being proposed for each 
affected portion of the original project plan. 

Funding Additional Projects 
The committee may review proposals for projects that are not included in the annual 
budget. Proposals to fund additional projects must include a detailed production plan and 
cost projection. 

Should the committee deny funding for any particular project, the budget committee will 
provide a report to the respective board or committee, and to the chairpersons of the 
World Service Board of Trustees and the World Service Conference. The budget 
committee will include the project on its agenda for consideration when the next year's 
budget is developed. 

MONITORING AND REPORTING 

On a monthly basis, the committee's budget advisors are provided with progress and 
expenditure reports for projects being conducted by the service boards or committees to 
which they are assigned. Budget advisors use this information in developing reports 
presented to the budget committee at each of its meetings. At the end of each year, the 
budget committee will compile the reports from the budget advisors for inclusion in the 
budget committee's annual report to the World Service Conference. 

Each year, within three months after the end of the conference year, a certified public 
accountant conducts a fiscal audit of world service expenditures. This audit is designed to 
ensure that those expenditures have been consistent with approved project proposals, 
conference priority decisions, and budget committee policy. A copy of this audit is 
included in the budget committee's annual report to the World Service Conference. 

Budget Shortfalls 
If world services experiences an income shortfall, the budget committee may cut allocations 
of budgeted funds. Allocations will be cut according to conference-established priorities, 
starting with low priority projects. If a shortfall is anticipated, the committee may 
determine that low priority projects should not commence until later in the budget year or 
may be carried over for consideration in the budget for the next conference year. 

Revocation of Funding 
If a world service project deviates substantially from its approved project and expense plan, 
the budget committee may revoke funding for the project. Thirty days in advance, the 
chairperson of the service board or committee responsible for the project will be notified in 
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writing that the budget committee intends to consider the matter, and that he or she is 
invited to meet with tpe budget committee to provide information relative to the project. 

In order to revoke project· funding, the decision of the committee must be unanimous. 
Within seven. days of such a decision, the budget committee will provide written notice to 
the vice chairperson of the WSO Board of Directors, the chairperson and vice chairperson 
of the World Service Board of Trustees, and the chairperson, vice chairperson, and second 
vice chairperson of the World Service Conference, if they are not also members of the 
budget committee. 

Appeals Process 
Any board or committee that has been denied project funding, or has had funding revoked, 
may appeal the decision. Within ten days of the decision, the board or committee's 
chairperson should present the objection in writing to the chairperson of the World Service 
Board of Trustees. The WSB chairperson will then convene an appeal board, whose 
decisions will be final. The appeal board will be chaired by the WSB chairperson, and will 
be composed of the following additional members: 

*Chairperson, WSO Board of Directors 
*Chairperson, World Service Conference 
*Two members of the World Service Board of Trustees, appointed at the beginning of each 
conference year by the WSB chairperson 

A decision to reverse the revocation of funding will require a two-thirds vote. Revoked 
funds will be frozen while an appeal is pending. 

Annual Report 
Each year, the budget committee provides an annual report for review by World Service 
Conference participants. The report is mailed at least thirty days prior to the World 
Service Conference. Conference participants are given the opportunity to provide input to 
the committee. Their input may concern past, present, and future budget activities. The 
conference may alter or redirect the budget. 

Q:\exec\bud2.doc 
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WORLD· SERVICE OFFICE OF NARCOTICS ANONYMOUS 
FINANCIAL MANAGEMENT POLICY 

The World Service Office Board of Directors, acting on behalf of the corporation and 
the Fellows'1ip of Narcotics Anonymous, hereby adopts and enacts this policy as the 
Financial Management Policy for the corporation to guide the management of financial 
affairs of the corporation. Policies contained herein are specific and mandatory. Violation 
of these policies shall result in such disciplinary action as the board may determine, 
including dismissal of employees and removal from office of directors. In such 
circumstances that may arise that are not specifically covered by these policies, the 
executive committee of the board shall be empowered to make or adjust such policies as 
are deemed necessary to the situation. Such decision shall be reported to the board of 
directors at the next regular meeting as part of the financial report. 

The board of directors of the World Service Office shall exercise and retain final and 
absolute authority and control of the financial affairs of the corporation. The board of 
directors, as provided in the by-laws of the corporation, shall select a treasurer who shall 
have authority and responsibility to oversee the financial matters of the corporation 
between meetings. In the treasurer's absence, the chairperson of the board shall be 
empowered to perform these duties and responsibilities. 

The board of directors may authorize other persons, employees and agents of the 
corporation under contract to perform specific duties that are outlined herein or other 
duties that are omitted. 

The treasurer and/or executive director shall present financial reports at each 
meeting of the board of directors'. The report shall include a summary of income, 
expenditures, inventory and a reconciliation of general financial condition. Excessive or 
unusual expenditures shall be fully explained. The executive director shall assure that 
employees and agents do not obligate the corporation for more funds than are authorized 
by the board of directors. 

The executive director will prepare a monthly financial report to·-au World Service 
Conference participants as part of the monthly work plan report. This financial statement, 
as well as the entire monthly work plan report will be reviewed and approved by the 
executive committee of the WSO Board of Directors prior to distribution to all conference 
participants. 

The corporation shall require the staff to prepare monthly, quarterly and yearly 
reports for the California Franchise Tax Board, the State Board of Equalization, the 
Attorney General Charitable Trust Division and the U.S. Department of Internal Revenue 
Service, as may be needed. These reports must be signed by the executive director and/ or 
any other staff or consultants who were responsible for the preparation of the reports. The 
corporation must have its financial records maintained accurately and completely at all 
times and be prepared to allow an unannounced audit of the books and records at any 
time requested or directed by the treasurer, the board or any member of the board. The 
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board may, at :its option, require reports to be audited or reviewed by outside contract 
accountants or auditqrs .. 

The executive director will employ an independent certified public accountant to 
review WSO .financial statements and consult with WSO bookkeeping staff each month to 
verify and finalize each month .ends close of books. The CPA will then verify the entries on 
the staff prepared financial report prior to its being posted to the computerized accounting 
system. The CPA will require comprehensive supporting material for any entry which may 
appear questionable and for entries selected at random. All questions raised by the CPA 
must be addressed to the CP A's satisfaction prior to the closing of that months books. 
Each quarter the CPA meets with WSO's personnel manager to complete an examination 
of quarterly reports and supporting information to verify the quarterly payroll tax filing. 

At the end of each year, the executive director will employ a CPA to complete an 
audit including the following actions: 

1. The CPA must randomly send letters to a statistically significant sample of our 
vendors to verify that the information in our accounting system corresponds to 
the vendors records. 

2. The CPA must randomly send letters to a statistically significant sample of our 
customers to verify that the revenue we show corresponds to the customers 
needs. 

3. The CPA must send letters of verification to all banks where we have accounts 
and to locations where we have tangible assets to verify that the balance 
information reflected on our balance sheet is accurate. 

4. The CPA must randomly sample our inventory of merchandise and our 
inventory of office equipment and supplies to assure the value of our inventories 
is accurately reported. 

5. The CPA must complete a review of WSO Board of Director minutes to 
identify any inconsistencies between board decisions and instruction and actual 
office fiscal practices. 

6. The CPA must review actual expenditures compared to the budgeted figures 
approved by the board of directors to test budget compliance. 

7. The CPA must annually provide a report to the board of directors that includes 
an opinion letter, a balance sheet of all assets, liabilities, and fund balances, a 
statement of revenues and expenses and changes in fund balances, and a 
management letter with corrective recommendations for all areas where 
approved accounting procedure was not followed. 

In addition to the above described annual audit, the board of directors may require 
any other services from the CPA that will enhance our ability to compile and present 
financial information in a useful manner. 

The corporation shall maintain any number of checking and/or savings accounts as 
may from time to time be necessary. Each account established shall be authorized by 
corporate resolution and will include such additional detail as the respective bank or other 
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financial institution may require. Each resolution shall be attached to these.policies and be 
shown in the minutes. of the meeting at which it is adopted. 

For the protection of the corporation insurance shall be obtained for the corporation 
in the form .of a $50,000 fidelity bond covering all persons handling funds or having 
authority to obligate the corporation. The cost of this bond shall be a responsibility of the 
corporation: 

The WSO will provide directors $1,000,000 of liability insurance as outlined by the 
director's liability insurance policy in effect. The WSO accepts full responsibility for the 
entire deductible stated in the director's liability insurance policy whether that deductible 
applies to the WSO or to individuals covered by the director's liability insurance policy. 

The board of directors may from time to time authorize the executive director and/or 
directors to prepare contract proposals and enter negotiations for contracts with other. 
individuals, companies and corporations. Unless otherwise specified, the board of directors 
must approve any contract with one company, individual or corporation that cumulatively 
results in expenditure or obligation of expenditure of more than $5,000.00 in a ninety day 
period, except as shown below for authorized budget items and for printing services. 

An accounting/bookkeeping system adequate to meet the needs of the corporation 
shall be developed under the direction of the executive director. The system shall provide 
for classifications of income and expenditures which match the budget approved by the 
board of directors. The system shall provide adequate support for all financial entries. 
The executive director shall have responsibility for preparation of all required financial 
reports and records. The corporation may employ such individuals as may be necessary to 
accomplish these tasks or may contract with outside consultants. 

Authority to obligate the corporation for the future expenditure of funds shall be 
exercised only by direction of the board of directors or by the chairperson, treasurer or 
executive director when exercising their previously authorized responsibilities. Obligation 
of funds may be accomplished within the framework of the adopted budget or by an 
individual action approved by the board. The executive director may not obligate the 
corporation to a combination of printers or other suppliers of material or inventory items 
which exceed $5,000.00 without concurrence of the treasurer or the chairperson. All such 
actions to obtain printing under this provision must be reported to the board of directors at 
the next meeting. 

Disbursement of funds shall be supervised on a daily basis by the executive director 
and when necessary, concurrence of the treasurer and/or chairperson will be obtained. 
Every expenditure shall require some bill, invoice, purchase order, receipt or other 
evidence of requirement for the payment of funds of the corporation. These expenditure 
record items shall be maintained under the direction of the executive director and be 
available for audit at any time. 

Persons authorized to sign checks are specifically prohibited from signing checks in 
advance that are blank or not fully complete. Each account shall use only pre-numbered 
checks which shall identify the corporation, the address and phone number, the account 
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title, the number of signatures required and any limitation on expenditure amounts. When 
reconciling bank stat.ements, all check numbers must be accounted for. Checks made to 
"bearer" or "cash" are. expressly prohibited except to replenish the petty cash account as 
detailed in the petty cash instructions. All completed undistributed or unclaimed checks 
shall be kept .under lock at all times. 

A comprehensive personal pay record system shall be maintained to provide all 
details relating to personnel actions, pay rates and salaries or other compensation paid. A 
record shall be maintained on each employee that reflects administrative actions including 
date of hire, rate of pay on date of hire, promotions, raises, demotions, reductions in salary 
or other compensation, hours worked, overtime, sick time, vacations and personal leave or 
other items which affect payments made to employees or contract consultants. A complete 
employee folder shall be initiated on date of hire and contain the information shown 
above. Changes in status of employees which affect salary or other compensation must be 
in writing and a copy of the memorandum must be included in the personnel file. The 
effective date and new rates must be shown in the memorandum. 

The executive director must oversee the following payroll computation process: 

1. Employees are instructed to accurately complete and sign time cards weekly. 

2. Each employee's immediate supervisor must review their employees' signed 
time cards for accuracy and attest to the time cards accuracy by affixing their 
signature as the employee's supervisor. 

3. The executive director may, without notifying the employee or the employee's 
immediate supervisor, monitor time and attendance behavior to verify it is 
being accurately reported. 

4. The executive director may, without prior notification to the personnel 
manager, complete an internal audit of payroll computation in addition to the 
quarterly review of the independent CPA. 

5. The executive director must sign all payroll checks unless the executive director 
is unavailable during payroll preparation. All such absences must be reported 
to the chairperson of the board of directors. Computation of payroll 
information will be completed by the personnel manager and randomly sampled 
for accuracy by the administration division director. 

The corporation shall reimburse employees and when appropriate, other individuals 
for the costs related to travel in the performance of work for the office in accordance with 
board approved personnel or travel policies. 

The policy of the corporation shall be that minimum expense shall be incurred for 
expenditures for supplies and equipment consistent with the needs of the corporation. 
Funds shall not simply be expended because there is money authorized in the budget for 
that field of expense. The staff is admonished to be frugal with expendable supplies within 
limitations imposed by other sections of this policy. When acknowledging receipt of items 
purchased, all invoices, statements, bills of lading, or purchase orders will be checked for 
accuracy. 
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The executive director shall not be related by blood or marriage to an. owner or 
employee of any v~ndor from whom the corporation makes purchases, nor may the 
executive director be also employed by a vendor. 

For eq1dpment which will cost more than $5,000.00 the executive director must obtain 
approval from the board of directors prior to ordering the item, or if the item is authorized 
in the budget, concurrence from the Treasurer or chairperson is required. Items listed on 
the purchase order, invoice, statement or bill that were not ordered or not received shall be 
noted. Items either returned or back ordered shall be noted on the purchase order, 
invoice, statement or bill. The supporting paperwork may then be used for the basis of 
issuance of checks for the material. 

The copy of such invoice, purchase order, bill or statement that is to be retained by 
the corporation shall be annotated to include the date received, the date payment was 
made, the number of the check and name of the individual acknowledging receipt of the 
item or material. All bills, receipts or other supporting documents for which 
reimbursements are made must be marked in order to avoid possible use to cause duplicate 
payments. If the invoice, purchase order, bill, statement or such document is lost, another 
shall be requested and obtained from the vendor. 

A yearly physical inventory of all equipment owned, leased or loaned to the 
corporation shall be made by the executive director. The inventory shall include detailed 
information on all office furniture and equipment. The inventory shall be made prior to 
the first of January of each year. Within thirty days, A copy of the report shall be presented 
to the board of directors. The inventory shall include: description, date acquired, 
condition at time of acquisition, cost or estimate of value (if used) and date of last 
inventory. A separate report shall be prepared for the board for their January meeting 
which shall reflect all service expenditures related to all equipment. Equipment shall not 
be removed from or loaned from the office unless approval is granted by the executive 
director, in accordance with the equipment utilization policy which is attached. 

The executive director shall keep expenditures for supplies and equipment within the 
amounts prescribed in the budget. The executive director shall maintain sufficient records 
on all equipment to permit proper recording of assets in the general ledger of the 
corporation and to be reported on appropriate tax reports. 

PETIY CASH GUIDELINES: A petty cash fund is hereby authorized in order to 
provide readily accessible money for the purpose of paying small charges which are 
impractical to be paid by check for reasons of timeliness, expense, or inconvenience. Petty 
cash funds can be replenished at appropriate intervals. Accountability for petty cash funds 
must be maintained at all times. It must be stressed that this is a money fund which must 
be accounted for in the exact manner of money in checking accounts. Payments from or 
reimbursement from the petty cash fund must be made according to these policies: 

A. A petty cash custodian is appointed by the executive director and that individual is 
directly responsible for all funds entrusted to the petty cash fund. If the petty cash 
.custodian leaves employment of the corporation, begins vacation or an extended sick 
leave, the account will be audited, and a new or temporary petty cash custodian 
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appointed. The. account· is opened and replenished by issuance of a· check made to 
"Petty Ca.Sh Ac~ount" and given to the custodian for their control. The check may not 
be written for an amount that exceeds $200.00. 

B. When a cash payment is. made from the petty cash fund, a receipt and/ or supporting 
document is placed in the petty cash box. Therefore, the total of cash remaining in 
the box, plus the total amount of receipts therein will equal the amount authorized in 
the fund at all times. 

C. The petty cash fund shall not be used to obtain an individual item that has a cost in 
excess of $35.00. When approximately 75% of the fund allotment has been expended 
the fund may be replenished. An exact accounting must be made before a check may 
be issued replenishing the fund. All receipts, bills, etc., that form the evidence of 
petty cash expenditure must be kept and the information included in required 
financial reports. 

This financial management policy should be viewed as one of many policies that 
provides guidance in the administration of WSO finances. The WSO personnel policies, 
travel policies, World Service Conference directions, and WSO Board of Director actions 
all provide guidance for the management of World Service Office finances. 

Adopted June 1984 

( l) Amended J1111e 7987 

(2) Amended June 1988 

(3) Amended October 1991 

(4)Amended December4, 1991 

Q: \ wso \policies \Jina pol2.doc 
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UK. SERVICE· OFFICE of 

NARCOTICS ANONYMOUS 
PO Box 1980, London N19 3LS. Telephone: 071 272 9040 

Bob McDonough 
Chairperson, Board of Directors 
The World Service Office, Inc. 
Narcotics Anonymous 
PO Box 9999 
Van Nuys 
CA 91409 27th November 1991 

Dear Bob 

Further to our meeting in Van Nuys in October, please find 
enclosed the November UKSO BoD Report to the UK service Assembly. 

As requested in your letter of 20 September 1991 enclosed are 
samples of all IPs (no White Book sample as we are out of stock) 
that we print her.e in England. Also enclosed is our current 
"Where to Find". 

It has been difficult to quantify exactly how many of each we 
have sold. However, we have calculated that since the agreement 
was signed we have sold approximately: 

10,000 UK printed IPs @ cost of 3.5p each x 12% = £ 42.00 
2,800 White Books• cost of 15.36p each x 12% = £ 51.52 

TOTAL £ 93.52 
======= 

We will send a cheque for the above to the ESO. 

Whilst writing we would like to inform you that two motions were 
unanimously passed "to create one UK Region" and second "to 
create a joint London Region Service Committee and UK Service 
Assembly committee to prepare a workable plan for a UK Region for 
implementation at a meeting in January 1992". 

Yours in service 

Max Cohen 
Chair·UKSO BoD 

cc Joe Gossett 
George 
Becky 1-s 3 

Se1'11ice Lui lrading as UK Service Office 
Registered in England No. 02007997 

" -'-·----' ,.....: ••. I nrnlr- Rnnd. Harrow. Middlesex RA2 9DZ 



UK SERVICE OFFICE of . . 

NARCOTICS ANONYMOUS 
PO Box 1980, London N19 3LS. Telephone: 071 272 9040 

--
REPoRT TO THE UK SERVICE ASSEMBLY NOYEHBER-1991 

I 
ACCOQNTS T0.31 OCTOBER 1991 

Li~erature Account 
Merchandise Account 
Deposit Account 

TOTAL 

£ 800.97 
£ 491.00 
£4500.00 

£5791.97 

Invoices due to be paid by the UKSO add up to approx. £3,400. 
Income owed to UKSO adds up to £1436.35. 
£1500 in the deposit account on hold for to the UK Service 
Assembly. 

BUDGET FOR 1992 

·: The UK Service Office presents bills to the UK Service Assembly 
. · '. • for the f oll~wing: 

." :. 1 •. 
. 2 •. '· 

3. 

Starter kits supplied outside of London 
30% of all London Region Office Literature Invoices 
PI Literature sent out with no charge 

Having looked over the invoices for the past year an approximate 
budget is outlined below: 

1. Starter kits - 2 to 3 sent out per month @ £18.50 each 
2.5 x 12 = 30 = £555 per annum 

2. 30% of LRO literature - comes to approx. £50 every 2 months 
£50 x 6 = £300 per annum 

3. PI literature - approx. £35 per month (including PI posters) 
£35 x 12 = £420 per annum 

Total per annum 

QUARTERLY REPQRT 

Photocopier 

£1,275 per annum + approx. 10% price 
rise from wso 
(to be confirmed) 

In September the UKSO installed a photocopier. It is a Canon 
4540 copier, which can reduce, enlarge, and collate copies up to 
20 sets at a time. It also has a coding ability: thus different 
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' committees, for example, can have their own code, so that records 
can be kept of now many copies each committee make. 

After negotiations, the copier was leased to the UKSO at £15.27 
per week, which comes to £188.00 per quarter. On top of this 
amount is a charge of 0.935p per copy; 1,000 copies have to be 
paid for in advance at a cost of £93. 50. On top of these amounts 
is the cost of paper. Thus, the UKSO can now offer photocopying 
facilities to the fellowship at a cost price of 4p per copy; this 
covers the learing costs, the copy costs and the pap~r costs. 

The photocopie is a great help to the special worker; it is both 
time saving and cheaper than using an outside agency. 

PriQ;t.ing: 
. . 

. A new printer has been found to print al.l anglicised NA 
literature (which the UKSO gets printed in the UK.) The charges 
are approximat~ly 20% less than printers previously b~ing_\!.S~-4.~-- ·
and another adtantage is that they are standardising all the logo 
on the IPs at no extra cost. The fist print run of "Where to 
Finds" and "White Booklets" to be done by this new printer will 
be in the UK Service Office shortly. The "Where to Find" has 
been put into a new format along the lines of the "White Booklet" 
eg :it is no longer fold out, but instead is stapled in the 
centre. There was a very good response to the request for 
_details of any amendments needed to be made to meeting details 
in the "Where to Find" so the new print run should be accurate 
a_s well. \ 

NB Please continue to notify the UK Service Off ice concerning any 
¢hanges that need to be made to the "Where to Find" as it is 

·:generally reprinted every three or four months. 

Merchandise News 

The UK Service Off ice sold merchandise at both the UK Convention 
in Manchester, and at the Paris convention. on both occasions 
about £400 worth of merchandise was sold. The black "Obsessed" 
T-shirt proved the most popular buy! 

NB Please note that there the black "Obsessed" T-shirt does not 
appear on the UKSO order forms but is available, as is a badge 
saying "Anonymous". Also, the current stock of silver pendants 
are of a better quality than those previously sold (they are 
heavier) and so sell at £8 not £5. 

Literature News 

Some new IPs are now available from the UK Service Office. There 
are three and the titles are as follows: 

PI and the NA Member 
NA, a Resource in your Community 
For those in Treatment / 
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.... 
Soon an NA-journal will be available (a hard bound, high quality 
book, saying "Basic Jounal" c>n the front with the NA symbol, and 
it has the.s~eps_ inside the front cover and blank, lined pages), 
and also a· :small soft back book called 11 An Introductory Guide to 
NA" which includes the text of various IPs and the text of the 
12 steps. The prices of these two items are not yet known. 

Running Costs of the UK Service Off ice ·· ... 

The UKso· is almost covering its costs. In order to have a secure 
future, however, it needs to increase its income by at least £500 
per month. With this need in mind, the special worker has been 
spending a certain amount of time looking for new contacts to 
supply literature to. 
To date, all organisations that run some kind of 12 step 
treatment programme have been contacted and made aware of the 
fact that the UK .Service Office can supply them with any NA 
literature they may require. They have also been informed that 
the UK Service Off ice can be used as an information point to 
answer any queries they ·may-have-concerning NA and can also 
supply them with free Public Information posters, and, depending 
on where they are situated, can be used as a liaison point to 
arrange PI talks. 

In the near future the UK Service Off ice is considering 
approaching the National Heal th Service to try to carry the 
message through our literature sales in that domain to a greater 
extent than it is at the moment. 

The UK Service Office intends to liaise with PI committees about 
this work, so they are aware of who has been contacted, and also 
to find out who PI Committees have been in contact with, so that 
the UKSO is also aware and up-to-date. 

Telephone Tally 

The UK service Off ice has dealt with an average of 130 calls per 
month since the last UK Service Assembly. 

An approximate break down of what these calls concern is as 
follows: 

NA Literature Orders 
Non NA Literature Orders 
General Enquiries 
Meeting Enquiries 
PI Related 
H&I Related 
Off ice Business 

28% 
4% 

29% 
9% 
8% 
3% 

19% 

visits to Area Service Committee Keetings 

Members of the Board of Directors continue to visit ASCs to 
answer questions about what the UK Service Office does, and to 
find out what areas would like to see the UK service Office 
doing. 1-sec 
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ASCs not yet visited are: 
Devon and· Cornwall 
Colchest~r 
Scotland 

The UK Service Office intend to visit these ASCs in the near 
future. 

• 
NBl It.would be helpful if the Area Service Representatives of 

·- these areas could let the UK service Off ice know the venues and 
dates of their next ASCs. 

NB2 It would also be helpful, in the interests of improving 
communication within the UK fellowship, if ASRs, that have not 
already done so, could send the UK Service Office the details of 
their ASC Committees eg names, addresses, telephone numbers and 
dates of beginning and ending of service posts. 

Points for piscussion 

1. Special Worker doing UK Seryice AsseD!bly Minutes 

In the absence of a secretary being appointed to the UKSA 
the UKSO is unable to continue to finance the cost of 
taking and typing the minutes as this is preventing the 
special worker from carrying her primary task of managing 
the UKSO within existing resources. However, if the UKSA 
want to finance this service it costs: 

* 

* 

* 

Special Worker Wages: 
£6.50 per hour for attendance at the UKSA 
to take the minutes {average 5.5 hours per 
UKSA or JSC) 
£6.5 per hour wages for typing up the 
minutes (average 4 hours per UKSA or JSC) 
Postage: 
Approx. 70 x 29p 

Approx. total cost per UKSA or JSC 

= £35.75 

= £26.00 

=£20.30 

= £82.05 

The UKSO will continue to fund the copying and will do the 
collating, and despatching as instructed by the UKSA in the 
past. 

2. Sales Agreement between the UK Service Off ice and the World 
Service Off ice 

The UK Service Off ice Board of Directors would like to ask 
ASRs to gather a conscience from the UK fellowship about 
whether or not it gives its mandate to the UK Service 
Office, eg does the· UK fellowship want and need to have a 
UK Service Off ice? 

The reason for this request is because of a letter recently 
received from the World Service Office by the Board of 
Directors of the UK Service Office. The letter says that 
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the wso may not· continue to support the exclusive 
arrangements (that the ESO in London will not sell 
literature within the UK) of the current sales agreement. 
It goes on to say: 

"What this· will mean to the UKSO is dependent on how 
.. strongly the UK fellowship feels about supporting its 

office. The board (of the WSO) believes the responsibility 
for. the future · of the UKSO should not be primarily 
determined by wso policies but more directly by the 
decisions of the ~ fellow~~ip. 

If the UK Assembly dee-ides~ that it is necessary to conti~ue 
the UKSO operations_ and _-have _it_ remain· the exclusive 
literature distribution centre for · the UK, the wso. board· 
will gladly honour such a d~cision" 

The letter goes on to point out that .if the.income of the 
ESO improves in the near future it will be moved out of 
London to somewhere on the continent. 

The UK Service Office Board feel it is necessary to collect 
this conscience from the UK fellowship because the UK 
conscience about the UK Service Off ice does not seem to be 
unified at the moment. When the UKSO was originally set-up 
there was a UK fellowship mandate for it, but that was some 
time ago now, and many faces have changed since then. wso 

. have been given different messages concerning the. ~o 
depending on who they have spoken to. It· was felt tha~ 
there is a need for the UK fellowship to be unified on thi~ . .'. -.. : 
issue. Without this UK fellowship conscience the wso_ . ~
cannot properly formulate its sales policy, and it . is· ·· 
difficult for the UK .Board of Directors to_~~~tiori •. 

The Board of Directors will give as much information as is 
requested in whatever way requested (eg written reports, 
special meetings etc), in order to help the fellowship make 
this decision, but it is considered important for the 
fellowship to make such requests for information and to ask 
the Board questions, as the responsibility for this 
decision lies with the UK fellowship. 

- . 
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UK. SERVICE ·AssEMBLY of .. 

NARCOTICS ANONYMOUS 
.: .. . . 

PO Box 1980, London N19 3LS. Telephone: 071 272 9040 

UK SEBVICE ASSEMBLY 2NP AND 3RD NQVEffBER. BRISTOL 
MINUTES 

SATURDAY 2nd B0DmR 
OK SERVICE wp!BLY ARD IDm!tl l!F&I!I SIRVIC! C!1!1JME 0PJR DISCQSSJOI OH 'UI ro GO PlQ BEBB1 

.. - ·-·-~- -- - ·- -· - - - -
Aidan - Chair !!KSl caroline - !!KSAR Steve L - Chair Clean Tiles 
Joe - Chair LRSC Shon - Vice Chair LRSC Paul - RSR 
Bovard • RI IDlllkm ASR Denise • Slf London ASR Jil • SE J.ondon ASR 
Zillon - IE IDndon ASR Clive - Tyneside ASR Geoff - Tyneside Alt ASR 
lay • Glasgow ASR Penny • F.ast Anqlia ASR Terry • lfest Country ASR 
Joel • DeioD ' Corniall ASR GSR frOI nev Shrewsbury Group !lax • BoD 
Kmlari Brad Wendy 

10 ( iD:ludinq GSR fnll nev Shrewsbury group I 

smna of piscgssion 

Claire • !!ISO larker 
Robert • Alt RSR 
Rab • SE J.ondon Alt ASR 
Greg - lfessex ASR 

David J - BoD 
Penny 

ibe discussion covered the same points as vere covered at the Joint Steering CO!mittee of the OI Service Asssbly on septmber 
22nd, which vere linated in detail (please refer to those linutes if fuller detail .is .required •. cop~es available fro11 the _OK 
Service Office). 

soe llistorical llackgmmd of the nolution of the I.ondon Reqi.on and the UI service Assably was outlined. · nie disunity between 
these tvo areas of the service sb:m:tm:e over the last year was talked about. A clear, general feeling energed that it was nov 
tile for this disunity to be put in the past, and healed, in order to enable D's service energy to once iore be cbannelled into 
our prilary purpose of carryinq the JeSSage of recovery to the addict vbo still suffers. 

IDndon Reqi.on Service O!llittee lelbers and OI Assably canittee Ulbers voiced their willingness to let qo of their service 
positions, if so directed, to all.av cbange to occur, in the interests of unity and getting on vith carrying the Ill message. 

It bec:ae clear that tile J.ondon Region and tile OI Service Assembly have been duplicating SOiie writ and thus wasting valuable 
service energy that could be used to better effect .. 

After a ccuple of boars of discussicm, tvo proposals vere lade: 

PROPOSAL 1: ~ create one !!K Region' 
Var£: 10 in faYOUI r 0 against, 0 amt:entions • l.Otion unaniJously passed. 

PROPOSAL 2: 'To create a joint wm Reqi.on Service comrl.ttee and !!K Service Assembly COllllittee to prepare a workable plan for 
a OK Region, for ilplaentation at a Jeeting in Jaliuary 1992.1 

van:· 10 in favour, o against, o amt:ention • llOtion unanimously passed. 

After these J.Otians vere passed, piotographs vere taken to coaeaorate this historic event, and the 1eeting was closed vith the 
serenity prayer! 

[-51 
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~ 
·uK SERVICE.ASSEMBLY of 

NARCOTICS ANONYMOUS 
PO Box 1980,.London N19 3LS. Telephone: 071 272 9040 

S!Jl!DAI JRD lom!BER .. 

Present:! 
Aidan ~ UKSA Chair 
Rob - B &I Chair 
Barry ~ Vice Chair OKCIA 
Rob - SE IDrdon Alt ASR 
Greq - Wessex ASR 
Joel - ~von & Cornvall ASR 
Gervais l UK Service Office v Cbair 
Brad 

Al!Ologies: 

Gavin - aiair Special Events 
Alan - Chair tJKSA Literature 

caroline - UKSAR 
Paul - RSR 
Bovard - Bi IDndon ASR 
Zimn - HE Imlllon ASR 
I.enny - Glasqov ASR 
llaX - BoD 
Clare 
Francis 

Isabel - Treasurer 

Steve L - Chair Clean Tiles Claire - UKSO Worker 
Robert - Alt RSR Laurence - Chair UKCHA 
Denise - Si IDllllon lSR Jil - SE IDndon lSR 
Clive - Tyneside lSR Geoff - Tyneside Alt ASR 
Penny - East Anqlia lSR Terry - lest Country lSR 
David J - BoD Peter 
Wendy - - - - -----Ku1- - - -
Manya 

lfattllev - BoD Rllth - Vice Chair llKS! 

Aidan opened the BSSelbly. After a fev nents silence Joel read the traditions. 

Elect~: 
b Vice aiair and the Treasurer resigned and the secretary p>Sition vas still vacant. 

Positions Vacant: Vice Chair, Treasurer, Secretary. 

1) .· Treasurer: Brad vas llOlinated and seconded. Be gave bis service CV and a vote vas taken: 9 in favour, unanilous. Brad 
vas voted in as the nev tJKSA Treasurer. 

2) Vice Chair: Laurence vas noainated and seconded. Be gave bis ~ce CV and a vote vas taken: 9 in favour, unanilous. 
Laurence vas voted in as the new tJKSA Vice Chair. 

3) secretary: see later in linutes for details about this position. 

HB In viev of the decision taken on saturday, these elections are to cover the period until January 1992 vhen the nev UK Region 
will (probably! I be fmed. 

UK SERVICE ASSE!!BLY stJK0MMimE REP0m 

Public !nfomtion (see report attached to linutes) • 

Bovard gave a report on the state of PI in IDndon. ibouqll PI is short on person paver E11f talks are beinq qiven. Bovard vas 
hmllinq eJKflliries frol the ledia but vas qettinq slXIVed llDder vith this PI wrt. PI Paul (ex tJKSA PI Chair) expressed bis 
willingness to Bovard to handle 1edia enquiries and Bovard, therefore, handed this side of the PI vork over to PI Paul. !any 
eixprlries coe thro1lgb frol the media but mst enquiries bave to be turned datm as it is felt tbat IA is not strong enough to 
handle· the consequences of such a hiqll level of 1edia coveraqe. PI posters are beinq distributed (they are currently available 
from the UK Service Off ice). Bovard suggested tbat a media colllittee would be a good idea as a sub-collnittee of the nev UK 
Reqion. 
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Someone asked about progress of the 11 PI video far the prof~ional beinq aade by lorld Service: it is apparently second priority 
on the world Service conference PI CODittee aqenda. . . . 

. . 
It vas pointed out that the letter to th• professional, which is ·beinq used by various PI comlittees and the OK Service Office 
has never been ntified. lothinq further vas done about this issue. 

Bosaitals and Institutions (see report ·attached to linutes). 
• 

Robert, the IJKSA ~'I Chair, is qoing abroad until Jan '92. Be, therefore, resigned now, as liis service tile in this post will 
-- be over by the tile he COies back. Robert vas qiven a~ of thanks. Be said that his Vice Chair, Haley, is willinq to take 

over until January. He also pointed out that JIOl'e people are needed to do B & I service work. 

a (see report attached to· nnutes). 
Laurence vent through the financial report and poin~ out the follovinq: a surplus of £1200 exists and this is above the 
projection. OKCRA Fund Raising and Bntertaimlents nised £1300, however, so the convention actually Jade a loss of £100. The 
1erchandisinq coaittee Ede a profit of £850.- Also Laurence pointed out that lellbers of the Ulen coaittee spent moo out 
of their ovn pockets on travel and accomodation costs etc. If this had been COlinq frol 11 the mint could be reduced to about 
£600. niis BIOllllt will be included in the budqet far the next. ~!l!l_S!> _tltatl!!!OPl~ will not be excluded froa _servinq on 
this cmmittee due to lack of :mney of their ovn. To SUI up, without F & B and lercbandisinq and conittee lellber donations 
OKCRA5 could not have happened. 

Points of inf omtion: 

t With regards to special interest aeetings, the IJKSl vas infored that the lorld Service quidelines uy change with 
regards to this issue in a direction of allovinq convention netings to reflect the fellowship of the town/country that 
the convention is takinq place in. 

t · 10 different letters vere used by the umw Infomtion Coaittee to infm people about IA and the convention. 'lllese 
letters are available far use by other service COlllittees and can be obtained through the OKCllA coaittee. 

t 'Die leqal status of the OK convention CODittee vas raised: concern vas voiced about vbat would happen if a clail vas 
mde against this coaittee. It vas sugqested that perhaps insurance could be organised far this coaittee tbrouqh 
the UK Service Office. niis issue vas not resolved bat it vas agreed that it needs lookinq into further. 

Bid for OKCW fl'Oll Devon and cornvau Area: (See copy of the bid frol this area attached to minutes). 

ibis bid vas recoaended to the UI Service Asselbly by the UICll cmmittee. 

Discussion followed. The cost of the acc:ollllldation vas talked about, and it vas pointed out by the Devon & cornvall ASR that 
plenty of cheaper acconodation is milable close to the convention venue: details vere not included in the bid 11111: vauld be 
veil circulated in the event of the bid beinq taken up and the convention 90~ ahead in Plymuth. It vas pointed out that the 
Dewn and cornvall bid coaittee had already succeeded in qetting good price reductions but that the UICll COlllittee had not yet 
been involved and that, therefore, further reductions light be possible. People vere worried that IA abers light be put off 
qoinq to the convention due to the seminqly high cost. It vas pointed out that no one II§ to pay registration etc, etc and that 
no IA llelber vi~ to attend the convention vould be turned nay due to lack of 10DeJ. People vbo did not have any IDDef did 
unaqe to attend the lancbester convention. It vas felt that as lonq as a vbole ranqe of differently priced accoaodatian details 
vere clearly set out in convention flyers then all vould be veil. It vas also pointed out that in llaDchester non Parkers 
residents froi HA could use all the hotel facilities and that this vas a qood homls far those vith less aey to spend. 

"111e Devon and COrmlall Bid COllittee did look into ~ separate accomlation and convention venues. It vas found that any 
suitable venue vould cost in the reqion of £1000 per day and that notbinq vith suitable, cheap enough, acoonodation close by 
could be found. This bid COJmi.ttee felt that the venue they outlined in their bid is the best possible venue in their area beinq 
physically suitable and offerinq a fairly qood accoaodation deal. niis bid caaittee spoke to Parker's Hotel in llanchester, 
vbere liKcw vas held, (vllo vere very helpful) and used the infomtion they vere qiven in their discussions with hotels in 
Plyaouth. '11le hotel put fomrd in the bid is villinq to be exclusively 'RA' far the weekend and vill acccrdinqly close all bars 
so that alcohol will not be on sale. The hotel is happy to do this and are supportite of HA. 
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PROPOSAL: "'That the OK service Asseably accept the bid frOD the Devon and-Cornwall Area to host OKCHA6' (which will take place 
on ~ 2nd, 3rd and 4th 1992·) 
VOi'E: 9 in favour, unanilously passed. 

It vas qenerally voiced that the lanchester COnvention vas greatly ·appreciated and that it worked well holdinq the convention 
in a hotel. Thanks vere qiven to the UKCW coaittee. 

OKC!IA Elections: · 

OKCHA CODittee elections al~ys take place at the nert OK Service Assembly after the last llK convention. I 

1) Chair:_~ resjqned as Chair. Barry, Vice Chair,~ nolinated as Chair and seconded._ Barry qave his seirvice 
CV and a vote Vas taken: 9 in favour, unanilous •. Barry vas elected as Chair of llK<!A6. · 

2) Vice Chair: Janie vas llDlinated am secondl!ii for Vice Chair, . Janie qave ·her service CV and a vote vas taken: 9 in 
fawur, unaniloas.. Janie was elected .as Vice Cllair of _UICHA6, ' ' : 

Elections for the S'llb-comlittees of the uicn6 CODittee viii take place-at their ccnittee meeting on sumay 10th llovellber, at 
the Servite Hall, FulhD Road at 5.00JD. Particularly urqent positions vacant at t!Jis point are Treasurer and Secretary.I 

Board of Directors{!!K Service Office (see report attached to these linutes). I 
A saaple copy of the new fomt 'Where to Find' vas banded out. It was suqqested that any ideas for futare mndents to the 
fomt be put onto the samples and sent back to the OK Service Office so that tbey can be incorporated in the next print ·run. 
Various amendllents have already been suqqested and will be incorporated in the prilit-run currently in progress. 

Sole ideas that cue out~ this discussion about the forut of the 'I to 1• vere as follows: 

* leetings outside IDndon could be grouped by service area. 

t If grouped by county, a note could be included referring reader to the other nearby counties. 

t A up.could be included vith .dots to slw vllere aeetings_ are. ._ · 

t Meetings in scotland would be better grouped toqether under a scotland heading. 

* Future print runs could have a paqe of aundlents inserted to save re-fomttinq the entire 'i to r• every tile. iftlis 
would best be placed at the beqinniDJ of the 'I to p• so that people don't liss the uendlents. 

~e point vas raised that there is a probla vith the OK Service Office beinq infOI1ed about 1eetinqs that have folded: often, 
wllen a aeetinq folds, no one takes on the responsibility of infOilinq the office. If a eeting which folds is within a 
functioninq !IA area, it would be helptul if the ASRs could infori the UISO if they becoe aware of folded aeetinqs. ihen a 
meeting is not within and n Area it is ue difficult. Perhaps the best solution is just for n Jlelbers to be aware of this 
probla, and if they COie across a aeetinq that no lonqer elists but is still listed in the 'I to r•, they could pione the llK 
Service Office and qive the details. (It is better to have the sue informtion qiven a fev tilles than not to know about the 
chanqe at all). 

~e Board requested that all ASlls let the DK Service Office knov when their areas are aeetinq (if they are not listed on the 'I 
to F' or do not have a fixed venue). 

Also, the UK Service Office vou1d ille to bave a list of all lSC COlllittee lelbets, to enable better COlllllli.cation. iOUld ASlls 
that have not yet sulmitted such a list to the tJKSO please do this when they can. 

Secretary Issue: 

ibe position of secretary to the llK Service Assembly is a service position but, due to lack of a villinq volunteer, this position 
has been filled for some tile nov by the UK Service Office special worker. 



As outlined in the· Board report. (attached), it- was put to this UK Servii:e Ass9bly that the UK Service Office can no longer 
support the financial .or t!le ~of doinq this task freely. The cost vas revised (to include tax and RI costs vllich had been 
left out of costinq in Board report) to £110 per JSC/Asselbly. 'It was pointed out that this estiute is very lov - the actual 
cost, if done outside of IA, would be far hiqher. 

It vas pointed out that the potential mqinq of the IDJldon Reqion and the UK Assembly will free aore people up for service vork 
and, thus, hopefully a villlnq 10lunteer vill be fOllJld to fill this service position within the new UI Reqion, if/when if COJeS 
together next year. -· " • · 

Keanvhile, the UK Service ~ly was asked to cover tile cost of this work, or find another solution. 

PROPOOAL: 'That until and inclildlliq the January meting the UI Service Assembly pay the special worker to do the llimrtes' (at -
• a cost of £110 per ieetinq) I - - . 

m: 8 in favour, unaniJously passed. 

Sublequent to this vote tvo volunteers cne forward. ibey vere each villinq to do the linutes for one of the two ieetings left 
mx:overed eg the JSC and the January lJKSA/UK ieqion aeetil.J. Therefore the UI Service Assembly will only have to pay for the 
service provided by tile ti Service Office at this, the lovmber om . 

. .. --- ·-------------
Sales Agremnt with ISO: 

A UI Service Office Board 1elber was recently in tile us and attended SOie lforld Service 1eetings. He qave the following 
informtion: the sales agreement was talked at these Eetings in the us and the World service Office currently bas different sales 
policies for different countries and service offices: they would like to chanqe this and have a unifm, equal sales policy. 
Tile ISO decided to refer the sales policy issue to an ad-hoc finance COJlllittee, therefore, the current sales agreement will stand 
for the next year until this ad-llac conittee bas discussed the issue. leamlhile, the ISO is cpinq to ilplaent a lOt price rise 
across the board, probably aetiJe early in the nev year. 

Discussion at the Asselbly on the topic of literature distribution and sales: 

Tile possibility of the UK fellovship purcbasinq literature fro.I the ioropean Service Office was nised. This could be done but 
then the ti fellcNship vould lase all the other services that tile UK Service Office provides: the BOO is not in a position to 
be able to offer these other services. Also, it is intended to 10ve the~ to Europe at SOE poi!lt in the •e. It is a 
possibility, homer, and it is up to the UK fellonhip to decide if it wants to have a UK Service Office. 

Tile UK Service Office bas been in a better financial position in the past than it is at the Dent and the UI Service Office BOard 
feel hopeful that this will be the case aqain in the not so distant tuture. lork is being done to raise the level of sales and 
this is beginninq to happen (see report attaclled for mre details). 

It was pointed out that tile UK Service Office does not have to take 10ney: it just needs to break even and that uybe it needs 
to consider raisinq the price of literature in order to lllke ems met, but that it also needs to sell literature at a fair price. 

It was voiced that currently the 1JI Service Office provides an efficient iethod of reliably supplyinq literature to the UI. It 
is an environnent with ll1Ch potential to offer the UK fellowship. 

Clean Tiles (see report and guidelines att:achei to these linutes). 

Tile financial situation of Clean tiles mains ~. Tile ad-hoc collittee which was supposed to fomlate guidelines didn't 
happen. steve (Clean Tiles Chair), therefore, wrote SOie guidelines for feedback and approval at a later date. (See tile 'Clean 
Tiles Charter' attached). 

'lhe next issue of Clean Tim is nov beinq assabled. It will be a stepjTradition 5 issue and a request was ude for iaterial 
(to be sent to stew L., Clean Tiles, C/O 1JI Service Office, PO Box 1980, Iondon 119 JLS). Tile Clean Tiles COlmittee has 
vacancies and also help is needed witll typinq, proof ieadinq, illustration etc (SOD.e of this work could be done by IA mbers 
outside lAlndon)i ASRs please announce these item. 

/-- &3 
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Steve reported: that the IE lmldon Area-has· bad to end its. ·COlllitaent to buy-100 Clean Tins per issue. A possible problea is 
that as don't sea villiDJ to ·tate responsibility for tile sale, distribution and collection of mney for Clean Tiles. It was 
also stated that if • ·qcoup want to be able to my Clean fies at their Jeetinq then their a has the responsibility to enable 
this to happen. . 

\le D Imn Area my as my Clean files as it can afford of each issue. 'DI.is policy arose as a result of going through the 
sue sort of prob~• tbat the II IA>Ddon Area llave got into. 

It vas suggested· that uybe the UK service lsselbly could undemite Clean tiaes eq wul.d pay printer if Clean Tiles could not. 
It VIS pointed out, boleYer, that if the fallovship does not want Clean Tlles there is DO point funding it ~ the ·BK 

. Assabl.~: the f~ either nnt Clean tiaes or they do not ·if the caait:ent is not k.• then ve should goodbye to 
Clean .'files, , , · . · - · 

. ihe Clean fues aiair also pointed_ out tbat.it is not just the IDndon Regim that funds Clean TiJeS~ areas ~de of .IA>ndon do 
buy it. It is just that- tbe hulk of Clean files sales are in Ioaion. It is not a problen if one IDDdon area does not buy 100 
copies of an ma. once in a 11blle: it.voulcl be a prabla, homer, if all tbe Imton Areas:decided iot to buy any copies of the 
me issue. · · · 

QI Service Asselbl! Renentative 

Report: 

1. Follovinq the joint UISC/D uetinq in Bristol an the 2nd lovaber 1991, all 10 ASlls present (out of the 14 UK ASRs) 
voted unaniJll)IJSly on the follovinq IOtions: 

2. 

3. 

i) •to create one OK Region• 

ii) •to create a joint UISA/IE-cmittee to prepare a voriable. pl.1n for •·UK Region, for. ilplaentatian at a aeetinq 
in Jamiary 19921 . . . . . : . . 

Dlere vill be a Dpean· Delegatas teetinq in kmdaD at st laty~s~_lursinq Bale, Page street, m, k 1st and 2nd 
February 1992 to qive input into the luropeaD serrice:CODference. An aqenda is yet to be set. The options will 

. certainly be looked -1t. Feedback oa these is nquested~ · . - · · 

'file. Vice-Chair of the European ResOlm:e Group requested noo fllllding towards travel to enable tbis group s Jeetinqs 
next quarter. 

Discussion arisinq: 

fte UISlll sugqested that a joint lf!ID be sent to the lorld service Omfereace to let tba iDOv about the decisions taken 
yestetday. Dlere vere lixed feeliDjs about tatinq this step at this point. 1 discussion followed, the min points of which were: 

t An JSR felt stronqly that it voulcl be IOl'e appropriate to take the nevs back to Areas first for sou sort of 
ratification before infoniDJ the lorld service conference. He felt that this step of inflDiDJ ISC smacked too ll1Ch 
of leadership. 

* ibere then followed ae confusion about vhetber yesterday's decisions vere actually ddsions or just an indication 
of willingness. 

* Another ASR said that he felt he bad a fira enough conscience fral his area to 10ve formd in tbe direction of 
yesterday's decisions. He also pointed out tbat, altbDuqh he bad DO doubt that decisions llU been taken on Saturday, 
notlrl.nq is written in stone and tbere is always rooa to cbange decisions if lrea Conscience deals sucb a cbanqe 
necessary. 

J-lo~ 
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. . . 

The point was also aade that perhaps·there was no hm in inforlinq World Service of our intentions for January - that 
an intention and willinqness has been indicated to 10ve towards ilplementing a UK Region in January 1992 and that the 
UKSA and LRSC are to beqin working towards this; they" could always be updated if the situation changes. · 

t The ASR fron Scotland said th8t he felt it was important for the scottish fellowship to understand where they fit into 
the service structure and that the decision to fora a workable UK Region in January allows tile for fellowship 
feedback. Be felt that a one point focus and, therefore, one point of representation was what was voted on. '?bough 
this light not happen in January, he felt it reasonable in a spirit of optilisD to assUD.e it would. 

It was voiced that perhaps it was just courteous to let IS know as we are working 1-ether in the UK now and it would 
be in the spirit of this unity to infon IS. . . r 
'lbe discussion ended with a general consent from the ASlls that one UK r-eqion is indeed vhat their areas want. A foml 
~ecision was nOt Jade about writing ·to IS but the general f~ing s~ to be not to do so just yet. 
. . . - -

'lbe UKSAitsuqqested that the. next Joint steeriruj CODittee of the UK service Assembly be qiven entirely over to putting a plan 
·together for January and that in· the meantiJe the LRSC and UKSA Chairs get together and produce a dOCUlent with a budget and other 
suggestions for ASlls to consider at this Joint Steering COlllittee. ibe UKSAli ede the fo~g proposal: 

PROPOSAL: 'Each service Dber fnll both conittees (LRSC and UKSA) (and any Biler who held Jast service positions velca1e) meet 
to: 

t work out a budget 
* work out vorkinq structaie and jar dmiption for next year 
* put forward discussion topics for new structure .in forthcolinq years• 

\bis gives 6 weeks for this to. go out to the fellowship. 

vm: 8 in favour I 1 abstention, IOtiOD passed, 

All ASRs will need to attend the Joint steering--cooittee: LRSC and D SUnday 15th Decellber, St Kary's Mursinq Hole, Page 
street, Sil,- cmmencinq at lhOOalr .Any item.. that ASlls or LRSC/OKSA Jlellbers vish to see on the agenda should be COlllllmicated 
to the tJKSA Cbair, Aidan. 

llle UKSAli vent on to outline vhat light happen at the 1eetinq in January 1992 (25th and 26th suggested but not confiraed): 

* vote in nev structures and job descriptions 
t vote in new trusted servants 
t vote on nev budqet? 

In the liqht of this suqqestion it seaed possible that the 'norlal' tlKSl will not need to take place in January 1992 or 
thereafter. In case the nev UK Reqion does not coie together at the ieetiD; in January, however, the follovinq proposal was ede: 

PROPOSAL: •'ftlat the UK Service Asseably 1eets the 2nd veeltend in February 19921 (if necessary) 
VarE: 7 in favour, 1 abstention. lotion passed. 

Other UKSAR business: 

'lbe UKSAR put a request to the UK Service Assembly froa the European Resource Group for the amount of £100 funding towards travel 
to enable this group 5 ieetings during the next quarter. 
Vim: 8 abstentions. Motion failed. 
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Literature SUl>=Co!mittee (see report attached to linutes j. 

~e Chair of this coai.ttee vas not able to be present at the UK Service Assenbly. In his absence another 1enber of that 
CODi.ttee gave a brief report. A l~er sent to this literature COJmittee by the ISC vas read out (see literature report for 
copy). 

An HA 1enber vllo bad recently attended IS teetings in the US reported that there are SOie fireworks qoinq on over there about 
the UK basic tert. He vent on to eke a couple of proposals: · • 

~'. 1Dlit the ~ chapter. on service added to the tert be separated and developed as a nev piece of literature• F: 1 in fawur, 1 abstention. Motion passed. . 

PROPOSAL: llB!at the OK Stories not be sent out for fellowship approval but are approved by the literature coaittee• (in order 
. to protect then lellbers vho bave submitted stories) 

VOTE: 9 in favour - unanilous. 

1he n IDlllion 1SR pointed out that his area bad requested a UIS! Literature COlllittee mber cme to a Rlf IDndon Area Service 
~eetinq to qo through the UK basic tert draft and tbat this hasn't yet happened. · 

ke SE ImJdon 1SR bad SOie question frol his area for the tlKSl Literature coiiittee:- vl1o bad ~1ortttirevision in the first 
~iace? !Ibo had funded the vork done to date? And if it goes tbrougll, who vill fUnd it? The follovinq answers vere given: in 
1988 the OK Service Asselbly Literature coaittee asked if they could produce UK stories to qo into a tert; the ASRs at the tile 
voted in fawar of this request, lith regards the f~ it vas answered tbat the vori done over the years to date has not cost 
m -perhaps noo. If a OK Basic Text vas developed, it vould be printed in the us by beinq tacked onto a ISO basic text order 
(this is hov the translated basic texts that already exist are produced) and it vould cost the sue. 

1he Devon and COmwall ASR said his area bad had no copies of the draft OK tert. He vas given ae copies. 

iA!Hloc Office Cmmittee 
\ . 
1he IDndan Region Office CODittee vice chair gave SOie baciljro1IDd about this conittee. It is lookinq into two tain areas: i) 
the help line and ii) office services. The ISR presented the report frOI the first office ad-hoc llllity Jeeting vbicb took place 
a fev week ago vbicb loakai into options for the help line. 1he next office ad-hoc llllity uetinq is to take place on saturday 
9th lovsber and will be looking into the area of office services. 
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November 19, 1991 

Robert Kuhlmann 
86-44 90th St Apt 16 
Woodhaven, N.Y. 11421 

Dear Bob: 

WORLD SERVICE OFFICE, INC. 
NARCOTICS ANONYMOUS 

P.O. Box 9999 
Van Nuys, CA 91409 

(818) 780-3951 

This letter is in response to your recent correspondence dated November 7, 1991 
regarding your suggestion of glow in the dark key tags with different colors depicting 
different years. 

I have forwarded your suggestion onto the Board of Directors for the-next meeting 
in January 1992. 

If you have any other questions, please feel free to contact me. 

Yours in fellowship, 

Anthony Edmondson 
Division Director 
World Service Office 

AE/ag 



Dear WSO BOD. 

We. the members of the-Washington Northern Idaho Region. would like to ask 
your assistance in helping us put on a workshop on the 12 Concepts. One of our areas is 
investigating the possibility of adopting the use of the Concepts in their ASC and the rest 
of the Jeaion is· loolgna for enguati information to cast an informed vote on th' auestion of 
acctipung one1~cnr1~ ~ Conc~pfs for semce 1n ti .A.:· we arE!·ortenrlg to fded ctr1d lodge 
and post half of the round trip air tare for George H. to come share his perspective. 
experience and unique understanding of the 12 Concepts. 

Thank you for your consideration of this request. 

Your friends in the Washington Northern Idaho Region. 

Uo.~~ AJo/s~ 
{ b 3 3 3 L/ --f-..- .4YL 
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October 23, 1991 

Mr. Joe Gossett, Executive Director 
World Service Office, Narcotics Anonymous 
16155 Wyandotte Street 
Van Nuys, CA 91409 

Dear Mr. Gossett: 

---· - . 

In an increasingly litigious society, groups such as N.A. will find that more often facility owners 
are requiring liability coverage for use of their premises. Fundraising functions, social 
gatherings and business meetings require use of premises and special event coverage purchased 
for each event can be very expensive. By purchasing as a group, costs for coverage can be cut 
drastically while providing consistent quality of coverage. 

Because this is a program tailored specifically for Narcotics Anonymous we are very flexible. 
For instance, we would be happy to do all the servicing of the certificates through our office 
if WSO would prefer. A $10 per event fee would be added to the premium to cover our costs. 

If WSO chooses to provide the servicing to the groups using the program themselves, and will 
be available to answer questions. Also, if any portion of the program is found to be a problem 
we have a very close working relationship with the underwriting company and they have 
indicated a desire to make this ''your program". 

If you have any questions, please give me a call. We will be looking forward to your board's 
feedback on this proposal. 

Sincerely;-~~, /_. ,,,...·· .~..... ---r 
( .. ·• /J- r~: ...... cv-"\ "1~ 
~ µ ~.../ --··"//=- / 
(rat Leppig · · v,' 

Account Manager 

PU cc 

A copy of Arthur J. Gallagher's 1990 annual report is enclosed for your information. 

/ -1 ':1 
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Carrier: 

Limits: 

NARCOTICS ANONYMOUS 

SPECIAL EVENTS .LIABILITY INSURANCE PROPOSAL 

American Casualty Company (CNA) 
Best Rating A+ XV 

Each Occurrence 
Personal and Advertising Injury 
Products and Completed Operations Aggregate 
All Other Aggregate 
Fire Legal, Any One Fire 
Medical Payments, Any One Person 

$1,000,000* 
$1,000,000 
$1,000,000 
$1,000,000 

$50,000 
$5,000 

* Higher limits up to $10,000,000 available on a "on-off' basis 

Terms and Conditions: 

Policy Form: 

Cancellation Provision: 

Manuscript/Special Event Liability 

30 Day; 10 day non-payment 

The General Aggregate Limit of Liability will apply separately to each 
contracted total period of continuous use (the special event) 

Policy is written in the name of the World Service office of Narcotics 
Anonymous. Sub-groups (regions, area service committees or local 
groups) using the program are added as "Named Insureds" and two 
Additional Insureds (Lessors/Landlords/Public Entities) may be added for 
NO additional cost. 

A Retained (non-working) Premium Deposit is payable by the client 
(WSO) at inception, refundable at the end of the Policy Period, subject 
to a Minimum of $1,500. At the end of each month the WSO will report 
the certificates issued and submit the premium collected to Arthur J. 
Gallagher & Co. 

Sub groups will have available an easy-to-understand chart to use when 
planning a Special Event. To apply for a certificate they will complete a 
short, one-page application, compute the premium and submit their check 
with the application to the WSO. An appropriate amount of time should 
be required based on the WSO workload. Certificates of Insurance will 
be made available to WSO that will provide the Facility Owner/Additional 
Insured with the proof of coverage required. 



SCHEDULE OF HAZARD/RISK CLASSIFICATIONS 

(MODERATE HAZARD/INCREASED EXPOSURE' AVERAGE RISKS) 

Animal Acts/Shows 

Baseball 

Bicycle Rallies 

Carnivals (No Rides) 

Concerts (Rock - Under 5,000) 

Country Western Events 

Filni Productions (non action) 

Karate Meets 

Live Entertainment 

Live Entertainment 

Meetings (Outdoors) 

Picnic Grounds with Pools or Lakes 
(Excluding Swimming and Diving Lessons) 

Recreational Events 

Ski Events 

Softball 

Sporting Events in Building (Non-Professional) 

Tennis, Handball & Racketball Courts 

Theatrical Road Shows 

1---11 
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SCHEDULE OF -HAZARD/RISK CLASSIFICATIONS 

{MEDIUM/AVERAGE HAZARD RISKS) 

Aerobics & Jazzercise Classes Nite Club Shows 

Block Parties/Street Closures ( excl. Beaches) Old Timer Events 

Concerts Outdoor (Not Rock - Under 1,500 Admissions) Picnic Grounds (Without Pools or Lakes) 

Dances & Parties Reunions 

Exhibitions Rummage Sales 

Exhibitions (Outdoor) Sidewalk Sales 

Food Concessions Social Gatherings (Outdoors) 

Jam & Jazz Shows Street Fairs 

Job Fairs Swap Meets 

Marathons (Walking, Running, etc.) Voter Registration 

Meetings (Outdoors) 



SCHEDULE OF HAZARD/RISK CLASSIFICATIONS 

(LOW/MINIMUM HAZARD RISKS) 

Antique Shows 
Art Festivals 
Art Shows 
Auctions 
Auto Shows 
Awards Presentations 
Banquets 
Bazaars 
Beauty Pageants 
Bingo Games 
Boat Shows . 
Body Building Contests 
Business Meetings 
Business Shows 
Celebrations 
Charity Benefits, Auction & Sales 
Cinemas 
Group Meetings 
Classical Musical Concerts 
. Conferences 
Concerts - Indoors (under 1,500) 
Consumer Shows 
Conventions in Buildings 
Craft Shows 
Dance Shows 
Dinner Theaters 
Educational Exhibitions 
Exhibitions 
Exhibits in Buildings 
Expositions - Capacity 

Fashion Shows 
Fishing Events 
Flower Shows 
Garden Shows 
Harvest Festivals 
Ice Skating Parties 
Instructional Classes (Nonmechanical) 
Lectures 
Legitimate Theater 
Luncheons 
Meetings (Indoors) 
Motion Picture Theaters 
Musicals (Not Rock) 
Operas 
Operettas 
Organized Sight-seeing Tours 
Outings 
Overnight Camping 
Pageants 
Parties 
Plays 
Seminars 
Social Gatherings 
Social Receptions 
Speaking Engagements 
Symphony Concerts 
Teleconferences 
Telethons 
Theatrical Stage Performances 
Wedding & Receptions 
Workshops 

;- 7& 
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SPECIAL EVENT PREMIUMS 

CLASSIFICATION OF RISK 

# OF PARTICIPANTS I n m 

(1-250) A 100 200 300 

(251-1000) B 200 300 500 

(1001-5000). c 400 600 750 

(5000 +) D Submit Submit Submit 

Any unusual or hazardous risk not listed on the schedule pages should be submitted for 
underwriting consideration. 

If event is to be held over more than one day, use 50% of the applicable premium for the 
additional days. 

A booth at a trade show or street fair will be charged a flat $100. (No participation or 
spectator level taken into consideration) 

r-17 
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NARCOTICS ANONYMOUS 

SPECIAL EVENT LIABILITY APPLICATION 

Sponsoring Group: 
(region, area, locaO 

Mailing Address: 

Contact Person: 

Telephone Number: 

Date(s) of Event: 

Location of Event: 

Type of Event: 
(meeting, dance, etc.) 

Classification: 

Participation Level: 

Additional Insured(s): 

_______ Time from:------ to:-----

Please enclose premium in full with this application. A certificate of insurance will be issued 
to the above Additional Insureds with a copy to the contact person of the sponsoring group. 
Please sign the bottom of this application and submit at least one week prior to the date your 
certificate is required by the facility owner. 

Date of application: 

Signed: 



CARTON, WITT, ARVANITIS &. BARI SCI LLO 
.J. GERARD CARTON . . .JAMES D. CARTON 1895 1943 

(DURAND, IVINS & CARTON) .J. VICTOR CARTON 1925 1982 
THOMAS D. NARY 1929 1985 

COUNSELORS AT LAW ROBERTR.WITTl9481988 

ROBERT V. CARTON 
GEORGE N. ARVANITIS 
GEORGE A. BARISCILLO . .JR . 
.JAMES D. CARTON.:IIJ:• 
THOMAS F. HEANEY . .JR . 
.JOHN C. CARTON• 

4001 ROUTE 66 AT GARDEN STATE PARKWAY 

STEPHEN C. CARTON 
H. FRANK CARPENTIER 
DANA C. ARGERIS• 
MARTIN .J. McGREEVY • 
ALBERT A. ZAGER 
MARK R. AIKINS 
K. EDWARD .JACOBI 
DAVID R. LEAHY 
DAVID A LAUGHLIN 
SUZANNE T. PITTELLA 
SUZANNE WHITE BALLOU 
KENNETH .J. POTIS 
GARY L. EDELSON 
SUSAN .J. F. WEISS 

Mr. Joseph Gossett 
Narcotics Anonymous World 
Service Office, Inc. 
P.O. Box 999 
Van Nuys, CA 91409 

P. 0. BOX 1229 

ASBURY PARK. N . .J. 07712 

TELEPHONE 922-9SOO 

TELECOPIER 922·162S 

AREA CODE 908 

December 5, 1991 

Re: Estate of James B. Epstein 

Dear Mr. Gossett: 

MANASOUAN OFFICE 

40 UNION AVENUE 

P.O. BOX 367 

MANASOUAN, N • .J. 08736 

(908) 223·1800 

•CERTIFIED CIVIL TRIAL ATTORNEY 

REPLY TO: ASBURY PARK 

This letter is in response to your telephone call of November 25th 
regarding the above estate's $1,000.00 bequest to Narcotics Anonymous. 
We have asked several family members about Mr. Epstein's possible membership 
in Narcotics Anonymous. Although they believed that he was a member, we 
have no specific proof in his records to indicate that that was the case. 
When I met with Mr. Epstein at the time he requested us to draft his will, 
he indicated that he was aware that a number of restrictions applied to 
the acceptance of gifts by some of the charitable organizations that he 
wished to benefit. I therefore assume that he was aware of the membership 
requirement as to your organization as well as $1,000.00 maximum bequest 
but I cannot be certain. 

As there is no further information that we can expect to obtain, 
we would appreciate it if you would advise us as to whether your organization 
can accept the bequest under these circumstances. If you are willing to 
receive the bequest , please complete the Refunding Bond and Release I pre
viousl y sent you and return it to this office after it has been notarized. 

KEJ/sjp 

cc: Mrs. Florence J. Leibin 

Very truly yours, 

K. Edward Jacobi 
For the Firm 




