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1. PURPOSE

[Public Information is informing the public about recovery from addiction through the Twelve Steps and Twelve
Traditions of Narcotics Anonymous. The purpose of this Public Information subcommitiee is to inform the public that
NA exisis and that we offer recovery from the disease of addiction. This subcommittee provides community awareness
of what NA is, what NA is not, and how, when and where addicts can find us. We get the job done by establishing
clear guidelines, setting goals, adhering to our Twelve Traditions and Twelve Concepts and by putting in a lot of hard
work, All of our service is guided by the will of a loving higher power as it is expressed through the consensus and
conscience of the subcommittee 's members. We draw on our fellowship's collective experience, strength and hope as it
is published in A Guide to Public Information. This subcommitiee is directly responsible to those it serves, the NA
groups of the Palm Coast Area.]

2. AGENDA FOR SUBCOMMITTEE MEETINGS

Opening Praver
Reading: The Purpose of the PI Subcommittce
Reading one of the Twelve Concepts from WSO Public Information Handbook for Review and Input Draft
Welcome any new members
Open Floor {any addict may speak)
Chairperson’s Report
Vice Chairperson’s Report
Secretary’s Report
Project Coordinators Reports
1. Print Media
i.  TV/Radio
m. Education
iv. Judicial
v. Medical
vi. Employee Assistance Programs
vii. Literature Distribution and Display
viit. Internet
ix. Any other Task Forces
Break
Old Business
Elections
New Business
Announcements
Thank everyone for their continued efforis in this committee and for NA as a whole.
Schedule Next Meeting (If Necessary)
Closing Prayer and HUGS
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3. SUBCOMMITTEE STRUCTURE ~

A.  ADMINISTRATIVE COMMITTEE
i.  Chairperson
ii.  Vice-Chairperson
1. Secretary

B. PROJECT COORDINATORS
i. Print Media

i. TV/Radio

iii. Education / School Board

v. Judicial

v. Medical

vi. Employee Assistance Programs
vii. Literature Placement and Display
viii. Internet

ix. Presentations

x. Any other Task Forces as established by group conscience of the committee

C. VOTING MEMBERS
D. GENERAL MEMBERS

E. PRESENTERS
i.  Presentation Leaders
. Presemtation Participants
.  Presentation Observers

4. QUALIFICATIONS |

All committee members should have a working knowledge of the Twelve Steps, Twelve Traditions, and the Twelve
Concepts of NA Service, including a thorough understanding of: the principal of attraction rather than promotion;
and personal anorymity as it relates fo PI work.

A, CHAIRPERSON
1. A minimum clean-time requirement of four years continuous abstinence
1. Willingness to serve
m. Previous experience with fa/ Public Information subcommittee
iv. An understanding of the service structure of Narcotics Anonymous
v. An understanding of the responsibilities of the Project Coordinators
vi.  [Time, abilities and resources needed to meet the responsibilities of the position]

B. VICE-CHAIRPERSON
1. A mimmum clean-time requirement of three years continuous abstinence
ii.  Willingness to serve
ili.  Previous experience with the Public Information/Helpline Committee
tv. An understanding of the service structure of Narcotics Anonymous
v. An understanding of the responsibilities of the Project Coordinators
vi. [Time, abilities and resources needed to meet the responsibilities of the position]
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QUALIFICATIONS (continued) | | |

C. SECRETARY
1, Minimum clean-time requirement of six months continuous abstinence
1. Willingness to scrve
ii. Previous experience with secretarial and organizational functions
iv.  [Time, abilities and resources needed to meet the responsibilities of the position, including basic
computer skills, personal e-mail account and access to a computer]

D.  PROJECT COORDINATORS
i, [Internet Project coordinator shall have a minimum clean time requirement of 2 years continuous
abstinence. All other Project Coordinators shall have a] minimum clean time of nine months continuous
abstinence.
1. Willingness to serve
iii.  Some knowledge of the specific field of coverage and an interest in that field
iv. [Time, abilities and resources needed to meet the responsibilities of the position (i.e. the Internef Project

coordinator shall have personal internet access and the ability and resources fo build and maintain a
website). ]

E. VOTING MEMBERS
1. A desire to stop using
i, Willingness to serve
iii. [A desire to develop a working kmowledge of the Twelve Steps of NA, the Twelve Traditions of NA and the
Twelve Concepts for NA Service. |
iv. Attendance at threc consecutive subcommittee meetings

F.  GENERAL MEMBERS
i. A desire to stop using
1. Willingness to serve
[A desire to develop a working knowledge of the Twelve Steps of NA, the Twelve Traditions of NA and the Twelve
Concepis for NA Service. ]

G. PRESENTERS
1. Presentation Leaders
(1) Shall have a minimum of two years clean-time in Narcotics Anonymous
(2) Shall always be accompanied by at least one other qualified member. No member shall ever conduct a
presentation alone.
(3) Shall have observed at least two presentations
(4) [Shall have a working knowledge of the Twelve Steps of NA and the Twelve Tradifions of NA, with
special emphasis on a thorough understanding and ability to apply the following principals:
(a) Having no opinion (either positive or negative) on any outside issue or organization, including
other 12-step fellowships,
(h) Attraction rather than promotion, and
(¢} Personal anonymity, including the ability to set aside one’s own opinions and cffectively
communicate the NA message as published in our conference-approved literature]
(5) [Shall carry a clear, focused, NA message, with a thorough understanding of powerlessness over
addiction and the importance of not separating or giving special emphasis to certain drugs]
(6) Shall dress appropriately. Please check with Administrative Committee for further dress code
information.
(7) Shall have prior subcommittee approval



< QUALIFICATIONS (continued)
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Presentation Participants
(1} For presentations carried into the Palm Beach Public School System, participants shall have a minimum
of one year clean-time in Narcotics Anonymous. For all other presentations, participants shall have a
minimum of nine months clean-time in Narcotics Anonymous.
(2) Shall be accompanied by a qualified presentation leader (see above). No member shall ever conduct a
presentation alone.
(3) Shall have observed at least two presentations
(4) [Shall have a working knowledge of the Twelve Steps of NA and the Twelve Traditions of NA, with
special emphasis on a thorough understanding and ability to apply the following principals:
fa) Having no opinion (either positive or negative) on any cutside issue or organization, including
other 1 2-step fellowships,
(b) Attraction rather than promotion, and
{c) Personal anonymity, including the ability to set aside one’s own opinions and effectively
communicate the NA message as published in our conference-approved literature]
(5) [Shall carry a clear, focused NA message, with a thorough understanding of powerlessness over
addiction and the importance of not separating or giving special emphasis to certain drugs]
{6) Shall dress appropriately. Please check with Administrative Committee for further dress code
information.
(7) Shall have prior subcommittee approval

Presentation Observers

(1) General committee members [and any other interested NA members] are encouraged to observe
presentations

(2) Shall not participate in the presentation other than by observing and learning

(3) Shall dress appropriately. Please check with Administrative Committee for further dress code
information.

{4) Shall have prior subcommittee approval

RESPONSIBILITIES

A, CHAIRPERSON

i.

ii.
iii.
v,

Vi.
vii.
VII.

Arranges the time and agenda for all subcommittee meetings

Shall be ultimately responsible for the functioning of the subcommittee

Shall maintain all files and records

Gives guidance, direction, fencouragement and suppori] to all Project Coordinators [and to all committee
members]

Represents the subcommittee at all ASC meetings and submits a monthly, written report of the committee’s
[service to those we serve, the groups of the Palm Coast Area]

Signs or approves all correspondence before being sent

Stays in contact with PI at the regional level fand PI commitiees in neighboring areas]

[Attends six regional PI committee meetings per year if possible]

B. VICE-CHAIRPERSON

I
it
1.
iv.
V.

Shall be m training for Chairperson position

Shall perform the duties of the Chairperson m his or her absence
Shall attend at least nine ASC meetings per vear

Attends alf Project Coordimator meetings

Shall, when possible, attend PI presentations



Vi,
vii.

Must be able to work hand in hand with Chairperson
[Attends two regional PI committee meetings per year if possible/

C. SECRETARY

1
ii.
i1,

Maintams and distributes accurate minutes of each committec meeting
Prepares all correspondence
[Maintains mailing lists, if any, for subcommittee]

D. PROJECT COORDINATORS

1.
1.
111.
v,
vi.
vii,

Viii,
IX.

Xiil.
X1V,
XV,

[With input from interested members, | develops a [fwritten] action plan for subcommittee approval
Obtains prior committee approval for any and all projects, including any and all verbal or written contacts,
etc. Prior approval by the subcommittee is an absolute requirement. There are no exceptions.

Gathers the people required to do the project work (i.e. envelope stuffers, etc.)

Schedules and chairs Project meetings as needed

Supervises the work of all Project members

Establishes contact with those in their particular field of coverage

[Serves as the single point of accountability for] any related contacts, responding to all inquiries in a timely
manner

Arranges presentations, functions and events for those in their particular field of coverage

Prepares correspondence to those in their particular ficld of coverage (for committee approval and signature
by PI Chairperson prior to distribution) '

Sends follow-up thank you letters (typed by Secretary, signed by Chairperson), within a week after each
contact

Evaluates all projects as they are underway, reporting any questions or problems to the PI Chairperson
and/or to the subcommittee as a whole

Maintains business relationships with service providers (i.e. printers, publishers, internet service providers,
etc.), submitting all expenses to the subcommittee in a timely manner in order to convey a positive
impression of Narcotics Anonymous and in order to prevent discontinuation or interruption of service
Provides information and assistance as needed in the subcommittee’s budgeting procedures

Submits a written and verbal report to each subcommittee meeting

Keeps accurate records so that information can be passed on to the next Project Coordinator

[Sec also the specific Project Coordinator Descriptions (section 7) for more guidelines and information]

E. VOTING AND GENERAL MEMBERS

I
1.

Participate in discussions, contributing to the process of consensus and/or group conscience
Provide assistance with various projects as necessary

F. PRESENTERS

1.
i.

Attend and/or participate in presentations as needed and when possible
Assist in the training of new presenters as needed and when possible

6. PROJECT COORDINATORS DESCRIPTIONS. -

A, TV/RADIO PROJECT COORDINATOR

L

il.

Contacts cable television, broadcast television and radio stations for broadcasting of PSA’s and/or
scheduling mterviews

Brings all interview requests to the subcommittee as a whole to decide who will be interviewed. /11 is
recommended that the most experienced PI members available serve as interview subjects, even if these
members are not curvently active commitiee members. At times it may be wise io invite experienced PI



iil,
1v.

members from oulside the area to help with interview situations. Whenever possible, at least two members
will serve as interview subjects. |

Initiates and responds to requests for information in a timely manner

Provides pre-approved materials and information to such contacts

[Also see Project Coordinators Responsibilities, under section 5, for additional guidelines and
information]

B. PRINT MEDIA PROJACT COORDINATORS

1.

.

11i.
iv.

Vi.

Contacts newspapers, magazines, newsletters and other print media for the printing of PSA’s, scheduling
interviews, fand informational listings]

Brings all interview requests to the subcommittee as a whole to decide who will be interviewed. /It is
recommended that the most experienced PI members available serve as interview subjects, even if these
members are not currently active committee members. At times it may be wise to invite experienced PI
members from outside the area to help with interview situations. Whenever possible, at least two members
will serve as interview subjects. |

Initiates and responds to requests for information in a timely manner

Provides pre-approved materials and information to such contacts

Monitors print publications and clips articles

[Also see Project Coordinators Responsibilities, under section 3, for additional guidelines and
information]

C. EDUCATION PROJECT COORDINATOR

1.

IL
1l
v,

Contacts various schools for presentations, health fairs, ete.

Initiates and responds to requests for information m a timely manner

Provides pre-approved materials and information to such contacts

[Also see Project Coordinators Responsibilities, under section 5, for additional guidelines and
information]

D. JUDICIAL PROJECT COORDINATOR

1
.
1t

Contacts judges, law enforcement agencies, probation officers, drug court admimstrators, etc.
Initiates and responds to requests for information in a timely manner

Provides pre-approved materials and information to such contacts

[Also see Project Coordinators Responsibilities, under section 3, for additional guidelines and
information]

E. MEDICAL PROJECT COORDINATOR

1.

11.
1.
.

Contacts various members of the medical profession

Initiates and responds to requests for information in a timely manner

Provides pre-approved materials and information to such contacts

[Also see Project Coordinators Responsibilities, under section 5, for additional guidelines and
information]

F.  EMPLOYEE ASSISTANCE PROGRAM (EAP) PROJECT COORDINATOR

L.
1.
1,
.

Contacts employee assistance programs of various businesses, organizations, etc.

Initiates and responds to requests for information in a timely manner

Provides pre-approved materials and information to such contacts

[Also see Project Coordinators Responsibilities, under section 5, for additional guidelines and
information]

G. LITERATURE DISTRIBUTION AND DISPLAY PROJECT COORDINATOR

1.
1.
i1,

Maintains and distributes the subcommittee’s literature inventory
Prints materials such as posters, fliers, stickers, billboards, park benches, etc.
[Maintains PI booth in clean and functional order]
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iv.  [Also see Project Coordinators Responsibilities, under section 5, for additional guidelines and
information]

H. INTERNET PROJECT COORDINATOR
. Maintain Palm Coast Area web site in accordance with NA World Services Public Information Resource
Paper on PI and the World Wide Web located at: http.//www.na.org/webpage.htm
. Regularly monitors all links to determine if they are still active and following our guidelines
1. Provides regular updated information to other official web sites containing links to the Palm Coast Arca web
site, or information for the Palm Coast Area
1v.  Obtains subcommittee approval for any changes other than updates to the area web site
v. Publishes an up-to-date listing of Palm Coast Area recovery meetings on the site
vi. Publishes an up-to-date listing of ASC-approved activities and events on the site
vil. Respond to e-mails that relate to technical and/or site-adninistration issues
vili. Forwards all other e-mail messages to the appropriate ASC subcommittee e-mail contact or trusted servants
in a timely manner
ix. Other than the Project Coordinator; one other subcommittee member with a minimum of nine months clean
time, shall have the information and passwords necessary {o access and maintain the web site and all e-mail
accounts
x. Updates, prints and distributes to groups the Palm Coast Area printed meeting list according to ASC policy
xi, [Also see Project Coordinators Responsibilities, under section 5, for additional guidelines and information]

7. GUIDELINES FOR GENERAL CONTACTS

A. INITIAL CONTACT
1. Explains to the contact that we want to let them know of the existence of Narcotics Anonymous; that our

primary purpose is to help suffering addicts by making them aware of NA

1. Offers to set up a face-to-face meeting or to send information

1. If information is requested, sends pre-approved literature and meeting lists with pre-approved cover letter,
signed by the PI Chairperson.

iv. If a meeting is requested, attempts to schedule an appointment after our next PI meeting. If this is not
possible, contacts the PI Chairperson or PI Vice-Chairperson immediately.

B. KEEP RECORDS OF CONTACTS
1. Name of person contacted
1.  Address
tii.  Phone number
iv. Date of contact
v. Your name
vi. Presentation date or information sent (if any), and
vil. Follow-up date(s)

8. DECISION-MAKING PROCEDURES

A, [CONSENSUS-BASED DECISIONS It is suggested that all subcommittee members;
i should strive to remember that our personal recovery depends on unity
. should strive to utilize their personal recovery in all discussions, remembering that part of effective
communication is listening with an open mind to all viewpoints
il sfrive to establish unity, common respect and trust for one another



iv.  Whenever possible the subcommittee Chair shall seek a plan of action which all subcommittee members
can “live with.” This plan may not turn out to be anyone’s ideal plan, but if all members can live with the
plan, we can move forward in unity.

v.  The Chair shall encourage members with opposing viewpoints fo suggest compromises which they will be
able to support. This type of discussion shall be encouraged until common ground is discovered and
adopted.

vi. If gfter extensive discussion, common ground cannot be arrived at, the Chair shail suggest prayer and
meditation on the issue, and shall table the discussion until later in the meeting, or until the following
meeting.

vil.  If after extensive discussion, prayer and meditation, common ground still cannot be found, the
subcommittee will resort to the Motion and Voting guidelines below. However, all members should
remember that by resorting to these guidelines, we risk a loss of unity. ]

B. MOTIONS
1. A motion can be made by any subcommittee member, including a General Member

ii. A motion may be seconded by the subcommittee Vice-Chair or Secretary, any Project Coordinator, or any
voting member

C. VOTING _
1. All members with the exception of the Chatrperson and General Members may vote on motions

ii. Inthe event of a tie, the Chairperson may cast a tie-breaking vote

9. CONTINGENCY PLAN FOR MEDIA CONTACTS

It is essential that all public information efforts of Narcotics Anonymous be well prepared and
carried out. The clarity and quality of our public image has a direct effect whether or not addicts who need
us will be able to find us. For that reason, PI is undertaken with patient, careful planning.

In order to handle requests for Public Information in the Palm Coast area, we have setf up a

Contingency FPlan:

1) ANY NA MEMBER RECEIVING A REQUEST FOR INFORMATION FROM AN OUTSIDE
CONTACT SHOULD IMMEDIATELY CALL ONE OF THE FOLLOWING:

Palm Coast Avea P.I. Chair
Palm Coast Area P.I Vice Chair
Florida Regional P.I Chair

2) ONE OF THE INDIVIDUALS LISTED ABOVE WILL RESPOND 10 THE CONTACT WITHIN 4 24
HOUR PERIOD.

3) WHEN A REQUEST IS MADE BY THE MEDIA, PALM COAST AREA PUBLIC INFORMATION
SUBCOMMITTEE WILL HANDLE THE REQUEST.

4) IF DETERMINED, THE FLORDIA REGION OR WORLD P.I COMMITTEES MAY HANDLE THE
REQUEST; THE APPROPRIATE ONE WILL BE CONTACTED.
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