San Francisco Unity Day Working Group Guidelines
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Unity Day Warking Group Positions:

=  Coordinator 2 years clean time

« Co-Coordinator 2 years clean time

*  Secretary 6 months clean time
* Accounting Assistant 2 years clean time

* Food Coordinator 2 years clean time

* Snack Bar Coordinator 2 years clean time

* Merchandise, Arts & Graphics Coordinator 2 years clean time

*  Program Coordinator 1 year clean time

* Registration Coordinator 2 years clean time

* Logistics Coordinator 1 year clean time

* Assistant Logistics Coordinator 6 months clean time
= Volunteer Coordinator 6 months clean time
» Day Care Coordinator 6 months clean time

Il PURPOSE

a. To carry a clear NA message to the suffering addict

b. To sponsor unity among the San Francisco Area Groups and NA as a whole

c. To provide an atmosphere where an addict can learn about NA and the responsibilities of the
fellowship

lll. > RESPONSIBILITES

a. Plan Unity Day

b. Be fully accountable to the SFASC through the Event Sub-Committee (ESC) for its actions

c. Provide the ESC an accurate accounting of all monies for audit purposes

d. Inform the ESC of all planned events

e. Provide summery to the ESC for the purpose of ESC Chair's ASC report

f. Publicize and promote events through accepted channels of communication. (i.e. flyers, NA
website, regional calendar, area meeting schedules, meeting announcements, etc)

g. Conduct a Narcotics Anonymous meeting in conjunction with every event

h. Provide NA approved literature at every event

i. Handle money in a prudent and frugal manner

J-  Annually review operating budget

IV. FUNCTIONS

Holds regularly scheduled business meetings

Holds specialty meetings when necessary

Conducts business meetings in an orderly and respectful manner

Follows Unity Day Working Group guidelines

Keeps written minutes of each business meeting available for reference

Vote on motions on the table

Have motions for all checks written submitted in written form

Works to ensure that administrative office positions are filled

Cooperates and coordinates with other working groups and subcommittees when necessary
Cooperates ad coordinates with other areas when necessary
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k. Contracts with event sites when necessary
. Contracts with vendors when necessary
m. Decides on events by motion

Afways koep in mind the pnmary purpose of Narcotics Anonymous (“to heip the addict who still
suffers’) when making decisions for the Unity Day Working Group. Please respect the Coordinators's
pnvilege o call on members at his or her discretion. Please respect others opinions and questions.
Please refrain from language that is offensive or inflammatory or demeaning. Use the rules of debate
as tools not weapons. Encourage full participation by all those in attendance. Once the meeting is
under way, only one matter will be before the committee at any time and no other discussion is in
order. Please respect the Coordinator’s right to be in control of the process of this meeting so that you
can have maximum benefit of its content.

a. Business Meetings

i.
ii.
iiil.
iv.
V.
Vi.

vii.
viii.
ix.
X
xi.
Xii.
Xiil.
b. Events

The Unity Day Coordinator will set the agenda for each meeting

Those in attendance can make additions to the agenda

Minutes of previous meeting will be made available at every meeting

At least one copy of the SFASC, ESC and SFUD guidelines should be available

A quorum of 50% + 1 of the elected officers shall be established to conduct business
The Co-Coordinator shall determine of quorum exists and report it to the Coordinator
before conducting any business

During the meeting if it is determined that quorum no longer exists, any active
motions must be tabled and the Unity Day Working Group will not conduct any further
business

Business should be conducted using an adaptation of the Robert's Rules of Order
Group consensus should be used to reach decisions whenever possible

The Unity Day Coordinator can call special meetings

The SFASC and JAC will be informed of any special meetings whenever possible via
the ESC Chair

For special meetings, 50% +1 more of the officers of the Unity Day Working Group
must be in attendance to conduct business

Always check the Area and Regional Calendar when planning events

All Unity Day officers are expected to attend the entire Unity Day event from set up to
post event clean up

Event sites will be returned to the condition in which they were found or better

Extra food that is perishable shall be donated if possible

All monies (7th tradition, merchandise, food) collected will be handed over to the
Accounting Assistant at the end of the event or as soon as possible

Officers are expected to be present for set up and cleanup activities at all Unity Day
events

Officers will meet at the beginning of each event and throughout the event as needed

c. Money Handling and 7" Tradition

i,

Budget

1. San Francisco Unity Day’s budget will be determined by the UDWG and
approved at the ESC meeting
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