             Public Information Literature Request Form                   |                    Public Information Literature Request Form  

      Public Information Literature Request Form (Reverse)               |         Public Information Literature Request Form (Reverse)


Requested By:  _________________________Need By Date:  _________
Activity/Event:  _________    _____________________________________                                                  

                          [Activity Tracking #  & Description]      

Attendance:   _           _ [Total for the Activity or Event ]  Order Qty. is for _____ months 

                             [Monthly Avg. for Reoccurring Activities]    [ Quantity      Quantity  Balance for ]

                 English [___]   Spanish [___]                                   Ordered        Issued    Next Month  

          {Use Separate Forms For Each Language}
1001         NA Membership Survey …………….    _______     _______     _______

1002         Information About NA ………………     _______     _______     _______

1604         NA, A Resource In Your Community    _______      _______     _______                                                                                          

IP#01        Who, What, How & Why ……………    _______      _______     _______

IP#05        Another Look …………………………   _______      _______     _______

IP#06        Recovery & Relapse  …………………  _______      _______     _______

IP#07        Am I An Addict? ………………………   _______      _______     _______

IP#08        Just For Today …… …………………    _______      _______     _______

IP#11        Sponsorship …………………………     _______       _______     _______

IP#12        The Triangle Of Obsession…………     _______       _______     _______

IP#13        Youth & Recovery ……………………    _______      _______     _______

IP#14        One Addict’s Experience ……………    _______      _______     _______

IP#16        For The Newcomer ……………………  _______      _______     _______
IP#17 *      For Those In Treatment ………… …     _______      _______     _______

IP#19        Self Acceptance ………………………    _______      _______    _______

IP#22        Welcome To NA ………………………    _______      _______    _______

IP#23        Staying Clean On The Outside..………  _______      _______    _______

1500  *      Little White Book    ..…………………     _______      _______    _______
#D001       Orange County Area Directories  ………_______      _______   _______

#D002       South Coast Area Directories  ………… _______      _______   _______

#D003       Spanish Meeting Dir. (in Spanish)  …     _______      _______   _______    

_____        ______________________________    _______      _______   _______

_____        ______________________________    _______      _______   _______

_____        ______________________________    _______      _______   _______

              * Indicates H&I (Unstapled Version Avail.)  should be ordered for use in Jails   

Requested By:  _________________________Need By Date:  _________    

Activity/Event:   _________    ____________________________________                                                  

                           [Activity Tracking #  & Description]      

Attendance:   _______ [Total for the Activity or Event ]              RETURN
                                                                                               [  Original        Quantity                    ]

                 English [___]   Spanish [___]                                   Ordered      Returned       Used

       {Use Separate Forms For Each Language}
1001         NA Membership Survey …………….    _______     _______     _______

1002         Information About NA ………………     _______     _______     _______

1604         NA, A Resource In Your Community    _______      _______     _______                                                                                          

IP#01        Who, What, How & Why ……………    _______      _______     _______

IP#05        Another Look …………………………   _______      _______     _______

IP#06        Recovery & Relapse  …………………  _______      _______     _______

IP#07        Am I An Addict? ………………………   _______      _______     _______

IP#08        Just For Today …… …………………    _______      _______     _______

IP#11        Sponsorship …………………………     _______       _______     _______

IP#12        The Triangle Of Obsession…………     _______       _______     _______

IP#13        Youth & Recovery ……………………    _______      _______     _______

IP#14        One Addict’s Experience ……………    _______      _______     _______

IP#16        For The Newcomer ……………………  _______      _______     _______
IP#17 *      For Those In Treatment ………… …     _______      _______     _______

IP#19        Self Acceptance ………………………    _______      _______    _______

IP#22        Welcome To NA ………………………    _______      _______    _______

IP#23        Staying Clean On The Outside..………  _______      _______    _______

1500  *      Little White Book    ..…………………     _______      _______    _______
#D001       Orange County Area Directories  ………_______      _______   _______

#D002       South Coast Area Directories  ………… _______      _______   _______

#D003       Spanish Meeting Dir. (in Spanish)  …     _______      _______   _______    

_____        ______________________________    _______      _______   _______

_____        ______________________________    _______      _______   _______

_____        ______________________________    _______      _______   _______

Public Information Literature Procedures

Form: NA-OC-PI-L-001 – Manual P.I. Literature Tracking Form

Submit this form to the P.I. Vice Chair to DRAW the literature you require from the PI Subcommittee literature inventory. Form L001 was designed for multipurpose use. 
All PI activities are controlled with an Activity Tracking Number that consists of 1 To 6 Alpha Characters - followed by a sequence number between 1 and infinity. The first half of the activity number has been pre-assigned (See list of reoccurring activities – to the right,

The activity definition worksheet you received when you accepted the activity assignment, or the activity status summary from last months’ PI Meeting) You assign and control the sequence numbers – assign the next number in sequence each time you reorder).

If you are ordering literature for a reoccurring activity, feel free to use Part I (Left hand side of form) to order English literature, and Part II (Right hand side of the form) to order Spanish literature. HOWEVER; if you are ordering literature for an activity that will NOT reoccur use Part I for your order and fill out Part II with identical Order information and hold onto it.  Fill out the Return quantities after the event and turn in Part II with unused literature. 

The completion process for literature usage is completely dependent upon the nature of the activity (or PI function). In general PI activities/functions are broken down as follows (The 6 character Alpha-Numeric will reflect the type of function):

1. Panel Format Meeting Controlled by NA PI. If NON-reoccurring use Part II to return unused literature after meeting.

2. Panel Format Meeting Controlled by another organization. If NON-reoccurring use Part II to return unused literature after meeting.

3. Event – All events are assumed to be NON-reoccurring. Use Part II to return unused literature after meeting.

4. P.I. members who are responsible for following up on contacts (controlled by contact worksheets) are authorized to maintain a personal inventory of up to $ 50.00 in literature of their choice. They should submit orders under the contact control numbers actually used to report their contact activities (to replenish their personal inventory).

5. P.I. projects are handled in an identical fashion.    

In the interest of simplicity (to allow cost extensions to be done without a calculator),  the value/cost/worth of PI Literature is assumed to be:  $ .10 per page (directories, locally produced PI materials, etc.) $ .25 per IP (pamphlet), $ .50 per small booklet, and $ .75 per booklet. All other items are valued at 120% of the Unit Price shown on the current WSO Order Form rounded UP to the nearest dollar. PI Standard Costs and Actual Costs are included on PI Stocked Inventory List.

1. Any active P.I. Member with an elected functional commitment; that involves carrying the message partially through the distribution of NA literature, is authorized to draw up to $ 50.00 worth of Literature from the Vice Chair; as a personal literature stock (and replace actual use monthly). (Roughly 10 of every item on this form). 

2. These individuals are further authorized to supply up to $ 50.00 worth of literature/ (materials available on the WSO Order Form) to any organization that requests it ON A ONE-TIME BASIS. Secure subcommittee approval for literature requested on a reoccurring basis before telling the requestor that NA will supply them with literature beyond a one-time distribution.

3. Any item that can be Ordered on the WSO Order Form or from the list below can be “written in” on the PI Literature Order form (including any item that is not literature as we normally think of it – for example a literature rack). The Vice Chair or (Chair acting in the capacity of Literature Inventory Control) will consider the need for any item which is not a standard PI stock item and refer any item they do not feel the PI Member requesting the item has justified to the full subcommittee.  

Open reoccurring activity tracking numbers (# is YY and shipment number within the year),
Don’t worry about what the tracking numbers are, simply use the description in filling out the form, they are described here only to assist you in understanding the literature reports.
Lxxxxx-# Reoccurring Bulk Literature Distribution to Misc.Organizations 
OCP01-# Bulk Literature Distribution to Orange County Probation Department

PAC01-# Bi-weekly PACT Orientation Meeting Held at ELKS Club, in Santa Ana

PAC02-# Monthly PACT Orientation Meeting Held at Spirit & Truth Worship Center, in Orange

PAC03-# Monthly PACT Orientation Meeting Held at The Meeting Place, in Fullerton

KP-#        Kaiser – Monthly Orientation Panel held for Parents of Adolescents in the Kaiser Hospital OUTPATIENT Adolescent Drug Treatment Program, in Orange

List of Additional Inventory Items that are Not shown on the WSO Order Form
Also remember that ALL NA Literature including our Basic Text can be Down loaded from the www.na.org web site. Be sure to include this information in the cover letter when you supply bulk samples of literature to outside organizations.
Item # (if there is one)

D001       Orange County Area Directories  

D002       South Coast Area Directories
D003       Orange County (Spanish) Directories 
D099       Nar-Anon Family Groups Meeting Directory (May 2007)

9131       Southern California Regional Directory

        PI-0001        Orange County – ‘Orange Business Cards’

PI-0010
 NA World Services Product Catalog – 2007

PI-1001         N.A. Literature Ordering Information (External) (For Treatment Centers Etc.)
PI-1010         Orange County / South Coast Boundary Map [Pac-1]

PI-1020         N.A. Way Individual Subscription – Web Page Reprint Information [Pac]

PI-1021         N.A. Way Sample Article -20th Anniversary Speech By Jimmy K. [Pac]

PI-1029         N.A. Way Sample Issue (as Available)

PI-1030         Reaching Out Individual Subscription – Web Page Reprint Information [Pac]

PI-1031         Reaching Out Sample - Extract [Pac]
PI-1039         Reaching Out Sample Issue (Specify issue # Web Print)] 

PI-2001         PI Presentation & Panel Format Meeting Procedures & Guidelines

PI-2002         PI Booth Operations Procedures & Guidelines

PI-2102         Public Relations Handbook

PI-2102r        Public Relations Handbook (Resources & Tabs)
PI-F001         PI Subcommittee Literature Order Form 
PI-F002         Literature Order Form (OC ASO)

PI-F005         Literature Order Form (RSO)

PI-F004
 Literature Order Form (WSO)
NA-OC-PI-F001 PART  I - See Reverse For Instructions      Revised:   07-01-07   |  NA-OC-PI-F001 PART    II - See Reverse For Instructions    Revised:   07-01-07

 NA-OC-PI-F001 Instructions                                                   Revised:   07-01-07   |  NA-OC-PI-F001 Instructions                                                Revised:   07-01-07                 


