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Introduction 
This handbook has been developed to aid future Host Committees in planning successful World 

Conferences.  The success of the Conference greatly depends on the Host Committee performing its 

necessary tasks in a timely and thorough manner.  This handbook shares the experience, strength and 

hope of prior Host Committees.  The guidelines that have been developed are based on their 

experiences.  The Handbook is intended to be “living” document.  After each WSC, the host committee 

should submit a “lessons learned” document to the Board’s Conference Support Committee (CSC).  

CSC should review the lessons learned document and the handbook as a whole once per year to update 

any outdated information.  The master copy of the Handbook resides at the D.A. General Service Office.  

Any additions or revisions to the Handbook should also be sent to D.A. General Service Office for 

inclusion in the master copy.  It is hoped that this handbook will lead to many future successful World 

Service Conferences. 

 

How to use this Handbook:  If you are viewing an electronic version of this handbook in Microsoft 

Word, it’s really easy to search for things in the document using Word’s “find” feature.  Holding down 

the “Ctrl” button and then pressing the letter “f” will bring up a box that you can type in a word (such as 

“hospitality”) and it will tell you how many times that word is used in the document and let you jump to 

each instance.  This feature often works in PDF file format too (if the PDF file was created with “text 

recognition”). 

 

Editorial Apology:  Every attempt has been made to have consistency of language, format, and 

timelines.  If errors are found, please smile, forgive, and note the changes to be made so that the error is 

not passed on to a future Host Committee. 
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Host Committee Master To-Do checklist: 
 

The following items should be considered a chronological checklist.  Each successive item in the list should be 

completed before beginning the next item. 

 

After you’ve been awarded the bid to host the WSC: 
 

Find out which GSB Trustee will be your Board Liaison for this conference and contact them. 

 

Set a date/time/location for the first WSC Planning Meeting.  Create a flyer for this important meeting and 

encourage every D.A. member in your area to attend regardless of if they want to commit to a position 

themselves.  This is often an item on the agenda of the local Intergroup’s regular meeting rather than a special 

meeting in and of itself. 

 

Monthly meetings face-to-face is critical. You can have a conference call-in number, but it reduces 

effectiveness. Try to schedule activities to go along with the meeting like counting supplies, brainstorming 

some aspect of the conference like fellowship day, gala, e-binder planning or binder production planning.  This 

helps attendance. Also leverage attendance with shared meals, coffee, etc.  

 

Invite your GSB liaison to attend your first planning meeting via telephone (ideally your GSB liaison will 

attend all Host Committee planning meetings via telephone). 

 

Hold elections to elect Host Committee officers and subcommittee chairs at the first WSC Planning 

Meeting.  The Host Committee officers comprise the Host Committee’s Executive Committee. 

 

 Officers (please see “Appendix: Descriptions of the host Committee Officer Positions”): 

  Chair 

  Vice Chair 

  Treasurer 

  Secretary 
  

Subcommittees: It is recommended that each subcommittee have a Subcommittee Chair.  Some 

subcommittees that have minimal workloads may be one-person-committees of just the subcommittee 

chair.  Other subcommittees with extensive workloads may need the subcommittee chair plus several 

other members.  Host committee members may serve on as many subcommittees as they are personally 

comfortable with.  Sometimes it’s even helpful for a person to be on several subcommittees that work 

closely with one another.  Volunteers should carefully consider each subcommittee commitment and 

avoid taking on so many commitments that they become overburdened.  When prudent, subcommittee 

decisions should be brought before the entire host committee for a vote. 

Possible subcommittees include: 

1. Conscious Contact Coordination 

2. Convocation and Credentialing 



 

Page 6 

 

3. Decorations 

4. Fellowship Day Workshops 

5. Finance 

6. Fundraising 

7. Gala 

8. Hospitality 

9. Internet Services 

10. John H Scholarship Awards 

11. Keynote Speaker Selection 

12. Local Volunteer Coordination 

13. Lodging (only necessary if the host committee chooses large scale lodging) 

14. Logistics (Site-related and non-site related) 

15. Marketing 

16. Meals 

17. Open 12-Step Meetings 

18. Registration 

19. Signage 

20. Site Selection 

21. Special Needs 

22. Tear Down and Clean-Up 

23. Technology 

 

EVERY position needs at least one co-chair or back-up ready to step up and serve.  These folks should be 

involved with all the decisions and work together to execute the tasks. The Host Chair is in fact already backed 

up by the Vice Chair. This should not be perceived as ceremonial, but rather like a vice president, ready to step 

in and serve if called upon. If that role change happens, the vice chair will then need a replacement right away.  

 

Make sure your host team has the bench of active volunteers to facilitate these kind of swaps and backfills. In 

general, at least 15 active members committed and involved provide a bare minimum 20 people is more 

realistic. 

 

No person in a host committee leadership role should take on more than one role. This includes planning on 

host committee members with significant roles during the convention NOT attend conference as GSRs ISRs, or 

as a Trustee. Given the departures we experienced, we tried to cover multiple positions with one individual. 

This is an undue burden and will cause extreme stress, burn-out and possibly lead to more departures. 

 

During the WSC: 

You need at least 3 people at all times during the week. Early on, they will be needed for binder 

assembly/production, setting up for registration and getting the tech room operating and getting ready for e-

binder distribution, plus support for the Board during the two days prep time before the conference begins. On 

Wednesday AM, for arrival day, the host committee should have at least 4-5 people (this is bare bones minimal) 

including registration desk person(s), tech person, and the logistics coordinating with the hotel.  
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It is suggested that preferably one of the host committee members that can be at conference daily live very close 

to the hotel (or considers staying at the hotel Wednesday night-Sunday AM), to insure room access, and set-up 

for morning meditation, early 12-step meetings, etc. It was not uncommon for the rooms to be locked, or set up 

incorrectly.  

 
 

Appendix: “Descriptions of the Host Committee Subcommittees” describes the duties typically 

associated with these suggested subcommittee titles.  These descriptions serve as a guide.  The 

subcommittees listed are only suggestions.  They may be combined or split as befits your host 

committee.  A Host Committee may assign duties as best fits that Committee and Conference.    Several 

of these subcommittees need to work closely with the Board liaison rather than directly with the related 

vendors. 

       

Determine a good date/time/location for the monthly Host Committee planning meetings.  At the first host 

committee meeting, determine a good date/time/location for the monthly Host Committee Planning meetings.  

Early in the planning process, the Host Committee should have monthly planning meetings but as the date of 

the conference gets closer, the planning meetings will need to be more frequent (most likely weekly for the last 

10 weeks before the conference).  All Host Committee Officers and subcommittee chairs should attend the host 

committee planning meetings.  Host Committee planning meetings should be completely independent from 

local Intergroup meetings from here on out.  Avoid scheduling planning meetings at a day/time that competes 

with a local D.A. meeting and/or the local regular Intergroup meetings.  Schedule these meetings on a day/time 

that your GSB liaison will be available so that they can attend these meetings.  

 

Pay rent for the space where the host committee holds its planning meetings.  Just as any D.A. meeting 

would, it is common for the host committee to pay rent or make a donation for the space they use to hold the 

planning meetings.  Please pass a 7th tradition basket to cover this cost. 

 

Taking minutes at the host committee planning meetings:  It is very important that the host committee 

secretary take minutes at the host committee planning meetings and distribute them to the host committee and 

the GSB liaison after each meeting. 

  

Meeting in between regularly scheduled planning meetings.  Some host committees have found it extremely 

helpful for their Executive Committee and/or their subcommittees to meet privately in between regularly 

scheduled host committee planning meetings. 

 

Ask the GSB Liaison for a list of dates and times of GSB meetings including the Board’s CSC committee, 

the Board’s Finance Committee, and the Full-Board meetings.  Knowing these dates is important when 

submitting items to the board.  If something is submitted at the wrong time, it may be 1 to 2 months before 

the full board can vote on it.  Here’s an example timeline for the board reviewing and approving items: 

 

Date approved by the Host Committee and submitted to the Board: 10/13/2011  

Date GSB CSC can review / discuss it: 10/23/2011  
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Date whole GSB can vote on it (assuming CSC approves it as is): 10/30/2011 

  

Date approved by the Host Committee and submitted to the Board: 11/01/2011  

Date GSB CSC can review / discuss it: 11/20/2011  

Date whole GSB can vote on it (assuming CSC approves it as is): 12/11/2011  

   

Date approved by the Host Committee and submitted to the Board: 12/08/2011  

Date CSC Finance can review / discuss it: 12/18/2011  

Date whole GSB can vote on it (assuming CSC approves it as is): 01/22/2012  

  

Coordinating with Board and Liaison: 

Coordination with the Board Liaison needs to be via email and regular phone calls. This should be more often 

than just the board liaison calling into the monthly planning sessions. Regular two-way exchange is critical for 

successful conference to prevent misunderstandings and dropped responsibilities.  The liaison needs to be 

deeply familiar with the conference planning process and be tracking what the next steps are in the planning and 

execution. 

 

Read this Host Committee Handbook.  Use it to create a timeline for your host committee and assign 

specific tasks to specific host committee subcommittees and/or host committee volunteers. 

 

Lessons Learned Notes.  After the conference is over, the host committee will be asked to produce a “lessons 

learned” document.  The easiest way to create this document is to keep notes along the way.  Some host 

committees have their people send e-mails to the host committee secretary (or another designated host 

committee member) whenever they encounter a topic that is relevant to the document.  This person would then 

create, update, and maintain the lessons learned list throughout the whole process.  This same process could also 

be used for noting items in this handbook that need to be modified or updated (including but not limited to the 

job descriptions of the host committee officers and subcommittees). 

 

 

The Host Committee chair will be required to attend the World Service Conference immediately 

preceding the year they will be hosting.  The Board will pay for the airfare and lodging though the chair 

should find a roommate to split the cost of the lodging with.  The registration fees will be waived.  When the 

registration packet for the preceding WSC is released, please fill out a registration form and write “Host Com 

Chair” on any line where an amount of money would typically go.  Mail this registration to the address 

indicated on the form.  Work with the GSB Treasurer and the GSO to purchase an airline ticket (preferably 

several months in advance).  At this conference, the upcoming host committee chair should make time to 

shadow the current host committee chair and to ask the current host committee chair for their experience, 

strength, and hope regarding producing a conference (As the current host committee chair will be extremely 

busy during the WSC, some of the ESH sharing may be done via telephone or e-mail after the WSC is over).  At 

this conference, the upcoming host committee chair should also attend all committee meetings of the WSC 

Conference Committee and plan to attend all WSC Conference Committee monthly telephone calls in the year 
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that follows.  Past host committee chairs have found this an extremely valuable experience that has significantly 

helped them in the planning efforts for their WSC.  

 

Service Sponsors.  In any twelve-step service structure there are disagreements on how to accomplish our 

common objectives.  The twelve steps, the twelve traditions, and the twelve concepts of service help us navigate 

through these debates and reach a group conscience.  As with any twelve-step work, it is often helpful to have 

someone there to help you understand the twelve-step concepts and apply the principles to real-life situations.  It 

is not required, it is a personal choice, and it is a private matter between each individual and his/her Higher 

Power but, it is highly recommended that all member of the host committee get service sponsors.  A service 

sponsor is someone who has experience, strength, and hope to share about doing twelve-step service at or 

beyond the group level.  It may be helpful to select a service sponsor who is not currently on the host committee 

or serving in the D.A. service structure so that they are an uninvolved, neutral third party.  When looking for a 

service sponsor you may want to consider D.A. members who have attended previous WSC’s, D.A. members 

who have served on previous host committees, D.A. members who are past trustees,  and / or non D.A. member 

who have done service above the group level in other twelve step fellowships.  A service sponsor is not a 

sounding board for complaints.  They are there to assist you in applying the twelve steps, the twelve traditions, 

and the twelve concept of service to your D.A. service work.  For more information on Service Sponsorship, see 

A.A.’s pamphlet Questions and Answers on Sponsorship. 

 

Media Contact Training.  It is suggested that all members of the Host Committee attend D.A.’s Media Contact 

Training before the WSC begins.  Media contact training is offered two to three times per year via 

teleconference.  Media Contact Training covers how to uphold the Twelve Traditions when speaking to the 

media or any outside entities.  Any long distance telephone charges incurred in pursuing this recommendation 

will be the responsibility of the individuals who incur them. 

 

Misc: 

● We did not have a Secretary or Vice Chair on the Host Com. and it didn’t seem to make much 

difference. 

● Don’t forget to tip the banquet staff. 

● For volunteers working behind the scenes, several were eating their meals in the tech room.  If they 

walked away for a few minutes, the dishes would be cleared.  Put a note on your food that you are not 

done yet so it is not taken away. 

● Remind delegates and host committee members… the conference is anonymous.  The conference 

signage says “World Service Conference,” not Debtors Anonymous for a reason.  When a DA person 

tells a non-DA person at the hotel “yes, our fellowship is called Debtors Anonymous,” then our 

anonymity is broken.  I was teased in the elevator by a guy who thought it was very funny (in front of his 

friends) to give me a sales pitch for a high interest loan.  He said he had been saying that to 

*everyone* with a WSC nametag.  Not good!  Of course we cannot control members breaking 

anonymity, but we can give lots of reminders. 

 

Site Selection  
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The responsibilities of the HC include: 

● Form your own host committee with chair, vice chair, treasurer and secretary.  Notify the CSC asap with 

contact information and begin attending Conference Committee calls monthly. 

● Work with your board liaison, Michael A., to begin planning. 

● Provide volunteer support before, during, and after WSC; from the time the delegates arrive at airport 

until they leave, all logistics on the ground many months beforehand. 

● Develop full program for Fellowship Day and gala dinner and Talent Show. 

● Dispense John H. Scholarship funds with assistance of CC 

● Prepare delegate materials for registration desk 

● Staff the technology and hospitality rooms at the conference. 

● Select menus with guidance of your liaison that will accommodate special dietary needs 

● Work within a spending plan. 

The responsibilities of the GSB include: 

● Providing seed money to local Host Committee 

● Providing administrative support through the General Service Office and your board liaison working 

with CSC 

● Selecting host city and hotel 

● Negotiating and signing all contracts 

● Paying the bills 

 

 

Do not attempt to negotiate with the potential conference sites.  The Board will conduct all negotiations with 

the contract site before the final contract is signed by the GSB chair.   

 

GSB Liaison Site Visit:  At some point, the GSB Liaison will visit your area for a one-to-two day trip to see 

the selected site and meet with the host committee.  The timing of this visit is between the GSB liaison and the 

host committee.  Have your liaison come at a time that would be most helpful to your host committee.  

Sometimes the visit is during contract negotiations, before the site contract is signed.  Other times it is closer to 

the conference so that the Liaison can help review the site event orders and increase the local enthusiasm for 

hosting the WSC.  If the site selected is a hotel, the GSB liaison should plan to sleep at the hotel to get a feel for 

what the room and service are like at the hotel.  Coordinating the reservation through the hotel sales 

representative is recommended. 

 

Accepting perks or gifts from the selected site:  Hotels often offer small free things to prospective large 

accounts such as a meal with the sales rep to discuss event details and get an idea of the quality of the food their 
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facility prepares.  Host committee members have sometimes asked the Board whether this violates any of the 

twelve traditions.  The general consensus has been that since these hotels offer this to any prospective large 

account, as long as the items are offered rather than requested and as long as the offerings are small, accepting 

invitations of this nature is not a problem. 

 

Determine who will be the primary point of contact with the conference site.  Key people on the host 

committee who may desire to contact the conference site are the Host Committee Chair, Vice Chair, Site-

Selection Subcommittee Chair, and the Site-Logistics Subcommittee Chair.  Additionally, the GSB liaison, the 

GSB Treasurer, and the GSB Chair will also have legitimate reasons to contact the site.  All of these efforts 

should be coordinated.  After the contract is signed, the GSB liaison should be aware of and involved in any 

communication between the host committee and the site.  Additionally, the host committee should select one 

person to be host committee’s primary point of contact.  If the Host Committee Chair is not the primary point of 

contact, they still need to be aware of and involved in all communication with the site. 
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Registration Packet and Spending Plan 
 

Create a Theme for your WSC and submit it to the GSB for approval.  In 2008 the board implemented a 

three year theme-rotation of Steps, Service, and Sponsorship.  Ask your GSB Liaison which theme is slated for 

your conference year.  Once you know your assigned broad topic, begin discussing ideas for the specific theme 

for this conference.  A good guideline is to “Keep It Simple.”   As this is a "service" conference, the theme 

should center on service, the traditions, the concepts, the steps, sponsorship, and not debting one day at a time.  

Avoid using periphery topics (such as visions, underearning, etc), avoid topics that are so specific that they may 

exclude some D.A. members (such as BDA), and avoid topics that encompass outside issues (such as clutter).  

Some of the Fellowship Day workshop topics may center around the conference theme.  Many of the fellowship 

attendees will be people who are still in their first year of not incurring any unsecured debt or who are still 

trying to stop debting.  Most of the attendees have never attended this type of event.  For these reasons, the 

theme (and the fellowship day workshop topics) should focus on the simple basics of the D.A. program.  For 

anonymity purposes, do not use the letters “D.A.” or the words “Debtors Anonymous” in the theme. 

 

Create a Logo for your WSC and submit it to the GSB for approval.  The logo should complement the 

conference theme.  The logo should be a simple, original artwork creation or photograph.  For anonymity 

purposes, do not use the letters “D.A.” or the words “Debtors Anonymous” in the logo.  It should not include 

any resemblance to or reference to existing religious symbols or existing logos (such as but not limited to: logos 

of companies, logos of products, logos of other 12-step fellowships, logos of other organizations, logos of any 

governmental agency, or logos of any political body).  If the logo is a photograph, it should not be of any 

distinct or recognizable landmark or icon.  It should not be of any item that holds its own significance (for 

example, a bumble bee is commonly thought to signify hard work).  It is not financially prudent to pay a 

professional to design a logo.  Please find a local D.A. member who is willing to do this as D.A. service work.  

The artist/photographer should be prepared to sign a release form waiving all right to compensation for their 

work.  There are many talented people in D.A., and they have frequently helped design logos appropriate to the 

theme of the conference.  Some host committees have chosen to not have a logo.  This is an acceptable 

alternative. 

 

Create an upcoming WSC flyer to be distributed at the preceding year’s WSC.  This is only necessary if 

the site contract has been signed and the theme and logo have been approved by the Board prior to the 

preceding year’s WSC.  Omit this task if these pre-requisite items are not completed.  This flyer should be as 

simple as possible.  The board must review and approve this flyer before it is distributed. 

 

Select a tentative meal plan.  Work closely with your GSB liaison on this item.  We require the site to serve all 

meals buffet style.  Whenever possible, meal items should be “build-your-own” with sauce on the side.  The 

caterer should also provide signs on the buffet table, one sign for each item, indicating the name of the dish and 

listing the ingredients.  Ask the site to provide a garden salad at all lunches and dinners.  Ask the site to provide 

fresh fruit at all breakfasts, lunches, and dinners.  Many of our members have dietary restrictions.  Menus from 

past food-successful WSC’s can be obtained from your GSB liaison.  It is often helpful to use these example 

menus to explain to the site what we need to offer our abnormally picky guests.  Please see the Meals 
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Subcommittee section of Appendix: “Descriptions of the Host Committee Subcommittees” and the sample 

menu in Appendix: “Sample WSC Meals Menu”. 

 

Get bids on the rental of a photocopier and the rental of lap-top computers and printers for the technology 

room.  Photocopier should copy at least 45 pages per minute, be able to copy double sided and staple.  We 

expect to make approx 16,000 copies on it during the 5 days of the conference.  We need five to six windows-

based lap top computers that have the current version of Microsoft Office (Word, Excel, PowerPoint, etc).  

These computers need to be able to connect to the Internet offered by the conference site.  We need two black 

and white printers.  We need all the behind-the-scenes equipment for the computers to function properly and 

print properly (such as routers, cords, etc).   At previous conferences we have had a good experience using 

rentacomputer.com.  Please get a quote from them as well as quotes from several local vendors.  If financially 

advantageous, it is okay for the photocopier to be rented from one vendor and the computers / printers rented 

from a different vendor.  The Board chair should be the one to sign the contract with the top-pick vendor. 

 

Get bids on the rental of Audio Visual Equipment (if the AV is not supplied by the conference site).  Audio 

Visual Equipment will include: 1 podium microphone, 3 hand held cordless microphones, 1 table top 

microphone, 10 easels with flipcharts and markers, LCD screen and support package for Power Point 

presentations (we own a projector/in focus machine).  The microphones will need to be used in the general 

sessions (Wednesday night, Thursday morning, Saturday morning, and Sunday morning) as well as at the 

Saturday lunch and dinner.  Some sites use the same mics and move them into the dining room on Saturday.  

Other sites use separate mics for this purpose.  Any required contracts will be signed by the Board chair. 

 

Get bids on local DJ's.  Usually the Saturday night Gala includes a dance with a professional DJ.  Contact local 

DJ’s and ask for a price quote for three hours of services (9 PM - Midnight).  Before contacting the DJ’s for 

quotes, discuss your host committee needs.  Some host committees have chosen to have the DJ come earlier to 

help with the audio aspects of the talent show.  If there is not going to be a dance, discuss as a host committee, 

the alternate entertainment options for the Gala and get price quotes for those items.  Any required contracts 

will be signed by the Board chair. 

 

Get bids on local professional recording secretary for convocation:  The host committee is responsible for 

finding a local professional or other capable person to take minutes at convocation on Saturday and Sunday 

morning.  This person may be but does not have to be a D.A. member.  This person should type at least 40 

words per minute.  This person should have experience taking minutes in a business setting.  We will need exact 

wording of the motions that are made, the general idea of what is said pro/con to the motion, the total number of 

voters in the room, the numbers of how many voters are for/against/abstaining, and whether or not the motion 

passes.  This person may bring their own lap-top computer but if they choose not to, the Board will provide a 

lap-top computer for them to use.  Please see Appendix: “E-mail to find a local convocation recording 

secretary” for a template of an e-mail you can send out to find a local recording secretary.  Any required 

contracts will be signed by the Board chair. 
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Get bids on local instrument rentals:  The host committee decides what instruments to rent based on the 

submitted talent show submissions but get some preliminary price quotes before the spending plan is created.  

Often a full-size key board and an acoustic guitar are requested.  Sometimes we can avoid paying to rent these 

items if local D.A. members are willing to provide them at no cost.  Any required contracts will be signed by 

the Board chair. 

 

Each host committee subcommittee chair should submit spending plan requests to the host committee 

treasurer so they can be considered for inclusion in the WSC master spending plan.  Each subcommittee may 

have expenses unique to its committees that may not have been included in prior years’ Conferences.  For 

example, some conferences have had to pay substantial amounts for meeting space whereas others have 

negotiated reduction or elimination of fees for meeting space provided a guaranteed number of rooms are 

booked by participants. 

 

Fill out the IRS SS4 form and submit it to the IRS to get a Tax ID number.  Go to the IRS website 

(www.irs.gov) and type "SS4" in the search box.  Note that on the IRS website the form itself and the 

instructions for the form are two separate links.  The name on line two of the form is the name that will be on 

the host committee’s bank account and the name that checks will be written payable to.  Host committees 

usually keep the name simple like WSC 20__ Host Committee.  

 

Create an e-mail address exclusively designated for the WSC Host Committee.  You can get a free e-mail 

account from many sources on the Internet.  Note that most of these free Internet based e-mail accounts must be 

logged into at least once every 30 days or you can get locked out of the account. 

 

Checking the host committee e-mail account regularly and responding to incoming e-mails.  Some host 

committees choose to designate a single person to check the e-mail account (often the Host Committee Chair or 

the Host Committee Secretary) while other host committees choose to have several volunteers on a scheduled 

rotation. 

 

Present eight to twelve possible Fellowship Day topics to the Board’s CSC committee via your GSB 

Liaison.  The proposed topics should focus on not incurring any new unsecured debt, working the Twelve Steps, 

using the D.A. Tools, and applying the Twelve Traditions.  Topics should avoid specifying outcomes (such as 

achieving visions, running a prosperous business, etc).  Topics should avoid outside issues (such as clutter).  

The general topic category of track one must be working the steps.  The Board usually leads one or two 

workshops in the third track.  The Board’s workshops are typically called “GSB Round Table”  Many of the 

fellowship attendees will be people who are still in their first year of not incurring any unsecured debt and / or 

who are still trying to stop debting.  For these reasons, the fellowship day workshop topics should focus on the 

simple basics of the D.A. program.  These topics must be approved by the Board.  These topics will be listed in 

the WSC registration packet so timely submission to the board is important. 

 

Research your local City / State tax exempt policies and submit info you gather to your Board Liaison.  The 

Board will be the one to fill out and submit any paperwork required for D.A. to obtain tax exempt status.  The 

host committee should not try to get non-profit status on their EIN.  The Board’s EIN will be used when non-
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profit and/or tax exempt status is needed.  We will only use tax-exempt status for major contracts (such as the 

site contract and the catering contract).  We pay tax on small items (such as purchases at a local grocery or 

office supply store).  If you need proof of D.A.’s non-profit status, ask your board liaison. 

 

Create the WSC spending plan with the Board Treasurer and your GSB Liaison.  The Board does most of 

the work on the spending plan but the bids you gather are the key to a realistic spending plan.  The spending 

plan should be based on the actual expenditures recent previous conferences and the specific needs of this 

particular Conference.  The spending plan should be developed using the template provided by the GSB.  The 

Host Committee creates a spreadsheet listing the known conference expenses based on the vendor bids 

(gathered by the host committee) and any additional spending requests the host committee would like to 

include.  The spreadsheet is sent to the Host Committee’s GSB Liaison, the GSB Treasurer, and the GSB Chair.  

The board uses this information to develop the WSC master spending plan. (See “Appendix: Example Spending 

Plan”)  The board will give the Host Committee a chance to review the draft of the WSC spending plan before it 

is finalized.  This spending plan draft should be reviewed by the Host Committee’s Executive Committee (the 

Host Committee Officers).  The GSB will approve and finalize the spending plan.  Once the final spending plan 

has been approved by the full Board, it will be the guide for the host committee on any money the host 

committee spends on behalf of the conference (See “Appendix: Paying the bills” for a list of items the host 

committee uses their seed money on).  The Board will calculate the income part of the spending plan.  The 

income calculations will be based on the idea that the conference must be self supporting.  The calculated 

income totals will be conservative (slightly under-estimating the expected number of attendees) and will yield a 

total income great enough to cover all planned expenses, a reasonable contingency expense category (usually 

10%, and a small profit (between $1 - $500).  It is important to tightly control expenses so that the registration 

fee is comparable to past years and as reasonable as realistically possible.  The host committee should not plan 

to use any contingency funds.  If the host committee feels they need to use the contingency fund, their GSB 

liaison will need to bring the request to the Board. 

 

Host Committee PRG’s: There are several different points between being awarded the bid and the event where 

the treasurer may feel stress about the financial aspect of the WSC.  It is highly recommended the Host 

Committee Treasurer initiate Host Committee PRGs.  The Host Committee Treasurer has the authority to decide 

who they want to invite to the PRG’s. 

 

Fundraising for the conference.  Host Committee fund raising for the WSC used to be common but has been 

very minimal in recent years.  Host committees may choose to either do a level of fundraising they are 

comfortable with or to do no fundraising at all.  Some host committees have held workshops or other special 

events (please see DA’s website for a free download of a document called “The Guide to Special Events” 

http://www.debtorsanonymous.org/_docs/GuidetoSpecialEvents.pdf).  At the very least, host committees should 

pass a 7th tradition basket at their planning meetings to cover costs such as rent of the planning meeting space.  

Should they wish to, host committees can also use any funds generated by local fundraising to give the WSC 

attendees a small gift (please see next item entitled Gift from the Host Committee to the WSC attendees). 

 

Gift from the Host Committee to the WSC attendees.  Though it is not required, many host committees have 

chosen to give the WSC attendees a small gift at registration.  The local D.A. members pay for this with either a 

http://www.debtorsanonymous.org/_docs/GuidetoSpecialEvents.pdf
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special collection or their fundraising efforts.  These gifts are typically very inexpensive (less than $1 per 

attendee).  Some examples of past gifts are: post cards of the local city, home-made book marks, a packet of 

wild flower seeds, pens with the conference theme and logo on them, and serenity stones (pretty rocks from the 

local area).   

 

Request the host committee seed money.  Once you have a Tax-ID from the IRS you may request seed money 

through your GSB Liaison. 

 

Open a host committee bank account.  Once you have a Tax-ID from the IRS you may use it to open a host 

committee bank account.  The signers on the bank account should be the Host Committee Chair, the Host 

Committee Treasurer, and one or two other trusted members of the host committee.  Please be responsible 

stewards of D.A.’s funds and search for an account with minimal or no fees.  Banks are often very creative 

about finding ways to charge fees (such as fees if the account does not have a required minimum balance, if 

direct deposit is not set up on the account, if the debit card is not used at least once per month, etc).  Make sure 

to read the terms and conditions of the account agreement and to ask for a list of all scenarios where a fee may 

be charged.  The host committee may not need to order checks.  Four or five “counter checks” are usually 

sufficient.  Counter checks are checks that the bank provides to people opening new accounts so that they can 

write checks in the interim until the checks they order arrive.  Counter checks provide the banks information but 

the account holder’s name and the account number get hand-written.  You may have to specifically request 

these from the bank.  Ask if there’s any cost for them and / or any fees to use them.  Some vendors do not like 

to accept counter checks.  This likely won’t be an issue as most host committee purchases will be on the debit 

card.  The counter checks will most likely be used to reimburse host committee members when they have spent 

their personal money purchasing WSC related items.  If the committee does choose to purchase professionally 

made checks, they should only purchase one box of the most economical style.  Keep in mind all checks not 

used should be shred immediately after the host committee’s bank account has been closed.  

 

Rent a PO Box that is exclusively designated for the WSC Host Committee.  A small PO Box is fine.  Most 

documentation will come through the host committee e-mail instead of the PO Box. 

 

Checking the Host Committee P.O. Box regularly.  Decide as a Host Committee a good system for checking 

this mailbox regularly. 

 

Create an Internet based social networking "Group" where attendees can connect with each other and find 

their own roommates.  The security settings should be programmed so that only potential conference attendees 

have access to the site.  Decide as a Host Committee who will be the administrator.  The administrator typically 

grants people site access upon request.  If there are any costs for this, make sure it gets in the WSC spending 

plan before it is finalized. 

 

Create a Host Committee Website.  This is not required but if you have a tech-savvy person who wants to 

create a host committee website, it can be a useful tool.  If there are any costs for the website, make sure it gets 

in the WSC spending plan before it is finalized.  The website should be simple and should be in compliance 

with all of the Twelve Traditions. 
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Create the WSC registration packet with the Board’s CSC committee.  You will work closely with the GSB 

to develop and finalize the registration packet.  Ask your GSB Liaison which template to use.  There are several 

items in the registration packet which should not be changed (such as the WSC committee descriptions).  Only 

change items that are pertinent to this specific WSC.  Be sure to update the page in the registration packet 

giving attendees site information and information regarding public transportation to and from the local airports.  

Though it’s okay to give some brief information about restaurants and grocery stores within a few miles of the 

site, keep this information brief and do not include any site-seeing information.  More detailed local information 

can be created later and made available in the hospitality room at the conference.  The host committee should 

submit their registration packet draft to the Board’s CSC committee no later than October 1st (ten months before 

the start of the conference).  Once the host committee has provided the local information, the Board’s CSC 

committee will work on the rest of the registration packet (including determining what the registration fee will 

be).  The board will be responsible for finalizing the packet and informing the fellowship when the registration 

packet is released.  This usually includes a letter mailed to every registered group, sending out an eNews 

announcement, and posting the registration packet on the debtorsanonymous.org website.  More detailed 

instructions regarding the registration packet may be found in “Appendix: Descriptions of the Host Committee 

Subcommittees” in the registration subcommittee description.  Also, an example registration packet can be 

found in “Appendix: Registration Packet Template”. 

 

Create a flyer for the Fellowship Day and Gala events with its own registration form on the bottom.  Submit 

the Fellowship Day / Gala flyer to the GSB for approval.  After being approved by the Board, the host 

committee should print this flyer and distribute it to local D.A. members and at local D.A. meetings.  Should 

you wish you can even mail a handful of flyers to surrounding areas in the hopes that people in the region may 

want to attend.  An example of a previous Fellowship Day / Gala flyer can be found in “Appendix: Example 

Fellowship Day / Gala Flyer”. 

 

CELEBRATE the release of the registration packet!!!  A lot of work has been done.  This is the third major 

milestone.  (The first milestone was the signed site contract and the second milestone was the approval of the 

final WSC Spending Plan.)  Great work everyone!!! 
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After the Release of the Registration Packet but before the Event 
 

Generating and Maintaining Enthusiasm and Support from the Local D.A. Community:  Once the 

registration packet is released, the WSC is only a few short months away. Try to get your local D.A. members 

excited now as you are going to need lots of volunteers in the last couple weeks before conference and during 

the conference.  Please see the Local Volunteer Coordination Subcommittee sections of “Appendix: 

Descriptions of the Host Committee Subcommittees” and “Appendix: Local Volunteer sign-up sheets” for a 

detailed list of when and where volunteers will be needed.  

 

Provide the General Service Office (GSO) with a home address of a host committee member where four 

to five boxes of supplies may be shipped to.  It is recommended that these boxes go directly to a trusted host 

committee member’s home instead of to the host committee PO Box.  These boxes may include supplies and 

nylon name tag holders from previous conferences, D.A.’s projector/in focus machine, the parliamentary 

procedure booklets, the Debtors Anonymous Manual for Service (DAMS), and the D.A. literature the GSO 

Office Manager will display and sell at the conference. 

 

John H. Scholarships.  When scholarship applications come in, they should be data entered into a spreadsheet.  

Ask your GSB liaison for the written John H Scholarship policy as it dictates the criteria for awarding 

scholarships.  The registration packet gives all the current year’s scholarship deadline dates.  The host 

committee reviews all the applications and decides how much is awarded to each selected applicant.  The host 

committee notifies all applicants regarding whether or not they were awarded a scholarship (please use the e-

mail templates provided in “Appendix: John H Scholarship notification e-mail templates”).  Once the host 

committee has decided on scholarship distribution, this information is to be forwarded to your GSB Liaison, the 

General Service Office, and the GSB Treasurer.  The GSB Treasurer will handle the actual distribution of the 

scholarship funds. 

 

Registrations.  D.A.’s General Service Office will receive the registration forms and fees, deposit the money 

into the Board's WSC checking account, and e-mail records to the host committee.  The General Service Office 

also sends an e-mail to the attendee confirming receipt of their registration.  The host committee does all the rest 

of the registration related activities including creating name badges, coordinating meal cards, and processing the 

submitted "Service Opportunities" pages received with the registration.  (Please see the next section entitled 

speakers at Fellowship Day, leaders for conscious contact sessions, and organizing the talent show.) 

 

Speakers for Fellowship Day, Leaders for Conscious Contact Sessions, and Organizing the Talent Show:  

There is a page in the registration packet called "Service Opportunities".  This is where conference attendees 

indicate they want to speak at Fellowship Day, lead a conscious contact session, and/or perform in the talent 

show at the Gala.  The Host Committee compiles these pages, assigns who will do what / when, and recruits for 

unfilled service slots (by e-mailing registrants a few weeks before the conference and/or asking attendees as 

they check in at registration). 
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Selecting Keynote speakers:  There are two keynote speakers on Saturday.  One speaks for approximately 45 

minutes at lunch and one speaks for approximately 60 minutes at the Gala dinner.  The host committee selects 

the people who speak, although often they work in conjunction with the GSB to make these selections.  

Speakers should be selected based on their time without incurring unsecured debt, their dedication to and 

experience working the twelve steps, their active participation in D.A. service, and a sense that they can carry 

D.A.’s message to a large group.  Though it is not required, it is common for host committees to ask trustees to 

be the keynote speakers.  Speakers should focus their sharing on their personal experience with not incurring 

any new unsecured debt, working the Twelve Steps, using the D.A. Tools, applying the Twelve Traditions, 

being a sponsor, and carrying the message to the debtor who still suffers through sponsorship and/or other D.A. 

service.  Speakers should be selected from the pool of people who will already be in the local area or attending 

the WSC.  It is not necessary or financially prudent to invite an out of town speaker and pay for their travel, 

meals, and lodging when there will a wealth of people qualified to speak already at the event.  

 

Audio Recordings of Fellowship Day. Contact a 12-step audio company.  Invite them to record our keynote 

speakers / fellowship day workshops and sell their audios at Fellowship Day.  Any required contracts will be 

signed by the Board chair.  We do not pay the audio company.  They make their money strictly from the sale of 

their audios.  Find out what tables and accommodations the audio company will need and get those items on the 

site event orders.  Please make sure the selected company will make the audios available for sale in MP3 format 

on their website after the conference is over.  The audio recorder typically takes care of their own travel, 

lodging, and meal accommodations.  In recent years, we have used a supplier named Glenn K Audio. 

 

Teleconference Broadcast of track one of Fellowship Day.  Work with the Board’s Info Tech Committee to 

make arrangements for all equipment and staffing that will be needed for the broadcast.  The Board will 

determine what dial in phone number and access code will be used.  The phone number and access code are 

typically included in the WSC registration packet.  

 

Reviewing the Site’s Event Orders.  Hotels and convention centers use documents called Banquet Event 

Orders (BEO’s).  These are detailed event descriptions that specify for their staff what needs to happen in what 

room on what day at what time.  They indicate what the set up of the room should be, what food and beverage 

will be provided, and sometimes what audio visual equipment will be provided.   We need to review these for 

accuracy and finalize them with the site.  It often takes several revisions before they are totally correct.  As 

committees and caucuses can be created or dissolved each year by a vote of the conference at convocation, 

check with your GSB liaison to make sure the event orders list the correct number of break out rooms required.  

Make sure the event orders have trash cans in each of the committee breakout rooms, trash / recycle receptacles 

in the hospitality room, and trash / shred / recycle receptacles in the technology room.  If the site requires these 

orders to be signed or initialed, the GSB Chair or the GSB liaison should be the one to do so.  For specific set-

up requirements for each day’s events, please see “Appendix: Event order requirements and site logistics”) 

 

Discuss signage restrictions with the site.  Make sure the site knows that any signs they use for the event 

should say “World Service Conference”.  In order to protect anonymity, signs should not use “D.A.” or 

“Debtors Anonymous”.  This applies to any signs the host committee creates as well. 
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Discuss security and safety procedures with the site.  We have equipment that will need to be locked up 

when not in use (such as the items in the technology room and in the GSB’s room).  Keys to these sensitive 

areas will need to be coordinated.  We also need to know what security measures the site has in place that will 

limit our conference attendees.  Example #1: We were once in a hotel that had their elevator networked with 

their room keys and hotel guests could not access sleeping rooms on any floor other than their own.  Example 

#2: We were once at a site that locked up the breakout rooms with a metal gate.  When a WSC caucus meeting 

ran late, the site staff had to wait to lock the gates and we were charged extra for the delay. 

 

Discuss removing/blocking any items in the sleeping rooms that would result in additional fees (except for 

safe lock boxes).  We ask that the conference site not offer a mini-bar or snack-bar in the guest sleeping rooms 

(and any other items of a similar nature).  We ask that the hotel block all long distance phone calls and pay per 

view movies in the guest sleeping rooms (and any other items of a similar nature).  If the site is leery of 

agreeing to this request, don’t push the issue, just inform the GSB liaison of the situation and the GSB will 

decide if we want to pursue the matter further.   

 

Pre-Conference meeting with key people from the site, the Board, and the Host Committee.  Usually on 

Monday of the conference week there is a meeting between the key people from the site, the Board, and the 

Host Committee.  Everyone is introduced to each other and there is a short discussion regarding conference 

details.  The host committee chair and vice chair should plan to attend this meeting.  If the Banquet Event 

Orders (BEO’s) have already been finalized, this meeting can be fairly short.  If the BEO’s are finalized at this 

meeting, it will be significantly longer – though this is sometimes really helpful.  Making sure the BEO’s are 

right and that we’re all on the same page saves time and makes things go smoother the rest of the week.  At this 

meeting we will need to provide a list of names to the hotel of the people in our party who have the authority to 

order items that will cost extra.  We usually limit this to three people on the board and one person on the host 

committee (usually the host committee chair).  

 

Submit a final meal count to the caterer.  Depending on the agreement with the caterer, the final meal count 

for each meal will likely need to be submitted a few days before the conference.  Sometimes the caterer will let 

us post-pone the final meal count for the Saturday lunch and the Saturday Gala dinner until Thursday at noon so 

that we can accommodate any last minute Fellowship day / Gala purchases that occur at registration.  Work 

closely with your GSB Liaison on this item.  Make sure the extra meals for the parliamentarian and the 

convocation recording secretary get included in the Saturday and Sunday meal counts. 

 

Attendee lodging:  If attendee lodging is happening on a large-scale coordination, be sure to get the final 

lodging count to the site by the agreed upon deadline.  Work closely with your GSB Liaison on this item.  Make 

sure the extra nights for the parliamentarian get included in the Friday and Saturday night lodging counts. 

 

Lodging for the Board, the office manager, the current year’s host committee chair, the upcoming year’s 

host committee chair, and parliamentarian: When there is a large scale lodging coordination the board 

members, the general service office manager, the current year’s host committee chair, the upcoming year’s host 

committee chair, and the parliamentarian should be included in the large scale effort.  When the majority of the 

attendees are making their own lodging reservations, the lodging for this small handful of people should be 
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handled by the GSB liaison (or the Board Treasurer) and billed to the master account with the site.  The Board 

arrives on Sunday afternoon and departs the following Sunday.  The office manager, the current year’s host 

committee chair, and the upcoming year’s host committee chair arrive on Wednesday and depart on Sunday.  

The parliamentarian arrives on Friday and departs on Sunday. 

 

Determine what hours you want to have the hospitality room open.  This item should get listed on the 

conference schedule that goes in the delegate binder. 

 

Determine what hours you want to have the tech room open.  This item should get listed on the conference 

schedule that goes in the delegate binder.  The tech room needs to be open until midnight on both Thursday and 

Friday evenings so that the committees can get their work accomplished by the deadlines. 

 

Create a detailed conference schedule that can be printed on 8.5 X 11 paper.  This schedule will be included 

in the delegate binder.  This schedule should include what is happening in what room at what time.  Make sure 

the GSB Liaison has reviewed and approved the schedule before it is printed for the binder.  At the end of the 

schedule, list the hours that the tech room will be open and the tech room’s location.  At the end of the schedule, 

list the hours that the hospitality room will be open and the hospitality room’s location.  (See Appendix: 

“Example Schedule of Events for Delegate Binder”.) 

 

Create a detailed Fellowship Day schedule that can be printed on 8.5 X 11 paper.  Copies should be printed to 

give to local attendees who come to the fellowship day workshops.  This schedule should include what is 

happening in what room at what time.  Make sure the GSB Liaison has reviewed and approved the schedule 

before it is printed. 

 

Select a site map to be included in the delegate binder.  This map should include the floor plan of all 

buildings and rooms conference activities will be occurring in.  The site may likely already have a map that will 

meet these needs.  If they don’t, one will need to be created.  Make sure your Board liaison has reviewed and 

approved the schedule before it is printed for the binder. 

 

Print “Open Forum Tickets” to be included in the delegate binder.  These tickets should be printed on a pastel 

colored paper approximately 18 to a page and then cut apart with scissors.  The ticket should read “WSC 20__ 

Open Forum.  One ticket per attendee.  Good for one two minute opportunity at the microphone (as time 

permits)”.  One ticket should be inserted into the front left pocket of each delegate binder. 

 

Preparing delegate binders:  The host committee should use their seed money to purchase the three ring 

binders for the attendees (quantity to be determined by registrations plus a few extra).  The binders should be 

"one inch", should have a plastic cover sleeve on the front, and should have pockets on the inside front and back 

covers.  The host committee should also purchase dividers to go in each binder.  6-8 tabs is great.  The host 

committee should research several local printers and make the best selection based on cost and service.  A few 

weeks before the conference, the board will e-mail the host committee the items to be printed.  The items should 

be printed on 8.5X11 white paper.  All pages are black and white.  The prints will need to have holes drilled for 

3-ring binders.  The Board’s CSC committee will also provide the host committee with a list of everything that 
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is to be included in the current year’s delegate binder.  In addition to the printed material, it is often nice to 

include 10-15 pieces of lined note paper in the last tab of the binder.  Also, there are often 2-3 smaller items that 

are to be inserted in the front pocket of the binder (such as a booklet the board will ship to the host committee 

entitled Parliamentary Procedure).  All items that are found in the delegate binder should be provided by the 

GSB or approved by the GSB prior to inclusion in the binder.  The host committee will be responsible for 

manually putting the binders together in the designated order.  With six to seven local volunteers, this often 

takes two to three hours.  The binders should be completed by Monday night.  Fifteen of the binders should be 

delivered to the Board on Tuesday morning and the rest of the binders will be given to the attendees as they 

check in at registration on Wednesday.  When delivering the Board’s delegate binders, please also deliver at 

least 15 legal pads.  Please purchase these from a local store using host committee seed money.  When the GSO 

mails the “D.A. Contribution Envelopes”, there will be more than the 1-2 per binder that will go in the delegate 

binders.  The remaining envelopes need to be saved and delivered to the General Session Room Wednesday 

evening at the end of dinner (before the first General Session begins).  They will sit on the designated 

contribution table with the two contribution “baskets”.   

 

Preparing name tags for the attendees: The host committee should print name tags for every attendee based 

on the registration spreadsheet.  (Please see “Appendix: Example Name Tag”).  Do not do all this manually.  

Find someone who knows how to “mail merge” the information in the Microsoft Excel registration information 

spreadsheet into a name tag template in Microsoft Word.  The printed name tags should be inserted into nylon 

ID card holder necklaces.  (Different vendors call these by different names some include: ID card holders, 

Wallet holder with neck cord, nylon name tag holder, ID badge holder, etc).  Trustee name tags should be 

brought to them on Tuesday morning (at the same time the binders are brought to the trustees).  The rest of the 

conference attendees will pick up their name tags on Wednesday at the registration check-in. 

 

Differentiating the attendees who have paid for Fellowship Day workshops and Gala dinner.  The host 

committee should devise a system to mark which attendees have paid for the optional items on the registration 

form.  Many committees choose to stick stickers on the name badges.  For instance, a yellow smiley face sticker 

may indicate the attendee has paid for the Fellowship Day workshops while a blue star sticker indicates they 

have paid for the Gala dinner. 

 

Purchasing office supplies:  The host committee will need some office supplies and the host committee should 

distribute a small box of basic office supplies to each conference committee and caucus.  Some items (such as a 

stapler) can stay at a central point (such as the tech room or the hospitality room) so that multiple committees 

can share the item instead of each having their own.  Before purchasing office supplies, inventory all supply 

boxes that the General Service Office ships to the host committee.  Many of the supplies are good to use year 

after year instead of purchasing then over and over again.  Also be sure to read all sections of this document 

(especially the section on open forum, the sections about name tags, and the appendix on Convocation) and 

purchase the supplies that are mentioned.  The Board of Trustees will also need two medium-sized, 

professionally-tactful, inexpensive containers to be used as contribution collection “baskets” (one clearly 

labeled “7th Tradition Contributions” and the other clearly labeled “John H Contributions”).  These containers 

will sit on a table in the General Session Room and should be easy to move.  
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Plan what decorations (if any) the host committee will want at the event(s).  If we are at an upscale site, 

decoration needs are often very minimal.  Make sure the site will be okay with any decorations you want to use.  

Make sure all decorations can be removed without causing damage to the site.  Make sure total decoration costs 

do not exceed the funds allocated for decorations in the WSC Spending Plan. 

 

Paying the bills associated with the conference:  Please see “Appendix: Paying the bills” for a list of what the 

board pays and a list of what the host committee pays (with their seed money). 

 

Requesting additional seed money:  If the seed money the host committee received runs low and you still 

have more items to purchase, you may request more seed money through your GSB Liaison. 

 

Things to improve: FOR FUTURE WSC  

1.  Have separate volunteers (not the co-chairs and committee members) for Moderator, Recorder,  and 

the Registration Table. 

2.  Include a door monitor to greet attendees as well as assist persons with mobility issues to enter and 

exit the room. 

3.  Create good signage outside the rooms LA HILTON HAS LED MONITORS 

4. Have extra back-up people to be floaters, to fill in for people who are ill or aren’t able to be there. 

5.  2 speakers per topic would be fine. 
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During the Conference: 
 

Local Volunteers staff the registration, hospitality, tech room, convocation, and Fellowship Day.  Local 

volunteers should have printed name tags that are printed on pastel colored paper and inserted into plastic, pin-

on name tag holders.  Please see “Appendix: Local Volunteer sign-up sheets” for an example sign-up sheet that 

indicates how many volunteers will be needed where and when.  

 

How to Handle Media Inquiries.  During the conference members of the media may show up wanting to do a 

story about the event going on in their city.  These media professionals are not to be turned away but neither 

should the Host Committee try to handle the request themselves.  If media representatives show up, please find 

a board member immediately (even if it means interrupting a board meeting). 

 

Registration check-in:  The host committee staffs the registration check-in desk.  This is where attendees will 

pick up their name tag, meal card, lodging room key (if it’s a large scale lodging coordination), delegate binder, 

Debtors Anonymous Manual for Service (DAMS), and the small gift the host committee may be giving each 

attendee (if the host committee chose to do this).  Registration is typically open on Wednesday from Noon to 

10:00 PM.  The host committee also needs to offer registration in the hospitality room on Thursday morning for 

the small handful of attendees who did not get into town early enough to register on Wednesday.  It is very 

important that the host committee track who has checked in and who has not.  By Thursday at noon, the host 

committee needs to be able to provide the Board with the name of every GSR/ISR in attendance.  There are 

usually one to two at-the-door registrants.  Occasionally someone will show up explaining that the person from 

their group who pre-registered wasn’t able to come so they’ve come in their stead.  On rare occasions, someone 

who has registered just never shows up.  The host committee needs to track all of these abnormalities and thus 

develop a final list of attendees that is 100% accurate.  The board will use this final list to determine conference 

committee spending allocations for the upcoming year.  The final list will also be used on Saturday and Sunday 

morning to “credential” people for the “convocation sessions”.  The registration check-in station should have a 

locking cash-box.  Attendees may pay for items that they did not pre-register for at check-in.  Examples of 

items that may be purchased at this time are fellowship day workshops and/or Gala dinner (if the catering 

contract allows for last minute meal purchases).  

 

Checking in guests who are not GSR’s/ISR’s:  Occasionally a GSR/ISR will bring a spouse or other guest to 

the conference.  Often they will pre-register for meals for the guest and pre-register for the Fellowship Day / 

Gala activities for the guest.  These guests should be issued a plastic, pin-on name tag holders instead of the 

nylon necklace name badge.  Their printed name tags should be printed on a different color paper than the name 

tags of the host committee volunteers.   These guests should not be given a binder or a DAMS.  If these guests 

have paid for meals, Fellowship Day, and/or the Gala, please provide them the appropriate stickers and/or meal 

cards indicating the items they have paid for.  (Note: Only GSRs, ISRs, GSB trustees, and the GSO Office 

Manager are allowed to attend committee meetings and convocation sessions. Guests are not allowed.) 

 

Deliver Supply boxes to WSC Committees / Caucuses:  At the start of the first meeting of the Caucuses and 

again at the start of the first meeting of the Committees, deliver to the committee/caucus chairs the box of 

supplies for their committee/caucus and their committee’s/caucus’ printed copy of the “Summary of WSC 
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Motions 1997-Present”.  Also make sure the Liaison has loaded any necessary files onto the USB flash drives 

and include the committee’s/caucus’ flash drive with the supply delivery (unless the Host Committee Liaison 

opts to have each Board Liaison deliver the flash drive to the committee/caucus to which he/she is assigned). 

 

The Host Committee Chair will be provided lodging so they can stay at the site during the conference. 

 

Designated WSC Lost and Found.  The host committee should devise a plan for handling lost and found 

items.  If an item is found in a WSC room, it most likely belongs to a WSC attendee.  Often the site’s lost and 

found system is less effective than one set up and maintained by the host committee.  The host committee 

should have a designated lost and found (often in the hospitality room) and should let WSC attendees know 

where the lost and found is located.   

 

Inspect the set-up of each room.  The Host Committee Chair or another member of the host committee should 

inspect the set-up of each room before each activity change, to make sure the site has correctly executed the 

event orders.  Make sure that the chairs and tables of the rooms are set up the way the event orders indicate.  

Make sure that all AV equipment ordered is in the room where and when it will be needed (including the easel, 

writing pad, and markers for the committee breakout rooms).  On Thursday before the start of the first 

committee break out session, the Host Committee will also need to distribute supply boxes to each committee 

break out room as well as the committee copy of D.A.’s Past WSC Motions and Recommendations document. 

 

Housekeeping Announcements.  The Host Committee Chair (or another designated member of the host 

committee) should plan to make occasional “housekeeping announcements” at the beginning or end of the 

general session meetings.  Housekeeping announcements are things that come up during the conference that our 

attendees need to know (usually about the conference site).  If there are non-site-related housekeeping 

announcements that need to be made, notify the Board chair or the GSB liaison.  The board will likely want to 

make these announcements. 

Examples of site-related housekeeping announcements from past conferences include: 

● Food should not be taken out of the designated dining area. 

● The site is hosting another conference in addition to ours.  Please make sure you are in the 

WSC’s meal line - not the other party’s. 

● For anonymity purposes, the computers and printers in the hotel’s business center should not be 

used for WSC committee work, please use the WSC tech room located..... 

● An attendee has turned in a ___ found in the ___ room.  If it is yours, please claim it in the ___ 

room. 

● An attendee is missing ___.  If you find it, please ____. 

Examples of non-site-related housekeeping announcements that the board would want to address: 

● Photos should not be taken without the consent of everyone in the photo (including people in the 

background).  For anonymity purposes, any photos taken or used should avoid identifying this as 

a D.A. event and should avoid identifying anyone as a D.A. member.  Photos of conference 

attendees should not be put on the Internet for any reason. 

● In accordance with the twelve traditions, the conference is not a place to promote or sell products 

or businesses.   
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Passing the Basket for 7th Tradition Contributions:  The Board passes a 7th tradition basket on Saturday and 

Sunday at convocation.  The Board handles these funds.  Though it is not required, sometimes attendees pass a 

basket at the open 12-step meetings that are held frequently during the week.  If the host committee is given any 

funds of this type, please give them to the GSB treasurer.   

 

Local Information in the Hospitality Room:  It is common for host committees to provide local information 

in the hospitality room.  Your city’s local convention and visitor's bureau will likely be happy to provide you 

with free maps of the city and free lists of local site-seeing attractions.  The host committee should prepare a list 

of restaurants and grocery stores that are within walking distance and/or 3-5 minute drive.  Host committees 

also frequently provide information about local 12-step meetings (including but not limited to D.A.).  When 

preparing this information, please try to uphold the Twelve Traditions and avoid endorsing any specific items 

(or making anything stand out more than other items listed).  Do not provide information for events that have a 

direct time conflict with items on the WSC schedule of events. 

 

Copy paper in the technology room.  The host committee should use part of the seed money to ensure the tech 

room has an adequate supply of copy paper. 

 

Trash, shred, and recycle bins in the Tech room:  Many of the items printed in the tech room should be 

shredded after the conference is over.  Please have three separate trash receptacles in the tech room clearly 

labeled Trash, Shred, and Recycle.  These receptacles should be listed on the site’s Event Orders.  Check with 

the site if they are willing to provide any recycle and shred services.   If they are not, assign host committee 

volunteers to be responsible for shredding and recycling. 

 

Trash and recycle in the Hospitality room: Please have two separate trash receptacles in the hospitality room 

clearly labeled Trash and Recycle.  Check with the site if they are willing to provide any recycle services. 

 

Communications board in the hospitality room.  Please provide a cork board, paper, pens, and push pins so 

that attendees may write notes and leave them posted on the board.  These items may be purchased or borrowed 

from a local D.A. member.  There should also be open table space in the hospitality room for flyers to be left on 

display. 

 

Keeping the Hospitality room well stocked with snacks and beverages.  The host committee will use part of 

their seed money on purchasing food and drinks for the hospitality room.  It is recommended that the host 

committee initially purchase 1-2 days worth of items and then make daily trips to the grocery store to replenish 

fast moving items.  Remember to pace how much is spent each day so that the hospitality amount allocated in 

the spending plan will last all five days of the conference.  Keep in mind any restrictions the site imposes on the 

hospitality room.  Some sites require that all food and beverage offered in the room be consumed in the room.  

Some sites require that all food and beverages offered be pre-packaged, single serving items (fresh fruit is 

usually an exception). 
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Script for Fellowship day workshops: The Board will give the host committee the script that is to be used to 

open and close each Fellowship Day workshop.  The host committee is responsible to make sure a script is in 

every Fellowship Day Workshop room on the main table.  (Please see “Appendix: Script to open and close each 

Fellowship Day workshop”.) 

 

Name tags for the local Fellowship Day attendees.  The host committee will provide the local Fellowship Day 

attendees self adhesive sticker name tags or plastic pin on tags.  They are to be visually different than the other 

name tags being used for other purposes.  If local attendees purchase the Gala, they should be given the same 

symbol on their name tag as the other attendees who have purchased the gala (a blue star sticker was used as an 

example earlier in this document). 

 

Convocation is a two day event held Saturday and Sunday mornings.  It the culmination of the conference, and 

is where motions are considered and other business that affects the entire D.A. fellowship is conducted.  The 

host committee needs to provide supplies and volunteers for this event.  Please see “Appendix: Descriptions of 

the Host Committee Subcommittees” for a more detailed description of the duties of the Convocation and 

Credentialing Subcommittee and “Appendix: Convocation and Credentialing” for specific convocation 

instructions.   

 

Tear Down / Clean-Up.  After the conference is over, the host committee will need to tear down and clean-up.  

Remove all WSC related items from the premises including left-over food in the hospitality room, office 

supplies, signs, decorations, etc.    
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After the Conference: 
 

Hold a closing host committee meeting to create a "lessons learned" document to be submitted to the Board 

and the WSC Conference Committee.  This document is sometimes also referred to as the “post-conference 

report of the host committee”.  This report is generally produced within a month of the closing of the 

Conference.   

 

Close the Host Committee bank account.  Make sure all checks that have been written have cleared before the 

account is closed.  Have the bank turn any funds in the account into a cashier’s check made payable to 

D.A.GSB.  This is generally done within 6-8 weeks after the close of the conference.  If there are outstanding 

un-resolved items that prevent this from being done in the 6-8 week time frame, the GSB liaison and the GSB 

treasurer should be notified.  Any unused checks associated with the account are to be destroyed. 

 

The Host Committee Treasurer provides the Board a final accounting of all funds that went through the 

host committee, and either returns the unused funds to the GSO or submits final reimbursement requests (if all 

seed money was used and local members spent their own money on host committee related items).  This final 

accounting must be submitted no later than eight weeks after the close of the conference.  If there are 

outstanding unresolved items that prevent this from being done in the eight week time frame, the GSB liaison 

and the GSB treasurer are to be notified. 
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Appendices 
 

WSC History and Background 

In September of 1987, a small group of General Service representatives (GSRs) gathered in an 

auditorium in a hospital in New York City, and conducted the first D.A.World Conference.  Very few of 

the participants at that World Conference had a clear idea of what to expect.  There was no Conference 

Charter defining the role of the Conference within D.A.World Service, and no experience upon which to 

base such expectations.  However, Donald A., a member of the General Service Board at that time, had 

extensively reviewed the AA Service Manual, and based his understanding of how the Conference 

should be run on this document.  The participants at that first D.A.World Conference split into 

committees, spread to the various corners of the auditorium, and met for about 90 minutes.  The 

meetings were short, disorganized and not particularly productive, but this was the birth of the World 

Conference as part of the D.A.World Service structure.   

 

In 1988, the World Conference met in a high school cafeteria in Los Angeles and in 1999 at the National 

4H Center in Washington, DC.  By the time the 4th World Conference met in Chicago, the meeting had 

finally found its own identity.  The majority of the participants arrived with a clear idea of what the 

Conference involved.  They knew that they would be expected to work on a committee during the 

weekend, and help direct the work of that committee during the upcoming year.  They also knew they 

would meet on Sunday morning so that the various committees could share what they had discussed 

over the weekend.  Using this basic structure as a starting point, the World Conference has been further 

refined through the years that followed.   

 

The role of the Host Committee has also evolved through the years.  The Host Committee is expected to 

find a site for the Conference that affords the participants reasonably-priced lodging accommodations 

while providing adequate meeting space for the work of the Conference.  Today, the Host Committee 

works closely with the General Service Board, the General Service Office, and the WSC Conference 

Committee to host a successful World Service Conference.  The Host Committee should strive to 

provide the WSC attendees with the necessary information to make them feel comfortable while having 

a very productive World Conference. 
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Working Together  

How the GSB Liaison, the WSC Conference Committee, and the WSC host committee work together: 

 

A GSB Liaison will be assigned to each WSC Host Committee by the GSB Chair.  The GSB liaison is 

the link between the Host Committee and the General Service Board as a whole and the Board’s 

Conference Support Committee (CSC).   

 

The WSC conference committee and the Board’s CSC committee provide support to the Host 

Committee.  The conference committee may have past host committee chairs in their group who can 

offer their experience, strength, and hope to the current host committee.  The host committee chair 

participates in the monthly WSC Conference Committee call to give a 3-to-5 minute update on the host 

committee’s current work and progress.  This is so the Conference Committee is kept in the loop about 

how the planning is going and so the Conference Committee can offer support in any way they can. 

 

The board’s Conference Support Committee also typically has members with prior host committee 

experience. The CSC will closely monitor the host committee’s work leading up to the conference, and 

will address all board related responsibilities. The GSB liaison will sit on the CSC calls, and serve as the 

primary point of contact between the host committee and the CSC. 

 

Only the Chair of the General Service Board has the legal authority to sign contracts and make legally 

binding agreements on behalf of D.A.  The Host Committee is the local eyes and ears.  The host 

committee gathers price estimates from potential vendors (such as possible conference sites and possible 

DJ’s) and then submits the estimates to the Board liaison with a top-pick recommendation.  The Board 

does all the negotiating and contracting from there. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Page 31 

 

Descriptions of the Host Committee Officer Positions 

Host Committee Chair 

The Host Committee Chair has the biggest job.  The Chair doesn’t have to do everything, but 

they do have to oversee that everything gets done.  They will be the central coordinator of all 

host committee efforts and will work closely with the Board Liaison and the WSC Conference 

Committee.  The Chair will schedule / lead the Host Committee planning meetings and ensure 

the timely performance of all host committee tasks. 

 

The Host Committee Chair should be selected as early as possible in the process.  Once selected, 

the Chair should contact the Host Committee’s GSB liaison.  Frank and continuous 

communication between the Host Committee and the GSB liaison is essential for a successful 

Conference.  The Chair is the main channel through which this communication passes. 

 

It is the Chair's obligation to arrange regular host committee planning meetings.  Early in the 

process, these meetings are typically held monthly.  The planning meetings may be more 

frequent as needed to meet major deadlines.  The planning meetings should be at least weekly for 

the last 10 weeks before Conference.  There should be at least one-post conference host 

committee meeting.   

 

The Chair presides over all Host Committee planning meetings.  The Chair should develop an 

agenda for the meetings and distribute the agenda to the Host Committee members.   

 

The Chair will be required to attend the World Conference the year preceding their “host” year 

and to serve on the Conference Committee.  (When the registration packet for the preceding 

WSC is released, please fill out a registration form and write “Host Com Chair” on any line 

where an amount of money would typically go.  Mail this registration to the address indicated on 

the form.)   

 

The Chair must coordinate and oversee the work of all of the Host Committee subcommittees.  

The Chair keeps the subcommittees working towards their goals to accomplish the various tasks 

of the Conference at the appropriate times.  There may be some areas where there is overlap in 

the duties of two or more subcommittees.  The Host Committee Chair should look for these 

scenarios and communicate the overlap to the subcommittee chairs involved.  In these overlap 

scenarios, the subcommittees will need to either work together or come to an agreement on 

which subcommittee will do the work.  The Host Committee Chair should be aware of all 

overlap resolutions.  There will also be times where the work of one subcommittee impacts the 

work of another.  The chair should be aware of these scenarios and communicate closely with the 

subcommittee chairs involved.  

 

The Chair should request the assistance of the Vice Chair whenever possible.  The duties of the 

Vice Chair are intentionally left mostly undefined in this host committee handbook so that the 

Vice Chair can assist the Chair in any of the Chair’s duties. 
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The Chair is responsible for making sure that all deadlines are met, including but not limited to 

subcommittee deadlines.   

 

The Chair is an important point of contact with the Conference Site.  The Host Committee Chair 

and the GSB liaison should be aware of and involved in all communication with the Conference 

Site, especially when the communication conveys decisions or instructions.  (See “Appendix: 

Event order requirements and Site Logistics”.)  

 

The Chair is the Host Committee spokesperson with the local D.A. groups and the local D.A. 

members.  It is important to keep a high level of enthusiasm with the local membership as the 

Conference approaches.  Local D.A. members are needed as volunteers for pre-conference tasks 

(such as putting the delegate binders together) and at the conference (such as staffing 

registration, hospitality, and convocation).  Also, a large local participation in Fellowship Day 

greatly improves the experience for both the out-of–town conference delegates as well as the 

local membership. 

 

The Chair should plan to stay at the conference site during the conference.  The board will 

provide the chair single-room lodging at the site for this purpose.  

 

In summary, the Host Committee Chair is the single most important individual when it comes to 

producing a successful World Conference.  The Chair is the fundamental channel of 

communication between the GSB, the local membership, the Conference site, and the rest of the 

Host Committee.  The Chair facilitates and keeps track of all operations of the Host Committee 

and presides over all meetings of the Host Committee.  The Chair will be intimately involved in 

the World Conference from the time the host city is named until the post-conference Host 

Committee duties are completed. 

 

Host Committee Vice Chair 

The Host Committee Vice Chair assists the Host Committee Chair in the planning and oversight 

of the planning process as a whole.  The Vice Chair should plan to attend every planning meeting 

and to work closely with the Chair in between planning meetings.  At the request of the Chair, 

the Vice Chair will do many of the items listed in the chair section.  The Vice Chair should 

support and help the Chair in everything.  It is important that the Chair and Vice Chair work in 

harmony with each other throughout the entire process of hosting the conference.  The Vice 

Chair should lead any host committee planning meetings that the Chair cannot attend.  The Vice 

Chair should also be prepared to step into the role of Chair permanently in the event that the 

Chair resigns. 

 

 

Host Committee Treasurer 

The Host Committee Treasurer will be the chair of the host committee finance committee.  The 

Treasurer will work closely with the host committee chair, the GSB liaison, and the GSB 

Treasurer.  The Treasurer needs good financial record keeping and reporting skills.  It is strongly 
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suggested that the Treasurer have at least one year of not incurring any new unsecured debt.  The 

Treasurer uses financial software to coordinate and track all inflows and outflows that go through 

the host committee.  After the conference is over, the Treasurer will create a financial report 

detailing all WSC funds the host committee handled.  Many of the Treasurer’s duties fall within 

a window of time that starts a few months before the conference and continues beyond the end of 

the conference.  The treasurer should plan to attend every host committee planning meeting and 

the host committee wrap-up meeting after the event is over.  

 

The D.A. fellowship relies on the Host Committee to keep the cost of this and future WSC’s as 

reasonable as possible by being good stewards of D.A.’s funds.  They should strive to find the 

most reasonable prices on goods and services related to the WSC.  The Host Committee 

Treasurer should lead by example regarding this matter and should remind the host committee of 

this whenever it is prudent.    

 

The following list of Treasurer duties mentions the Treasurer making various purchases.  The 

Treasurer, per se, does not have to make the various purchases.  The Treasurer just needs to 

provide access to the host committee seed money for the purchases, keep receipts of all the 

purchases, and get the purchases on the itemized report that will be given to the GSB Treasurer 

upon conclusion of the WSC.  

 

The following list of Host Committee Treasurer duties mentions the host committee using their 

seed money to purchase supplies.  Please note that the General Service Office will ship several 

boxes of supplies to the host committee a few months before the conference.  These supply 

boxes should be opened and inventoried before other supplies are purchased to avoid purchasing 

items already provided.  

 

List of the main tasks WSC Host Committee Treasurer:  

● Collect 7th tradition funds at host committee planning meetings. 

● Use 7th tradition funds collected at host committee planning meetings to pay rent for the 

use of the space where the host committee planning meetings are held.    

● Assist in the initial research of possible conference sites and associated price quotes.   

● Gather price estimates from local vendors for the WSC’s audio visual needs, tech room 

computer / printer / copier rentals, DJ services for the Gala, etc.  Submit these price 

estimates to your GSB liaison so that the board can work towards contracting with these 

vendors. 

● Request a tax ID number from the IRS.   

● Request seed money from the GSB.   

● Open a host committee bank account.  The signers on the bank account should be the 

Host Committee Chair, the Host Committee Treasurer, and one or two other trusted 

members of the host committee.   

● Coordinate Host Committee PRG’s whenever desired.    

● At each host committee planning meeting, provide a current financial report of host 

committee funds. 

● Be aware of and/or involved in any host committee fundraising efforts.    

● Work with the GSB Treasurer in creating the WSC spending plan.  The majority of the 

spending plan work is done by the Board treasurer but the price estimates the host 

committee gathers are key elements in the creation of a realistic spending plan.  Once the 

final spending plan has been approved by the full Board, it will be the guide for the host 
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committee on any money the host committee spends on behalf of the conference.  (Please 

see “Appendix: Paying the bills” for lists of what the board pays and what the host 

committee pays.)  

● Manage the seed money provided by the GSB.  The board gives the host committee “seed 

money”.  The amount of the initial seed money is usually $2,000.00.  If the initial seed 

money is depleted faster than expected, additional seed money may be requested.  The 

seed money is mostly spent a few weeks preceding the conference on supplies for the 

WSC and during the week of the conference on perishable food items for the hospitality 

room.  (Please see “Appendix: Paying the bills” for lists of what the board pays and what 

the host committee pays.)  

● Open a host committee PO Box and set up a host committee e-mail account.  The General 

Service Office will mail copies of the WSC registrations to the host committee’s PO Box 

which should be checked by a designated host committee volunteer regularly.  The 

treasurer may use seed money funds to pay for the PO Box.  Though the Treasurer does 

not need to be the one to check the PO Box or maintain the registration spreadsheet, they 

should have access to the registration information.  

● Work with the Board Treasurer regarding the John H Scholarship Fund application 

process, award process, and process for distributing John H funds to the scholarship 

recipients.  The GSB tells the host committee how much money is available to award in 

John H Scholarships for their WSC.  The scholarship applications are mailed to D.A.’s 

General Service Office, then scanned and e-mailed to the host committee.  It is the host 

committee that decides what scholarship applicants are awarded what amounts.  Though 

the Treasurer does not have to be involved in the decision making process or the 

applicant notification, it is typically a good idea.  The Host Committee needs to provide 

the GSB Treasurer the list of who was awarded what scholarship amounts.  The GSB 

treasurer will be the one to disburse the funds to the applicants.  The WSC Host 

Committee is responsible for sending notifications to the scholarship applicants 

informing them whether or not they have been awarded a scholarship.  Submit a 

Fellowship Day / Gala flyer to the GSB Liaison for the Board to approve.  This should 

include a registration section for people who are not attending the entire 5-day WSC but 

will be attending the Saturday Fellowship Day workshops and / or the Gala.  WSC 

Registration money goes directly to D.A.’s General Service Office but the Treasurer may 

collect some money from local attendees paying for fellowship day workshops, the gala, 

and other WSC meals prior to or at the event.  Make sure any pre-registrations for local 

attendees having meals (Saturday lunch and / or Saturday Gala dinner) get into the final 

meal count given to the caterer.  

● Select a local printer to print the materials for the delegate binders.  A few weeks before 

the conference, the GSB liaison will e-mail the host committee the materials that are to be 

printed.  The Treasurer should use part of the host committee seed money to pay the 

printer, to purchase binders, and to purchase divider tabs.  

● Coordinate with the General Service Office to get the information from the WSC 

registrations so that the host committee can make name badges for the WSC attendees to 

pick up at the registration table on the first day of the conference (this is when the 

attendees are given their binders also).  The Treasurer should be involved in purchasing 

the supplies necessary for the name badges.  

● During the conference, use seed money funds to adequately supply copy paper in the 

technology room and snacks/beverages in the hospitality room.  
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● After the conference is over, the host committee returns any WSC money to the Board 

(via the General Service Office) with an accounting of all inflows and outflows that went 

through the WSC Host Committee.  Once that has been done, the Host Committee Bank 

account should be closed.  Copies of the Host Committee bank account statements should 

be sent to the GSB Treasurer (preferably in electronic form).  

 

Host Committee Secretary 

The host committee Secretary plays an essential role by maintaining communication within the 

Host Committee.  The Secretary needs to attend all host committee planning meetings and 

creates and maintains accurate minutes of all planning meetings.  The minutes should be typed 

and distributed to all members of the Host Committee promptly.  The host committee may ask 

the Secretary to be the central point for items that they encounter than need to go on the “lessons 

learned” list and / or the “inaccuracies found in the host committee handbook” list.  It’s easier to 

create these lists along the way rather than to try to remember everything that could go on them 

after the conference is over.  The Secretary may also take on some additional duties if the host 

committee is short on volunteers but may not need to if the host committee has enough 

volunteers.  The host committee secretary is not the same as the convocation recording secretary.  

Though the same person could perform both roles, it is not required.  They are independent and 

separate positions. 
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Descriptions of the Host Committee Subcommittees  

 

Conscious Contact Coordination Subcommittee 
This could easily be a one person subcommittee.  There are four early morning, pre-breakfast 

conscious contact sessions (Thursday, Friday, Saturday, and Sunday).  This committee should: 

● Make sure the site event orders have a place for the conscious contact sessions 

● Find volunteers to lead the conscious contact sessions (WSC attendees will likely 

volunteer for this when they register for the conference). 

● Work with the Logistics Subcommittee to ensure the leaders have all equipment 

necessary to lead their sessions.  Leaders may request a CD player, speakers that will 

plug into their MP3 player, yoga mats (bath towels can be used if no yoga mats are 

available), meditation pillows, etc.  Most of these items are things that will likely be able 

to be borrowed from local D.A. members and returned after the WSC.   
● Create a meeting format binder for DA meetings.  Print out boilerplate mtg format from 

DA website; print out steps, tools, etc. 
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Convocation and Credentialing Subcommittee 

 

Convocation 

● Source a recording secretary as soon as you can. Having a DA member is nice but not a requirement  

● Reserve and book a parliamentarian as soon as possible.  

● The process of Convocation is still confusing. It should be simpler... someone mentioned AA has a 

simple way of doing it. CLARIFICATION-- ASK CARLA HOW IT COULD BE SIMPLER. WILLY MIGHT 

WEIGH IN. 

● We used the WSC registration form to assign delegates numbers. And then we asked them for the 

credentialing forms, which seem like they are a big deal— asking people to sign them, etc.  It turns out 

they are not even needed. We just threw them away. SUGGEST ELIMINATING THIS 

● Host Comm. Manual states that we have to have a lot of different materials, so we created them. But 

many of these are shipped from prior conferences and weren’t needed REVIEW WHAT COME OVER 

FROM PRIOR WSC TO SEE WHAT IS NEEDED 

● Four volunteers each morning was enough for the 86 attendees. 

● Try to provide power strips in the hall for charging phones 

● We had too many microphones in the room; there were seven of them. HOW MANY ARE 

SUFFICIENT? 

 

This subcommittee needs several members.  Convocation and credentialing occur both Saturday 

morning and Sunday morning, prior to and during the convocation sessions.  Credentialing is 

crucial to enabling the Board and WSC attendees to vote on the motions brought before the 

convocation.  This committee should: 

● Read the Convocation and Credentialing Instructions found in “Appendix: Convocation 

and Credentialing”. 

● Work with the Host Committee Treasurer to purchase all necessary supplies (card stock 

of two bright colors - 65 pages of each color; round colored stickers that are the same 

color as the card stock - 140 stickers of each color; 10-20 pages of a third bright colored 

paper that is not cardstock, 12-15 pens, and 2-3 big black markers). 

● Make sure all the necessary tables and chairs for the credentialing table are on the 

conference site “event orders”. 

● Work with the Registration Subcommittee to ensure the credentialing forms get placed in 

every delegate binder (one for Saturday and one for Sunday). 

● Pre-print the ballot cards on the card stock (one color designated for Saturday and one 

color designated for Sunday) and cut them apart (they are usually printed two to a page). 

● Pre-number the stickers that will be used.  Each color should start at 1 and go up to 130. 

● Work with the Local Volunteer Coordination Committee to ensure there is enough host 

committee staffing for the convocation event.  We need 2-3 volunteers present at all 

times from 6:30 AM - 12:30 PM both Saturday and Sunday. 

● Work with the Registration Subcommittee to get the master list of the GSRs, ISRs, 

Trustees, and the Office Manager are at the conference and who will be allowed to be 

assigned a ballot in the credentialing process.  This should be a printed list that is 

alphabetical by first name, has the group name, group number, and group location on it, 

and an empty box where the ballot number will be recorded when the person credentials.  

This list will need to be printed twice (once for Saturday and once for Sunday).   
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● Print extra credentialing forms incase WSC attendees forget them and need to fill them 

out at the credentialing table. 

● Pre-print the four different types of “stop signs” that are to be hung on the appropriate 

doors Saturday morning. 

The credentialing process may seem confusing when reading the instructions (found in 

“Appendix: Convocation and Credentialing”), but once the subcommittee has seen it in action, it 

will become clear.  If you have questions before the conference begins, you are welcome to 

contact the Board’s CSC committee (via your GSB Liaison).  There will be several trustees at the 

credentialing table each morning to assist the subcommittee.   

In addition to assigning a unique, sequentially numbered ballot to each delegate and trustee, it is 

recommended that the delegate’s first name and last initial should be written on the ballot.  This 

will help in the event of lost / found ballots.  
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Decorations Subcommittee 
This could easily be a one person subcommittee.  The host committee will determine the level of 

decoration they desire for the conference.  If the conference is held at an upscale site, little or no 

decorations may be fine.  If decorations are desired, this subcommittee should: 

● Make sure any costs for desired decorations are on the WSC Spending Plan before it is 

finalized. 

● Make sure the conference site is okay with the desired decorations. 

● Make sure the decorations will not damage the conference site when they are removed. 

● Work with the Host Committee Treasurer to purchase the supplies necessary for the 

decorations. 

● Hang the decorations at the conference site at the appropriate time for the desired 

event(s). 

● Remove the decorations after the events are over.   
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Fellowship Day Subcommittee 

Fellowship Day   

Things to do ahead of time: 

  

1. Start early (Jan/Feb) to decide on the number of Tracks and Topics. Send that information to the GSB 

by their deadline. 

2. Select a chair and co-chair. Crucial! Too much work for one person. 

3. Divide responsibility for contacting local meetings to invite people to speak, work at the registration 

table, be a moderator for each Track, monitor the doors, etc.  

4.  Create an attractive flyer for local meetings. 

5. Have the Host Committee Chair reach out to all delegates, attendees, Board members, and trustees to 

invite them to speak to ensure a fairly equal mix of local and out-of-town speakers.  

6. Recruit committee members and have in-person/phone conference meetings May – July. 

7. Visit the hotel/venue in-person and decide how to arrange rooms. Have a back-up plan for last minute 

changes. 

8. Create good instructions for mail, online, and in-person Registration.WHY REGISTER? 

9. When registrations come in late, make sure all the people get the information who need it. WHAT 

REGISTRATION? 

10. Overbooked registration desk after the first hour of Fellowship Day 

11. Seemed like there was lower attendance. Encourage delegates to attend Fellowship Day.  

12. Because the GSB said we can’t have a recordings vendor that also sold tapes from other fellowships, 

we could not find a vendor. So we ended up doing our own recordings. WHAT COMMITTEE  

FELLOWSHIP? 

13. 2-3 hours ahead:  Make sure rooms are set up correctly (tables/chairs/signage); make sure temp is 

correct; not too hot/cold. 

14. Figure out the recording procedure ahead of time, have all necessary cables and equipment. 

15. If we record speaker shares ourselves, is there a way to offer old recordings from past Fellowship 

Days? This is one of the benefits of paying for the audio to be recorded by the professional we've 

always used. (I think something might have happened as the Board didn't retain his services last year.) 

 

  

Things we did well the day of Fellowship: 

1.    Speakers filled in at the last minute for no-shows and someone who was ill. 

2.    Schedules had to be changed and printed at the last minute. 

ARE “TRACKS” BELOW  DECIDED IN ADVANCE BY EACH WSC? 

  

Track #1: The Steps 

A. Make sure that multiple people have the PIN number for the International Call-In. We were unable to 

mute globally and the background noise from participants who didn’t mute their phones was incredible 

distracting and rude to the speakers. We had to interrupt numerous times to ask people to please 

individually mute their phones. And that felt rude, too. 
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B.  Make sure that the microphone and the Recording devices are connected to the room speakers. 

(Logistics) 

  

Track #2: The Tools (6,10,10, 12) 

A.  One speaker didn’t show. HAVE BACK UP SPEAKERS LIST 

B. Getting speakers to use only the allotted amount of time TIMER? 

  

Track #3: Working the Program 

A. Give speakers the topics and guidelines for staying on topic.  

  

Track #4: Living a Transformed Life 

A. Fantastic speakers, good audience response and participation 

B. The last group of speakers just blew it out of the water! People crying; very moving. 

C.  A group next door was very loud and distracting. 

  

Local Attendance was 35.  

 

Fellowship Day Registration ADD TO STEPHANIE’S AREA 

● Should have been a separate job. It needed a better process.  

● It’s not a task that is noted in the handbook 

● Easier to have tickets for Fellowship Day, Fellowship Day Luncheon, Gala, than to have color-coded 

stickers on the badges. 

 

Over the years, conducting a Fellowship Day has become an enduring part of the WSC.  

Fellowship Day offers the conference attendees who have spent many tireless hours doing D.A. 

service work an opportunity to work on their own recovery with other D.A. members from 

around the world.  Fellowship Day also offers local D.A. members the opportunity to attend and 

participate in a small piece of the conference.  The fellowship day workshops offer all D.A. 

members the opportunity to share their experience, strength and hope with each other.  

Fellowship Day is held on Saturday afternoon so that it does not conflict with committee 

meetings, thus allowing conference attendees to fully partake in the Fellowship Day activities.   

 

The Fellowship Day workshops usually consist of three to four tracks of workshops with three or 

four simultaneous workshops during each time slot.  D.A. members and conference attendees, 

representing many areas of the world, lead the various workshops.  The structure of these 

workshops is a panel of two to three D.A. members sharing their experience, strength, and hope 

for approximately ten minutes each followed by open sharing of two to three minutes each, as 

time permits. 

 

Though it has not been offered in several years, the Fellowship Day can also be used to also offer 

a “play shop” that allowed the participants to be more creative in expressing their D.A. recovery. 

   

The Fellowship Day Subcommittee should 
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● Submit the proposed fellowship day topics to the rest of the Host Committee.  If 

approved by the host committee, the topics are submitted to Board for approval.  If the 

topics are approved by the board, they will be included in the WSC Registration Packet.  

● Work with the Gala Subcommittee and the Marketing Subcommittee to create the 

Fellowship Day / Gala flyer that local attendees will use to register for the Fellowship 

Day / Gala Events.  The Board must approve this flyer before it is distributed to the 

fellowship.  See “Appendix: Example Fellowship Day / Gala Flyer” for an example flyer. 

● Contact a 12-step audio company.  Invite them to record our keynote speakers / 

fellowship day workshops and sell their audios at Fellowship Day.    

● Work with the Registration Subcommittee to select a means by which WSC attendees 

who have paid for the fellowship day workshops can be easily identified (an example 

earlier in this handbook uses the example of a yellow smiley face sticker on their name 

tags). 

● Work with the Registration Subcommittee and the Local Volunteer Coordination 

Subcommittee to make sure the fellowship day registration table will have enough 

volunteers from 11:45 AM on Saturday until the workshops are over. 

● Work with the Registration Subcommittee to make sure all local D.A. members who pre-

registered for Fellowship Day have name tags waiting for them at the Fellowship Day 

registration desk.  Make sure there are also extra name tags available for those who 

register at the door.  Make sure a locking cash box is at the Fellowship Day registration 

table. 

● Work with the Logistics Subcommittee to make sure all the site event orders contain 

everything that will be needed for Fellowship Day including but not limited to: 

o a podium microphone in the lunch room at the Saturday lunch 

o extra seating in the lunch room at the Saturday lunch for local attendees who have 

purchased the Saturday lunch meal 

o a table in the foyer or hallway for D.A.’s GSO Office Manager to set up a D.A. 

literature display and sell literature 

o any tables needed by the audio vendor in the hallway or foyer, the meal rooms, and 

the workshop rooms 

o any equipment that may be needed to broadcast track one of fellowship day via 

teleconference (the Board will determine the dial in phone number and access code 

for the broadcast) 

o the workshop rooms are set up “theatre style” with a head table that has at least three 

chairs behind it; the workshop rooms have an ice water station; and the workshop 

rooms have trash cans. 

● Assign two or three workshop speakers to each workshop.  (WSC attendees typically 

volunteer for this on a special “service opportunities” form in the registration packet that 

they mail in with their registration.) This includes sending e-mail correspondence to the 

people who have volunteered letting them know ahead of time what workshop topic they 

have been assigned to.  Having a variety of speakers from many different geographical 

locations is generally very desirable. 

● Make sure all Fellowship Day speakers meet the speaking requirement (speakers must be 

free from incurring unsecured debt for at least one year). 

● Remind all Fellowship Day speakers that they are to focus their sharing on not incurring 

any new unsecured debt, working the Twelve Steps, using the D.A. Tools, and applying 

the Twelve Traditions. Speakers should also share their experience of how these D.A. 

cornerstones relate to the listed workshop topics. 
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● Remind all Fellowship Day speakers that they must abide by the Twelve Traditions and 

they should limit their sharing to their own experience, strength and hope in the D.A. 

program.  There should be no mention or promotion of outside or personal businesses. 

● Makes sure a GSB-approved Fellowship Day Workshop script is printed for each 

workshop room (Please see “Appendix: Script to open and close each Fellowship Day 

workshop”) and in the room on the head table before the workshop starts.  The 

subcommittee should also place an easy-to-use kitchen timer on the head table of each 

room. 

 

Ideas to implement if the host committee is lacking sufficient volunteers to speak at the 

workshops: 

● Send an e-mail to people who have registered for the conference but did not include a 

completed “service opportunities” page letting them know what workshop titles still 

don’t have speakers.  (Please see “Appendix: Example E-mail to find Fellowship Day 

Workshop Speakers”.) 

● Assign each volunteer two different topics to speak on (in different time slots, of course) 

● Ask local D.A. member who meet the speaker requirements to volunteer. 

● Have a list of workshops that still need speakers at the WSC registration check-in on 

Wednesday night and have the registration desk ask people to sign up for an item on the 

list as they check in.  
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Finance Subcommittee 
The Host Committee Treasurer is chair of the Host Committee Finance Subcommittee.  The 

Finance Subcommittee should assist the Host Committee Treasurer in the items listed in 

“Appendix: Descriptions of the Host Committee Officer Positions” under the Host Committee 

Treasurer duties.   

 

The D.A. fellowship relies on the Host Committee to keep the cost of this and future WSC’s as 

reasonable as possible by being good stewards of D.A.’s funds.  They should strive to find the 

most reasonable prices on everything related to the WSC.  The Host Committee Finance 

Subcommittee should consider this when discussing spending plan requests and when purchasing 

items on the spending plan. 
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Fundraising Subcommittee 
Fundraising is not required and if undertaken should be done in accordance with the Twelve 

Traditions.  Please the debtorsanonymous.org website for a free download of a document called 

“The Guide to Special Events” 

http://www.debtorsanonymous.org/_docs/GuidetoSpecialEvents.pdf.    

 

  

http://www.debtorsanonymous.org/_docs/GuidetoSpecialEvents.pdf
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Gala Subcommittee 

 

Gala 

● We had excellent volunteers for check in 

● Chair reached out to all the performers ahead of time, to find out the talent, what they will perform. This 

helped to put together the pacing and order of the performances.  

● Instruments provided: a keyboard, guitar, stools, music stands.  

 
The conference attendees do intense work at the conference.  The Saturday night Gala provides a 

greatly needed and well deserved diversion from the rigors of the conference.  In addition, it 

gives the participants a chance to meet other D.A. members in a relaxed and enjoyable 

atmosphere.  For these reasons, the entertainment provided at the Gala has been a very popular 

component of prior conferences. 

Over the years, the Gala has usually included a special dinner, a D.A. keynote speaker, a talent 

show, a dance with a professional DJ, and / or a social hour.  The dinner and the keynote speaker 

are required elements of the Gala.  The remaining entertainment items are up to the host 

committee.  Due to the creative nature of many D.A. members, the talent shows have frequently 

been magnificent and highly popular.  The host city is encouraged to also provide some local 

flavor to the Gala. 

This subcommittee should: 

● Discuss what kinds of entertainment they wish to have at the Gala.  The committee 

should present their ideas at a host committee planning meeting and the host committee 

should vote.  The ideas should then be presented to the Board via the GSB liaison. 

● Work with the Finance Subcommittee to gather bids for the desired entertainment 

(including but not limited to DJ’s and instrument rentals) and ensure that these 

requirements are included in the final WSC Spending Plan. 

● Submit any potential vendor contracts to the Board signature.    

● The committee should work with Meals Subcommittee to decide what meal choices 

should be offered at the Gala Dinner. 

● The committee should work with the Keynote Speaker Selection Subcommittee to make 

sure a keynote speaker has been selected and invited to speak. 

● Work with the Logistics Subcommittee to make sure the site event orders have all set-up 

requirements listed correctly.  This should include but is not limited to: 

o a dining room set up to accommodate the total number of Gala attendees 

o a riser and podium microphone for the keynote speaker 

o an additional hand held microphone for the talent show 

o a floor for the dance 

o any tables the DJ will require 

o a water station that is replenished several times throughout the dance (thirsty dancers 

drink a lot of water) 

o any other items necessary depending on what the host committee chose to arrange for 

the evening. 

● Work with the Registration Subcommittee to select a means by which people who have 

paid for the Gala can be easily identified (an example earlier in this handbook uses the 

example of a blue star sticker on their name tags). 
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● Work with the Fellowship Day Subcommittee and the Marketing Subcommittee to create 

the Fellowship Day / Gala flyer that local attendees will use to register for the Fellowship 

Day / Gala Events.  The Board must approve this flyer before it is distributed to the 

fellowship.  See “Appendix: Example Fellowship Day / Gala Flyer” for an example flyer. 
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Hospitality Subcommittee 

The Hospitality Subcommittee’s main job is to make the conference participants stay as 

comfortable and welcome as possible.  The conference attendees work very hard at the 

conference and, thus, may sometimes need a break from the rigors of committee work.  In 

addition to keeping the hospitality room stocked with snack foods and beverages, the hospitality 

subcommittee is there to help the conference attendees relax and have fun.  This may mean 

helping attendees find a restaurant, find a safe place to walk, or find something fun to do during 

their Friday evening free-time.  It may very well be the case that a friendly suggestion on where 

to have dinner or how to get to a meeting (if not provided by the conference) could mean the 

difference between a disastrous and a truly successful Conference for some lonely GSR. 

 

 Hospitality  
● The feedback was very positive.  

● We staffed it all of the time.Wednesday and Thursday nights were busiest times 10:00-11:00 pm.  

We had to shoo people out.  

● Wished we had had a co-chair. 

● We should have started scheduling staffing earlier (NEED TO DETERMINE THAT DATE). 

● The volunteer coordinator helped a lot to find volunteers to staff the Hospitality Room. There were a lot 

of gaps. The chair of Hospitality committee spent a lot of time there.  

● Shopping for supplies took 3 people. It was good to have different opinions. 

● Vegetarian, vegan, gluten-free, and healthy food was in demand and went first. It was the most popular 

food by far. The candy and soda were left over.  

● Some people had very specific requests for foods. We did accommodate them but not sure if that was 

needed.  

 

● The menu cost list shows coffee service in the general assembly room will be $25 per person, per day -- 

around $400. If the host committee wants this, they would need to raise money for it.  

● If hospitality suite is in a meeting room on the second floor, can we get one sleeping room for 

volunteers? Dallas had take-out bags for attendees to bring snacks with them from the hospitality suite to 

the meeting rooms and rooms at night. 

 

 

Before the conference this subcommittee should: 
 

● Work with the Logistics Subcommittee to make sure there is a room designated for 

hospitality in the conference site event orders.  Make sure the event orders include any 

desired items such as a refrigerator, a microwave, and seating for 10-12 people.  If a full-

size refrigerator is not available, plan to bring ice chests and purchase bags of ice two to 

three times per day. 

● Create a short list of restaurants and grocery stores that are within walking distance of the 

conference site (and / or a short drive).  This list will go in the registration packet.    

● Compile information regarding what airports are in the local area and various ways of 

getting from the airport to the conference site and back.  Please include information on 

shuttles, taxis, car rental, and public transportation and the approximate cost and time of 
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each method of transport.  Keep this information simple and try to avoid endorsing any 

specific company.  This information will be included in the registration packet. 

● Provide driving directions for how to get to the conference site.  This information will be 

included in the registration packet.  

 

At the conference: 

● Staff the hospitality room 

● Provide a cork board, pens, paper, and push pins for conference attendees to use as a 

communication board and leave notes posted. 

● Keep the food and beverages well stocked (see list below) 

● Provide information on public transportation available (if any) 

● Provide lists of local restaurants, grocery stores, drug stores, convenience stores, local 

points of interests (museums, theaters, parks, etc), and entertainment options for Friday 

night. 

● Provide good local maps 

● Provide lists of local 12-step meetings 

 

Your city’s Visitors and Convention Bureau will likely be able to provide you with free maps 

and information on local points of interest. 

 

Food in the Hospitality Room: 
 

Below are some ideas for what food and beverage items to purchase for the hospitality room.  It 

is recommended that you purchase 1-2 days worth of items upfront and then make daily trips to 

the grocery store to replenish the fast moving items.  Keep in mind the amount allocated to 

hospitality food in the WSC spending plan needs to last the whole 5-day conference. 
 

● FRUIT: Oranges, Apples, Bananas, Plums, Peaches, Grapes, Strawberries, Any other 

seasonal fresh fruit 

● VEGGIES: Carrots, Celery, Red, Green, Yellow Bell Peppers, and Ranch dip (if you 

have a way to keep it cold) 

● DAIRY: String Cheese 

● VEGAN-FRIENDLY: Peanuts, Walnuts, Almonds, cashews, Gluten-free fruit and nut 

bars (variety of flavors), Rice Chips, Pretzels 

● CANDY: Mini candy bar variety pack, Fruit snacks, Licorice, Trail Mix, Hard candy 

variety pack 

● CARB: Granola Bars, Cereal Mix, Microwave Popcorn (if microwave available), 

Croissants, Danish, Cookies, Muffins, Chips variety pack, Crackers 

● DRINK: Bottled Water, Caffeinated coffee, Decaffeinated Coffee, Tea Bags (variety of 

caffeinated and herbal), Energy drinks (regular and diet), Sports drinks (regular and diet), 

caffeinated regular soda, caffeinated diet soda, caffeine free regular soda, caffeine free 

diet soda, lemonade, fruit punch 

● EXTRAS: Coffee creamer, Sugar, variety of artificial sweeteners (pink, blue, yellow, 

green), Cups for hot beverages, Stir sticks, Spoons 

 

If the conference site places any restrictions on our hospitality room (such as requiring that the 

food and beverage items be consumed in the hospitality room or that food be pre-packaged in 

single serve portions), then the subcommittee must follow these requirements and should also 

inform conference attendees about them. 
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Internet Services Subcommittee 
This could easily be a one person subcommittee.  The Internet services subcommittee will likely 

set up the host committee e-mail, the social networking site (for the WSC attendees to find their 

own roommates), and the host committee website (if the host committee chooses to have a 

website).  Someone on this committee may also be selected as the person to be the administrator 

of the social networking site. 

 

Communications 

● We created a Google Forum for online communications  Specifically it was designed to help delegates 

find roommates to share a hotel room. It was not very utilized. Google Forum is not a great tool; 

perhaps there is something better... Some found it confusing. About ⅔ of the delegates signed up to 

use it.  

● Using Google Apps (Docs, Sheets, etc.) to share all of the Host Committee materials worked great. 

Everyone utilized it and it made collaborating easy. We have shared our docs with the LA Host Com. 

chair. LA IS DOING THIS SUGGEST IT BE ONGOING. 

● Having an email list of all the delegates was useful in the weeks prior to the WSC. We imported into 

Google contacts the registration list that came from the GSB. It was very, very useful during the WSC to 

distribute files, alerts, and announcements. That was the best way to be in contact with delegates.  
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John H. Scholarship Awards Subcommittee 
The application for John H. Scholarships is included in the WSC registration packet.  The 

applicants will mail their applications to the General Service Office (GSO) and the GSO will 

scan them and e-mail them to the host committee.  The host committee will  

● Compile the applications in a spreadsheet 

● Make decisions in accordance with the current John H Scholarship policy and guidelines 

regarding which applicants get awarded scholarships and the amount of each award.  

● Notify the applicants, the Board, and the GSO of the decisions. 

The Board Treasurer will then work with the successful applicants to help them access the 

scholarship funds they have been awarded.  

Please see appendices: John H. Scholarship Distribution Guidelines” and “John H. Scholarship 

notification e-mail templates”. 

 
The John H. Scholarship process is ripe for modification, yet it takes an act of the conference body to change the basic 

workings of the process, including distributing better instructions, or modifying the inaccurate spending plan. Much of 

the details described below are left to the host committee which is OK, but the applicants could get better guidance in 

advance if it was allowed.  

Background:  

Usually the host committee chair, vice chair and board liaison are the minimum attendees of the John h. Scholarship 

committee.  The spending plan provided in the scholarship application is wrong, confusing, generates wasteful allocation 

of funds, and lends itself to some unfair operations of the process which will be described in detail below.  

The way the scholarship is supposed to function:  

The requests are ranked from greatest need to smallest need. The largest qualifying request is granted a full scholarship 

(to the extent that funds are available). Any remaining funds are then distributed to the groups with the smallest needs, 

in successive order until the scholarship funds are exhausted. This list ordering process makes it subject to, and sensitive 

to, small changes in amounts, boosting or lowering individual applicants on this ordered list, particularly when it comes 

to the big scholarship.  

Here are some of the ways that the system is broken and what we did about it for two years. Sorry, this section is quite 

long, but it needs serious attention…  

a) Scholarship applicants tell the committee what their airfare costs will be, and there is not a way without 

separate research (which we did), to determine if they are over-estimating (often) the airfare. Since the 

scholarships may be awarded as much as two months after the submissions are due, there has to be some 

contingency. But, in general, we saw large variations for airfare even FROM the SAME departure city to travel to 

the conference. 

  - FIX: we checked every From/TO city-pair for the applicants on one of the standard travel sites and selected 

the 2nd cheapest non-refundable airfare for travel between the cities with decent travel times (not middle of 

night, or zero frills airlines). Airfares were adjusted to these amounts which in general lowered airfares 

significantly even if we added an additional $50 extra contingency on top of those airfares).  

b) The spending plan in the scholarship application indicates that the 10% Contingency is allocated on the WHOLE 

spending plan, while there are fixed costs for the conference fees, hotel, gala and fellowship day which need no 

contingency allocated to them. 

FIX: only calculate the scholarship contingency 10% on the travel related, and extra meals portion of trip.  

c) The application applies no guidelines on tips, or baggage fees or additional travel costs for traveling to/from the 

conference. Some individuals proposed generous tips, for example and others allocated nothing. Some added 
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unallowable expenses in these categories like dog boarding fees at home.  

 FIX: For ranking purposes, zero out tips for transportation. These can be covered by contingency funds, or 

fixed for all applicants at the same value like $3 tip each way. Examine additional “travel” costs for items that 

would not be allowed on a standard company business trip, like daycare for pets at home.  

d) Some individuals claimed single-rate (in contrary to the application guidelines) for the hotel stay, without 

justification (medical justifications are allowed, but should be documented with physician note for example).  “I 

snore”, or “I have a pet/companion animal” is not sufficient reason to claim scholarship funds for a single room.  

FIX: only allow single-rate on scholarship funds with physician-documented medical reason.  For example 

“CPAP machine”. If they want to fund the extra costs out of pocket they are welcome to do so, or locally fund-

raise the difference.  

e) Speaking of fund-raising… To qualify for the scholarship according to the rules, groups have to fund-raise 

towards the costs for their GSR and be registered with the central office for at least 2 years.  

FIX: make sure you disqualify groups that raised zero funds, or very little funds (less than $50 which would be 

$1 per week for the last year) towards getting their GSR to attend. Ask the office to verify longevity of groups, 

particularly the ones that have very low fund-raising. Group number may be an indication also of groups that 

have been around less than 2 years.  

f) Lists of applicants are notoriously inaccurate no matter who generates them. Verify that you have the email 

addresses and physical addresses correctly recorded. Send an early email to them asking them to verify their 

email address, and track who responds on the list. Call those that don’t respond to verify email address and 

physical address.  This email could also clarify the adjustments you are making to applicant’s spending plans (in 

general). Also, if the host committee translates the list of applicants to a file, send this list to the office, and have 

them verify you have the applicants correctly recorded. In the past the office sent us a spreadsheet of the 

applicants in addition to the scans of the applications and other documentation. Sometime the applicant names 

are VERY CLOSE or could even be identical (for example two “Susan Smiths”), so double and triple check these 

lists against the printed applications. Applicants have had their submissions overlooked (yes, I did this 

personally, and it is a very painful amends call to make, so don’t miss anyone).  

g) Call the folks that don’t respond to the verification or award/non-award emails.   

h) Technology pit-falls:  Send actual letters for the awards in addition to email notifications.  Emails can end up in 

“junk email”, especially when the email title says “SCHOLARSHIP WINNER” This can be a red flag for most junk-

mail program scanning. Some people may have tech issues and may not see awards if email is the only 

notification.  A real letter is better. Go ahead and send the emails as well.  In the title of the emails consider 

putting: “John H. Sch.” Abbreviating the work scholarship, and avoiding the word AWARD or WINNER. Even in 

the email body text, use words like “allocated” to keep them from being swept into Junk-mail folders.   Also, ask 

each awardee, and non-awardee to confirm that they received the communications. Call folks that don’t 

respond. They may be still waiting to find out if they won an award, even if you told them weeks ago ( due to 

tech issues described above).  

 

Finally: in the awards, describe any adjustments you made (reduced airfare, double occupancy hotel, 

contingency only on what needs contingency).  Ask that if a reduced scholarship compared to what they 

requested are not enough to allow them to attend conference, let the committee know that they will not be 

accepting the award so the funds can be allocated to another group.  

 

 

  



 

Page 54 

 

Keynote Speaker Selection Subcommittee 
This could easily be a one person subcommittee.  This subcommittee selects the keynote 

speakers for the Saturday lunch and the Saturday Gala dinner.  Speakers should be selected based 

on their time without incurring unsecured debt, their dedication to and experience working the 

twelve steps, their active participation in D.A. service, and a sense that they can carry D.A.’s 

message to a large group.  Speakers should be selected from the pool of people who will already 

be in the local area or attending the WSC.  If identified in advance, the D.A. members selected 

should be approved by the full Host Committee.  GSB Trustees are often selected for both 

keynote speaker selections. 
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Local Volunteer Coordination Subcommittee 

This could easily be a one person subcommittee.  The chair of this subcommittee is referred to as 

the Host Committee Volunteer Coordinator.   

 

In addition to the typical items listed in this subcommittee description, this subcommittee should 

work with all the other subcommittees to make sure they have the volunteers they need to 

accomplish their tasks. 

Volunteer coordinator: NEEDS CLARIFICATION -- LOCAL VOLUNTEER 

COORDINATION SUBCOMMITTEE- ALSO A HOST COMMITTEE SUB COMMITTEE 

CHAIR  

 

HOW TO FEED THE VOLUNTEERS? A SPECIFIC FUND$$ 

 

● Share the google docs spreadsheet that we used for volunteers… so they do not have to reinvent the 

wheel. 

● Work closely with conf chair, tech chair, convocation chair, hospitality chair and fellowship day chair to 

coordinate volunteer shifts. 

● 4 people working during convocation was the optimal number, including the convocation committee 

chair. 

● Start early w/ attracting folks to work early and late shifts (7am to 10am thurs, fri, sat, sun…. also 7pm 

to 10pm wed, thurs, fri,sat).  They were hardest to fill. 

● Confirm operating hours for all of the areas – for example hospitality suite had different hours than tech 

room. 

● Decide who is doing the staffing for: 

○ Conscious contact – for the 2018 conf the volunteer coordinator did it 

○ Trusted servants for DA meetings – was on paper sign up sheets, but not many people signed 

up.  Not sure what happened; it was probably fine. 

● No staffing needed during the hours of fellowship day.  Volunteers are needed prior to fellowship day to 

set up. AN FYI 

● Food for volunteers:  on Saturday, there was an anonymous donation of yogurt, muffins and coffee to 

thank volunteers.  Also, I and another DA member were able to eat our own food at the hotel; it was not 

a problem.  Use discretion.  

 

The primary requirements for local volunteers include: 

 

Before the conference: 

● Someone to allow the General Service Office to mail Host Committee / WSC things to 

their home address (these things will include supply boxes, D.A. literature, etc). 

● Work with the Hospitality Subcommittee and the Finance Subcommittee to assign 

volunteers to purchase one to two days worth of snacks and beverages for the hospitality 

room. 

● Work with the Registration Subcommittee and the Finance Subcommittee to assign 

volunteers to purchase any necessary supplies for registration (binders, dividers, nametag 

paper, name tag holders, etc).  
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● Work with the Convocation and Credentialing Subcommittee and the Finance 

Subcommittee to assign volunteers to purchase any necessary supplies for credentialing. 

● Work with the Logistics Subcommittee and the Finance Subcommittee to assign 

volunteers to purchase any necessary supplies for the tech room and the WSC committees 

(paper for the tech room, office supply items for WSC committees, etc.). 

● Work with the Signage Subcommittee to coordinate volunteers to make signs. 

● Work with the Registration Subcommittee to coordinate volunteers to assemble the 

delegate binders (after the prints have been picked up from the printer).    

 

At the conference: 

● Conference Registration (where GSRs, ISRs, and Trustees check in for the conference) - 

Wednesday 12:00 pm to 10:00 pm and Thursday morning, 7:00 am to 10:00 am (the 

volunteer(s) may be collecting some money, a cash box is needed) 

● Fellowship Day Registration - Saturday 12:00 pm to 1:30 pm (the volunteer(s) will be 

collecting the fellowship day workshop registration money from local attendees who are 

not attending the rest of the conference, a cash box is needed) 

● Fellowship Day Timers - Saturday 1:00 pm to 5:30 pm (keeps speakers w/in their time 

limits, can be done by anyone in the room if no one signs up for these posts, low-priority 

position to fill) 

● Convocation / Credentialing - Saturday and Sunday 6:30am - 12:30pm, 2 people each day 

or can be broken into shifts (monitors and keeps count of GSRs and ISRs coming in and 

out of the general assembly voting room with number cards and assists in getting 

paperwork to delegates prior to assembly) 

● Tech Room - Wednesday 12:00 pm THROUGH Sunday 1:00 pm. They do not need to 

know anything about computers to volunteer. We will keep the tech room open from 7:00 

am to 1:00 am on Friday as committees stay up late planning their reports for Saturday 

morning. 

● Hospitality Room - Wednesday 12:00 pm THROUGH Sunday 1:00 pm, again the hours 

each day are TBD, this is where attendees can stop by to grab a drink or snack or just 

hang out for a little break 

● Errand Runners - on call, as needed, to replenish hospitality room snacks or pick up any 

other kind of supplies. Work with the Hospitality Subcommittee to have someone take a 

daily inventory of what needs replenished from the hospitality room (at either end or 

beginning of each day). 
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Lodging Subcommittee 
The Lodging Subcommittee is only necessary if this WSC will be large-scale lodging.  Large-

scale lodging means WSC attendees pay D.A. for a lodging package on the WSC registration 

form.  (Small-scale lodging means WSC attendees will make their own lodging reservations 

directly with the conference site.)  

This committee should work with the Registration Subcommittee to:  

● Keep a 100% accurate list of the attendees for whom lodging will be required.  In 

addition to providing lodging for the GSR’s and ISR’s who register for the conference, 

don’t forget to arrange lodging for: the Board (check in Monday, Check-out Sunday); the 

GSO Office manager, the current Host Committee Chair, and the upcoming year’s Host 

Committee Chair (Wednesday check-in, Sunday check-out); and the parliamentarian 

(Check-in Friday, Check-out Sunday).  

● Make sure WSC attendees can pick up their room keys at WSC registration check-in on 

Wednesday night.  Develop a process through which WSC attendees can access their 

room key Wednesday night if their flight is delayed and they do not reach the conference 

site before registration check-in closes. 
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Logistics Subcommittee 

Logistics and Tech 

● This is a big job and we needed 2 co-chairs 

● The logistics co-chairs need to be able to talk to the hotel staff. It can’t all funnel through the GSB 

liaison. We needed copies of the BEOS. More partnership on the logistics would help. 

● There were lots of discrepancies between what is in the host committee manual, the expectations of the 

GSB based on recent conferences and how much leeway the Host Com has to do things differently. 

For example, there is a schedule in the host comm manual that we used for the WSC. It is out-of-date 

and differed from the schedule the GSB was using. WE KNOW ALL OF THIS SO THIS MAY BE 

ADDRESSED AS WE INCORPORATE THESE SUGGESTIONS 

● The schedule you put in the registration packet is final. We couldn’t adjust it after the fact. Get a copy 

and review prior to publishing.   

● Volunteers management is a separate role within logistics. We had a great volunteer coordinator.DO 

WE KNOW THAT VOLUNTEERS IS UNDER LOGISTICS ALREADY? 

● If we had had to add remote participation (it was a beta at 2018) it would have added a whole additional 

level of demands. For example, we were going to have to manage 9 additional devices.  

● We should have broken hotel logistics out from tech room management 

● If we can simplify the A/V in Convocation you would eliminate having someone at a mixing board 

● The A/V sound was really demanding. We were lucky we had someone who knew how to do that too.  

● Receipt of materials for the binders happens late. Reports come in the day before the conference. We 

got one report during the day on Thursday. Plan on assembling just before the WSC. DETERMINE 

EXACT TIMING - A WEEK BEFORE? A FEW DAYS? ASK CARLA FOR CLARITY MAYBE? 

● Supplies need to be labeled and shipped out as soon as possible to next year’s host com. 

 

The Logistics Subcommittee will be involved with the overall meeting planning.  The committee 

is to plan for and orchestrate the onsite operations of the Conference.  As the duties of the 

logistics committee can be broken into two different categories (site-related and non-site-

related), some host committees have chosen to form two different logistics subcommittees while 

other host committees have chosen to have two divisions under the one subcommittee. 

 

It is often helpful to have at least one or two people on the Logistics Subcommittee who have 

previous event planning experience. 

 

The Logistics Subcommittee will work with several other subcommittees to make sure they have 

what they need when they need it during the conference.   
Hotel Logistics: 

The logistics start before the conference. Typically on Monday or Tuesday prior to the conference, there is a meeting 

with the hotel staff and our board of Trustees, where the hotel staff is introduced, and presents the room orders (BEOs) 

as they understand them. These BEOs indicate for EVERY ROOM and every time slot, the room set-up requirements, 

meal details, etc. It is critical that the host chair, vice chair, gala person, and logistics chair be present at this BEO review. 

Much can be caught and corrected at the meeting if you carefully go over the orders. If any room changes are required, 

or additional rooms needed, this is the time to ask for all that and clarify issues.  
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On a daily basis from Wednesday to Sunday, there really needs to be a logistics person that works with the hotel on 

making sure the rooms are set up as needed, the tables are where they need to be. There will be LOTS of changes and 

extra requests. The person has to be both firm and gentle. Using lots of please and thank-you’s helps. This role can be a 

full time job just to communicate with the hotel about temperature issues in the meeting rooms.   

 

Example - Fellowship day logistics:  

There needs to be a separate conference room where both the recording person (1 table, 2 chairs), and the 

conference calling person (1 table, one chair) can operate. This room needs to be near the Fellowship day sessions in 

case there is an issue.   

For the front check-in area outside the Fellowship day sessions,  

the following set-up:  

● Fellowship day check-in area (1 table, two chairs),  

● GSO Literature sales area (2 tables, 2 chairs)  

● Previous conferences recording sales area (4 tables, 2 chairs)  

(Note: This same set-up for recording sales will be needed outside the Convocations room on Sunday AM) 

Host Committee Space:  

The host committee needs working space, particularly early in the week and throughout the conference. We had our 

own room for storing printed materials, making binders, executing host committee badging, and storing stuff in 

evenings. It is good if this room can lock, but not really necessary. It needs at least 4 tables in it for working space. The 

hospitality suite acts as a separate area for host committee, but it is often taken over by conference committee chairs, 

and sometimes the board of trustees, and others for specific meeting times, so don’t count on it for the volunteers as a 

constant hang-out spot.  

● Host Committee needs a room to stage supplies and put binders together from Tuesday to Sunday, they will also 

need space to assemble materials (notepads, easels, whiteboard, etc) for conference/caucus meeting rooms 

 

Site Related Logistics 

Review the conference site’s event orders.  Make sure all items listed are correct and no items 

are missing.  Make sure the set-up for each room is correct. 

 

● Committees and Caucuses share meeting rooms since they are at different times. They can share the 

white boards (pads are expensive -- $45 each in Dallas) 

 

Common room set-up styles include: 

Classroom: Rows of tables with chairs positioned so audience can facing a head table 

at the front of the room.  At the WSC we use this set-up style for general 

session meetings. 

Theater: Rows of chairs (no tables).  Audience faces a head table at the front of the 

room.  At the WSC we use this set-up style for Fellowship Day 

Workshops. 
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Conference: All people sit facing each other around one large rectangle-shaped table.  

At the WSC we use this set-up style for committee rooms if the room isn’t 

big enough to accommodate a U-shape set up. 

U-shape: Tables are set up in a U shape with one open end.  Chairs are set at the 

tables on the outer rim of the U so people can face each other.  The inner 

rim of the U is empty.  At the WSC we use this set-up style for committee 

breakout rooms. 

Rounds of 8: A large round table that can seat eight people facing each other.  This can 

be modified to be rounds of 6, 10, or 12 depending on the size of the round 

tables and how close together the chairs are.  At the WSC we use this set-

up style for meals. 

 

The site-related tasks may include: 

● If the Audio Visual equipment is being supplied by the conference site, make sure the 

proper AV items are listed in the proper rooms at the proper times.  AV equipment will 

be needed as follows: 

Tuesday: GSB’s room set up with easel, flip chart, and markers (to be left in this 

room until Sunday afternoon). 

Wednesday: General Session room set up with microphones and LCD support 

package for power-point presentations (we have our own projector / in-focus 

machine). 

Thursday: General Session room set up with microphones and LCD support 

package for power-point presentations (we have our own projector / in-focus 

machine). 

Committee Rooms set up with easel, flip chart, and markers. 

Friday: Committee Rooms set up with easel, flip chart, and markers. 

Saturday: General Session room set up with microphones and LCD support 

package for power-point presentations (we have our own projector / in-focus 

machine). 

Lunch room set up with a podium microphone 

Gala room set up with two hand-held microphones, a dance floor (if necessary), 

and any additional audio visual items the host committee deems necessary 

(assuming they are in the WSC spending plan). 

Sunday: General Session room set up with microphones and LCD support 

package for power-point presentations (we have our own projector / in-focus 

machine). 

● Work with the Technology Subcommittee to make sure the site-provided tables, chairs, 

and electrical outlets are in the tech room. 

● Work with the Signage Subcommittee to make sure the conference site provides any 

signage they’ve agreed to post. 

● Work with the Meals Subcommittee to make sure all food items that have been ordered 

are on the site’s event orders. 

● Work with the Gala Subcommittee to make sure the site event orders have the correct set-

up orders for the Gala (including microphones, dance floor, tables the D.J. will require,, 

etc)  

● Work with the Hospitality Subcommittee to make sure the event order list everything the 

site will be providing in the hospitality room (refrigerator, microwave, seating for 10-12 

people, etc). 
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● Work with the Registration Subcommittee to coordinate the creation of the detailed 

conference schedule.  Please see “Appendix: Example Schedule of Events for Delegate 

Binder”. 

 

Non-Site Related Logistics 

 

The non-site-related tasks may include: 

● If the Audio Visual equipment is being supplied by the conference site, make sure the 

vendor knows what AV items we need in each room at each time. 

● Work with the Finance Subcommittee and the Technology Subcommittee to make sure 

the computers, printers, and photocopier will be in the tech room when we need them. 

● Work with the Finance Subcommittee to purchasing office supplies for the conference 

(after the supply boxes from GSO have been inventoried).  

● Work with the Signage Subcommittee to make sure all necessary signage is in place at 

the conference (if any additional signage is needed after the conference site has provided 

any signage they’ve agreed to post). 

● Work with the Decorations Subcommittee to make sure all desired decorations are in 

place at the conference (if the conference site allows us to bring our own decorations and 

if the host committee wants decorations). 

● Work with the Gala Subcommittee to coordinate any necessary equipment for the Gala 

(music instrument rentals, D.J.’s, etc). 

● Work with the Hospitality Subcommittee to make sure the hospitality room has 

everything it needs including food, cork board, paper, pens, push pins, etc. 

● After the Registration Subcommittee has put together the delegate binders, get from them 

any remaining “D.A. Contribution Envelopes”.  The two clearly labeled contribution 

“baskets” and the remaining envelopes should be put on the designated contribution 

collection table on Wednesday night at the end of dinner (before the first General Session 

starts).  

● During the conference, deliver each committee’s/caucus’ supply box, WSM motions 

summary document, and pre-loaded flash drive to the committee/caucus chair(s) at their 

first committee/caucus meeting. 
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Marketing Subcommittee 

The marketing Subcommittee is concerned with letting the fellowship know about the World 

Service Conference, the Fellowship Day, and the Gala.  The Board and the General Service 

Office conduct all the fellowship-wide announcements (eNews and group mailings).  Most of the 

Host Committee’s efforts will focus on communicating with the local D.A. community. 

This subcommittee should: 

● Ask the GSB Liaison where this conference is in the three-year rotation of the general 

conference themes of Steps, Service, and Sponsorship.  Once you know your general 

topic, discuss several options for conference themes and logos.  Present the possible 

theme and logo ideas at a Host Committee planning meeting.  The Host Committee 

should vote on their top two picks.  The first choice and second choice should then be 

submitted to the Board (via the GSB Liaison).  The theme and logo will appear on all 

conference registration materials, flyers, host committee website, and the conference 

attendee’s delegate binder.  The Board must approve the theme and logo before they are 

used.  Some examples of themes from previous years include: Sponsorship.... Essential to 

our Recovery; Recovery and Change Through Service; One Step at a Time; 

Remembering our Primary Purpose; A Step in the Right Direction; and There Are 

Spiritual Solutions 

● Create a flyer to be distributed at the preceding year’s WSC announcing the dates and 

location of this WSC.  This can only be done if the site contract has been signed and the 

theme and logo of the conference have been approved by the Board.  If these items are 

not complete before the preceding WSC, skip this item.  Please see “Appendix: Example 

flyer for preceding year’s WSC”. 

● Work with the Registration Subcommittee on the first draft of the WSC registration 

packet. 

● Create a flyer for the Fellowship Day and Gala events.  Please see “Appendix: Example 

Fellowship Day / Gala Flyer”.  Once the flyer has been approved by the Board, distribute 

it to local D.A. groups and local D.A. members.  If desired, you may also request the 

assistance of the General Service Office to distribute this flyer to surrounding states.  

Remember that a post card, envelope, or any other correspondence should not have 

“D.A.” or “Debtors Anonymous” on any part that could be read by a postal worker or 

anyone outside the Fellowship.  For confidentiality purposes, neither the General Service 

Office (GSO) nor the Board can release contact information (including but not limited to 

names, addresses, e-mails, and/or phone numbers) that has been submitted on the group 

registration forms.  If the Host Committee would like Fellowship Day / Gala fliers sent to 

groups and / or intergroups in the neighboring states, please send a request e-mail to 

office@debtorsanonymous.org.  Please include a list of the specific states you are hoping 

to mail to.  If the request is approved, the GSO will be the one to send the flyers. 

 

  

mailto:office@debtorsanonymous.org
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Meals Subcommittee 

 

Meals/Food: 

There are so many issues and concerns here. What worked best in DFW came from a suggestion at the Portland 

conference. This needs to be discussed with hotel prior to the contract so they allocate sufficient space for the food 

buffets.  

DECONSTRUCT the meals to the greatest extent possible.   

● Put all Sauces on the Side including for meats, salads, vegetable sauces, etc.   

● Bread separate from eggs, separate from meats, separate from sauces. This way, the folks can assemble what 

they want and leave out what they don’t want. Don’t let the hotel make and serve complete breakfast 

sandwiches (i.e. egg-McMuffin). Instead, let the attendees put their own together. [The gluten-free folks will 

leave the muffin, the vegetarians will leave the meat, the vegans will eat the muffin and leave the egg/meat, and 

cheese, don’t get me started on cheese… etc.]   

● For Salads, no dressing ON salads, only on-the-side.  Put ingredients out as separate items so egg for example 

can be added to salad, but isn’t imbedded. The same with croutons, sesame sticks, etc. 

● LABEL EVERYTHING and make sure the label and placement is clear. Provide gluten free options, provide 

vegetarian and Vegan options. If the re-fried beans contain lard, make sure they are clearly identified compared, 

to the vegan re-fried beans right next to them. Little stands can get knocked over, so be sure hotel knows to 

separate items clearly. 

● Confirm and insist that NO items have alcohol in them (sherry sauces for example are a no-no). These are 

disrespectful to our AA class B trustee board members. Don’t forget that some PIES (like Pecan pie, for example) 

have alcohol as an ingredient, so please ask them to be careful about avoiding them. If they serve an item that 

would traditionally have alcohol, and specifically doesn’t, like the previously mentioned examples, consider 

putting a LABEL that says  

‘no-alcohol-content’ pecan pie, so individuals can be clear what they are eating. Our hotel did order such pies, 

but, without the label, there was still confusion and chaos. 

● You must have vegan and gluten-free food options at meals. People got very upset when there wasn’t 

food for them.  

 

Most past World Conferences have provided meals as part of the registration fee.  The meal 

functions have been quite successful as a way for D.A.s from around the world to break bread 

together and informally share their experience, strength and hope with each other.  The 

conference schedule is tightly packed and having meals on site allows conference attendees to 

get the nutrition they need and still get to their meetings on-time.  Also, most conference sites 

may reduce the price of the meeting space if food and beverages are purchased through the site.  

Therefore, it is highly desirable to provide meals.  The site’s ability to provide meals should be 

considered during the review of the candidate sites. 

 

The Meals Subcommittee will work with the caterer (via the GSB liaison) to develop a menu that 

yields several diverse meal options.  Many conference attendees have special food needs.  In any 

one given conference you will likely find people who: are vegan, are vegetarian, do not eat red 

meat, do not eat sugar, do not eat white flour, are diabetic, must have a gluten-free diet, do not 

eat anything cooked with alcohol, do not eat artificial sweeteners, are allergic to phenylalanine, 

are lactose intolerant, are allergic to peanuts, do not eat anything cooked with oil, do not 
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consume caffeine, eat a low-sodium diet, eat a raw diet, must have a specific quantity of 

vegetables at each meal, and the list goes on.  We also have people who eat a typical American 

diet consisting of plenty of meat and sugar.  While we try to accommodate most special food 

needs, the cost of accommodating every individual’s special needs is prohibitive.  We have 

found that most of these special needs can be accommodated by having the caterer serve all 

meals buffet style, build-your-own (whenever possible), and sauces on the side (whenever 

possible).  The caterer should also provide signs on the buffet table, one sign for each item, 

indicating the name of the dish and listing the ingredients. 

 

We have found it desirable to provide the caterer with the menu and specification we want 

(please see “Appendix: Sample WSC Meals Menu”) and ask them to bid their price estimate 

based on the menu we provide.  Most conference sites are willing to use our proposed menu 

(sometimes with minor alterations).  

 

We typically structure the conference registration so that meals are not-optional.  Reasons for 

this include: there simply isn’t time for the attendees to go off-site for meals and still get to their 

conference meetings on time; if the site is giving a financial benefit for site-catered meals (such 

as no cost meeting space), we have to guarantee a high enough percentage of our attendees will 

purchase the meals in order to earn the benefit; it eliminates the meal related what-if scenarios 

when creating the WSC spending plan; it makes it a lot easier to give the caterer an accurate 

meal count; and it eliminates the need to police the meal line to make sure everyone who is 

eating paid.  It is still necessary to devise a method for obtaining a head count at each meal so 

that we can confirm the accuracy of the charges from the caterer. 

 

  



 

Page 65 

 

Open 12-step meetings Subcommittee 

This could easily be a one person subcommittee.  Though the majority of the conference is based 

on service work, there’s usually at least one time slot per day on the conference schedule for 

open twelve step meetings.  Often two or three of the committee breakout rooms are made 

available for this purpose in each time slot.  These meeting are very unofficial.  They are run by 

whoever shows up.  The people in attendance take a group conscience on what type of meeting 

they will have (D.A., A.A., O.A. Al-Anon, multi-fellowship, etc).  All this committee really 

needs to do is make sure the rooms are on the conference site’s event orders.   
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Registration Subcommittee 

The Registration Subcommittee is an important subcommittee because it is the communication 

link between the Host Committee and the conference attendees.  The Registration Subcommittee 

has many responsibilities. 

1. Printing should NOT be released to printer until the final copies (Binder reports, for example, which change very 

often on the last weeks before conference) of sections are in hand.  THE board liaison, in connection with the 

host chair, should agree (IN written form like email) on the quantities and the versions, before anything gets 

printed. Nothing blows the costs of the conference worse than over-printing or having to re-print large 

quantities, or printing things we don’t need.  

2. The “previous motions and recommendations” document from the last 30+ years of conference should not be 

included in the printed binder. They are available electronically, and it is a huge cost to keep re-printing this 

material year after year. Include this in the e-binders only which can be pulled up and referenced electronically 

by the WSC Conference Committee members if needed. 

3. Pay particular attention to the number of people asking for e-binders. This can greatly lower the cost of the 

conference.  Realize that about half the attendees that ask for e-binder only will change their mind and request 

a paper copy if it is available, in addition to their e-binder. Printing an extra few (or even 10) might be 

appropriate just in case. 

 

● Don't print binders until 2 days before WSC. Use the copier, don't pay for professional printing. Dallas had a 

subcommittee chair who sent out the printing with the wrong amount to be printed, and even then it had to be 

redone multiple times  - they spent $600 over budget just on printing. 

● Have a final print approval by the Board before anything gets printed. 

● Print the room schedule on Wednesday morning and hand it out with the binder. (I feel like we're not going to 

have issues scheduling the rooms since there's so much space, but we'll see.) 

● Craig thought it was a waste to print previous motions for the binder, and they should only be available 

electronically.  

E-binders:  

Electronic versions of the Delegate binder were available for the first time in Dallas as approved for a trial by the conference.  

This experiment was for the large part successful, being extended to the attendees as a whole the second year. Keys to 

continued success:  

1. A tech savvy local person is critical to the success of the e-binder activity.  

2. Contents for the binder should be pdf format, not native MS Word, or Excel. PDF works on all devices. Most 

computer applications can “save-as” or have pdf as a print option to generate the file formats.  

3. Creation of the e-binder is a collection of sub folders. We created this hierarchy of folders to match the tabs on 

the printed binder. Table of contents text files also outlined what was in each tab.  

4. Distribution: Have 4 to 5 USB drives filled with the E-binder folder hierarchy stored on them, in addition to an 

online password protected or private binder with the contents.  We utilized Google drive effectively for this for 

both e-binder distribution. Google drive or other shared folder technology can also act as a unified place where 

the printing materials can be gathered and updated prior to conference.  I maintained a working shared folder 

which had the draft items including the raw word, text and excel files first, and then created the e-binder for 

distribution folder with just the PDF versions of the files for placement on the USB drive or for distribution to the 

delegates.  An individual  host committee member, possibly the tech lead, may have to own and provide the 

space for this storage space. It doesn’t cost very much. Links were be distributed to all the attendees, via the 

provided email addresses on the conference roster.  Conference attendees should be directed to come to the 
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tech room to use the E-binder USB drives. Don’t let these USB drives out of the room, or they will all disappear 

and you won’t have one for other users to use.  

 

For the electronic binder, Dallas had it all on a dedicated Google Drive and members could download it in the 

tech room. They also printed a link to this Google Drive on a sheet of paper that was handed out to delegates. (I 

think Minnesota emailed the electronic binder?) 

 

The Registration Packet 

The registration packet must contain all of the information necessary for conference attendees to 

register for the Conference.  The Host Committee will do preliminary work on the packet. The 

GSB Conference Support Committee will finalize the packet, submit it to the full GSB and 

receive final approval, and confirm that it is posted on the D.A. website. 

 

To get started, the Registration Subcommittee should ask the GSB liaison for the most current 

registration packet template.  The contents of the packet, and the changes needed, typically 

include: 

● Cover page The Host Committee should modify the items that are specific to this 

conference including the conference theme, the conference logo, the site name, and the 

site City/State/Country.  The Board will provide the information regarding the pre-

conference orientation conference calls. 

● Table of Contents page The Host Committee should only modify the items that are 

specific to this conference and this registration packet. 

● Conference Registration form The Host Committee should only modify the items on this 

page that are specific to this conference (such as dates, amounts, host committee e-mail 

address, and items attendees need to know about this specific conference). 

● Lodging Registration form (If attendees are to make their lodging arrangements 

themselves directly with the site.) The Host Committee should only modify the items on 

this page that are specific to this conference (such as dates, amounts, conference site 

address, social networking site to use to find roommates, and items attendees need to 

know about this specific conference). 

● Committee Descriptions page The Host Committee should not modify this page unless 

directed by the board to do so (such as if the previous conference voted to create a new 

caucus or committee). 

● Tentative WSC schedule The Host Committee should only modify the items on this page 

that are specific to this conference.  The Host Committee should not make any major 

changes to the conference schedule without being directed to do so by the Board. 

● Travel Info and Local Info page The host committee provides almost all of the 

information on this page. 

● Map of the conference site (if necessary) The host committee should select a map to use. 
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● Service Opportunities page This page is where the Fellowship Day Workshop topics are 

listed.  This page is also where conference attendees volunteer to do extra service at the 

conference such as speaking at a fellowship day workshop, leading a conscious contact 

session, and/or performing in the Gala talent show.  

● Spending Plan Worksheet for Conference Attendees The Host Committee 

Treasurer/Finance Committee will use the template in the registration packet to develop a 

sample spending plan for conference attendees.  This sample spending plan will help 

those attending the Conference in their financial planning.  In the past, GSRs have found 

the sample spending plans to be very helpful as they determine the amount of support 

they need from their home groups.  It is important that the sample GSR spending plan be 

as realistic as possible to prevent the GSRs from coming to the Conference and then 

realizing they do not have sufficient money. 

● Guest Registration Form for Fellowship Day and Gala Most of the information on this 

page will need to be updated by the host committee.  The Board will tell the host 

committee what amounts to list for the meals. 

● John H. Scholarship Program Description and Instructions The Host Committee should 

only modify the items on this page that are specific to this conference (such as dates and 

amounts). 

● John H. Scholarship Application Form The Host Committee should only modify the 

items on this page that are specific to this conference (such as dates and amounts). 

● Issues and Concerns page The Host Committee should only modify the items on this page 

that are specific to this conference (such as dates). 

● Hosting a Future World Service Conference The Host Committee should only modify the 

items on this page that are specific to this conference (such as dates and upcoming host 

cities). 

Once a draft of the registration packet has been developed, it should be reviewed by the Host 

Committee and then forwarded to the GSB’s Conference Support Committee (CSC) via the GSB 

liaison.  Once the final draft has been approved by both the Host Committee and the Board, it is 

posted to the debtorsanonymous.org website.  A letter is sent by D.A.’s General Service Office 

(GSO) to every registered group and an eNews is sent by the GSB to notify the fellowship that 

the registration packet is available on the debtorsanonymous.org website. 

 

In preparation for the conference: 

The Registration Subcommittee assembles all nametags for all types of conference attendees. 

Different types of conference attendees should have different types of nametags. 

● Name Tags for the GSR’s, ISR’s, Trustees and the GSO Office Manager (also referred to 

as the voting delegates) should be nylon ID card holder necklaces.  

● Name Tags for the host committee volunteers: Local volunteers should have printed 

name tags that are printed on pastel colored paper and inserted into plastic, pin-on name 

tag holders. Key Host Committee volunteers (such as the Chair and Vice Chair) should 

also have an attractive but obvious ribbon hanging from their name tag. 
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● Name Tags for Guests of WSC delegates: Guests should be issued a plastic, pin-on name 

tag holder.  Their printed name tags should be printed on white paper. 

● Name Tags for local Fellowship Day and Gala attendees: The host committee can choose 

whether they want the local Fellowship Day attendees to have self adhesive sticker name 

tags or plastic pin on ones but they should be visually different than the other name tags 

being used for other purposes. 

● Name Tags for the Convocation Recording Secretary and the Parliamentarian: These 

should be nylon ID card holder necklaces (like the voting delegates).  As these 

individuals will not go through the normal registration check-in process, please put them 

with the credentialing supplies that will be used Saturday morning.   
 

Please tactfully decline any offer from a city’s Visitor’s Bureau or conference site for ID 

lanyards as these almost always violate Tradition Six.  Their logo on these lanyards implies 

endorsement of them. 

 

Work with the Fellowship Day Subcommittee and the Gala Subcommittee to develop a method 

to differentiate the conference attendees who have paid for the optional items on the registration 

form.  (For example, a yellow smiley face sticker on their name tag may mean they’ve paid for 

Fellowship Day while a blue star sticker means they’ve paid for the Gala and both stickers means 

they’ve paid for both.)  In addition to this, a method should also be developed to tell which local 

attendees have purchased the Saturday lunch (this could be a red heart sticker on their name tag).  

 

Work with the Site Logistics Subcommittee to coordinate the creation of the detailed conference 

schedule.  Please see “Appendix: Example Schedule of Events for Delegate Binder”. 

 

Work with the Finance Subcommittee and the Local Volunteer Coordination Subcommittee to 

coordinate printing and assembly of the delegate binders.  Please see “Appendix: Delegate 

Binder Inclusion List”.  When the volunteers get together to put the delegate binders together, 

some light refreshments and some good music can make this a pleasurable event. 

 

At the conference: 

When the participants arrive at the Conference, they will be given a Conference packet that 

contains all the material and information that they should need during their stay at the 

conference.  This may include the following: 

● Nametag 

● Their delegate binder 

● Their copy of the D.A. Manual for Service (DAMS) 

● Their lodging room key (if the WSC is using large-scale lodging) 

● Their gift from the Host Committee (if your host committee chose to do this) 

● Any additional items the Board has instructed 

 

The Registration Subcommittee manages and staffs the registration check-in desk at the 

Conference.  This includes making sure that all participants are registered, keeping track of any 
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pertinent statistics concerning registration and managing any registration fees that are collected 

at check-in.  (The registration check-in table should have a locking cash box for this purpose.)  It 

is recommended that a member of the Finance subcommittee be on hand to help record, 

reconcile, and deposit the money collected. 

 

Work with the Local Volunteer Coordination Subcommittee to make sure the registration check-

in desk has at least 2 people at all times during the entire registration period.  This registration 

period is generally Wednesday from noon until 10:00 PM.  Most WSC attendees will have 

checked in on Wednesday but the Registration Subcommittee should work with the Hospitality 

Subcommittee to allow the Thursday morning Hospitality volunteer(s) to check-in any late 

arrivals.  On Thursday morning a sign should be left in the registration area instructing any late 

arrivals to go to the hospitality room for registration check-in. 

 

It is very important that the registration check-in desk track who has checked in and who has not.  

By Thursday at noon, the host committee needs to be able to provide the Board with the name of 

every GSR/ISR in attendance.  There are usually one to two at-the-door registrants.  

Occasionally someone will show up explaining that the person from their group who pre-

registered wasn’t able to come so they’ve come instead. On rare occasions, someone who 

registered just never shows up.  The host committee needs to track all of these abnormalities and 

thus develop a final list of attendees that is 100% accurate.  The board will use this final list to 

determine conference committee spending allocations for the upcoming year.  The final list will 

also be used on Saturday and Sunday morning to “credential” people for “convocation”. 

 

Using the 100% accurate list that was created at the WSC registration check-in, create a master 

list of voting delegates (GSRs, ISRs, Trustees, and the Office Manager) for the Convocation and 

Credentialing Subcommittee.  This list should have the delegate’s first name and last initial, their 

group name, group number, and group location on it, and an empty box where the ballot number 

will be recorded when the person credentials.  (For trustees and the GSO Office Manager, put or 

“Trustee” or “GSO” in the group info boxes.)  This should be a printed list that is alphabetical by 

first name.  This list will need to be printed twice (once for Saturday and once for Sunday).  

Please see “Appendix: Example Credentialing List Based on Registration Check-In” for an 

example of the credentialing list. 

 

Work with the Fellowship Day Subcommittee and the Local Volunteer Coordination 

Subcommittee to make sure the fellowship day registration table will have enough volunteers 

from 11:45 AM on Saturday until the workshops are over. 

 

Work with the Fellowship Day Subcommittee to make sure all local D.A. members who pre-

registered for Fellowship Day have name tags waiting for them at the Fellowship Day 

registration desk.  Make sure there are also extra name tags available for those who register at the 

door.  Make sure a locking cash box is at the Fellowship Day registration table. 
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Signage Subcommittee 
This could easily be a one person subcommittee.  Find out what signage the conference site will 

provide.  (Make sure the conference site does not use the word Debtors Anonymous or D.A. in 

their signage.)  Discuss as a host committee if any additional signage is necessary.  You can 

never have too many signs. 

 

If you would like to have additional signage: 

● Make sure any costs for desired signage are on the WSC Spending Plan before it is 

finalized.  Signage doesn’t have to be expensive – often a 8.5X11 size piece of paper and 

a magic marker or a simple sign created on a computer and printed on a regular piece of 

paper work great. 

● Keep in mind any signage that may be needed to accommodate attendees with disabilities 

(would an attendee in a wheelchair need to take a different route than other attendees?) 

● Make sure the conference site is okay with the additional signage. 

● Make sure the additional signage will not damage the conference site when it is removed. 

● Work with the Host Committee Treasurer to purchase the supplies necessary for the 

signage. 

● Hang the signage at the conference site at the appropriate time for the desired event(s). 

● Remove the signage promptly after the events are over. 

● Make as many of the signs as possible prior to the conference, but be available to create 

additional signs during the conference for requirements that weren’t identified in 

advance. 

Logistics/Signage: 

Rooms need to be labeled as to their functions for that part of the convention. Of course, DA is not put on any signage, 

but you can use the approved logo from the conference (which won’t have DA on it). The host chair can take on this role 

during the conference, but it is a strain for sure. Consider Day CAPTAINS where there is one person in charge of the Day 

or evening and this person acts in the role of Logistics person.  
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Special Needs Subcommittee 

This could easily be a one person subcommittee.  The special needs subcommittee would 

coordinate providing assistance to WSC attendees with disabilities who require additional 

support (including but not limited to people in wheelchairs, people who cannot walk long 

distances, and people who are hard of hearing). 
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Tear Down and Clean-Up Subcommittee 

After the conference is over the Tear Down and Clean-Up Subcommittee will get all D.A. related 

materials out of the hotel.  This includes: 

● Get all D.A. property off the conference site premises and shipped back to the General 

Service Office.  D.A. property is likely to include office supplies; name badge holders; 

D.A. literature; completed paper surveys; D.A.’s projector / In Focus machine; reusable 

banners, displays, or signs; etc.  D.A.’s FedEx account number will be provided so that 

D.A. pays for the shipping. 

● Work with the Hospitality Subcommittee to make sure the hospitality room is free of 

garbage and all D.A. related items (both food and non-food) have been thrown away or 

removed from the premises. 

● Make sure the Technology Room is free of all D.A. related items.  If the vendor is 

picking up the computers on Monday morning, make sure the Tech Room is securely 

locked and the keys have been returned to the conference site. 

● If the conference site is not providing shred services for D.A.’s confidential trash 

documents from the tech room, get the items to be shred to the person or company that 

will shred them. 

● Make sure any signage the host committee put up has been taken down and disposed of 

properly. 

● Submit any unclaimed lost and found items to the conference site’s lost and found. 

● Make sure all rooms and hallways are free of and D.A. related items and that all trash has 

been disposed of in appropriate trash receptacles.  

  

  



 

Page 74 

 

Technology Subcommittee 

Tech room: 

● For Saturday post-convocation, have a “sign in” sheet for all committees & caucuses.  After secretaries 

save their files on one computer, check off the name of your committee/caucus, so the tech people 

know when they can leave for the day. (See attached photo.) 

● Post conference survey:  have this loaded onto each computer. 

● Log into computers every morning.  Hotel logged everyone off the wifi at day’s end. 

● Emailing out the e-binder is much more effective than having it loaded on the tech room computers.  

 

Supplies that were handy to have: TECH SUB COMMITTEE RESPONSIBILITY. 

● 3-hole punched paper – 1 or 2 reams – for tech room 

● Batteries (AA and AAA) 

● Plastic bags 

● Table stanchions – for A-Z name signs for convocation registration 

● Label maker – used for labeling the thumb drives w/ fellowship day recordings 

● Supply kit w/ scissors, box cutter, tape, stapler, rubber bands, binder clips, etc. 

 

 

At the WSC there are several times where technology is used (the Audio Visual Equipment, the 

computers in the tech room, microphones, any technological items for the Gala talent show - 

such as plugging in an MP3 player to the site’s speakers, etc.).  Some host committees have 

chosen to separate this into two subcommittees (one tending to only Audio equipment and tasks 

while the other handles the rest of the technology related things. 

This committee should: 

● Work with the Finance subcommittee to get bids on the equipment needed for the tech 

room (five or six lap-top computers, two black and white printers, and one photocopier).  

Check the set up of these items ahead of time and / or after they are installed. 

● Be available throughout the conference on an as-needed basis (by phone or in person) to 

help troubleshoot items.  (We almost always have problems with our tech room 

computers loosing the ability to communicate with the network printers.)  This 

subcommittee should not attempt more than the most basic checks and work-a-rounds.  If 

there is a legitimate problem with the equipment, the Board should be notified 

immediately and the Board will call the suppliers.  The people on this subcommittee are 

there to make sure the problem is not user error before we call the supplier.   

● Work with the Local Volunteer Coordination Subcommittee to ensure that there is a 

volunteer in the Tech Room at all times the tech room is open.  Inform each of your 

volunteers on the purpose of the Tech Room, who is using it, why is it provided, what the 

delegates are creating, why it needs to run smoothly, etc. 

● Broadcast setup of Track One of Fellowship Day requires a separate room where the Call 

Facilitator/Host has zero distractions and can monitor activity in the Track One room.  

Coordinate the private room with the Site Logistics Subcommittee Chair and create a 

plan for making sure the necessary equipment is available.  Also, remind the Facilitator to 
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check in periodically with the Host to make sure everything is going well (probably 

during the breaks between sessions). 
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Past Chairs of Host Committees 

Below is a list of Host Committee Chairs for the past several years.  If the current Host Committee Chair 

needs experience, strength, and hope from someone who has gone through this process, they may wish 

to contact one or more of these individuals. 

 

Conference Year Host Committee Chair Location 

2015 Michael M. Portland, OR 

2014 Pat B. Chicago, IL 

2013 Sharon G. Phoenix, AZ 

2012 Terrell L. Seattle, WA 

2011 Pete A. Detroit, MI 

2010 Andrea R. Denver, CO 

2009 Mickey M. Dallas, TX 

2008 Marci W. Salt Lake City, UT 

2007 Marge O. / Jeri F. Sturbridge, MA 

2006 Anne W. San Diego, CA 

2005 Alan K. / Diane D. Philadelphia, PA (w/ NJ) 

2004 Allen T. Sacramento, CA 

2003 Renee Minneapolis, MN 

2002 Kathleen New York, NY 

2001 Jane L. Baltimore, MD 

2000 Phoenix F. Albuquerque, NM 

1999 Vanessa T. Craigville, MA 

1998 Steve B. Seattle, WA 

1997 Greg Los Angeles, CA 

1996 Byron Chicago, IL 
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Example Timelines 

 
Master 

To-Do 

List Item 

Number 

Target Start Date Completion Deadline 
Actual Completion 

Date 
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Sample WSC Meals Menu  

 
All meals served buffet style, build your own (when possible), and sauces on the side (when possible). 

The caterer should also provide signs on the buffet table, one sign for each item, indicating the name of the dish 

and listing the ingredients. 

 

Wednesday Dinner 

Tossed Green Salad with Assorted Dressings and Toppings 

Small bowl of fresh sliced mushrooms by the salad  

Small bowl washed canned garbanzo beans by the salad  

Potato Salad 

Creamy Cole Slaw 

BBQ Pork Ribs with BBQ Sauce 

Grilled Lime Cilantro Marinated Chicken Breast with Roasted Corn Salsa 

Baked Beans 

Steamed Vegetable blend 

Buttered Corn on the Cobb 

Freshly Baked Corn Bread with Butter 

Fresh Seasonal Fruit 

Cherry Cobbler 

Peach Punch 

Coffee Station 

 

Thursday Breakfast 

Scrambled Eggs 

Link Sausage 

Crisp Bacon Strips 

Roasted Breakfast Potatoes 

Biscuits with Country Gravy 

Seasonal Fresh Fruit 

Assorted Yogurt 

Oatmeal 

Small bowl of brown sugar by the oatmeal  

Small bowl of cinnamon by the oatmeal  

Small bowl of raisins by the oatmeal  

Assorted Cold Cereals with Milk 

Assorted Breakfast Breads to Include: Muffins, Petite Croissants, Assorted Scones and Cinnamon Rolls 

Orange Juice 

Coffee, Decaf and Assorted Teas 

 

Thursday Lunch 

Tossed Green Salad with Assorted Dressings and Toppings 

Small bowl washed edamame by the salad  

Small bowl washed canned black beans by the salad  
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Chicken Fajitas with Soft Flour Tortillas 

Spicy Ground Beef with Corn Taco Shells 

Shredded Lettuce, Chopped Onion and Diced Tomato 

Sliced Jalapenos, Shredded Colby Jack Cheese 

Sour Cream, Guacamole, and Salsa 

Spanish Rice 

Refried Beans 

Seasonal Fresh Fruit 

Cinnamon Apple Enchiladas 

Fruit Punch 

Coffee Station 

 

Thursday Dinner 

Tossed Green Salad with Assorted Dressings and Toppings 

Small bowl raw almonds by the salad  

Small bowl washed canned kidney beans by the salad  

Shrimp Penne Pasta in Lemon Caper Cream 

Baked Cheese Ravioli  

Sautéed Marsala Chicken on Creamy Polenta 

Mushroom and Sweet Onion Risotto 

Grilled Italian Squash, Roasted Peppers and Eggplant 

Artisan Garlic Bread with Olive Oil and Balsamic 

Seasonal Fresh Fruit 

Peach Punch 

Coffee Station 

 

Friday Breakfast 

Fluffy Buttermilk Pancake Stack with Maple Syrup (& sugar free syrup option) 

Scrambled Eggs 

Tofu Scramble 

Crisp Bacon Strips 

Oatmeal 

Small bowl of brown sugar by the oatmeal  

Small bowl of cinnamon by the oatmeal  

Small bowl of raisins by the oatmeal  

Cow’s milk and Soy milk 

Seasonal Fresh Fruit 

Cranberry Juice 

Coffee, Decaf and Assorted Teas 

 

Friday Lunch 

Tossed Green Salad with Assorted Dressings and Toppings 

Small bowl of fresh sliced mushrooms by the salad  

Small bowl washed canned garbanzo beans by the salad  
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Soup du Jour (Minestrone & Clam Chowder) 

Farfalle Pasta Salad with Artichoke Hearts, Sundried Tomatoes, Bell Peppers, Sliced Black Olives and Feta Cheese 

Chicken Salad 

Dinners Rolls with Butter 

Seasonal Fresh Fruit 

Brownies 

Fruit Punch 

Coffee Station 

 

Saturday Breakfast (Build your own breakfast wrap) 

Warm Chipotle Flour Tortillas 

Scrambled Eggs with Sausage , Salsa, Pepper Jack Cheese, 

Scrambled Eggs with just peppers and onions 

Charred Jalapeno Peppers, Roasted Onions, Bell Peppers, 

Bowl of shredded Pepper Jack Cheese 

Sour Cream, Guacamole, and Salsa 

Roasted Breakfast Potatoes 

Oatmeal 

Small bowl of brown sugar by the oatmeal  

Small bowl of cinnamon by the oatmeal  

Small bowl of raisins by the oatmeal  

Seasonal Fresh Fruit 

Apple Juice 

Coffee, Decaf and Assorted Teas 

 

Saturday Lunch (Build your own sandwich) 

Shaved Turkey Breast and Shaved Ham 

Char Grilled Sliced Chicken Breast 

Albacore Tuna Salad 

Sliced Cheese Tray including Swiss, Provolone, and Cheddar 

Tray of Shaved Onion, Sliced Tomato, Pickle Spears, Sliced Pepperoncini 

Shaved Lettuce 

Mayonnaise, Mustard, Horseradish, and Bistro Sauce, Olive Oil and Vinegar 

Assorted Artisan Breads 

Tossed Salad Greens with Assorted Dressings and Toppings 

Small bowl washed edamame by the salad  

Small bowl washed canned black beans by the salad  

Potato Salad 

Potato Chips 

Seasonal Fresh Fruit 

Carrot Cake 

Fruit Punch  

Coffee Station 
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Saturday Diner at Gala Event 

Spinach Salad with Sun Dried Cranberries, Grilled Pear and Tomato Vinaigrette 

Small bowl raw cashews by the salad  

Small bowl washed canned kidney beans by the salad  

Cabbage Slaw  

Char Grilled Salmon Filet Basted with Basil Garlic Butter 

Mustard Crusted Pork Loin on Apple and Hazelnut Dressing 

Sliced Prime Roast  

Garlic Mashed Potatoes 

Vegetable Sauté Medley 

Artisan Breads and Butter, Olive Oil and Balsamic 

Seasonal Fresh Fruit 

Apple Pie 

Peach Punch 

Coffee Station 

 

Sunday Breakfast 

Scrambled Eggs with Minced Ham, Bell Pepper, Onion and Cheddar Cheese 

Scrambled Eggs with just Bell Pepper and Onion 

Bowl of shredded Cheddar Cheese 

Toasted English Muffins 

Hash Brown Potatoes 

Oatmeal 

Small bowl of brown sugar by the oatmeal  

Small bowl of cinnamon by the oatmeal  

Small bowl of raisins by the oatmeal  

Fresh Seasonal Fruit Platter 

Cow’s milk and Soy milk 

Orange Juice 

Coffee, Decaf and Assorted Teas 
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Example Flyer for Preceding Year’s WSC  

 

The _______ Intergroup invites you to attend the 

 

__th  Annual Debtors Anonymous 

World Service Conference 
 

____(Theme)____ 

 

____(Logo)____ 
 

Wednesday, August ___, 20___ to Sunday, August ___, 20___ 
 

Hosted by the _______ Intergroup 

 

To be held at: 

 

____(Conference Site Name)______ 

 ____(Conference Site Address)______ 

 

For e-mail notification regarding the release of the WSC 20__ registration packet 

(and other news from the Debtors Anonymous General Service Board),  

please join D.A.’s e-mail list by entering your e-mail address in the eNews field 

on the www.debtorsanonymous.org website 

As more information becomes available, it will be posted on the website. 

http://www.debtorsanonymous.org/
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E-mail to find a local convocation  recording secretary 

Hello friends, 

 

I am in charge of finding someone to take minutes of an annual business meeting for a non-profit 

organization I am involved with. It would be Saturday ___(date)___ and Sunday ___(date)___ 

from 8 AM to 1 PM both days. 

 

We will pay $___ dollars for the two mornings of work 

 

We want someone who types at least 40 words per minute and who has experience taking 

minutes in a business setting. We will need exact wording of the motions that are made, the 

general idea of what is said pro/con to the motion, the total number of voters in the room, the 

numbers of how many voters are for/against/abstaining, and whether or not the motion passes. 

 

I am sending you this e-mail either because I thought you may be good for the position or 

because I thought you may have a recommendation of someone you know who would qualify for 

the position. If you are interested, or know anyone who might be, please contact me as soon as 

possible. 

 

Thanks for your help. 

 

Sincerely, 
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Example Spending Plan 

WSC 20__ Spending Plan 
            

Cash Inflows    Price 
Numbe

r Plan 

  Registration        

    Early Registration 355.00 90 
31,950.0

0 

    Late Registration 455.00 10 4,550.00 

  Meal Package  120.00 100 
12,000.0

0 

  Lodging  215.00 100 
21,500.0

0 

  Fellowship Day and Gala        

    Delegate Attendees Workshops 15.00 85 1,275.00 

    Local Attendees Workshops 15.00 50 750.00 

    Local Attendees Lunch 15.00 25 375.00 

    Gala 50.00 90 4,500.00 

  Contributions included with WSC registrations        

    7th Tradition Contributions 0.00 0 0.00 

Total Cash Inflows        
76,900.0

0 

            

Cash Outflows          

  Catered Meals        

    GSR / ISR Meals 107.50 100 
10,750.0

0 

    General Service Board Members 140.50 15 2,107.50 

    Current year Host Committee Chair 140.50 1 140.50 

    Upcoming year Host Committee Chair 140.50 1 140.50 

    Parliamentarian 74.00 1 74.00 

    Recording Secretary 41.00 1 41.00 

    Office Manager 140.50 1 140.50 

    Local Attendees FD Lunch 11.50 25 287.50 

    Gala Attendees 33.00 90 2,970.00 

    Tax 9.5% 0.00 0 1,581.89 

  Meeting Rooms        

    
General sessions, committee/caucus 
breakouts, meals, Fellowship Day, and Gala 3,882.00 1 3,882.00 

    Tables and Table Linens 200.00 1 200.00 

    Tax - None       

  Lodging        

    General Service Board Members Wed-Sun 52.00 60 3,120.00 
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GSB / GSO extra night due to travel 
complications 52.00 8 416.00 

    Current year Host Committee Chair 50.00 4 200.00 

    Upcoming year Host Committee Chair 50.00 4 200.00 

    Parliamentarian 50.00 2 100.00 

    Office Manager 50.00 4 200.00 

    GSR / ISR Lodging 50.00 400 
20,000.0

0 

    Extra Undefined Lodging charges 2,260.00 1 2,260.00 

    Tax - None       

  Travel        

    General Service Board Members 450.00 15 6,750.00 

    Upcoming year Host Committee Chair 450.00 1 450.00 

    Parliamentarian 450.00 1 450.00 

    Office Manager 450.00 1 450.00 

  Parliamentarian Other Cost        

    Professional Fee (Convocation) 1,200.00 1 1,200.00 

    Meal w/ GSB Chair to Review Motions 100.00 1 100.00 

    Per Diem's and Ground Transportation 100.00 1 100.00 

  Recording Secretary Other Cost        

    Professional Fee 300.00 1 300.00 

  Office Manager Other Cost        

    Per Diem 60.00 1 60.00 

  Fellowship Day and Gala - Other Cost        

    Amenities - Decorations, etc. 100.00 1 100.00 

    Entertainment 500.00 1 500.00 

    Music Instrument Rental 300.00 1 300.00 

    Flyers and Printing 50.00 1 50.00 

    Gala equipment (Tent, Tables, Chairs) 1,000.00 1 1,000.00 

  Registration Materials        

    

Registration Packet Announcement - 
Printing, Envelopes, Postage, and Envelope 
Labels 1.00 500 500.00 

    
Registration Packet Hard copy - Printing, 
Envelopes, Postage, and Envelope Labels 10.00 1 10.00 

    Early Announcement Copying 0.00 0 0.00 

    Binders and Dividers 3.00 120 360.00 

    Copies in Binders 0.05 14,950 747.50 

    Perforated paper for name tags 25.00 1 25.00 

    Lanyards 1.50 120 180.00 

    DAMS Service Manuals 5.00 120 600.00 

    Parliamentary Procedure Booklets 5.50 120 660.00 

  Host Committee Operations        

    PO Box(s) 165.00 1 165.00 
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    Bank Fees 120.00 1 120.00 

    Copies 0.05 500 25.00 

    Supplies 100.00 1 100.00 

    Card Stock and Colored Paper 20.00 1 20.00 

    Postage and Shipping 160.00 1 160.00 

    Miscellaneous 100.00 1 100.00 

  Conference Site Operations        

    Computer/Printer/Copier Rental Package 3,125.00 1 3,125.00 

    
Audio Visual (Screen, Flip 
Charts/Easels/Pads, and Microphones-
Cordless, Standing, Tabletop) 

  

0.00 

    Projector 0.00 0 0.00 

    Tech Support 350.00 1 350.00 

    Signage 50.00 1 50.00 

    Walkie-Talkies      

    Copier Paper 40.00 5 200.00 

    USB Flash Drives and CDR Discs 80.00 1 80.00 

    Liability Insurance 200.00 1 200.00 

    
Hospitality room refreshments (excl. 
Fellowship and Gala) 1,200.00 1 1,200.00 

    Post-conference surveying 20.00 1 20.00 

    Broadcasting one track of Fellowship day 100.00 1 100.00 

    Miscellaneous     0.00 

  WSC Annual Report        

    Professional Compiling and editing     400.00 

Total Cash Outflows        
70,118.8

9 

            

Contingency (9.67% of "Total Cash Outflows")      6,780.50 

Total Outflows Including Contingency      
76,899.3

9 

            

Plan Surplus / Deficit      0.61 

            

John H Scholarship Fund Note:        

  
The John H fund is tracked independently and is not included in 
the above totals.        

  

Any John H contributions received with WSC 2012 registrations 
and at the WSC 2012 convocation will be accounted for in the 
John H fund and will be considered designated for WSC 2013 
distribution.        
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Attendee Costs of previous WSC’s 

 

 2004 2005 2006 2007 2008 2009 2010 2011 2012 

Registration Fees 340.00 290.00 290.00 310.00 310.00 285.00 285.00 315.00 355.00 

Meals 175.00 230.00 345.00 246.00 209.75 240.00 240.00 225.00 120.00 

Hotel Rooms  

(Incl tax) 
220.00 205.00 221.00 218.00 212.00 250.70 165.38 191.52 215.00 

Fellowship Day 15.00 15.00   15.00 15.00 15.00 15.00 15.00 

Gala Dinner 50.00 45.00 50.00  38.00 48.00 45.00 50.00 50.00 

TOTALS 800.00 785.00 906.00 774.00 784.75 838.70 750.38 796.52 755.00 

 

Example Seed Money Request Form 

 

Debtors Anonymous General Service Board 

 

Payment Request 

 

Attn: Treasurer 

Debtors Anonymous General Service Office 

P.O. Box 920888 

Needham, MA 02492-0009 

Tel.: 781-453-2743 fax: 781-453-2745  office@debtorsanonymous.org  

 

Requestor Information: 

 

Make the check payable to: (Use the name you put on line two of your IRS SS4 Form) 

WSC 20__ Host Committee 

 

Mail the check to: 

Name: 

Address:   

City, State, Zip:  

Phone: 

 

Charge to: 

World Service Conference 20__ 

 

Date: 

 

Type of Expanse / Purpose: 

mailto:office@debtorsanonymous.org
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 WSC 20__ Seed Money Advance - At the end of the event, a spending record will be submitted 

 and any unused funds will be returned. 

 

Amount: $2,000.00 

 

Signature: ______________________________________ Date: ___________________ 

 

For Office Use only:  Check no. __________   Date check issued: ___________  Amount: ________ 
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Registration Packet Template 

__th Annual Debtors Anonymous 

World Service Conference 
 

____(Theme)____ 
 

Wednesday, August ___ through 

Sunday, August ___, 20__ 
 

_____(Site Name)_____ 

____(City, State)____, USA 

 

Registration Packet 
 

The World Service Conference (WSC) is the annual business meeting of Debtors Anonymous. It is 

where General Service Representatives (GSRs), Intergroup Service Representatives (ISRs), the General 

Service Office Manager, and the General Service Board (GSB) gather to review the state of the D.A. 

Fellowship, work on topics like new D.A. literature and outreach methods, and vote on important issues 

affecting D.A. as a whole. 

 

Every registered D.A. group, including Intergroups, may send one representative to the World Service 

Conference. 

 

Pre-Conference Orientation 

All conference attendees are encouraged to attend one or both of the Pre-conference Orientation phone 

meetings.  

Dates:  July __th and August __th 

Time:  _______________________ 

 Conference Dial-in Number:  _______________ 

 Participant Access Code:  __________ 
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___th Annual Debtors Anonymous World Service Conference 

______(Theme)_____ 

 

Wednesday, August ___ – Sunday, August ___, 20___ 

 

_____(Site Name)______ 

_____(Address)______ 

 

Early registration cutoff: July ___, 20__ 

Late registration cutoff: August ___, 20__. No registrations accepted after August ___. 

 

Introduction and Instructions 

 

The World Service Conference 

The World Service Conference (WSC) is the annual business meeting of Debtors Anonymous. It is 

where General Service Representatives (GSRs), Intergroup Service Representatives (ISRs), the General 

Service Office Manager, and the General Service Board (GSB) gather to review the state of the D.A. 

Fellowship, work on topics like new D.A. literature and outreach methods, and vote on important issues 

affecting D.A. as a whole. Every registered D.A. group, including Intergroups, may send one 

representative to the World Service Conference. 

 

Traditions reminders 

• This is D.A.’s annual business conference, the purpose of which is to conduct the business of 

D.A. The promotion or sale of products or services by conference attendees should not be 

conducted at the World Service Conference. 

 

• Tradition 11 states “Our public relations policy is based on attraction rather than promotion; 

we need always maintain personal anonymity at the level of press, radio and films.” This has 

been extended to all other media. Hence we suggest that members use first names only and 

no personal e-mail addresses on documents that are circulated at the World Service 

Conference (except committee rosters), as sometimes these documents have been posted on 

the Internet. 

 

This registration packet contains the information you need to register for the Conference. It also contains 

information that will help your group prepare to send a representative, including a spending plan to help 

you raise the necessary funds. 
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Conference Registration Form for GSRs, ISRs, and Trustees 

Page 1 of 2 

 

__th Annual D.A. World Service Conference, August ___ – August ___, 20___ 

(Keep a copy of this page for your records.) 

 

First name:  Last name: 

Address:  

City: State: Country: ZIP/Postal code: 

Home phone: (             )  Cell phone: (             ) 

Email address: (please write clearly) 

☐ YES       Special Assistance. (If yes, please describe your needs below.) 

 

☐ YES  D.A. eNews. I would like to subscribe to D.A.’s electronic newsletter. 

               ☐ Already subscribed 

Conference Committee you are considering. See descriptions on Page ___. You may change your 

selection at the conference: 

Is this your first WSC? ☐ Yes  ☐ No 
☐ GSR  

(Gen. Service Rep.) 

☐ ISR 

(Intergroup Service Rep.) 

☐ Trustee 

Group name: Group location (city): Group #: 

 

Notes: 

1. Group number is required. Registrations without group numbers may be delayed or returned. To locate your group 

number, use the “Find A Meeting” page on the D.A. website, http://www.debtorsanonymous.org/admin/index.php/find. 

2. Registration Confirmation. To receive confirmation of your registration, provide an e-mail address or a self-addressed, 

stamped envelope. 

3. Payment in Full. Conference Registration, Meals, and Lodging must be paid in one full payment by the listed deadline.  

4. Special Dietary Needs. Meals are served cafeteria style and will likely accommodate most dietary requirements. If you 

need advance information about the menu options, you may contact the 2012 Host Committee by email at 

________________. Additionally, if you have special dietary needs, you may want to include extra meal funds in your 

spending plan. 

5. Extra charges. An additional fee of $____ will be charged if _____. 

6. Refunds. To receive a full refund (not including your own travel-related expenses), please notify the General Service 

Office via email (office@debtorsanonymous.org) or telephone  (781-453-2743) by 4:00 pm Eastern Time, Wednesday,  

August ___, 2012. 

7. Terms and Conditions. By submitting a completed registration form, you consent to the terms herein. 
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Conference Registration Form for GSRs, ISRs, and Trustees 

Page 2 of 2 

 

__th Annual D.A. World Service Conference, August ___ – August ___, 20___ 

(Keep a copy of this page for your records.) 

 

First name:  Last name: 

 

Registration Options     

 

1.  Conference Registration and Meals 

Meal plan includes: Four breakfasts, four lunches and two dinners, per person. The meal plan is not 

optional and does not include the Gala Dinner.  

 

(Choose one of the following) 

 

a. Early: Postmarked on or before July __, 20___ $____  

b. Late: Postmarked between July __ and August __, 20___ $____  

No registrations will be accepted after August __. 

                                  

2.  Gala Dinner / Talent Show / Entertainment (Not included in registration fee.) 

There will not be a dance at this year’s gala.     $____ 

To register another person for the Gala, please use Page ___ of this packet. 

                                                                  

3.  Fellowship Day (Not included in registration fee)   $____  

To register another person for Fellowship Day, please use Page ___ of this packet. 

 

4.  John H. Scholarship Program Fund (Optional contribution)       $____ 

 

5.  Seventh Tradition (Optional contribution)                                   $____ 

 

6.  Lodging: Please use the hotel registration form on the next page to arrange your lodging.  Lodging 

payment is made to the hotel, not to DA-GSB.  See next page. 

 

Total Enclosed $ 

 

Send in Pages 1 and 2 of this Conference Registration Form, with your payment. 

Please make checks payable to and mail to: 

D.A. GSB 

PO Box 920888 

Needham, MA 02492-0009 
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Hotel Registration Form 
__th Annual D.A.World Service Conference, August __ – August __, 20__ 

 

Contact the hotel directly to make your lodging reservation 
 

______ Hotel 

___(Hotel’s Address)___ 

___(Hotel’s Phone number)___ 

____(Hotel’s email)_____ 

 

Conference lodging (4 nights): Double ($______) Single ($_____) 

You must mention ______ to get discounted nightly rate. 

 

You are responsible for making your own hotel reservation and paying your own hotel bill. 

 

If you desire a roommate, you are responsible for finding your own roommate and making your own 

arrangements with the roommate (and the hotel) as to how the hotel bill will be paid. 

 

A social networking group named “______” has been created so you can connect with other attendees 

who are also looking for a roommate.  To join this group, visit ________  

(This social networking group is provided for your convenience and is not affiliated with the 

D.A.General Service Office or the D.A.General Service Board. The Host Committee, the GSB, the GSO, 

and the _____ Hotel are not responsible or liable for the selection of roommates.) 

 

Contact the _____ Hotel directly at ______ for arrangements to extend your stay. 

 

Complete this form and mail it with your check or money order directly to the _____ Hotel. 

 

  

 

Hotel Registration 

__th Annual D.A.World Service Conference, August __ - August __, 20__ 

First name:  Last name: 

Address:  

City: State: Country: ZIP/Postal code: 

Home phone: (             )  Cell phone: (             ) 

Email address: (please write clearly) 

Roommate’s name (if known): 
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Note: You are responsible for arranging your own roommate. Neither the _____ Hotel, the GSB, 

the GSO, nor the WSC Host Committee is responsible or liable for roommate selections. 

Special accommodations required: 

(For info only on the form Rate $__.00 + _____ Tax = $ per night) 

 

Arrival date and time: ☐ Double (4 nights) $____ $ 

Departure date and time: ☐ Single (4 nights) $____ $ 

Early arrival/late departure (contact hotel for 

amount) 
$________ X _______ $ 

Amount enclosed $ 

 

Mail your lodging payment to: 

 ______ Hotel 

_____(Hotel’s Address)_____ 
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Your Role at the Conference and Committee Descriptions 

 

When attending the World Service Conference and throughout the year that follows, every GSR and ISR works on a 

conference committee. This includes attending all sessions of your committee during the conference, and continuing the work 

of your committee in monthly teleconferences and various e-mail and phone communications during the conference year that 

follows. In preparation for this, please consider which committee you feel offers the best opportunity for your service to D.A. 

If you do not make that decision prior to the conference, you can make it at the conference. For some returning delegates, 

rotating to a new committee provides the highest service to the D.A. fellowship. Descriptions of the committees are provided 

below. In addition to serving on a committee, you may also serve on one caucus. 

 

COMMITTEES 

 

BDA COMMITTEE (BDA) 

The BDA (Business Debtors Anonymous) Committee’s purpose is to carry the message to the still suffering debtor and help 

them apply the Steps and Traditions to all their affairs and not debt one day at a time. The BDA Committee focuses on issues 

specific to the needs of D.A. members who own or operate businesses, are self- employed or have a desire to own or operate 

businesses or be self-employed. 

 

CONFERENCE COMMITTEE (CC) 

The Conference Committee is concerned with the general nature of the World Service Conference.  This includes: 

• The Charter of the World Service Conference and its relationship to the General Service Board and membership of D.A. as 

a whole. 

• Issues related to the format of the annual World Service Conference of Debtors Anonymous 

• Aids the Host Committee in their planning and logistics 

• Recommends sites for future annual conferences. 

 

FELLOWSHIP COMMUNICATIONS COMMITTEE (FCC)  

The Fellowship Communication Committee generates and facilitates communication among the General Service Board, the 

D.A. membership and the debtor who still suffers. This function includes the administration of the “Adopt a Loner” service. 

 

HOSPITALS, INSTITUTIONS, AND PRISONS COMMITTEE (HIP)  

The Hospitals, Institutions and Prisons Committee is composed of GSRs and ISRs who would like to focus service efforts on 

carrying the message of D.A. to debtors confined in hospitals, institutions and prisons. 

 

INTERNAL OPERATIONS COMMITTEE (IOC) 

The primary responsibility of the Internal Operations Committee (IOC) is to support the General Service Office (GSO) of 

Debtors Anonymous. The committee: 

• Focuses on the overall office operations of the General Service Office. 

• Interacts with the Board Office Liaison and the Office Manager to support the ongoing work of the GSO. 

 

PUBLIC INFORMATION COMMITTEE (PI) 

The Public Information Committee interfaces with the media, helping professionals and the general public in person, on the 

telephone and through written information. The Public Information Committee has: 

• Produced a Public Information Manual 

• Created sample Public Service Announcements. 

 

LITERATURE COMMITTEE (LC) 

D.A. Conference-approved literature begins with the Literature Committee. Members participate in all levels of the literature 

creative process, including: 

• Generating ideas for new D.A. literature 
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• Works closely with members of Literature Services 

• Reviews drafts of literature in process (given to them at the Conference by Literature Services) 

• Approves final drafts of D.A. literature 

• Brings motion to approve draft of literature to Convocation to become Conference-Approved Literature 

 

RESOURCE DEVELOPMENT COMMITTEE (RDC) 

Revenue for D.A. is the focus of the Resource Development Committee, including: 

• Increasing 7th Tradition contributions and clarifying the use of 7th Tradition funds  

• Encouraging member participation in service at all levels 

• Communicating awareness about the concept of self- support in D.A. at the level of group, intergroup and World Service 

 

TECHNOLOGY COMMITTEE (TC) 

The Technology Committee is composed of GSRs, ISRs, and Trustees who have experience with and/or interest in using 

technology to grow DA. The Technology Committee focuses on developing the Internet, telephone, and the General Service 

Office’s information technology to increase communication within D.A. and to reach the debtors who still suffer. 

 

CAUCUSES 

 

DIVERSITY CAUCUS 

The mission of the Diversity Caucus is to carry the message of Debtors Anonymous to the debtor in underserved populations 

and locations. 

 

INTERGROUP CAUCUS 

The Intergroup Caucus is composed primarily of ISRs but also includes GSRs and Trustees who have experience with their 

local Intergroups. The main function of this caucus is to create tools, resources and a better understanding of the role of an 

Intergroup in the overall organizational structure of DA. The Intergroup Caucus helps support both new and existing 

Intergroups. The Intergroup Caucus also contributes to the efforts to regionalize DA. 

 

INTERNATIONAL CAUCUS 

The International Caucus’ Statement of Purpose is to exchange information and develop initiatives to support the growth of 

D.A. internationally. 
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Tentative Schedule – 20___ WSC 

 

Start and End Times Activity 

Wednesday. August ___ 

12:00 noon 10:00 p.m. Conference Registration 

4:00 p.m. 5:00 p.m. D.A. Meeting 

5:00 p.m. 6:15 p.m. Dinner 

6:30 p.m. 9:00 p.m. Welcome/Orientation/Opening Session/Committee and Conference Reports 

9:10 p.m. 10:00 p.m. Caucus Meetings 

9:10 p.m. 10:00 p.m. Open 12 Step Meetings 

Thursday. August ___ 

7:00 a.m. 8:00 a.m. Conscious Contact/BDA Meeting 

7:30 a.m. 8:45 a.m. Breakfast 

9:00 a.m. 11:00 a.m. General Session: GSB Reports 

11:00 a.m. 12:00 noon General Session: Open Forum 

12:00 noon 1:00 p.m. Lunch 

1:00 p.m. 2:00 p.m. General Session: Open Forum (cont.) 

2:00 a.m. 2:15 p.m. Break 

2:15 p.m. 4:45 p.m. Committee Meetings 

4:45 p.m. 5:30 p.m. D.A. Meeting, General Service Board Open Meeting, Conscious Contact 

5:30 p.m. 6:30 p.m. Dinner 

6:45 p.m. 8:45 p.m. Committee Meetings 

7:15 p.m. 7:45 p.m. Committee Chair and Treasurer Training 

9:00 p.m. 10:00 p.m. Caucus Meetings 

9:00 p.m. 10:00 p.m. D.A. Meeting 

Friday. August ___ 

7:00 a.m. 8:00 a.m. Conscious Contact/BDA Meeting 

7:30 a.m. 8:45 a.m. Breakfast 

8:45 a.m. 12:00 noon Committee Meetings 

11:30 a.m. 12:00 noon Committee Chairs meet with each other 

12:00 noon 1:00 p.m. Lunch 

1:15 p.m. 4:45 p.m. Committee Meetings 

5:00 p.m. 6:00 p.m. Caucus Meetings 

6:00 p.m. on 
 

Dinner on your own/Free time 

8:30 p.m. 9:30 p.m. D.A. Meeting 

Saturday. August ___ 

6:30 a.m. 7:20 a.m. Conscious Contact/BDA Meeting 

7:00 a.m. 8:15 a.m. Breakfast 

8:30 a.m. 12:00 p.m. Convocation 

12:00 p.m. 1:00 p.m. Lunch 

1:15 p.m. 5:00 p.m. Fellowship Day 

5:30 p.m. 10:00 p.m. Gala Dinner/Talent Show 

Sunday. August ___ 

6:30 a.m. 7:20 a.m. Conscious Contact/BDA Meeting 

7:00 a.m. 8:15 a.m. Breakfast 

8:30 a.m. 12:00 p.m. Convocation and closing 

Notes regarding the Convocation:   

The culmination of the conference is the Convocation, which goes through Sunday at 12:00 p.m. (noon). These sessions are 

where issues that affect the D.A fellowship as a whole will be considered and decisions will be made. Your vote is an 
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important part of the group conscience of the World Service Conference. Plan to attend the convocation on both Saturday and 

Sunday, and arrange your travel so you can stay for the entire Sunday Convocation. 
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Travel, Lodging, and Metro ____(City’s Name)____ Information 

 

General Conference Location 

________________ 

________________ 

 

When you Arrive  

Pick up your conference materials at _____________________________ 

 

Airport 

The major airport serving the area is _______________ (airport code: _____). 

Please make your flight arrangements so that you can stay for the entire Convocation on Sunday  

(ends at 12 pm, noon). 

 

Transportation to/from Airport and Conference Site (preplanning recommended) 

Public Transportation –  

Airport Shuttles -  

Car Rental - Available at airport. 

Taxi - Available at airport. 

 

Driving Directions 

Starting from Airport: ___________ 

Once parked and out of your car, proceed to _____ to pick up your conference materials. 

 

Parking 

___________________ 

 

Lodging Accommodations 

Lodging check in on Wednesday ___/___/20___ is no earlier than ______ PM. 

Lodging check out on Sunday ___/___/20___ is no later than _______ PM.  

 

Special Needs 

If you use a wheelchair or have a mobility challenge, the Host Committee can assist you.  We 

request that you let us know in advance so that we can accommodate you. Please contact: ______ 

 

Amenities at Conference Site 

• The WSC Hospitality Room will offer complimentary snacks to WSC attendees throughout the 

conference. 

• High-speed wireless Internet access 

 

Area Grocery Stores 

___________________ 
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Area Restaurants 

___________________ 

 

Site Map 

___________________ 
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Service Opportunities 

We want your help! 

Each year, the conference provides opportunities for conference attendees to give service. If you’re 

willing to be of service, please indicate so below, and enclose this sheet with your registration form.  

 

Please note: In accordance with the spirit of Tradition 6, do not promote outside enterprises or 

businesses. 

 

Your Name _____________________________Phone Number __________________________ 

E-mail _________________________________ 

 

1. Fellowship Day Speakers 

We are looking for people who are willing to speak for approximately ten minutes on one or more of 

the topics listed below. The Fellowship Day audience will be other compulsive debtors, including 

newcomers.  

 

Speakers should focus their sharing on not incurring any new unsecured debt, working the 

Twelve Steps, using the D.A. Tools, and applying the Twelve Traditions. Speakers should share 

how these foundations of the D.A. program have shaped their recovery. Speakers should also share 

their experience of how these D.A. cornerstones relate to the listed workshop topics. Speakers must 

abide by the Twelve Traditions and should limit their sharing to their own experience, strength and 

hope in the D.A. program.  

 

Speakers must be free from incurring unsecured debt for at least one year. At the beginning of 

your share, you will be asked to state how long you have been free from incurring unsecured debt.  

We will have two or three speakers for each topic.  If you would like to be a speaker, please circle 

the topics of interest to you. 

 

All sessions will be recorded. Track 1 will be broadcast live via conference call. Conference Dial-

in Number: (____) ____-______. Participant Access Code: _______ (Tell your home group!) 

 

Workshop Time Track 1 Track 2 Track 3 Track 4 

1:15 PM – 2:15 PM     

2:30 PM – 3:30 PM     

3:45 PM – 4:45 PM     

 

2. Conscious Contact Sessions 

This year’s conference will include a series of 45-minute Conscious Contact sessions at the 

beginning of each day. The goal is to give members the opportunity to practice the 11th Step through 
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meditation, music, physical movement and other spiritual practices. If you are willing to lead a 

Conscious Contact session, please indicate the nature of the session you would like to conduct. 

Nature of your session ________________________________________________________ 

 

3. Gala Talent Show 

Describe below your 5-minute performance. Microphones will be available.  Please list any 

additional equipment you may need so we may try to accommodate the request. 

 

Description of your talent performance _______________________________________________ 
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Spending Plan Worksheet for Conference Attendees 

 

Funds Available Planned Actual 

   

   

Total   

Expenses: Category and Item Planned Actual 

A. Conference Registration, Meals, and Lodging   

  Postmarked on or before ___/___/20___   

  Postmarked between ___/___/20___ and ___/___/20___   

B. Lodging   

C. Transportation:   

  Airplane, train, bus ticket, gas, tolls, etc.   

  Shuttle or taxi from home to local airport (Outgoing)   

  Shuttle or taxi from Airport to Conference Site on Wednesday.  

 

 

  Shuttle or taxi from Conference Site to Airport on Sunday   

  Shuttle or taxi from local airport to home (Return)   

  Transportation at Conference (taxi, car, public transportation, etc.)   

  Other   

D. Meals (other than meal package included in registration)   

  Outgoing travel meals   

  Return travel meals   

  Friday evening meal   

  Other   

E. Fellowship Day registration fee   

F. Gala Dinner / Talent Show   

G. Tips and Gratuities   

  Tips for lodging   

  Tips for transportation   
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  Tips for meals   

H. Miscellaneous Expenses   

  7th Tradition (A basket will be passed at convocation)   

  D.A. Literature   

  CDs of Fellowship Day ($100.00 estimate for full set)   

  Other   

 
Subtotal 

  

I. Contingency (10% of subtotal)   

 
Total 
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Page 107 

 

Guest Registration Form for Fellowship Day and Gala 

 

Only General Service Representatives (GSR’s) and Intergroup Service Representatives (ISR’s) who 

have been elected by their group (or intergroup) should register for the entire Wednesday – Sunday 

conference.  Guests are not allowed in the committee rooms (Thursday and Friday) and/or the 

convocation room (Saturday and Sunday mornings). 

 

Guests are welcome to register for the Fellowship Day Lunch, the Fellowship Day workshops, and 

the Gala activities that will be held on Saturday August ___, 20___. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For more information please email _____________. 

 

Guest Lodging and Meals: 

If you need lodging and/or meals for a guest, please contact office@debtorsanonymous.org.  The 

deadline to arrange additional lodging and/or meals is August __, 20___. 

 

 

 

 

REGISTRATION for D.A. WSC Events Saturday ___/___/20___: 
 

NAME: _______________________________ E-MAIL: _________________________  
 

Lunch and Speaker:  $__.00 __________ PHONE:_________________________ 

Afternoon Workshops: $__.00*__________  

Gala Dinner and Event: $__.00 __________       Make check payable to and mail to: 
D

.A. GSB  
P

O Box 920888 
TOTAL Included:        $   ___________    Needham, MA 02492-0009 

  

 

AUGUST _ DEADLINE TO REGISTER FOR LUNCH AND/OR GALA 
(So we can give an accurate meal 

count to the caterer.) 
 

   
*No one will be turned away from the Saturday afternoon workshops for lack of funds.   
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John H. Scholarship Program 

Description and Instructions 

 

Purpose 

The purpose of the John H. Scholarship Program is to provide financial assistance to GSRs/ISRs who 

are willing to be of service and to attend the Debtors Anonymous Annual World Service Conference, 

but lack all the necessary funds to do so. 

 

Allocation Criteria 

The allocation procedure for distribution of scholarship funds follows a process mandated by guidelines 

previously approved by the World Service Conference. These guidelines are available upon request from 

the General Service Board, Conference Support Committee. 

 

Deadlines 

1. Scholarship Applications must be received by June ___, 20___. This allows the Host Committee 

time to make funding decisions and advise award recipients in a timely manner. 

2. Funding decisions will be made by the Host Committee no later than June ___, 20___. 

3. Applicants will be notified by June ___, 20___ by telephone, e-mail, or written correspondence. 

 

Application Instructions (Application form is on next page) 

 

In the “Personal Information” section, please provide: 

1. Your name, mailing address, phone number, and e-mail address. 

2. Your group name and group number. 

 

In the “Expense Information” section: 

1. Registration Fee is pre-entered on the form and includes meals and lodging. Scholarship awards 

will be based on the early registration amount. 

2. Transportation. Complete amounts for each applicable line item in this section. 

3. Meals (other than meal package included in registration). Complete amounts for each applicable 

line item in this section, including meals in route to and from conference. 

4. Miscellaneous Expenses. Complete amounts for each applicable line item in this section. 

5. Subtotal. Add amounts in Rows (A-E). 

6. Contingency. Multiply Subtotal of Rows (A-E) by 10%. 

7. Total. Add (Subtotal) + (Contingency). 

8. Amount of Group Contribution. Subtract total funds your group can contribute. 

9. Amount of Scholarship needed. Enter amount requested from the scholarship fund. 

 

Submitting the application 

E-mail completed application to: 

 office@debtorsanonymous.org  

Or mail completed application to:  

mailto:office@debtorsanonymous.org
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 WSC 20___ Host Committee 

 C/O: D.A. GSO 

 P.O. Box 920888 

 Needham, MA 02492 

 

Applications must be received by June ___, 20___. 

 

If you apply for a scholarship, please wait to send in your conference registration until after you have 

received notification regarding the final scholarship decision. 

 

After the conference.  

If you receive a scholarship award, after the conference you must: 

1. Complete the “actual” column of the application form (Column “B”). 

2. Mail the completed form and a check in the amount of any unused funds to: 

D.A. GSB 

P.O. Box 920888 

Needham, MA 02492 
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John H. Scholarship Application Form 

 

Name: ___________________________ Group Name _____________________________                                            

 

Address: ______________________________________________  Group # ____________                                                  

 

City, State, Zip: ____________________________________________________________   

 

E-mail: _________________________________________ Phone: ___________________                                                                

 

D.A. eNews. I would like to subscribe to the Debtors Anonymous electronic newsletter. 

___ Yes ___ No  ___ Already Subscribed  

 

Applications must be received by June ___, 20___ 

 

E-mail completed application to: 

 office@debtorsanonymous.org 

Or mail completed application to:  

 WSC 2012 Host Committee 

 C/O: D.A. GSO 

 P.O. Box 920888 

 Needham, MA 02492 

 

Please complete Column (A) only 

 

Expenses: 
    (A) 
Planned 

   (B) 
Actual 

A. Conference Registration and Meals– Early registration fee 
(DOES NOT include Fellowship Day OR Gala) 

  

B.  Lodging   

C. Transportation – Plane, train, bus, gas, tolls, etc.   

 Transportation from home to local airport + Tip   

 Shuttle/taxi from airport to conference site + Tip   

 Shuttle/taxi from conference site to airport + Tip 
  

 Transportation from local airport to home + Tip 
  

 Baggage charges and tips 
  

 Direct vehicle expense (gas, tolls, etc.) 
  

mailto:office@debtorsanonymous.org
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 Other 
  

D. Meals (other than meal package included in registration) 
  

    Outgoing travel meals + Tip 
  

 Friday evening meal + Tip 
  

 Gala Dinner / Talent Show   

 Other   

E. Fellowship Day   

Sub-Total   

F. Contingency (10% of subtotal) 
  

Total 
  

Less: Amount of Group Contribution 
  

Total amount of scholarship requested 
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Submitting Issues and Concerns to the World Service Conference 

 

The Debtors Anonymous World Service Conference (WSC) addresses the issues and concerns of D.A. 

groups that affect D.A. as a whole. Using this sheet, D.A. groups or individuals can submit their issues 

and concerns to the General Service Office (GSO) before each conference. Throughout the year, the 

General Service Board (GSB), conference committees, and conference caucuses work on these and 

publish responses either in the WSC final conference report or the D.A. Focus. Please list any issue or 

concern below you would like to have considered at the WSC. It will be forwarded to the appropriate 

committee or caucus for their review. 

 

This sheet (preferably an electronic copy) must be used to submit any issues and concerns to the GSO. 

Issues and concerns must be received by July ___, 20___. 

 

For electronic submissions: 

Copy and paste this sheet to a new blank document. Please type one issue per page in the space below. 

Save in Word or rtf format.  Note that electronic copies save time for processing and distributing 

responses to the Fellowship. 

Email to: issuesandconcerns@debtorsanonymous.org 

 

For handwritten submissions: 

Make as many copies of this sheet as you need. 

Please write one issue per page. 

DO NOT write on the back. 

Mail to: 

Debtors Anonymous 

P.O. Box 920888 

Needham, MA 02492-0009 

 

Optional information: CITY: 

GROUP NAME: 

GROUP NUMBER: 

 

Issue or Concern for the D.A. World Service Conference: (Please type or write your issue below.) 

 

 

 

 

 

 

 

 

 

 

mailto:issuesandconcerns@debtorsanonymous.org
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John H. Scholarship Distribution Guidelines 

Ask your Liaison for the currently approved document. 

 

John H Scholarship notification e-mail templates 

 For applicants who have been awarded a scholarship of less than the WSC registration fee: 

Dear JHS applicants, 

 

Thank you for applying for a John H Scholarship to attend WSC 20__ in ___(city)___.  

Congratulations, you have been selected to receive a scholarship award.  The total amount you 

have been awarded is $_____. 

 

Please decrease the amount you pay for your WSC registration by the amount you have been 

awarded.  You will need to fill out a registration form and submit it before the early registration 

cut off (Postmarked on or before ___(date)____).  Please cross out the amount listed for the early 

registration amount, write in the amount you’ll owe, and write “scholarship” next to it. 

 

You will also need to make your own arrangements for hotel and travel accommodations. 

 

Congratulations!  We will look forward to seeing you at WSC 20__ in ___(city)___! 

 

Happy Recovery! 

-WSC 20__ Host Committee 

 

For applicants who have been awarded a scholarship of more than the WSC registration fee: 

Dear JHS applicants, 

 

Thank you for applying for a John H Scholarship to attend WSC 20__ in ___(city)___.  

Congratulations, you have been selected to receive a scholarship award.  The total amount you 

have been awarded is $_____.  You will need to fill out a registration form and submit it before 

the early registration cut off (Postmarked on or before ___(date)____). 

 

Please plan to use your scholarship money first on WSC registration, the Fellowship Day 

workshops, and the Gala dinner.  Please cross out the amounts listed on the registration 

worksheet and write “scholarship”. 

 

After registering for the WSC, if you still have unused scholarship funds remaining, please 

contact the General Service Board Treasurer by sending an e-mail to 

office@debtorsanonymous.org.  The GSB Treasurer will help you use the remaining funds to 

pay for either your WSC lodging and/or your airfare to get to/from the WSC.    

 

mailto:office@debtorsanonymous.org
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For any lodging or travel accommodations that your scholarship does not cover, you will need to 

make your own arrangements. 

 

Congratulations!  We will look forward to seeing you at WSC 20__ in ___(city)___! 

 

Happy Recovery! 

-WSC 20__ Host Committee 

 

For applicants who were not awarded a scholarship: 

Dear JHS applicants, 

 

Thank you for applying for a John H Scholarship to attend WSC 20__ in ___(city)___.  

Unfortunately, your application was NOT one of the applications selected for a scholarship 

award.  This year, we had ___(#)___ applications totaling $_____.  The scholarship fund for 

WSC 20__ only had $________ to award. 

 

Please continue fund raising in your local area.  We would love to have you at WSC 20__.  If 

that is not possible, please try again next year for WSC 20__ in ___(City, State)___.  Thank you 

for your willingness to serve at the World Service level. 

 

Sincerely, 

-WSC 20__ Host Committee  
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Example Fellowship Day / Gala Flyer 

Debtors Anonymous WSC 20__ Fellowship Day and Gala 
 

Saturday, August ___, 20___ 
 

____(Conference Site Name and Address)______ 

 

Luncheon and Keynote speaker (12:00 Noon - 1:00 PM) 

 

Afternoon Workshops (1:15 PM - 5:00 PM): 
 

Workshop Time Track 1 Track 2 Track 3 Track 4 

1:15 PM – 2:15 PM     

2:30 PM – 3:30 PM     

3:45 PM – 4:45 PM     

 

Gala: Dinner, Keynote speaker, and Event (6:00 PM - 11:45 PM): 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Driving Directions _____ 

Parking ____ 

Map: 

REGISTRATION 
 
NAME: _______________________________  E-MAIL: _________________________  

 
Lunch & Speaker:  $XX.00 _________ PHONE:_________________________ 
Afternoon Workshops:  $XX.00*_________  
Gala Dinner, Speaker, & Event: $XX.00 _________  Make check payable to and mail to: 

D

.A. GSB  
P

O Box 920888 
TOTAL Included:                   $   ___________  Needham, MA 02492-0009 
  

 
AUGUST ___ DEADLINE TO REGISTER FOR LUNCH AND/OR GALA 

      (So we can give an accurate meal 

count to the caterer.) 
 

There is no deadline to register for the afternoon workshops.  At the door registration will be available.  

However, you will not be able to register for the meals at the door.  
   

*No one will be turned away from the Saturday afternoon workshops for lack of funds. 
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Example E-mail to find Fellowship Day Workshop Speakers 

Hello WSC attendees, 

 

We (the ___________ Host Committee) need a few more volunteers who would be willing to volunteer 

for the Fellowship Day workshops.  Fellowship Day will be on the afternoon of Saturday, August ___. 

This is a quote from pg __ of the WSC 20___ Registration Packet: 

 

"Speakers should focus their sharing on not incurring any new unsecured debt, working the Twelve 

Steps, using the D.A. Tools, and applying the Twelve Traditions. Speakers should share how these 

foundations of the D.A. program have shaped their recovery. Speakers should also share their 

experience of how these D.A. cornerstones relate to the listed workshop topics. Speakers must abide by 

the Twelve Traditions and should limit their sharing to their own experience, strength and hope in the 

D.A. program.  Speakers must be free from incurring unsecured debt for at least one year. At the 

beginning of your share, you will be asked to state how long you have been free from incurring 

unsecured debt... All sessions will be recorded. Track 1 will be broadcast live via conference call." 

 

There are ___ workshops total and at current we only have __ speakers.  Since it is ideal that we have at 

least two speakers at every workshop, we need at least ___ more volunteers.  The speakers will share on 

the topic for ten minutes.  After both/all speakers have shared, the meeting is open for the workshop 

attendees to have three minute shares. 

 

Please consider volunteering.  Should you be willing to volunteer, just respond to this e-mail and 

indicate a few topics you feel comfortable sharing on.  We'll then assign you one of your preferences.  

We look forward to having you with us at WSC 20___ in ___________City. 

 

Happy Recovery! 

-WSC 20___ Host Committee
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Event order requirements and Site Logistics 

 Tuesday:  

Board’s room:  

24 hour hold starting Monday at 7:00 AM until Sunday at 3:00 PM.  This room should be 

set up board room style accommodating up to 18 occupants.  Fresh ice water station 

every morning please.  Trash can and recycle can in the room please. 

 Wednesday: 

  Board’s room (still on 24 hour hold) 

Registration 

Two or three long tables with skirts.  Chairs behind the tables so host committee 

volunteers may sit as attendees approach the tables to check-in.  

  Hospitality 

24 hour hold starting Wednesday at 7:00 AM until Sunday at 3:00 PM.  Set up however 

the host committee wants.  The hospitality room should have a microwave and a 

refrigerator (preferably a full-size refrigerator). 

  Tech Room 

24 hour hold starting Wednesday at 7:00 AM until Sunday at 3:00 PM.  Preferably no ice 

water service in this room.  Six to eight long tables with skirts against the walls but 

leaving one open space for the photocopier.  Electric outlets near every table.  Two to 

three chairs facing the wall per table.  Attendees will sit on the chairs facing the wall with 

the computer on the table in front of them.  

  Break out room for D.A. recovery meeting 

   U-shaped with chairs on the outer rim of the U.  Ice-water station.  Trash can. 

  Dinner room 

   Rounds to accommodate 13090-115 people for a meal.  

  General Session Room 

Classroom style at least 2,850 square feetto accommodate 130 people.  Riser in the front 

of the room with podium microphone and two long head tables.  Table top microphone 

on one of the head tables.  Electrical outlets near the head tables (for lap top computers to 

be plugged in to).  Hand-held wireless microphones on the floor in front of the head table.  

LDC display screen to the side of the head table.  LCD support package (cart for us to put 

our own projector on and plug it in).  Ice-water stations.  Trash cans.  One table, by the 

room’s main entrance, with two chairs (for 1-2 Trustees to sit at with the contribution 

collection “baskets”).  

  Break out rooms for caucuses 

U-shaped with chairs on the outer rim of the U. Easel with paper pad and markers.  Ice-

water station.  Trash can. 

 Thursday: 

Board’s room (still on 24 hour hold) 

  Hospitality (still on 24 hour hold) 

  Tech Room (still on 24 hour hold) 

  Conscious contact space 
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  Breakfast room 

   Rounds to accommodate 13090-115 people for a meal. 

  General Session Room 

Classroom style at least 2,850 square feetto accommodate 130 people.  Riser in the front 

of the room with podium microphone and two long head tables.  Table top microphone 

on one of the head tables.  Electrical outlets near the head tables (for lap top computers to 

be plugged in to).  Hand-held wireless microphones on the floor in front of the head table.  

LDC display screen to the side of the head table.  LCD support package (cart for us to put 

our own projector on and plug it in).  Ice-water stations.  Trash cans.  One table, by the 

room’s main entrance, with two chairs (for 1-2 Trustees to sit at with the contribution 

collection “baskets”). 

Lunch room 

 Rounds to accommodate 130 90-115 people for a meal. 

Break out rooms for committees 

U-shaped with chairs on the outer rim of the U. Easel with paper pad and markers.  Ice-

water station.  Trash can. 

  Dinner room 

   Rounds to accommodate 130 90-115 people for a meal. 

Break out rooms for caucuses 

U-shaped with chairs on the outer rim of the U. Easel with paper pad and markers.  Ice-

water station.  Trash can. 

 Friday: 

Board’s room (still on 24 hour hold) 

  Hospitality (still on 24 hour hold) 

  Tech Room (still on 24 hour hold) 

  Conscious contact space 

  Breakfast room 

   Rounds to accommodate 130 90-115 people for a meal. 

Break out rooms for committees 

U-shaped with chairs on the outer rim of the U. Easel with paper pad and markers.  Ice-

water station.  Trash can. 

  Lunch room 

   Rounds to accommodate 130 90-115 people for a meal. 

  Break out rooms for caucuses 

U-shaped with chairs on the outer rim of the U. Easel with paper pad and markers.  Ice-

water station.  Trash can. 

  Audio Recorder’s table 

 Saturday: 

Board’s room (still on 24 hour hold) 

  Hospitality (still on 24 hour hold) 

  Tech Room (still on 24 hour hold) 

  Conscious contact space 
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  Breakfast room 

   Rounds to accommodate 130 90-115 people for a meal. 

  General Session Room for Convocation 

Classroom style at least 2,850 square feetto accommodate 130 people.  Riser in the front 

of the room with podium microphone and two long head tables.  Table top microphone 

on one of the head tables.  Electrical outlets near the head tables (for lap top computers to 

be plugged in to).  Hand-held wireless microphones on the floor in front of the head table.  

LDC display screen to the side of the head table.  LCD support package (cart for us to put 

our own projector on and plug it in).  Ice-water stations.  Trash cans.  One table, by the 

room’s main entrance, with two chairs (for 1-2 Trustees to sit at with the contribution 

collection “baskets”). 

  Convocation Credentialing Table 

  Convocation Ballot tables 

  D.A. GSO’s table to sell D.A. literature 

  Audio Recorder’s table 

  Lunch room 

   Rounds to accommodate 130 people for a meal. 

   Riser and podium microphone for luncheon speaker 

  Fellowship Day Workshop rooms 

Theater style with head table.  Small round table close to head table.  Electrical outlet 

close to small round table.  Ice-water station.  Trash can. 

  Gala Dinner: 

Rounds to accommodate 130 90-115 people for meal.  Dance floor.  Riser with podium 

microphone plus an additional hand-held cordless microphone.  Two long tables for the 

DJ.  Electrical outlets close to tables for the DJ. 

Any additional items required for the talent show (such as a way to play music from a CD 

or MP3 player). 

Ice-Water station to be replenished several times between 9:00 PM and midnight (thirsty 

dancers drink a lot of water). 

 Sunday: 

Board’s room (still on 24 hour hold) 

  Hospitality (still on 24 hour hold) 

  Tech Room (still on 24 hour hold) 

  Conscious contact space 

  Breakfast room 

   Rounds to accommodate 130 90-115 people for a meal. 

  General Session Room for Convocation 

Classroom style at least 2,850 square feetto accommodate 130 people.  Riser in the front 

of the room with podium microphone and two long head tables.  Table top microphone 

on one of the head tables.  Electrical outlets near the head tables (for lap top computers to 

be plugged in to).  Hand-held wireless microphones on the floor in front of the head table.  

LDC display screen to the side of the head table.  LCD support package (cart for us to put 
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our own projector on and plug it in).  Ice-water stations.  Trash cans.  One table, by the 

room’s main entrance, with two chairs (for 1-2 Trustees to sit at with the contribution 

collection “baskets”). 

  Convocation Credentialing Table 

  Convocation Ballot tables 

  Audio Recorder’s table 

  Lunch room 

   Rounds to accommodate 130 people for a meal. 
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Local Volunteer sign-up sheets 

Wednesday  Name(s) 

Registration:       11:30 AM - 3:00 PM (two)   

Registration:        3:00 PM - 6:30 PM (two)   

Registration:        6:30 PM - 10:00 PM (two)   

    

Hospitality:         3:30 PM - 7:00 PM   

Hospitality:         7:00 PM - 10:30 PM 
 
Technology  

  

    

Thursday  Name(s) 

Registration:       7:00 AM - 10:00 AM    

    

Hospitality:         8:30 AM - 12:00 PM    

Hospitality:         12:00 PM - 3:00 PM   

Hospitality:         3:00 PM - 6:00 PM   

Hospitality:         6:00 PM - 9:00 PM   

Hospitality:         8:00 PM - 10:30 PM  
 
Technology 

  

    

Friday Name(s) 

Hospitality:     8:30 AM - 12:00 PM   

Hospitality:     12:00 PM - 3:30 PM    

Hospitality:     3:30 PM - 7:00 PM 
 
Technology 

  

    

Saturday  Name(s) 

Hospitality:   8:30 AM - 12:00 PM   

    

Convocation:   7:00 AM - 10:00 AM (three)   

Convocation:   9:30 AM - 12:30 PM (three)   
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Fellowship Day Reg 11:30AM - 3:00PM  
 
Technology 

  

    

Sunday  Name(s) 

Hospitality:    8:30 AM - 12:00 PM   

    

Convocation:   7:00 AM - 10:00 AM (three)   

Convocation:   9:30 AM - 12:30 PM (three)   

 
Technology 
 

  

Break Down and Move out (11:30 PM - 
Done) 

  

   

Names List of Volunteers: Phone # / E-mail: 
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Delegate Binder Inclusion List 

 

Front of Binder Binder cover page with theme 

Host Committee Creates - Don't use "D.A." or 
other anonymity breakers - Leave a space for 
delegates to write in their name 

      

Front Binder Pocket Open Forum Ticket Host Committee Creates 

  1-2 D.A. Contribution Envelopes Obtain from GSO 

  Parlamentary Procedure Booklet Obtain from GSO 

  

Any pamphlet(s) the GBS has decided to give 
out 1 free copy of (usually new literature 
released this year) 

Obtain from GSO 

      

Back Binder Pocket Credentialing Form for Saturday 
Host Committee Creates  (See Handbook) (the 
back side of this should be blank) 

  
Credentialing Form for Sunday 

Host Committee Creates  (See Handbook) (the 
back side of this should be blank) 

      

Infront of Tab 1 
WSC Schedule of Events w/ room 
assignments  Host Committee Creates  

  Map of site  Obtain from venue or create 

  

Fellowship Day Program / Schedule of 
Events w/ room assignments  Host Committee Creates 

      

Behind Tab 1 WSC Final Report from the previous year 
Available online - if you can't find online, 
contact Liaison - Print double sided 

      

Behind Tab 2 
Responses to Issues & Concerns from the 
previous year 

Obtain through liaison - print double sided 

  
GSB responses to previous year's 
Recommendations 

Obtain through liaison - print double sided 

      

Behind Tab 3 GSB Outgoing Committee Annual Reports Obtain through liaison - print double sided 

  WSC Outgoing Committee Annual Reports Obtain through liaison - print double sided 

  GSO Office Manager's Annual Report Obtain through liaison - print double sided 

      

Behind Tab 4 WSC Committee/Caucus Starter Kit Obtain through liaison - print double sided 

      

Behind Tab 5 Current year Issues & Concerns assignments 
Added Tue / Wed prior to Conf. - Obtain 
through liaison - print double sided 

      

Behind Tab 6 Post Conference Survey (Hard Copy) 
Obtain from GSB CSC  - if 2 pgs, print double 
sided 
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Behind Tab 7 
International directory of currently 
registered meetings (if available) 

GSB Info Tech Committee Creates  - print 
double sided 

      

Behind Tab 8 
Approximately 10 pages of loose leaf, lined 
paper for attendees to use as notepaper Host Committee Purchases 

   

   

Provide with binder at registration 

D.A. Manual for 
Service 

Newest revision - one per delegate and 
trustee.  Office may ship more to offer for 
sale. Provide office manager with shipping 
address. 

Obtain from GSO 

Any Book(s) the GBS 
has decided to give 
out 1 free copy of 

usually new D.A. literature released this year Obtain from GSO 

   

   

Additional Files for Printing, not included in binders 

WSC motions '97 - 
present  

Only need 13 copies, one for each WSC 
committee and caucus.  Coordinate with 
Liaison to get this document and the flash 
drives (with templates loaded on them) to 
the committee and caucus chairs. 

Available online - Make sure online version 
includes previous year's WSC, if it doesn't 
contact Liaison - Print double sided 

Convocation Ballots 
See pages 128 - 138 of Host Committee 
Handbook for the details of Credentialing 
and Ballot prep. 

Create - see handbook 

 

 

Yellow = 
Host Committee Creates / obtains / 
downloads / purchases / etc. 

 
Blue = Obtain from GSO 
 
Green = Get from Liaison / GSB 
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Example Schedule of Events for Delegate Binder  
(including room assignments)  

25th Annual Debtors Anonymous World Service Conference 2011 Schedule of Events 
NOTE: Voting takes place on issues affecting DA as a whole at the Convocation on Saturday and Sunday. Sunday's Convocation ends at 12:00 p.m. So 

that your vote can be part of the Group Conscience of the World Service Conference, we suggest that you arrange your time to stay for the entire 
Convocation. This schedule is subject to change. However, the Sunday Convocation will end at 12:00 p.m. 

          

Day Start Time End Time Activity Room 

WED 8/17/11 12:00 noon 10:00 p.m. Conference Registration Dearborn Foyer 

WED 8/17/11 4:00 p.m. 5:00 p.m. D.A. Early Bird Meeting Livonia Room 

WED 8/17/11 5:00 p.m. 6:15 p.m. Dinner Dearborn I and II 

WED 8/17/11 6:30 p.m. 9:00 p.m. 
Opening Session (Welcome, Committee 
Reports and Delegate Orientation) 

Grand Ball Room 

WED 8/17/11 9:10 p.m. 10:00 p.m. 
Caucus Meetings 
  

International Caucus - Wasatch Room 

Diversity Caucus – Livonia Room 

Intergroup Caucus – Southfield Room 

WED 8/17/11 9:10 p.m. 10:00 p.m. Open 12 Step Sharing Meetings Parlor Suites 110 and 112 

          

THU 8/18/11 7:00 a.m. 8:00 a.m. Conscious Contact Poolside 

THU 8/18/11 7:00 a.m. 8:00 a.m. BDA Meeting, open to all DA's Southfield Room 

THU 8/18/11 7:30 a.m. 8:45 a.m. Breakfast Dearborn I and II 

THU 8/18/11 9:00 a.m. 11:00 a.m. General Session: GSB Reports Grand Ball Room 

THU 8/18/11 11:00 a.m. 12:00 noon General Session: Open Forum Part 1 Grand Ball Room 

THU 8/18/11 12:00 noon 1:00 p.m. Lunch Dearborn I and II 

THU 8/18/11 1:00 p.m. 2:00 p.m. General Session: Open Forum Part 2 Grand Ball Room 

THU 8/18/11 2:15 p.m. 4:45 p.m. Committee Meetings 

Business Debtors Anonymous Committee(BDA) – Salon A 

Conference Committee (CC) – Parlor Suite 221 

Fellowship Communications Committee (FCC) – Suite 227 

Hospitals, Institutions and Prisons Committee (HIP) – Salon C 

Internal Operations Committee (IOC) – Parlor Suite 112 

Literature Committee (LC) – Southfield Room 

Public Information Committee (PIC) – Livonia Room 

Resource Development Committee (RDC) – Salon B 

Technology Committee (TC) – Salon D 

THU 8/18/11 5:00 p.m. 5:30 p.m. General Service Board Visitors Meeting Romulus Suite 

THU 8/18/11 5:00 p.m. 5:30 p.m. Open 12 Step Sharing Meetings Parlor Suites 110 and 112 

THU 8/18/11 5:30 p.m. 6:30 p.m. Dinner Dearborn I and II 

THU 8/18/11 6:45 p.m. 8:45 p.m. Committee Meetings 

Business Debtors Anonymous Committee(BDA) – Salon A 

Conference Committee (CC) – Parlor Suite 221 

Fellowship Communications Committee (FCC) – Suite 227 

Hospitals, Institutions and Prisons Committee (HIP) – Salon C 

Internal Operations Committee (IOC) – Parlor Suite 112 

Literature Committee (LC) – Southfield Room 

Public Information Committee (PIC) – Livonia Room 

Resource Development Committee (RDC) – Salon B 

Technology Committee (TC) – Salon D 

THU 8/18/11 7:15 p.m. 7:45 p.m. 
Training for Committee / Caucus Chairs 
and Treasurers 

Romulus Suite 

THU 8/18/11 9:00 p.m. 10:00 p.m. Caucus Meetings 

International Caucus - Wasatch Room 

Diversity Caucus – Livonia Room 

Intergroup Caucus – Southfield Room 

THU 8/18/11 9:00 p.m. 10:00 p.m. Open 12 Step Sharing Meetings Parlor Suites 110 and 112 

          

FRI 8/19/11 7:00 a.m. 8:00 a.m. Conscious Contact Poolside 

FRI 8/19/11 7:00 a.m. 8:00 a.m. BDA Meeting, open to all DA's Southfield Room 

FRI 8/19/11 7:30 a.m. 8:45 a.m. Breakfast Dearborn I and II 

FRI 8/19/11 8:45 A.M. 12:00 noon Committee Meetings 

Business Debtors Anonymous Committee(BDA) – Salon A 

Conference Committee (CC) – Parlor Suite 221 

Fellowship Communications Committee (FCC) – Suite 227 

Hospitals, Institutions and Prisons Committee (HIP) – Salon C 

Internal Operations Committee (IOC) – Parlor Suite 112 

Literature Committee (LC) – Southfield Room 

Public Information Committee (PIC) – Livonia Room 

Resource Development Committee (RDC) – Salon B 

Technology Committee (TC) – Salon D 

FRI 8/19/11 11:30 a.m. 12:00 noon Committee Chairs meet w/each other Romulus Suite 

FRI 8/19/11 12:00 noon 1:00 p.m. Lunch* Dearborn I and II 

      *(Please join the trustees at their table if you may want to serve D.A.as a trustee at some point in the future.) 

FRI 8/19/11 1:15 p.m. 4:45 p.m. Committee Meetings Business Debtors Anonymous Committee(BDA) – Salon A 
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Conference Committee (CC) – Parlor Suite 221 

Fellowship Communications Committee (FCC) – Suite 227 

Hospitals, Institutions and Prisons Committee (HIP) – Salon C 

Internal Operations Committee (IOC) – Parlor Suite 112 

Literature Committee (LC) – Southfield Room 

Public Information Committee (PIC) – Livonia Room 

Resource Development Committee (RDC) – Salon B 

Technology Committee (TC) – Salon D 

FRI 8/19/11 5:00 p.m. 6:00 p.m. Caucus Meetings 

International Caucus - Wasatch Room 

Diversity Caucus – Livonia Room 

Intergroup Caucus – Southfield Room 

FRI 8/19/11 6:00 p.m. Bed Time Dinner on your own/ Free Time Dinner on your own/ Free Time 

FRI 8/19/11 8:30 p.m. 9:30 p.m. Open 12 Step Sharing Meetings Parlor Suites 110 and 112 

          

SAT 8/20/11 6:30 a.m. 7:20 a.m. Conscious Contact Poolside 

SAT 8/20/11 6:30 a.m. 7:20 a.m. BDA Meeting, open to all DA's Southfield Room 

SAT 8/20/11 7:00 a.m. 8:15 a.m. Breakfast Dearborn I and II 

SAT 8/20/11 8:30 a.m. 12:00 noon Convocation Grand Ball Room 

SAT 8/20/11 12:00 noon 10:00 p.m. Lunch and Keynote Speaker Grand Ball Room 

SAT 8/20/11 1:00 p.m. 3:00 p.m. Media Contact Training   

SAT 8/20/11 1:15 p.m. 4:45 p.m. Fellowship Day 

Track I – Southfield Room 

Track II – Livonia Room 

Track III – Salon A 

Track IV – Salon B 

SAT 8/20/11 5:30 p.m. 11:30 p.m. GALA: Dinner/Speaker/Variety Show/Dance Grand Ball Room 

          

SUN 8/21/11 6:30 a.m. 7:20 a.m. Conscious Contact Poolside 

SUN 8/21/11 6:30 a.m. 7:20 a.m. BDA Meeting, open to all DA's Southfield Room 

SUN 8/21/11 7:00 a.m. 8:15 a.m. Breakfast Dearborn I and II 

SUN 8/21/11 8:30 a.m. 12:00 noon Convocation Grand Ball Room 

SUN 8/21/11 12:00 noon 1:00 p.m. Lunch Dearborn I and II 

          

          

  Hospitality Room Hours: 
Room 438 (Fourth Floor) 

  6:00 a.m. - 11:45 p.m. While conference is in session 

          

 Technology Room Hours: 
Parlor Suite 111 

  WED: Noon – 7:00 p.m.; THU Noon – 11:00 p.m. FRI 8:00 a.m. - 11:45 p.m. 
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Example Fellowship Day Schedule of Events  
(including room assignments) 

 

Workshop Time 
Track 1 

_______ Room 

Track 2 

_______ Room 

Track 3 

_______ Room 

Track 4 

_______ Room 

1:15 PM – 2:15 PM Topic Topic Topic Topic 

2:30 PM – 3:30 PM Topic Topic Topic Topic 

3:45 PM – 4:45 PM Topic Topic Topic Topic 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Page 128 

 

Example name tag  

(Use special paper from the office supply that perforated and designed for name tags.  Make sure the size of a 

printed name tag fits easily inside of the name badge holders.  Print a test on normal paper first and make sure 

the name tags will be aligned correctly before trying to print on the special perforated name tag paper.)  
 

 

 

 

 

 

 

 

 

 

 

Example Open Forum Ticket  

(print approximately 18 to a page and cut) 

 

 

 

 

 

 

 

Conference Theme 

WSC 20__ 

 

Name X. 

City, State 

Group name and group number 

WSC 20__ 

OPEN FORUM 

One ticket per attendee 

Good for one two-minute opportunity 

at the microphone (as time permits) 
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Convocation and Credentialing 

The D.A. World Service Conference Credentialing Process 

Below is the suggested Convocation Credentialing process  

developed from the experience, strength, and hope of previous Host Committees and Trustees. 

Some general tips: 

Begin to prepare at least 3-4 weeks prior to Word Service Conference (WSC). 

Purchase the supplies 3-4 weeks in advance.  

Hold a Q&A conference call with a Trustee who has had experience developing or executing the 

credentialing process. 

Be concise in keeping accurate registration lists. This will save you a lot of time and frustration later on.  

Following are some things to prepare for in advance. 

 

The Registration Subcommittee will be responsible to make sure all name tags and badge holders have 

been created according to the instructions.  

NAME TAGS (these can be the same name tag the attendees wear all week long) 

Supplies you'll need 

  1. Name tag template (attached at the end of this document)  

  2. 3x4 inch name tags (blank 6-up stock) 

Every person attending the World Service Conference should be given a badge to wear. 

Print out the name tags for the badges before the WSC.  

During registration, if a delegate prefers to use a nickname, print the nickname larger than the 

other information. 

 

What should appear on the name tag: 

[Nick Name, if preferred] 

First Name Last Initial 

City, State 

Delegate Designation (i.e. GSR, ISR, Trustee, Parliamentarian, Host Committee member, 

Fellowship Day Only, etc.) 

Group Being Represented 

 

Tips:  

Order extra sheets of name tag stock. (You will need it. Trust our experience on this one!) 

Print a draft set of name tags to proofread before printing them all on name tag stock. 

BADGE HOLDERS 

Supplies you'll need: 

  1. Clear and color-tinted badge holders with lanyards and / or clips 

 2. Horizontal “Host Committee” ribbons 

The color of the badge holder helps to visually distinguish who can and cannot vote when the 

parliamentarian is counting votes in Convocation.  
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Use clear badge holders for voting delegates (GSRs, ISR, Trustees, and the D.A.Office 

Manager.) 

Use color-tinted badge holders for non-voting attendees (Host Committee members, the 

parliamentarian, recording secretary, Fellowship Day registrants, and guests).  

Order horizontal “Host Committee” ribbons for the Host Committee members. 

 

Note: A voting GSR, who is also a member of the Host Committee, should wear a clear badge 

holder with a Host Committee ribbon and a credentialing sticker affixed to the badge holder.  

 

Tips:  

Staples and Office Depot are expensive and do not sell the color-tinted badge holders. PC 

Nametag and Crestline specialize in meeting supplies and can be found on the Web. This is not 

an endorsement of any vendor. 

Buy extra badge holders. 

Lanyards are nice, but clip-on badges work too.  

If possible, get different color-tinted badge holders for the Fellowship Day-only registrants (eg 

use yellow for non-voting attendees and blue for Fellowship Day-only attendees.) 

 

PARLIAMENTARY PROCEDURE BOOKLETS 

These should be ordered from the General Service Office in advance and inserted into attendees' 

binders. Extra copies should be available if needed at Convocation.  

 

CREDENTIAL STICKERS  

Supplies you'll need: 

1. Two boxes of differently colored round stickers (eg. one yellow and one green) that can be 

affixed to the badge holders 

 2. Black markers 

Credential stickers are affixed to the outside of the badge holder after the delegate has turned in his or 

her credentialing form at the registration desk outside of each day’s Convocation.  

Use one color for the Saturday Convocation and the second color for the Sunday Convocation. 

The color of the sticker indicates whether the delegate completed the credentialing process and is 

registered for that day’s Convocation. 

Two to three weeks before the WSC, number all the Saturday stickers consecutively with a marker and 

then all the Sunday stickers (beginning again from number 1). 

The number on the sticker indicates the delegate’s ballot number for that day. 

 

Tip:  The quantity of stickers should be more than the number of delegates anticipated to attend the 

WSC. We suggest at least about 120 to 150 of each.  

  

CREDENTIAL FORMS 

Supplies you'll need: 

  1. Credential form template (attached at end of this document) 
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 2. 8 ½ x 11 inch paper for copying (three-hole punched) 

Delegates will be asked to complete the credential form and turn it in at the Convocation Registration 

Desk prior to each Convocation session.  

Update the information on the credential form template to correspond to the current year’s World 

Service Conference. 

Make two sets of credential forms—one for the Saturday Convocation and one for the Sunday 

Convocation. Indicate the day on each set of forms. 

Insert a copy of each credential form into every delegate’s binder. Each delegate will have to complete 

and turn in a form for each respective day’s Convocation in order for the WSC to have an accurate head 

count. The form is essentially a ticket for the Convocation. 

 

 Important:  Keep the completed credential forms and a copy of the final WSC registration list  

 at the close of the Convocation and mail to the D.A.General Service Office for DA’s records. 

 

Tip: You may choose to use two sets of colored paper to match the colors of the round colored stickers 

for each day’s Convocation.  

 

BALLOTS 

Supplies you'll need:  

 1. Ballot template (attached at the end of this document) 

 2. Two sets of 8 ½ x 11 colored index card stock to match colors of the round stickers.  

 (Note: each card will be cut into two ballots.) 

The ballots are 4 ¼ x 11 inch cards used by delegates to indicate that they are voting on a motion. The 

cards help the parliamentarian to visually see who is voting. You will be giving out the ballots on the 

morning of each Convocation. Each day’s Convocation will have its own distinct ballot color. You will 

NOT reuse the ballots. 

Update the information on the ballot template to correspond to the current year’s World Service 

Conference. 

Use one set of card stock for Saturday’s Convocation and the other set for Sunday’s Convocation.  

After printing the ballots on the colored card stock, cut the card stock in half. (Each 8 ½ x 11 inch 

colored index card stock makes two ballots.) 

Number the ballots consecutively to match the credential stickers for that day. 

  

Tip: Make more ballots than you have people registered for the WSC, in case you need the extras. 

 

CONVOCATION CERTIFICATION  

Supplies you'll need:  

 Post-its or blank notepad paper 

These are used to confirm the number of people in the Convocation room and the number of delegates 

registered for the World Service Conference. 

A Trustee will gather this information from one specific person on the Host Committee who is 

designated to keep track of the counts. 
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The completed “form” is given to the parliamentarian before each vote is taken on a motion. The 

numbers on each completed “form” will be read into the minutes of the Convocation. 

 

CONVOCATION REGISTRATION DESK 

Supplies you'll need:  

  1. Blue painter’s tape 

  2. Sign stock 

  3. Black markers 

Ask the WSC venue to set up a registration desk of four 6 ft by 30 in. tables in a U-shape.  

Set up an additional one or two (two is better) 6 ft x 30 in. tables for delegates to place their ballots. 

Affix the Convocation signs to the doors with blue painters tape. 

 

Tip:   If space allows, setting up stanchions to funnel people through the process would be very helpful. 

 

 

 Following are some general credentialing procedures.  

 

ON-SITE AT THE CONVOCATION 

1. Set up the Convocation Registration Desk at least 1 ½ hours before the Convocation begins. 

2. Begin registration 45-60 minutes prior to the start Convocation. 

3. Have a Host Committee member ask people if they have their credential form completed and with 

them before they get up the registration desk. This will save time and frustration. 

 

THE CREDENTIALING PROCESS 

1. Delegates are required to complete the respective Credential Form for each day’s Convocation. 

2. When delegates turn in the credential form at the registration desk, they will receive in return one 

numbered sticker affixed to the badge and a corresponding numbered ballot. 

3. Ask the delegate to write their name on their ballot.  

4. The Host Committee worker is to write the number of the ballot on the delegate’s credential form.  

5. Do not let delegates leave the desk until they have completed the credentialing process and do not let 

them take their ballot with them unless they are entering the Convocation Room.  

6. Every delegate entering the Convocation must have a sticker on their name badge and a ballot, except 

the permissible non-voting attendees (see specific list). 

7. Host Committee members will monitor the doors of the Convocation. Host Committee members who 

are not delegates to the Convocation do not receive a ballot or a credential sticker.  

8. When exiting the Convocation, all ballots will be collected by the Host Committee volunteers and 

kept in numerical order at the Ballot Collection table.  All delegates leaving the Convocation must 

relinquish their ballots. 

9. Delegates must pickup their ballots from the ballot table before re-entering the Convocation. 

10. Lost ballots should be returned to the ballot table.   
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11. At the beginning and when requested during the Convocation, a host committee member should be 

prepared to help a Trustee to report the information below to the Chair and parliamentarian on the 

Convocation Count Certification Form: 

  a. Total # of Conference registrants.  

  b. Total # of Conference registrants who have completed the credential process. 

  c. Total # of delegates in the Convocation room at that moment. 

 

These forms should be kept until the minutes of the convocation have been approved at the next year’s 

Convocation. 

 

CONVOCATION CREDENTIALING PROCESS 

 

The Host Committee should have purchased ahead of time the following supplies: 

 

● Ballot cards printed on card stock in two different colors (one color for Saturday and one color for 

Sunday) 

● Dot stickers that match the color of the printed ballot cards 

● A dozen or more pens 

● Black permanent markers (fine point tip but not “extra-fine”) 

● Post-it notes or scratch pad of paper 

● Painters tape (to hang signs on doors) 

● Pre-printed door signs as described in the Host Committee Handbook 

● Extra, blank credentialing forms (for both Saturday and Sunday) 

 

Between the time the last attendee checked in at the registration table and 6AM Saturday morning, the Host 

Committee should have created the list of attendees according to the example in the Host Committee 

Handbook’s Appendix: “Example Credentialing List Based on Registration Check-In” 

 

Ballot # NAME CITY STATE GROUP # 

      

 

The credentialing list can be 3-4 pages long and ordered by the delegate’s first name.  This list should be printed 

twice (once for Saturday and once for Sunday).  On Saturday morning, the 3-4 pages can be given to 3-4 

volunteers and each volunteer can credential the delegates on their page.  Have signs instructing delegates with 

1st names that start with A-F to credential with volunteer #1; delegates with 1st names that start with G-M to 

credential with volunteer #2; and so on. 

 

The ballot cards and the dot stickers can all be pre-numbered.  Note, when pre-numbering the dot stickers, it’s 

better to have 20 cards of dot stickers each with five numbers on them than five cards of dot stickers each with 

20 numbers on them.  This way, more than one volunteer can credential the GSR’s and the numbers being 

issued can still be reasonably close to one another regarding numerical order. 
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For this example, we’re going to say that the host committee chose the two colors of green and orange and 

dedicated green for Saturday and orange for Sunday. 

 

The pre-numbered dot stickers are the control of the whole process. 

 

When a delegate walks up to the table with their Saturday credentialing form already filled out, the volunteer 

takes the form, takes a (green) pre-numbered dot sticker (for this example let’s say it’s sticker #17) and sticks it 

on the delegate’s name tag, writes the number (17) on the credentialing form and on the Credentialing list next 

to the delegate’s name (in the column labeled ballot #).  The person is then told that they are to use the green 

ballot with the number 17 to enter and exit the convocation on Saturday (on Sunday they’ll re-credential and get 

issued a new number using the color orange).  The ballot card is NOT given to the delegate at the time they 

credential unless convocation has already started and the delegate will be immediately entering the convocation 

hall.  Delegates that credential in the hour or so before convocation starts will be able to pick up their ballot 

cards from the table at the time the convocation room is opened for convocation to begin. 

 

The volunteers issuing the pre-numbered dot stickers need to be cautious at the point when approximately 90% 

of the delegates have checked in.  At this point, they should start coordinating with each other and trying to 

issue any stickers that would bridge numerical gaps in issued stickers and then issue the pre-numbered stickers 

only in numerical order (so that if 97 total delegates have credentialed, pre-numbered stickers 1-97 have been 

issued and pre-numbered stickers 98-105 have not been issued). 

 

In the hour or so before convocation starts, delegates may enter the convocation room without their ballot cards 

in order to place binders, bags, or sweaters at the tables to save their spots but 5-10 minutes before convocation 

is to begin, the Host Committee should ask everyone to leave the room and re-enter with their designated ballot 

card. 

 

The Host Committee should designate one main door for everyone to enter and exit the convocation hall.  All 

other doors should have signs saying “stop – do not use this door”.  Other doors shall not be locked because of 

fire code.   

 

No one other than voting delegates (with their ballot cards) is allowed into the convocation room during 

convocation except the following: hotel staff, the paid recording secretary, and the parliamentarian.  

 

The Host Committee needs to be available to tell the parliamentarian and the convocation hall, at a moment’s 

notice, the number of delegates credentialed and the number of voters in the room.  This is done with simple 

math. 

 

The number of delegates credentialed is the number of dot stickers issued (hopefully in numerical order). 

 

The number of people in the room is based on a system and simple math.  When delegates enter the convocation 

room, they take their ballot card into the convocation room with them.  Any time they are not in the convocation 
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room, their ballot card gets left with the Host Committee volunteers on a table next to the convocation entrance.  

Number of delegates credentialed minus ballot cards on the table equals number of voters currently in the room. 

 

For example, if 97 delegates are credentialed and there are 4 ballot cards on the table, then there are 93 voters in 

the room. 

 

The host committee needs to organize the ballot cards on the table in numerical sequence.  This is pretty easy 

when the convocation is active and only a few people are entering and exiting the convocation room but when 

the convocation takes a 10-minute break and most of the delegates leave the room all at the same time, the table 

gets swamped with a pile of ballot cards that need to be organized before all those delegates start trying to re-

enter the convocation room. 

 

At the end of convocation on Saturday, all ballot cards can be thrown away, recycled, or the delegates may keep 

them for memorabilia.  On Sunday morning it will happen all over again with a new color of dot stickers and 

corresponding colored ballot cards. 

 

 

 

 

 

 

 

 

 

 

 

 

 

ENTERING CONVOCATION 

The Convocation is not an open D.A. meeting. Non-voting D.A. members should not enter Convocation. 

However, in an “emergency”, a non-voting Host Committee member may enter if necessary.  

 

Note: The only non-voting members in Convocation should be the Parliamentarian, recording secretary. 

Of course, hotel and AV staff may enter when necessary. The D.A.Office Manager is a voting member 

of the Convocation, but may not be a seated member of any World Service Conference Committee. 

 

Ideally, there should be only one entrance to and exit from the Convocation. The entrance / exit door 

should be near the Convocation Registration Desk. Mark all other doors with signs that say DO NOT 

ENTER THROUGH THIS DOOR or DO NOT EXIT THROUGH THIS DOOR. Note that fire 

regulations prohibit locking doors.  

Post large-print signs on the inside of the exit door to remind people to leave their ballot cards at the 

ballot table.  
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Post large print signs on the inside of the other doors to remind delegates not to use them for exiting.  

 

Note: Trustees will review the credentialing process with the delegates at the opening orientation. 

    

HOST COMMITTEE MEMBERS' DUTIES 

9-10 workers will be needed to ensure this process goes smoothly on site. 

1-2 people will monitor the entrance doors and 1-2 people will monitor the exit doors. 

One person will collect the completed credential forms. 

One person will affix the numbered sticker to the delegate’s badge holder. 

One person will hand out the ballots. 

One person will keep an accurate count of the completed credential forms and how many ballots have 

been handed out. (In order to complete the Convocation Certification Form.) 

One person will help delegates with WSC registration issues and questions such as lost forms, ballots, 

etc. and walk the line to remind people to complete the form if they have not done so already. 

 

LOST BALLOTS  

Lost ballots should be turned in to the Convocation Registration Desk.  

If a delegate loses a ballot: 

Check the registration desk. 

Make an announcement to see if someone accidentally picked up the missing ballot. 

If necessary, make a new ballot. Do not count it as a new registration. 

 

More General Tips: 

We suggest that the Host Committee actually take a “dry run” through the process prior to the 

Convocation 

Add credentialing time to the WSC schedule. Deadline to credential is 5-10 minutes before Convocation 

starts.  

There should be numerous announcements reminding delegates to bring the credential form with them to 

the Convocation. They must have the form to register for the Convocation.  

Inform delegates that they should be registered for the Convocation and in their seats ten minutes before 

the start of the Convocation. 

Remind delegates about credentialing at the close of Open Forum and at dinners. 

Post reminders about credentialing in hallways.  

 

Glossary of Terms 

Delegates:  

Voting members of the World Service Conference Convocation; GSRs, ISRs, Trustees. 

Non-voting Guests:  

Host Committee workers, parliamentarian, recording secretary, next year’s Host Committee members 

who are not currently voting delegates, hotel and AV staff. 

Alternate GSRs and ISRs:  
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An alternate GSR or ISR is allowed to vote at the convocation, if the regular GSR or ISR is not 

registered for the WSC and is authorized to act as the GSR or ISR on behalf of the group. 

Badge holder:  

Same as a name tag holder. A plastic sleeve to carry the name tag/badge. 

Credentialing:  

In DA, this is the registration process that occurs before each Convocation session. Voting delegates 

certify by signing the credential form that they are authorized to represent their group at the 

Convocation. Only GSRs, ISRs, Trustees, and the D.A.Office Manager may vote at the Convocation. 

Convocation:  

These are the final official sessions of the World Service Conference. At these meetings (one on 

Saturday and the other on Sunday), the delegates will recommend, vote, approve, disapprove, or table 

motions made by the committees of the WSC.   
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Credential Form Template: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

The D.A.World Service Conference 

Convocation Credential Form 

Saturday, ____(Date)____   ___(City, State)____ 

 

 

Please Return This Completed Form To The Registration Desk To Receive A Ballot. 
This is your ticket to the Convocation. 

 
Please Print Clearly! 
 

 

First Name:           

 

 

Last Initial:           

 

 

Check One Below1: 

 

 GSR  ISR  Trustee  Alternate GSR (Acting for GSR) 

 

 

Representing Registered Group:        

 

Group #:   

 

 

Signature:       Date:     

 
1You may represent only one registered group or intergroup during the Convocation. 
2A new form must be completed prior to each day’s Convocation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ballot # 
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Credential Ballot Template  

(may be printed 2 to a page and then cut-apart): 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

D.A.World Service Conference 

____(City, State)____ 

 

CONVOCATION BALLOT 

 

Saturday, ____(Date)____ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BALLOT # 
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 Door Stop Sign Template 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Door Stop Sign Template 2 

STOP!!! 

TURN IN  

BALLOT CARD 

WHEN EXITING. 
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Door 

Stop 

Sign 

Template 3 

STOP!!! 

DO NOT ENTER 

WITHOUT A  

BALLOT CARD. 
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STOP!!! 

DO NOT EXIT THIS 

DOOR.  PLEASE USE 

__________ DOOR. 
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Door Stop Sign Template 4 

STOP!!! 

DO NOT ENTER THIS 

DOOR.  PLEASE USE 

__________ DOOR. 
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Example Credentialing List Based on Registration Check-In  

 

Ballot # NAME CITY STATE GROUP # 

 001      

 002     

 003     

 004     

 005     

 Etc…     
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Example Script to open and close each Fellowship Day workshop 

 

D.A.20__ World Service Conference in ____(City, State)____ 

Fellowship Day Workshop Format Script 
 

{Please begin on time whether or not people are still coming in.} 
 

Introduction and Welcome: 

Welcome to the World Service Conference 20__ Fellowship Day.  My name is _______ and I am a 

compulsive debtor.  Please Join me in opening this workshop with the Serenity Prayer. 
 

God, Grant me the Serenity 

to accept the things I cannot change, 

courage to change the things I can, 

and the wisdom to know the difference. 
 

A Word to Newcomers: 

"If you are having problems with money and debt and think you may be a compulsive 

debtor, you have come to the right place and we can help you. It is suggested that at first 

you attend at least six meetings over a period of two weeks to have time to identify with the 

speakers and absorb the D.A. concepts. If you then think D.A. is for you, you can arrange 

to have your first pressure relief meeting." 

 

Administrative Details: 

Audio Recording:  This session is being recorded.  At the end of the day, audios will be available for sale 

at a table in the lobby. 

 

Avoiding Disruptions:  Please turn off (or silence) all cell phones for the duration of the meeting. 

 

Spiritual Timekeeper:  Can we have a volunteer to be our spiritual time keeper? {Wait for volunteer}  

Thank you.  The speakers get 15 minutes.  Please give a 5 minute and a 1 minute warning.  During open 

sharing, participants get 3 minutes.  Please give a one minute warning. 

 

Anonymity:  There may be some here today that are not familiar with DA’s tradition of personal 

anonymity at the public level: “Our public relations policy is based on attraction rather than promotion; 

we need always maintain personal anonymity at the level of press, radio, [Internet, television,] and 

films.”  Thus, we respectfully ask that no D.A.speaker, or indeed any D.A.member, be identified by full 

name or photograph in published or broadcast reports of our meetings.  The assurance of anonymity is 

essential in our effort to help other debtors who may wish to share our recovery program with us.  Our 

tradition of anonymity reminds us that D.A.principles come before personalities. 
 

 

Workshop Topic: 



 

Page 146 

 

The topic for this workshop is ______________ 
 

Workshop Time Track 1 Track 2 Track 3 Track 4 

1:15 PM – 2:15 PM     

2:30 PM – 3:30 PM     

3:45 PM – 4:45 PM     

 

Speaker #1: 

My name is __________ and I am a compulsive debtor.  I have not incurred any new unsecured debt 

since _________.  My home meeting is ___________.  {Speak 10-15 minutes on the topic} 
 

Speaker #2: 

My name is __________ and I am a compulsive debtor.  I have not incurred any new unsecured debt 

since _________.  My home meeting is ___________.  {Speak 10-15 minutes on the topic} 

 

Open Sharing Guidelines: 

The microphone:  When it’s your turn to share, please speak clearly into the microphone.  To minimize 

blank spots on the audio, please form a line so the next speaker is ready and waiting. 

 

Cross-talk Statement:  In order to promote a feeling of safety and fellowship, please make an effort to 

keep in mind the following:  While sharing we speak only about our own experience in recovery.  We do 

not ask questions or comment on another person’s share nor do we give advice or directly address the 

person who is sharing.   

 

Appropriate sharing:  We share in a general way, what it was like, what happened, and what it is like 

now.  We share our own experience, strength and hope that is relevant to the D.A.program (the steps, the 

traditions, and the tools).  We also ask you to be mindful of Tradition Six which sates “D.A.ought never 

endorse, finance, or lend the D.A.name to any related facility or outside enterprise.”  In your sharing, 

please do not mention specific products, books, or businesses. 

 

As the workshop leader, if someone breaks any of these traditions, I will interrupt and remind the 

speaker to follow our traditions. 
  

Open Sharing: 

Again, our topic for this workshop is __________.  The floor is now open for sharing. 
 

Closing Statement: {Read 3 minutes before the end of the workshop}  

The opinions expressed here are strictly those of the individuals who gave them.  The things you have 

heard here are spoken in confidence and should be treated as confidential.  We do no take outside the 

meeting what we hear and who we see at the meeting.  If you will try to absorb what you have heard, 

you are bound to gain a better understanding of the way to handle your problems.  Talk to each other, 
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reasons things out with someone else; let there be no gossip or criticism of one another, but only love, 

understanding and compassion. 
 

Please form a circle and join me in closing the workshop with the Serenity Prayer. 
 

God, Grant me the Serenity 

to accept the things I cannot change, 

courage to change the things I can, 

and the wisdom to know the difference. 
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Paying the bills 

 The Board pays: 

  The Site for the meeting space and set up fees 

  The Caterer 

  The Lodging (when applicable) 

  The Audio Visual (AV) Company 

  The travel for board members, office manager, and upcoming year’s host committee chair 

  The parliamentarian 

  The recording secretary’s professional fee 

  The DJ and/or other entertainment for the Gala 

  The music instrument rental 

  The costs of getting the registration packet out to the fellowship 

  The DAMS that will be given to every attendee 

  The Parliamentary Procedure Booklets 

  Fed Ex shipping of items from GSO to host committee and vice versa 

  The rental of the computers, printers, and photocopier for the tech room 

  Tech support fees 

  Liability insurance required by the conference site 

    

 The Host Committee uses their seed money to pay/purchase: 

  Decorations 

  Printing costs to print Fellowship Day / Gala flyers that are distributed locally 

  The binders, dividers, and printing the items that go in the binders. 

  Name tag supplies and lanyards 

  Office Supplies, card stock, and pastel colored paper 

  Host Committee PO box 

  Host Committee banking fees 

  Copies of agendas for host committee planning meetings 

  Any signage the host committee creates themselves 

  Keeping the tech room stocked with white copy paper 

  14 USB flash drives 

  50 CDR discs 

  Food and drink for the hospitality room for the entire 5-day conference 


