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1-FORMAT
Establish Quorum

1. Open meeting with a moment of silence asking members to reflect on their involve-
ment, thinking about who they serve and why, followed by the Serenity Prayer.

=***Have one minute of silence followed by the “we” version of the serenity prayer before

beginning and resuming business on the ASC floor. ****

Read the Twelve Traditions and Twelve Concepts for NA Service.

Read the concept corresponding to our ASC year calendar.

Read the first three paragraphs of “Definition of an ASC".

Roll call — (Admin. Committee, GSRs, and Subcommittee Chairpersons).

Recognition of new groups.

Recognition of anniversaries.

GSR reports

. Outreach Report

10. Literature Distribution report.

11.Secretary’s Report. (Motion to accept minutes is in order.)

12.Treasurer’s Report.

13.RCM'’s Report.

14.Subcommittee reports. (Ad hoc committees report)

15. Open Forum/Sharing Session.

16. Old Business. (Quorum needs to be re-established.)

17. Elections. (Quorum needs to be re-established.)

18. New business. (Quorum needs to be re-established. Pre-arranged agenda has prior-
ity.)

19. Approval for payment of bills to the Area. (Quorum needs to be re-established.)

20. Donation to the Region.

21. Discussion of time and place for next meeting.

22. Announcements.

23.Close meeting.

©ENDOAWN

2-DEFINITION OF AN AREA SERVICE COMMITTEE

An Area Service Committee (ASC) is a committee made up of representatives (GSRs)
from groups within a designated area, which meets monthly for the express purpose of
serving the specific needs of its member groups.

The most important service, which an ASC provides, is that of supporting its member
groups. Whenever a group has a specific situation or need which has not been able to
handle on its own, it can come to its ASC for help. These situations are almost limitless in
scope; however, we have learned that we can get much accomplished when we work to-
gether.

An ASC performs other functions that are of help to the groups. It can help groups get
started or give aid to floundering groups. It may hold workshops or seminars to train
trusted servants. It can look for potential places to keep a stock of literature that the
groups can purchase. The point is that an ASC handles whatever functions are neces-
sary or helpful to its groups.

In order to provide these services, ASC needs the active participation of its GSRs. A

group supports its ASC both financially and emotionally. It takes money to provide these
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services. It is a group’s responsibility to offer the support. However, as an Area grows,
the financial needs of the committee also grow. In order to provide a full line of services it
requires a steady, reliable flow of money. Some areas provide these funds through activi-
ties. These alternate courses of financial support are helpful, but the bulk of the responsi-
bility still falls on the members of a group.

The active participation of each group representative is essential for a successful ASC.
Each GSR must keep their own group informed and must represent that group’s con-
science in all committee decisions. GSRs should evaluate each vote in terms of the
needs of those they serve and the needs of N. A. as a whole in the area they serve. In
addition to this, a GSR participates in helping carry out the ASC’s other functions. The at-
traction of new members, the planning and implementation of activities and the aid given
to groups with specific situations are services that require much more effort than a
monthly meeting.

In order to coordinate its services, each ASC elects’ officers yearly. Leadership and the

ability to organize give the committee direction and the incentive must come from its offic-
ers. Upon election, the officers shall resign as GSRs. Their groups then elect new repre-
sentatives, thus ensuring all groups equality of representation.

3-QUALIFICATIONS AND RESPONSIBILITIES OF ASC OFFICERS

CHAIRPERSON:

The qualifications are: a willingness and desire to serve, service experience, active for at
least one year in the NA service structure, the willingness to give the time and resources
to do the job, a suggested five years abstinence from all drugs, leadership ability, the abil-
ity to communicate and the ability to organize.

The responsibilities are: arranges for and presides over the monthly meetings, responsi-
ble for correspondence, maintaining Area files and archives, is a cosigner on the Area
bank account, enforces rules of decorum and discipline, attempts to be absolutely fair
and impartial.

VICE CHAIRPERSON:

The qualifications are: a willingness and desire to serve, service experience, active for at
least six months in the NA service structure, the willingness to give time and resources to
do the job, a suggested five years abstinence from all drugs, leadership ability, ability to
communicate, and the ability to organize.
The responsibilities are coordinating all subcommittee functions; in the absence of the
Chairperson, the Vice-Chairperson shall perform all duties of the Chairperson. The Vice-
Chairperson is a cosigner on the Area bank account and is liaison between all subcom-
mittees to assure proper coordination of responsibilities. The Vice-Chairperson shall be
responsible for maintaining any vacated office until elections are held.

SECRETARY:

The qualifications are: a willingness and desire to serve, service experience, active for at
least six months in the NA service structure, the willingness to give time and resources to
do the job, a suggested one year abstinence from all drugs, leadership ability, ability to
communicate, ability to organize.

The responsibilities are: keeps an accurate record of each ASC meeting, types and dis-
tributes copies of the minutes to each GSR, subcommittee chair, and admin. member no
later than two weeks following the ASC meeting, types and sends any letters and/or cor-
respondence that the committee so dictates, and any job that may be appointed to the
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secretary during the year. Prior to sending out minutes, secretary sends draft to desig-
nated admin member to verify accuracy and make sure formatting is correct.

1. Roll Call:

(a) Table Format

(b) Toinclude Group Name, and 7 months of attendance history, by month to be
marked with an (x) if the GSR or Chair attended, and an (-) if the GSR or Chair did not at-
tend. Empty positions will be marked as (open)

2. Opening of ASC: the following points will be specified...

(a) The date and time the ASC started, who opened the meeting, followed by the seren-
ity prayer.

(b) Who read the Twelve Traditions

(c) Who read The Twelve Concepts

(d) Who read The Concept of the month (concept number to coordinate with month
number)

(e) Who read the first three paragraphs of “Definition of the ASC”

(f) Who read Roll call was taken by

(g) If quorum was or was not established

3. Before Reports:

(a) Were the minutes accepted, and which group made the motion, and second?

(b) Any new groups? If so, place group info in this section. If not, do not add to the
minutes at all.

(c) Anniversaries: Who, and how much time? Which group, and how long?

4. Reports: If the position is not filled, do not make a place for the report. If the position
IS filled, please include the report and the name of the trusted servant doing the report. If
there was no report handed in, please specify there was no report made.

(a) Secretary

b) Treasurer

c) RCM

d) Activities
e) HI

f) Help Line
g) Pl

h) Lit Review

) Literature Distribution

) Newsletter

) MCCNA Chair

()  MCCNA Vice Chair

(m) MCCNA Treasurer

(n) MCCNA Hotel Liaison

) Any ADHOC committees

5. Old Business: These motions are to be formatted as they are on the motion sheet
and must include the motion number.

(a) All previous months New Business will be placed in this section with the outcome of
the motion. (passed/fail, AND the vote count)

(b) If a motion from the previous month did not receive a pass or fail disposition and
must be re-voted on, gets sent back to the maker, is tabled for further info, etc., it needs
to be placed in the current months NEW BUSINESS SECTION WITH THE ORIGINAL
MOTION NUMBER.

(c) Motions do not get separate pass/fail sections. Old business is old business.

6. Open forum:

(a) State who shared, and a summary of what was shared.

7. New Business: These motions are to be formatted as they are on the motion sheet
AND must include a motion number.

4
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(a) New business motions are to fall under 1 of 2 categories, (1) Motions that will not/ or
will not YET get sent back to groups. These dispositions include: voted on the area floor
(to include the vote count) /tabled for further info/ sent back to maker. These motions do
NOT get highlighted. (2) Motions that are being sent back to groups: These motions get
highlighted in gray.

(b) Motions that fall under category (1) do not get placed into separate pass/fail catego-
ries. They are simply put in order by motion number, with a disposition.

(c) Any motion that is asking for a budget approval, the budget needs to be included
with the motion, or the budget needs to be placed on a separate page, and the page
needs to be referred to in the motion.

(d) PROS AND CONS NEED TO BE INCLUDED

(e) Motions that are called OUT OF ORDER on the area floor DO NOT get included in
the minutes.

(f) All motions must be written as according to policy. (i.e., if it's a motion to MAKE pol-
icy or STRIKE policy, it needs to be stated. If it's a motion to CHANGE policy, the motion
needs to state the CURRENT POLICY, AND it also needs to state the policy AS IT
WOULD READ IF CHANGED)

8. Regional Motions

(a) 2 Categories: (1) Motions that were voted on the regional floor AND its disposition.
These motions DO NOT get highlighted in gray. (2) Motions that are being sent to groups
need to be highlighted in gray. Budgets must be included as well.

(b) Motions do not get separate pass or fail sections. They are simply grouped under
regional motions with their dispositions.

9. Open positions

(a) List the available service positions (1) for the area, qualifications can be referred to
in the policy packet. (2) For the region, qualifications can be referred to in the policy
packet.

10. Nominations

(a) List any nominations for positions to include: the nominee, Motion Maker, Motion
second, and nominee’s qualifications.

11. Elections

(a) List the nominee(s) and the vote count.

12. Group Reports

(a) Not every group needs to be listed here. Only the groups that handed in a report.
13. Misc./Addendums/Etc.:

(a) Include a contact list. If a GSR of someone who holds an area position would like to
make their contact info available, they should be able to do so.

14. Closing Area:

(a) Motion to pay the bills: All bills? Contractual Bills only? Include which group made
the motion, and which group made a second to the motion.

(b) Announcements

(c) (b) Announcements

(c) Time and Place of Next ASC: be sure to include at what times ADMIN/Subcommit-
tees/GSRs meet.

(d) Take extra care to make sure that everyone knows how to contact the secretary.

(]
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15. Include any additional Documents:
(a) Lit order form, any newsletters (if available), GSR Report form, and motion form.

B. Additional

1. Specify when a break was taken

2. Specify every time a head count for quorum was taken, and if quorum was or was
not established.

ALTERNATE SECRETARY:

This is a two-year commitment. The first year is a training year.

The qualifications are: a willingness and desire to serve; active for at least 6 months in
the NA service structure: the willingness to give time and resources to do the job; one
year abstinence from all drugs; a working knowledge of the Twelve Steps, Traditions, and
Concepts.

The responsibilities are: Assists Secretary in keeping an accurate record in each ASC
meeting types and distributes copies of the minutes to each GSR, subcommittee chair,
and admin member no later than two weeks following the ASC meeting, types and sends
any letters and/or correspondence that the committee so dictates, and any job that may
be appointed to the secretary during the year. The Alternate Secretary is not a cosigner
in the Area Bank account.

TREASURER:

The qualifications are: a willingness and desire to serve, service experience, active for at
least six months in the NA service structure, the willingness to give the time and re-
sources to do the job, a suggested four years abstinence from all drugs, leadership abil-
ity, ability to communicate, ability to organize.

The responsibilities are: makes reports of contributions and expenditures at every ASC
meeting, as well as quarterly and annual reports including Budgeted & Actual reports for
each subcommittee within the area. Attempts to make sure every group is contributing
their fair share to support the services necessary and to establish reserves that are ade-
quate to serve the Area. All monies are channeled through the Treasurer. The Treasurer
is the one who distributes the moneys to pay bills as needed and keeps accurate re-
ceipts. The Treasurer checks the mailbox twice a month. The Treasurer is a not a co-
signer on the Area bank account. Term of office is 12 months: October 1 to September 30
the following year.

ALTERNATE TREASURER

The office of Alternate Treasurer is a 24-month commitment. The first 12 months of ser-
vice are spent becoming familiar with the job.

The qualifications are the same as for the Treasurer, with the exception: a suggestion of
three years of continuous abstinence from all drugs. The Alternate Treasurer is not a co-
signer on the Area bank account.

The requirements are assisting the treasurer at all ASC meetings and filling in for the

Treasurer if the Treasurer is absent or for any reason unable to complete their term in of-
fice.

REGIONAL COMMITTEE MEMBER: aka RCM
The qualifications are the willingness and desire to serve, service experience, active for
at least one year in the NA service structure, the willingness to give time and resources to

do the job, a suggested two years abstinence from all drugs, leadership ability, ability to
communicate, ability to organize.
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The responsibilities are: to represent the group conscience of an ASC at a Regional level
and provide their Area with the agenda for the RSC at least ten days before the RSC
meets. An RCM attends all RSC meetings and takes part in any decisions that affect the
Region, speaking as the voice of the ASC’s group conscience An RCM must be able to
work for the common good, always placing principles before personalities.

ALTERNATE REGIONAL COMMITTEE MEMBER 2: aka Alt RCM

The office of Alt RCM is a two-year commitment: the first year of service is spent becom-
ing familiar with the job.

The qualifications are: the same as for RCM, with the exception: a suggestion of one-year
continuous abstinence from all drugs. This position is elected in even number years with
a two-year term limit1.

The requirements are: attending all ASC and RSC meetings and filling in for the RCM if
the RCM is absent or for any reason unable to complete their term in office.

POLICY PERSON

The qualifications are: a willingness and desire to serve; service experience on the Area
level for at least one year; the willingness to give time and resources to do the job; two
years abstinence from all drugs; a working knowledge of the Twelve Steps, Traditions,
and Concepts.

The responsibilities are: to provide an updated policy package once a year, which in-
cludes grammatical corrections for approval on ASC floor in September to be distributed
in October, to provide addendum on an as needed basis, and to provide interpretation of
Area policy when needed.

ALTERNATE POLICY PERSON

The qualifications are: a willingness and desire to serve; service experience on the Area
level for at least one year; the willingness to give time and resources to do the job; two
years abstinence from all drugs; a working knowledge of the Twelve Steps, Traditions,
and Concepts.

The responsibilities are: to aid in providing an updated policy package once a year (in Oc-
tober), to aid in providing addendum on an as needed basis, and to assist in the interpre-
tation of Area policy when needed. This is a two-year commitment. The first year is a
training year.

MAL

The qualifications are: Five years abstinence from all drugs. A minimum of one year of in-
volvement on ASC floor and as an admin member. A working knowledge of the 12 steps
and traditions and 12 concepts. The ability to give time and resources to fulfill the posi-
tion.

The responsibilities are: To be an active member of ASC providing experience and guid-
ance to help ensure the ASC procedures are carried out properly. Also, will help fill open
positions at the admin level.

OUTREACH PERSON

The qualifications are: a willingness and desire to serve; service experience on the group
level for at least one year; the willingness to give time and resources to the job; a working
knowledge of the twelve steps and traditions.

The responsibilities are: To support ASC member groups; give monthly report at monthly
ASC, responds directly to the groups and acts on their behalf as their liaison in alignment
with the ASC's purpose to “help groups get started or give aide to floundering groups”

|
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4-ELECTION OF ASC OFFICERS

1. Election of ASC Officers include all positions listed above under ASC Officers; all Sub-
committee Chairs; MCCNA Vice-Chair MCCNA Treasurer; and MCCNA Hotel Liaison.

2 Nominations should be solicited by group conscience of each group within the Area

and be brought to the August ASC meeting. Subcommittee officers should be elected

from the active GSRs. Elections are held in September. The service term for any Mid-

coast ASC position runs from October 1st to the following September 30th with these

exceptions: The RCM Alt and the RCM will serve from the September ASC to the
following September ASC. The MCCNA Chair, MCCNA Vice-chair, MCCNA Treas-
urer and MCCNA Hotel Liaison positions shall take effect immediately following the

ASC monthly meeting (end of business) post the actual convention for that year and

run through the end of ASC business the following convention

Elections are held in September.

In order to be elected, each nominee must be present unless his or her reason for not

attending is turned in, in writing, before the start of area.

Nominations should be solicited by group conscience of each group within the Area

and be brought to the August ASC meeting. Subcommittee officers should be elected

from the active GSRs.

7. In July, the Vice-Chairperson, Alternate Policy Person, Alternate Treasurer, Alternate
RCM, and Vice chair of MCCNA are given a priority vote of confidence for Chairper-
son, Policy Person, Treasurer, RCM, and MCCNA Chairperson respectively. If a %
majority is not reached, the issue is sent back to the groups for further nominations

8. Nominations should be solicited by group conscience of each group within the Area
and be brought to the August ASC meeting. Subcommittee officers should be elected
from the active GSRs.

9. An explanation of the office is read from the Area Guidelines to establish each posi-
tion’s responsibilities.

10.The position is announced, and nominations are taken, at this time qualifications and
requirements of the position will be read.

11. After accepting nominations from the groups, the Chairperson will ask the floor if there
are any further nominations.

12.Each nomination must be seconded.

13.A motion is made to close nominations and must be seconded.

14. At the time of nominations, each nominee shall state in person his/her qualifications
for serving the fellowship as a whole in this Area (state clean time, past service experi-
ence, and why the nominee can and desires to serve the fellowship). If the nominee is
not present, the ASC, at its discretion, may accept written qualifications, if they are
presented prior to the start of the ASC meeting. All nominees are required to submit
written qualifications to be included in the minutes. If nominee does not state clean
time as required, Policy person will verify nominee meets clean time requirement for
the position prior to voting for said position.

15.1n the case of only one nomination, a vote of acclamation is taken. If a % majority is
not reached, the issue goes back to the group for further consideration

16.1t is recommended that no officer serve more than two consecutive terms.

17.The Chairperson votes only in the case of a tie. The Chairperson may consult the Ad-
ministrative Committee before voting. The Chairperson, however, may not abstain.

18.Each person can hold only one office.

19. Should an office be vacated in the middle of a term, nominations will be solicited

20.immediately and elections held as soon as possible.

21.In the event of a mid-term vote of acclamation by % majority for the Vice-Chairperson,
Alternate Treasurer, Alternate Policy Person, Alternate Secretary or Alternate RCM to
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