Saturday, March 9, 2024 (Updated)
GUIDELINES for the WESTERN RESERVE AREA OF NARCOTICS ANONYMOUS


Name
The name of this Committee shall be the Western Reserve Area Service Committee of Narcotics Anonymous.
Purpose
The purpose of the Area Service Committee (ASC) is to be supportive of its groups and their primary purpose by associating a group locally; furthermore, by helping a group deal with its day-to-day situations. ASC needs to adhere to the Twelve Steps, Twelve Traditions, and Twelve Concepts of Narcotics Anonymous.
Unaddressed issues in guidlines
All issues that are not addressed in the ASC Guidelines shall be referred to the booklet “A Guide to Local Services in Narcotics Anonymous”.  
members
Voting Members
The voting members of the committee shall be the Group Service Representatives (GSR), or in the GSR’s absence, the Group Service Representative Alternate (GSR Alt.).  In the absence of a GSR, a representative may vote if sent by the group and it is stated in the report.  Voting members can cast one vote per issue.  The Chairperson, or acting Chairperson of WRASCNA may vote to break a tie.

The only member who cannot make a motion is the Chairperson.

There are no dues or fees for membership.
observers
Any Narcotics Anonymous Member is welcome to attend the ASC meetings.  Any Addict can make a motion at the area.  All non-GSR votes must be second by a GSR.  Only GSR’s can vote on motions.
trusted servants

The ASC may establish subcommittees as necessary to perform certain duties.  Subcommittees shall be formed upon approval of the voting members of the ASC.  The standing subcommittees shall be, but not 
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limited to: Hospitals and Institutions, Public Relations/Phone Lines, Activities, Literature, Newsletter, and Webmaster Committee.  

The Trusted Servants of the Committee shall be: Chairperson, Vice Chairperson, Secretary, Alternate Secretary, Treasurer, Alternate Treasurer, Regional Committee Member, Alternate Regional Committee Member, and Subcommittee Chairpersons.  Chain of service is: Chair, Vice-Chair, RCM, Treasurer, Literature, H&I, PR, Activities.
Upon nominations, all candidates for a Trusted Servant’s position shall be asked to share their qualifications for the position.

Elections shall be staggered according to when positions are up.  Nominations announced four (4) months prior to vacancy.  Elections of new Trusted Servants shall be two (2) months prior to vacancy.  Training begins immediately upon election.

· Chairperson- Nominations in September/ election in November.  Term expires in January/2 years clean time required and actively working a program of recovery which includes the 12 steps, traditions, and concepts of Narcotics Anonymous.

· Vice-Chairperson-Nominations in September/ election in November.  Term expires in January/1 year clean time required and actively working a program of recovery which includes the 12 steps, traditions, and concepts of Narcotics Anonymous.

· Secretary- Nominations in February/ election in April.  Term expires in June/ 1 year clean time required and actively working a program of recovery which includes the 12 steps, traditions, and concepts of Narcotics Anonymous.

· Alternate Secretary- Nomination in February/ election in April.  Term expires in June/ 1 year clean time required and actively working a program of recovery which includes the 12 steps, traditions, and concepts of Narcotics Anonymous.

· Treasurer- Nominations in October/ election in December.  Term expires in February/ 3 year clean time required and actively working a program of recovery which includes the 12 steps, traditions, and concepts of Narcotics Anonymous.
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· Alternate Treasurer- Nominations in October/ election in December.  Term expires in February/ 2 year clean time required and actively working a program of recovery which includes the 12 steps, traditions, and concepts of Narcotics Anonymous.

· Regional Committee Member- Nominations in March/ election in May.  Term expires in July/ 1 year clean time required and actively working a program of recovery which includes the 12 steps, traditions, and concepts of Narcotics Anonymous.

· [bookmark: _Hlk160917961]Alternate Regional Committee Member- Nominations in March/ election in May.  Term expires in July/ 1 year clean time required and actively working a program of recovery which includes the 12 steps, traditions, and concepts of Narcotics Anonymous.

· Public Relations/ Phone Line Chair- Nominations in September/ election in November.  Term expires in January/ 2 year clean time required and actively working a program of recovery which includes the 12 steps, traditions, and concepts of Narcotics Anonymous.

· Hospitals and Institutions Chair- Nominations in May/ election in July.  Term expires in September/ 2 year clean time required and actively working a program of recovery which includes the 12 steps, traditions, and concepts of Narcotics Anonymous.

· Activities Chair- Nominations in May/ Election in July.  Term expires in September/ 2 year clean time required and actively working a program of recovery which includes the 12 steps, traditions, and concepts of Narcotics Anonymous.

· Literature Chair- Nominations in February/ election in April.  Term expires in June/ 3 year clean time required and actively working a program of recovery which includes the 12 steps, traditions, and concepts of Narcotics Anonymous.

· Newsletter Chair- Nominations in April/ election in June.  Term expires in September/ 6 months clean time required and actively working a program of recovery which includes the 12 steps, traditions, and concepts of Narcotics Anonymous.

· Webmaster Chair- Nominations in April/ Election in June.  Term expires in September/ 6 months clean time required and actively working a program of recovery which includes the 12 steps, traditions, and concepts of Narcotics Anonymous.
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Trusted Servants who miss two (2) consecutive ASC meetings in a row without notifying the Chairperson or Vice-Chair will automatically resign their position.

No Trusted Servant or voting GSR shall hold more than one position at a time in the area level.

No Trusted Servant shall be eligible to serve more than two (2) consecutive terms in the same position.

In the case of a vacancy in the position of the Chairperson, the Vice-Chairperson will hold the position until a new Chairperson is elected.

Trusted Servants who wish to leave early are asked to indicate that in their report.

Trusted Servants of Area are required to attend all ASC meetings and need to arrive on time.

All nominees for Area level positions will be taken back to home groups during the nomination months, and the nominee must be present to state their willingness.  At the election, nominees from the floor are eligible, but will not be taken back to groups.  Nominees must also be present on the day of the vote.  If they are not present at the time of the vote they will be dropped from the ballot.

Motion to recall must come from GSR’s and/or Trusted Servants of the Area.  Any Trusted Servant who is not being responsible to the Area can be recalled at the time they are present and irresponsibility to be discussed (i.e. not conducting Subcommittee meetings, missing funds, etc.).

When a position for a Trusted Servant is vacant past the election month, nominees brought from the floor should be voted on that day.

Each odd-numbered year the Trusted Servants shall conduct an Area inventory.  Once completed, this inventory will be distributed in the next ASC minutes.
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The Area’s chain of service in the absence of the Area Chair is as follows: Vice-Chair, RCM, Treasurer, Literature, H&I, PR, Activities.  Alternate positions are not included for purposes of filling in for Area Chair.
duties of trusted servants
Chairperson Duty
It is the duty of the ASC Chairperson of this Committee to:
Call the meeting to order.
Chairperson’s Format.
Recognize members or observers who are entitled to the floor.
Keep discussions orderly and within reason.
State and put to a vote all questions that legitimately come before the Committee as motions or that otherwise arise in the course of proceedings, except questions that relate to the Chairperson. Announce the result of each vote unless a motion is not in order, then rule it out of order.
Respond to inquiries of members relating to factual information bearing on the business of the Committee.
Shall notify by letter to said person of their resignation of position.
Be co-signer of the ASC bank account.
Votes only in the event of a tie.
The only member who cannot make a motion is the Chairperson.
In case of a special call meeting, notify all GSR’s and Trusted Servants.
Chairperson’s Format as follows:
· Open the meeting with the Service Prayer at 2p.
· Ask someone to read the 12 Concepts.
· Ask someone to read the 12 Traditions.
· Roll Call.
· The secretary will read the New Business from the previous ASC Minutes.
· All Subcommittee reports except for Literature report.
· Pass the basket for 7th tradition.
· Old Business.
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· Sharing Session.
· Break.
· New Business.
· Literature Chair Report.
· Close the meeting with group hug and Chairperson Choice of closing.
Vice-Chairperson Duty
It is the duty of the Vice-Chair to:
Put together the Policy and Guidelines Packet to be distributed to all GSR’s and Trusted Servants, electronically or as a hard copy, upon request in January.
In the absence of the Chairperson, to serve as Chairperson.
Count all votes.

ASC Regional Committee Member Duty
It is the Duty of the ASC Regional Committee Member to:
Serve as Chairperson of the area in the absence of Area Chair and Vice-Chair.
Represent ASC at each Buckeye Regional Committee Meeting.
To make the BRSCNA minutes available to any member of Narcotics Anonymous; furthermore, to bring a copy to the ASC meeting.
Inform Area of the next BRSCNA meeting and provide a written report covering the business of previous Regional meetings.
Act on behalf of WRASCNA, with a standing vote of confidence, in electing regional positions.
RCM Budget is $25.00.

Regional Committee Member Alternate Duty
It is the duty of the Regional Committee Member Alternate to:
In absence of the RCM, serve as RCM.
To attend each Buckeye Regional Service Committee Meeting.
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ASC Secretary Duty
It is the duty of the ASC Secretary to:
Keep a record of all proceedings for the Committee.
Maintain the Committee’s files and archives.
Conduct the correspondence of the Committee when necessary.
Distribute copies of the minutes and flyers to all GSR’s, Trusted Servants, Subcommittee Chairs, those in attendance, and the Regional Service Representative according to approved WRASCNA Secretary Guidelines within 10 days after the Area Service Meeting.
Has the primary responsibility to check the Post Office Box on a regular basis.
· [bookmark: _Hlk161510957]PO Box 850, Lakemore, OH 44240.  
The secretary will not be responsible for copying out-of-are fliers as long as there are enough provided for postal mailing up to a maximum of 15.
The secretary will be responsible to distribute homegroup or out-of-area fliers as long as there are enough provided for postal mailing up to a maximum of 15.
For all groups who wish to be registered with WSO, the Area Secretary will provide information on how to do so.  The secretary will review the WSO meeting search for accuracy every six months, and report on findings.
Will provide blank motions included with Area minutes.
Secretary Email: WRASCNASECRETARY@gmail.com. 

ASC Alternate Secretary Duty
It is the duty of the ASC Alternate Secretary to:
Keep a record of all proceedings for the Committee in the absence of the Secretary.
Distribute copies of the minutes and flyers to all GSR’s, Trusted Servants, Subcommittee Chairs, those in attendance, and the Regional Service Representative according to approved WRASCNA Secretary Guidelines within 10 days after the Area Service Meeting.
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ASC Treasurer Duty
It is the duty of the ASC Treasurer to:
Be the custodian of the Committee’s funds, not entrusted to other Trusted Servants or Committees.
Be co-signer of the Committee’s bank account.
Make a financial report of receipts and disbursements at each regular meeting.
Send checks to BRSCNA, NAWS, and rent to the church each month.
· BRSCNA Donation $000.00, NAWS Donation $000.00, Church Rent $000.00.
Disburse funds as necessary to fulfill the needs of the Committee.
Reconcile the Area account to the bank statement monthly.
Only disburse budgets after receiving a detailed financial report with receipts.
Deposit all money from previous ASC meeting within five (5) days.
Provide a copy of the WRASCNA bank statement at each ASC meeting along with the Treasurer’s report.  Account numbers to be removed.
Use the area bank account to set up/maintain a “Zelle Account” to allow homegroups to submit donations electronically.  
· Email to be made specifically for the Treasurer: WRASCNATREASURER12@gmail.com.
· Backup information to the email will be shared with Bank Account Signers.
· Payments will Not be made with the Zelle; it will just be used to receive funds.
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 ASC Alternate Treasurer Duty
The Duty of the ASC Alternate Treasurer is to:
It is Be the custodian of the Committee’s funds in the absence of the Treasurer, not entrusted to other Trusted Servants or Committees.
Be co-signer of the Committee’s Bank account.
Make a financial report of receipts and disbursements at each regular meeting in the absence of the ASC Treasurer.
Disburse funds as necessary to fulfill the needs of the Committee in the absence of the Treasurer.
Be In the event of the Treasurer’s absence from ASC meeting, deposit all money from previous meeting within five (5) days.

ASC Literature Chair Duty
It is the Duty of the ASC Literature Chair to:
Order and fill the H&I order approved at Area prior to filling any other orders as it is a pre-paid order.
Provide detailed financial report/s and inventory at every ASC meeting.
Take a physical inventory every six months and provide a report of it to the ASC body.
Turn revenues from sales over to the ASC body each month.
Only sell literature at the monthly ASC meeting.
Literature Subcommittee Guidelines in Article 0.


Hospital and Institution Subcommittee Guidelines in Article 0


Public Relations Guidelines in Article 0

(Continued form Pg. 9)

Activities Committee Guidelines in Article 0
Activities will host at least four events per year with one of them being a New Year’s Eve event (i.e. game night, marathon, dance, etc.).


Newsletter Guidelines in Article 0

Webmaster Guidelines in Article 0
PO Box
The ASC is to maintain a Post Office Box for the Area if needed. 
· PO Box 850, Lakemore, OH 44240
PO Box Keys
The Chairperson and Secretary will have keys to the ASC Post Office Box, and the ASC Secretary will have the primary responsibility of picking up the mail.
Checking Account Signers
At all times there will be three (3) Narcotics Anonymous members’ signatures (Chairperson, Treasurer, Alt. Treasurer) on the ASC Checking Account.
Letters
Any letter written by a Trusted Servant is to be read at ASC and approved by GSR’s before being sent.
Vacancies 
In the case of a vacancy of either a Subcommittee Chair or an Executive Committee position (the Secretary or Treasurer), an AD HOC Committee made up of Area Trusted Servants will fulfill the duties of that position until it is filled.
Financial Reporting
All Trusted Servants who report to Area must include a detailed financial statement with their monthly report so as to remain accountable for their use of Area Funds.

All Trusted Servants requesting Area funds must proactively request a vendor check or utilize the Area debit card whenever prudent and reasonable.
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Meetings

Area Meeting Schedule
The regular meeting of the Committee will be held on the third (3rd) Sunday of each month, promptly at 2:00PM, unless otherwise approved by the Area Trusted Servants and GSR’s.
Special Meetings
Special Meetings may be called by the Chairperson of this Committee if all the Executive Committee members and a majority of GSR’s can be contacted and are available.  The purpose of the meeting shall be stated in the call.  No business other than that mentioned in the call will be conducted.  At least four (4) days’ notice shall be given.
Quorum
A total of seven (7) GSR’s must be present to conduct business at Area Meetings.  All business stops when it has been established that there is no longer quorum.  All reports and flyers may be submitted for distribution in the minutes. 
Motion Submission
All motions must be submitted prior to break only.
Special/Emergency Circumstances
Area Chairperson may call for a vote to temporarily suspend policy guidelines in the event of special/emergency circumstances.
Subcommittees
Subcommittee Chair Reporting
Any Area Subcommittee or ad-hoc Committee Chairperson shall be elected at the ASC meeting and will report monthly to the ASC.
Subcommittee Elections
The Chairperson of each Subcommittee shall elect any needed representatives and have an openly recognized Vice-Chair to serve in the absence of the Chairperson.
Subcommittee Guidelines and Budgets
Each Subcommittee shall draft any changes to their own guidelines/budget and present them to the ASC for approval withing three (3) months of their election.  Voting to be from the ASC floor.
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Financial Reporting
All Subcommittees will make a detailed financial report every month to be included in the Area minutes, and to include receipts and records.
Subcommittee Minutes
All Subcommittee Chairs will be responsible for sending copies of their minutes to all other Subcommittee Chairs for better communication.
Subcommittee Funds
All subcommittees will maintain only an account of money needed to function on a month-to-month basis.  Any additional funds to be used or needed will be presented to Area for approval.  All extra funds shall be turned over to the Area Treasurer and be included in their report.
Budget Submission
All Newly elected Trusted Servants of the Area submit an annual budget to the Treasurer within three (3) months of their election.
Clean Time Recommendation for Funds
Area recommends that members have 1 year clean to handle money at any Area function.
Meeting Before ASC
Any Subcommittee meeting before Area must end fifteen minutes before the Area Service Committee.
Regional Learning Day Support
On a yearly basis we, as a unified area, support fully a Regional Learning Day/s, through an ad-hoc Committee made up of all our Trusted Servants and respective Subcommittee members.
Operational/Non-Operational Groups
It is the responsibility of the Public Relations/Phone Line to follow up on whether or not groups are still operation and delete from the schedule only when the doors are not open any more.
ASC Meeting Listing
The Area Service Meeting is to be listed on the meeting schedule.
Revised Subcommittee Guidelines/ Budget Submission
New/Revised Subcommittee guidelines (Article IX, Section 3) and annual budget (Article 9, Section 7) will be submitted as part of the monthly Subcommittee Report.
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Execution of business

Sharing Session
Sharing Session will include:
Welcoming of New Groups.
Questions and Answer Session-questions first directed to the Chair and then opened to the floor.
Proceed with open discussion of items on Chairperson’s agenda.
Any N.A. member can ask the ASC Chairperson to place a particular item on the sharing session agenda at any time.
The Sharing Session  comments will be held popcorn style, controlled by the Chair, with each member speaking one-at-a-time and for only two to three minutes.
The sharing session will last no longer than thirty minutes.
The Sharing Session will take place between old and new business to allow for motions that may come up.

Old Business
Old Business will include:
The presentation of votes from GSR’s on motions made at previous meetings.
Presentation of needed information on issues discussed at previous meetings.
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New Business
New Business will include:
Items on the Chairperson’s Agenda needing to be brought to the Committee’s attention.
All current/new motions.  Persons with new business will report this to the Chairperson prior to the ASC meeting.
All motions made that amend or revise the guidelines will be taken back to groups by the GSR’s and voted on at the next meeting.  All motions that need immediate attention will be voted on that day.

Non-Agenda Items
Non-agenda items will include new issues which may come up during the meeting.
Passing Motions
A motion is passed if there are more votes for than against, except motions that amend or revise the guidelines.  Those motions will be sent back to groups for approval.
Intent and a Second
All motions must include intent and a second, except that motions from Subcommittees do not need a second.
Trusted Servant Secret Ballot
When ASC votes for trusted Servants at Area, the vote shall be by secret ballot.
Discussion Time Allotted 
During discussion of any vote on the floor, the discussion will last no longer than 20 minutes on a single vote.
Majority of Abstentions
In the event there are more abstentions (which counts as non-votes) than votes cast, there will be more discussion and then a re-vote.
After a Motion
A motion once passed or defeated may not be brought up for reconsideration during the next six area meetings.
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Determining the Majority
Only those votes for and against will be considered in determining the 50% majority.  Abstentions are a non-vote.
“A Guide to Local Services in Narcotics Anonymous”
ASC will purchase “A Guide to Local Services in Narcotics Anonymous” for all Trusted Servants of WRASCNA.
Special Interest Groups Listing
This area will list special interest groups on the Area’s meeting schedule.
Literature Account
Literature account will be combined with Area account.
Prudent Reserve/Petty Cash
Area to keep a prudent reserve of $300.00.  Area to keep Petty Cash of $100.00.
Subscribing to the “NA Way”
PR will inform WRASCNA groups regarding how to subscribe to the “NA Way” if they wish.
Area 7th Tradition
Take 7th tradition at Area Meeting
A Budget of $10 will be carved out for ASC coffee fund.
The remainder of the funds will go to the Treasurer.

Theft of Funds
Refer to PA condensed version of WSO Bulletin #30 “When Dealing with Theft of NA Funds”.
Gambling 
No Area function or Area Committee function will have gambling for money (i.e. 50/50 Raffles, Bingo, or card games), nor will the Area accept donations from any activity that has gambling for money.  This does not include raffles for non-cash prizes.
World/Region Donations
WRASCNA is to donate $100.00 to Region, and $40.00 to World each month.  Donations will be suspended when the Area Treasury falls below the Prudent Reserve and will be reinstated when Area Treasury is above Prudent Reserve.
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Starter Kit
Starter Kits will be given when requested to all new groups for free.  Starter Kits will include:
Introductory Guide to Narcotics Anonymous.
5 Key Tags for each anniversary up to 6 months (white, 30 days, 60 days, 90 days, and 6 months).
3 Key Tags for each anniversary after 6 months (9 months, 1 year, 18 months, and multiple years).
IP #1: Who, What, How and Why.
IP #2: The Group.
Group Booklet.
Group Treasurer’s Record Pad.

New Meetings on the Schedule/Voting Rights
Meetings will be put on the schedule and given voting rights after meeting for three (3) months and three (3) consecutive months of ASC representation.
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Literature subcommittee guidelines
The Subcommittee Guidelines for Literature shall entail:
Purpose
To carry the message to the addict that still suffers in the most efficient way possible.
To serve as a communication link in all matters of literature between groups and literature subcommittees at all levels- area, region, and world.
To provide a forum and atmosphere where members can contribute to the creation and development of NA Literature.
Follow all WRASCNA Guidelines.
Follow The Twelve Concepts.

Function
Submit an annual budget to the WRASCNA service body that will include but not be limited to:
Administrative Cost (i.e copies and postage).
Maintain a stockpile of literature.
Dispersion of literature.
Turn over all monies to Area Treasurer in a timely manner.

Membership and Elected Trusted Servants
Area Literature Chairperson (qualified and voted in by ASC).
Vice-Chair (2 years clean time).
Secretary (6 months clean time).
Any NA Member can become a member at large by attending two (2) consecutive business meeting and can become a voting member at the second meeting.  Meetings and any workshops will always be open to any NA Member.
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Hospitals and institutions subcommittee guidelines
The Mission of the Hospital and Institution Committee exists to carry the message of recovery from active addiction to residents of facilities who are restricted from full access to regular meetings.

The H&I Subcommittee attempts to follow the WSO H&I Handbook guidelines.  It is the responsibility of the H&I Chairperson to report any revisions or deviations to ASC (Area Service Committee).
WSO H&I Handbook available online at:
· https://www.na.org/admin/include/spaw2/uploads/pdf/handbooks/H&I%20Handbook.pdf

The H&I Subcommittee will review and alter these guidelines within 3 months of electing a Chairperson per area guidelines Article IX Section 3.

The H&I Subcommittee meets the 3rd Sunday of every month, before ASC meeting at 12pm, to end no later than 1:45pm, unless otherwise noted.

The H&I Chairperson can call for a special/emergency meeting when necessary.  The purpose should be stated in writing and no other business will be addressed.  Notification by the Chairperson will be a minimum of 7 days prior to the meeting.

There must be a quorum of 1/3 of the facilitators present to conduct business.  A 1/3 of the 17 current H&I Facilitators is 6.

The H&I Subcommittee members will elect a Vice-Chair, Secretary, Treasurer, Literature Chair, and any other trusted servants as needed.

Any addict with the willingness to serve must come to the H&I subcommittee meeting in person to state their willingness.

New members must have a minimum of 90 days clean and attend 2 subcommittee meetings to be eligible to vote.
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The H&I Subcommittee elect facilitators by a majority vote.

Trusted servants, facilitators, and trainees may be removed from their current position by a majority vote after 2 consecutive unexcused absences.  All excused absences must be written either by paper, email, or text and given directly to the Chair, Vice-Chair, or Secretary.

Trainees must not facilitate meetings.  If the facilitator is absent, the trainee is responsible for contacting a Trusted Servant to report the absence and cancel the meeting.

In the event of relapse, it is your sole responsibility to inform a Trusted Servant that you must step down from your current position.

All H&I Literature must go to the assigned facility.  Excess literature must be returned to the Literature Chair to be redistributed.

Any meeting that is identified as H&I is accountable to the H&I subcommittee, as H&I is accountable to ASC.

All new H&I meetings must be set up by a member of Public Relations, a member of Hospitals and Institutions, and the facilitator.

The H&I Subcommittee must approve meeting closures by a majority vote.

All H&I subcommittee members will conduct themselves in accordance with the Twelve Traditions, Twelve Concepts, and the H&I “Do’s and Don’ts” when dealing with staff and residents of facilities as well as fellow H&I subcommittee members.

Our behavior should create a positive impression of NA and H&I.  Inappropriate or violent behavior may result in a majority vote for removal from the subcommittee.
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H&I Facilitators
Facilitators should:
Have 1 year clean and have completed training.
Facilitate for 6 months at a committed facility, following the subcommittee approved format.
Have worked the first 3 steps of NA with a NA sponsor, has a working knowledge of NA steps and traditions, carries a clear NA message.
Follows guidelines, Do’s and Don’ts, and facility rules.
Recruits qualified supporters and ensures that all participants know the Do’s and Don’ts as well as the facility rules before entering any facility.
Facilitators must contact: Co-Facilitator, Chairperson or Vice-Chairperson, Facility Contact, and trainee 4-6 hours prior to commitment if unable to keep commitment.
Ensure that H&I subcommittee receives a report every month.
Submits literature inventory to the literature coordinator and collects literature to distribute to the facility.

H&I Alternate Facilitators or Co-Facilitator
Alternate Facilitators or Co-Facilitator Duty:
Have 9 months clean and have completed training.
Follows all the responsibilities of the facilitator.

H&I Floating or Fill-in Facilitator
Floating or Fill-in Facilitator Duty:
Meets all requirements of a facilitator and performs the duties of a facilitator in their absence.
Fill-in facilitators do not make a 6-month commitment, but are available at will provided that they meet the qualifications of the covered facility.
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H&I Trainee Facilitator
Trainee Facilitator Duty:
Have 90 days clean and is working with a NA Sponsor.
Attends an H&I Subcommittee meeting in person and states their willingness.
Attends 5 H&I Facility meetings, contacting facilitators in advance, and has each facilitator sign an observation sheet.
Addicts from other areas with H&I facilitator experience and 1 year clean attend 3 H&I facility meetings, contacting facilitators in advance, and has each facilitator sign an observation sheet.
Addicts form WRASCNA who return as facilitators after 1 year or more attend 2 H&I facility meetings, contacting facilitators in advance, and has each facilitator sign an observation sheet.
Commits to 1 facility during training but has the option to go to other facilities.
Contact the facilitator when unable to attend.  This is a commitment and attendance at all meetings of assigned facility is expected.
Turns completed observation form in to Vice-Chair or Secretary.
Follows guidelines, Do’s and Don’ts, and facility rules.
Does not share at the meeting until training is complete.

H&I Supporter/Speaker
The Supporter/Speaker’s duty is to:
Have 6 months clean.
Shares experience, strength, and hope on a panel or as a speaker.
Has worked the first 3 steps of NA with a NA sponsor, has a working knowledge of NA steps and traditions, carries a clear NA message.
Follows Do’s and Don’ts and facility rules.
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H&I Chairperson
It is the duty of the H&I Chairperson to: 
Have 2 years clean and 1 year of H&I Subcommittee experience.
Carries out policies and maintains order at H&I subcommittee meetings.
Attends ASC meeting and submits report containing present literature inventory.
Attends all H&I subcommittee meetings in WRASCNA.
Votes only to break tie.

H&I Vice-Chairperson
It is the duty of the Vice-Chairperson to:
Have 1 year clean.
Assumes the duties of the Chairperson if the Chairperson is absent.
Serves as the Chairperson if the position becomes vacant, until WRASCNA elects a new Chairperson.
Welcomes new members and sees that they receive “do’s and don’ts”, meeting format, facility meeting lists, observation forms, local guidelines, and phone list.
Oversees committee sponsored training events (i.e. Orientations, learning days, etc.).
Sees that paperwork for H&I committee (do’s and don’ts, meeting format, facility meeting lists, observation forms, local guidelines, and phone list) is photocopied and available.
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H&I Secretary
It is the duty of the Secretary to:
Have 6 months clean.
Maintain archives.
Maintain written record of facility rules.
Updates lists of members and facilities.
Takes minutes of H&I Subcommittee meetings.

H&I Literature Coordinator
It is the duty of the Literature Co-Ordinator to:
Have 6 months clean.
Sees that literature is ordered from WRASCNA literature subcommittee and maintains stockpile.
Fills out literature distribution form every month and submits it to the H&I Chairperson to be attached to ASC report.
Stamps all literature with WRASCNA phoneline number.
Distributes literature to facilitators upon request.
Submits monthly budget request to the H&I Subcommittee for approval.

H&I Alternate Literature Coordinator
It is the duty of the Alternate Literature Co-Ordinator to:
Have 6 months clean.
Assume the duties of the Literature Coordinator if absent.
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H&I Treasurer
It is the duty of the Treasurer to:
Have 2 years clean.
The custodian of H&I funds.
Makes a financial report of receipts and distributions at each regular meeting.
Disburses funds as necessary to fulfill the needs of the H&I committee.
Assumes the duties of Chairperson in the absence of the Chairperson and Vice-Chairperson.
H&I All Trusted Servants
It is the duty of All H&I Trusted Servants to:
Be elected by majority vote of the subcommittee members.
Commit to 1 year term.
Are elected in October, trained in November, and assume the position in December.
Do not hold any other Trusted Servan Position.
May attend and observe all H&I facility meetings annually to verify guidelines are being followed by facilitators.
H&I Budget
Budget Breakdown of $4,837.36
$300.00 a month of literature averages to $22.00 per facility per month, which is equivalent to 6 of each standard IP’s per month.  Annual budget of $3,600.00.
$246.84 to supply 14 facilities with 6 copies each of Behind the Walls and White Books 4 times a year, total $987.36.
$250.00 a year for Learning Day which is the average given for any approved activity by area per the activities budget.
The subcommittee currently is self-supporting the rent with 7th tradition taken at the business meeting.
There are currently no misc. operating costs at this time for copies, laminating, handbooks, etc., which should be included in future revisions to this budget.
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Public Relations Subcommittee Guidelines
The Purpose of the Public Relations Subcommittee is to inform the public that Narcotics Anonymous exists and provides information regarding meeting times and locations.  PR supports the toll free “Hope Lines” at Town Hall 2 and provides the current printed meeting schedules monthly.  PR works in accordance with the Twelve Traditions & Twelve Concepts of Narcotic Anonymous with emphasis on 11th and 12th Traditions and 6th, 8th, and 10th Concept.

Functions and Responsibilities
Maintains an open line of communications between NA and the public (including treatment centers, jails, and institutions).
Reports to Regional PR and attends Regional PR subcommittee meetings.
Responds to any requests for information in a timely and effective manner.
Assists Region in maintaining the “Toll Free Hope Line” by updating the phone line list and keeping it current.
Provides up to date meeting schedules monthly for groups in our area, as well as outside agencies that request schedules. Forward all meeting schedule changes with updates and modifications to the PR Chair, BRSCNA webmaster, and Town Hall 2.
Provide updated phone line list to Town Hall 2.
All Phone Line Volunteers must be trained.
Annual “Poster Day” training and distribution throughout the WRASCNA area.  We are also continuing to have follow-up training and distribution days for any group/members that were not able to attend the annual “Poster Day” event.
Special line items in the budget for purchasing literature to be placed at various locations in the community (i.e. IBH, UMADAOP/Church on the BLVD/ Urban League, etc.) and events like “Break the Cycle of Addiction Luncheon” or ARC Recoveryfest.
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Meeting Times and Membership
PR subcommittee will meet every 3rd Sunday @ Emmanuel United Church of Christ @ 1:00P.M...
Membership for the PR subcommittee is open to all members of the WRASCN area.  
The PR Chair must attend the WRASCNA Area Meeting.  It is also suggested that other members of the subcommittee attend when possible.
Voting Participants and Procedures
Voting at all PR Subcommittee meetings will include all members of the subcommittee present at the time of the meeting.
Subcommittee members must have attended 2 consecutive monthly subcommittee meetings to be able to vote.
All voting will be decided by a simple majority.
Qualifications Required to Perform PR Duties
Understanding, practice, and experience with the 12 Steps, 12 Traditions, and 12 Concepts of Narcotics Anonymous.
A Narcotics Anonymous Sponsor.
A clear commitment to NA, and reference to NA only, and no other outside fellowship or groups when performing PR duties.
The willingness to commit the time and resources necessary to carry an effective message of NA and adhere to the 4th concept.
Any PR duties requiring face-to-face meetings with the public should include at least two qualified members who are present at the time of a meeting.  One of which must have 2 years clean time minimum, and others must have at least 6 months.
The Chairperson must have 2 years’ clean time.  The Treasurer must have 1 year, and secretary 6 months’ clean time.
An addict needs to have at least 1 day clean to join the PR Subcommittee.
Phone line duties also require brief training of material provided by Regional PR.
PR sub members shall maintain personal anonymity at the level of press, radio, films.

(Continued from Pg. 26)
PR Budget
$2,172.00 for Meeting Schedules.
$600.00 for IP’s Community Literature Racks.
$184.00 Hope Line Posters.
$150.00 Event Table Rental.
Total Budget: $3,106.00
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Activities subcommittee GUIDELINES
The Activities Subcommittee Guidelines shall entail:
Definitions and Purpose of the Subcommittee
The WRASCNA Activities Subcommittee is a volunteer group of Narcotics Anonymous members dedicated to providing the WRASCNA Area with recovery-oriented events and merchandise.
The WRASCNA Activities Subcommittee is made up of Narcotics Anonymous members who attend subcommittee meetings and identify themselves as members of the WRASCNA Activities Subcommittee.
All activities are intended to be “FUN-raisers” that promote unity among the members of our fellowship.  The WRASCNA Activities Subcommittee may elect to hold special fundraisers designed to raise money for a designated Narcotics Anonymous purpose such as OCNA, or any other NA activity.
This Subcommittee of the WRASCNA Area will effectively communicate and cooperate with WRASCNA as a whole.  WRASCNA Activities Subcommittee meetings are open to all members of NA Fellowship.
In all proceedings, this subcommittee shall adhere to The Twelve Traditions of NA, The Twelve Concepts of Service of NA, and the resources available from “A Guide to Local Service”.
Functions of the WRASCNA Activities Subcommittee
Holds regularly scheduled meetings every month.
Communicates and disburses all information available to and obtained from subcommittee members.
Distributes fliers to all groups via WRASCNA Area Service Meetings.
Coordinates the development of new events at the area level.
Assists other NA service bodies upon their request, if possible.
Elects and/or appoints members to fulfill the needs of the subcommittee.
Provides fun functions for members of the NA Fellowship.
(Continues on Pg. 29)
(Continued from Pg. 28)
Carries the NA message to the addict who still suffers.
Maintains an archive of all subcommittee meeting minutes.

Structure of Elected Positions
The elected positions of the WRASCNA Activities Subcommittee are Chairperson, Vice-Chairperson, Secretary, and Treasurer.
The Chairperson is elected by WRASCNA.  The Activities Subcommittee shall hold elections to fill all other positions.
If an elected Subcommittee member becomes unable to discharge the duties of that position, a successor shall be named by the Activities Chairperson and approved by the Subcommittee at the next Activities Subcommittee business meeting.  Should the Activities Chairperson be unable to discharge the duties of the position, the Activities Vice-Chairperson will automatically assume the position of Chairperson until the next WRASCNA Area Service Meeting where a new Activities Chairperson will be elected or appointed.
Qualifications/Duties of Activities Subcommittee Chairperson
Elected by WRASCNA, the Chairperson shall fulfill the WRASCNA requirements of an elected Subcommittee Chairperson.
Attends each WRASCNA Area Service meeting and provides written reports of the Subcommittee activities.
Prepares an agenda and maintains order at each Activities Subcommittee meeting.
Submits yearly budget for the approval of WRASCNA.
Channels all money earmarked for WRASCNA to the WRASCNA Area Treasurer at each WRASCNA Area Service meeting.
Holds elections and/or appoints subcommittee members as needed to fulfill the needs of the Activities Subcommittee.
Prints and Copies Fliers.
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Activities Vice-Chairperson
Elected by the WRASCNA Activities Subcommittee.  Suggested 1-year clean time.
Assumes the duties of the Chairperson in the event of the Chairperson’s temporary absence.
Assumes the duties of the Chairperson if the Chairperson position becomes vacant until a replacement Chairperson is elected or appointed by WRASCNA.
Works closely with the Chairperson to become familiar with all aspects of the Chairperson’s responsibilities.
Responds to all inquiries from members relating to the WRASCNA Activities Subcommittee’s policies and procedures.
Activities Secretary
Elected by the WRASCNA Activities Subcommittee.  Suggested Clean time 1-year.
Records minutes of all Activities Subcommittee meetings and maintains an archive of meeting minutes and related materials.
Copies and distributes minutes from the Activities Subcommittee meetings to the members of the Activities Subcommittee.  Email is wrascna@gmail.com.
Keeps current records of the names, mailing addresses, phone numbers, and email addresses of Activities Subcommittee members.
Keeps records of rules and regulations, prices, and contact information of all venues used for events.
Activities Treasurer
Elected by the Activities Subcommittee.  Suggested Clean time 3-years.
Maintains a simple set of accounting books for the Activities Subcommittee.
Reconciles the balance sheet of funds for each event.
Voting Participation and Procedure
Activities Subcommittee members become eligible to vote upon attending two consecutive Activities Subcommittee business meetings.
All voting matters shall be decided by a simple majority.
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Management of Activities Subcommittee Funds
Two Activities Subcommittee members, at least one of whom is in an elected WRASCNA Activities Subcommittee position, shall count funds generated by any event, fundraiser, or merchandise sale held by the WRASCNA Activities Subcommittee.
A receipt must accompany all expenditures.
Funds generated through the WRASCNA Activities Subcommittee will be disbursed in the following manner:
1. For all activities, the Subcommittee will first reimburse WRASCNA for any seed money that was provided for the planning and execution of the activity.
2. In the case of a fundraiser, the remaining money will be forwarded to the committee or subcommittee organizing the activity for which the money…
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 Newsletter subcommittee guidelines
The Newsletter Primary purpose is to carry the message of Narcotics Anonymous through the development of publishing a newsletter to serve the Western Reserve Area.  We will distribute the Newsletter monthly as a service to its members and a way to generate unity within the Area.  

Guiding Principles of the Newsletter Subcommittee
The Newsletter Subcommittee will strive to apply these principles as we work to fulfill our primary purpose.
1. Open-mindedness.  We will be open to feedback from members and will take suggestions about the ways in which we carry the message.
2. Commitment.  We will work to meet all commitments on time and to maintain consistency in the tasks entrusted to us.
3. Wisdom.  We will integrate ideas from other areas which help us to carry the message in positive and creative ways.  We will grow and develop by learning from the experiences of others who have gone before us and who can show us how to serve within the Traditions and Concepts.

Function of the Newsletter Subcommittee
To receive information to print from the subcommittees of WRASCNA.
To provide Subcommittee representation at the monthly WRASCNA business meeting.
To provide a monthly newsletter to include, but not limited to:
1. Articles sharing NA members’ experience, strength, and hope with the Twelve Steps, Traditions, and Concepts of Narcotics Anonymous.
2. Announcements of upcoming Subcommittee and group events and functions as a means of encouraging fellowship participation.
3. Acknowledgements of recovery anniversaries.
4. Artwork and other creative submissions directly related to recovery submitted by NA members.
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Newsletter General Guidelines
All Newsletter Subcommittee meetings shall be open to any member of NA regardless of clean time but shall be closed to the General Public.
Subcommittee meetings will be held monthly on a regular day and time TBD.  Location also TBD.
The subcommittee will operate on a consensus based decision-making process.  If we cannot reach a consensus, we will reach a decision by a 2/3 majority vote.
During the last week of the month bi-monthly, Newsletter Subcommittee members shall meet at a mutually agreeable time and location to perform any necessary editing and formatting of the forthcoming issue.
Newsletter Subcommittee Budget
The Newsletter Subcommittee shall include a budget line item for Newsletter Cost (monthly) $20.00. 
Qualifications and Duties of Newsletter Chairperson
At least 6 months continuous clean-time and maintenance for the duration of the commitment.
Willingness and ability to serve.
Preside over all monthly Newsletter Subcommittee meetings.
Prepare an agenda for all Newsletter Subcommittee meetings.
Review and proofread the newsletter prior to printing and distribution.
Attend monthly WRASCNA business meetings.
Present an oral and written report at the monthly WRASCNA business meeting.
Prepare reports and keep records including financial receipts, invoices, etc. 
Delegate assorted tasks to subcommittee members.
Check the Newsletter Subcommittee email wrascnanewsletter@gmail.com at least once per week.
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Newsletter Vice-Chairperson Duties
Have at least six months continuous clean-time and maintenance for the duration of the commitment.
Willingness and ability to serve.
Attend all monthly Newsletter Subcommittee meetings.
Assume the duties of the Chairperson in their absence.
Maintain an accurate and up-to-date list of Subcommittee members including names, telephone numbers, and/or email addresses.

Newsletter Subcommittee Members
Must have membership in NA according to the 3rd Tradition.
There is no clean-time requirement, anyone with a willingness to serve is encouraged to attend.
To better serve the Newsletter Subcommittee and the Fellowship of NA, standing subcommittee members should be active participants in NA.
Attend monthly Newsletter Subcommittee meetings.
Assist the Chair and Vice-Chair in carrying out their duties.
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Webmaster Subcommittee guidelines
The duty of the Webmaster Subcommittee is to oversee the WRASCNA Website.  This includes:
Update Website monthly.
Keep Payment up to date.
Use Website to provide information and resources relevant to WRASCNA, as well as NA as a whole.
Attach announcements of upcoming subcommittees and group events and functions as a means of encouraging fellowship participation.
Display basic information about Narcotics Anonymous.
Display information about WRASCNA as well as the Buckeye Region including NA Hope Line and link to the regional website.
Have an up-to-date searchable meeting schedule.
Display a Clean Time Calculator and Clean Time Anniversary Submission Form.
Include an updated listing of events and activities.
Contact information for all Area Service Committee Trusted Servants.
Have individual pages for each subcommittee’s information.
Webmaster Budget
Webmaster to have a budget for GoDaddy Web Domain: $7.00 annual cost.
Webmaster Subcommittee Chairperson
6-month clean time requirement.
Have a working knowledge of a computer and necessary components to update website regularly.
Actively working a program including the Twelve Steps, Twelve Traditions, and Twelve Concepts of Narcotics Anonymous.
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ALL Executive and Subcomittee budget breakdown

This will be added at a later date upon confirmation.  
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