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Mission Statement

The mission is to provide an open line of communication and service between the Area Service
Committees and The Narcotics Anonymous World Service Office (NAWS). The Arizona Regional
Service Committee will provide the services and support that facilitates the continued growth and
development of the fellowship of Narcotics Anonymous within the Arizona Region.

The Regional Service Committee

The Arizona Regional Service Committee, referred to as ARSC, is a committee made up of Regional
Service Committee Officers to include the Regional Delegate and Alternate (RD & RD-A), Standing
and Ad hoc Committee Representatives, and Regional Committee Members (RCMs), who are
selected by the Area Service Committees (ASC) within the Region to serve the Fellowship. The
ARSC meets regularly to serve the specific needs and directions of its member Area Service
Committees.

Policy

1. Provide easy access to information from various sources that match the needs of the areas.

2. Provides a forum to the Regional Service Committee Members (RCM) prior to the ARSC
meetings

3. Provide two GSR assemblies per year.

4. Manage the ARSC funds responsibly: funds for our operations are derived from Na areas and
group donations, activities, and the Arizona Regional Convention.

5. Audits of the Arizona Region shall be conducted to insure fiscal responsibility.

6. Support a delegate to the World Service Conference and Western States Zonal Forum
Meeting.

7. The Arizona Regional Service Committee Inc. (BOD) shall provide the services and support
that facilitates the continued growth and development of the Fellowship of Narcotics
Anonymous in the Arizona Region. The BOD will also provide protection for the group against
third party claims by maintaining a general liability insurance policy for the specific activities of
the NA areas and the Arizona Regional Convention.

8. ltis the responsibility of the Regional Service Committee to support World Services.

9. Any amendment or deletion to the Regional Guidelines after a consensus has been made
shall be refereed to the policy for review prior to adopting the amendment or deletion. This will
be accomplished in a timely manner.

Procedures

1. Establish and maintain sub-committees to provide services for our fellowship and the public.

2. Announce and support all activities that individual Areas of the ARSC decide to sponsor.

3. Maintain and publish records of fellowship fund distributions and financial balances of the
ARSC.

4. Provide a Post Office Box, Storage facility, necessary services, for all physical properties
belonging to the ARSC.

5. Produce and distribute a Regional Meeting List.

6. Provide and continually maintain a regional website.

7. Assist in developing unity throughout our NA Region by providing assistance in hosting events
which have an impact throughout the unified reg
Regional Convention, Six ARSC meetings, and other Regional-wi de fAevento projec:
requested by the NA Areas.

8. Manage the Arizona Regional funds responsibly: funds for our operations are derived from
conventions, merchandise sales and regional donations from NA areas and groups.
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9. To insure that the regional budget as a whole is completed and approved at the first regional
committee meeting of the new term.

10. Audits of the Arizona Region shall be conducted to insure fiscal responsibility.

11. When there is an excess of funds over our projective needs to meet the Regional Budget and
other Regional needs, that excess will be sent to our Narcotics Anonymous World Services
Office.

12. Being responsive to the needs of the areas; at our six meetings that assist with, or clarify
issues affecting NA areas when brought to the attention of the regional body by their
representatives or individual members.

The Twelve Traditions and the Twelve Concepts of NA Service

The ARSC members, directly responsible to those they serve, use the Twelve Traditions of NA and
the Twelve Concepts for NA Service to guide them in their Consensus Based Decision Making
Process (CBDM) pertaining to policies and actions as trusted servants.

A. The Twelve Traditions of Narcotics Anonymous

We keep what we have only with vigilance, and just as freedom for the individual comes from the
Twelve Steps, so freedom for the group springs from our Traditions. As long as the ties that bind us
together are stronger than those that would tear us apart, all will be well.

1. Our common welfare should come first. Personal recovery depends on N.A. unity.

2. For our group Purposes there is but one ultimate authority -- a loving God as he may express
Himself in our group conscience. Our leaders are but trusted servants, they do not govern.

3. The only requirement for membership is a desire to stop using.

4. Each group should be autonomous, except in matters affecting other groups or N.A. as a
whole.

5. Each group has but one Primary purpose -- to carry the message to the addict who still
suffers.

6. An N.A. group ought never endorse, finance or lend the N.A. name to any related facility or
outside enterprise, lest problems of money, property or prestige divert us from our primary
purpose.

7. Every N.A. group ought to be fully self-supporting, declining outside contributions.

8. Narcotics Anonymous should remain forever nonprofessional, but our service centers may
employ special workers.

9. N.A., as such, ought never be organized but we may create service boards or committees
directly responsible to those they serve.

10. Narcotics Anonymous has no opinion on outside issues; hence the N.A. name ought never be
drawn into public controversy.

11. 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.

12. Anonymity is the spiritual foundation of all our Traditions, ever reminding us to place principles
before personalities.

B. The Twelve Concepts of NA Service

1. To ful fill our fell owshipbs primary purpose,
structure, which develops, coordinates, and maintains services on behalf of NA as a whole.

2. The final responsibility and authority for NA services rests with the NA groups.

3. The NA groups delegate to the service structure the authority necessary to fulfill the
responsibilities assigned to it.

4. Effective leadership is highly valued in Narcotics Anonymous. Leadership qualities should be
carefully considered when selecting trusted servants.

5. For each responsibility assigned to the service structure, a single point of decision and
accountability should be clearly defined.
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6. Group conscience is the spiritual means by which we invite a loving God to influence our
decisions.

7. Al members of a service body bear substanti al
should be allowed to fully participate in its decision-making process.

8. Our service structure depends on the integrity and effectiveness of our communications.

9. All elements of our service structure have the responsibility to carefully consider all viewpoints
in their decision-making processes.

10. Any member of a service body can petition that body for the redress of a personal grievance,
without the fear of reprisal.

11. NA funds are to be used to further our primary purpose, and must be managed responsibly.

12. In keeping with the spiritual nature of Narcotics Anonymous, our structure should always be
one of service, never of government.

Meeting Times and Locations

1. The ARSC meeting will meet bi-monthly on the third Sunday of odd number months from
12:00 p.m. to finish.

The ARSC Inc. (BOD) will meet at 10:00 am

The RCM forum will begin at 11:00 AM

The ARSC Subcommittee meetings may begin at 11:00 AM

The ARSC Chairperson, in conjunction with the local Area RCM, will be responsible for
arranging the meeting place.

Meeting Format
Sunday

arwnN

Opening

The Regional Meeting will begin promptly at 12:00 p.m. Chair will open meeting with a moment of
silence followed by the Serenity Prayer. The Twelve Traditions will be read, and The Twelve
Concepts will be read.

1. Meeting Agenda

Chairperson will ask for additions/deletions to the agenda at this time. The Chairperson will receive
any changes to the agenda and any new business items prior to the regular ARSC meeting. At the
discretion of the Chairperson exceptions may be granted due to time constraints appropriate of the
item, or perceived fiemergencyo status.

2. Introductions

Those attending the meeting will introduce themselves and their positions, if applicable. Members
who are not Regional participants (Observers or members who request open forum) are invited to
introduce themselves.

3. Open Forum

The Open Forum is an opportunity for members other than ARSC participants to discuss any
concerns they may have. THIS IS NOT A RECOVERY MEETING. Members with issues and
concerns that they want to discuss will need to inform the Chair prior to the reading of the agenda to
participate in the open forum. The meeting will be moderated by the Chairperson, and will last no
longer than one-half hour. If there are multiple requests for open forum the time shall be divided
equally within the designated half hour.

4. Quorum Establishment

The Secretary will conduct a formal roll call and establish a quorum, then announce if the quorum
required to conduct business has been met. At this point, the ARSC converts to a business-meeting
format. The only attendees who are allowed to speak are the ARSC patrticipants. Observers are
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invited to attend but will not be given the floor to address the Region, unless duly recognized by the
Chairperson.

6 . Secretaryds Report

The report of the previous meet i nthéminuesareaddessedi s gi \
Corrections, if needed, are made to the Secretary?os
Secretaryb6s report is made and decided upon by ARSC(

7. RCM Reports
The Regional committee member reports are given either written or verbally.

8. Chair Report
Chairperson will report on agenda updates, and meeting structure related issues.

9. Vice Chair Report
Vice-Chairperson reports on ad hoc/subcommittee needs and requests.

10. Initial Treasure Report

Inital Tr easur er6s Report: Treasurer wil!/ present an in
needed, corrections to the report and questions about the report or budget may be addressed at this
time.

11. Board of Directoro6s Report

The BOD Liaison will give a report, on behalf of the Board of Directors. BOD site locator will attend the
ARSC meeting when site selection recommendations for ARCNA are available for presentation.

12. Regional Representative Reports:

a. RD: willreportonanyissuesinvolving t he Regionods relationship/rerfg
Service Conference, the WSO, the Western States Forum, and the GSR Assembly.
b. RD-AIlt.: will report on any inter-regional issues and projects.

13. Subcommittees
The subcommittee chairs will report on behalf of their committees.

14. Ad Hoc Committees

The Ad Hoc Representative will report on any business to do with its committee. Ad-hoc committee
chair may make recommendations

15, Old Business
Any items of business remaining from the previous meeting will be addressed here.

16. Elections if scheduled

17. New Business
Any items of new business not addressed during the previous ARSC meeting will be considered.
(Area Motions)

18. Final Treasurer Report
1. Donations and Expenditures
2. RCM approval of World donation
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19. Time and Date of next meeting

20. Adjournment

Quorum

1. An official quorum must be established to make decisions in new and old business.

2. All NA Areas registered with the ARSC have a voice and are entitled to a vote. Any Area
wishing to register with the ARSC may send a RCM to the ARSC meeting and announce its
intention to register with the ARSC after Roll Call. An idea/request may then be made to
admit the Area to the ARSC starting with that meeting. If that idea/request passes then the
RCM may immediately participate with the power to vote on New Business.

3. Inthe event an Area has not been represented for two consecutive meetings the number of
Areas registered shall be reduced by one in order to correct the Quorum.

4. An area that has been absent for two consecutive ARSC meetings must follow the area
registration process as defined in number two above.

5. An official quorum is one more than half of the voting members.

6. Inthe absence of an elected RCM for an Area, only an eligible voting alternate, as
determined by the Area, will be considered.

7. If eligible voting members leave the meeting before all business has been conducted, thus
dissolving the quorum, business may continue as though a quorum were still present.

8. The following Areas are recognized by the ARSC and shall be eligible for one vote each by

active representation:
East Valley
Lake Havasu
Mohave County East
Navapache
Northern
Phoenix
South Central
Southeast
Southwest
Verde Valley
West Valley
Yavapai
CAN
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Membership

1.
2.

3.

The ARSC membership shall consist of voting and non-voting members.
Eligible to vote:

a. The RCM

b. The Alternate RCM, or designated alternate, in RCMs absence
Non-Voting Members (Participants):

a. Administrative

b. Regional Delegates

c. BOD Liaisons

d. Subcommittee Chairs

e. Ad-Hoc Chairs

Decision Making Process

1.

2.
3.
4

There will be one RCM permitted to carry their Areas consensus.

Any ARSC Participant present is eligible to discuss.

The ARSC Guidelines are the primary procedural source in conducting the Regions business.
Phone or electronic decisions for Region are limited to the following:

a. An emergency consensus may be taken if an issue arises that has been
brought to the Regional Chairperson by phone or letter. The Chairperson will
call the Vice-Chairperson and RD to discuss the issue. If they agree it needs
immediate action the Chairperson may call RCMs, and a consensus is then
taken. The intent of this policy is to allow for emergency actions ONLY!

New Business Requests

An Idea or Request is the method by which actions are formalized by the ARSC members. The
following are guidelines for their use:

OPERATIONAL GUIDELINES

This body operates on a consensus based decision-making process (see CBDM model

following).

Any ldea or Request must be submitted to the secretary in writing before the Consensus

Based Decision Making Process can begin.

As a spiritual body we try to reach all decisio
will is expressed through our group conscience (2™ tradition). In the event we cannot reach
consensus, a decision will be reached using a 2/3 majority vote to reach our decisions.

One of the reasons we try to achieve consensus is it insures that we follow our 9th concept,

iALl I el ements of our service str uctralviewpgoiats t
in their decision making process. 0 By carefu
of view we try to make sure this occurs at the committee meetings. The reason all * RCMs are
allow to come to a consensus on many decisionsisthe 7"concept which st ate
a service body bear substanti al responsi bilidt
fully participate in its decision-ma ki ng process. 0

All sub-committees will operate with the same process.

All committee ideas/request except elections will first be considered using consensus based
decisions for the committeeds -pasedpearisian-saking he pr o
allows for points of view to be heard and fairly considered within the committee. At this point

the chair can recognize ARSC Participants if needed.

If at the end of discussion the committee has not reached decision, those dissented from the

majority will be given the opportunity to state the reason for their dissent if they choose. If their

rationale does not persuade the majority to change their view, the dissenting RCM(s) may be

asked if they can support the majority view, even though they themselves do not agree with it.

he
1y

S
y
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In matters where the dissenters cannot assent to the majority, a decision will be reached using
a 2/3 majority vote.

8. When an idea/request is being discussed in new business$ and time in the ARSC meeting
ends, that subject will be brought up in old business at the next ARSC meeting.

9. Any member of the ARSC may submit an idea/request to the floor.

10. RCMs may address request or ideas brought to the floor.

11. Participants may be recognized by the chair.
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with reason. Supported
by Tradition or
Concepts

Idea or request is made

Unanimouse
Accepted

Unanimous
Rejected

Idea adopted and
recorded in
Minutes

Idea rejected and
recorded in
minutues

Maker speaks to the
request

Unanimouse
Accepted

Idea adopted and
recorded in
Minutes

Opposing eligble
members express their
concerns & offer
changes for
compromise

F
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Is
compromise
acceptable to
maker

CONSENSUS
MEMBERS

ASKED FOR

APPROVAL

Idea adopted and
recorded in
Minutes

Unanimouse

Y
es Accepted

Yes

Maker of Idea suggest
changes that must be
made for compromise

Idea adopted and
recorded in
Minutes

Unanimouse
Accepted

Is compromise

reached Yes

WIII the
opposition
concede to the
will of the voting
member

Idea adopted and
recorded in
Minutes

is the idea

opposed by 2 ves

Idea adopted and
Yesp recorded in
Minutes

VOTE IS TAKEN ON
IDEA

2/3 accept

Idea rejected and
recorded in
minutues

Unanimous
Rejected
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Debate and Discussion

To avoid confusion and reduce the amount of time spent on ARSC business, the following guidelines

have been adopted. They are intended to guide the Chairperson in executing the agenda and are not

to be used as a device forthe self-i nt er est s of individual s. tbt i s t
guide the ARSC in the debate and discussion of th
9, while following the policies of the ARSC.

h
e

1. Debate and discussion are limited to the members of the ARSC, once recognized by the
Chairperson. The Chairperson may recognize others at his/her discretion as is prudent by the
nature of the business at hand.

2. The difference between discussion and debate are as follows:

a. Discussion is that which takes place when there is no idea/request on the floor.
b. Debate is that which follows an idea/request and is prior to a consensus.

3. Discussion will occur at times such as in old business, new business, Regional Committee
Members reports, and committee reports. The Chairperson will at his/her discretion lead the
discussion, interpret discussion guidelines, or close the discussion at hand. The guidelines
on discussion are as follows:

a. Each member may make statements and ask questions on each issue.

b. A member may appeal to the Chairperson to continue the discussion after all
members have had an opportunity to address the issue under discussion.

c. The Chairperson at this time may take a straw poll to determine if continued discussion is
necessary.

d. The Chairperson may direct that a request or idea is made by the committee at this time.

4. Debate will occur after an idea/request is introduced in new business. To allow the maker of
the idea/request and eligible RCMs to fully participate, limits on debate are as follows:

a. In debate, each voting member will be given a limit of three minutes to address the
idea/request being debated.

b. The Chairperson at this time may take a straw poll to determine if continued debate is
necessary.

c. Questions and/or information pertinent to an idea/request shall be directed to the
Chairperson.

d. For clarification purposes the chair may recognize eligible members of the ARSC.

Refer to CBDM Process Model.

Approved idea/request shall be recorded in the minutes and will become effective as

stated in the request/idea.

Nominations and Elections of Officers and Committees
A. Nominations

- ®

Importance is placed on our recovery being based in Narcotics Anonymous when we do service for
Narcotics Anonymous.

1. A NA member may be nominated for more than one position but may only be elected to one.
The nominee must meet the requirements of the position and have a willingness to fulfill all
duties.

2. Vice Chair or Alternate candidates shall reasonably consider a two year commitment. RD alt.
must consider the possibility, that if elected, the length of service is six years.

3. At the January ARSC meeting, nominations will be accepted for the; convention Chair,
Convention Vice Chair, Convention Treasurers. The nominations shall be solicited by the
RCMs through their Areas, and will be accepted at the March ARSC meeting. The election for
these shall be held in May.

4. The Convention nominees must be present at the January or March ARSC meeting to accept
the nomination, submit a statement of willingness, and answer questions.
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5. At the March ARSC meeting, nominations will be announced for ARSC officers,
Subcommittee Chairs, Regional Delegate and Regional Delegate-Alt., The nominations shall
be solicited by the RCMs through their Areas, and will be accepted at the May ARSC meeting.
The elections shall be held in July.

6. The Regional nominees for the ARSC must be present at the March or May ARSC meeting to
accept the nomination, submit a statement of willingness, and answer questions.

7. Regional Service Committee Members may submit resumes for subcommittee chairmanships.
8. The qualifications for the various positions on the ARSC are contained in the appropriate
committee guidelines.
B. Elections

1. The election process shall be determined by a simple majority vote.

2. The final vote will be taken at the May and July ARSC meetings during elections.

3. Chairperson will begin the voting process by asking the Secretary to announce the position
and nominees for that position.

4. The nominees present will be asked to leave the room so that the members may have an
unencumbered forum in which to vote.

5. The Chairperson will ask for a vote by the RCMs.

6. If there is only one nominee for a position, a vote must be taken for the nominee to be elected.

7. Inthe event that a position cannot be filled by the May or July election, the incumbent will be
asked to remain in a temporary capacity.

8. The newly elected members will be notified by the out-going Secretary and will begin their
term at the July and September meetings.

9. When a service position has been vacated by resignation or the incumbent has been removed
by the ARSC, the Chairperson may appoint a temporary officer or representative.

10. Special elections will follow the ARSC election procedures, except that nominations and
resumes will be accepted immediately with elections to follow at the next meeting.

Term Limits:

1. Any member fulfilling an interim position may be considered Candidate for the next
term.

2. ARSC officers and representatives should not serve for more than two consecutive full
terms per position. Time served on an interim basis would not count towards
consecutive full terms.

3. An officer or representative elected after the May meeting who is eligible to attend at
least four ARSC meetings by the following May meeting is considered to have served
a full term.

Voluntary and Involuntary Resignation

1. Voluntary Resignation:
a. Given in writing to the ARSC in advance of the next ARSC meeting.
2. Involuntary Resignation:

a. Relapse during term of office. Mandatory removal!

b. Failure to perform duties and responsibilities.

c. Breaches of the 12 Traditions of NA, the Twelve Concepts of NA Service,
malicious misuse of terms and conditions or unethical conduct, inconsistent with
the role of a Atrusted servanto.

d. Any ARSC officer missing or not reporting during two (2) meetings per term.
Officers are expected to attend all ARSC meetings.

3. Involuntary Resignation Procedures:

a. These items (2b, 2c, and 2d) represent prerequisites for removal of a service
member. Itis not intended to mean that removal is necessary or required in each
case they exist. They are intended to be a guide for group consensus when
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involuntary resignation proceedings are instigated or warranted. This process will
concur with the tenth concept.

b. There may be a need to suspend the duties of an elected member of the ARSC. The
reasons for suspension include, but are not limited to, the items listed in 2 a-d.

c. To begin involuntary resignation proceedings, a request stating intent with due
cause should be sent to the ARSC Chairperson at least ten (10) days prior to the
ARSC meeting.

d. The service member named for removal shall be informed by the ARSC
Chairperson of the request before that meeting, if possible.

e. The service member, if he/she so chooses, is given time for rebuttal not lasting
more than ten (10) minutes. This would be the time for ARSC members to ask
questions of the trusted servant.

f. The service member is then asked to leave the room so that the ARSC members
may discuss merits of the request freely.

g. The Chairperson guides the discussion, closes the discussion and asks for a
consensus on the request for involuntary resignation.

4. The Chairperson will ask for a consensus for removal by the RCMs.
5.  Any member resigning without good reason or removed from office shall not be
considered for any ARSC elected position for three years.

ARSC OFFICERS

The qualifications suggested here are intended as a guide for the RCMs in selecting trusted servants
for the ARSC. Some individuals nominated will not fit all of the criteria set forth and it should not
disqualify them from consideration. Effective leadership is highly valued in Narcotics
Anonymous. Leadership qualities should be carefully considered when selecting trusted
servants. It should be stated however that these guidelines come from previous experience and
should be weighed as such when considering a nominee for a particular office.

1. Any ARSC officer or subcommittee chair may be requested to attend any ASC Meeting.

2. Submits full accounting with receipts, of all expenses to the ARSC Treasure along with a

detailed report.
3. Shall have experience in preparing a budget.
4. Shall hold no other elected ARSC position.

Qualifications for ARSC Officers

1. Chairperson:

Willingness and desire to serve.

One year commitment

Minimum five years clean time.

Minimum of one year of regional service.

An understanding of the Twelve Traditions of N.A., the Twelve Concepts of N.A.

Service, and the Twelve Steps of N.A. through application.

Time and resources to be an active participant.

Has service experience with large scale Service Committees.

Administrative and management abilities preferred.

. Personal financial stability

2. Vice-Chairperson:

Willingness and desire to serve.

b. Two year commitment; one year as Vice Chair and if voted in one year as chair.

c. Minimum five years clean time.

d. Minimum of one year regional service.

e. An understanding of the Twelve Traditions of N.A., the Twelve Concepts of N.A.
Service, and the Twelve Steps of N.A. through application.

P20 T
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Administrative and management abilities preferred.

Has service experience with large scale Service Committees.
Time and resources to be an active participant.

Personal financial stability

reasurer:

Willingness and desire to serve.

One Year commitment

Minimum five years clean time.

An understanding of the Twelve Traditions of N.A., the Twelve Concepts of N.A.
Service, and the Twelve Steps of N.A. through application.

Prior experience as a treasurer within a region or as an area treasure.
Automatically becomes a BOD Officer for the period their term commencing in August
2007.

Has service experience with large scale Service Committees.

Will be accessible to other Sub-committee Chairs

Will attend all Regional Fundraisers

Must be familiar with accounting software

Shall collect and compile subcommittee and administrative committee budgets to present
to the chair for evaluation prior to submitting it to the voting body.

Must be able to keep accurate financial records, and the abilities to report them.

. Time and resources to be an active participant.

Personal financial stability

reasurer Alt:

Willingness and desire to serve.

Two year commitment; one year as Treasurer Alt and if voted in one year as Treasurer
Minimum five years clean time.

An understanding of the Twelve Traditions of N.A., the Twelve Concepts of N.A.
Service, and the Twelve Steps of N.A. through application.

Has service experience with large scale Service Committees.

Will be accessible to other Sub-committee Chairs

Will attend all Regional Fundraisers

Must be familiar with accounting software

Must be able to keep accurate financial records, and the abilities to report them.

Time and resources to be an active participant.

Personal financial stability

5. Secretary
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g.

Willingness and desire to serve.

One year commitment.

Minimum four years clean time.

Minimum of three years N.A. service.

Must be able to keep accurate records, and the abilities to disseminate information
ina timely manner.

An understanding of the Twelve Traditions of N.A., the Twelve Concepts of N.A.
Service, and the Twelve Steps of N.A. through application.

Time and resources to be an active participant.

6. Regional Delegate:

a.
b.

C.
d.
e.

Willingness and desire to serve.

Four year commitment; Four years as the RD Alternate and if voted in Four years
as RD.

Suggested eight years clean time.

Minimum five years of regional service.

Prior service as an RD Alt.

Guidelines
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An understanding of the Twelve Traditions of N.A., the Twelve Concepts of N.A.
Service, and the Twelve Steps of N.A. through application.

Exceptional verbal and written communication skills.

Accurate and timely financial accountability.

Time and resources to be an active participant in the World Service Conference
and The Western States Forums.

Personal and financial stability

7. Regional Delegate Alternate:
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K.

Willingness and desire to serve.

Will attend the WSC as a non voting member (unless replacing the RD)

Eight year commitment; Four years as the RD Alternate and Four years as the RD.
Suggested five years clean time.

Minimum of one year experience as a Regional Committee Member

Minimum two years of regional service.

An understanding of the ARSC Guidelines, Twelve Traditions of N.A., the Twelve
Concepts of N.A. Service, and the Twelve Steps of N.A. through application.
Exceptional verbal and written communication skills.

Accurate and timely financial accountability.

Time and resources to be an active participant in the World Service Conference
and The Western States Forums.

Personal and financial stability.

Qualifications - Standing / Ad Hoc Committee Representatives

1. Standing Committee

a.
b.

C.

d.

e.

Five years clean

Two years service experience with one year as a member of the same standing
committee.

An understanding of the ARSC Guidelines, Twelve Traditions of N.A., the Twelve
Concepts of N.A. Service, and the Twelve Steps of N.A. through application.
Exceptional verbal and written communication skills.

Accurate and timely financial accountability

2. Ad hoci Standing Representatives:
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g.
h.
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k.

Appointed by the ARSC Chair, approved by consensus.
Willingness and desire to serve.

Commitment time will vary by project.

Minimum Five years clean time.

Minimum Three year N.A. service involvement.

An understanding of the Twelve Traditions of N.A., the Twelve Concepts of N.A.
Service, and the Twelve Steps of N.A. through application.
Previous experience with the purpose of the Ad Hoc Committee.
Previous experience as a sub committee member.

Time and resources needed to be an active participant.
Exceptional verbal and written communication skills.

Accurate and timely financial accountability

Budget Policy

NA funds are to be used to further or primary purpose, and must be managed responsibly (as per the
11" Concept). This concept establishes the absolute priority for the use of NA funds. The importance
of that priority calls for the total fiscal accountability.

Annual Budgets shall be composed of:
1. Regional Administration

Guidelines
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Board of Directors

Regional Delegates

Standing Committees

Ad Hoc Committee/Miscellaneous

Budget Procedures

Items to be considered:

Printing Cost Travel Postage

Clerical Supplies P.O. Box Fee Storage Locker Fee

Check Supplies Software Per Diem
Conference/Forum Literature Web Site Fees
Marketing/Events Meeting List Conference Agenda Report
Regional Assemblies Rent Conference Calls

Storage Containers File Cabinet Audio/Visual Needs
Games Disk Jockey Special Needs
Food/Beverages NA Memorabilia NA Merchandise

Phone Calls

In determining the budget, refert o t he Re gi & Buadet AhalysisaRepont te évaluate the
previ ous Yy e a$edsammexaptte rrd efguidelines.

Duties and Responsibilities

Acts to serve the needs of the ARSC in conducting business:
* Authorized to sign on the ARSC checking account signature cards.
Any ARSC officer or subcommittee chair may be requested to attend any ASC Meeting.

1. Standing Committee:

a.
b.
C.

d.

Holds meetings regularly and submits dates and times to the ARSC.

Uses the most current version of the WSC approved reference material

Provides an oral and written report to the ARSC of all standing committee activity
including; income, expenses, receipts and bank statements.

Submit an annual proposed budget in July for incoming subcommittee chairs in
September.

2. Committee Chairperson: (*)

= Q

Understands and upholds the ARSC guidelines and policy.

a
b. Serves as Chairperson of the Administrative Committee.
C.
d
e
f.

Arranges and executes the meeting agenda.
Provide a bi-monthly written and oral report to the ARSC.

. Submits the administrative budget to the ARSC.

Conducts the audits of the ARSC. BOD, and convention financial records, as well as
any other subcommittee or ad-hoc committees.

Assures the meeting starts on time.

Facilitates the meeting as per the ARSC guidelines

Conducts and collects a consensus by phone/electronic for required business when
ARSC is not in session.

Conducts elections of new officers and committee representatives.

Orients newly elected officers and representatives to ARSC policy and guidelines.
Signs all correspondence which requires the signature of a representative of the
ARSC.

. Co-signer of ARSC checking account as the Chairperson.

Helps to insure the incoming Chairperson is prepared for the position.

Guidelines
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Attends all ARSC meetings.

p. Appoints a chairperson, interim officer, and Ad-Hoc subcommittees, when
necessary.

g. Submit receipts for any service related expenditures to the regional treasurer prior
to the next regional meeting

r. Responsible for Regional Locker key and Post Office Box Key

2. Committee Vice-Chairperson: (*)

a. Assumes duties of the Chairperson in their absence, removal or resignation

b. Serves as Vice Chairperson of Administrative Committee

c. Provide a bi-monthly written report to the ARSC.

d. Coordinates all subcommittee activity, acts as a resource for the subcommittee
and reports to the ARSC Chairperson; facilitates these committees when a sub-
committee chair position is vacant.

Assist in the audits of the ARSC. BOD, and convention financial records, as well as

any other subcommittee or ad-hoc committees.

Co-signer of ARSC checking account as the Vice Chairperson.

Assist the chairperson in the implementation of the ARSC guidelines.

Provide orientation for all new ARSC members at the RCM Forum.

Maintain a log of all ideas/request from each ARSC meeting.

Attends all ARSC meetings.

Attends all agenda meetings.

I.  Submit receipts for any service related expenditures to the regional treasurer prior to
the next regional meeting
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3. Committee Treasurer: (*)

a. The primary responsibility is the regional checking account.

b. Maintains accurate accountability of the ARSC bank accounts including all income
sources and detailed expenditures. A one-write system will be used as the official
check register system.

Submits the Budget Analysis Report for distribution in the Regional Minutes
Using a summary report worksheet, submits a written report of all fiscal activity
between ARSC meetings.
e. Participates in the audits of the ARSC. BOD, and convention financial records, as well
as any other subcommittee or ad-hoc committees.
f. Before the end of the meeting recap present day financial activities.
g. Attend and submit accurate and current financial report at all BOD meetings.
h. Disperses funds requested by the ARSC officers, standing and ad hoc committee
representatives and others, as required by ARSC.
i. Insures there are two signatures on all checks written on the ARSC account.
j- - Will write checks directly to the vendors. If unable to write a check to the vendor,
the person the check has been written to must submit a receipt for the purchase.
k. Checks will not be issued without a check request based on a budgetary
expenditure, or a request that has been approved by a consensus of voting
members.
Responsible for all monies received and deposits all monies received into the
ARSC account within 24 hours.
. Responsible for submitting contributions to NAWS as directed by the ARSC.
Co-signer of ARSC checking accounts as treasurer.
Shall maintain and secure the regional bank access codes.
Initiates or maintains, records, files and reports on all required documents. These
include but are not limited to the checking account signature cards.
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g. Will bring all previous receipts, check book, check register, and necessary books to
the administrative meeting for a visual audit as requested.

r. Assist the ARSC Chairperson and Vice chairperson in all audits of the ARSC
financial records.

s. As an outgoing treasurer, will write a repor
include:
1. expenditures against budget
2. incoming donation tracking
3. outgoing donations tracking

t. As anincoming Treasurer, will audit previous year of treasury activity.

u. Responsible for preparing a conceptual budget to the Regional Chair for
presentation at the July meeting.

v. Will have available monthly bank statements.

4. Committee Treasurer Alt: (*)

Manages the ARSC funds in the absence of the ARSC Treasure

Performs the duties of the ARSC Treasures in/her absence as noted above.

Signer on the ARSC checking account.

In the absence of the treasure will sign checks with the Chair.

Assists the treasure in the audits of the ARSC. BOD, and convention financial records,
as well as any other subcommittee or ad-hoc committees

P20 T

5. Committee Secretary:

Records and maintains ARSC meeting minutes and attendance roster.

Serves as Secretary of Administrative Committee.

Assist the chairperson and/or subcommittees with general correspondence.

Responsible for maintaining current files of ARSC meeting minutes and other

documents (Refer to Archives, Section XXIII).

e. Updates WSO on current ARSC Committee Structure and updates WSO database

with group registrations as applicable.

f. Responsible for ARSC correspondence and phone vote records.

g. Responsible for securing and distributing mail from ARSC post office box and may

designate an ARSC member to fulfill this duty.

h. Responsible for distributing (electronically or by mail) the regional minutes to all
ARSC members and all registered areas within 10 working days following the
ARSC meeting.

Manages the ballet form for election.

Helps to assure the incoming Secretary is prepared adequately for the position.
Attends all ARSC meetings

Attends all agenda meetings

. Ensures that all ARSC correspondence is properly dated
Submit receipts for any service related expenditures to the regional treasurer prior to
the next regional meeting.

0. Submit all archives to the BOD at the end of term.
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6. Regional Delegate:
a. Acts as liaison between the ARSC and the World Service Conference (WSC) and
the World Service Office.
b. Attends the World Service Conference and other World Service Conference
meetings as directed.
c. Carries the ARSC group conscience or vote of confidence to the WSC
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