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Section One:  The Basics  (Procedures  for  Our 

Business)

Concept Three :

The NA  groups  dele gat e to the service structure the authority necessar y  to fulfill
the responsib iliti es assi gned to it.

1.1 Who We  Are 

A.  Defi niti on:

T he South Vancouver I sland Area Service Committee (ASC) is a comm ittee made up
of G r oup Service Representatives (GSRs), Area Service Of f icers (“the Executive”) and
Subcomm ittee Facilitators. It m eets regularly to serve t he specif ic needs of its member
g roups.

B. Geographical Boundar y:

T he g eographical boundary of t he ASC shall be def ined in t wo wa ys: one f or service
responsibilities and one f or g r oup representation. O ur service structure m ay be
responsible f or  t he  southern  portion  of  Vancouver  I sland,  up  t o  and  including  all  points
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sout h of a line between Crofton and Port Renfr ew. W ith reg ar d to gr oup representation,
our outermost act ive gr oups wil l def ine ou r boundary. As of June 2017 we serve groups
west t o Sook e and north to Cowichan including t he Saanich Peninsula and Salt Spring
Island. T he boundary is flexible and  wi ll be  updated as  new g r oups attend the ASC.

1.2 What We  Ar e 

A.  Purpose:

T he purpose of t he ASC is t o support t he NA groups in t he Sout h Vancouver I sland
Area in f ulf illing t heir primary purpose, to provide a f orum for t hem to meet and discuss
issues, t o help the groups address their uniqu e needs and situat ions and to encourag e
the growt h  of  our f ellows hip.

B. G uiding Principles:

T he SVIASC conduct s business according t o a number of g uiding principles. In all
matters before the ASC, the Twelve Concepts, the Twelve Traditions, A Guide to Local
Services in NA, G uiding Principles: The Spirit of Our T raditions, t he SVINA Guidelines
(t his document ) and Consensus Based Decision Making (CBDM) will be applied as
appropriate as the Group Conscience sees f it.”

1.2.1 Where We  Are 

A.  M eet i ng Times:

T he ASC will m eet every mont h at a place and t ime decided at t he close of each
meet ing. It has been standar d pract ice to set the Area meeting on the same day of each
mont h in order to ensure that ongoing business can be conduct ed. Conventionall y, t his
is  t he  3rd Sunday of  each m onth  at  12:15  pm.

B.  Changing Meeting Times :

If t he need arises t o chang e t he dat e, t ime or place prior t o the next Area m eet ing, the
facilitator will not if y all G SRs, A SC Off icers and Subcom m itt ee Facilitators by t elephone,
@svina.ca email accounts, and SVINA- approved private social media sites as soon as
possible of t he scheduling change.”. A not ice of t he r escheduled m eet ing should be
post ed at the  orig inal locat ion of  t he ASC meet ing.

C.  Refr eshments:

Refr e s hments may be served at this meeting provided f or by individual contr ibutions. A 
7th Tradition should never  be tak en f or this  purpose.

1.2.2 How I t  Wo rks
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AS C   Agenda

NOTE:  As  per 2 . 4.2  (M), a ll  ASC  me mbers  mus t r ema in for the full
mee ting of the  ASC

-  Pre- ASC GSR Meeting:

-  A time f or G SRs to meet,  to discuss g r oup matters ( "how are the g r oups doing," 
inner  work ings  of the g r oup)
-  Any potentially involved  or lengthy issues  will be  postponed to the  ASC open 
discussion session
- T hey g ive t heir reports to each  ot her ( attendance,  7th)  - t hey can use the GSR report 
template, circulate the birthday list.
-  At the end of  t he ½-hour m eeting , t he GSRs  elect  a  "GSR Liaison" to relay  their 
report to the ASC executive com m ittee.
-  Adjourn f or  a 15-minut e break.

-  The Facilitator opens the  AS C meeting:

a)  Calls  the meet ing t o  order.
b)  Ask s f or  a moment  of silence f or the addict who st ill suff ers.
c)  Asks members to invite  t he g uidance  of  our  Higher  Power  as  we r ecite the Service 
Prayer.
d)  Ask s f or  a volunteer t o read the T wel ve Concepts  of  NA Service.
e)  Ask s each ASC body member t o announce a  spiritual principle  t hat  applies t o them 
today,  and  br ief ly comment  on it, if  desired .
f ) Ask s the secretary to circulate the 'O pen Discussion  List.' 
g ) Ask s that all cell phones be turned off .
h)  Ask s the secretary to conduct roll call and establish  q uorum.
i)  Recognizes any new g roups, new GSRs  or  anyone at t he ASC f or the first time. 
j ) Establishes  whet her t he Public Relations  Facilitator  is  representing  a group.
k)  Asks the  secretary to announce how many GSRs  m ak e  up the voting  quorum.

-  AS C Consensus t o accept the mi nutes  as per  1.2.4 (B)

- G SR Liaison Report

-  AS C off i cer reports

a)  Facilitator.
b)  Co-facilitator.
c) Treasurer (Vote to accept this  r epor t)  and  Alternate Treasur er. 
d)  Secretary.
e)  Reg ional Committee Member  and  Alternate Regional Committee  Member. 
f) W eb Coordinator.

-  Subcommittee Reports

a)  Public Relations  Comm itt ee. 
b)  Literature.
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c)  Newslett er.
d)  Policy,  Procedures, and Archives. 
e)  Victoria Convention.
f) Activities Committee. 
g ) Sons of  Recovery.  
h) W omen in Recovery
i)  Other and  ad hoc comm itt ees.

-  Elections:  Elections f or  any elig ible or vacant  positions  at t he ASC.

-  Break -A break  can be called anytime at t he discretion of the  Facilitator. Roll call is
to follow all break s. Normally,  one 15 minute break is scheduled during t he m eeting.

- O l d Business - Business  arising  f r om t he minutes of  t he last ASC m eeting.

- Motions/Proposals

- O pen Di scussion / New  Business
"T he sharing  session has  t wo  t ypes  of  agenda: group problems and area comm ittee 
issues.  Ag enda it ems for t he sharing  session usually come  up du ring r eports from 
g roup  service r epr esentatives,  administrative  off icers, and subcommittee  facilitator s. 
After each report is g iven,  anyone  on the  area committee  - including  the  person  who 
g ave  t he report  - can ask  t he committee f acilitator to place a  particular subject  on the 
shar ing  session ag enda."
A Guide to Local Service,  pag e 64.

-  Updated Treasurer's Report :
T he Treasurer provides a br ief, updated financial r eport (after collecting t he 7t h
tr adition from t he respective g r oups and/or subcommi ttees, and f act oring in t he
curr ent  expenses.)

-  Announcements
a)  Any special upcoming  event s  or funct ions
b)  Conf irm the date, time and  location f or the  next ASC meeting

Cl ose w ith the Gratitude Prayer :

That  no addict  seeking recover y need ever  die….
Our gratitude speaks  
w hen w e care  and  

w hen w e share  
w ith others  
the  N A  w ay.

1.2.3 W ho Co unts and Why ?

A.  Need f or  Q uorum:
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An off icial q u orum m ust be established t o conduct any business r eq uiring a f inal
decision reg arding proposals. Off icial q uorum is one more than half of the act ive g r oups
fr om t he previous m onth’s m inutes. For example, 10 “active” groups need 6 eligible
representatives  t o  establish a  q uorum.

Quorum  shall  not  f all  below   5   act ive  g r oups.  T he  Public  Relations  f acilitator  may  be 
included  when est ablishi ng  a q uorum f or  a  motion.

B.  Acti ve and I nacti ve Groups:

A group is considered “active” as soon as t hey attend t he ASC, announce t heir st atus
during roll call and t hen par t icipate by m aki ng f inal decisions on pr oposals dur ing t he
ASC meet ing. An “ inact ive” group is one t hat has not been repr esente d by an elig ible
tr usted servant of the group f or 3 consecutive meetings. It would be at the third meeting
that t he g r oup would not be considered f or a q uorum. T he ASC s ecretary will m aintain
a list  of  active and  inactive g r oups to establish  a quorum.

C.  Business w ithout Quorum:

If no off icial q uor um has been est ablished by 10 minutes after t he st arting t ime of t he
meet ing, t he m eeting may, at t he discretion of the chai r, commence by conducting
business  not req uiring a  f inal decision  r eg arding proposals .

If necessary, a second and f inal q uorum call will be m ade sometime after t he start of
the m eeting. If a q uorum still cannot be established, t he m eeting will c ontinue wi t h
business  not req uiring a  f inal decision r eg arding proposals.

Once a  q uorum has  been  est ablished, items r equiring  a  f inal decision regarding 
proposals may be conducted.

D.  Who May Make Final Decisions:

Only an eligible alternate  can be considered for  a q uorum in the  absence of  an elected 
GSR f or  a gr oup (see  1.2.4. A (b)).

E.  Dissolution of Quorum:

If elig ible decision-mak ing members leave the meeting before all the business has been
conduct ed, t hus dissolving t he q uorum, any business r eq uiring a dec ision made by
elig ible m embers of the ASC cannot be conducted in t heir absence. This highlights the
importance of member  attendance for t he duration of  t he ASC m eeting.

F. Seating Priority:

During t he ASC m eeting, seating priority at t he t able shall be g iven in t he f ollowing
order; t he ASC f acilitator, GSRs or t heir alternates, other ASC officers, subcommitt ee
facilitator s and then any member  of the gallery.
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1.2.4 W ho Make s Decisions  a nd Ho w Do We  De cide?

A.  Decision-M aking Eligibility:

a)  T he GSR or t he alternate G SR for a g r oup.

b)  T he respective gr o u p  secretary, g r oup treasurer, or  other g r oup member  – only 
in t he absence of  an elect ed GSR or alternate GSR. T hat member m ust  also 
have  been  ask ed  by the group to repr esent them.

ASC of f icers  and Subcommi ttee f acilitators (except f or PR,  as  per  section (c)) 
are  strictly prohibited from  mak ing  f inal decisions ,  in the  spirit  of tr adition 9:

“These  boards  and committees  are established to ser v e  only, not to govern. 
They  ar e directly  responsible f or the groups and are  always subject to the 
explicit  direction  of the groups. ”
- I t W orks, How and W hy:  Tradition  9, pag e  194.

c)  T he  Public  Relations  facilitator ,  providing  t hey  have  attended  t he  g roup’s 
business  meeting  and are carrying  t he  gr oup’s  conscience  on  a mot ion.

B.  Making Deci sions on Reports,  ASC Polic y and Elections (voting in
nominees) to the Service  Structure:

T he treasurer report, acceptance of the minutes and  any other general committee 
business  will  pass  with  a  consensus of  t he eligible q uorum  present; either by a show 
of  hands or verbal assent (f or reports, minutes, or proposals not required to be  sent 
to groups.)

In the matter of  elections of  trusted servants,  election by consensus proceeds  as 
per  section  2.2.1.

All matt ers affecting  SVINA G uidelines  wil l pass with  a  consensus of the eligible 
q uorum. T hese proposals m ust be  sent  back  t o the g r oups f or  one mont h for  a  
g roup  conscience  pr ior to t he decision.

Corre c t i o n s  to the SVINA Guidelines  document with r ega rds to gramm atical err ors, 
spelling  m istak es, typog raphical err ors, f or m at ting,  layout  designs,  inconsistencies 
with  cont ent  or  policy chang es that  were  confirmed t o have been approved  by the 
g roups by consensus, may be m ade  as  a Policy Committee decision,  pr ovided  t h at 
the  intent  of the document  is  not chang ed.

C.  Criteria  and Design for Consensus Based Deci sion Making (CBDM ) :

T he Consensus  Based Decision Mak ing (CBDM)  Model is  desig ned to f oster  unity 
among st t he ASC service body,  when m ak ing  decisions  upon  proposals. Proposals 
may already be prepared in advance  t o  bring f orth to the Area body (eg:
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Motions/Proposals  st age  of  t h e agenda,)  or  proposals m a y  f orm  out  of  a  g roup 
conscience  dur ing t he Open Discussion/New Business  st age  of  t he agenda.

Althoug h the Facilitator  has f ull discretion to  prioritize  pr oposals  and topics on  t he 
table ( eg: f inancial-impacting  or time-sensitive  ones f irst,) it  is usually beneficial t o 
deal with t hem  as they present themselves,  so that the  continual f low of  ideas and 
“m ental frame of ref erence”  is not interrupted. I t can  be hard to retain and re -visit 
these  ideas at a lat er time,  and can actually  consume more time in the  long r un.

●  NOT E: For inf ormation on  how and  why SVINA migrat ed fr om  Robert’s  Rules of 
Or d er to  Consensus-Based  Decision  Making,  please  observe the  Feb 2017 
presentation  in  Additional Resources (A).

T he approach f or  implementing  t he Consensus Based  Decision Making model 
proceeds  as follows:

●  NOT E: T he “ASC Body, ” f or t his  purpose, is  def ined as the GSRs, ASC Executive 
Off icers and Subcomm ittee  Facilitators  present f or this  process.

●  NOT E: T he “SVINA CBDM Flo w”  Diag r am  is also  available on  Additional Resources 
(B)  which helps  t o illustr ate this  process.

1: Introduction of  t opic
● T opics shall be  presented (eg : during  O p e n  Discussion/ New Business. ) 
(NOTE: Proposals already prepared, can st art at stage 5.)

2: T est for interest
● T opic is  prior itized f or discussion.

3:  Discuss Topic
●  Focus  on the issue that  needs to be resolved.
● T he ASC body achieves a  thor oug h and common  understanding  of the  issue.

4:  Brainstorm solutions, if req uired.
● If  the topic is straig ht-forward,  t he g r oup proceeds  t o the next  step. If the t opic  is 
invol ved or  open- ended, ideas  ar e presented  and developed  into  proposals. If  t his 
st age  proves  t o  be too time - consuming, it may be prudent to sugg est a  work shop or 
re- visit  t he ideas for next  area.

5:  Clarif y Proposal
● T he Facilitator r estates the proposal for  clarity and t he minut es.

6: T est for consensus
●  100%  ASC body consensus,  proceed with  implement ation. 
●  Less than  100%  proceed  t o next  st ep.

7:  Hear Dissent
●  Dissent ers present their  viewpo ints.
●  Body discusses the dissent , seeki ng  under st anding  and solutions. 
●  A sm all group discussion,  or  a  break  may be  necessary.

8: T est for consensus
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●  100%  ASC body consensus,  proceed with  implement ation. 
●  Less than  100%  proceed  t o next  st ep.

9:  Delay –  Consult - Inform
● If  required,  delay the decision  t o the  next ASC meet ing.
●  Refer GSRs to the g r oups f or  consideration of  the  t opic (not just t he proposal)
● G SRs may want  t o consider f orming a   workg roup,  and seek  more inf ormation.
● If  the g r oup conscience f eels that  none of  t hese m ethods  are necessary,  proceed to 
st ep 10.

10: T est for consensus
●  85%  support  shall be considered consensus
●  16%  or greater  BLOCK,  consensus  will not  have been  achieved.

●  NOT E: this  decision must  also meet  what  is called t he GSR Threshold. As  per 
concept  2, “because the groups have created the service  structure, they have f inal 
aut hority over  all its affairs. ” Of t his f inal decision, 85% GSR assent  is consensus. 
16%  or more GSR block  will block  t he proposal.

●  Additional inf orm ation on  t he  G SR Threshold  is available in  Additional R esources 
(C).

(D)  Degrees of Dissent :

Assent

“G o for  it! ”

T he ASC body is giving  full assent t o the  proposal.

Assent w ith Reservations

“I t hink this may be  a mistake, but I can live  w ith  it. ”

T he degr e e  is  basically going  along  with t he group so that we can move f orward,  but 
not fully on board. I n short,  not  st opping  what the group  wants to do.

T he assumption  is that the r eservations  have  been  heard already,  and you are simply 
not ing  t hat  you can support t he proposal and continue  t o  have these reservations.

Stand  Aside

“I personally  cannot do this,  but I will not stop others fr om  doing this . ”

Basically taking yourself  out  of the  equation. You do  not  agree,  but  will allow the  group 
t o move f orward.

NO T E:  a sizable num ber of  Stand Asides  (33%  or more) of  t hose GS Rs  present  will 
indicate  that  a  consensus  t o adopt t he proposal  is  t oo weak . T he  proposal is  t hen 
either  dropped  or  delegated to the  m aker  of the  proposal or an  Ad Hoc Committ ee f or 
re- work ing. T he cont ent of  t he dissent  is noted in the minutes.

11

SVINA Procedural Guidelines  –  revised October 2018



Block

“I cannot support t his  or allow  t he group to support t his, it is  against our principles. ”

Block ing  is a  rare  and extreme form  of  dissent taken  on ly if  you  honest ly belie ve t hat 
one  of  t he Traditions or Concepts  is directly violated  by a proposal, or that some 
fundamental or moral position  would be  violated.

A part icipant who  block s, must  be able to art iculate whic h  and  how a t r adition, 
concept , policy or  spiritual principle f un dament al to NA is  being  violated.

A block must be  based on  a g enerally recog nized  princi ple,  not  a personal preference. 
Bef ore a  concern is considered  t o be  a “valid”  block, t he group must  have accepted  
the  validity of  t he concern,  and a reasonable att emp t m ust have been made  t o resolve 
it.

Consider  t he f ollowing  when  considering  a BLOCK:

- Block ing  a proposal is a last resort  and only done in r a r e  and  extreme
cases

- Can  I  put aside my personal opinion  t o  allow the  rest  of the group to 
move f orward?

- Am I  able to  pass  on mak ing  a  point,  when som eone else  has already 
made it?

- Str aw Polls  are for inf ormation to  assess where  the body is  at. T hey are 
not  votes.

1.2.5 Proposals

A:  What  i s  a proposal?

A proposal is an  idea  brought forth by eligi ble members of  the Area Service 
Committee, to bring f orward  actions  or  changes  aff ecting  SVINA as  a w hol e ,  that 
requ ire the  assent of  t he decision-making  members  of the  Area  Service Comm ittee.

Such  examples would be  ( but  are not  limited to:)

- Change s  to the ASC Service Str ucture
- Decisions  t o  create or disband subcommitt ees
- Decisions  r egarding  m anag ement and  allocation of  SVINA funds 
- Change s  to this SVINA Guidelines  document.

B.  Who is eligible to submit a proposal?

GSRs, subcommittee facilitator s, and the  off icer s of  t he ASC are allowed  t o  subm it  a  
proposal t o the f loor. T hese  pr oposals do  not  need t o be “seconded” (ie:  as  per 
motions with t he older  Robert ’s  Rules  of  Or der)  as  consensus tests are used t o 
det ermine  t he legitimacy of  t he proposal an ywa ys. T hese  proposals  can  be verbal or 
written.  Verbal proposals need to be documented by the  Area Secretary,  and  t he 
Secret ary must  conf irm the  proper  verbiage with the decision - m aking body bef or e
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moving  on to new items of  business.

T o prevent  conflicts of  interest and preserve eff icient facilitation, the ASC  f acilitator 
can only bring f ort h a proposal if  it is recommended by another officer of  t he  ASC.

Non-ASC Body Members :

SVINA members who  are not m embers  of the ASC body are, in m ost cases, 
prohibited fr om  submitting  proposals as it is  assumed that t hese members are being 
represented  by their GSRs. T his  is because (as per  concept  7)  SVINA members are 
encourag ed to fully par t icipate at the  home-group level;  it  would ultimately def eat t he 
who le pur pose of  a GSR to beg in with:

“Determining  participation  at the group level  is fairly  simple: if you ’re  a  group  member, 
you m ay fully  part icipate in t he  in the group’s deci sion - m aking  process.  Determining 
part icipation in the decision- making processes of most service  boards and committees 
is  a  litt le more involved, yet the same basic  principles  st ill apply. ”
-  Concept  7,  pg 16  – T welve Concepts f or  NA Service.

However, ther e are exc ept ional circumstances  where they may be  allowed  t o submit  a 
proposal,  which can  be determined  by an 85%  consensus  of the ASC body on a  per -
case  basis. Such exceptional circumstances are (but  not  limited to: )

- T he SVINA member  is looking  t o contribut e to  t he ASC service structure (ie: 
off ering  t o host  some  SVINA -r elated event  like  the  Holiday  Dinner ,  est ablish an 
ad- hoc  committ ee f or this purpose,  or  propose a new service  position t hat may 
benef it  SVINA.)

- T he SVINA member’s GSR is  not actively present  at, or may not  have  been 
regularly att ending t he current  ASC meet ing  (maybe  said pr oposer m ay want  
to consider running f or  his/ her home g roup’s GSR position?   I t ’s worth ask ing 
; )

- T he SVINA member  is attending  t he ASC with  his/ her G SR, and helping 
his/her G SR clarif y  and relay the  proposal. T his member  is encourag e d  to sit 
beside  his/her GSR at the m ain table during  this time.

NO T E: T he SVINA member  can only participate by submitting  t he respective pr oposal 
only (ie:  t hey cannot make decisions  or test  consensus  on ot her unrelated proposals 
on  t he f loor,  or subm it proposals f or r egular  ASC business  when t heir GSR is  already 
present,  etc.)

C.  How  do w e  assess proposals?

Proposals are assessed as per t he CBDM g uidelines  in section 1. 2.4 (C). T he 
acceptance of  the treasurer’s report  and the ASC minut es (as per section 1.2. 4 (B)) 
are  not  considered proposals.

T he member submitting  the  proposal must  be present f or it to be accepted f or 
consensus.
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Proposals submitte d  prior t o the  ASC meet ing or dur ing t he meeting  ar e  assessed  as 
per t he  priority declared by the  ASC f acilitator,  not  necessarily by the  or der  at  which 
they are received.

For examp le: a proposal regarding f inancial change s f or an immediate upcoming
SVINA event m a y take pr iority over a g eneral proposal r equiring clarif ication and
invol ved discussion  ( ie:  creating  another ASC subcommitt ee position).

1.2.6 O pen  Discussio n an d Ti m e Mana gement

A.  What's  t he Difference?

Open discussion is dialogu e that tak es place when no proposal has yet been brought

forth, if one will e ven be broug ht f ort h at all. It is meant to share and bounce ideas off

ASC m embers,  which  may,  in t urn, become proposals .

Decision-mak ing,  however, is  an  action that follows  a  pr oposal t hat has reached 

consensus as per the  CBDM process  in 1.2.4 (C) .

T o avoid conf usion  and to save t ime spent  on ASC business, the f ollowing g uidelines 

have  been  adopt ed. T hey are  meant to g uide  t he facilitator  in execut ing the agenda 

and  ar e not to be a  device  t o  serve the  interest of individual s.

B.  What  Does This  Al l  Mean?

Discussion wi ll occur  at t imes such as in Old Business  or Open discussion/New 

Business. T he ASC reports, GSR reports  and Subcommittee reports are meant to be 

reports  only.

Quest ions requiring  clar ification of  ASC r eports,  or  points of  inf ormation are  

acceptable during  t his time  period  -  these reports  are meant to be only a maximum  of  

5 m inut es  each. T he reason f or this  is simple math:  15 reports x 5 minutes each =  one 

hour  and 15 minutes. W e submit  advance  reports  online  so  t hat we can  tak e our own 

time to read them  beforehand  - t his saves everyo ne  t ime.

Althoug h we do  need to caref ully consider  all viewpoints  (as per Concept 9,) service 

st ructure also needs to  be  upheld. Questions  about  a report t hat  begins to lead t o 

invo lved  discussion,  should be f orwarded t o  Open Discussion/New Business.

"W e  underst and that "ought  never  be organized"  doesn't m ean that we do what we  do 

w ithout  any planning  or predictability. O ur meet ings  are at regular times and  places;
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w e  create and maintain meet ing schedules, websites, and phonelines. I n order f or  us 

to grow and recover, we need some str ucture. "

Tradition 9,  pg 159: Guiding Principles: The Spirit  of Our Traditions

T he f acilitator  will,  at  his/her  discretion, lead and ensure that such  open discussion 

tak es  place within our g uidelines,  and t hat  it  stays  on topic. Note that open discussion 

is  essentially steps  1-3 on sect ion 1.2.4 (C).

C.  Time Management: How  Long Does This  Al l Take?

T he goal is to k eep the latt er third of the  ASC agenda (fr om " Old Business" t o 

"Announcements" to one hour,  or  a maximum of  90  m inutes  in extr eme cases. T he 

facilitator's  duty is  t o be mindf ul of t his and tak e  the appropriate  action as outlined 

belo w.

T he g uidelines  on  t ime -manage m e nt reg arding open  discussion  are as follo ws :

T he f acilitator  will announce  how many topics are on the Open Discussion / New 

Business  list. T he facilitator  will g ive an  estimate of  how much time this  wil l consume 

(eg : "We  have 5 topics  on t he sheet.  5 x 15 minutes  is  one hour and 15 minutes. 

Please be  m indful of t he time.” )

As  per section 1.2.5, the facilitator  will prioritize t he  importance of  t he items  on the list.

T he elig ible m ember ( eg: GSR, Subcommittee Of ficer  or ASC offi cer)  bringing f ort h 

the topic  of  discussion speak s to this bef ore the ASC.

** NOTE:** SVINA members  who  are not members  of  t he ASC body are ag ain (as  per 

1.2. 5 (b) )  encourag e d  to f ully participate in discussion at the home -g r oup level;  as  it 

wou ld ultimat ely def eat the  whole pur pose  of  a GSR t o beg in with. T he  same 

except ions,  however,  can apply as  per 85% consensus of the  ASC body on a   per - 

c a s e   basis.

For those GSRs, Subcommittee Officers  and ASC off icers  who  would lik e t o speak  t o  

the topic, t hey must r aise their hands  bef ore speak ing.  T hey must each take t urns  in 

prior ity seq u e n c e  and other members must  not  interrupt them. Only the  facilitator  can 

inter j ect to inf orm speakers  how long t hey've  been act ively speak ing for.

T he f acilitator  also has  permi s s ion to  prioritize t he order  of  speakers if  appropriate (eg : 

one  m ember may have had previous  service  experience  on such topic  - t hat 

clarif ication may help answer  pending  q uestions and save t ime!!)
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Members  who  ask t o speak dur ing  t his time should be  very  conscious  and aware  of 

what ' s  being  discussed (for  example: if  someone else  r elays  your  exact  concern s ,  you 

do  not need to repeat t hem  in excessive detail.  You can  simply say,  "I have t he same 

concerns/beliefs  as such-and-s u c h  member.") T he f acilitator  has the  aut hority to 

conf irm this  with  t he member speaking.

After each logged member  has been given t he opport unity to speak, the f acilitator 

asks the  ASC body if  t hey  would lik e t o cont inue discussing t his topic  and asks for 

another show of  hands (eg:  a "se cond phase"  of discussion.) 

Note  t hat points  of clarification  are always  accepted  and  do not constitute the “same 

member  speak ing t wice,”  or necessarily trigg ering  another  phase of  discussion.  Points 

of  clarif ication must be based  on fact (eg : a  literature  excerpt or record  of minut es )  

and  not hearsay.

TWO  PHASES O F DISCUSSIO N (PER TOPIC) AR E CONSIDERED FULL 

DISCUSSION. If  a third phase  of  discussion  is desired, the  f acilitator  will  want  t o 

recommend the f ollowing  on step 4  on  1.2. 4 (B): " If this  stage  proves to be too time -

consuming, it may be prudent t o suggest a workshop  or r e- visit the  ideas for  next 

area."

In this  case, the facilitator  should recomm end f orwarding  t he topic to old business  ( or 

ending  the topic for discussion,  if  t he topic has  been prolong ed over multiple ar ea 

service m eetings  with no  consensus.) The f acilitator  should encourag e the people 

who spok e, to g et tog ether  and discuss the matt er  ( privately or  inf ormally)  bef ore the 

next  Area  Service meet ing.  HOW EVER, this  decision t o  post pone or end the t opic  of 

discussion r eq uires 85% consensus of the GSR Threshold. If  16%  or more of  t he 

GSRs  present wish t o  still discuss t he topic at hand, t hey can  declare this.

“Allowing  ever yone into the  process means that we  need to be able to  explain how  

and  w hy  decisions were made without  becoming  impatient or intolerant  of those who 

are  asking.  Even so, when  an issue has  been raised and decided many times alr eady, 

IT MAY NOT BE PRUDENT t o revisit decisions  if the  circumsta nces and inform ation 

haven ’t  changed m uch.”

- G uiding  Principles,  Tradition 9,  pg. 172

It should be not ed that  all NA member s  who are  not  currently serving  at the ASC 

body,  who  have  been  aut hor ized  to speak  at the ASC leve l,  should be mindf ul of  t he 

q uestions  below,  and the f acilitator  has f ull authorization t o  ask  t hese q uestions,  if 

appropriate, f or sak e of  eff iciency:
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- Have you  consulted with your  sponsor on this topic? W hat  direction or 

guidance  w ere you given?

- Have you  consulted with your  home group or service  committee  o n this  t opic? 

W hat information are you not getting from t hese resources that  you look to get 

fr om  Area?

- Have you researched  any  of t his information in our  NAW S literature? (eg:  A 

Guide  t o Local Service, or t he  Tradit ions  in It W orks: How and W hy,  or Guidi ng 

Principles?  )

1.2.7 Viole nt or  Disruptive Beha viour

AS C:

In the  event  of  violence, physical outburst s,  verbal t hreats  or  other behaviour  during  
the  course of the ASC meet ing t hat can threaten the r espect  and  safety of the  ASC 
members, the facilitator has  aut horization t o take protective  m easures.  Such  
prot ective m easures  ar e def ined  in  t he 7  strateg ies  out lined in the NA Service 
Pamphlet: Violent  and Disruptive Behavior. If  at  least  one GSR obj ect s to such 
measures as tak en by the f acilitator, a group conscience can  be called  at that m oment 
to revie w the m easure being  tak en, and det erm ine if  it's appropriate.

If  all other listed strateg ies f ail, the g r oup conscience  can  decide  on the strateg y, 
"T emporarily Suspending  a Meet ing ," and decide  if  a special session of  the  ASC 
should be  held to complete  business not done  because of  t he disruption.  Any f urt her 
prot ective m easures (eg: suspending  or r emoving a  member from a  service  position) 
will then be  put to Open Discussion/ New Busines s  and decid e d  upon the Group 
Conscience.

Subcommittees:

In the  event  of a report  of  violent  behaviour,  physical out burst,  verbal threat  or  other 
behaviour  t hat had (or could have)  compromised the  saf ety and  security of a 
subcomittee's service body,  t hat report will  be  f orwarded t o  t he ASC's Open 
Discussion/New Busines s. T he reporter (eg : subcommi ttee chair  or  other 
subcommittee service  member)  will relay his/her report  of t he  events that transpired. 
T he Group Conscience can  t hen mak e any recommendat ions or decisions  on 
prot ective m easures, if  required.

“To  give the  NA groups the information they need to guide  and support  our services,
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NA leaders regularly  distribut e full,  unequivocal report s. We  do not want our tr ust ed 
servants to inundat e us w ith every fact and figu r e  possible, though we do expect t hem 
to provide  us with complete  information  on all t heir  activities and  discussions  if we ask 
for it. ”

- Concept  8,  page 18.

Revi ew  and Redress:

It should be not ed that, whet her  such  behaviour tak es  place in the  ASC or  a  
subcommitte e's service body,  as per Concept  10, the  person  who has  been  reporte d   
to have exhibited such  violent  or disr upt ive behaviour  is  ent itled to petition the  ASC f or 
the redress of  a personal gr ievance without f ear  of reprisal. Depending  on the 
circumstances, the group conscience can  declare how the  petition  is to  be r eceived: 
written  or verbal,  should the  security and saf ety of  t he ASC or respective  
subcommittee still be a  concern.

(Sample Guidelines: I n cases  where  t he violent  behaviour  is so  obvio us  ( eg:  a   
member g ot  punched out by another member  of the service body at the Area  table, in 
fr ont  of  everybody)  t he petition can be received  in t he f orm of  a writt en letter. I n cases 
of  hearsay (eg : "I heard rumours t hat this guy/gal is  rather intimidatin g and unst able, I 
don' t think  he/ she should have a   position  of  leadership") it may be appropriate to  invit e 
the member to the ASC table t o  share his/her side of  t he stor y,  so that  an inf orm ed 
decision can be made,  but the  petitioner can still subm it a lett er if  desired.)

Regarding the action of  Protective M easures:

Concept  4 states that "any NA member  can be a leader,  and every NA member has 
the right to serve t he f ellowship."  T his right is  clearly def ined.

W ith rega r d s  to leadership positions, however,  Concept  4  also states:  
"Able leadership in the  spirit  of ser vice  does not drive  by arrogant mandate, 
demanding  conformity;  it leads by exam ple,  inviting  r espect."

If  disrupt ive,  abusive or  violent  behaviour  is  proven t o have t ranspired in the  ser vice 
body,  t hese f actors should be  weighed in when  deciding  to elect, keep or remove 
tr usted servants  in positions  of  leadership.

Special  Session of the AS C:

T o hold a special session of the ASC, a petition is submitted to the ASC facilitator . Due
cause shall be determined by t he ASC f acilitator. T he f acilitator will cont act the G SRs
expla ining t he petition and conduct a vote of which 2/3rds approval is needed to hold a
special session. The facilitator will set the locat ion, dat e and time that is reasonable an d
prudent.
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Secti on Two: Choosing and Becoming a   Tr usted Servant:

El ection,  Roles, and Responsibi liti es

Concept Fiv e :

For each responsib ility assigned to the service structure, a single point  of
accountab ility shoul d be  clearly  define d.

2. 1  Holdi ng a n   El ecti ons  Meeting

2.1.1 W hen Does this Happen for  Us? 

T iming  / Frequency:

In June  of  each year , ASC Of ficer  positions  will be up f or  election:

- Facilitator
- Co-Facilitator 
- T reasurer
- Alternat e T reasurer 
- Secret ary
- Reg ional Committ ee Member (“RCM”)
- Alternat e Regional Committee Member (“ RCM 2”) 
- W ebsite  Coordinator
- Sons  of  Recovery Facilitator
- W omen in Recovery  Facilitator
- Subcomm ittee T reasurer (which  applies t o the  Sons of  Recovery and W omen 

Recovery Campouts.)

In March  of  each year,  ASC st anding  subcommittee  f acilitators  will be  up for  election:

- Public  Relations Comm i ttee  Facilitator 
- Literat ure  Commi ttee Facilitator
- Newslett er  Facilitator
- Polic y,  Procedure and Archives  Facilitator 
- Activities Subcomm ittee Facilitator
- Victoria  Convent ion  Facilitator
- Ot her  and Ad-Hoc Committ ee Facilitator
- Subcomm ittee T reasurer (which  applies t o the  Literature,  Vict oria Convention, 

Activities.)
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** NOT E** This position  is  elected on the subcommitt ee level,  not at the  ASC 
leve l, but t he duties of  2.4. 1 (k ) and 2.4.2  ( k ) should be considered  when e lecting this 
position.

2.1.2 How  is Our M eeting Di fferen t dur ing an El ectio n M onth?

It  isn’t.  T he  ASC  agenda  of  section  1.2.2  is  f ollowed.  W e   use  t he  g uidelines  of  section 
1.2. 6 to manag e the available t ime.

Elections are held aft er t he Advance Reports (which are supposed t o be brief) and
bef ore t he old business / open discussion / new business periods, so t hat t hey will be
tak en  car e  of  in a timely fashion.

2. 2  Nominations and El ection of  Executive Officers and

Subcommi ttee Chai r s

Concept Four:

Effec ti v e leadershi p is hi ghly val ued in Narcotics Anonymous. Leadership qual i ties should be 
carefull y consi dered when selecti ng trus ted servants .

2.2.1 How  Does Thi s  All Ha ppen?

A.  Nominations:

During  t he “Elections”  phase  of  t he ASC agenda, the  f acilitator  will  ask f or 
nominations from the floor. All nom inat ions, including  self - n ominees are accepted. 
T he f acilitator  will ask  t he election questions  on “Additional Resources  E” of  each 
candidate pr esent f or  nominat ion. The candidates  m ust be  present f or  eligibility.

After the election q uest ions ar e ask ed f or  each candidate, t he ASC body will then be 
ask ed if  they have  any additional q uestions for the  candidates. Once the additional 
q uestions  are ask ed (or, if  no  additional q uestions are ask ed at all,) t he candidates will 
then be ask ed to leave  the r oom.

B.  Election:

T he f acilitator  will then ask  t he body to discuss the candidate’s eligibility a nd 
det ermine  if  he/ she is  suitable f or the  position.  Althoug h the f acilitator  may beg in t his 
process by asking if  t here  ar e any questions  or concerns regarding t he candidate’s 
elig ibility,  t hat q uestion  should not  end with a mute  silence  leading t o  immediate 
election.  Positive comments r egarding  t he candidate’s qualif ications for elig ibility 
should also  be  discussed so t hat the body k nows  t hat they are maki ng  an inf ormed 
decision.

T he ASC body may ask  the candidate to come into t he room  a  second or additional
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time  if more q uest ions are r equired to determine the eligibility.

After a discussion  r egarding  t he candidate’s q ualifications, t o ref lect  consensus  as per 
1.2. 4 (C),  85% consensus  among t he GSR Threshold is  r eq uired to elect  candidates 
into  trusted servant  positions.

2.2.2 W hat If N o On e Stands for E lection Into an  Open  Position?

A. Procedure f or Elections at a Meeting other t han an Elections Meeting: The
nomination and election of an unf illed off ice after t he June and March ASC
meet ings will be held on a m ont h -to-month basis. W hen t here is a nominee present at
the ASC meeting, t hey m ay st ate t heir q ualif ications and t he election will t ak e place at
that time.

B. Appointm ent of Temporar y Officers: W hen an off ice or a sub committee chair posit ion
has been vacated by resignation or the incumbent has been removed by the ASC, then
the off icers may appoint a temporary off icer or subcommitt ee f acilitator. T he vacant
position must then be taken back to the groups and announced, f or at least one month,
bef ore an  election  can  be held.

T his would cont inue on a m onth -to-mont h basis unt il t he position has been f illed by a
duly held election. In the event t hat the facilitator or RCM positions become vacant, the
vice  chair  or  RCM alternate  assumes the duties of their respective off ice.

In t he event t hat an of f ice cannot be f illed by t he June and March elections, t he
incumbent will be ask e d to remain in a temporary capacit y until an election can be duly
held.

C. Def inition of I nterim Positions: An off icer elected at t he O ct ober, November,
December, or January ASC meet ings will be considered t o have served a f ull t erm at
the f ollowing election in June. Lik ewise a subco m m ittee chair elected at the April, Ma y,
June or July ASC m eet ing will be considered t o have served a f ull t erm at t he
following  election in March.

An  of f icer  elected  or  appointed  aft er  February  1 st  will  be  considered  as  having  served
on  an  interim  basis  at  t he  f ollowing  election  in  June.  Lik ewise  a  subcommittee
chair  elected  after  August  1 st  will  be  considered  having  served  on  an  interim  basis  at
the f ollowing election in March. T he time served by the of f icer elected or appointed af ter
February 1st, or with the subcommittee chair elected or appointed after August 1 st  would 
not  be considered in calculating consecut ive f ull term s.

D. Principle of Service Rotat ion: ASC officers and st anding subcommittee f acilitator s
should not ser ve f or more t han t wo consecut ive f ull t erms. T ime served on an interim
basis  would not  count towards  consecut ive f ull terms.

2. 3  Resignati on and Removal  from Service
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2.3.1 Voluntar y Re s ignation

Voluntary resig nations are either g iven in writing to the ASC f acilitator in advance of the 
next  ASC meet ing,  or  present  in  person at the next  ASC meet ing.

2.3.2 Remo val fro m  Ser vic e

A person may be removed from service  in the following  situations:
a) Relapse dur ing  t erm of  service  –  it is considered mandatory removal f r om the 

tr usted servant  position –  see 2.3.3.
b) Not f ulf illing  their dut ies and r esponsibilities.
c) Breach of t he Traditions, the Concepts, or any unethical conduct

inconsistent with the role of a “trusted servant” as decided by t he groups
they serve.

d)     Any  ASC  off icer  or  standing  subcommittee  f acilitator  missing  or  f ailing  t o
subm it a wr itt en report f or  m ore than two consecuti ve  ASC m eeting s.

2.3.3 How  Does This Occur?

A. Principle of Resolution: Initially, a g r oup of ASC off icers and other concerned
members m ay m eet with t he individual t o discuss t he expressed concerns and see if
there is  a  benef icial way  t o resolve t he  situation.

If there can be no resolution, then the above items repr esent pre requ isites for removal.
T hey are not intended to mean that removal is necessary or req uired in each case that
these conditions exist. They are meant t o be a guide f or group conscience when t he
removal proceedings  are initiated.

B. Removal Proceeding s: T o begin the removal proceeding s, a proposal will be put forth
by one of the ASC body members, and presented at the f irst ASC meet ing following the
meet ing with t he individual. T he ASC f acilitator will inf orm t he off icer or st anding
subcommittee f acilitator n a m e d f or r emoval f r om service, in the proposal bef ore t he
meet ing, if  possible.

T he respondent  is given t ime for rebuttal or redress  as per Concept 10. This would be 
the time to ask  q uestions of  t he respondent.

T he individual is  t hen  ask ed to leave t he r oom. The f acilitator g uides the discussion 
and  will m ove t o  close the discussion  and request t he g r oup conscience decide as to 
the removal of  t he individ ual f r om servic e. T he ASC body may ask  t he  individual t o 
come  into the room a second  or additional t ime  if more q uest ions are required  with 
rega r d s  to this decision.

After a discussion  r egarding  t he request  of removal,  t o ref lect consensus as  per 1.2.4 
(C) , 85% consensus  among  t he GSR Threshold is  r equired to remove t he trusted 
servant from t he  position.

22

SVINA Procedural Guidelines  –  revised October 2018



2. 4 Qualifi cati ons and  Duti es  for  Area  Servi ce Trusted 

Servants

Concept Se ven:

Al l  members of a service body bear subs tanti al  responsi bility  for that body’s 

deci sions and should be allowed to full y  participate in i ts decision -maki ng

process es .

A. Limits of G uidelines: T he q ualif ications sugg ested her e are meant as a g uide t o
GSRs in selecting trusted servants for the ASC. Some individuals nom inated will not f it
all of the crit eria set f orth and it should not disqualif y them fr om consideration. It s hould
be st ated however, t hat these g uidelines come f rom previous experience and should
be weighed as such when considering a nominee f or a particular tr usted servant
position.

B.  Def initions:  T he  t erm  ‘Area  level  of  service’  used  below  r ef ers  t o  ASC  off icers, 
subcommittee f acilitator s and GSRs.

2.4.1 O ur Leaders:  What Do  The y Need  to Qualif y?

A.  Facilitator
a) W illingness, time,  and resources to serve. 
b) One-year commitment.
c) Minimum f our  years clean t ime.
d) Minimum  of  t wo  years  of NA service  involvement.
e) An  understanding  of  the  T wel ve  T raditions  and  T welve  Concept s  of 

NA,  and  an underst anding  of  t he ASC policies.
f ) W illing ness to resign all other elected posit ions  at the Area level of  service.  
g ) W orked a full set of steps f rom the NA step working guide with an NA sponsor.

B.  Co- Facilitator
a) W illingness, time,  and resources to serve.
b) T wo- year  commitment-  f irst  year  as  co-f acilitator  with  t he  intent  of 

serving  t he  second year as  t he f acilitator .
c ) Minimum  t hree  years clean t ime.
d) Minimum  of  t wo  years  of NA service  involvement.
e) An  under standing  of  the  T wel ve  T raditions  and  T welve  Concepts  of 

NA,  and  an underst anding  of  t he ASC policies.
f ) W illing ness to resign all other elected posit ions  at the Area level of  service. 
g) W orked a  f ull set  of steps fr om the NA step  work ing  g uide with  an
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NA sponsor. 31

C.  Area Treasurer
a) W illingness, time,  and resources to serve. 
b) One-year commitment.
c) Minimum f ive years  clean  t ime.
d) Minimum  of  t wo  years  of NA service  involvement.
e) An understanding  of the T welve T raditions and Twe lve Concepts of NA, 

and  an  understanding  of t he  ASC policies.

f ) Be  f inancially  secure,  have  some  bookk eeping  experience,  be  g ood  at 
managing t heir  personal f inances, as well as  inspiring  t he trust of the ASC.

g ) An  underst anding  of  ASC  policy  on  manag i n g   NA  f unds  and  t he  t heft  of  NA 
funds.

h) W illing ness to resign all other elected posit ions  at the Area level of  service.

D.  Alternate Treasurer
a) W illingness, time,  and resources to serve. 
b) One-year commitment.
c) Minimum f our  years clean t ime.
d) Minimum  of  t wo  years  of NA service  involvement.
e) An understanding  of the T welve T raditions and Twe lve Concepts of NA, 

and  an  understanding  of t he  ASC policies.

f ) Be  f inancially  secure,  have  some  bookk eeping  experience,  be  g ood  at 
managing t heir  personal f inances, as well as  inspiring  t he trust of the ASC.

g ) An  underst anding  of  ASC  policy  on  manag i n g   NA  f unds  and  t he  t heft  of  NA 
funds.

h) W illing ness to resign all other elected posit ions  at the Area level of  service.

E.  Secret ary
a) W illingness, time,  and resources to serve. 
b) One-year commitment.
c) Minimum  one year clean  t ime.
d) Minimum  of  t hree months  of  NA service  involvem ent .
e) An understanding  of the T welve T raditions and Twe lve Concepts of NA, 

and  an  understanding  of t he  ASC policies.
f ) O rg anizational skills necessary to record meeting minutes and the ability to

provide t ypewritten m inutes, computer sk ills and strong communicat ion
sk ills.

g ) W illing ness to resign all other elected posit ions  at the Area level of  service.

F. Regional Committee Member
a) W illingness, time,  and resources to serve. 
b) One-year commitment.
c) Minimum  t hree  years clean t ime.
d) Minimum  of  t wo  years  of NA service  involvement.
e) An understanding  of the T welve T raditions and Twe lve Concepts of NA, 

and  an  understanding  of t he  ASC policies.
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f ) T ime and  resources  to be  an  active  participant  in the  q uarterly  Reg ional 
Service Comm i ttee meetings . 

g ) W illing ness to resign all other elected posit ions  at the Area level of  service.

G. Alternate  Reg ional Committee Member
a) W illingness, time,  and resources  t o serve.
b) T wo- year commitment- f irst year as the alt ernat e wit h the intent of ser ving the 

second  year  as the RCM.
c ) Minimum  t wo year s  clean  t ime.
d) Minimum  of  one  year of NA service involvement.
e) An understanding of the Twelve T raditions and Twelve Concept s of NA, 

and  an  understanding  of t he  ASC policies.
f ) W illing ness to resign all other elected posit ions  at the Area level of  service

H. W eb Coordinator
a) W illingness, time,  and resources to serve. 
b) One  year commitment.
c) Minimum  t wo year s  clean  t ime.
d) Minimum  of  one  year of NA service involvement.
e) An  understanding  of  the  T wel ve  T raditions  and  T welve  Concept s  of 

NA,  and  an underst anding  of  t he ASC policies.
f ) W illing ness to resign all other electe d positions  at the Area level of  service. 
g ) T echnology  sk ills  and tools  necessary to access the Internet.
h) Knowledg e of the following: 

i. htm l and php scripts.
ii.  Domain name registration and web  host ing  m anagement. 
iii.  cpanel,  and other  web  panel interf aces.

I. Subcommittee  Facilitator
a) W illingness, time,  and resources to serve. 
b) One-year commitment.
c) Minimum  t wo year s  clean  t ime.
d) Minimum  of  one  year  of  NA  service  involvement  with  6   m onths 

part icipating  in the subcommittee.
e) An  under standing  of  the  T welve  T raditions  and  T welve  Concept s  of 

NA and  an  under st anding  of  t he ASC policies.
f ) W illing ness to resign all other elected posit ions  at the Area level of  service.

J.  Victoria Convention  Facilitator
a) W illingness, time,  and reso urces to serve. 
b) T wo- year  commitment.
c) Minimum f ive years  clean  t ime.
d) Minimum  of  t wo  years  of NA service  involvement.
e) Have  t he  org anizational  sk ills  r equired  and  t he  ability  t o   exercise 

pat ience and tolerance.
f ) An  under st anding  of  t he  T welve  T raditions  and  T welve  Concept s  of 

NA and  an  under st anding  of  t he ASC policies.
g ) W illing ness to resign all other elected posit ions  at the Area level of  service.
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K.  Subcommi ttee Treasurer
a)  W illingn e s s, t ime,  and resources to  serve. 
b)  O ne- year commitment.
c )  Minimum f our  year s clean t ime.
d)  Minimum  of  two years  of NA service involvement.
e)  An understanding of the T welve T raditions and Twe lve Concepts of  NA, and an 

under st anding  of the ASC policies.
f ) Be  f inancially  secur e,  have  some  book k eeping  experience,  be  g ood  at 

managing t heir  personal f inances, as well as  inspiring  t he trust of the ASC.
g)  An  under standing  of  ASC  policy  on  m anag ing  NA  f unds  and  t he  theft  of  NA 

funds.
h)  W illing ness to resign all other elected positions  at the Area level o f  service.

L.  Activities Subcomm ittee  Facilitator
a)  W illingn e s s, time and resources to serve.
b)  A one- year term.
c)  Minimum  t wo  years  clean  t ime.
d)  Minimum  one  year of  NA service involvement.
e)  An understanding  of  t he T welve T raditions  and Twelve Concepts  of  NA,  and 

an  understanding of the ASC policies.
f )  A willing ness  t o help f acilitate  events and  coordinate  subcommitt ees/groups 

that are willing  t o undertak e sing le events.

2.4.2 O ur Leaders:  What  Are Their Job s?

A.  Facilitator
a) Ensures meeting  st art s and ends  on  t ime.
b) Arranges,  chooses  and execut es  t he meeting  ag enda. 
c) Co-sig ner  of the  ASC bank account .
d) Conducts  elections  of  new ASC off icers  and subcommittee f acilitator s. 
e) Underst ands and upholds  t he ASC procedural g uidelines.
f ) Conducts  phone votes for  required  business when  ASC is  not in session. 
g ) Assists  in auditing  treasury books for the previous  year .
h) Helps  t o  ensure the incoming f acilitator  is  prepared f or t he  position.
i) Submits  a  written  r eport  of  activities  in  advance  of  t he  ASC  t o  t he  ASC 

secret ary.
j ) Attends all ASC m eetings.

B.  Co- Facilitator
a) Assumes duties of f acilitator  in t heir absence, removal or  r esignation. 
b) Assists the facilitator  in carr ying  out their duties.
c) O r ients  newly  elected  ASC  off icers  and  subcommi ttee  f acilitators   t o  ASC 

procedural g uidelines.
d) Co-sig ner  of the  ASC bank account . 
e) Helps  coor dinate subcommittees.
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f ) Is the  point  of  cont act for the subcommittees that serve  t he groups. 
g ) Stays  inf ormed  of  subcommi ttee’s projects and  problems.
h) Attends subcommittee meet ing s,  whenever  possible.
i) W orks  closely  with  subcomm itt ee  f acilitators   t o  prepare  r eports  or 

budg et s, if  req uired.
j ) Helps  put  on one service  work shop per year  ( Learning  Da ys).
k) Submits  a  written  r eport  of  activities  in  advance  of  t he  ASC  t o  t he  ASC 

secret ary.
l) Attends all ASC m eetings.

C.  Area Treasurer
a) Maintains  accur ate  account  of  t he  ASC  bank  account,  including  all  income 

sour ces and detailed  expenditures.

b) Submits  a  written report  in advance of  the ASC t o the  ASC secretary of  all 
f iscal activity between ASC meet ing s. T his should include  t he month’s  bank 
st atement and a reconciliation r eport.

c) Gives  a  verbal closing  balance bef o r e  the  end of t he  ASC meet ing.
d) Disburses funds req uested  by the ASC off icers, standing  subcommitt ees 

and  ad  hoc committee representatives and  ot hers,  as req uired by the 
ASC m otions and the  procedural g uidelines.

e) As  an incoming treasurer,  will audit  tr easury books f or t he previous  year . 
f ) Submits q uarterly reports of  all f iscal activity.
g ) As an  outgoing treasur er,  will  wr ite  a  report of  t he previous  year’s  tr easury 

activity and,  based  on the pr evious  year’s m onthl y expenses,  wi ll set  an 
appropriate value f or t he upcoming  year’s  prudent reserve,  t o be presented 
at the October ASC m eeting.  T he travel f und  pr udent reser ve amount will  be 
set  by the  Area T reasurer  in the  outgoing  annual report.

h) Maintains  a   r ecord  of  each  group’s  contributions  each  f iscal  year  f r o m  
Oct ober to the f ollowing  year .

i) Also  records  any  contribut ions  fr om  individuals,  f r om  t he  Victoria 
Convention  subcomm itt ee or any other subcommittee.

j ) Supports subcommittee treasurers.
k) Ensures  t hat  t he  literature  st ock  is  protected  by  a  valid  insurance  policy 

and  t hat  all documentation  is  on file.
l) Co-sig ner  of the  ASC bank account .
m)  If  r equired, may be  a co -sig ner f or subcommittee bank accounts. 
n) T rains the Alternate Treasurer in all related duties.
o) Attends all ASC m eetings.

D.  Alternate Treasurer
a)      Assumes the duties of the Treasurer in their absence, removal, or resignat ion.
b)      As  an  incoming  tr easurer,  will  assist  in  t he  audit  of  tr easury  book s  f or  t he

previous  year .
c) Becomes familiar  with  and assists the treasurer in all t heir duties. 
d) Supports subcommittee treasurers.
e) Submits  a writt en report of  activities in  advance to t he ASC secretary. 
f ) Attends all ASC m eetings.
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E.  Secret ary
a) Records  and maint ains ASC m eeting  m inutes.
b) Receives and prepares report s submitted in advance f or circulation bef or e the 

ASC.
c) Prepares and circulates the  open  sharing topic  list and the  birthday list . 
d) Ma intain f iles of  ASC m eeting m inutes and other d ocuments.
e) Has the use of the monthly photocopy budg et and is responsible

for ASC photocopying, corr espondence, and phone vote
recor ds.

f ) W ill maintain an updated copy of  t he ASC procedural g uidelines,  which 
is  t o  be considered the “off icial”  copy. Addenda to t his  policy will be  sent 
with  t he meeting minutes as needed.

g ) W ill edit the ASC procedural g uidelines annually a f t er the September m e eting 
to ref lect revisions  m ade during  the previous  year .

h) Reviews  subm itt e d   motions  f or  clarity  and  orderliness  and  t hen  number 
them bef ore g iving  t hem t o the f acilitator.

i) Pick s up the mail at the post  off ice.
j ) Holds  and assign s  the keys  f or the area storag e  lock er.
k) May  assist  in auditing  t reasury book s for t he previous  year .
l) Helps  t o  ensure the incoming Secretary is  prepared f or the  position.
m)  Reg isters ASC groups once a year with W SO with the assist ance of the GSRs. 
n) Maintains a  list  of  active and  inactive  gr oups to establish  a q uorum.
o) Attends all ASC m eetings.
p) Conf irms  t hat  t here  ar e  no  conf licting  event s  on  t he  date  chosen f or  t he 

next  ASC meet ing.  Ensures that the room is  available and  is  booke d.

F.  Regional Committee Member  ( RCM 1) 
a) Attends all ASC m eetings.
b) Submits  a  writt en  r eport  of  act ivities  in  advance  of  t he  ASC  t o   t he  ASC 

secret ary.
c) Mak es  availab le  t he  British  Columbia  Reg ional  Service  Comm ittee 

(BCRSC)  m eeting minutes,  if  r equested by a  member of  t he ASC.
d) Chairs  t he ASC meeting  in t he  absence  of the  f acilitator  and co-f acilitator . 
e) Is  available t o  att end g roup  business meet ing s,  if req uest ed.
f ) Attends all BCRSC m eeting s.
g ) Gives  a  written report to the BCRSC.
h) Acts  as liaison bet ween  the ASC and the  BCRSC.
i) Coordinates the  use of the travel budg et to  att end t he BCRSC.
j ) W orks  with  co-f acilitator  t o  put  on  a  Learning  Days  t hat  includes  a  GSR 

work shop.
k) Or ients  new GSRs to the ASC procedural guidelines. 
l) T rains RCM alternate.
m)  Co-sig ner  of the  ASC bank  account. 

G. Alternate  Reg ional Committee Member  ( RCM 2)
a) Assumes the dut ies of  the  RCM in  t heir  absence, removal,  or resignation.
b) Submits  a  writt en  r eport  of  act ivities  in  advance  of  t he  ASC  t o   t he  ASC 

secret ary.
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c) Attends all ASC m eetings.
d) Attends at least two BCRSC meet ings.
e) Assists  RCM in  conduct ing any work shops at the Learning  Days. 
f ) Assists  RCM in  car rying out their  duties .

H. W eb Coordinator
a) Maintains SVINA website and  email.
b) Updates group meet ings,  events, resources, and service  m eet ings.
c) Redirects  e-mail that t hat is  sent through  the website “ Contact Us” f orm to 

the  appropriate NA member for response. G eneral inq uiries  about  NA or 
NA in our  area should be directed to the  Chair of  the PR committee.

d) Reg ularly updates the SVINA.CA website.  Special att ention must be  paid 
to ensuring  the  online meeting  list  is always  accur ate and up- t o-dat e. 
W hen chang es to the meeting list  are made, the W ebsite  Coordinator 
should send the  PR phone  line coor dinator  an email.

e) Assists  any ASC or Sub-committee positions  wit h em ail.
f ) Submits  a writt en report of  activities in  advance to t he ASC secretary. 
g ) Attends all ASC m eetings.
h) Cont inuously work s to improve t he  SVIANA site  as  r equired,  including :

i. Making t imely corr ections  t o the site whenever  err ors are 
discovered. T his  includes  spelling  and g r ammatical err ors. As 
this  is  a public  m edium, the  reputation of  NA is  at stak e.

ii.  Considering  and responding  to suggestions from NA members  on how 
the  site could be improved.  Simple changes that will improve t he q uality 
of  t he site should  be implemented q uick ly.  Larger chang es or additions 
should be  brought to the PR
comm ittee f or  approval bef ore they g o  ahead.

iii.  Conduct ing  a regular  evaluation  of  t he usef ulness  of  t he website.  At  
least  once per year,  a  process for soliciting  ideas from t he fellowship on 
how the  website m ig ht be improved should be implemente d .  This 
process should be  inclusive,  and har ness the energ y of the  SVINA table 
to come up with  suggestions. T he website coor dinator wil l be  
responsible f or  compiling t hese suggestions  and work ing with t he  PR 
comm ittee to determine wh ich impr ovements, if  any,  should be 
implemented.

iv.  Ensuring  t hat  additions  to t he site be  proofread for  errors, and corrected 
bef ore being m ade available  online.  Any larg er  additions  should also  be 
presented to the PR committ ee f or  approval bef ore being  made  
avai lable online.

v.  Assisting t he f ollowing  ASC positions:
1) ASC Secret ary to upload area inf ormation.
2) Literat ure  Sub-committee  t o update literatu r e  order f orm.
3) Newslett er  Sub-comm ittee  t o upload newslette r  announcements. 
4) PR Meet ing  list  distributor to update PDF Meet ing list .

I. Subcommittee  Facilitator
a)  Att ends all ASC m eetings.
b)  Submits  a   written  report  of  subcommittee  activity,  inact ivity  and  any  other
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pert inent inf ormation  t o the  ASC Secretary in advance  of  t he ASC.  
c)  Subm its  a q uarte r l y  report of  accomplishments, goals,  and finances. 
d)  G ives an  accurate accounting of  m onies spent.
e)  Provides  r eceipts for any expenses  t hat  need to be r eimbursed.
f ) Report any incidents of vio lent behaviour, physical out bursts, verbal t hreats or

other behaviour t hat had ( or could have) compromised the safety and security
of  t he service  body.

J.  Victoria Convention  Facilitator  or  Co- Facilitator 
a)  Att ends all ASC meetings.
b)  If r equ i r e d by t h e f acility, ensures that the event is covered by Liability I nsurance.
c)  Subm its  a  written  r eport  of  subcommittee  activity,  inact ivity  and  any  other 

pert inent inf ormation  t o the  ASC Secretary in advance  of  t he ASC.
d)  G ives an  accurate accounting of  m onies spent  by their  subcommittee.

e)  Provides  a  f inal r eport to the ASC, includ ing  all f inancial r ecor ds, 
subcommittee f acilitator s’ reports  and recommendations,  within t wo 
mont hs of t he  completed convention.

f ) Report any incidents of vio lent behaviour, physical out bursts, verbal t hreats or
other behaviour t hat had ( or could have) comp r omised t he safety and security
of  t he service  body.

K.  Subcomm ittee T reasurer
a)  Maintains  accur ate  account  of  t he  subcommittee  bank  account,   including  all 

income sources and detailed  expenditures.
b) Submits a written report in advance of the ASC to the subcommittee Chair of all

f iscal activity between A SC meeting s. T his should include t he m onth’s bank
st atement and a reconciliation r eport.

c)  Disburses  funds  requested  by  the  subcommittee,  in  accor dance  with  t he 
procedural g uidelines.

d)  As  an  incom ing  treasurer,  will audit  t r easury books f or the  previous  year.
e)  As  an  outgoing  treasurer,  will  write  a  r eport  of  t he  previous  year ’s  treasur y 

activity.
f )  Co-sig ner for subcommittee  bank  accounts. 
g )  Att ends all subcommittee m eetings.
h)  W ill attend ASC m eetings  when r equired.

L. Gr o u p  Service Representative
a) Attends all ASC m eetings.
b) Reports inf ormation from the ASC back  t o  their g roup.
c) Submits  a   written  r eport  in  advance  of  t he  ASC  t o  t he  ASC  secret ary  on 

their group’s  status.
d) Support s  one  ASC  subcomm itt ee  by  voluntary  participation  t o  help  f ost er 

unity.
e) Support s  ASC  f ellowship  activities  by  voluntary  participation,  whenever 

possible.
f ) Becomes familiar  with  t he ASC procedural guidelines.
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M.  Activities Subcomm ittee  Facilitator
a)  Att ends ASC m eetings for the duration of their term.
b)  Submits  a  writ ten report of  subcommittee activity,  inact ivity and any other 

pert inent inf ormation  t o the  ASC Secretary in advance  of  t he ASC.
c)  Subm its  a report of  accomplishment s, goals,  and f inances. 
d)  G ives an  accurate accounting of  monies spent .
e)  Provides  r eceipts for any expenses  t hat  need to be r eimbursed.
f ) Report any incidents of violent behaviour, physical out bur sts, verbal threats or

other behaviour t hat had (or could have) compromised t he saf ety and security
of  t he service  body.

N.  All Members’ Responsibilities:  All m embers of  t he ASC are responsible t o: 
a) Respect t he opinions  of other ASC participants.
b) Allo w f ull participat ion by all members.
c) Obser ve the  spiritual principles of  t he  NA program. 
d) Remain f or the full m eeting of  t he ASC.

In g eneral,  all transactions and  activities should be as transparent  as possible,  inviting 
part icipation fr om  ot hers in t he fellowship.

2. 5 Standing Subcommi ttees

A. Purpose: I n order to minimize t ime spent in debate at the ASC meeting, a system of
subcommittees is used. Standing subcommittees are f ormed t o fulf ill the responsibilities
and t asks of t he ASC as t he g r o u p s dictate t hem. T he initiation and f inalization of t heir
proj ects t ak es place at the ASC m eet ing. Each subcommitt ee is accountable t o t he
ASC.

2.5.1 Con vention S ubcomm ittee

A.  Subcomm itt ee Responsibilities:  T he  subcommitte e ’ s  purpose is to plan  and 
execut e  t he
Victoria  Convent ion  of  Narcot ics Anonymous (VCNA)  every second year.

B. Responsibilities of the Subcomm ittee Chair or Vice Chair: T he subcommittee
facilitator or co-facilitator will submit a written r eport of all subcommittee act ivity,
progress, g oals and needs t o t he ASC Secret ary in advance of the ASC meet ing. T his
shall include a writt en stateme nt of f inances, including r econciliation t o t he Convention
bank account. T he subcomm ittee f acilitator will be r esponsible f or submitting a f inal
f inancial report detailing t he incom e and expenses of t he Convent ion no later t han 2
mont hs after the conclusion  of  t he Convention.

T he subcommittee facilitator  should be able t o attend  t he Convent ion.

31

SVINA Procedural Guidelines  –  revised October 2018



C.  Further  I nf ormation:  Use  t he  Convent ion  Guidelines,  availab le  f r om  t he  W orld 
Service Off ice, to provide  more inf orma t i o n  on the work  of  this subcommittee.

2.5.2 Lit eratu re Subcommitt ee

A. Subcomm ittee Responsibilities: T his subcommittee handles t he purchase of NA
literature and related materials f rom t he BC Reg ional Literat ure Subcomm ittee and t he
sales to the groups in the Area. T he subcommitt ee also deals with our primary purpose
as it is achieved in writing. T he subcommittee seeks and forwards the input of our Area
in r espect to literature being  developed  by the W orld Service Conf erence.

T he subcommittee wil l maintain a st ock pile of literature for the purpose of resale t o t he
g roups at the ASC meeting. T he subcommittee wi ll also strive t o maintain an adequate
supply of k e y tag s, medallions and other special materials as the subcommitt ee f eels is
prudent t o have in stock, accumulating an adequate amount t o supply t he area f or a
minimum of t hree m onths. Af ter t his has been established, excess funds should be
directed to the ASC.

T he subcommittee shall coordinate  the review of  new NA literature  as  needed.

B. Responsibilities of the Subcommitt ee Chair: T he subcommitt ee facilitator wil l submit
a written r eport of all subcommittee activity, prog ress, g oals and needs t o the ASC
Secret ary in advance of t he ASC m eet ing. T his shall include a written st atement of
f inances, including  r econciliation t o  t he Literature bank account.

T he  subcommitt ee  f acilitator  shall  seek  t o  encourag e  participation  of  t he  Fellowship  in 
literature reviews  and  cooper ate with  ot her Area Literature  subcommittees.

T he subcommittee f acilitator shall m aintain accurate r ecords of all literat ure sales on a 
mont hly basis. T he subcomm ittee facilitator will r eport t he wholesale value of t he
literature in stock when m aking r eports t o t he ASC and provide a f ull inventory of t he
literature stock  each q u arte r.

C.  Furt her  I nformation:  Use  t he  Literature  Committ ee  Handbook,  available  f r om  t he 
W orld Service Of f ice, t o provide  m o r e  inf ormation on the  work  of this  subcommittee.

2.5.3 New sletter Subcommittee

A. Subcommittee Responsibilities: The subcommittee’s purpose is to publish a mont hly
newsletter listing area and r egional event s. T hey may also r un articles on local service
activities and  m embers’ recovery experiences.

T he  subcommittee  shall  t ak e  special  heed  of  the  Fift h  Concept,  ensur ing  t hat  t he 
newsletter  has  a responsible editorial policy.

B. Responsibilities of the Subcommitt ee Chair: T he subcommitt ee facilitator wil l submit 
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a  written  r eport  of  all  subcommittee  activity,  prog ress,  g oals  and  needs  t o  the  ASC 
Secret ary in advance of  the ASC m eeting.

C. Further Information: Use the Handbook for NA Newslett ers, available fr om the W orld 
Service Off ice, to provide  more inf ormation  on the  work  of  t his subcommittee

2.5.4 P olic y,  Proc ed ures and  Arc hives  Subcom mittee

A. Subcommitt ee Responsibilities: This subcommittee is concerned with those matters,
wh ich are t he policy of t he ASC. T he g eneral policies of Narcotics Anonymous are
expressly st ated in t he Traditions; however, t he application of t hese Traditions within
our Area is t he concern of t his subcommittee. T his subcommittee also st udies and
mak es recommendations  on  ASC policy as dir ected  by the ASC.

T he subcommitt ee will hold an annual review of the policies in December (after the ASC
secret ary updates it). The subcommi ttee shall inventory t he cont ents of t he st orag e
lock er on a yearly basis and provide a  r eport to the ASC.

B. Responsibilities of the Subcommitt ee Chair: T he subcommitt ee facilitator wil l submit
a written r eport of all subcommittee activity, prog ress, g oals and need s t o t he ASC
Secret ary in advance of  the  ASC m eeting.

2.5.5 P ublic Relatio ns Subcommit tee

A. Subcommitt ee Responsibilities: T he SVINA Public Relations Subcomm ittee is
responsible f or maintaining t he public f ace of Narcotics Anonymous in our Area. I n orde r
to carry out t his role, t he tr usted servants who mak e up t he PR Committ ee m ust be
enabled t o m ake t imely decisions on m atters aff ecting NA’s public relations in t he
SVINA Area. T his is especiall y import ant when situat ions arise t hat have a negative
impact on our f ellowshi p and its r eputation in our communities. W hen f aced with a 
situat ion t hat is showing evidence t hat it could pot entially dam ag e or t arnish t he
fellowsh ip in view of t he public, it is important t hat t he PR Committee is able t o m ak e
decisions relatively q uickly in consultation with the NA Group involved, any members of
NA, or t he public who have come f orward wit h concerns, and t he SVINA executive.
T hese should include decisions that m ay impact the SVINA meet ing lists, t he SVINA
website, the SVINA phone line, or relationships between our gr oups and a facility when
representatives  of  t he f acility come f orward  with com plaints.

T he committee is responsible f or providing information about Narcotics Anonymous t o
local prof essionals and interested m embers of the public. As well, the PR subcomm ittee
is r esponsible f or increasing awareness about NA in our Area so t hat addict s have
oppor t unities to learn about t he NA program. T he PR subcommi ttee also provides
inf ormation and support t o meet ings within o u r f ellowship. I n part icular, PR is
responsible f or producing and distributing meeting directories. It is also r esponsible f or
providing support t o new, st r ugg ling , or g eographically isolated meet ings within our
Area’s boundar ies. T he PR subcommitt ee is r e sponsible f or updat ing and distr ibuting
meet ing  lists for the SVIA.

(For  our  purposes  in  Narcotics  Anonymous,  t he  t erm  “public  relations”  r efers  t o   all  of
the r elationships we create and maintain with the gener al public, prof essionals, potent ial 
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members, and each ot her  in our groups  and service  communities.).

B. Responsibilities of the Subcommitt ee Chair: T he subcommitt ee facilitator wil l submit
a written r eport of all subcommittee activity, prog ress, g oals and needs t o the ASC
Secret ary in advance of t he ASC m eeting. T he subcommitte e f acilitator is t he primary
point of contact f or communicat ions with groups outside t he f ellowship and is
responsible f or  handling public  relations  request s and correspondence.

C. Further I nf ormation: All services provided by and/or service positions under Public
Relations Subcomm ittee o u g ht t o ref er t o the Public Relations Hand Guide f o r all related
and  r elevant  service inf ormation.

2.5.6 Reco ve r y Campout/Retreat  Comm itties

A.  Subcomm ittee Responsibilities:  T he subcommittee’s  purpose is to plan and 
execut e  t he Recovery Campout/Retreat  once  a  year .

B. Responsibilities of the Subcommitt ee Chair: T he subcommitt ee facilitator wil l submit
a written r eport of all subcommittee activity, prog ress, g oals and n eeds t o t he ASC
Secret ary in advance of t he ASC m eet ing. T his shall include a written st atement of
f inances, including r econciliation t o t he Recovery Campout/Retreat bank
account. T he subcommittee f acilitator will be r esponsible f or subm itting a f inal
f inancial re port det ailing t he income and expenses of t he Recovery Campout/
R etr eat  no  later  t han  2  mont hs after the conclusion  of  t he retreat.

T he subcommittee facilitator  should be able t o attend  t he Recovery Campout/Retreat.

2.5.7  Acti vit y Subcommitte e

A.  Subcommi ttee Responsibilities:  T his subcommitt ee’s purpose  is to help facilitate 
g roups and individuals in  helping  plan and execute “ one-time”  events to bring 
activities and f un in r ecovery to SVINA.  Because activities can  invol ve m any diff erent 
ideas ( camp o u t s, sport s, picnics, shows,  dances) the  committ ee wil l f acilitate  NA 
members  desires to put on  one time  or ongoing  event s  at the area level ( such as  ball 
tournaments,  dances, campouts,  Christmas dinners, etc). T he committee will be 
avai lable so  t hat commitments can remain more flexible f or  interested  parties  on  a  
per- c a s e  basis.

B.  Responsibilities of  the Subcommittee  Chair:  See  sect ion 2.4.2 (n)

Section Three: Fina ncial Pol ici es

Concept Ele ven:

NA f unds  are to be used to f urther  our  primary purpose, an d must be  managed

34

SVINA Procedural Guidelines  –  revised October 2018



responsi bly.

3. 1  ASC and  Subcommittee Fi nancial  Poli cies

3.1.1 Prudent  Reser ve

Prudent  (adj ective:)  1  Caref ul  t o  provide  f or  t he  f uture.  2  discre et  or  cautious, 

circumspect. 3 having  or exercising g ood judgment.

ad hoc (adverb and adjective): for a particular (usu. exclusive) purpose. [Latin, = to this]

-  Canadian Oxford   Dictionary, 2nd  Edition.

T he prudent reserve shall consist of suff icient f unds to enable the ASC body to operate.

T his includes ( but is not limited t o) monthly expenses ( eg: phone line, m eeting list and

newsletter printing , storag e lock er f ees, PR expenses,) q uarte r l y expe nses f or BC

Reg ional Travel, annual operat ing expenses (Post Of f ice Mailbox, W ebsite Dom ain

fees,) and t he $600 ad-hoc f und ( venue deposits f or SVINA events, servic e work shop

expenses, etc.) T he specif ic amount of t he prudent r eser ve shall be det ermined by the

outgoing t reasurer in September of each year, or as soon after as possible, and sha ll

be decided upon by t he G SR g roup conscience, via consensus, as par t of t heir

acceptance of  the treasurer’s  year - end report.

3.1.2 Subcom mittee  Financial Poli cies

A.  Financial Policy –  Convent ion  Subcommittee

a)  $2, 500.00 shall be  allocated  and earmark ed  as seed  money f or t he 
convention.

b)  Any surplus  m onies lef t over,  aft er the convention has  t ak en place, shall be 
cont r ibuted to the  ASC.

B.  Financial Policy –  Newslett er  Subcommittee
a) T he  subcommittee will h ave a   m ont hly budg et of  seventy-f ive dollars  ( $75)  t o 

pay f or the  normal activities  of  t he subcommittee.
b) If  t he  entire  m onthly  budg et  amount  is  not  used  it  is  not  t o   be  carried  over  t o  

the  next months  allotted monies.

c) Funds are t o be used to ensur e t hat t he South Vancouver I sland Area is
served by t he newslett er subcommitt ee and should not be used t o distribute
the  newslett er to other  areas.

C.  Financial Policy –  Literat ure Subcommittee
a) T he wholesale value of the literat ure st ock pile and cash on hand will be twelve

t housand  dollars ($12,000).

b) An  amount  of  cash  m a y   be  m aintained  as  a  cash  f loat  f or  t he  pur poses  of
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selling literature; beyond which literature f unds wil l be maintained in the
Literat ure bank account. T he exact amount of t he f loat will be determined by
the  needs of  t he Literature  Subcommittee.

c) Literat ure will be sold at an average of 12% over Reg ional cost. T his is 10%
to cover the handling costs and to allow about 2% for growth . W ith this in mind,
the  exact pricing of  literature  is  left t o the discr et ion of  t he subcommittee.

d) Norm al transactions require payment prior to the delivery of any literature, but 
this  is  lef t to the discretion  of  t he f acilitator .

e) T he  subcommittee  will  p ay  f or  t he  normal  activiti es  of  t he  subcommittee  with 
their  own f unds.

f ) Req uests  f or  f unds  beyond  t he  budge t   m ust  be  submitted  and  approved  by 
the  ASC at the monthly meet ings.

g ) Literat ure start - up k its shall be supplied on a one-time basis only at no charge
to new g r oups, valued at up to sevent y-f ive dollars ($75.00) resale. Each start -
up k it may be  cust om  built,  based on the g roups’ individual needs.

D.  Financial Policy –  Public  Relations  Subcommittee
a) T he s u b c ommittee will ha ve a monthly budg et of t hree hundred and fifty dollars 

($350. 00) to pay f or the norm al activities of  t he subcommittee.
b) If  t he  ent ire  mont hly  budg et  amount  is  not  used  it  is  not  t o  be  carried  over  to 

the  next months  allotted monies.

c) Funds are t o be used to ensure t hat t he South Vancouver I sland Area is
served by the Public Relations Subcommittee and should not be directed or
held f or any other  purpose.

E.  Financial Policy –  Recovery  C a m p o u t / Retr eat Subcommittee
a) A prudent reser ve of seven hundred and f ift y dollars ( $750) in cash and a two

hundr ed and f ifty dollar ($250) deposit (carried over fr om year t o year by t he
facility)  is  t o be  used as seed m oney for the event.

b) An initial payment of approximately two hundred and seventy dollars ($270) is 
typically  made  by  t he  outgoing  committee  to  r eserve  camping  spots  f or  the 
next  year’s  event.  T his  payment  is  r eq uired  by  the  f acility,  in  addition  t o  t he 
above  m ent ioned deposit.

c) Any prof its above t he reser ve shall be r etur ned t o t he ASC f ollowing t he
previous event ’s accounts being reconciled, no later t han 2 m ont hs aft er the
conclusion  of  t he retreat.

F. Financial Policy -  Activities  Financial Policies

a)  $1, 000.00  shall  be  allocated  and  earmarked  as  seed  money  for  specif ic 
activities  as  specif i c   expenses  occur  in  priority  sequence  ( eg :  down  payments 
for venues may be required in advance, t hose should tak e  priority to secure the 
venue. )  Any adju s tments to t his  practice will need  t o  m eet  consensus  on  a per-
case  basis (as per section 1. 2.4.)

b)  Any  surplus  monies  leftover,  aft er  the  event (s)  have  t ak en  place,  shall  be 
cont r ibuted to the  ASC.
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3.1.3 Tr a vel  Budget

AS C  /  SV IN A:

ASC Members who attend t he ASC f r o m outside t he G r eater Victoria area ( eg :

OUT SIDE of Victoria, O ak Bay, View Ro yal, Saanich, Esq uimalt) are eligible f or

reimbur sement. T his applies t o ASC executive off icers, Subcommittee Facilitator s and

GSRs t raveling at least 40 km outside of Victoria (eg: Duncan (50k m, ) Mill Bay and

Sook e (40km ) and any other applicable areas within the boundaries of SVINA. T he total

distance travelled ( including  t he re t urn trip) will be  r eimbursed.) 

T he current per-kilometre r ate of reimburse m ent will be  reviewed  annually.

Vehicle f erry f ares f or Salt Spring I sland, and other applicable g ulf islands within t he

SVINA boundar ies are also eligible for reimbursement f or the GSR traveling from those

areas. T he r ate of reimburseme nt will apply t o t he distance travelled f rom Swart z Bay

ferr y  terminal t o Victoria (30 km,)  and the return trip.

PR Panel Travel, Fellows hip Liaison travel (eg: to transport trusted servants to and fr om 

facilities at least  40 km  outside of Gr eater Victoria)  is also eligible f or  reimburseme nt.

Only O NE vehicle per ASC m ember / PR Panel will be elig ible f or r eimbursement ( eg:

an alternate GSR cannot simultaneously t r avel in another vehicle and claim a t r avel

expense  f or the same ASC m eet ing.)

NO TE:  T rust ed  servants can also  pr actice tradition 7  by not  r eq uest ing r eimbur sement 

for this travel, to  off set what m oney they normally put in t he basket  at meeting s.

BC Regiona l:

As per t he section, “How can our group support other NA services?” as writt en in t he

off icial NAW S, “The Group Book let”, RCMs (Reg ional Committee Members) are

tr ansport ed t o t he BC Reg ional Committee t o part icipate in t he work of t he service

st ructure on the SVINA’s behalf . Travel and lodging funds will be reimbursed to elig ible

members.

A: W h o  Is  eligible f or reimbursement :

Individuals  who  are  eligible f or reimbursement of  t r avel expenses  are:
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-  RCM 1

-  RCM 2 (f or m entoring  only,  or  if  the RCM 1 is unable t o attend.) 

-  PR Chair

-  PR Vice Chair (for mentoring  only,  or  if  the PR Chair  is  unable to at tend.)

B.  Source of  Funds:

A reserve f und of one thousand dollars ($1000) is earm arke d  to cover these expenses.

C.  Amount/Rates available f or reimbursem ent:

T he  current  r at es  are  m ade  available  in  “ Additional  Resource:  E  –   ASC  /  BC  Reg ional 

T ravel Reimbursement  Rates.”

T hey are current as of March 2018. T hese r ates can change and should be updat ed

whene ver t he providers of t hese services ( eg: f err y services, lodging venues) change

their rates.

NO TE: Just as per t he section f or ASC/SVINA, only O NE vehicle will be eligible f or

reimbur sement. If one of t he elig ible m embers want s t o t ake his/her own veh icle in

addition, he/she will NOT be reimbursed f or the vehicle f erry f are, nor the per -k ilometre.

rate of r eimbursement f or t he additional vehicle. Any adj ustments or exceptions ( eg:

one vehicle is unable t o fit all t he elig ible tr usted servant s) can be discussed on a per -

case basis at t he ASC table, and will r eq u ire t he approval of t he GSR threshold t o

override t his.

D.  Procedure for Requesting  Funds:

All el ig ible trusted servant s (RCM 1 & 2, PR Facilit ator and PR Cof acilitator) mus t notif y

their intent t o travel to BC Reg ional in t heir advanced reports. T hey must also provide

an itemized breakdown of all f igu r es in their claim, in their advance report. If they do not

provide an advance report, t h e y m ust p r o vide an i t emized b r e ak down in writing on paper

to the tr easurer at the ASC m eet ing. T hey must specif y and

calculate t he k m usage, if m ak ing vehicle expense claims. If t he ch eq ues are t o be

made payable to different entities (eg: BC Regional f or lodg ing ,) they must also specif y

t his in t heir r eport, and f or how m uch. T hey m ust use t he f igures in t he “ Additional

Resource  E –  ASC /  BC Reg ional Travel Reimbursement”

table. If  t hese f igures are not provided,  chequ e s  for  reimbursement  will no t  be issued.

In  t he  spirit  of  Tradition  1   and  unity,  it  is  also  t he  r esponsibility  of  t he  trus t ed  servants

(RCM  1   &  RCM  2,  PR  Facilitator  and  PR  Cofacilitator)  t o  work ,  m eet,  or  communicat e
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tog ether, before the next Area meeting, to form solutions regarding car pooling to k eep

q uart erly t r avel expenses at or under $1,000. If these t r ust ed servants f ail t o do t his,

and if the request ed amount exceeds $1,0 00, no cheq ues will be issued to anyone until

the request is  dealt with  during open  discussion  / new business.

For transpar ency pur poses, individual cheq ues wi ll be issued per each trust ed servant

or per payee ( eg: BC Reg ional f or lodg ing .) No bulk paymen ts will be issued – t his is

poor accounting and can obscure accountability f or who is r equesting f unds. No

adj ustments  will be  m ade  t o this  without approval of  the gr o u p  conscience.

“W hen t he g r oups r eceive f ull, regu l a r r eport s on t he activities of t heir service boards

and committees, they beg in t o see t he tot al service pict ure. T he g r oups should also

receive inf ormation on how m u c h t hose activities cost. T hat k ind of communication

helps assure our gr oups tha t t heir contr ibutions are being  handled  responsibly.”

-  Concept  11  ( NA  f unds  are  t o   be  used  t o  f urt her  our  primary  purpose,  and  m ust  be 

managed responsibly,)  page 26

In t he event t hat insuf ficient f unds are available f or all trusted servant s who wish t o 

tr avel ( eg : income fr om the 7th has been l o w ove r the m ost recent q u a rter,) the t r easurer

may m ake a r ecommendation or r eq uest g uidance f rom t he ASC body in det ermining

how t he available m oney should be allocat ed. A proposal is r eq uired to f inalize the

g roup’s decision in such instances and will r eq u i r e t he consensus of t he G SR

T hreshold.

Cheq ues for travel expenses will be issued prior t o t he BC Regional m eet ing and

receipts must be submitted at the next Area meeting. If additional f unds are required for

unexpected expenses, receipts m ust be submitted t o t he next Area m eeting and a

proposal will be required for reimbursement. If a trusted servant does not spend the f ull

amount requested in t he budg et, excess f unds must  be returned to Area.

Eligible t r usted servants who wish t o tr avel t o BC Reg ional, t h at do not notif y of their

planned trip in their advance reports, will not be provided with r eimbursement . Eligible

SVINA members tr aveling at least 40km away to att end the ASC meeting, howe ver, do

not need t o submit it in t heir advance report ( if t hey’re a t Area, and stayed f or t he

duration, t hey obviously att ended.)

3.1.4  How  Do  We  Take  Car e  of  M one y  fo r  the  Gro ups  We  Ser ve ? 

Financial  Audit

A.  Purpose:  A f inancial review  should be  seen as  a  t ool  that may prevent a m inor  err or 
fr om  becoming  a  maj or  one. I t  is  not  intended to be  an  inquisition!
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B.  T iming: T his  m ay  be done  at  any  t ime,  as a  way  t o  provide  support  and guidance to 
those  in  positions that handle m oney.

It  is  recomm ended  t hat  no  m o r e   t han  24  hours  not ice  is  g iven  bef ore  the  f inancial 
revie w.

Financial r evie ws  should  not be predictable but  should be  varied  as t o time and place.

C.  Assignment  of  Officers:  All  t he  ASC  officers  and  t wo  subcommittee  facilitator s  or 
GSRs, if  available,  will conduct  any f inancial review.

T hose conducting t he f inanc ial r eview m ust t ake physical possession of all r ecords,
st atements, inventory and pett y cash f r om t he treasurer or other r esponsible t r ust ed
servant.

T he  treasurer  or  r esponsible  t rusted  servant  should  be  available  t o  t he  r eview 
subcommittee in order t o  assist and answer q uestions  if  necessary.

3.1.5 In suran ce

A. Purpose of the Insurance Ref und Contr act: Before any f unds are withdr awn from the
ASC or subcommitt ee bank account, an ‘Insurance Ref und Contract’ will be sig n e d by
the  NA member purchasing  t he insurance and by two  ASC off icers.

T he Insurance Refund Contract is for the protection of NA f unds, an d is used when NA
money is used t o purchase insurance t o protect t he loss of Literature st ored at a
desig nat ed members residence.

T he  ASC  t r easurer  will  keep  a  copy  of  t he  insurance  policy  and  t he  I nsurance  Ref und 
Cont r act . Ref er to Annex G f or  a sample I nsurance Ref u n d  Contract.

B.  Reimburs ement  of  Unused  Portions:  An  unused  port ion  of  t he  policy  m ay  arise  f or 
any of  t he f ollowing  r easons:

a) T ermination of  off ice.
b) Completion of  t erm  in off ice.
c) Removal of  the NA property from the insured premises. 
d) W hen request ed by the ASC.

Any member purchasing an insur ance policy in their own name, using NA funds, f or
the Area or a subcommitt ee, wil l r eimbur s e any unused portion, t o the ASC or
subcommittee fr om  which t he f unds were  drawn.

C. Literature insurance: The subcommittee f acilitator shall purchase an insurance policy
that protects t he literature st o ck from f ire, t hef t, water damage , vandalism , and a n y other
nat ural disaster. T his must be done as soon as the literature st ock is in their p o s s e s s ion.
T he ASC t reasurer shall ensure t hat the policy is valid and t hat all documentation is
k ept  on f ile.
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3. 2  How Our Money  Moves and Where it Goes

A. Intent: T he intent of this policy is t o f acilitate the spiritual oblig at ion of f unding all
recognized levels of NA service by t he Seventh T radition of t he NA g r oups. It also
serves to g uide t he ASC in t he handling of f unds other t han direct cont ributions f r om
the  NA groups  it  serves.

3.2.1 Co ntribut ions  from Gro ups

A. Related Documents: W ith the passage of “A Guide t o Local Services in NA” and the
pamphlet entitled “ Self Support, Principle and Practice”, t he ASC proposes t he f ollowing
to facilitate t hese concept s  of fund flow within our Area.

B. Distribution of Funds: As per t he section, “How can our g roup support ot her NA
services?” as wr itt en in the off icial NAW S, “T he G roup Book let”, SVINA will serve as
the collection and distribution point f or Seventh T radition contribut ions to t he f ur t her
levels  of  t he service  structure (eg:  BC  Regional, CANA,  NAW S.)

Each month, at t he end of each Area meeting, af ter SVINA has covered its c urrent
expenses and r eplenished it’s prudent r eserve, the surplus f unds will be divided and
then sent on to the f urt her levels of the service structur e, as the group conscience sees
f it.

If t he resulting balance f or t he m onth is a def icit ( eg: a neg ative balance) ag ainst t he
curr ent prudent r eserve, t he body wil l wait unt il next mont h’s cont ributions (or aft er,
depending on how long it t ak es) for the prudent r eser ve t o replenish, until surplus or
income is coming  in again.

**NOT E – T YPICAL EXAMPLE** A def icit can happen each q uarter, due t o r eg ional
tr avel costing up t o $1,000: t his is normal – averag e m onthly group contributions don’t
usually approach $1,000. T he SVINA body will simply wait until group contr ibutions
replenish t he prudent r es erve balance, before mak ing any f uture decisions r eg arding
money.

C. Point of Accountability: T he ASC treasurer will collect report and distribute Seventh
T radition f unds r eceived f r om t he NA g r oups of t he Area at each ASC m eet ing. All
moneys  accumulated  shall be m aintained in a bank account.

D.  Sig ning  Authorities  for  t he  ASC  Bank  Account:  Any  two  of  t he  f ollowing  signing 
aut horities shall be required:

a) Facilitator .
b) Co-f acilitator. 
c) T reasurer.
d) Reg ional Committ ee Member (RCM 1).

3.2.2 Subcom mittee  Profits

A.  Prof its fr om Literature Sales:

T he prof its from literature sales are int ended f or the r e - supply of  literatu r e  for the 
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g roups in the Area, recouping  the  cost s of  shipping and administ rative  cost s 
associated  with literature sales.

B.  Prof its fr om Area Activities  :
Activities t hat g enerate funds g r eater than expected will be  r eturned to the ASC 
for its  use to continue its suppor t of  t he NA groups.

C.  Prof its fr om the Victoria Convention:
T he prof its from the Victoria Convention  (monies left  over  after all bills  are paid and 
the  prudent reserve has been set aside) will  be r eturned at the f irst or second ASC 
meet ing  f ollowing  t he convention.

3.2.3 In suffici ent Fu nding

A. Response to Funding Shortf alls: If the ASC determ ines that ther e is profound lack of
suff icient f unding t o continue basic services, t hen eff ort s at cost cutt ing and direct fund
raising will be t he pref erred solution. Basic services are t hose services essential f or
carr ying the message s uch as phone line, literature sales, basic H & I and PI activities,
or f ellowship services such as RCM par t icipation at r eg ional m eet ings or CAR
work shops. T he ASC should not look t o the 7 th T radition t hat is distribut ed on behalf of
the groups for mak ing up shortf alls of funding. It must be remembered that the intent to
collect and distribute 7 th Tradition f unds is t o af ford t he group t he convenience and
account ability f or f unding all levels  of  service fr om the g r oup.

3.2.4 Exces s Fundi ng

A. Determinat ion of Excess Funds: At t imes, it m a y appear t hat t here is an excess of
funds over and above t he proposed yearly budget f or t he ASC. Careful planning will
det ermine if there is truly an excess and that it is a spiritual necessity to add these funds
to t he gr oups’ contribut ions to ot her levels of service. A projection of act ivities and
fellowsh ip needs should be used in determining t his q uestion, based on t he annual
budg et .

3.2.5  ASC Informati onal Events

A. Fiscal Responsibilities f or ASC Event s: All Learning Days, works h o ps or special
subcommittee meetings shall be t he f inancial r esponsibilit y of t he ASC. A f und raising
event  should  be  included to help def er the costs.

3. 3  Theft, mi sappropriation,  or misallocation  of NA  Funds

A. Guiding  Principles: T he ASC shall be g uided  by the spiritual principles of  r ecovery 
and  shall allow e very member an  opportunity to behave r esponsibly in dif f icult 
situat ions  and make amends. T he recovery of f unds is only part of  a  process  t hat shall 
include healing  f or  all those  invol ved.  T his policy shall be  a g uideline  to encourag e a  
process that  is  both responsible and  spiritual; tak ing  additional m easures (eg: formal
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or  legal collections) ONLY should t hey prove necessary. W e  must be careful t o  not 
discourage said members  away f r om  NA meetings,  who have been f ound to  have 
st olen, misappropriated or misallocat ed funds. Because  of the controversies  t hat 
surr ound this issue, the W orld Service  Board of T rustees Bulletin  #30, June  1996 
“T hef t  of  NA Funds” has been  included  as  a n attachment to the  ASC procedural 
g uidelines f or g uidance. See Annex E.

Belo w are  t he def initions f or  each f inancial violation  ( as per t he Canadian Oxf ord 
Dictionary,  2nd  edition:)

Theft: the  act  or  instance of stealing.

Misappropriate: apply (usu.  another’s  money) t o one ’s  ow n  use, or to a  wrong use. 
(m isappropriation  – noun)

(An example of misappropriation: “taking  a  loan ” from the  7 th, with full intention  of 
paying  it  back, but then not  being  able to.)

Misallocat ion:  inappropr iate  or w rongful al locat ion,  esp.  of money.

(An example of misallocation:  allocating  NA money  t o  goods and services with full 
intention  of fulfilling  t he primary pur pose, but without t he  committ ee (or 
subcommittee’s)  know ledge.)

B.  Responsibility f or  Recovering  Funds:

As  per concept 2, the f inal responsibility and aut hority f or NA ser vices  r ests wit h t he 
NA groups.

Howe ver,  concept 5  also states that “f or  each responsibilit y assig ned to the ser vice 
st ructure,  a  sing le point of  decision and accountability should be  clear ly def ined.”

T he f acilitator, along  with t he g roup conscience (GSRs, as  per tradition  2) thus has 
the  authority to  delega t e  an  ad - hoc committee (as per concept 5) to mak e 
arr ang ements  to recover  t he f unds.

C. W hat  Do W e  Do  if  t hef t, misappropriation or  misallocation  occurs ? 

In any of  t hese  circumstances, t he ASC f acilitator will be not if ied  immediately.  T he 
following  steps  will be  t ak en to prot ect the fellows hip’s  money,  and to encourage the 
person  involved t o  act r esponsibly.

T he ASC f acilitator  shal l inf orm the rest of  t he ASC off icers  and the group conscience 
to evaluate the situation, delegate an  emergency ad - hoc  committee to meet  with t he 
person to set up  a payment  plan  and secure a  promissory note.

T he emergency ad-hoc committee will  be  composed  of  t he f ollowing  members: 
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- ASC Execut ive  Bod y 
- At  least two G SRs

T he ASC treasurer  will keep track  of the payments  and include them in the mont hly 
tr easurer’s report. If  payment is  not received  as agreed, the ASC treasurer shall notif y 
the  ASC facilitator. T he ASC f acilitator  shall inf orm t he group conscience of  t he  
missed payment  and work  with  t he  ad-hoc committee  or  small team  of  SVINA 
members to recover t he funds.  All eff orts shall be made to  help the individual act 
responsibly.  Howe ver,  as  a  last resort t hey may initiate f ormal or leg al proceeding s,  if 
necessar y.

D.  Consequences of T heft of  Funds : If a person  has st olen, misappropriated or 
misallocated  NA funds, as  det ermined by the group conscience, that person will be 
removed from  serving  in position s  of  handling  m oney at  the ASC level.  As well,  t he 
ASC f acilitator  m ay notify GSRs,  ASC subcommittee f acilitator s  or other NA service 
comm it tees of  t hese actions  as deemed necessary to protect NA and the  individual in 
q uestion.

E.  Prot ections Ag ainst Thef t:  As a rule, throughout t he  ser vice st ructure, we do  not 
accept  personal check s. W e accept cash in person bef ore the  area  body, money 
orders,  bank  drafts, or cert if ied cheques.

Section Four: Annexe s

Annex A: 

Annex B: 

Annex C:

Annex D:

Annex E:

Ot her Procedures

W SO Bulletin #21 –  Fundraising and the 7t h  Tradition
W S O  Bulletin #30  –  Thef t of  NA Funds

W S O  Bulletins Available Online

Insurance  Ref und Contract

Annex  A:  Other Procedur es
In a dd ition to parliam entar y m otions, there are other  ways in which m em bers m a y alter or clar if y 
the proceedings.  Here  are  a f ew of the m ost comm on.

Order of the da y

If a comm ittee m em ber f eels that b usin ess is going to o f ar astra y from the ori gi nal agenda, th at
m em ber c an help g et t hi ngs back on tr ack . T he m ember s a ys, “I c a ll f or the ord er of the da y.”
T his m eans, “I m ove that the facilitator bring us back on track and conduct the m eeting accord in g
to procedure, adhering to t he a gen da.” T his do es not require a seco nd, is not de bata ble , an d
does n ot e ve n requ ire a vot e – th e f acilitator is obligate d to enf orc e the request unless two -thirds
of  the bod y te ll t he f ac ilitato r  other wise.
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Point of  information

If a comm ittee m em ber needs c ertain inform ation bef ore m ak ing a decisi on ab o ut a m otion at
hand, th at m em ber can say at ant tim e to th e f acilitat or , “ Po int of inform ation.” T his m eans, “I
have a qu estion t o ask ,” no t “I ha ve inf orm ation to of f er.” O ne d oes n ot nee d a se cond t o r a ise
a point of inform ation; it is neit her d ebatab le nor to be voted u pon . T he person r a ising the po int
of  inform ation m a y ask  the  question of  either the  f acilitator  or another m em ber of  the b od y.

Point of  order

If it appears to a com m ittee m em ber that som ething is happening in viola tio n of the rul es of
order, and if the facilitator h as not yet done an yth in g a b out it, th e m em ber can ask the f aci lit ator
f or clarification of  the rules  at an y t im e. T he m em ber m a y sim ply sa y out  loud,

“Point of order.” T he facilitat or then sa ys, “W hat is your point of order?” T he m em ber then states
the questio n and ask s the facilitator f or clarification. If t he facilitator agrees that the rules are not
being followed, the f acilitat or s a ys, “ Your point i s well tak en”, and restates the a p propriate r ule.
If the fac ilitator does n ot agree, t he faci litator sa ys, “Overruled.” T his dec ision, as all oth ers, can
be appealed.

Point of  appeal

An y t im e the f acil itator m akes a d ecisio n, t hat decis ion m a y b e appe aled. An y vot ing m em ber
who wishes to appea l a decision m a y d o s o b y s a ying , “I appeal the decisi on of the f acilitator .”
If the ap pea l is s eco nde d , the f aci litator th en ask s , “ On what grounds do yo u ap pea l m y
decision?” T he m em ber states the reaso ns. T he f acilitator then speak s briefly t o the intent of the
ruling being appea led. T he bod y m a y th en debate the r uling and the m erits of the appeal. A vote
is tak en, requiring a s im ple m ajorit y to  overr ule th e orig inal d ecision of  the f aci lit ato r .

Parliamenta r y inquir y

If a c om m ittee m em ber wants to do som ething but d o esn’t k now how it f its i n with th e ru les of
order, a ll th at m em ber has to d o is ask . At an y t im e, a m em ber m ay sim ply sa y o u t loud, “ Point
of parliam entar y inquir y.” The facilitator m ust imm ediatel y r ecogni ze the m em ber so that pers on
m ay ask how to d o such- an d-s uch. T he chair will answer the questio n, possibl y b y referring to a
specific passage in t his d o c um ent in explanation. A point of parliam entary inqu ir y n eeds no
second, is not  deb atable, and is  not vo t ed upon.

Point of  personal priv ileg e

If the sm ok e is gett in g to o heav y f or yo u, t he air conditioner or heater is on too h i gh, or if th ere
is too m uch noise in the r o om , you c an ask that s om ething be do ne about it. If the m atter is
urgent, yo u m a y interr upt t he proc eedings b y s a yin g, “Point of personal pr ivilege;” if the m atter
is not particu larl y urgent, you are e ncouraged t o wait until th e person sp eak ing has f inishe d.
Such a requ est generall y re quires no second, and the f acilitator m ust recognize yo u im m ediatel y.
State th e sit uat io n and ask that it be correcte d. If your r equest seem s reasonable, the f acilitator

will accomm odate yo u.

Annex  B:  WSO  Bull etin #21  –  Fundraisi ng and the  7 th  Traditi on

#21 T he Generation of Fu nds (Fundraising) and the  Seventh  T radition in N A
This  article  was  ge nerated  in  December  1 991  and  r evi s ed  in  2 002  in  r esp onse  to  the  needs  of 
the fellowsh ip. I t represents the views at  the time of  its  writin g.

Questions  about  f un draisi n g  an d  h o w  f undra ising  re la tes  to  t he  traditions,  esp eci all y  T raditio n 
Seven ("Ever y NA group ou ght t o be full y s elf - s upportin g, d eclinin g outside co ntributions.") have 
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been ask ed on num erous occasions in the p ast few ye ars . As gro ups, areas, and regions gro w,
the perceived need f or finances to help f ulf ill t he F if th T radition ("Each group has b u t one prim ar y
purpose--to carr y the m essage t o th e addict who still suff ers.") m a y also grow. W hen the cost of
ancillar y serv ices -s uch as h elp lines, m eeting lists, and literature f or use in H&I m eetings, am ong
others-- is consider ed, m any gro ups, are as, and re gions f ind them s elves i n t he posi tion of
needing or wanting m ore funds than are pro vided b y m em bers' donations to the "bask et" at the
group level. It is at th ese t imes that questions arise as t o ho w to fund the services t hat help carr y
our m essage to th e st il l - suf f ering ad dict. T his art icle will at tem pt to ans wer s o m e of these
questions as well as of f er som e sim ple guidelines ab o ut raisin g f unds. W e will tr y to pro vide a
brief histor ical perspect ive on f undra isin g in N A, look at s om e of the pro blem s that m a y result
from  various ef f orts, and strive to sh o w t he relationship  of  Tradition  Seven to this  issue.

In look ing at th is topic, it is h elpf ul to understand h o w fundra ising starte d in our fello wship. M an y
earl y gro ups held a variet y of act ivities s uch as din ners, picnics, a nd oth er social events to
prom ote recover y, unit y, an d a s ense of belonging. W hile these activities were n ot specif ica ll y
intended t o r a ise f unds, a num ber of them turned o ut to be f in ancia l l y s uccess f ul, allo wing the
host group to purchase additional literatur e or other supplies f or their m eetings. As t he f ello wship
gre w and the need or want f or additional ser vices b eca m e greater, the purpose of som e of these
activities changed; instea d of  celebrating recover y,  they were des igned t o raise  funds.

As the f el lowship c o ntinue d to gro w an d m ore area and r e gio nal s ervice com m ittees wer e
f orm ed, the focus continued to change -- in som e instances, to m ak e up f or the perceived lack of
funds being donated from the groups' Seventh T raditio n collections. As tim e went on, m ore and
m ore s ervice com m ittees began re l ying on th is f orm of f unding, reachin g t he p oint, at t im es,
where th e s ucc ess or f ailur e of an eve nt s uch as a convention determ ined the area or region's
abilit y to provide services and participate in t he fund - f low. I n other instances, gro ups , areas, and
regions had such success with their s oc ial events t hat t h e y b ega n to put an extraordinar y am ount
of tim e and ef f ort into these activities, becom ing invested in h aving a "successful" convention,
dance, or cam pout.

A considera ble num ber of problem s arose f r om s uch practices. T he accountab il i t y of s erv ice
comm ittees to th eir groups was af f ected as t he com m ittees began to r el y up on these e vents
instead of on contributions f rom the groups' Seventh T radition collect ions f or their f unding. In
som e c ases, the var ious s ervice bodies bega n to g et diverted f r om their orig inal purp ose b y
"m oney, propert y, an d pres tige." Som e groups and service com m ittees began to am ass huge
"prudent reser ves," in s om e cases am ounting to m any thousands of dollars. For s om e groups
and comm ittees, th is "prud e nt reser ve " gre w so larg e t h at t he bod y holding it did no t h ave t o re l y
upon contributions f or upwards of six m onths or m ore, despite the fac t that in var ious f ellowship
service publicat ions the rec om m ended am ount f or a prudent reserve is o ne m onth's expenses.
Merchandising ef f orts becam e a "business" in s om e c ases, leading us awa y f rom the spiritual
foc us of our program . It becam e harder and h arder to insure that donations to o ur f ello wship
cam e onl y f r om our m em bers at various socia l e ve nt s . And s om e m em bers began t o ra ise
concerns that we c ould be perceived b y t hose o utsid e our program as a f ellowship that is m ore
involved with s ocia l f unctions and m erc handising ef f orts than with h elpin g ad dicts recover f r om
the dise ase of addiction. A s these problem s becam e apparent, m em bers began to sh are t he ir
concerns an d st arted q uest ion ing t he ne ed f or such pr actices. Som e of the questi ons f ocused
on
the relationsh ip  between  T radition Seven and fundraising.

W hile this tradition s pecif icall y t alk s about self - s upport--declining d onations from outside
sources- -s om e of the principles underl ying the tr adition , such as s im plicity and f ait h, m a y pro ve
to  b e  of  as sista nce  in  ans wering  q uestions  about  f u nding  our  s er vices.  O ur  ex perience  has
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shown that, as recover ing addicts, all of our needs add up t o th e need f or ongoing f r eed om from
active addiction. T o att ain t his f r eedom , we need th e principles cont ained i n t he T welve St eps
and t he T welve T radit ions of NA, reco ver y m eetings where we c an shar e ou r experie nce,
strength, and hope, and oth er recover ing addicts to help us appl y t hese sp irit ua l principles in our
lives. T hese three things ar e sim ple; t he y do not requ ir e us t o obtain college degrees or expend
vast sum s of m oney.

In our act ive addict ion, m ost of us seem ed to have on e thin g in comm on: self - c enteredness. As
we be gin t he reco ver y pro c ess, we learn t hat we "k eep wh at we h ave b y giving it a wa y." W e
start to learn the value of being a co ntribut ing m em ber of our f ello wship and of s ociet y as a
whole. W e begin to learn t he s im ple truth t hat if we want to k eep at ten ding NA m e etings and
help carr y the m ess age, we need t o contr ibute our f air share financiall y as well as with our t im e
and e nerg y. Self -s upport, with in th e cont ex t of T radition Se ve n, g oes f ar be yond m ere financial
support. Along t he wa y, we learn tha t contributing ou r f air share is one wa y in which we c an
express our gratitude f or what h as been f r eel y give n t o us. Over t im e, we deve lop f aith th at as
long we are doing wh at we' r e supposed to -- prac tic ing t he principles of o ur pro gra m --the God of
our understanding  will  tak e  care of us and sho w us  a n e w wa y t o live.

W hen look ing at th e needs of the gro up, sim plicit y on ce again c om es to m ind. O ur needs are
sim ple: a p lace where we c an h old o ur m eetings, l itera ture to h elp c arr y our m essage, an d, in
m ost c ases, s im ple r efr eshm ents. W e do not need spacious, luxurious m eeting f aci lit ies,
excessive quan tities of liter ature, or refr eshm ents of every t ype to a ttract addicts to our m eetings.
T he sim plicity of our m essage an d t he eff ec tiveness of our program are suf f icient. W e do n ot
need large financ ial reserve s if we have faith that t he G od of our unders tanding will tak e care of
our needs. Our experience has shown that when a gro up's financial needs are not m et, and that
f ac t is comm unicated to t h e m em bers, those needs a re genera l l y t ak en care of . T he s im plicit y
of our n eeds is re inforc ed b y t he s im plicit y of o ur pr im ar y purpose -- to c arr y t he m essage to th e
add ict who st il l suff ers . Our experience has sho wn that we m ust carry out t his sim ple task to the
ver y best of our a bilit y, f or it is the ver y essence of whom we are a nd what we do i n N A. W e
have discovere d that if everyth ing we d o is done to f ulf i l l that purpose, generall y, we will find t he
funds necessar y t o do  what  we m ust.

Man y grou ps and s ervice com m ittees have decided t o avoid controvers y b y s im ply seek ing to
carr y t he m essage to the a ddict wh o s till s uf f ers . In this m anner, the y re ly s o le l y on attracting
new m em bers to their groups b y str iving to strengthen th eir p ers onal reco ver y, work ing a nd living
NA's T welve St eps. As ne w m em bers are attract ed, gr oups gro w, S event h T radition co llections
increase, an d m ore m one y is a vailable f or grou p need s . Accordingl y, f un ds are d onated t o t he
area, the region, and world services. (For further inform ation on this topic, please r ef er t o IP No.
25 Self Support: Principle and Practice .) As servic es are f unded m ore efficientl y, th e NA
m essage of reco ver y is c arri ed f arther and better than e ver before. T he r esult is tha t m ore addicts
seek recover y through N arcotics Anonym ous a nd m ore NA m ee tings b egin. T his approach is
seen as pract ical an d r eal istic b y m an y m em bers of our f ell o wship. T hese m em bers have
reported t hat f rustration o v er lack of f unds and the s ense of urgenc y t o raise m oney c an be
counterbalanced b y the  spir itual unit y th at resu lts from this f ocus on our prim ar y purpose.

One  of  th e  t hings  t hat  ha v e  b ecom e  evident  o ver  the  past  f e w  years ,  h o wever,  is  tha t  large 
segm ents  of  the  f el lowship  want  activities  an d  m erc handise.  If  we  do n't  assist  i n  t hese  ef f orts , 
m em bers m a y end up cond ucting them  on their o wn.  W henever this has occurr e d, the r esulting 
problem s have had cons iderable im pact on all elem ents of NA, aff ec ting o ur fello wship's overa ll 
succ ess  in  achieving  its  prim ary  purpose.  W e  strongl y  believe  t hat  f un draising  activities,  w h ich 
divert  us  f r om  the  s p irit u al  nature  of  our  pr ogram ,  are  inappropriate  and  s hou ld  not  be 
encouraged  within  t he  f ello wship.  S ocia l  activities  des igned  to  enhance  r ecover y  an d  f urther 
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unit y  and  m em bers'  sense  of  belong in g,  h o wever,  are  not  on ly  acceptabl e  b ut  shou ld  be 
encouraged.

W e believe th at f undra ising f or the s ak e of f undraisin g is qu estio nable , at best. T here m a y be
tim es, however, when a group or s ervice com m ittee f inds itself i n extraord i nar y f in anci al
constraints and be gins to c onsider hold in g a f un draise r. At s uch tim es, we sugge st that c aref ul
attention b e given to th e f ollowing qu estions: Ar e th e f unds collected f rom ordinar y Se ve nth
T r adition contr ibutions e no ugh to s up port the gro up o r service comm ittee's ac tual n eeds? Are
wants supp lanti ng needs? I s the need f or the f undra iser of s uch a nature th at n ot holding it will
result in our pr im ar y purpose going unfulfilled? In addition t o t hese quest ions, we recom m end
that  all aspects of  sponsor i ng a fun draising event  be c aref ull y considered.

W hen these eve nts are h eld, m em bers of the hosting gro up or s erv ice c om m ittee should
exam ine the event wit h res pect t o all our tra dit ions, lending t he ir collect ive experie nce, stren gth,
and hope to these exam inations. On e of th e m ajor points to consider is the m otivation f or holding
such an e ve nt. An exam in ation s uch as this helps k eep us in t une with our pr inciples. T he
following general co ncepts have arise n f rom the exper ience of our f ellowship, an d we pres e nt
them  here as starti ng p oints  f or  your conside rat ion:

1. Fundra ising activi ties at an NA m eeting are n ot usu all y appropr iate beca use the y
m ay detract fr om our prim ar y purpose and ca n present an inaccurate im press ion o f
the N A m essage, especiall y in th e e yes of  th e newc o m er or the non -ad dict  vis itor.

2. In  order  to  f ol lo w  t he  g uid ance  of  our  traditions,  a  f undra ising  event  should  b e 
planned an d held b y and f o r Narcotics An on ym ous m em bers.

3. In  ord er  to  co nform  to  t he  ideals  of  th e  Seventh  T r adition,  donations  f rom 
nonm em bers should  not  be  accepted.

4. Since t here are of ten t im es when we s ponsor activities where there is a f ixed charge
f or f ull participat ion, th e ter m "donation" shou ld not be associated with th ese t ypes of
f ees. In th is wa y, we are not c onf using contri butions with assessed charges f or
activities.

5. It m ust be determ ined whether the local N A comm unity is willing and large enough 
to support the e ve nt.

6. All aspects of  th e fundra ising event  s hou ld be cons istent  with our go al of  encouraging
recover y f rom addictio n. W e should avoid  hostin g eve nts that m ight encoura ge 
gam bling,  ap pear to off er "som ething for n othing, " or  a ward  prizes th a t  are either  not 
recover y-orie nted  or that other wise  m a y be seen as b ein g inappropr iate. For exam ple,
a raff le prize such as  a car  or a televis ion  m ight m ak e som eone's  living circum stances
m ore comf ortable, b ut  at th e sam e tim e m a y not  be directl y re lated t o his or her  
recover y, whereas  a prize of  NA literature or t ick ets to an NA work shop or convention  
would be reco ver y - orie nted. It should a lso b e noted t hat, in m an y U SA states a nd in 
s om e other c ountri es, raff les are illega l. It m a y a lso b e helpf ul to co nsid er  whether  
raff les - - and espec iall y cash  raff les or lotteries -- appeal m ore to the spiri t of  self - interest
tha n th e spir it of  v olu ntar y support  im plicit  in  our Seventh T r adit ion.

All of th e solut ions we se e to the problem s addressed in th is article involve communication. W e
believe that im proved comm unication a bout t he needs of our service bodies result s in increase d
support from NA groups and m em bers. Im proved comm unication im proves the accountabilit y of
the ser vice s truct ure to our groups and m em bers. Finall y, im proved comm unication h elps us
m aintain our f ocus on spir it ual principles l ik e faith and trust, leading us a wa y from f ear, distrust,
and self - c enteredness.
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Annex  C:  WSO  Bull etin  #30  –  Theft  of  NA  Funds

#3 0 Theft o f NA Funds

The following paper was writt en in 1996 an d revised in 2002 in response to a nu mber of letters indica ting
tha t theft of NA funds is a recurring issue in ou r fellowship. In prep aring this pap er, we have relied on the
exp erience o f many groups, area a nd regional service co mmittees, co nven tion corporatio ns, a nd service
offices a s shared with u s in c orrespond en ce a nd a t worksh o ps o n the issue. We en co urag e yo u to ma ke
use o f this va lua ble an d often pain fully learned  experience in yo u r management of NA funds.

Substantial donations are contributed b y the N A Fellowship e ver y year. T hese f unds are given
b y NA m em bers who trust t hat t he y will som eho w help other addicts g et clean . W hi le t his m one y
is precious, the m em ber's trust is even m ore so. W e need to k eep t he im age of that one m em ber
and t hat  one donat ion in m ind whenever  we m ak e decisions about  handlin g NA's  m oney.

Most of N A's m oney gets where it is sup posed to g o. N A m em bers serving i n positio ns of
financial responsibilit y f or the fellows hip volunte er countless hours to m ak e sure ever ything adds
up. Ser vices s uch as local phone lines are paid f or; literature is purchased a nd availa ble to
m em bers at m eetings; tens of thousands of m eetings t ak e place ever y week in ro oms f or which
NA pa ys rent. Man y individual tr usted servants follow guidelines and p ass on funds that are used
to f urther our prim ar y pur pose. All of th ese things happen because NA comm unities utili ze
responsible  account ing  pra c tices.

SAF EGUARDING FUND S

T hef t can be avoided b y co nsistent l y and diligentl y foll o wing responsible financial principles and
practices. T he pain a nd con f lict caused when one of our m em bers steals from us, as well as th e
loss of f unds t hat m ight ha ve g one to help th e sti ll - s uf f ering ad dict, p oin t t o o ur responsibilit y t o
prevent thef t f rom  happening in  the  f irs t place.

Most t hef t of f ell o wship f un ds occurs when precautionar y m easures are no t in pl ace or are in
place but not used. Som e of us h ave hesitate d t o either institute or use these m easures because
the y m ak e us uncom f ortable --we b elie ve th at the y are s om eho w insulting to th e p eop le we ask
to serv e, or the y seem too tr oub lesom e to f ollo w. H o wever, t he ver y b est safeguard against t hef t
is to rem ove th e opportunity to s te al. It is f ar m ore uncomfortable a nd tro ublesome to d eal with
a th ef t af ter it h as tak en p l ace th an to tak e m easures to pre vent i t f rom happening in the f irst
place.

SELECT ING T RUST ED SERVA NT S
Our Fourth C oncept tells u s ho w to s elect our tr ust ed servants: "Ef f ective lead er s hip is hi ghl y
va lued in Narcot ics Anon ym ous. Leadersh ip qualitie s should be caref ull y c on s idered when
selecting trust ed servants. "

So what exactl y are these "leadership qua lities" t he F ou rth Concept tells us to look for? Honest y,
integrit y, m aturity, a nd stabil ity, both in reco ver y and i n personal f inances, are b ut a f ew. W e
of ten avoid ask ing questions regarding t he f inancia l s tabilit y of those we are c onsid ering f or
these t ypes of pos itions, because those questions m a y be uncom f ortable f or us or we som eho w
f eel the y are inap propri ate, given th e s piritua l n ature of our program . W e sometim es ignore
evidence that a person is having a dif f icult tim e with h is or her pers onal financ es and sh ould n ot
have th e ad dit iona l burden of responsibilit y f or N A's m one y. No t on l y is i t ok a y to ask m embers
standing f or election a bou t  their  qualifications  in t hese  areas, it  is irresp onsible  not  to.
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Substantial c l ean t im e and f inancial stabil it y s h ould b e required f or po sitions where m one y is
handled. Ma n y N A com m unities have f ound it h elpf ul to de ve lo p a list of q uestions regardi ng
em ploym ent, ser vice exper i ence, experie nce with ha nd lin g f unds, and f inanc ial sta bilit y. T hese
questions are the n ask ed of all nom inees as a m atter of c o urs e, s o th at p eop le do not f ee l
singled  out  based on personalities.

RESPON SIBLE MANAG E MENT

"NA f un ds are to be us e d t o f urther our prim ar y purp o s e, and m ust be m anaged responsibl y."
Our E le venth Conce pt po ints out h o w ver y im portant N A funds are. I n k eeping wit h t he s pirit ua l
principles of this c oncept, g uidelines re gard ing the ha n dling of f unds should be de ve loped a nd
adhered t o. T he guidelines should i nclude both recogni zed accounting pract ices and procedures
that  ensure t he accounta bility of our tr usted ser vants.

T he Treasurer's Handbook is an exce llent resource f or groups and serv ice comm ittees to use in
instituting accounting procedures. All guidelines sh ou ld inc lude appropria te safeguards, such as
m onthly re port ing, r e gular aud its, t wo - s ignature check ing accou nts, a nd m onthl y reconciliation
of original bank statem ents. For groups without check ing accounts, m any of these practices ca n
still  be incorporate d into the handling of  NA funds.

T o paraphrase one of our s a yings, a n a ddict alone w ith N A m one y is i n b ad c o m pan y. It is
critically im portant that all pr ocesses be m onitored by a nother person: two people c ount rece ipts;
two peo ple m ak e the bank depos it (a nd this should be done imm ediately, n ot the follo wing da y);
two peop le reconcile t he or i ginal bank statem ents; and m ost im portantl y, t wo people are alwa ys
present whe n an y f unds are d isbursed. Financial r eco rds should be r ead il y availabl e t o other
trusted ser vants. It is im portant t o note th at oth er as s ets, s uch as convention m erchandise,
literature,  an d off ice equipm ent, should be tre ated as  caref ully as m oney.

Financ ia l proce dures need t o be written into guidelines t o require a revie w an d signature of those
responsible f or handling f un ds before th e y are put in to positions of responsibilit y. Mem bers who
k now the y will b e held to standardized accou nting a nd audit ing procedures wil l m ost lik ely
behave in a respons ible m anner. Inc lud e a statem ent that th ef t will not be t olerated, and outline
the process that will be followed if a thef t occurs . If you are unsure about ho w to wr ite adequate
financial guidelin es, please  contact the W orld Service  O ff ice f or assistance.

W HEN SAFEGUARDS F AI L

If we develop and f ollow t hese proce dures, we will m ak e it alm ost im possible f or anyone to
m isappropriate or s tea l NA f unds. If som eone does steal f rom us, the f irst question we should
ask is one of ourselves: Di d we adhere to a ll of our a cc ounting procedures an d safeguards? If
the answer is n o, we as a service com m ittee also b ear substantial respon sib ilit y f or the thef t. W e
will want t o r evie w o ur procedures to ensure th at they are com plete and reso lve to adhere t o
them  in the f utur e.

But sup pose th e ans wer is yes , we follo wed our guidelines to the letter. W e did ever ything in o ur
power to prevent a t hef t, and som eone stole from us anywa y. W hen this happens, t here is often
a m ixture of reactions, ran ging f rom , "Let's f orgive and f orget; af ter all, we're ad dicts who are
prone to acting o ut on o ur d isease. W e don't want to ru n the individual ou t of m e etings and i nto
a possible relapse," to "L et' s thro w t he th ief in j ail! " But whatever it is, we d on't w ant our initial
em otional reacti on t o dictate the  outcom e of  the situat i on.

Our program of recover y pr ovides ever y m em ber with an o pport un ity to beha ve r esponsibl y in
diff icult s ituations a nd m ake am ends. W e are closest to th e spiritual princ iples of our pr ogram
when  we  b egin  to  de al  with  a  thef t  b y  e ncouraging  t he  m em ber  who  has  s to le n  f u nds  to  m ak e
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am ends, which can the n pr ovide healing f or all in vo lve d .

T his is not to s a y t hat th e disappearance of NA f unds should b e tak en lightl y or t hat a s erv ice
comm ittee shou ld sit and passivel y wait f or a m em ber who h as s tolen f unds to be m oved to
m ak e am ends. W e instead encourage a process tha t is bot h respons ib le a nd sp i ritual, tak ing
steps of  increasing severit y should th e y prove necessa r y.

First of all , a thorough r evie w of all book s and f inanci al records s h ould b e c ondu cted to m ak e
sure the f unds were actu all y m isappropriated. Ho w m uch? B y whom ? W hat f ailing i n the
accounting procedur es and  safeguards a llowed this t o  happen?

If it becom es clear t hat m oney has in deed been tak en , the gro up or s ervice comm ittee shou ld
then sche dule a m eeting, m ak ing absolutely s ur e t he ind ividual(s) wh o to ok the m one y is
inform ed of the m eeting a nd g iven the opportunit y to present his or her p oint of vie w. At t his
m eeting, there should be a f orm at that allo ws tim e f or ever yone i nvolve d to ex press their feelin gs
and concerns. T his allo ws ever yone t o give their i np ut and m a y also a llo w a "defusing process"
to occ ur. Af ter all sides ha v e been heard, a br eak in the m eeting f orm at is encouraged t o allow
all prese nt enoug h tim e to get in touc h with th eir o wn H igher Power a nd f ocus on s p iritual
principles, bef ore com ing b ack  to decide t h e  best c our se of  action.

If the individual adm its to the th ef t and a grees to p a y back the m issing f unds, a restitution
agreem ent can b e developed. Such a n agre em ent can inc lude regular pa ym ents a t an y inter val
acceptable t o a ll in vo lved, though it is best n ot to dr ag o ut th e process unnec ess arily. M ost
agreem ents specif y re gular week l y or m onthly p a ym ents until t he f ull am ount i s r epaid. W e
strongl y s uggest draftin g a legall y b indin g docum ent, utili zing legal a d vice if possible, and having
it s i gne d and witn essed. Le t th e individual k no w t hat if the r estitu tion agreem ent is not adhere d
to, you  intend  to t ak e legal action base d on  the  signed  and witnessed restitution a greem ent.

A report about th e s itu atio n s hou ld b e pu blished , an d regular reports on th e sta tus of the
restitution agreem ent shou ld be p ub lish ed until th e agr eem ent is satisf ied. Prot ecting t he id ent it y
of the person involved is secondar y to be in g account able to t he f ellowsh ip f or it s f unds and
ensuring th at t he person is not put  in a positio n wh ere  he or she  m a y do further h arm .

Again balancing s p irit ua lit y with respons ibilit y, we have f oun d t hat it is best to rem ove the
individual f rom his or her service position and not cons ider the person f or anothe r position un ti l
he or she has  dealt with  the  issue thro ugh the process  of  the steps.

If the in div idual does not appear at th e special m eeting, you wil l need t o ensure t ha t ever y eff ort
to contact t he p ers on has been m ade. Use r e gistere d m ail to send a le tter explaining that an
aud it of f inancial records h as been perf orm ed, that f a c ts s how t he ind ividual is r esponsible f or
m issing m one y, that repa ym ent is expected, and what the conseque nces will b e if the i ndivid ual
does n ot resp ond to th e l e tter. Co pies of the l etter s hould be put in a s af e pl a c e f or f urther
reference. T his m a y seem severe, but if t he previ ous steps h ave been tak en with out result ,
som etim es som ething this harsh is the im petus th at e ncoura ges t he ind ividual to m ak e
restitution.

If the individual refuses to repa y the m oney, or agrees to a plan but does not f ollow thr ough with
the agreem ent, or if the p erson has disappeared, it m ay b e appropriate to t ak e legal action. T he
decision to t ak e legal acti on is an option t hat does not c om prom ise tradition s or spiritual
principles, b ut it shou ld b e our last r esort, opt ed f or only when e ver ything e lse ha s been tr ie d.
W e strongly suggest th at th e decision t o prosecute be thoroughl y explore d before  going a hea d,
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using area  and  region al ser vice  com m ittees and  world s ervices as resources.

RESO LUT IO N AND R ECO VER Y

Even if a s uccessf ul resolut ion is reached, m any of us will s ti ll be angr y and hurt a nd m a y want
to shu n th e person involved. Although this is understan dable, we have to rem ind ours elves th at
NA's prim ar y p urpose is to c arr y t he m essage to the addict who s til l s uf f ers . W e also ne ed t o
rem em ber that our disease will s urf ace if we are no t d iligentl y work ing a program of recover y.
As NA m em bers practicing s piritual principl es, we should all support t he individual in continuing
his or her recover y, utili zing m eetings, a sponsor, an d th e T welve Steps. W e should of f er th e
sam e lo ve an d support we would t o som eone w ho has relapse d b y usi n g dru gs. T he
m isappropriation of NA f un ds af f ects groups, s ervice comm ittees, an d wor ld ser vices in t he ir
eff orts to carr y t he m essage to the st ill -s uf f ering addict. T he process necessar y t o deal with such
incidents t ypically h as long -term effects --conflict between m em bers, disunit y, disillus ioned
m em bers -- on an y N A c omm unity, d irectl y aff ecting t he newcom er. T he saf eguards
recommended in this bu llet in not on ly pro tect our f unds , but prot ect us f rom our disease. W e
im plore NA com m unities worldwide t o develop and f o llow procedures that pro te c t NA f unds;
doing so  wil l k eep o ur future secure.
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Annex  D:  WSO  Bulletins  Available Onli ne

T hese bulletins are  available on  the NA website at NA  W orld Services:  www .na.org .

N A Wo rld S erv ices Bulletins

 Bul l eti n 21 R: T he Generation of Fu nds ( Fundraising )  and th e Seve nt h  T r adition i n  

N A
 Bulletin 22  R: Di rect Contr ibution s   
 Bulletin 30  R: T heft of  N A f unds   
 Bulletin 31  N: M eeting attendance cards   

W S Board of  T rustee  Bull etins

 Bulletin 13:  Some  thoug hts reg arding ou r  relations hip to  Alcoholics  Anon ymous   
 Bulletin 15: Op en and clo s ed N A M eetings   
 Bulletin 17: What i s  Addiction ?   
 Bulletin 18:  Special  interest meetings   

 Bulletin 19: G ender-sp ecifi c language  and the us e of the w ord "God" in N A   

literature
 Bulletin 20: F re edom from  Prejudice,  Part I and  II   
 Bulletin 23:  Particip ation a nd decision m aking at the  W orld Service Conferenc e   
 Bulletin 25:  Public relation s and the tr aditions   
 Bulletin 27:  HIV and  AID S i n N A   
 Bulletin 28: F re edom from  prejudice   
 Bulletin 29:  Rega rding M ethadone and  Oth er D rug Replacement Progra
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Annex  E :   I nsura nce  Refund Contr act
South Vancouv er Isl and Area  Service Comm ittee o f Narcotics  Anon ymous 

Insuranc e Refund Contra ct

To W hom I t Ma y Conce rn:

By sig n atu re aff ixed below ,

1.  I c ertif y th at I, the  be lo w nam ed insured, or m y heirs, agents,  or representatives a s applicable, 
will re im burse the South Vancouver Island Area Ser vic e Comm ittee of  Narc otics Anon ym ous 
(hereinaf ter k nown  as SVIN A), or th e SVIN A  Literature  Comm ittee (herei n af ter k nown as 
SVIALC),  as ap plicab le, an y unused port ion or portions of  the below stated  Insura nce, th e 
purchase of  which  was f acil itated b y use of  SVINA or SVIALC funds.

2.  I ack nowledge th at this a greem ent is binding upon all signatories. 
3.  T he original signed f orm  will be  held  b y the  SVIN A T reasurer.
4.  A photocopy of  the  signed  f orm  will b e pro vided to  th e Insured b y m ail or other m eans no later 

than  thirt y (3 0) da ys f ollowing the latest  date  herein  affixed.

Insurance Com pany:                                                                                                                            

Polic y Num ber:                                                                                                                                    

Ins ure d
Full Nam e:                                                                                                                                           

Insured  Addr ess :                                                                                                                                  

T elephone:                                                            Em ail:                                                                       

Insured  Signature Date

On  beh alf o f SVINA /SVIA L C:

SVINA Chair Sign ature

SVINA Treasurer Signature

SVINA Chair Ful l N am e Date

SVINA Treasurer Full N am e Date
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Quick Hel p

How d oe s A rea  work and  what  is  the meeting fo rmat? ................................ .............. 7

W hat is quorum  and how is it  set? ................................ ................................................. 8

W ho can vote  and  how do e s voting work? .................................................................. 9

W hat is a m otion , who  ca n ma ke one, an d how do  we d ea l with them? ............... 1 0

W hat is the d ifference b e tween  ‘debate’ and  ‘discussio n’? .....................................1 0

W hat if  som eone is  being disruptive? ................................................................ .........1 2

How a nd  when  d o we h o ld elect ion s? ........................................................................1 2

W ho can stand for  an Area  position? ................................................................ ..........1 3

W hat if  no one  stands for  elect ion in to an open p osition? ................................ .......1 4

W hat a re th e rea sons wh y som e one  cou ld be rem o ved f rom a position ? ............1 4

How d oe s it  work if  we n eed t o remove so meone f rom a position ? ....................... 1 5

W hat a re th e p ositions at  A rea and  wha t  a re the ir requirem ents? .........................1 5

W hat do t he A rea position s in volve? ................................................................ ...........1 8

W hat is our Area po licy o n a  p rudent rese rv e ? ......................................................... 2 4

How a re f unds  relatin g to  subcomm ittees h andled ? ................................................2 5

How a re f unds for travel related t o service h and led? ...............................................2 6

W hat is a f inancial a udit an d when  d o we d o one? ..................................................2 7

W hat is our Area po licy o n in su ran ce? ................................................................ .......2 7

How d oe s o u r Area handle  the f low of f unds? ........................................................... 2 8

W hat hap pen s if th e re is a t hef t of  NA funds? ........................................................... 2 9

How d o I   kn o w what  kind  of motion I  wan t  to m a ke? ...............................................3 6

W hat is NA’s  position on fu n draising? ................................................................ ........37

W here can I learn mo re a bout NA policies? .............................................................. 44
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The  Twelve Traditions  of  Nar cotics Anonymous

1. Our common  welfare  should  come  first; personal  reco ver y dep ends o n NA  unity.

2. For our  group purp os e there i s but  one ulti mate authorit y  – a l o vin g God as He ma y 
express  Himself in o ur group conscienc e.  Our leaders are bu t  trusted ser vants;  the y
do  not go vern .

3. T he only requireme n t for membership is a  desire t o sto p using.

4. Each group shoul d b e autonomous e xc ep t in matters affecting  other groups  or NA 
as a  whole.

5. Each group h as but  one primar y purpos e  – to carry the  messa ge to th e addict  who 
still suffers.

6. And NA  group ought  never endorse, fin an ce, or lend th e NA  na me to an y related 
facility or  outside ent erprise, l est problem s of mone y, propert y  or prestige di vert us 
from our  primary pur pose.

7. Every N A group ou g ht to be  full y self -su p porting,  decli ning out side contributions.

8. Narcotics Anon ymou s should remain fore ver nonprofessional,  but our  s er vic e 
centers  ma y e mplo y  special  workers.

9. NA, as such, ought n ever be organized, b ut  we m a y create ser vic e boards or 
committees directl y responsi ble to  thos e t he y se r ve.

10. Narcotics Anonymo u s has n o opinion o n  outside  issues; he nc e the N A name ough t 
never b e drawn into  public contro vers y.

11. Our public rel ations  polic y is  based on  attraction rather  than pr omotion;  we need 
always  maintain personal anon ymit y at t h e level  of pres s, radi o and films.

12. Anonymit y is t he spir itual foundation of  all  our Traditions , ever  reminding us t o 
place pr incipl es befo re perso nalities.
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The  Twelve Concepts  of  Narcoti cs Anonymous

1. T o fulfill our fello wshi p’s primar y purpose,  the NA  groups h a ve joined togeth er to 
create a  structure  wh ich develops,  coordin ates, an d maintains  services  on behalf  of 
NA as a whol e.

2. T he final responsibi lit y and authorit y for  N A services rests  with  the NA  groups.

3. T he NA groups dele gate to the ser vice  structure t he  a uthority  necessar y to f ulfill t h e 
responsibilities assig ned to it.

4. Effective  leadershi p i s highly valued in Narcotics Anon ymous.  Leadership qualiti es 
should  be carefull y consider ed  when se le cting trusted ser vant s.

5. For each responsibili ty assigned t o th e se rvice structure,  a sin gle point of decision 
and account abilit y should be  clearly defin ed.

6. Group consci ence i s  the spiritual means b y which  we in vite a lo ving Go d to 
influence our  decisio ns.

7. All members of  a service bo d y bear subst antial respon sibilit y f or that body’s 
decisions and should  be allowed t o full y participat e in its decisi on -maki ng 
processes.

8. Our service structure  depends on  the i nte grit y an d effecti veness of our 
communications.

9. All elements o f our  s er vice structur e have  the responsi bilit y  t o  carefully consider al l 
viewpoi nts in t heir decision -m aking  proces ses.

10. An y member o f a ser vice bo d y can  petiti o n that bod y f or the  re dress of  a personal 
grievance, without f e ar of reprisal.

11. NA funds are  to be  u sed to further  our pri mar y purpose,  and m ust be managed 
responsibl y.

12. In keeping  wit h the  s piritual  nature  of N ar cotics Anon ymous,  o ur structure should 
always  be one of ser vice, never of  govern ment.
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Servi ce  Prayer

“God, grant  us  knowledge  that we
may act  according to your divine

precepts.  Instill in  us a  sense of your
purpose.”

“Make u s  servants of your will and
grant u s  a  bond of selflessness, that
this  may truly be your work, n o t  ours
– in  order that n o  addic t, any where,

need die from the horrors  of
addiction.”

Adapted from  th e Introducti on,  NA
Basic  Text,  6 t h   Ed.
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