
PHILADELPH IA AHEA SEHVICE 
POLICY GUIDE 

********************************** *** ************************* *********** 

The main pur pose of the ~hiladelphia Area Service meeting of Narcot ­
ics Anonymous is to bring the groups together to research and develop ways 
of better fulfilling our primary purpose , "TO CARRY THE MESSAGE TO THE 
ADDICT WHO STILL SUFFEHS". Also, as part of the service structure as a 
whole , the Area Service Committee (ASC) works as a laison of information 
between the groups and the Hegion. 

Meeting is always guided by the Twelve Traditions of N. A. and a revised 
version of Roberts Rules of Order. 

Meeting starts officially at 7:30 , but we ask all GS R' s to arrive by 7:00 
so that they can give gro up donations and purchase literature. If the 
meeting i s still in session at 9 :30, the ASC chairman may call a vote to 
either end or continue the meeting . In the event of the ASC Chair and 
Co - Chair ' s absence, any ASC Sub- Committee Chair may temporarily chair 
the meeting. 

Some Sub- Commit tees choose to meet at 6 P. M. , so fuat any GSR wishing to 
participate may do so. 

*****DUTIES OF A GROUP SEHVICE REPRESENTATIVE (GSR)***** 

A Group Service Hepresentative (GSR) is c he first line of commun­
ication between a group and Narcotics Anonymo us as a whole. It is their 
responsibility to keep a group informed and to express a group ' s con­
s cience in all matters. Active participation and representation, more 
than any other thing , can strengthenfue ties that bind us together and 
promote our common welfare . 

As a result of their partic i pation they can keep their group in­
formed about what is happening in N. A. ~embers of a group should be 
able to go to their GSR and find out about a ctivities , other groups, 
how our N. A. s ervice s tructure works, The Twelve Traditions, and how 
they can become more involved . 

It i s also s uggested t ha t a GSR share some of the r esponsibilities 
with the GSR- alternat e . First of all, it helps to provide a continuity 
of service whic I! never leaves a group unrepresented; and secondly, the 
year spent as an alternate provides the training necessary for an effect­
ive GSR . 

We ask all GSR ' s to obtain the Literature Chairmans address , and 
send in their literature orders at least 1 week prior to the next ASC 
meeting. This will help expidite the growing volume of literature sales 
at our ASC meeting. 

*****DUTIES OF ASC OFFICEHS***** 

Chairperson- arranges an agenda for and presides over the monthly meet­
ing. They are also responsible for correspondence, maintaining area files 
and archives. At committee meetings they can only vote in the case of a 
tie. A chairpers on must be capable of conducting a business meeting with 
a firm, yet understanding hand. 

Co- Chair- coordinates all sub-committee functions. In the absence of the 
chairperson, the co- chair shall perform the duties of the chairperson. 



*****DUTIES OF ASC OFFICERS (CONT)***** 

SEC RETARY- Keeps accurate minutes of each ASC meeting , types and distrib­
utes copies of the minutes to ea ch GSR no later t han 2 weeks following 
each meeting . These minutes s hould be verified by the chairperson be­
for copies are made. 

TREAS URER- Shall be responsible for collection of gr oup donations and make 
a report of contributations and expenditures at every regular AS C meeting. 
The treasurer shall be one of the co-signers of the ASC Bank Account, 
along with the literature chairpers on. 

AREA SERVI CE REPRESENTATI VE (ASR) - is to an ASC what a GSR is to a group. 
They repre s ent the group cons cience of t he ASC at a Regional level. They 
attend all regiona l meetings of t he Greater Philadelphia Region, of which 
we are a part, and work as a l a i s on of information between the groups and 
the region. 

SUB- COMKI TTEE CHAIRS - will pres i de over their sub-committee and be respon­
sible to report to t he ASC meeting a ll work that is currently in progress 
within t heir committee. 

*****ASC SU B- COi'l, l-HTTEE DES CRIPTI ON *** ** 

ADMI NISTRATIVE- This committee cons i s t s of ASC chairperson, co-chair, sec­
retary, treas ur Er, and ASR . They will meet when needed to settle affairs 
of t he ASC which do not f a ll under the descript ion of the r emaining sub­
committees . 

HOTLINE- The Hotline committees main purpose i s to pr ovide an introduct­
ion of N. A. to t he suffering addict who calls our number. They are als o 
in contact with other N. A. member s t hr oughout t he city when need arises 
to get a new member t o a me eting . 

LITERATURE- The literature committe es main purpos e i s t o have " literature 
available for group purc has e during the ASC meeting . All literature sold 
by the ASC to anyone outside the fell owship, must be sold for cost. 

PUBLIC I NFORH ATI ON- (PI ) The purpose of the P.I. c ommittee is to make the 
public aware of the existance of N. A., while r emaining in the scope of our 
12 Traditions . The Committee is in direct contact with schools and other 
community agencys and will provide s peakers upon request. The Chairperson 
is responsible for emptying the ASC P. O. Box. 

HOSPITALS & I NS TITUTI ONS - The purpose of the H & I committee is to carry 
the message of N.A. into various institutions such as rehabs, detoxes, 
and prisons. The committee meets regularly to insure all committments 
within the area are being maintained properly. They also help start new 
meetings upon request from these or other institutions. 

LITERATURE REVIEW- The LRC reviews all N.A. literature that is sent out 
to the fellowship from the world literature committee. After reviewing 
such literature, they may send back to the WLRC their input and/or comm­
ents to assist the WLRC in its compiling of new literature. The liter­
ature review committee at no time acts as a voting body, representing 
the area as a whole. 

UNITY/ACTIVITIES- The purpose of the Unity/Activities committee is to 
aide the groups within the area in matters which would strengthen N.A. 
as a whole within the Philadelphia area. They also schedule fellowship 
gatherings, which at times may raise needed funds to finance our service 
structure. They may investigate Tradition violations within our area 
only when dilf'ected by the ASC. 
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"*****ASC HEETING FOBl'1 AT***** 

1. The meeting begins at 7:30 with a moment of silence followed by the 
Serenity Prayer. 12 Traditions are then read. 

2. Discussion regarding last months minutes of meeting. Make corrections 
if any, then vote on passing minutes. 

3. Group reports & Announcements -
a.) New groups at this time may introduce themselves and state any 

information regarding their new meeting. Please contact ASB so that your 
group can be added to the meeting list . 

b.) All new GSB ' s should please submit their home addresses to the 
ASC Secretary so that you may have a copy of the minutes sent to your home. 

c.) Anyone who wishes to make a report or announcement, should also 
submit it in writing to the Secretary if you wish to have it reflected 
in the minutes. 

4. Sub-committee report s - must also be submitted in writing. (Sub­
committee reports are not the place for discussion . A few valid questions 
may be asked, but the ASC chair must use his/her discretion when dis­
cussion gets too lengthy. All concerned individuals should attend sub­
committee meetings if they have valid complaints or questions . ) 

5. OLD BUSI NESS - During old business, all moti ons that were taken back 
to the groups for a vote are now voted on . Chairperson states motion 
and then calls a vote. He/she should remind the body that only GSB ' s 
or their alternate if the GSR i s not present , are allowed to vote. No 
discussion i s al lowed for votes that have gone back to the groups for 
for gr oup conscience. All votes with the exception of electlons of 
officers wil l i nclude: FOR , AGAI NST , and ABSTENTIONS . 

a.) General elections for all officers of the AS C are conducted in 
J anuar y . In the event of someone withdrawing from office , special elect­
ions will be held at t his time. The fellows hi p must have at least one 
months noti ce of any position that is open . All co-chairs that have suc­
cessfully compl eted a year in office as co-c hair must still be nominated 
for chair . If only one person is nominated for a position , he/she must 
still leave the room, and get voted in by the body . 

b . ) Vot i ng proceedures for all elections are as follows: 

-only GSR or Alter nate can vote 
- simple majority wins the election 
-eligi ble voters may only vote once for each posi tion 
-except in , the case of only one person running, all other 
votes can only be FOR . (AGAI NST & ABSTENTIONS do not count) 

c. ) Qualifications for ASC officers: 

-1 year clean 
- Treasurer requires employment 
-knowledge of Phila. ASC policy 
- must attend all ASC meetings 
-working knowledge of the 12 Steps & 12 Traditions 
- s uggested pre-involvement with ASC as ASC officer or as 

a GSR 
- ASC chair & Treasurer require 2 years clean 
-des ire to serve 

* When old business has fini shed the meeting breaks for 15 minutes. 3 



6. TREASURER REPORT- All outstanding bill must first be paid, example: 
phone bill ( HOTLI NE), rent, s ecretary s upplies, AS C refreshments supplies. 
The remaining money is divided up to s ub-committees who present a need 
for funds. We should always remember the Regional donation along with 
keeping some kind of reserve. 

7 i" :-" ;D:r:TERATURE_ REI'ORT- The literature chairperson gi ves li tera ture status 
report. 

8. NEW BUSINESS - Only motions originating in sub-c ommittees, or motions 
by GSR 's from their groups conscience that have been referred to a sub­
committee at least one month prior can be allowed on the fl oor for dis­
cussion. Any motion that cannot be referred to a sub-committee must be 
submitted to the AS C Administrative committee. 

- a ll motions must include one of the following prefixes: 1 . )"to be 
voted on at t he ASC" or 2 . ) "to go back to t he groups". These prefixes 
may be obj ected to, and 1 pro/l con may be heard to the objection. A vot e 
is then ca lled f or concerning t he objection , and the ma jority wins wit h 
a bs tent i ons counting a s "no" vot es . Sho uld a motion be made "to go back 
to the gr oups ", no di s cuss i on i s a l lowed . 

- a ll moti ons mus t be s ubmitted i n writing a nd be acc ompanied by an 
intent which di s cribes in s i mpl e terms t he exact na ture of t he motion. 

- only 2 pros and 2 cons may be heard f or main mo tions being voted 
on at t he ASC with t ot a l di s cussi on to l ast no more tha n 5 minutes. 

- remi nd only GSR ' s vote or t heir alt erna te if the GSR is not pres ent! 

" "Revis ed Version of Roberts Rules of Order: 

t'iOTI ON 2nd I NTERRUPT AJ'IIEND= VOTE 
RE';; UI RED DEBATABLE SPEA!.ER ABLE REQ UI REI 

main motion YES YES 2 pros/ NO YES ma j orit) 
2 cons abst. do 

not C OUnt 

PJ:ENDf ENT YES YES pr of NO YES maj ority 
con abst. do 

not COUnt 

PO I NT OF ORDER NO NO YES NO CHAI R 

APPEAL THE CHAI R YES YES 1 pro YES NO majority 
1 con 

POI NT OF I NFORJ·iATI ON NO NO YES NO CHAIR 

SUSPENS I ON OF RULES YES NO NO NO 2/3 

OBJ ECTI ON TO CONSIDER 
THE QUESTI ON NO NO YES NO 2/3 

""NOTE"" All main motions which will cha nge exis ting policy, remove officer, 
from office, or remove groups from participation in the Phila AS C will re­
quire 2/3 vote. Abstentions will count as "NO" votes in all matters re­
quiring 2/3 majority. 

All amendments to any motions must be by the person making the 
motion, and seconded by the person who seconded the first motion. 

lO. tAotion to close, adjorn with The Serenity Prayer. 
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FORMAT FOR GROUP BUSINESS MEETINGS-NARCOTICS ANONYMOUS 

1) Meeting is called to order by chairmen. (This 1s the monthly 
business meeting of group of Narcotics 
Anonymous. ) 

2) Meeting is then opened with · the Serenity Prayer followed by the 
12 Traditions of Narcotics Anonymous. 

3) Minutes are then read from the previous meeting by the assigned 
. secretary. 
a)Additional and/or corrections to the minutes are then added and 

a motion for approval is given and voted on. 
4) Reports of officers are then given. 

a) GSR (group service representative) 
b) Treasurers Report 

5) Reports from any select committees are then given. 
a)Activity committee for the group(for organizing a fund raiser 

or anniversary or unity outings.) 
6) Unfinished Business-(Old Business-which would be any business 

which was tabled from any prior meeting.) 
7) New Business- Would be any business at hand directly associated 

with the group. New business that comes up regularly could be: 
a) paying the rent 
b) obtaining supplies for the group. (coffee,Etc.) 
c) obtaining literature for the group 
d) making a contribution to Area Service. 
e) discussion of taking commitments for H&I,Public Information or 

the hotHne. 
f) election of officers. 
g) any ideas to help further carry the message of recovery to the 

still suffering addict through the aide of the group. 
h) activities involving the group. 

H) Close with a moment of silence and the Serenity Prayer. 

PROCEDURE FOR MAKING A MOTION 

1. Chairman gives the floor to person giving the motion by calling on 
them. 

2. Motion is made. 
3. If motion: is seconded ' tllen: ··-
4. Chair calls for discussion on motion. 
5. A call for the vote is in order. 
6. Majority of the vote prevails. 
Oa. Ammendments to motions can be given during discussion and must be 

seconded. 

Our fourth tradition .tates that "Each group should be autonomous except 
in matters affecting other groups or N.A. as a whole." This is just a 
suggested format for conducting a business meeting for the group. It is our 
hope in the following of this format that business for the group can be 
conducted mor orderly and constructively. 

In Loving Service, 
Philadelphia Area Service 


