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LCANA POLICY HANDBOOK 
 
This Policy Handbook is for your use as a Trusted Servant of LCANA.  Please respect our policy, which states that you pass this on to your successor, and keep this Handbook updated when updates are provided. 
 
 
YOURS IN SERVICE, 
 
THE POLICY SUBCOMMITTEE 
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	Section 1.0 
 
 
	 
	LCANA AREA SERVICE MEETING FORMAT 

	Chairperson 
	 
	Open with a “Moment of Silence” followed by the “Serenity Prayer”. 

	 	 
	 
	 
Asks an NA member to read the “12 Traditions”, “Paragraph on NA 
Service”, & “12 Concepts” 

	 	 
	 
	 

	 	 
	 
	Call for all “Donations” & “Literature Requests” 

	 	 
	 
	 

	 	 
	 
	Calls for any NA Announcements 

	 	 
	 
	 

	 	 
 
	 
	Asks if there are any “Corrections” to the Minutes 

	Secretary 
	 
	Takes “Attendance” 


 
Chairperson                 Elections (when required)  
 
	Treasurer 	 	Provides Opening Treasurer’s Report 
 
	Secretary 	 	Provides Secretary’s Report 
 
Chairperson                Request the RCM for the “Regional Committee Member Report” 
	 	 
	 
	Request H&I Chair for the “Hospitals and Institutions Report” 

	 	 
	 
	Request Literature for the “Literature Report” 

	 	 
	 
	Request PR for the “Public Relations Report” 

	 	 
	 
	Request Policy Chair for the “Policy Report” 

	 	 
	 
	Request Unity Chair for the “Unity Committee Report” 

	 	 
	 
	Request all GSR’s for “Group Reports” 

	 	 
	 
	 

	 	 
 
	 
	Announces a “15 Minute Break” after “Group Reports” 

	Secretary 
 
	 
	Takes “Attendance” after “Break.” 

	Chairperson 
 
	 
	Reads all “Money Motions” 

	 	 
	 
	Opens the floor for “Old Business” 

	 	 
	 
	 

	 	 
	 
	 “New Business” 	 	 	 

	 	 
	 
	 

	 	 
	 
	 Request for Treasurer for the “Closing Treasurer’s Report” 

	 	 
	 
	 

	 	 
 
	 
	Ask all NA members for any final NA Announcements                                          


Secretary                     Takes “Final Attendance” 
	Chairperson 	 	Closes Meeting with “Moment of Silence” followed by “Serenity   
                                    Prayer” 
	Section 1.0.1  	 	 	THE TWELVE TRADITIONS 
 
 
 
We keep what we have only with vigilance, and just as freedom for the individual comes from the Twelve Steps, so freedom for the group springs from the Twelve Traditions.  As long as the ties that bind us together are stronger than those that would tear us apart, all will be well. 
 
 
 
1. Our common welfare should come first; personal recovery depends on NA unity. 
 
2. For our group purpose, there is but one ultimate authority - a loving God as He may express Himself in our group conscience.  Our leaders are but Trusted Servants, they do not govern. 
 
3. The only requirement for membership is the desire to stop using. 
 
4. Each group should be autonomous except in matters affecting other groups or NA as a whole. 
 
5. Each group has but one primary purpose - to carry the message to the addict who still suffers. 
 
6. An NA group ought never endorse, finance, or lend the NA name to any related facility or outside enterprise, lest problems of money, property, or prestige divert us from our primary purpose. 
 
7. Every NA group ought to be fully self-supporting, declining outside contributions. 
 
8. Narcotics Anonymous should remain forever nonprofessional, but our service centers may employ special workers. 
 
9. NA as such, ought never be organized, but we may create boards or committees directly responsible to those they serve 
 
10. Narcotics Anonymous has no opinion on outside issues: hence the NA name ought never be drawn into public controversy. 
 
11. Our public relations policy is based on attraction rather than promotion; we need always maintain personal anonymity at the level of press, radio, and films. 
 
12. Anonymity is the spiritual foundation of all our Traditions, ever reminding us to place principles before personalities. 
 
 
	Section 1.0.2  	 	THE PARAGRAPH ON NA SERVICE 
 
 
 
 
Everything that occurs in the course of NA service must be motivated by the desire to more successfully carry the message of recovery to the addict that still suffers.  It was for this reason that we began this work.  We must always remember that as individual members, groups, and service committees, we are not and should never be in competition with each other.  We work separately and together to help the newcomer, and for our common good.  We have learned, painfully, that internal strife cripples our Fellowship.  It prevents us from providing the services necessary for growth. 

	Section 1.0.3 	 	 	THE TWELVE CONCEPTS 
 
 
 
1. To fulfill our fellowship’s primary purpose, the NA groups have joined together to create a structure, which develops, coordinates, and maintains services on behalf of NA as a whole. 
 
2. The final responsibility and authority for NA services rests with the NA groups.  
 
3. The NA groups delegate to the service structure the authority necessary to fulfill the responsibilities assigned to it. 
 
4. Effective leadership is highly valued in Narcotics Anonymous.  Leadership qualities should be carefully considered when selecting trusted servants. 
 
5. For each responsibility assigned to the service structure, a single point of decision and accountability should be clearly defined. 
 
6. Group conscience is the spiritual means by which we invite a loving God to influence our decisions. 
 
7. All members of a service body bear substantial responsibility for that body’s decisions and should be allowed to fully participate in its decision-making processes. 
 
8. Our service structure depends on the integrity and effectiveness of our communications. 
 
9. All elements of our service structure have the responsibility to carefully consider all viewpoints in their decision-making processes. 
 
10. Any member of a service body can petition that body for the redress of a personal grievance, without fear of reprisal. 
 
11. NA funds are to be used to further our primary purpose, and must be managed responsibly. 
 
12. In keeping with the spiritual nature of Narcotics Anonymous, our structure should always be one of service, never government. 
 
 
 
 
 
 
 
 
 
	Section 1.1 	LCANA AREA SERVICE COMMITTEE MEETINGS 
 
 
1.1.1 Each LCANA ASC meeting is held on the first Sunday of each month even if the Sunday falls on a holiday weekend. (08/14) 
 
1.1.2 An operating ASC meeting is defined as follows:  An ASC meeting is conducted by the Representatives, (GSR or Alternate GSR), from the area that are present at each month’s ACS meeting date.  (5/92) 
 
1.1.3 The previous month’s Minutes are not read at the beginning of each ASC meeting, rather the Secretary shall ask if there are any corrections to the Minutes.  (3/88) 
 
1.1.4 The RCM, and Alternate RCM and all ASC Subcommittees shall be trusted to carry on with their various business activities.  (3/87) 
 
1.1.5 The LCANA ASC will honor our Seventh Tradition by not passing a donations basket at our monthly services meetings.  (12/87) 
 
1.1.6 Voting members of this ASC must notify the ASC Chairperson upon leaving the room when business is being conducted.  (4/88) 
 
1.1.7 Area’s time of adjournment is set at 5:00 PM.  (1/92) 
 
1.1.8 The meeting format for the monthly LCANA Area Service meeting is printed in the 
Policy Manual.  This format is to be the guideline for the meeting each month at Area. (11/93) 
 
1.1.9 In the event of a lottery drawing at Area, any member’s present carrying Group’s conscience for the respective group can participate.  If a Group does not have a representative present, they cannot participate.  (5/96) 
 
1.1.10 ASC officers and GSR’s make names and numbers available to each other through monthly Minutes.  (9/98) 

1.1.11 Home groups reports to be read at all Area Business meetings, with the exception of allowing time for elections when needed. This will be decided by a vote of all Area officers, Chair and Vice Chair, GSRs with the majority (50% + 1) rule.  (07-17)
 
 
 
 
 
	Section 1.2 	 	 	LCANA MOTIONS 
 
 
1.2.1 Any member of NA may make a motion at the LCANA ASC meetings.  (2/88) 
 
1.2.2 All Policy, Business and Money motions are written on the “Motion Submission Forms” provided by LCANA or a reasonable facsimile thereof, dated and handed to the ASC Chairperson who would ask if there is a member present to second it.  If the motion is seconded, then business will proceed.  If not seconded, the motion dies.  The maker of the motion shall provide an original and a copy of the motion, one for the Secretary, and one for Policy.  After being seconded, policy motions are sent to Policy Subcommittee for review. Pros and cons are not taken until review has been completed.  (07/18)

 
1.2.3 All motions submitted for ASC consideration must bear the identity of the motion’s sponsor.  (i.e. individual, Group, or Subcommittee).  (8/88) 
 
1.2.4 Each motion brought before ASC is allowed two (2) pros and two (2) cons.  After that, any member who wishes to share additional information be allowed three minutes to do so. (2/88) 
 
1.2.5 Motions sent back to Groups for Group conscience shall not be discussed further when brought back for final vote.  (11/88) 
 
1.2.6 50% plus one (1) of the GSR’s at any operating ASC meeting voting yes will pass a business motion.  (10/89) 
 
1.2.7 Two-thirds (2/3) of GSR’s at any operating ASC meeting voting yes will pass a Policy motion.  (10/89) 
 
1.2.8 When a motion is made, the ASC Chairperson will decide if it requires a Group conscience.  Should the Chairperson decide to vote a motion at the ASC meeting, the GSR’s may call for a vote to override the Chairperson’s decision.  (1/89) 
 
1.2.9 The names of the individuals, Subcommittees, or Groups making or seconding motions shall not be included in the Minutes.  And that pros, cons, and points of information shall be included for each motion without the names of the makers.  (5/90) 
 
1.2.10 Once a motion is voted on at Area, NO RE-VOTE CAN BE TAKEN, unless the original motion, or alternate of that motion, goes through the same procedure all motions must go through, as specified by existing Area Policy.  (1/92) 
1.2.11 When a motion is passed, it remains in effect for a period of six (6) months, to prevent Area from going over “Old Business” again and again.  (9/92) 
1.2.12 To define an abstention as to “voluntarily do without”.  When a voting member abstains from a vote then that vote will not be counted.  The deciding vote will then be factored from the yeas and nays.  (2/02) 
 
1.2.13 The Policy Subcommittee will review all motions affecting the LCANA Policy Manual after being presented on the Area floor.  The review shall be completed before the next Area meeting.  Results of that review shall be submitted to the Area 
Body prior to further discussion of said motion on the floor.  This pertains to all 
Policy motions, including those submitted by Policy subcommittee. (12/02) 
1.2.14 That all subcommittee guidelines are recognized as part of the LCANA Policy Manual, therefore any changes or additions to those guidelines follow the same procedures as Policy Motions. (12/02) 
1.2.15 That “housekeeping” and certain business motions, excluding money and policy motions, that arise during the course of Area can be made verbally and seconded on the floor if they do not require a group conscience.  The Secretary shall record the occurrence and results of these votes.  These are certain motions that do not require group conscience or policy review. (12/04) 
 
1.2.16 All money motions exceeding $500.00 automatically go back to groups for group conscience. (5/12). In addition, the motion must be accompanied by an estimate. In such cases, the Area Treasure will reserve half of the request, or as much is available, pending the results of the Group conscience. If the Group conscience is in the negative the funds will be released. (05/13). 
 
(a) All money motions between $250 and $499 must be accompanied by an estimate. Upon approval by the GSR’s, the Treasurer will write a check made out to said vendor/business for half the amount, or as much as is available. The remaining balance will be paid at the next Area Service by either writing a check for the balance to the vendor/business, or by reimbursing the Trusted Servant once a final bill is presented reflecting the first payment and any additional payments (05/13) 
(b) All money motions under $250, will be handled on the Area floor. (05/13) 
 
1.2.17 For the purpose of our Area Service Committee’s identification, All motions considered to be pertaining to the Mid-Atlantic Region Service Committee shall be    given the alphabetical letter R.  (Example, a motion would be labeled 0307R1.)   Also ALL motions that are to be submitted by the Lancaster County Area Service Committee to the Mid-Atlantic Region Service Committee MUST HAVE gone back to groups FIRST for a GROUP CONSCIOUS VOTE before being forwarded to Region in our Areas name. (Passed 1/2007) 
 
1.2.18 That the maker of a motion may withdraw the motion without the need for a vote from the body. (Passed 07/2010) 
 
 
 
 
 
 
 
	Section 1.3 	 	 	 	LCANA ELECTIONS 
 
 
1.3.1 The Area Subcommittee Vice-Chairpersons are elected by the Area GSR’s and ASC officers for a two (2) year term, the first year as Vice Chair, and the second year as Chairperson.  (10/88) 
 
1.3.2 Before the election of an ASC officer, the ASC Chairperson shall read the suggested qualifications for the position from the LCANA Policy Manual, and that candidates qualify themselves to the ASC.  (6/98) 
 
 
1.3.3 The Ad Hoc Subcommittee be formed as follows:  GSR’s and ASC officers elect the Ad Hoc Chairperson, the Chairperson shall then be responsible for recruiting members.  (11/87) 
 
1.3.4 all elections start in November of each year with the terms of office starting in January of the following year. (12/18)
 
1.3.5 That election is by secret ballot, the tally to be taken by the Vice-Chair of the ASC. (Passed 04/2008) 
 
1.3.6 Only ASC officers and vice chairs, GSR’s, or a Group’s designated alternate be entitled to vote in Area elections, keeping in mind one (1) vote per group and per ASC position. (Passed 06/2008) 
 
1.3.7    The groups will be informed of ASC officers vacating positions before electing a new                    officer. (11/09) 

1.3.8   That a quorum of one third of the current homegroups in the area be present at the ASC meeting to conduct business which affects policy.  (7/18)
                                         
	Section 1.4 	            ASC FUNDS 
 
1.4.1 All donations to the LCANA ASC are to be in the form of a check or money order only. (8/88) 
 
1.4.2 ASC checks require two (2) signatures from the following seven (7) possible officers, and that at least one of the signers is in a senior position: 
 
1) ASC Chairperson 
2) ASC Vice-Chairperson 
3) ASC Treasurer 
4) ASC Vice-Treasurer 
5) ASC Secretary 
6) ASC Unity Treasurer 
7) ASC Unity Chairperson (01/16)    
 
                     
(a) That the ASC maintain two (2) separate checking accounts. One account for Area funds and one account for Unity Committee funds. The elected reassures will be primarily responsible for their respective funds. (09/14) 
(b) ASC checks require two (2) signatures from the following seven 7 officers and that at least one of the signers is in a senior position: ASC chairperson, ASC Vice Chairperson, ASC Treasurer, ASC Vice Treasurer, ASC  
Secretary, and ASC Unity Treasurer. (09/14), ASC Unity Chair (01/16) 
 
1.4.3 Once a new Home Group is established in the LCANA, and requests to be recognized  	as a new Meeting in the Area, and is received as a new Home Group in the LCANA,  	the Literature Subcommittee shall prepare a “Group Starter Kit.” Further, the  	LCANA shall provide the funds for said starter kit.  This Starter Kit will include (in  	both English and Spanish if possible): 
i. 5 of each NA Approved IP - kept in stock by the LCANA Literature  
	 	 	Committee   
ii. 1 of each NA Approved Booklets - kept in stock by the LCANA Literature 
	 	 	Committee  
iii. The Guide to Local NA Service   	iv. 	One set of NA Approved Group Readings  
	 	v. 	One NA Basic Text (4/88) (Amended and revised 2/09) 
 
1.4.4    LCANA groups have the option to use LCANA Tax ID# to open individual group checking accounts (at LCANA’s designated bank only). A LCANA group must be identified on the individual group account as: LCANA, hyphen and name of home group (example: “LCANA- ABC Group”). (07/16) 
  
a) A copy of the most current LCANA minutes will be provided to the bank for identity purposes when a group opens a new checking account. (07/16) 
b) LCANA has no financial responsibility or affiliation with the individual group             checking accounts other than the same Tax ID #.  Each group remains autonomous           and will maintain their accounts per group policies. (07/16) 
 
1.4.5    All LCANA checks are made out to a company or service provider, unless an  	individual presents a receipt showing an out-of-pocket expense.  NO BLANK 
 	CHECKS ARE TO BE GIVEN TO ANY INDIVIDUAL OR SUBCOMMITTEE.   	(10/89) 
1.4.6 The following reserves are set and fund flow to be followed: 
1) $800 prudent reserve is to be left at the end of each ASC meeting. 
2) The balance is to be sent to Region on a quarterly basis to be parallel to R.D.’s commitment to attend quarterly Regional Meeting.   (12-04)  
 
1.4.7 All motions requiring disbursement of funds be dealt with first.  Should other motions requiring disbursement of funds be made later at an ASC meeting, the GSR’s will decide whether or not to consider them. (3/89) 
 
1.4.8 All money-request motions are to be read and the total amounts requested announced before any single money-request motion is discussed, and or voted upon.   (6/90) 
 
1.4.9 Any group that bounces a check to Area must be accountable for any bank fees the              Area may inherit as a result of a bounced check.  (6/94) 
 
1.4.10 LCANA will provide the Secretary a petty cash fund in the amount $200 for the           
            Processing and mailing of the Area Minutes.  This fund will be the responsibility of               
            The LCANA Secretary.  Monthly receipts must be handed in to the Treasurer via the                   LCANA Monthly Report Worksheet in order to receive reimbursement and adhere to               existing Policy.  The LCANA Secretary is also responsible for maintaining a monthly              Log of the petty cash fund.  The Secretary is responsible for passing all monies and              the monthly petty cash fund log to the next elected Secretary.  Reimbursement funds              will be automatically provided with receipts. (1/11) 
 
1.4.11 Any Trusted Servant involved in LCANA funds who in any way or form mishandles              these funds will surrender their service at the Area level for a minimum of 1 year. 
                                                                                                                                           (3/93) 
   
1.4.12 Any Group that has two (2) returned checks in a 3-month period would have a three (3) month period where money orders must be brought to Area for donations and literature.  (10/99) 
 
1.4.13 Any check returned for NSF (non-sufficient funds) or account closed, must be              replaced with money order for same amount of the returned check. (3/94) 
 
1.4.14 No donations will be counted towards the current month’s balance if they are                  received after the ASC Chairperson calls for donations.  (Passed 12/2005)  
 
1.4.15 The ASC is responsible to provide the funds necessary to pay for the literature    orders prudently made by an area subcommittee. The Area subcommittee provide the Area Treasurer with the amount of funds the LCANA will need to provide to cover the cost of the literature ordered, and present a completed order form to the Literature committee so that the literature order can be filled. (7/92) (2/09)  

1.4.16 To Remain Financially Responsible, in the event that we accept a bid to host region, we only host once every 12 months  (11/19)
 
 
	Section 2.0 	 	GROUP SERVICE REPRESENTATIVES (GSRs) 
 
 
2.1 	A GSR may hold a Trusted Service position at Area; however, no Trusted Servant may hold two (2) positions at the Area level.  (3/92) 
 
2.2 	All GSR’s submit a written Report to the ASC Secretary at each ASC meeting.  (11/88) 
 
2.3 	Each Group belonging to LCANA has one (1) vote, and that only those members elected by their Group (GSR, Alternate GSR, or Temporary GSR) may vote on ASC motions.  In the event of a tie vote, the ASC Chairperson shall cast the deciding vote.  (2/89) 
 
	2.4 	GSR’s are required to vote on all issues brought before the ASC.  (3/92) 
 
2.5 	The ASC Secretary take roll call of voting members, Committee Chairs, and Area Service Officers at the start of each ASC meeting and after break and at the end of each ASC meeting.  Should voting members arrive after roll calls they must notify the ASC Chairperson. When a Group is not present at (2) two consecutive ASC meetings by a voting representative then the secretary, chairperson or vice chair shall visit that “Home group meeting” (not a weekly scheduled meeting) delivering the latest minutes and talking with the Home groups members concerning their participation in the entire ASC meeting. Secretary, Chair or Vice Chair may select a trusted servant to visit these Home groups if they are unable to do so. (10/05) 
 
2.6 	GSR’s are responsible for passing their Group conscience to the RCM in the event the LCANA Area meeting is in conflict with the Mid-Atlantic Regional meeting.  (5/99) 
 
2.7       LCANA groups have the option to use LCANA Tax ID# to open individual group checking accounts (at LCANA’s designated bank only). A LCANA group must be identified on the individual group account as: LCANA, hyphen and name of home group (example: “LCANA- ABC Group”). (07/16) 
  
c) A copy of the most current LCANA minutes will be provided to the bank for identity purposes when a group opens a new checking account. (07/16) 
d) LCANA has no financial responsibility or affiliation with the individual group             checking accounts other than the  
                 same Tax ID #.  Each group remains autonomous and will maintain their accounts                      per group policies. (07/16) 
 
2.8 	All GSR reports must be read at each ASC meeting unless Area elections are being held. (2017) 
 	 
                                       ASC OFFICERS RESPONSIBILITIES  
       
	Section 3.0 	GENERAL POLICY 
 
 
3.0.1 The following officers are authorized to sign for the LCANA Post Office Box: 
 
1) ASC Chairperson 
2) ASC Secretary 
3) ASC Treasurer 
4) Public Relations Subcommittee Chairperson 
 
3.0.2 No single ASC member may hold two (2) Trusted Service positions at Area level.  (10/88) 
 
3.0.3   Any officer or subcommittee chairperson/vice chairperson missing two consecutive ASC meetings without calling another officer voluntarily forfeits their position, and after missing your third consecutive area meeting whether notification was made or not, the officer forfeits their position as LCANA officer.  (3/20)
 
3.0.4 ASC officers may vote only in elections and for times of adjournment.  (3/92) 
 
3.0.5 Any information or documents requested by individuals or Groups be distributed in the form of copies, with originals staying with the officer or Subcommittee involved.  (8/90) 
 
3.0.6 All ASC officers who create, or are responsible for, written information at LCANA, (i.e. ASC Chairperson, Secretary, Treasurer, Sub-committee Chairpersons) are required to pass on all current correspondence, reports, archive records, and receipts to the Vice-Chair people ascending to the office they are vacating.   (8/90) 
 
 
	Section 3.1 	CHAIRPERSON 
 
 
3.1.1 Before the elections of an ASC officer, the Chairperson shall read the suggested qualifications for the position from the LCANA Policy Manual.  (6/98) 
 
3.1.2 When a motion is made, the ASC Chairperson will decide if it requires a Group conscience.  Should the Chairperson decide to vote the motion at the ASC meeting, the GSR’s may call for a vote to override the Chairperson’s decision.  (1/89) 
 
3.1.3 A Chairperson arranges an agenda for and presides over monthly meetings.  They are also responsible for correspondence, maintaining files, and archives.  The Chairperson should be a cosigner on the LCANA ASC’s bank account.  At ASC meetings they can vote only as a tiebreaker. A Chairperson must be able to conduct a business meeting with a firm, yet understanding hand. 
 
3.1.4 It is suggested that the Chairperson have a minimum of two (5) years continuous abstinence from all drugs. (11/23)
 
3.1.5 The Area Chairperson and Vice Chairperson are responsible for the Post Office box keys.  The Vice Chairperson is responsible for picking up and distributing the mail to the proper Subcommittees. The Chairperson will serve as a backup.  (10/96) 
 
	Section 3.2 	VICE-CHAIRPERSON 
 
 
3.2.1 The ASC Vice Chairperson maintain and have present at each ASC meeting a yearly calendar showing Area meetings, Subcommittee meetings, and Area events.  (11/88) 
 
3.2.2 The Vice Chair purchase and make coffee for Area Service meetings.  (11/91) 
 
3.2.3 Vice Chairperson coordinates all Subcommittee functions.  In the absence of the Chairperson, the Vice Chairperson shall perform the duties of the Chairperson.  The Vice Chairperson should be a cosigner of LCANA ASC’s bank account. 
 
3.2.4	It is suggested that the Vice Chairperson have a minimum of one (4) year continuous abstinence from all drugs.   (11/23)
 
3.2.5 The Area Chairperson and Vice Chairperson are responsible for the Post Office box keys.  The Vice Chairperson is responsible for picking up and distributing the mail to the proper Subcommittees. The Chairperson will serve as a backup.  (10/96) 
 
3.2.6 The Area Vice Chairperson will assume the duties of the H&I Sub Committee Chairperson in the event the Chairperson vacates the position and the Subcommittee 
Vice Chairperson declines to ascend and fill the vacancy.        (01/05)                          (See Section 5.3  ~ 2nd paragraph  ~ 1st & 2nd sentences) 
 
3.2.7 The Unity committee will review their monthly Treasurers report including a bank statement with the LCANA Vice-Chair at each months ASC meeting, to be included in the Secretary’s report for LCANA. (6/11) 
       
 
	Section 3.3 	TREASURER 
 
 
3.3.1 Before the Treasurer announces available funds at the opening and/or subsequent Treasurer’s Report; the Treasurer must subtract the money (bills) that Area needs to pay on a monthly basis.  This money must be subtracted regardless if the bill is present.  The LCANA Treasurer must subtract the money for the average history of the bills, (if not present). LCANA cannot make money available for spending unless all Area bills are PAID!  (12/93) 
 
3.3.2 A closing Treasurer’s Report is given at the end of each ASC meetings.  (5/85) 
 
3.3.3 ASC Checks require two (2) signatures from the following seven (7) possible officers and at least one (1) of the signers is in a senior position: 
1) ASC Chairperson 
2) ASC Vice-Chairperson  	 	3) ASC Treasurer 
4) ASC Vice-Treasurer 
5) ASC Secretary 
6) ASC Unity Treasurer (09/14) 
7) ASC Unity Chairperson (01/16) 
 
(a) That the ASC maintain two (2) separate checking accounts. One account for Area funds and one account for Unity Committee funds. The elected Treasurers will be primarily responsible for their respective funds. (09/14) 
 
 
 
 
 
 
3.3.4	LCANA checks are to be made out to a company or service provider unless an individual presents a receipt showing an out-of-pocket expense.  NO BLANK 
CHECKS ARE TO BE GIVEN OUT TO ANY INDIVIDUAL OR SUBCOMMITTEE.  (10/89) 
 
3.3.5 The ASC Treasurer will provide photocopies of the LCANA bank statement and Worksheet to the ASC Secretary for inclusion in each month’s Minutes.  (6/88) 
 
3.3.6 A Treasurer shall make a Report of contributions and expenditures at every regular 
ASC meeting, as well as an Annual Report at the end of a calendar year.  The 
Treasurer can also be made responsible for bulk purchases of literature for all Groups. 
 
3.3.7 It is suggested that the Treasurer have a minimum of two (2) years continuous abstinence from all drugs. 
 
3.3.8    To change the format of Area to do money motions after the break.  (8/98) 
 
3.3.9 No donations will be counted towards the current month’s balance if they are received after the ASC Chairperson calls for donations.  (Passed 02/2006) 
 
3.3.10 The Treasurer is to submit a 990 tax form or copy of our yearly tax submission to the Region’s Insurance Carrier. (08/15) 
 
3.3.11 LCANA groups have the option to use LCANA Tax ID# to open individual group checking accounts (at LCANA’s designated bank only). A LCANA group must be identified on the individual group account as: LCANA, hyphen and name of home group (example: “LCANA- ABC Group”). (07/16) 
 
a) A copy of the most current LCANA minutes will be provided to the bank for identity purposes when a group opens a new checking account. (07/16) 
 
b) LCANA has no financial responsibility or affiliation with the individual group           checking accounts other than the same Tax ID #.  Each group remains     autonomous and will maintain their accounts per group policies. (07/16) 
 
	Section 3.4 	SECRETARY 
 
3.4.1 The ASC Secretary take roll call of voting members, Committee Chairs, and Area Service Officers at the start of each ASC meeting and after break and at the end of each ASC meeting.  Should voting members arrive after roll calls they must notify the ASC Chairperson. When a Group is not present at (2) two consecutive ASC meetings by a voting representative then the secretary, chairperson or vice chair shall visit that “Home group meeting” (not a weekly scheduled meeting) delivering the latest minutes and talking with the Home groups members concerning their participation in the entire ASC meeting. Secretary, Chair or Vice Chair may select a trusted servant to visit these Home groups if they are unable to do so. (10/05) 
 
3.4.2	The previous month’s Minutes are not to be read at the beginning of each ASC, rather the Secretary shall ask if there are any corrections to the Minutes.  (3/88) 
 
 3.4.3 The ASC Secretary maintain an address list of all ASC officers, GSR’s, Subcommittee Chair people and Policy Vice Chairperson, and that the Minutes be emailed only each month no later than two (2) weeks prior to the next ASC meeting.  (11/23) 
 
3.4.4 The ASC Secretary place GSR Reports in each month’s Minutes alphabetically.  (5/99) 
 
3.4.5 The ASC Secretary will provide a page in each month’s Minutes to show the results of roll calls taken at the start, after break, and at the end of each ASC meeting to determine the representation of each Group and Committee.  (10/05) 
3.4.6 The ASC Secretary will affix to all motions a four-digit number representing the month and year, followed by the alphabetical letter B, M, P, or R, representing differences within Business, Money, Policy, or Regional motions; then a number signifying the sequence the motion was received at the actual ASC meeting.  (1/03) 
 
3.4.7 The names of individuals, Subcommittees, or Groups making or seconding motions shall not be included in the Minutes, rather, pros/cons, and points of information shall be included for each motion without the names of the makers.  (5/90) 
 
3.4.8 It is suggested that the Secretary have a minimum of one (1) year continuous abstinence from all drugs. 
 
3.4.9 LCANA will provide the Secretary a petty cash fund in the amount of $200 for the processing and mailing of the Area Minutes.  This fund will be the responsibility of the LCANA Secretary.  Monthly receipts must be handed in to the Treasurer via the LCANA Monthly Report Worksheet in order to receive reimbursement and adhere to existing Policy.  The LCANA Secretary is also responsible for maintaining a monthly log of the petty cash fund.  The Secretary is responsible for passing all moneys and the monthly petty cash fund log to the next elected Secretary.  Reimbursement funds will be automatically provided with receipts. (1/11)                 
 
3.4.10 The Unity Committee review their monthly Treasurers report including a banking statement with the LCANA Vice-Chair at each month’s Area Service meeting, to be included in the Secretary’s Report for LCANA.  (6/11) 
 
3.4.11 ASC officers and GSR’s make name and number available to each other through the monthly Minutes.  (9/98) 
 
3.4.12 Copies of event flyers are not mailed with Area’s monthly Minutes.  Copies be made by the Secretary and provided at Area on the Literature table.  (11/97) 
 
3.4.13 The secretary shall make five (5) copies of Regional minutes, each quarter, available to those that want them. (2/09) 
 
3.4.14 The area will retain a “Master” copy of the regional minutes for the purpose of photocopying by the individual GSR’s. (12/09) 
 
	Section 3.5 	           REGIONAL COMMITTEE MEMBER    (RCM) 
 
 
3.5.1 The Regional Committee Member (RCM) represents the LCANA at the Regional level of NA service the same way a GSR represents the Group at the Area level of NA service. The RCM carry’s the Group Conscience of our Area.  They speak for all members of Groups within the Lancaster County Area, recovering community. The primary purpose of the RMC is to work for the addict who still suffers by providing two-way communication between our Area and neighboring ASCs through our affiliation with the Mid-Atlantic Regional Service Committee and then, at last, through our Regional Delegate to the World Service Level of NA in its entirety. 
 
3.5.2 The RCM represents the Group Conscience of LCANA at the Regional level of NA service. The RCM provides the meeting agenda for the next RSC meeting to the Area at least ten (10) days preceding that meeting. 
 
3.5.3 The RCM attends all Regional Service Committee meetings and takes part in any decisions, which affect the Region, speaking as the voice of the ASC’s Group conscience. 
 
3.5.4 An RCM may serve on one or more of its ASC Subcommittees, but not as Chairperson.  (Revised 06/2008) 
 
3.5.5 The office of RCM is immensely important, for an RCM is the next link in expressing the will of a loving God.  An RCM must be able to work for the common good, placing principles before personalities at all times.  Therefore, in addition to the regular qualifications for GSR’s, it is recommended that nominees for the post of RCM also have: 
 
A) Service experience. 
B) The willingness to give the time and resources necessary for the job. C) A suggested minimum three (3) years of continuous abstinence from all           drugs. 
 
3.5.6    The office of the RCM is a four (4) year commitment. The first two (2) years of                 service is spent as an RCM alternate, becoming familiar with the job, attending all                ASC and RSC meetings, and filling in for the RCM if he or she is absent or for any                  reason unable to complete the term of office. The second two (2) years will be spent               as RCM. (5/12)      
 
 
 
 
 
	Section 3.6 	    ALTERNATE REGIONAL COMMITTEE MEMBER 
 
 
3.6.1 The office of the RCM is a four (4) year commitment.  The first two (2) years of service is spent as an RCM Alternate, becoming familiar with the job, attending all ASC and RSC meetings, and filling in for the RCM if he or she is absent or for any reason unable to complete the term of office. The second two (2) years will be spent as RCM. (5/12) 
 
3.6.2 The recommended qualifications for election as RCM Alternate are the same for the RCM, with one exception:  A suggested two (2) years minimum abstinence from all drug. 
3.6.3 The alternate RCM is the insurance liaison for the LCANA. 
 
 
ASC SUBCOMMITTEES 
 
	Section 4.0 	GENERAL POLICY 
 
4.1 	Subcommittee Chairperson provides the ASC Secretary with a written Report containing all information they want included in the Minutes.  (2/88) 
 
4.2 	With the exception of the Chairperson, Vice Chairperson, Unity Treasurer, and Unity Vice Treasurer. Subcommittees shall fill their own positions.  (9/09) 
 
	4.4 	Subcommittees submit yearly budget requests to the Area Service Treasurer.  (4/90) 
 
(a) Subcommittees will submit yearly budget requests to the ASC Treasurer for review in January, prior to Area approval in February. (03/16).  
 
(b) Each subcommittee will bear the responsibility of keeping a detailed expense log and will submit supporting documentation. Once they have reached the total amount of their budget, they must either submit a request to the ASC to increase their budget, or make a money motion for each additional expense. At the end of the year, all records will be given to the Area Treasurer and kept with the Archives. (5/13) 
 
	4.5 	Area Subcommittee Reports shall consist of the following. 
A) Written Report by the Subcommittee Chair or Vice Chairperson. 
B) LCANA Monthly Report Worksheet, when applicable. 
C) LCANA Special Activities Report, when reporting special activities or functions. 
D) Literature Order Form when literature was purchased in previous month. (3/91) 
4.6 	That all subcommittee guidelines are recognized as part of the LCANA Policy Manual, therefore any changes or additions to those guidelines follow the same procedures as Policy Motions. (12/02) 
 
HOSPITALS AND INSTITUTIONS SUBCOMMITTEE 
 
	Section 5 	 	 GENERAL POLICY 
 
 
5.0 	The H&I Subcommittee will determine the amount of literature that they will need for  	distribution, complete a Literature Order Form, and submit their order to the  	Literature Committee.  The H&I Subcommittee will provide the Area Treasurer with  	the amount of funds the LCANA will need to provide to cover the cost of the  	Literature ordered.   (7/92) (2/09) 
 
 
	5.1 	Definition and Purpose 
 
The H&I Subcommittee of the Lancaster County Area Service Committee is a group of men and women, volunteer members of Narcotics Anonymous, who believe in the concept: “TO ASSURE THAT NO ADDICT IN A HOSPITAL OR INSTITUTION SEEKING RECOVERY NEED DIE WITHOUT HAVING HAD A CHANCE TO 
FIND A BETTER WAY OF LIFE.  FROM THIS DAY FORWARD, MAY WE 
PROVIDE THE NECESSARY SERVICES.” 
 
This concept should always be our primary concern, so that when an addict who is housed in a Correctional facility, Hospital, or Recovery House reaches out for recovery, Narcotics Anonymous will be there. 
 
This Committee is a Subcommittee of the Lancaster County Area Service Committee and is directly responsible to that committee.  Regular business meetings are held on the first Sunday of every month.  These meetings will be held at the same site as the 
Area Service Committee meeting, at 1:00 PM (one hour previous to the start of the ASC meeting.) 
 
	5.2 	Functions of the Subcommittee 
 
A) Communication and disbursement of all information to and from all panels through their panel leaders. 
 
B) The distribution of Narcotics Anonymous Literature to the Panel leaders. 
  
C) To conduct at least one monthly business meeting. 
 
D) To provide H&I service representatives for participation in the Area and Regional H&I Committees. 
 
E) To coordinate the development of any new H&I meetings. 
 
F) The election of panel leaders to conduct the H&I meetings. (4/14) 
                                Section 5.3        Elected Officers 
 
All officers are elected for a term of one year and are eligible for re-election for a second term of one year, followed by two years of ineligibility, with the exception of the chair and vice chair. 
 
In case of a resignation, the vice-chairperson shall automatically assume the position of chairperson until the next ASC is able to elect a new chairperson.  The vicechairperson may decline; however, in which case the Area vice-chairperson will assume the duties of the chairperson until the Area is able to elect a new chairperson.  In the event of a resignation by the secretary, the position shall be held open for a period of one month or until a willing member from the Fellowship is found to serve in the position. 
 
Any member of the H&I committee is automatically disqualified from further H&I activity upon relapse, but may again become eligible when he or she can conform to the requirements sent forth.  Being clean for the purpose of this committee shall mean total abstinence from the use of any mind or mood-altering chemical. 
 
If any H&I committee officers excluding the Chair person and Vice Chair, are not present at two (2) consecutive H&I meetings without giving prior notice or sending their elected alternate, then such person shall be terminated from their position as of the second missed H&I meeting. (1/05)  
 
5.3.1 Chairperson 
 
The H&I chairperson is elected by the Area Service Committee.  Requirements are two (2) years suggested clean time, a minimum of six (6) months experience doing H&I work, and a strong NA message of recovery.  The H&I subcommittee is directly responsible to the ASC through the H&I chairperson.   
 
The H&I chairperson must attend all H&I subcommittee meetings.  The H&I chairperson is a voting member of the regional H&I committee and should attend all of its meetings.  He or she acts as a link of communication between the subcommittee, the ASC, and the regional H&I committee.  
 
He/she also makes sure that a link of communication is maintained between the subcommittee and the individual facilities.  The panel leader does this communication, but the chairperson should ensure that it is taking place.  The H&I chairperson is responsible to ensure that all panel leaders comply with H&I subcommittee and ASC policies, as well as the policies of the individual facilities. 
 
The chairperson is responsible to give a monthly report of all budget expenditures except literature disbursements, which the vice-chairperson reports. 
 
The chairperson should be aware of all matters that affect H&I in the Area.  (5-96) 
Assume the role of Parliamentarian during the ASC meeting, assisting the Area Chair in this capacity when needed.  (11/18)
          
  
    
 
5.3.2 	Vice-Chairperson 
 
The H&I vice-chairperson is elected by the Area Service Committee.  Requirements are one (1) year suggested clean, a minimum of six (6) months doing H&I work, and a strong NA message of recovery.  The vice-chairperson assumes the duties of the chairperson if the chairperson is unable to serve. 
 
The vice-chairperson works with the chairperson to maintain the smooth operation of the subcommittee. 
 
The vice-chairperson must attend all subcommittee meetings, as well as the ASC meetings.  It is suggested that the vice-chairperson attend regional H&I meetings if possible.  (5-96) 

That the Vice-Chair would coordinate information between the H&I subcommittee, facilities, and panel leaders. They would be the primary point of contact between the facilities and H&I. They would check in with facilities monthly, contact the facilities when panel leaders couldn’t make their commitments and maintain a list of facilities rules.     (11-17)
 
5.3.3 Secretary 
 
The H&I subcommittee elects its own secretary.  The secretary requirements are one (1) year suggested clean time.  The positions responsibilities include keeping an accurate set of minutes of all subcommittee meetings.  The secretary is also responsible to keep these records: (06-17)
 
	 	A file of all correspondence to and from the subcommittee. 
 	An ongoing file of all subcommittee minutes and policies of the various  	facilities with which the subcommittee works. 
	 	An updated list of all committee members. 
	 	An updated list of all members willing and eligible to be panel leaders. 
 
 
5.3.4 Panel Leaders 
Panel Leaders are elected as needed by the H&I Subcommittee, upon completion of the H&I Orientation. There is a required one (1) year abstinence from all drugs, a strong NA message of recovery and a minimum three (3) times shadowing with current Panel Leader. He or she must attend all regular H&I Subcommittee meetings. The Panel Leaders are responsible for all aspects of the meeting, such as, keeping supplies (chips, literature, etc.) and making sure that the meeting begins and ends on time. Panel Leaders are also responsible for maintaining an awareness of the Do’s and 
Don’ts (see addendum 2). They are to maintain a link of communication, keeping the H&I Subcommittee aware of any problems that affect the meeting. Panel Leaders should have regular communication with the Panel Coordinator. (4/14) 
                                                                                                                                                                        
 
 
 
 
 
5.3.5 The Panel 
 
The panel leader selects a panel from the current H&I volunteer list.  The panel can also include a member who is in the H&I panel orientation process (this member is there to observe and learn only).  No panel member is to have less than three months’ continuous abstinence from all drugs.  The panel should never consist of less than two, nor have more than five members. The panel leaders should make these panel members aware of all their responsibilities, including Do’s and Don’ts (see add. 2). 
 
5.3.6 Literature Coordinator 
 
Suggested one-year clean time required, and a one-year term.  It is the responsibility of the literature coordinator to distribute NA Conference approved literature, LCANA H&I Guidelines, Suggested Meeting Formats, and any other items the subcommittee uses in carrying the message; such as copies of Reaching Out and the NA Way, or chips to panel leaders.  To assure accountability, a complete record of all transactions must be kept and a report be given at the regular subcommittee meetings.  This person should always be aware of the amount of literature being distributed so the panel leaders’ requests remain prudent, and the committee can fairly distribute the literature without exceeding its budget.  Regular audits should be done to ensure that the literature outlays are reasonable and accounted for.  In the absence of the literature coordinator, these duties fall on the H&I vice-chairperson.  (5-96) 
 
5.3.7 Committee Member 
 
There is no minimum clean time requirement.  Members may vote after 90 days clean and attending two meetings within a three (3) month period.  All members of the committee should have a willingness to learn and apply the 12 Steps and 12 Traditions of Narcotics Anonymous, and be responsible for their personal recovery. 
 
Section 5.4                     H&I Subcommittee Meeting Format/Agenda 
 
	 	Moment of Silence 
	 	Serenity Prayer 
	 	Read 12 Traditions 
	 	Discuss a Tradition if committee votes in favor of it 
	 	Read LCANA H&I Subcommittee Policies 
	 	Take attendance 
	 	Election of committee officers (if appropriate) 
	 	Minutes of the previous meeting 
	 	Report Literature flow (budget) 
	 	H&I Panel Chair reports 
	 	Old Business 
	 	New Business 
	 	Schedule next subcommittee meeting 
	 	Close meeting with the Serenity Prayer 
 
 
 
 
 
	  	LCANA H&I SUBCOMMITTEE GUIDELINES CONTINUED 
 
	 	Section 5.5       ADDENDUM 1 - H&I QUESTIONAIRE 
 
 
 
5.5.1 How much clean time do you have? 
 
5.5.2 Is Narcotics Anonymous your primary source of recovery? 
 
5.5.3 Do you know the difference between an H&I meeting and a regular NA meeting? 
 
5.5.4 Do you have a copy of the LCANA H&I Handbook? 
 
5.5.5 Are you aware of certain Do’s and Don’ts for H&I meetings? 
 
5.5.6 Have you completed your 90-day observation period? With whom did you shadow? 
 
5.5.7 Do you know the importance of carrying the NA message into a facility? (If you cannot make your commitment you must call another panel leader.) 
 
5.5.8 Do you have the desire to carry the NA message to the addict who still suffers? 
 
5.5.9 Since H&I primarily deal with newcomers, do you have a sponsor, home group, and a working knowledge of the 12 Steps and 12 Traditions of Narcotics Anonymous? 
 
5.5.10 Are you comfortable with sharing on topics in Question 5.5.9 above? 
 
5.5.11 Do you have the willingness to keep your commitment until your commitment ends or someone replaces you? (In our policy there is no minimum time for service requirement.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
LCANA H&I SUBCOMMITTEE GUIDELINES CONTINUED 
ADDENDUM 2 DO’S AND DON’TS AS REPRINTED FROM THE WORLD H&I HANDBOOK 
 
	Section 5.6 	Do’s for Treatment Facilities 
	 
	

	DO 
 
	Make directories of outside meetings available to residents. 

	DO 
 
	Clarify the facilities rules with anyone you bring in. 

	DO 
 
	Try to get all agreements with facility in writing. 

	DO 
 
	Start and End on Time! 

	DO 
 
	Briefly explain what H&I is and does. 

	DO 
 
	Make it clear NA is separate and distinct from the facility as well as other fellowships. 

	DO 
 
	Try to get residents involved, especially those in long-term facilities (literature person, readings, coffee maker, etc.). 

	DO 
 
	Obey all dress codes.  Exercise common sense and dress appropriately. 

	DO 
	Keep staff aware of your whereabouts at all times. 

	DO 
 
	Stamp all literature you bring into the facility with your local help line number. 

	DO 
 
	Screen all panel members carefully, especially regarding the clean time or other requirements. 

	DO 
 
	Explain the language that we use (“addict”, “clean”, “recovery”) and why we use it, (the First Step of NA and the Sixth Tradition of NA) 

	DO 
	Emphasize that NA, recovery is available to any addict, regardless of the drug(s) they used. 

	DO 
 
	Emphasize the importance of getting to an NA meeting the first day out! 

	DO 
 
	Emphasize the importance of getting a sponsor and home group, the ongoing nature of recovery, and the importance of attending meetings.  (Suggest 90 meetings in 90 days) 

	DO 
 
	Use the literature recommended for H&I work, if we are supplying the literature.  Encourage the treatment centers to supply NA literature on their own if at all possible. 

	DO 
	Be selective about who you choose to take into H&I meetings.  Clean time requirements are very important.  People who sit on NA panels should be able to share a message of recovery in Narcotics Anonymous. 
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Section 5.6.1	Don’ts for Treatment Facilities 
	 
	

	DON’T 
 
	Break another person’s anonymity or tell his or her story. 

	DON’T 
 
	Debate any issues involving the facility’s rules or regulations. 

	DON’T 
 
	Discuss conditions within the facility, or opinions about staff members. 

	DON’T 
 
	Debate the merits of treatment center’s program, or other fellowships.  Remember, we have no opinion on outside issues.  The best approach is to focus on the positive and unique qualities of our program.  Keep your Basic 
Text handy, and read from it.  It is the foundation of our program of recovery. 

	DON’T 
 
	Comment on methods used by the treatment facility.  Not all facilities are Twelve Step based nor do their understandings of the Steps necessarily coincide with the understanding gained in Narcotics Anonymous.  We share our experience without reference to the facility’s methods or to residents’ comments. 

	DON’T 
 
	while sharing; put too much focus on what it was like. 

	DON’T 
 
	Debate which drugs are acceptable.  NA is a program of complete abstinence from all drugs. 

	DON’T 
 
	Carry excessive cash or wear expensive or flashy jewelry. 

	DON’T 
 
	Show favoritism to any resident(s). 

	DON’T 
 
	Take messages in or out of the facility. 

	DON’T 
 
	Give out any other person’s address or phone number. 

	DON’T 
 
	Carry in any contraband items, such as cigarettes (if applicable) or weapons. 

	DON’T 
 
	Rely on flooding a treatment center with literature to carry our message.  The most powerful tool for carrying our message is the NA member. 

	DON’T 
 
	Read too many literature selections at the beginning of the meeting.  Keep it short and simple to keep their attention. 

	DON’T 
 
	Let the meeting run too long.  Most treatment center residents spend much of their day in meetings of one sort or another, often in the same room. 

	DON’T 
	Collect any money! 


Section 5.6.2	Do’s for Correctional Institutions 
	 
 
	

	DO 
 
	Make directories of outside meetings available to residents. 

	DO 
 
	Clarify the facilities rules with anyone you bring in. 

	DO 
 
	Try to get all agreements with facility in writing. 

	DO 
 
	Start and End on Time! 

	DO 
 
	Briefly explain what H&I is and does. 

	DO 
 
	Make it clear NA is separate and distinct from the facility as well as other fellowships. 

	DO 
 
	Try to get residents involved, especially those in long-term facilities (literature person, readings, coffee maker, etc.). 

	DO 
 
	Obey all dress codes.  Exercise common sense and dress appropriately. 

	DO 
	Keep staff aware of your whereabouts at all times. 


 
DO      Follow security regulations at all times. 
 
DO 	Stamp all literature you bring into the facility with your local help line number. 
 
DO      Screen all panel members carefully, especially regarding the clean time or other requirements of the facility and the H&I subcommittee. 
 
DO      Contact the facility contact person and let them know they can purchase literature from the RSO and WSO.  (Most jails and correctional facilities have funds available for this.)              
 
DO      Inform the contact person that we have literature order forms available for their use.   
 
DO      Make sure all speakers carry a clear NA message or recovery. 
 
DO      Follow the guidance found in the WSC and H&I Handbook. 

	Section 5.6.3
 
 
	Don’ts for Correctional Facilities 

	DON’T 
 
	Break another person’s anonymity or tell his or her story. 

	DON’T 
 
	Take a member who has friends or family in the facility. 

	DON’T 
 
	Get involved in discussion about an inmate’s guilt or innocence. 

	DON’T 
 
	Debate which drugs are acceptable.  NA is a program of complete abstinence from all drugs. 

	DON’T 
 
	Discuss conditions within the facilities or opinions about staff members. 

	DON’T 
 
	Give or accepts gifts. 

	DON’T 
 
	Carry excessive cash or expensive or flashy jewelry. 

	DON’T 
 
	Show favoritism to any inmate(s). 

	DON’T 
 
	Carry letters in or out of the facility. 

	DON’T 
 
	Carry in any contraband items. 

	DON’T 
 
	Give out another person’s address or phone number. 

	DON’T 
 
	Give the residents money. 

	DON’T 
 
	Take a person into a correctional meeting who is on parole or probation unless they specifically get permission from the parole/probation officer and the facility. 

	DON’T 
 
	Take a person with outstanding warrants. 

	DON’T 
	Give anyone your personal address or phone number. 
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	Section 6.0 	UNITY SUBCOMMITTEE GUIDELINES 
 
GUIDELINES FOR SERVICE 
 
6.1 STATEMENT OF PURPOSE 
 
The primary objective of the LCANA UNITY SUBCOMMITTEE will be to encourage and foster unity within the NA community.  This will be accomplished, by the grace of God, through providing activities that offer opportunities for fellowship with other recovering addicts, for growth in NA recovery, and for increasing NA member’s awareness of NA service and its role in a recovering addict’s life. 
 
6.2 FUNCTIONS OF THE COMMITTEE 
 
6.2.1   The above statement of purpose shall be accomplished through an annual agenda,            final formulation of which shall be planned by the second meeting of December each              year, and which shall include the following events: 
 
1] Four (4) learning days (“unity days”), one each quarter; 
 
2] One dance, the first Saturday of each month; 
 
3] One large social event each quarter, (The Spiritual Retreat may                                serve as this event for its quarter.)   
 
6.2.2   The UNITY COMMITTEE will consider cooperating with events sponsored by                        individual groups provided the Unity committee is approached at least one month               prior to the event by the group’s GSR carrying a group conscience.  Monies will be              loaned for these events with repayment to the Unity committee coming from the              proceeds.  Help will also be given in the realm of flyer design and distribution              (getting out the word) or consultation in planning the event in the areas in which the              Unity committee has experience.  These events will be considered on a case-by-case              basis.  The Unity committee will assume no liability for these group events. 
 
6.2.3 The Unity committee may cooperate with other Areas in planning joint-area functions. The Unity may NOT cooperate in events sponsored by related facilities. 
 
6.2.4 The Unity committee shall hold meetings the first and third Sunday of each month, beginning at one P.M. at the designated meeting place established by LCANA for Area service.  Additional meetings may be held as deemed necessary.  These meetings shall follow a regular parliamentary procedure format. 
 
6.2.5 The Unity committee and Area Service should let home groups know if they are going to use their meeting place for Unity events/activities. (08/15) 
 
 
 
 
6.2.5 	Tickets for all events shall clearly state LCANA, ‘UNITY’, the price, date, place and  time of the event.  Tickets are to be consecutively numbered and a record kept of to whom tickets are given and of their return with the correct remittance.  No tickets should state Newcomers one price while membership at large another.  Should it be group conscience of the unity committee to have two tiered pricing, separate tickets should be printed for each price and an accurate record kept of it.  (The only exception to this would be “AT DOOR’ pricing) 
 
6.2.6. No children at monthly dances.  Must be 17 years old and over.  (4-00) 
 
 
6.2.7. The Unity Sub-Committee is to make available for the quarterly RSC meetings, LCANA activity flyers in reasonably sufficient quantities to ensure distribution to all 
other Regional Committee Member representatives.   (Passed 12/2006) 
                                                                                                                      
6.2.8. That “one half of the cost of LCANA’s Insurance Policy shall be borne by the Unity Committee and the Area Service Committee” (12/04) 
 
6.2.9. That the Unity Sub-Committee hold raffles only after all proper legal documents be obtained. All costs borne of such documents be paid for by the Unity Committee. (5/13) 
                                     
 
 
	Section 6.3 	 	 	UNITY SUBCOMMITTEE FUNDS 
 
 
6.3.1    The unity committee shall maintain its own treasury, bank account, and records             making any such records available to our AREA as per established LCANA policy.  
 
6.3.2 The committee checking account shall bear the name “LCANA UNITY COMMITTEE” and its deposits, writing of checks, and balancing shall be the responsibility of the Unity Committee treasurer. 
 
6.3.3 The checking account shall require two (2) signatures of the four- (4) committee officers listed on the signature card on file with the banking institution. 
 
6.3.4 Any checks written on the Unity Committee account are to be made out to a company, organization, or service provider with the exception of reimbursement of individuals with valid receipts approved by the committee, for out of pocket expenses. 
 
6.3.5 The monthly report of the committee chairperson to AREA is to include the balance of the Unity Committee account along with a copy of the last bank statement prior to that AREA. 
 
6.3.6 The Unity Committee chairperson will also make a report of the Unity Committee activities in their monthly AREA report within two (2) regular ASC’s of that activity. 
 
   
 
6.3.7 Monies in excess of $2000 prudent reserve are turned over to our ASC at the end of each quarter being in March, June, September and December. (03-05) 
 
6.3.8 It is the intent and goal of the Unity Committee of our AREA to be as fully selfsupporting as possible.  We do retain the option, as a subcommittee of our AREA, to approach our AREA for funding when and if necessary. 
 
6.3.9 That the Unity Committee review their monthly Treasurer’s Report including a banking statement with the LCANA Vice-Chair at each month’s ASC meeting, to be included in the Secretary’s Report for LCANA (6/11) 
 
6.3.10 That “one half of the cost of LCANA’s Insurance Policy shall be borne by the Unity         
Committee and the Area Service Committee” (12/2004) 
                                                                                                                                                                        
6.3.11 The unity subcommittee bank account is under the area tax I.D. number. (1/08)  
  
 
  
 
 
 
 
 Section 6.4               UNITY SUBCOMMITTEE MEMBERSHIPS 
 
The Unity Committee’s officers shall consist of a Chairperson, Vice Chairperson, Secretary, Treasurer, and Quartermaster/mistress.  All officers are to be elected by a majority vote of the committee at large, with the exception of the Chairperson, Vice Chairperson, Treasurer, and Vice Treasurer who shall be elected by the Area Service Committee. (9/09) 
 
  
Section 6.5                        UNITY SUBCOMMITTEE VOTING 
 
Eligible voters on the UNITY COMMITTEE include elected officers and subcommittee members who have been in attendance at least two (2) subcommittee meetings within three (3) months immediately prior. 
 
All officers are elected for a term of one year, and are eligible for re-election for a term of one year, followed by two years of ineligibility at that position with the exception of the Chair, Vice Chair, Treasurer, and Vice Treasurer. (9/09)   
 
In the case of a resignation, the Vice Chairperson shall automatically assume the position of Chairperson. 
 
 
 
 
 
Section 6.6                                   MEETING FORMAT 
                                Call to order 
1. Reading of the Serenity Prayer 
2. Reading of the twelve traditions and twelve concepts for NA service 
3. Reading Roll call of attendants 
4. Reading of last month’s minutes 
                               ~    Treasurer’s report  
                               ~    Old Business 
                                           ~    New Business 
                                           ~    Motion to close 
                                           ~    Close with Serenity Prayer 
 
 
 
 
SECTION 6.7       QUALIFICATIONS AND DUTIES OF OFFICERS 
 
Sub Section A.        Chairperson 
 
The Area Service Committee elects the UNITY COMMITTEE CHAIRPERSON.  
Requirements are two (5) years clean time and a minimum of six (6) month’s experience as a member of the Unity Committee.  (This clean time requirement shall be waived only in the event the Chairperson resigns or becomes incapable of serving and the Vice Chair assumes the position.  In this event, Chair shall have the minimum one (4) year clean time as required by the Vice Chair position (see Vice Chairperson), plus the additional clean time obtained while serving the position of Vice Chairperson. (01/16) 
 
The Chairperson shall be responsible for conducting all subcommittee meetings and for overseeing the coordination of all Unity Committee events.  The Chairperson may delegate the overseeing of specific events to trusted committee members, but ultimately assumes responsibility for all such events. 
 
The Chairperson is responsible to give a regular monthly report of all budget expenditures at each meeting of the Area Service Committee and to supply the ASC the preceding month’s bank statement.  
 
The Chairperson must attend all subcommittee meetings. 
 
 
 
 
 
 
 
 
Sub Section B.        Vice Chairperson 
 
 
The Area Service Committee elects the UNITY COMMITTEE VICE CHAIRPERSON.  
Requirements are one (4) year clean time, and a minimum of six month’s experience as a member of the Unity Committee.  The Vice Chairperson assumes the duties of the Chairperson if the Chairperson is unable to serve. (01/16) 
 
The Vice Chairperson works with the Chairperson to maintain the smooth operation of the Unity Committee.  While serving as Vice Chairperson, the Vice Chairperson may assume the temporary responsibilities of any subcommittee officer should that position become vacant or the officer is unable to serve.  This temporary assumption shall be with the consent of the Vice Chair and by the agreement of the committee at large, and shall extend only to such time that another trusted servant who is willing to serve could be found. 
 
The Vice Chairperson must attend all subcommittee meetings. 
 
 
Sub Section C.       Secretary 
 
 
The UNITY SUBCOMMITTEE shall elect its own Secretary.  The Secretary must have six (6) month’s clean time.  It shall be the responsibility of the Secretary to maintain an accurate set of minutes for all Unity subcommittee meetings. 
 
The Secretary will also act as controller of the Treasurer.  The Secretary shall have a key to the Post Office Box, and shall be responsible for picking up all mail on a regular basis, including the monthly bank statements.  The monthly bank statements shall be brought to the next subcommittee meeting at which time they will be reviewed with the Treasurer and one other officer.  At no time prior to this general review shall the Treasurer have access to these statements. 
 
It shall also be the responsibility of the Secretary to ensure follow-up with the bank on the second business day following any event that funds from that event have been deposited and to verify the amount. 
 
The Secretary shall mail the Annual Agenda by November 25th to at least the following 
Areas of Narcotics Anonymous in order that we may foster cooperation with our surrounding Areas and work in harmony to provide a continuous schedule of events in a safe atmosphere for recovering addicts.  These Areas shall be: 
 
	 	Lebanon 
	 	York 
	 	Harrisburg 
	 	Reading 
	 	Little Apple (Allentown/Bethlehem) 
 
The Secretary shall request a list of events from each Area.  
 	 
 
 
 
 
 
 
 
Sub Section D.       VICE SECRETARY 
 
The UNITY SUBCOMMITTEE shall elect its own Vice Secretary.  The Vice Secretary must have at least six (6) month’s clean time.  It shall be the responsibility of the Vice Secretary to assist the secretary in fulfilling the duties of office. 
 
The Vice Secretary shall assume the duties of the Secretary should the Secretary become unable to serve. 
 
 
 
 
Sub Section E.       TREASURER 
The Area body shall nominate and elect the treasurer for the Unity Committee.  The treasurer must have at least five (5) years clean time and shall be responsible for keeping an accurate record of all monies.  It is the treasurer’s responsibility to prepare and present a report at each subcommittee meeting. (8/09) 
 
The treasurer shall also be responsible for handling monies for all activities and events, specifically to ascertain that responsible people are in money handling positions at each event.  The treasurer must ensure that at each event with another responsible committee member the amount of funds received and deposit them in the bank immediately following that event.  The treasurer shall be responsible for maintaining the key and night depository bag, and for bringing these to any event that ends after regular banking hours.   
 
The area service committee treasurer shall be a signatory on the unity subcommittee bank account for accountability purposes and to insure the continual smooth operation of the account as subcommittee officer’s change and annual transitions occur.  At year’s end, it shall be the responsibility of the ASC treasurer and one subcommittee officer (preferably the treasurer) to see that new signature cards are obtained for the incoming set of Unity subcommittee officers. 
 
Sub Section F.       VICE TREASURER 
The Area body shall nominate and elect the vice treasurer for the Unity Committee. (9/09) The vice treasurer must have at least four (4) years clean time. (8/09) It shall be the responsibility of the vice treasurer to assist the treasurer in fulfilling the duties of the office.  The Vice-treasurer shall assume the duties of treasurer should the treasurer become unable to serve. 
 
 
 
 
Sub Section G.       QUARTERMASTER/MISTRESS 
The unity subcommittee shall elect its own quartermaster.  The quartermaster shall have at least 5 to 6 months’ clean time.  It shall be the responsibility of the quartermaster to maintain and store all unity subcommittee equipment and supplies.  This shall include, but is not limited to coffee pot, cold beverage coolers, plates, cups, napkins and tableware.  It shall also be the responsibility of this officer to ensure that needed items are at each event. 
 
 
 
Sub Section H.       VICE QUARTERMASTER/MISTRESS 
The unity subcommittee shall elect its own vice quartermaster.  The vice quartermaster shall have at least 6 months’ clean time.  It shall be the responsibility of the vice quartermaster to assist the quartermaster in fulfilling the duties of this office. 
 
Sub Section I.       COMMITTEE MEMBERS   
There is no minimum clean time requirement.  Members may vote after ninety (90) days clean and attending two (2) meetings within a three-month period.  All members of the committee should have a willingness to serve in whatever capacity needed and be willing to assist in set up and clean up at each subcommittee sponsored event. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
       Section 7.0 	 	 	POLICY SUBCOMMITTEE GUIDELINES 
 
 
	7.1 	PURPOSE 
The Policy Subcommittee shall maintain, record, collate, review, research, clarify, identify, and provide input regarding Area Policy.  The Policy Committee shall serve as a resource to Area Policy Committees, the Area Chairperson, as well as to the Area body itself. 
 
 
	7.2 	FUNCTIONS OF THE AREA POLICY COMMITTEE 
 
	A: 	Maintain an Up-To-Date Policy log. 
 
B: 	Provide clarification of current Policy at Area Meetings and serve as a resource to the Area Chair in this regard. 
 
C: 	Identify areas where Policy is in conflict or where conflict is present due to the absence of Policy and report the findings to Area. 
 
D: 	Review and research Area motions for continuity with regards to Traditions and current Area Policy. 
 
E: 	Research and recommend Policy on current Area issues upon request by Area body. 
 
F: 	Identify where Policy exists by precedent and suggest the format adoption of this Policy, where needed by the Area body. 
 
	G: 	Review the wording of motions for clarity. 
 
H. Support other Area Policy Committees through discussion, clarification, and attendance at other Area Policy Committee meetings upon request. 
 
             
I. Policy Committee is allowed to edit policy manual and make necessary              changes regarding spelling and grammar. Policy will not make any changes                          regarding Policy context. 
 
        
	7.3 	COMMITTEE MEMBERSHIP 
Membership in the Area Policy Committee shall be composed of the Chairperson, Vice Chairperson, Secretary, and “members at large”, (anybody wishing to be involved.) 
 
	7.4 	MEETING FORMAT 	 
             Opening Prayer 
	 	 Read Twelve Traditions 
	 	 Secretary’s Report 
	 	 Officer’s Report 
	 	 Old Business 
 	 Elections (if applicable)  	 New Business 
	 	 Review upcoming Area agenda and motions to be brought up to Area. 
	 	 Announcements 
	 	 Closing Prayer 
 
 
	7.5 	VOTING 
 
Voting members of the Area Policy Committee shall be the Chairperson, Vice Chairperson, Secretary, and any NA member who has participated in two (2) Policy Subcommittee meetings. 
 
                            
QUALIFICATIONS AND DUTIES OF OFFICERS 
 
	7.6 	CHAIRPERSON 
 
7.6.1 Is elected by Area Service Committee 
 
7.6.2 Is suggested clean for at least two (2) years and has a good working knowledge of the function of the Policy Committee, Twelve Traditions, and A Guide to Local Services.  (5-96) 
7.6.3 Mediates at all meetings of the Committee. 
 
7.6.4 Prepares a report for each Area meeting, makes all motions on behalf of, and is the voice of the Policy Committee. 
 
7.6.5 Coordinates and is responsible for all work done by the committee. 
 
7.6.6 Maintains communication with the Regional Policy Committee by attending all Regional Policy Committee meetings. 
 
7.6.7 Serves for a one-year term. 
 
 
 
 
 
7.7      VICE CHAIRPERSON 
 
7.7.1 Is elected by Area body. 
 
7.7.2 Has suggested two (2) years clean.  (5-96) 
 
7.7.3 Has at least six (6) months experience in Area policy work or experience serving as 
G.S.R. or sub-committee chairperson, and a working knowledge of Twelve Traditions, and Guide to Local Service.  (12-04) 
 
7.7.4 Must attend all meetings of the Area policy committee as well as Area Service. 
 
7.7.5 Works with the committee Chairperson to ensure the smooth operation of the committee. 
 
7.7.6 Performs the duties of the Chairperson in their absence. 
 
7.7.7 If necessary, the committee may recommend removal to Area by a 2/3 vote of the committee. 
 
7.7.8 Serves a one (1) year term as Vice Chair, followed by an automatic one (1) year term as Chairperson of the Committee. 
 
 
	7.8 	SECRETARY 
 
7.8.1 Is elected by a majority of the committee. 
 
7.8.2 Must have suggested one (1) year clean.  (5-96) 
 
7.8.3 Suggest having at least six (6) months experience in Area Policy Committee work and a working knowledge of the Twelve Traditions. 
 
7.8.4 Must be able to provide minutes of all committee meetings. 
 
7.8.5 Must keep an accurate set of all committee meetings and workshops.  They should be ready for approval or review by the Chairperson within 21 days for distribution to all committee members. 
 
7.8.6 Works with the Chairperson to ensure a smooth operation of the committee. 
 
7.8.7 If necessary, the committee may recommend removal by a 2/3 vote of the committee. 
 
 
 
 
POLICY’S GENERAL POLICY 
 
 
7.9.1   The Policy Subcommittee will review all motions affecting the LCANA Policy Manual after being presented on the Area floor.  The review shall be completed before the next Area meeting.  Results of that review shall be submitted to the Area 
Body prior to further discussion of said motion on the floor.  This pertains to all Policy motions, including those submitted by Policy subcommittee. (12/02) 
 
7.9.2 That the original motion forms changing or setting Policy be given to the Policy subcommittee for storage.  (10-89) 
 
7.9.3 After the revised manuals are issued; That any group that has been given a Policy Manual and subsequently loses it, must pay for another hardcopy manual at the current cost.  (12-95) 
 
7.9.4 Policy provides all Sub-committee chairs and vice-chairs policy manuals at no cost to the Subcommittee. (04-09) 
 	 	 	 
7.9.5 The Policy Committee shall make available to its sub-committee members copies of the policy handbook that are to be kept within the Policy Sub-Committee. 
 
7.9.6 That all motions affecting a LCANA Sub-committee made on the Area floor that would change or set Policy for any LCANA Sub-committee must, in addition to the Policy Committee, be reviewed by the Sub-committee(s) affected by said motion for review and input by the next Area Meeting.  Results of that review shall be submitted to the Area Body prior to further discussion of said motion on the floor.  This pertains to all motions that affect the Policy and/or procedure of a LCANA Subcommittee. (2/09) 
 
7.9.7 Once a new Home Group is established in the LCANA, requests to be recognized as a new Meeting in the Area, and is received as a new Home Group in the LCANA, the Policy Committee shall issue a current version of the policy manual at no cost to the new group. 
 
 
 
 
 
	 	 	LITERATURE SUBCOMMITTEE GENERAL POLICY 
 
	Section 8.0 	LITERATURE SUBCOMMITTEE STATEMENT OF PURPOSE 
 
The purpose of the LCANA Literature Sub-committee is to ensure that the Area  Home Groups and Subcommittees have access to NA approved literature/other items necessary for carrying the message of recovery, as deemed prudent.  Hence, the fellowship shall expect that the literature subcommittee will (1) maintain a prudent reserve of stock and/or inventory as determined by the Area Body, and/or based on recommendations made by the 
Subcommittee, (2)  maintain an inventory of all literature or other stock  	items owned and purchased by the LCANA, (3)  keep abreast of all new literature/product available to the Area from NA World Service, or one of their distribution centers, work together with the LCANA Treasurer, Groups and/or Subcommittees to order and pay for said Literature in a responsible manner, and (4)  maintain an accurate record of literature/other items bought and sold at Area 
 
8.0.1   Functions of the Literature Sub-committee include: 
 
i. Properly store and maintain an adequate supply of the literature and stock items used  	regularly by the Area Groups and Area Subcommittees. 
 
ii. Make recommendations to the Area Body when additional stock is needed, and  	inform the Area Body when increases or decreases should be made to the current  	stock. 
 
iii. Maintain an itemized record of both English and Spanish literature and other stock  	items.  
  
iv. Maintain a record of literature ordered by the Literature Subcommittee, so that trends  	can be identified and evaluated, and stock adjustments can be made based on actual  	data.    
 
v. Ensure that the Area Literature Stock is available at every LCANA Service Meeting. 
 
vi. Have a procedure in place for buying, selling, ordering, and inventorying stock. 
 
vii. Determine the amounts to charge the groups and/or subcommittees for literature and  	stock items, based on prudence and prices charged to the Sub-committee for ordering  	in bulk, passing on discounts as able. 
 
viii. Monitor order forms turned in by Groups and /or Sub-committees to ensure that the  	order and the payment match.  This does not relieve the ordering Group or Sub 	committee of their responsibility to turn in accurate order forms with proper payment.   	This is merely to serve as a check and balance and the proper stewardship of Area  	Literature.  
 
ix. Maintain a log documenting that the Group and/or the Area Subcommittee received  	their complete/correct order, prior to the close of business at the LCANA Service             meeting. 
 
x. Monitor and ensure that the amount of literature and stock items ordered each month  	is enough to satisfy any requirements which make applicable discounts or fee waivers  	possible, when such discounts or fee waivers are available and applicable.  If there is  	no discount or waiver of fees available, the Area Service Body will be responsible for  	the cost of shipping and handling and any other additional cost/fee required for  	purchasing literature.  
 
xi. The Literature Subcommittee shall maintain and make available an LCANA Meeting  	list, which is simple, accurate and current, and paid for by the LCANA.  
  
8.0.2   Procedures/Practices: 
 
i. LCANA literature/stock shall be available at the formal Area Service Meeting.   	Exception:  If there is a death of one of our members, an eternity coin may be  	provided by the Literature Chair or Vice Chair if arrangements can be made.  Every  	effort to secure said coin under these circumstances will be made.  Payment for said  	coin under these circumstances shall be deferred until the next Area Service Meeting.  
  
ii. When literature or other stock items increase in price, the Literature Sub-committee  	will calculate the increase, and will pass these increases on to the Area Body.  Order  	forms will be updated to reflect the change in price.   
 
iii. When a new literature item is determined necessary or appropriate to add to the Area  	stock, the LCANA will provide the initial expense to stock said item.  The Literature  	Subcommittee will determine the appropriate number of the item to be stocked, make  	a recommendation to the Area Body with the calculated cost. Once the Area Body  	accepts or approves the proposed addition to stock, the LCANA will provide the  	purchase amount to the Subcommittee by adding the amount to the funds provided for  	the purchase of literature.  Order forms will be updated to reflect the added item.   
 
iv. When a Group or Subcommittee wants to purchase literature or other items available  	through the WSO that the Area Literature Subcommittee does not have in stock, the  	Group or Subcommittee shall order and pay for the item in advance, and the item will  	be ordered and made available to the Group or Subcommittee, if available, at the next  	Area Service Meeting. 
 
v. When a particular stock item is sold out at any given Area Service Meeting, a “Back  	Order” will be logged, and the Group or Sub-committee will receive their order at a  	later date, generally by the next Area Service Meeting.  However, in the event that the  	item is delayed beyond one Area Service Meeting, the Chair will investigate and  	communicate the reason for the delay whenever possible.  
   
vi. As the Literature Committee was formed to serve Area Groups and Subcommittees of  	the LCANA, individual members of NA are to order all personal literature via their  	respective Home Group.  
 
vii. The Literature Subcommittee accepts checks and/or money orders made out to  	LCANA, as per Area Policy and Procedure.  The Literature Subcommittee does not  	ever buy or sell inventory via cash.  Checks and/or money orders are to be made  	payable to the LCANA, and marked “literature.”  The Treasurer then combines all  	checks for purchase and writes an Area check made out to the literature distribution  	center used by the sub-committee, to make the Area purchase to re-up the stock for  	the next Area Service Meeting.  
 
viii. The Literature Subcommittee will provide each Group or Sub-committee with one  	order form at a time.  When the form is received, a new one will be provided.  This is  	to ensure that the order forms are accurate, and the cost of printing order forms is kept  	at a minimum.   
 
ix. The Literature Subcommittee is composed of the Chair, the Vice Chair, and, ideally,  	at least two trusted servants to check that orders match the amount of the check  	provided for the purchase, at least two members who fill the orders and make sure the  	order matches the items in the bag, and one or two trusted servants to distribute the  	 literature to the GSR or other individual entrusted by the Group to order and collect  	the literature/items purchased. 
 
x. Once the Group or Subcommittee representative receives and checks the bag of  	literature/items, they will sign off on a document, which serve as proof that the order  	was accurately filled and received.  
 
xi. The Sub-committee will hold any literature not claimed or is left behind at an ASC  	Meeting until the next ASC Meeting.  After that, it may be assumed that the Group or  	Subcommittee intended to donate the Literature back to the Area/Sub-committee.    
 
xii. The Chair and/or the Vice-Chair of the Literature Sub-committee will complete an  	inventory of the remaining stock by the close of business at the Area Service  	Meeting.  This inventory will make it possible to prudently replace the stock sold at  	the Area Service Meeting.  This inventory will serve as a guide for accurate ordering  	of the next month’s purchase 
 
 
 
 
 
 
 
 
 
 8.1  	 Once a new Home Group is established in the LCANA, and requests to be  	recognized as a new Meeting in the Area, and is received as a new Home Group in  	the LCANA, the Literature Subcommittee shall prepare a “Group Starter Kit.”  	Further, the LCANA shall provide the funds for said starter kit.  This Starter Kit will  	include (in both English and Spanish if possible): 
 
i. 5 of each NA Approved IP - kept in stock by the LCANA Literature  
	 	 	Committee   
ii. 1 of each NA Approved Booklets - kept in stock by the LCANA Literature 
	 	 	Committee  
iii. The Guide to Local NA Service   	iv. 	One set of NA Approved Group Readings  
	 	v. 	One NA Basic Text (4/88) (Amended and revised 2/09 
 
 	 
 
 8.2  	That the Literature Subcommittee shall maintain a record of all approved stock owned  	by the LCANA Body, and ensure that a prudent supply of all NA Approved English  	and Spanish literature is available.  (4/88) (Amended and revised 2/09)   
 
 8.2.1  That the Literature Subcommittee shall maintain an awareness of all new NA 
	 	Approved literature, and recommend additions to Area Stock as is prudent.  (2/09)  
 
 8.3 	That the Literature Sub-committee ensures that the Literature needed by other subcommittees is available and monitored so that if the need increases the stock affected, the stock be increased accordingly.  Further, the LCANA shall provide the funds for all literature recommended and approved for a sub-committee to order.  (2/09)    QUALIFICATIONS AND DUTIES OF LITERATURE 
COMMITTEE OFFICERS 
 
	8.5 	CHAIRPERSON 
 
8.5.1 Is elected by Area Service Committee (09-02) 
 
8.5.2 Is suggested clean for at least three (3) years and has a good working knowledge of the function of the Literature Committee.  (09-02) 
 
8.5.3 Prepares a report for each Area meeting, and is the voice of the Literature Committee. (09-02) 
 
8.5.4 Coordinates and is responsible for all work done by the committee. (09-02) 
 
8.5.5 Maintains communication with the Regional Literature Committee by attending all Regional Literature Committee meetings. (09-02) 
 
8.5.6 Serves for a one-year term. (09-02) 
 
 
 
 
 
 
 
 
	8.6 	VICE CHAIRPERSON 
 
8.6.1 Is elected by Area Service Committee (09-02) 
 
8.6.2 Is suggested clean for at least two (2) years and has a good working knowledge of the function of the Literature Committee.  (09-02) 
 
8.6.3 Works with the committee Chairperson to ensure the smooth operation of the committee. (09-02) 
                                                                                                                                       
8.6.4 Performs the duties of the Chairperson in their absence. (09-02) 
 
8.6.5 Serves a one (1) year term as Vice Chair, followed by an automatic one (1) year term as Chairperson of the Committee. (09-02) 
 
 	 
	Section 9.0 	 	PUBLIC RELATIONS SUBCOMMITTEE GUIDELINES 
 
 
	9.1 	Purpose  
 
A. Inform the public that Narcotics Anonymous exists and that it offers recovery from addiction. 
B. Offer information about how and where to find Narcotics Anonymous. 
C. Carry out their activities in accordance with the Twelve Traditions of Narcotics Anonymous. 
 
 
	9.2 	Function 	 
 
A. Provide a forum for free exchange of information. 
B. Maintain a close working relationship with other subcommittees. 
C. Establish and maintain open lines of communication between other areas and between Public Relations subcommittees and the Regional Public Relations subcommittee. 
D. Coordinate Phone line services throughout the area. 
E. Open and maintain lines of communication between Narcotics Anonymous and the general public. 
F. Respond to all requests for information in a timely and effective manner. 
G. Carry out duties as described by these guidelines and the Lancaster County Area Service Committee, while being directly responsible to them. 
 
	9.3 	General Policy  
 
9.3.1 That all Public Service Announcements must be cleared by the “Public Relations Subcommittee and the Area first.  (8-2-92) 
9.3.2 To combine “Help line” and “Public Relations” to one (1) subcommittee.  (2-7-93) 
	9.4 	Trusted Servants Qualifications and Duties 
9.4.1 Chairperson Qualifications 
1. A suggested minimum of two years’ continuous abstinence from all drugs. 
2. Willingness and Desire to serve a one (1) year commitment, and give the office the necessary time resources and commitment to do the job. 
3. A good working relationship of the Twelve Steps and Twelve Traditions of the Narcotics Anonymous Fellowship. 
4. An understanding of our service structure and how it relates to the office. 
5. An understanding of the responsibilities of the office. 
6. At least six (6) months experience in Area Public Relations  Subcommittee work. 
 
 
 
9.4.2 Chairperson Duties 
 
1. Attends Area Service Meetings according to policy. 
2. Prepares an agenda for all Area PR subcommittee meetings and workshops. 
3. Chairs area PR subcommittee meetings and workshops. 
4. Coordinates all Area PR subcommittee workshops. 
5. Submits a written monthly report at the ASC meeting to the Area Secretary for inclusion in the minutes. 
6. Makes a report to the Area body at the ASC meeting and is available to answer any questions. 
7. Serves as communication link between the Area PR subcommittee and the Regional PR subcommittee. 
8. Prepares a budget with the subcommittee for the upcoming year to be approved by the Area body. 
9. Makes any motion regarding PR matters on behalf of the Area PR subcommittee and submits them in written form on the Area Motion forms to the Area Chairperson. 
10. Registers the subcommittee with the World PR subcommittee. 
 
9.4.3 Vice Chairperson 
 
1. A suggested minimum of one (1) year continuous abstinence from all drugs. 
2. Willingness and Desire to serve a two (2) year commitment. 
3. A good working relationship of the Twelve Steps and Twelve Traditions of the Narcotics Anonymous Fellowship. 
4. An understanding of our service structure and how it relates to the office. 
5. An understanding of the responsibilities of the office. 
6. At least six (6) months experience in Area Public Relations subcommittee work. 
 
 
 
9.4.4 Vice Chairperson Duties 
 
1. Attends Area Service Meetings according to policy. 
2. Fills in and assumes all responsibilities of the Area PR subcommittee Chairperson in the absence of the Chairperson at any Area PR subcommittee meetings, or workshops, or Area Service committee meetings. 
3. Assist the Chairperson in carrying out all responsibilities and duties. 
 
 
 
 
 
 
 
 
 
9.4.5 Secretary 
 
1. A suggested minimum of one (1) year continuous abstinence from all drugs. 
2. Willingness and Desire to serve a one (1) year commitment and give the office the necessary time, resources, and commitment to do the job. 
3. A good working relationship of the Twelve Steps and Twelve Traditions of the Narcotics Anonymous Fellowship. 
4. An understanding of our service structure and how it relates to the office. 
5. An understanding of the responsibilities of the office. 
6. At least six (6) months experience in Area Public Relations subcommittee work. 
7. An ability to develop written material in a clear and concise manner. 
 
 
 
	9.4.6 	Secretary Duties 
 
1. Keep accurate recorded minutes of Area PR subcommittee meetings. 
2. Keep roll call for members present at meetings. 
3. Maintain files and records of communication. 
4. Provide written minutes of all meetings and workshops, including expense sheets, for use by the Chairperson and members of the subcommittee. 
 
9.4.7 Phone line Coordinator 
 
1. A suggested minimum of one (1) year continuous abstinence from all drugs. 
2. Willingness and Desire to serve a one (1) year commitment, and give the office the necessary time, resources, and commitment to do the job. 
3. A good working relationship of the Twelve Steps and Twelve Traditions of the Narcotics Anonymous Fellowship. 
4. An understanding of our service structure and how it relates to the office. 
5. An understanding of the responsibilities of the office. 
6. At least six (6) months experience in Area Public Relations subcommittee work. 
 
 
 
9.4.8 Phone line Coordinator Duties 
 
1. Maintain and update Phone Line Volunteer list. 
2. Make a report to the PR subcommittee regarding cost, concerns, and operations. 
3. Attend PR subcommittee meetings. 
4. Maintain and update meeting list for use by the answering service. 
5. Submit copies of Area functions to the answering service for them to keep on hand for phone calls. 
 
 
 
9.4.9 Meetings 
 
A. This subcommittee will meet regularly at a designated time and place in accordance with Area Guidelines. 
B. This will be well publicized throughout the Area; all NA members are encouraged to attend. 
 
9.4.10 Voting Procedures 
 
	A. 	Voting Members 
1. You must attend two (2) PR subcommittee meetings.  You may vote at the second (2nd) one. 
2. Chairperson will vote only to break a tie. 
3. All other PR subcommittee officers may vote. 
 
	B. 	Motions 
1.   Motions may be made and seconded by voting members. 
 
9.4.11 Removal of Trusted Servants 
 
A. Voluntary Resignation 
B. Missing more than three (3) consecutive meetings without reasonable cause. 
C. Relapse. 
D. Motion to remove carried by two-thirds (2/3) majority vote, closed ballot. 
 
 
 
9.4.12 Elections and Officers 
 
A. Area PR Vice-Chairperson will succeed the Chairperson after his/her year (1) of service is completed.  If there is no Vice Chairperson to succeed, the Chairperson is nominated and elected at the LCANA Area Service committee meeting by a simple majority of GSR’s. 
 
1. PR subcommittee can present a nomination to Area, (and is encouraged to). 
2. Nominee must be present at the Area Service Committee meeting. 
 
 
 
 
 
 
 
 
 
 
B. Vice Chairperson is nominated and elected at the LCANA Area Service meeting by a simple majority of GSR’s. 
 
1. PR subcommittee can present a nomination to Area, (and is encouraged to) 
2. Nominee must be present at the Area Service Committee meeting. 
 
 
 
 
C. Secretary is nominated and elected at the PR subcommittee meeting by a simple majority vote of the Area PR subcommittee-voting members. 
D. Phone line Coordinator is nominated and elected at the PR subcommittee meeting by a simple majority vote of the Area PR subcommittee-voting members. 
 
9.4.13 Nomination Procedures 
 
A. The Chairperson is to read the Qualifications and Duties for the Office prior to nomination. 
B. The Chairperson is to entertain a motion from the floor to open nominations. 
C. The Chairperson is to ask for volunteers. 
D. The nominees will state their qualifications and answer any questions from the floor. 
E. The Chairperson will entertain a motion to close the floor for nominations. 
 
9.4.14 Discussion Limits 
 
A. Anyone attending an Area PR subcommittee meeting or workshop has a voice on the floor. 
B. Participation on motion: 
 
1. Main Motion: Two Pros and Two Cons will be allowed. 
2. Amendments: Two Pros and Two cons will be allowed. 
 
C. In order to have the floor, the Chairperson must recognize you by a raised hand. 
	Section 10.0  	PHONELINE COORDINATOR 
 
 
	10.1 	Volunteers must have one-year continuous clean time.  (12-04) 
10.2      Phone line volunteers must attend a phone line workshop or contact a PR subcommittee member (specifically the chairperson, phone line coordinator, or secretary) for individual training in order to have their names placed on the phone line volunteer list (1/05) 
	10.3 	New NA meetings are placed on the Phone line list.  (05-05-91) 
10.4 	All LCANA flyers are given to the Answering Service to better serve our Area.  (0523-91) 
	10.5 	The names on the Phone Line Volunteer list are updated every year.  (04-12-01) 
10.6 	Subcommittee must give ASC a copy of its report at each Area Service meeting.  (0602-91) 
	10.7 	Addicts on Phone line list have one (1) year continuous clean time.  (04-12-01) 
10.8 Phone line names and phone numbers list will be kept in the possession of the Phone Line Coordinator.  (04-12-01) 
 
	Section 11.0  	 	PHONELINE GUIDELINES 	(04/01) 
                              What Type of Phone line do we use in our Area? 
We currently have a Help line in use in our Area.  This means that the caller will reach an employee of an answering service who can give meeting information, take a message, or put the caller through to a recovering addict.  Most of the Phone lines that NA Areas now use are Help lines. 
This system currently best suits our needs, because we do not have the facilities to set up a 24- hour hotline, or the volunteers to staff a phone with 24-hour coverage. 
PROS: 
1. There is someone answering calls 24-hours a day. 
2. Although the initial contact is with the answering service, the call can be put through to a recovering addict immediately. 
3. Obtaining a Phone line under the name NA ensures that the same phone number can be retained if you must change answering services. 
 
 
 
CONS: 
	1. 	Initial contact is not with an NA member. 
 
Costs: 
	1. 	The cost for the Phone line is billed directly to LCANA. 
 
	11.2 	How Does it Work? 
 
When someone calls Narcotics Anonymous, the call will reach an employee of the answering service.  That person will attempt to give out meeting information or social events only.  If the callers request anything else, the answering service employee will attempt to put the caller through to an addict on the volunteer list.  If no one can be reached, then they should send a message and try to deliver it to someone on the list of volunteers.  Calls by professionals are directed to the Phone Line Coordinator. 
 
	11.3 	What is the Primary Purpose of the Phone line? 
 
1. Give meeting times and locations with brief directions and descriptions as to the type of meeting. 
2. To enable a suffering addict to have a one-on-one conversation with a recovering addict via the telephone. 
3. To make referrals without endorsement. 
 
	11.4 	PHONELINE VOLUNTEERS 
 
A Phone line volunteer is an NA member who has calls referred to them by an answering service.  The first NA member the caller will contact is usually a Phone line volunteer.  The response and attitude of a volunteer can have a lasting impression on the caller.  This is a service position of great responsibility. 
 
Phone line volunteers may receive calls from NA members, potential newcomers, family and friends of addicts, and other people interested in NA; such as professionals, students, and members of the media. 
 
Experience has shown that the most successful Phone line volunteers possess certain assets necessary for the performance of their responsibilities.  These qualifications include: 
 
A. A minimum of one (1) year clean time. 
B. Knowledge of the Twelve Steps and Twelve Traditions of NA. 
C. The willingness to serve. 
D. The willingness to give of personal time. 
 
 
 
 
 
 
	11.5	HOW TO ANSWER CALLS 
 
Upon receiving a call, the first thing to be determined is whether or not the caller is an addict seeking help.  At this point, the flow chart may be helpful in guiding the volunteer through the call. 
 
Calls from potential newcomers are, of course, the most important calls received by an NA volunteer.  The volunteer will give a brief introduction of the NA program and explain what the caller can expect at a meeting.  Sometimes the potential newcomer may need a ride to the meeting. 
 
Twelfth Step Calls- If a potential newcomer needs to meet with someone in person, it is suggested that the Phone line volunteer bring a current meeting list, an NA pamphlet, and another person.  It is strongly suggested that a volunteer always take someone with them to meet a newcomer.  NEVER GO ALONE ON A 12-STEP CALL! 
 
Whenever transporting someone, make sure that they are not holding anything.  The 
NA Program has one (1) “must” that applies to everyone:  No drugs or paraphernalia in our possession.  This is for the protection of the Fellowship and its’ groups. 
 
 
	11.6 	REMEMBER 12-STEP WORK IS TO GET THE ADDICT TO A MEETING! 
 
DO’S: 
1. Answer the phone, “Narcotics Anonymous, this is (your first name), and I am an addict. 
2. If returning a call, be certain that the person requesting help is on the line before identifying yourself as an addict or mentioning Narcotics Anonymous. 
3. Make appropriate referrals when necessary. 
4. Contact the Phone Line Coordinator if any problems arise. 
5. Remember men relate to men and women relate with women. 
 
DON’TS: 
1. Don’t try to persuade the caller to stop using if the caller doesn’t want to. 
2. Don’t spend too much time with people who are not addicts. 
3. Don’t try to handle calls that you are not qualified to handle. 
4. Don’t give out other people’s names and/or phone numbers without permission. 
 
 
 
 
 
 
 
 
 
	11.7	SPECIAL CALLS: 
 
Calls from Non-NA members, such as students, professionals, or community members are usually requests for general information about NA.  Get the name and address to mail them an information packet.  Non-addicts who are interested also can be referred to open meetings. 
 
Calls from persons requesting speakers, interviews, etc., are given a brief description of NA.  The volunteer also explains that these types of requests need to be handled by a member involved with Public Relations.  The volunteer takes the name and phone number of the caller and passes it along to the appropriate PR contact. 
 
CRISIS CALLS:   
 
Calls that, in the volunteer’s opinion, are beyond the boundaries of Narcotics 
Anonymous should be quickly and politely diverted to the appropriate services 
available.  REMEMBER, WE CAN ONLY SHARE EXPERIENCE, STRENGTH 
AND HOPE, we are not professionals and cannot give professional advice. 
 
Before providing any other referral number, always explain that Narcotics Anonymous does not endorse or recommend any other organizations or institutions and in no way is Narcotics Anonymous affiliated with any Emergency Services, Agencies, or Programs.  We simply provide alternative phone numbers for those callers who need services other than NA. 
	11.8	Appendix I 
Suggested List of Emergency Numbers 
 
 
1. Drug Crisis Hotline 	 	299-8023 	Lancaster County D&A 	 	 
	396-0650 	White Deer Run of Lanc. (DETOX) 
	291-7606 	Hospital 	 	 	 	 
	291-8063 	Mental Health Unit 	 	 	 
 
2. Suicide Prevention 	 	394-2631 	Crisis Intervention 	 	 	 
 
3. Poison Center  	 	299-4546 	St. Joseph Hospital Poison Control 	 
	295-8233 	General Hospital Emergency  	 
	 	 	 	 	800-521-6110  PA Central Poison Center 	 	 
 
4. Mental Health Emergencies 394-2631 	Crisis Intervention 	 	 	 
 
5. Sexual Assault Prevention 	 
	Counseling 	 	 	392-7273 	 	 	 	 	 	 
 
6. Abused Men & Women 
	 	Services 	 	 	299-1249 	 	 	 	 	 	 
 
7. Child Line (abuse) 	 	800-932-0313  	 	 	 	 	 
 
8. National Runaway Switchboard 
	 	Crisis Intervention for Teens 
	 	And Parents 	 	 	800-621-4000  	 	 	 	 	 
 
9. County/Statewide  
	 	Emergency 	 	 	911 	 	 	 	 	 	 	 
 
10. Family Oriented  
	 	Recovery Program 	 	738-3074_Nar-Anon  	 	 	 	 
Akron Zion Lutheran Church 
435 Main Street, Akron 
Mondays 7:30pm and Tuesdays 7:45pm (627-1271) 
 
	393-7767 Al-Anon 	 	 	 	 	 
 
 
Remember to State: That NA has no opinion on these agencies and are   	 	 	not affiliated with any of them. 
	 	 	 	They just may be able to help where we cannot. 
 
 
 
 
	11.9	How to Handle Special Calls 
 
Handling Crisis Calls 
 
The NA Phone line is strictly for dispensing information about the NA fellowship, meetings, and recovery.  The volunteer must always remember that he is only a recovering addict sharing his experience, strength, and hope.  Neither the volunteer nor the answering service operator is a professional crisis counselor, doctor, or psychologist, etc., nor neither has the right to give professional advice.  Calls that, in the volunteer’s opinion, are beyond the boundaries of Narcotics Anonymous should be quickly and politely diverted to the appropriate services available.  Before providing any other referral number, always explain that Narcotics Anonymous does not endorse or recommend any other organizations or institutions and in no way is NA affiliated with any emergency services, agencies, or programs.  We simply provide alternative phone numbers for those callers who need service other than NA. 
 
When the volunteer has established that a caller is too sick to make a meeting, the volunteer can refer the caller to a general emergency telephone number (such as 911) which is set up for all emergency crisis calls.  If this is not possible, other emergency telephone numbers may be used without implying endorsement or recommendation of any specific facility by name.  Counties or towns usually list these numbers. 
 
Detox and Rehabs 
 
Callers requesting information about detoxification and/or rehabilitation should be told that the volunteer is not a professional, and not qualified to make specific referrals.  The Phone line committee should find out if their town or county has a drug counseling center or similar agency, which provide detox or rehab placement.  Include their emergency phone number in the Phone line guidelines. 
 
Calls from Friends and Family Members 
 
Although NA Phone lines are operated for the purpose of allowing addicts the opportunity to discuss their desire to stop using, often calls are received from family members and friends of addicts.  When a family member or friend calls NA, the volunteer must always inquire, “Does the addict want help?”  If the answer is no, it is sad but true fact that there is nothing that NA can do for such an addict.  The addict must ask for help.  This must be explained to the family or friend and they should be advised to make the NA Phone line number available to the addict.  The friend or family member should be treated with kindness and the utmost patience.  They may be referred to a family oriented recovery program.  Always explain that Narcotics Anonymous does not endorse or recommend any organization or institution, and in no way is NA affiliated with any emergency service, agencies, or programs. 
 
 
 
 
 
 
 
Section 12.0                               Insurance Guidelines 
 
Lancaster County Area of Narcotics Anonymous (LCANA), its subcommittees, events, and all groups are covered with liability insurance through the Mid-Atlantic Regional Service Committee of Narcotics Anonymous (MARSCNA) insurance policy if they are properly registered and accounted for. 
 
To be eligible to participate in the regional liability insurance: 
  
1. Your home group must be registered with Narcotics Anonymous World Services (NAWS). Registration can be performed online or a current registration form may be obtained through our area’s insurance liaison. 
 
2. You must register your home group for insurance with MARSCNA using a  Group Insurance Registration Form. A current Group Insurance Registration Form may be obtained through our area’s insurance liaison. 
 
3. An LCANA event that will have 500 or more attendees MUST file a Special Events Questionnaire/Registration Form with our regional insurance liaison. It is recommended that any LCANA event of ANY size be registered by filling out the same Special Events Questionnaire/Registration Form. The event must be registered with the insurance company at least two weeks before the event. Contact the insurance liaison for more details. A current Special Events Questionnaire/Registration Form may be obtained through our area’s insurance liaison. 
 
4. Each group has an opportunity to fulfill the seventh tradition to be fully self                                                      supporting, by making a donation for insurance. Our area’s Insurance Liaison                       will be able to provide the amount that is suggested by our region, based on                      actual insurance costs. Write your check or money order to “MARSCNA”                       and note your group’s name with “insurance” in the memo line. Give your                      check or money order to our area’s Insurance Liaison to be submitted to our                      region. 
 
To request Proof of Insurance for your group’s meeting place, ask for a current Proof of Insurance Request Form from our area’s Insurance Liaison. A two-week notice is required if a meeting facility or event venue requires an additional insured certificate. 
 
To File a Claim or obtain additional information, please contact the LCANA Insurance Liaison and/or our Regional Insurance Liaison for further instruction. 
 
Return all completed forms or requests to the area Insurance Liaison who will submit them to our region’s Insurance Liaison or instruct you with your next step. 
 
Please refer to the NAWS Service Bulletin #33 USA Liability Insurance Bulletin, December 2006 for some background information on the Liability Insurance process that our region has used as a guide to obtain our insurance. 
 
http://web.na.org/admin/include/spaw2/uploads/pdf/bulletins/Bulletin%2033 
Section 13.0                          Archive Committee Guidelines 
 
 
13.1 Committee Purpose  
 
The purpose of the committee is to collect, categorize, and maintain in good condition those documents, materials and other sundry items mandated by its consideration, to be relevant to the direction and history of the Lancaster County Area of N.A. (formally known as the South Central Pennsylvania Area of N.A.), in specific, and NA in general. 
 
 
	 	Committee General Policy 
 
The Committee will in conducting itself follow Robert’s Rules of Order, the Twelve Steps, Traditions, Concepts, and any relevant policy within the LCANA Policy Handbook as amended.  
 
The Committee will to the best of its ability follow the standards and practices (hereafter known as S&P) archivists worldwide deem to be of current value.  The Committee is to annually, at each New Year, review the S&P it currently employs and incorporate any newer S&P into the committees functionally.  
 
The Archive Committee Guidelines may be amended by motion made and passed by the Area Service Committee with one exception, the removal of personal accountability.  
 
The committee Chairperson may call for special meetings of the committee with proper notice to all committee members.  (By all current forms of communication) 
 
The Area Service Committee and or the Archive Committee may remove a committee member for reasons found to be egregious enough to warrant removal.  
 
The Lancaster County Area Service Committee elects the Chairperson and Vice-Chairperson.  All other Archive Committee positions are to be elected from within the Archive Committee members.  
 
 
13.2     CHAIRPERSON 
 
13.2.1 The Chairperson (hereafter known as the Chair) is required to have a minimum of four (4) years continuous abstinence from all drugs and due to the inherent value of the materials in their charge, they must be of bondable character. 
 
The Chair is required to attend all Area Service Committee meetings.  If unforeseen events temporally prevent the Chair from fulfilling the obligation, they may delegate the duty to a subordinate.  This is not a license to be abused; the main thing is, the Chair must, in good faith, fulfill the duties of the office.  
 
The Chair may succeed himself in office.  (That is to say, the Chair may be re-elected to serve more than one term of office consecutively.) 
 
The Chair is personally accountable and responsible for all items deemed to be of value and is to be held financially liable (by LCANA ASC or any other entity) for loss due to theft for personal gain by anyone.  Notwithstanding acts of God.  (i.e., but not limited to, fire, flood, etc.). 
 
The Chair is allowed to send his proxy vote to the Area Service Committee meeting through the Vice-chair of the Archive Committee. 
 
  
	13.3 	VICE-CHAIRPERSON 
 
13.3.1 The Vice-Chairperson (Hereafter known as the Vice-Chair) is required to have a minimum of three (3) years continuous abstinence from all drugs and due to the inherent value of the materials in their charge, they must be of bondable character.   
The Vice-Chair may succeed the Chair in office in the event of the office being vacant for any reason. 
The Vice-Chair is required to attend all Area Service Committee meetings.  If unforeseen events temporally prevent the Vice-Chair from fulfilling this obligation, they must inform the Archive Committee Chair beforehand.  This is not a license to be abused; the main thing is, the Vice-Chair must, in good faith, fulfill the duties of the office. 
 
The Vice-Chair is personally accountable and responsible for all items deemed to be of value and is to be held financially liable (by LCANA ASC or any other entity) for loss due to theft for personal gain by anyone.  Notwithstanding acts of God.  (i.e., but not limited to, fire, flood, etc.).  
 
The Vice-Chair is allowed to send his proxy vote to the Area Service Committee meeting through the Chair of the Archive Committee. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Section 14.0                  LETTER OF INTENT 
 
 
 
 
 
 
Dear Trusted Servant, 
 
We are writing you concerning your lack of participation in your Area Service Committee commitment(s), and we would like to know if you are still willing to serve. While we are concerned about each member, we must consider our commitment to our primary purpose. Please advise us of your intentions. If we do not hear from you by the next Area Service Meeting, or if you have not arranged for a qualified substitute to attend with a valid explanation for your absence, your lack of response will be regarded as resignation from your commitment(s). We hope we will be hearing from you soon and that you can continue to serve. (11/12) 
 
 
 
 
 
                                                                Yours in service,                                                                         LCANA    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Section 15.0                  ACCIDENTAL INSURANCE GUIDELINES (2/13) 
         
        15.1        The Area’s accidental insurance policy is treated as a fixed bill. 
 
     15.2         The Unity Sub-Committee will pay the cost. 
 
     15.3          The Area Chair and Vice Chair will serve as the insurance liaison between the Area                           and the Insurance Company.   
                  
     15.4          Copies of the contact information for the insurance company and its agent are                           available for each homegroup.       
                       
     15.5          Each homegroup should be autonomous in its handling of claims and/or each                              individual involved in a claim may handle it directly with the insurance company,                         (not through Area.) 
 
     15.6          The individual filing the claim will be responsible for the $100.00 deductible.   






SECTION 16.0                                                                                      WEBSITE  (11/23)
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