Area Service Positions
A. Chairperson: The chairperson arranges an agenda for and presides over the monthly Area Service Committee (ASC) business meetings. The Chairperson must be capable of conducting a business meeting with a firm yet understanding hand. If in the event of vacancy, the Chair will fill BOD, RCM, and Treasurer and may assist Vice Chair in the fulfillment of other vacancies. (3 years clean)

B. Vice Chairperson: The Vice Chairperson shall perform the duties of the Chairperson in the Chairperson’s absence.  It will also be the responsibility of the Vice Chairperson to fulfill the requirements of vacant trusted servant position(s) except Treasurer, RCM, and BOD. This position provides the position holder with the opportunity to learn the duties of the Chairperson position and gain experience in the event they choose to seek the Chairperson position in the future.  (2 years clean).

C. Treasurer: Experience in business, accounting, bookkeeping, is helpful.  It’s recommended that the area elect people to this position who are financially secure, are good at managing their personal finances, who inspires the trust of the committee, and who have substantial clean time.  It is important that they read and abide by the Financial Administration Procedure. (3 years clean).

D. Vice Treasurer: The Vice Treasurer performs the cuties of the Treasurer in the Treasurer’s absence and assists the Treasurer as necessary. Experience in business, accounting, bookkeeping, is helpful.  It’s recommended that the area elects people to this position who are financially secure, are good at managing their personal finances, who inspires the trust of the committee, and who have substantial clean time.  It is important that they read and abide by the Financial Administration Procedure. This position provides the position holder with the opportunity to learn the duties of the Treasurer and gain experience in the event they choose to seek the Treasurer position in the future. (2 years clean).

E. Secretary: The Secretary keeps accurate minutes of each monthly ASC business meeting, types and distributes copies of the minutes to each Group Service Representative (GSR) no later than one week following each ASC meeting.  The Secretary should also regularly update a log of area policy actions. The Secretary should periodically distribute an updated log of policy actions to all area committee members. (1 year clean).

F. Vice Secretary: The Vice Secretary performs the duties of the Secretary in the Secretary’s absence and assists the Secretary as necessary. This position provides the position holder with the opportunity to learn the duties of the Secretary and gain experience in the event they choose to seek the Secretary position in the future. (6 months clean). 

G. Literature Chairperson: The Literature Chair is responsible for conducting literature sales at the monthly ASC meeting in a timely and courteous manner and keeping an accurate record of the monthly sales. They submit an accurate literature sales and expense report at the end of the monthly ASC meeting. They are responsible for keeping an accurate account of literature inventory and maintaining the proper levels of inventory. They are responsible for replenishing the literature inventory by purchasing literature the weekend of the ASC meeting at the Tri-State Regional Service Office. (2 years clean).

H. Vice Literature Chairperson: The Vice Literature Chair performs the duties of the Literature Chair in the Literature Chair’s absence and assists the Literature Chair as necessary. This position provides the position holder with the opportunity to learn the duties of the Literature Chair and gain experience in the event they choose to seek the Literature Chair position in the future. (1 year clean).

Area Service Subcommittees and Chairperson Positions 
A. Policy & Administration (P&A)

a. Purpose: The purpose of this subcommittee is to ensure that the service body operates consistently, efficiently, and in accordance with the Twelve Traditions, Twelve Concepts of Service, and established guidelines. It acts as a guardian of the structure, providing, interpreting, and updating policies to support the primary purpose of carrying the message to the addict who still suffers. 

b. P&A Chairperson: The P&A Chairperson chairs the regularly scheduled monthly subcommittee meetings occurring prior to the ASC meeting and provides a monthly subcommittee report at the regularly scheduled ASC meeting. The P&A Chair attends and observes all regular ASC meetings to advise and to present relevant information to the ASC when necessary, in order to guide the process of the committee in accordance with area policy. The P&A Chair reviews proposed policy and policy changes for adherence with the 12 Traditions of Narcotics Anonymous. The P&A Chair also composes and presents to the ASC, in approval form, all policy under review for the future vote of the GSRs pending the review of their individual groups. (2 years clean).

B. Hospitals & Institutions (H&I) 

a. Purpose: The Hospitals and Institutions Subcommittee (H&I) is comprised of members of Narcotics Anonymous who are committed to ensuring 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 to that end. This concept should always be our primary concern. This will ensure that when an addict who is housed in any facility, hospital, or institution reaches out for recovery, Narcotics Anonymous will be there in the form of H&I.

b. H&I Chairperson: The H&I Chairperson chairs the regularly scheduled monthly subcommittee meetings occurring prior to the ASC meeting and provides a monthly subcommittee report at the regularly scheduled ASC meeting. The H&I Chair is responsible for ensuring that good relations are maintained between the subcommittee and the facilities that it serves. The H&I Chair monitors all H&I commitments and makes best efforts to fill open commitments. The H&I Chair is responsible to ensure that all panel leaders and panel members comply with all applicable facility and NA/H&I guidelines. The H&I Chair also keeps an accurate inventory account of the literature in each facility, and replenishes the literature inventory as necessary. (2 years clean).

C. Activities 

a. Purpose: The purpose of this subcommittee is to plan various events for the benefit of the Beaver Valley Area Membership and the NA Fellowship at large. These events, activities, and fundraisers will promote a greater sense of community for the local NA fellowship and help unify the local membership participants.

b. Activities Chairperson: The Activities Chairperson chairs the regularly scheduled monthly subcommittee meetings occurring prior to the ASC meeting and provides a monthly subcommittee report at the regularly scheduled ASC meeting. The Activities Chair plans, organizes, executes activities and fundraisers that promote unity in the Beaver Valley Area. This includes creating budgets, requesting funds, and accurately managing area funds. The Activities Chair is responsible for planning, organizing, and executing the annual anniversary picnic in July. (2 years clean).

D. Public Relations (PR)

a. Purpose: The purpose of this subcommittee is to offer accurate information to the public regarding the NA message of recovery from addiction. To that end, PR presents information about what NA is and when and where to find NA meetings. This includes updating meeting lists and maintaining the area website.

b. PR Chairperson: The PR Chairperson chairs the regularly scheduled monthly subcommittee meetings occurring prior to the ASC meeting and provides a monthly subcommittee report at the regularly scheduled ASC meeting. The PR Chair is responsible for ensuring that the PR Subcommittee conducts itself in a manner that will uphold the integrity of NA in all dealings with the general public. The PR Chair ensures that area meeting lists are updated, printed, and distributed as needed. The PR Chair manages projects such as creating and distributing Help Line posters and conducting Help Line Workshops. (2 years clean). 

c. Web Servant: The Web Servant must have the knowledge, skills, and resources necessary to effectively access, maintain, and modify the Beaver Valley Area NA web page as necessary. They are responsible for updating the Area Info on the website at least once monthly upon receipt of the minutes from the most recent ASC meeting. They are also responsible for maintaining passwords for account and administration purposes and verifying that the web page is fully functioning on a regular basis. (1 year clean).

Area Service Positions – Regional
AREA BOARD OF DIRECTORS REPRESENTATIVE (BOD): The BOD Representative is required to attend all Tri-State Regional Service Office Incorporated Board of Directors meetings and must be free of felony theft convictions for at least five (5) years. They must have the willingness and ability to devote the necessary time to the job, including financial resources. Previous service experience at group, area, or world level, or organizational experience outside the NA fellowship is helpful. (3 years clean).

REGIONAL COMMITTEE MEMBER (RCM): The RCM is to the ASC what the GSR is to the group. The RCM must attend all Tri State Regional Service meetings. The RCM reports back to the ASC and provides a copy of the Regional Service Meeting Report to each GSR. They should also have the financial resources to attend these meetings. It is the RCM’s responsibility to attend the Mid-Atlantic Regional Learning Conference of Narcotics Anonymous (MARLCNA) during a Conference Agenda Report (CAR) year. (3 years clean).

ALTERNATE REGIONAL COMMITTEE MEMBER A (RCM A): The RCM A performs the duties of the RCM in the RCM’s absence and assists the RCM as necessary. Alternates must attend at least three (3) Regional Service Committee meetings within their first year of service. This position provides the position holder with the opportunity to learn the duties of the RCM and gain experience in the event they choose to seek the RCM position in the future. (2 years clean).

ALTERNATE REGIONAL COMMITTEE MEMBER B (RCM B): The RCM B performs the duties of the RCM A in the RCM A’s absence and assists the RCM as necessary. Alternates must attend at least three (3) Regional Service Committee meetings within their first year of service. This position provides the position holder with the opportunity to learn the duties of the RCM and RCM A and gain experience in the event they choose to seek the RCM or RCM A position in the future. (1 year clean).
