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Central Indiana Area Service Committee of 
Narcotics Anonymous (CIASCNA) 

 

Policy Manual – Version 13.1 
 

“Everything that occurs in the course of N.A. service must be motivated by the desire to more successfully carry the message of 

recovery to the addict who 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.” (Basic Text, p. xvi) 

 

 

 

 

 

 

 

 

Changes to the Policy Manual, Version 13.1 
Version 13.0 of the CIANA policy manual is a major revision from version 12. Changes from 12 to 13 included a complete change to 

the formatting of the document from a Tables based model to straight Word.   Corrections were made to grammar and spelling to 

create a much cleaner document. Although it looks much different the only policy changes made were those that passed at area. 

Version 13.1 includes updates from 2021-2022.  
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Introduction 
● 13.1 Edition Current 2022 

● 13.0 Edition Current 2020 

● 12.0 Edition December 2018 

● 11.1 Edition September 2017 

● 11th Edition November 2012 

● 10th Edition January 2008 

● 9th Edition July 2006 

● 8th Edition January 2005 

● 7th Edition May 2002 

● 6th Edition September 1995 

● 5th Edition August 1992 

● 4th Edition July 1990 

● 3rd Edition February 1989 

● 2nd Edition August 1987 

● 1st Edition February 1986 

Intent and Purpose of this Manual 
The guidelines presented in the “Guide to Local Services” have been adapted for the CIASCNA Area’s needs and situations. For the 

sake of simplicity, we have focused on Group and Area Services. 

Brief Area History 
On October 6th, 1981, our ASC conducted its first meeting in a small stockroom at an eastside church. Officers were elected, and the 

priorities of Meeting Directories and securing a post office box were discussed. Another primary concern was to stockpile literature 

for the three meetings at that time. After the second meeting on October 20th, 1981, the ASC meetings became monthly and were 

held in members’ homes for the first several months until a non-residential meeting place could be secured. Since its beginning, the 

Area has gone through growing pains, as well as spiritual growth and a significantly increased number of meetings. In October of 

1982, the Area hosted its first function and shortly thereafter, the high hope of an Area Helpline became a reality. With continued 

unity as an Area, together we can help other hopes become realities. 
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The Twelve Traditions of NA1 

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. 
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 non-professional, but our service centers may employ special workers. 
9. NA, as such, ought never be organized, but we may create service boards or committees directly responsible to those they 

serve. 
10. NA 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. 

Twelve Concepts of NA Service2 
1. To fulfill our fellowship’s primary purpose, the NA groups have joined 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 your 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 of 

government. 

  

 
1 Twelve Traditions reprinted for adaptation by permission of AA World Services, Inc. 
2 Copyright © 1989, 1990, 1991 by Narcotics Anonymous World Services, Inc.  All rights reserved. The Twelve Concepts for NA 
Service were modeled on AA’s Twelve Concepts for World Service, Published by Alcoholics Anonymous World Services, Inc. and have 
evolved specific to the needs of Narcotics Anonymous. 
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Group Service 

Introduction 
This chapter regarding Group Service is adapted from the “Guide to Local Services”. Narcotics Anonymous groups are self-governing 

(the Twelve Traditions use the word autonomous). The group may conduct its own affairs in whatever way seems fit to its members, 

provided the group’s actions do not adversely affect other groups or the entire NA Fellowship. So, what we offer here is not a “rule 

book” but the shared experience of how many of our groups have met with success in conducting meetings and tending to business. 

Newer members may find this chapter helps them understand who does what to keep the group going and how to help. For more 

experienced members it may lend some perspective to their group involvement. But no matter how much information we pack into 

this chapter, you are still going to find that the best source of guidance for your group is in your group itself. There are many ways of 

doing things in Narcotics Anonymous. And just as all of us have our own individual personalities, so will your group develop its own 

identity, its own way of doing things, and its own special knack or carrying the NA message. That is the way it should be. In NA we 

encourage unity, not uniformity. 

When two or more addicts come together to help each other stay clean, they may form a Narcotics Anonymous group. Here are six 

points based on our traditions, which describe an NA group. 

1. All members of a group are drug addicts, and all drug addicts are eligible for membership. 

2. As a group, they are self-supporting. 

3. As a group, their single goal is to help drug addicts recover through application of the Twelve Steps of N.A. 

4. As a group, they have no affiliation outside Narcotics Anonymous. 

5. As a group, they express no opinion on outside issues. 

6. As a group, their public relations policy is based on attraction rather than promotion. 

 

● CIASCNA recognizes Virtual Meetings and Groups as legitimate and welcome their inclusion and participation in the existing  

GSR model of service. 

Group Services Representative (GSR) 
Each group elects one Group Service Representative; even those groups hosting more than one recovery meeting elect just one GSR. 

These GSRs form the foundation of our service structure. GSRs provide constant, active influence over the discussions being carried 

on within the service structure. They do this by participating in Area Service Committee (ASC) meetings, attending forums and 

assemblies at both the area and regional levels, and sometimes joining in the work of an ASC subcommittee. If we are vigilant in 

choosing stable, qualified leaders at this level of service, the remainder of the structure will almost certainly be sound. From this 

strong foundation, a service structure can be built that will nourish, inform, and support the groups in the same way that the groups 

nourish and support the structure. 

Group service representatives bear great responsibility. While GSRs are elected by and accountable to the group, they are not mere 

group messengers. They are selected by their groups to serve as active members of the Area Service Committee. As such, they are 

responsible to act in the best interests of NA, not solely as advocates of their own groups’ priorities. 

As participants in the area committee, GSRs need to be as well informed as they can be concerning the affairs of the committee. 

They study the reports of the committee’s officers and subcommittee chairpersons. They read the various handbooks published by 

the World Service Office on each area of service. After carefully considering their own conscience and what they know about how 

their group members feel, they take active, critical parts in the discussions, which form the group conscience of the entire 

committee. 

Group service representatives link their groups with the rest of the NA service structure, particularly through the information 

conveyed in their reports to and from the area committee. At group business meetings, the GSR report provides a summary of area 

committee activities, often sparking discussions among group members that provide the GSR with a feel for how the area can better 

serve the group’s needs. In group recovery meetings, GSRs make available fliers announcing area and regional activities. 

If a group is having problems, its GSR can share those problems with the committee in his or her reports. And if the group hasn’t 

found solutions to those problems, the area chairperson will open a slot on the committee’s “sharing session” agenda so that the 
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GSR can gather the experience others have had in similar situations. If any helpful solutions arise from the sharing session, the GSR 

can report those back to the group. 

GSR Orientation Information 
The GSR position is one of the most important service positions in NA. As the group’s GSR, you have been entrusted with the 

responsibility of carrying your group’s conscience to the Area Service Committee (ASC) meeting. Furthermore, by electing you as 

GSR, your group has shown it respects you enough to believe you will act in the best interest of NA as a whole always remembering 

to further the primary purpose of Narcotics 

Anonymous - to carry the message of recovery to the addict who stills suffers. 

Your group not only relies on you to carry its conscience and to act in a way that is beneficial to NA but it needs you to keep it 

informed of matters decided at the Area, Regional, and World service committee meetings as well as subcommittee meetings. It will 

be your responsibility to announce the matters at your group’s scheduled meetings. Your group may also want to know about NA 

sponsored functions such as dances, conventions, or special meetings that have been planned and you should report to your group 

on these functions. 

Obviously, as a GSR, your responsibilities go both ways – to carry information regarding your group (i.e. your group’s conscience, 

matters affecting your group, etc.) to the ASC and to carry information regarding the area (or region or world) back to your group. 

Hopefully, before attending your first ASC meeting you will have carefully read this packet and you will have talked to your sponsor 

about serving as a GSR. 

Your group should have also given you a copy of the World Service Office’s Guide to Local Services (GTLS). Your group should have a 

copy of the GTLS available to you (and all members) but if that copy has been lost, your group can purchase a copy from the Area 

Literature Subcommittee or download a free copy from the Narcotics Anonymous World Service website at www.NA.org. Once you 

get a copy of the GTLS, please study the 12 Concepts of NA Service (you may find it helpful to review these with your sponsor). It is 

not important to read the entire GTLS at first – you will probably only want to read the sections on the group and the area at first. 

But as you become more involved in NA service, you will most likely need to read sections of the GTLS appropriate to your concerns. 

If you previously served your group as a GSR-Alternate (GSR-A), you are probably familiar with many of the duties of the GSR and 

you have the benefit of your preceding GSRs experience to help you. However, if you were voted into this position without any Area 

service experience, you will probably want to talk to the previous GSR (or, if your group has not been represented for a while, 

another member of NA who serves or has served as a GSR) about your duties and responsibilities. 

GSR Duties and Responsibilities 
Obviously, your group has placed its trust in you to represent it at the ASC meeting because it respects your participation at the 

group level, the consistency of your attendance at group meetings, and your commitment to a program of recovery. How well you 

will honor that trust reflects your commitment and it is important for you to attend group meetings on a regular basis, the monthly 

ASC meeting and monthly Subcommittee meetings. 

Needless to say, your group probably decided you would make a good GSR because you have shown a certain level of commitment 

to the group by regularly attending and participating at group meetings. It is imperative to continue this commitment. After all, how 

can you know what your group conscience is if you are not attending on a regular basis? More importantly, since your group has 

entrusted you with keeping it informed, you need to attend as often as you can so you can carry news back to your group. 

Some groups require that their GSR is a “home group” member to ensure that their representative is committed to regularly 

attending group meetings. This is a matter for each group to decide; nevertheless, your group has a right to expect that you continue 

to attend its meetings on a regular basis and in accepting your group’s service commitment as GSR; it is your responsibility to honor 

that commitment. 

As the GSR, your group also expects that you attend the monthly ASC meeting. Indeed, attending the ASC meeting is the “bread-and-

butter” of your responsibilities so that you can carry your group’s conscience to the area. If, for some reason you cannot attend the 

ASC meeting, you need to contact a member of your group to let the group know and see if the group can send a member in your 

place to give a report, purchase needed literature, make a donation, etc. 



 

9 | Page 
 

Finally, you need to keep yourself and your group informed by regularly attending subcommittee meetings. The various functions of 

the area subcommittees are important to the primary purpose of NA and to maintaining unity. In all of these matters, your group 

deserves a voice and as the GSR, it is your responsibility to bring the group conscience of your meeting to the attention of the 

different subcommittees. 

If you are unable to attend every subcommittee meeting, you might want to ask your group for help, so that another member can 

attend in your place. If your group has elected a GSR-A, that member would be the perfect cohort to share the burden of 

representation with you. However, it is ultimately YOUR responsibility to ensure that your group is represented at all subcommittee 

meetings. 

Just as “just showing up” for meetings does not keep us clean, merely attending meetings is not the extent of your responsibilities – 

work needs to be done. As your group’s representative, you may be asked to present motions to the ASC, disperse the group’s funds 

(7th Tradition) appropriately, and apply your group’s participation in various subcommittee’s functions. A general idea of your 

responsibilities will be spelled out in the next section. 

● The NA logo must be included on all fliers. The use of the CIANA, CIASCNA and CIACNA names to be approved 

during P&A. 

The ASC & Subcommittee Meetings 

GSR Introduction 
You were elected GSR to represent your group at the ASC and your attendance at the ASC, as well as, your behavior directly reflects 

on your group and its wisdom in selecting its “Trusted Servants.” Do not let this intimidate you – ASC members, as NA members, are 

extremely tolerant of newcomers and are all too eager to help. If it is your first committee meeting, it is probably in your best 

interest to show up early and seek out other early arrivals so they can answer any questions you might have. Those members can 

show you how to fill out the various forms required for business at the ASC meeting. 

There are a few things you should bring to committee meetings: a pen or pencil, a note pad, your copy of the area’s policies and 

your copy of the Guide to Local Services (GTLS). You will need to take notes for your group so you can report to them with a fairly 

accurate record of the meeting. Your policy and service guides will help you navigate through the proceedings of the meeting but 

will also serve to ensure that your rights as a member are protected. Few, if any, of the ASC members are parliamentarians and your 

awareness of the rules of order and policy is vital to guaranteeing that your rights as an ASC member will be respected. 

If your group is sponsoring an activity and desires participation of the entire area for this function, you may want to specify in your 

report that the ASC Secretary needs to include the date and time of this function in the announcements. More importantly, if your 

group is having problems (i.e. needs more attendance, has issues with members), you may ask the ASC Chair to open a short 

discussion (a “Sharing Session”) so that you can get feedback from other ASC members on how their groups have dealt with your 

group’s problems. 

Sometimes, the ASC meeting is the only time your group has to get its literature (i.e. Information Pamphlets, Basic Texts, etc.) and 

your group may have directed you to spend a part (or all) of its funds to purchase needed literature. Therefore, you will probably 

need to fill out a Literature Order Form and turn it in, along with the necessary money, to the Literature Chair. Another form that 

you may be required to fill out is a Motion Form. This form is necessary if your group has charged you to bring an issue before the 

ASC for a vote. If you are bringing an issue up for vote, the motion will need to be “seconded” by another voting member (GSR or 

GSR-A) of the ASC. You may want to ask an experienced ASC member to help you word the motion in such a way to make sure it is 

clear in intent and has language that will help get the motion passed. Furthermore, since your group has entrusted you and your 

judgment, you might feel there is something the area needs to address and it could be incumbent on you to write your own motion, 

without the benefit of your group’s conscience. Rule of thumb here should be that the motion is considered in the best interest of 

NA as a whole is not a reflection of a personal agenda and is something you believe your group would support. Always seek the 

counsel of an experienced NA member before you embark on something so ambitious. As the meeting proceeds, you will probably 

observe that everything is not nearly as smooth or as business-like as you had expected. Do not let conflicts and arguments 

discourage you from practicing tolerance, patience and understanding. As you become more experienced in area service you will see 

members who passionately disagree with each other share hugs and laughter a few minutes later. Many of us are passionate about 

our recovery and sometimes these passions run over into displays of anger. 
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When the motions are called to vote, you will be fulfilling the most awesome responsibility of your service commitment. You are 

being asked to consider advocating for your group, to vote as you believe they would vote, but also to vote your own conscience in 

what you believe is best for NA as a whole. If you are not entirely sure what to do, if you are not certain how you should vote, you 

can abstain from voting (neither approving nor disapproving of the motion). Abstentions do not count as a no or yes vote. Another 

option is that you can ask for the ASC to “table” the motion, if you believe the motion deserves further consideration (please consult 

your policy and service guides for further information on that procedure). 

GSR Alternative 
Groups also elect a second representative called an alternate GSR. Alternate GSRs attend all the Area Service Committee meetings 

(as nonvoting participants) with their GSRs so that they can see for themselves how the committee works. If a GSR cannot attend an 

area committee meeting, that group’s alternate GSR participates in the GSRs place. Alternate GSRs, along with other members may 

also serve on area subcommittees. Subcommittee experience gives alternate GSRs added perspective on how area services are 

delivered. That perspective helps make them more effective area committee participants if their groups later elect them to serve as 

GSRs. 

GSRs Responsibilities at Area 
Each GSR is responsible for signing in with the Outreach Chairperson upon arrival at the area meeting. This is important because it 

establishes the number of voting members present. This is also the GSR’s opportunity to let the service body know if they would like 

a sharing session. 

There are several forms available from the Area Secretary referenced in this document. The GSR Reminder Sheet, New Group Form 

and Group Update Form are various forms used by the GSRs. 

If a group or its representative has a problem which they feel needs to be brought to the attention of the ASC, they shall do so as 

part of the “sharing session”. If there is a new group or a group that has an update (for example meeting location change, meeting 

time change), this information shall be noted on the group update form and announced during the “sharing session”. 

The Area Service Meeting 
• Area Service Committee (ASC) meetings will be held the first Sunday of each month unless this day is unavailable due to 

facility restrictions. 

• ASC meetings will be at locations, dates, and times selected by the ASC and announced as far in advance as possible. 

• In the event of emergency weather or if for any reason, the Area Service meeting should need to be cancelled moved 

or otherwise changed, the procedure below should be followed: 

1. Chairperson is to notify the Secretary and call Channel 13 News to announce the cancellation. 

2. The Helpline Chair is to notify the helpline committee to announce the cancellation. 

3. Secretary is to email all GSRs, Area Officers and Subcommittee Chairpersons on record to announce the 

cancellation. 

• GSRs shall be seated in full view of the Chair to expedite the business of the committee. 

• The agenda for ASC meetings shall be prepared by the Chair, assisted by the Secretary. ASC minutes and agenda are to 

be mailed out ten (10) days before the next ASC. 

• Chairperson is to complete a roll call of all Subcommittee Chairpersons and Area Officers. 

• GSRs sign in upon arrival with the Outreach Chairperson. This attendance record is used to establish quorum. 

• A quorum of one-fourth (1/4) of the voting members present during roll call of ASC must be present to conduct Area 

business. 

• Voting members of the ASC shall be GSRs, or alternates acting in their stead. No member or group shall have more than 

one vote. 

• Only area officers, subcommittee chairpersons, and voting members can make motions. Only voting members may 

second motions. Anyone present may request the floor, address the committee, or participate in discussions. 

• The Chair shall have exclusive right to grant or deny such request for the floor or to close debate or discussion. 

• Any and all decisions by the Area Chair are subject to appeal, and may be overturned by a two-thirds (2/3) majority of 

the voting members present. 

• Discussion/Debate is limited to three (3) pros and three (3) cons per topic. 
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• A simple majority of voting members present will be required for adoption of parliamentary motions and the election 

of officers. Adoption of a motion to change policy requires a 2/3 majority. 

• The ASC meeting shall be conducted according to the rules of parliamentary procedure. The rules contained in the 

current edition of “Roberts’ Rules of Order” newly revised shall be utilized to expedite the business of the committee in 

cases there applicable, and in which they are not inconsistent with the principles of NA, the Twelve Steps, Twelve 

Traditions, Twelve Concepts, these guidelines, and any special rules this committee may adopt. (An introduction to and 

some sample rules of order are included in the section “Rules of Order”). 

ASC Order of Business and Agenda 
1. Open with a moment of silence followed by the “We” version of the Serenity prayer. 

2. Read the Twelve Traditions & Twelve Concepts. 

3. Opening Statement: “The ASC will be conducted according to the rules of the order found in the current policy manual. 

By following the rules of order, we strive to be sure we are making decisions based on principle rather that personality. 

Once the meeting is under way, only one matter will be before the committee at any one time. Please respect the 

Chairperson’s right to be in control of the process of this meeting, so that we can have maximum benefit of its 

content.” 

4. Voting members of the ASC will be GSRs or alternates acting in their stead only. Only GSRs, Area Officers and 

Subcommittee Chairpersons may make motions. Only GSRs may second motions. Debate is limited to three (3) pros 

and three (3) cons. 

5. Read excerpt (from the 1983 5th edition of the Basic Text). “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 who still suffers… we must 

always remember that as individual members, groups, and service committees, we are not and should never be in 

competition with one another. 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.” 

6. If a group has a problem, concern, or issue, they can request a sharing session, while checking in upon arrival. 

Reports 
1. Chairperson 

2. Vice-Chairperson 

3. Secretary 

4. Treasurer 

5. RCM / RCMA 

6. CSR 

Subcommittee Reports / Ad-Hoc Subcommittee Reports / Special Business Reports 
Policy & Administration; Hospitals & Institutions; Activities; Marathon Meeting; Literature; Helpline; Public Relations; Meeting 

Directory; Outreach; Newsletter; Information Technology; CIACNA Convention. 

Sharing Session 

Old Business New Business 

Special Business/Elections – Area nominations open in October – Regional nominations open in February 

Next Month’s Agenda/Announcements  

Close with the Twelfth Tradition 

Administrative Officers & Their Responsibilities 
Our Area Service Committee has six administrative officers: a chairperson, a vice chairperson, a treasurer, a secretary, and two 

regional committee members (RCMs). These individuals are responsible for administering the general affairs of the entire Area 

Committee. Because of that, it is important that great care be taken in their selection. A substantial amount of clean time and 

personal maturity should be the first consideration, along with experience in the steps, traditions, and concepts of service. Our 

Trusted Servants should demonstrate the stability and personal sense of direction that serve as an example to others. They should 
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be capable of serving without attempting to govern. The specific amount of clean time required for each office will vary from Area to 

Area according to how long the local NA community has been in existence. 

Significant Area Service background often makes more effective administrative officers. Experience both as a group service 

representative and an Area Subcommittee member is helpful. Recent leadership experience as a subcommittee chairperson will 

prove invaluable. 

General Policy (Applies to Multiple Subcommittees) 
• Area records, including minutes, contracts, insurance policies, document templates, archives or any other documents 

needed for effective and responsible record keeping should be kept in secure cloud storage, managed by the Secretary 

and the IT Subcommittee. 

• All fliers are to be approved by Chairperson prior to distribution. 

• All fliers are to have the NA logo. The use of the CIANA, CIASCNA and CIACNA names to be approved during P&A. 

• A copy of the CIANA GSR sign in sheet is to be kept in the secure online storage. 

• All mileage reimbursements are to be paid in accordance with current IRS Charitable mileage reimbursement rate. 

Chairperson 
The Area Committee Chairperson is responsible for conducting committee meetings, preparing the agenda, and various 

administrative duties. The Chair’s primary tools are the short-form rules of order, which appear at the end of this manual, a firm 

hand, a calm spirit, and a clear mind. The Chairperson can find additional help in books about business meetings, decision-making 

processes and volunteer organizations that are often readily available at local bookstores and libraries. 

• A suggested minimum of two (2) years clean with previous Area Service experience and working knowledge of the 

Twelve Steps and the Twelve Traditions of NA. 

• Presides over the monthly ASC meeting in a firm, yet understanding manner and maintains an orderly flow of the 

business-at-hand 

• Calls for a moment of silence to think about our Primary Purpose before a GSR vote. 

• Avoids personal input in order to remain objective, as it will be necessary to vote in case of a tie. 

• Prepares an agenda for ASC for distribution to GSRs in the ASC minutes if possible. 

• The ASC Chairperson is responsible for picking up the Area’s mail, reporting any pertinent correspondence received in 

the mail and working closely with the ASC Secretary in answering or sending any necessary correspondence. The 

Chairperson also turns over flyers of upcoming events received in the mail to the RCM prior to ASC for copying and 

distribution to GSRs at ASC. 

• Verifies ASC minutes for accuracy before distribution. 

• The Chairperson holds a copy of the key to the Area storage unit. 

• Maintains the “Area archives” which should include any items having historical value to the Area as a whole, or other 

reference materials that may be needed. If Chairperson is unable to maintain the archives, a responsible, willing 

member can be appointed as an Area Historian. Archives are kept in the ASC’s secure online storage. 

• The Area Chair maintains an inventory of tangible property (not perishable or consumable goods) purchased or 

acquired by officers or chairpersons of committees and subcommittees. The inventory contains the purchase or 

acquisition date, a full description of the item (serial numbers where possible), purchase price or estimated value, 

office or committee or subcommittee responsible for the property and dates last verified. 

• ASC Chairperson is responsible for “briefing” the Vice-Chairperson on the upcoming ASC agenda, along with other 

materials necessary in the event the Vice-Chairperson is called on to conduct the ASC meeting in the Chairperson’s 

absence. 

• Chairperson is responsible for approving all fliers prior to distribution. The use of the CIANA, CIASCNA and CIACNA 

names to be approved during P&A. 

Vice-Chairperson 
The primary responsibility of the Area Committee Vice Chairperson is the coordination of the area subcommittees. The Area Vice 

Chair keeps in regular touch with the chairpersons of each subcommittee to stay informed of their projects and problems, attending 

subcommittee meetings whenever possible. If disputes arise within a subcommittee or between subcommittees, the ASC Vice-Chair 
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helps find solutions to them. The Vice Chairperson works closely with subcommittee Chairs when they prepare their annual reports 

and budget proposals. The Vice Chairperson is also responsible to assist the chairperson in conducting Area committee meetings. 

• Suggested minimum of one (1) year clean with previous service involvement and a working knowledge of the Twelve 

Steps and Twelve Traditions of NA. 

• Serve as ASC Chairperson in regular ASC Chairpersons absence and is responsible to return materials furnished, back to 

the Chairperson prior to the next ASC meeting. 

• Although Vice-Chairperson is not expected to attend all subcommittee meetings, keeping in close contact regularly 

with subcommittee chairperson is suggested. 

• The Vice-Chairperson serves as coordinator of newly formed subcommittee (or ad-hoc committees) and serves as 

temporary Chairperson until a Chairperson is elected. 

• Fills in for trusted servant vacancies in the Area until they can be filled. 

• Moves up to the Chairperson position after a vote of confidence when former Chairperson’s period of service ends. 

Secretary 
Area Secretaries handle all their committees’ paperwork, a formidable job. Their first responsibility is to take clear, accurate minutes 

of Area Service Committee Meetings and type, copy and distribute minutes to all voting members within 14 days following regular 

meeting. 

Because most secretaries mail or email minutes to Area committee members, they need to keep an updated list of participants’ 

addresses and or email addresses. With their committees’ permission, they should mail copies of these lists once or twice a year to 

the World Service Office (WSO). These lists will make it possible for the WSO to provide groups, subcommittees, and administrative 

officers with current information pertinent to their Areas of Service. 

• Suggested minimum of one (1) year clean with recommended previous Area service experience. 

• Secretary may record (audio) the meeting to prepare thorough and accurate meeting minutes. 

• Minutes should include regional and subcommittee reports, all motions, points of discussion, etc. Minutes should be 

typed and verified by the ASC Chairperson for accuracy. 

• Previous meeting minutes are not read at ASC. 

• Secretary is responsible for maintaining motion summaries and a complete running set of minutes needed for 

reference. 

• The Secretary records voting outcomes in the minutes except for outcomes on nominations and elections 

• Regional report, and Subcommittee reports are to be turned in to the secretary in writing for inclusion in the minutes. 

ASC minutes should include a Financial Report submitted by the treasurer. 

• The Secretary is to send by email or US Mail a full set of minutes to current GSRs, Subcommittee Chairpersons and 

Administrative Officers to be distributed at least ten (14) days following the regular ASC Meeting. 

• Distribute updates to the motion summary on quarterly basis. 

• Maintains up-to-date mailing lists and telephone lists of GSRs, officers, and Subcommittee chairpersons of the Area for 

service use 

• Works closely with ASC Chairperson in preparing an agenda for ASC to be included in the minutes. 

• The ASC chair, area officers and their alternates receive a full set of minutes. The P&A chair retains a running set of 

minutes and a copy is also kept in the area archives. Minutes are not mailed to other Areas or Region. 

• The secretary gives all new GSRs a “Welcome Letter”. 

• The prudent reserve for the area secretary is $80 per month 

• Works closely with and trains the Assistant Secretary expected to become the Area’s new Secretary at the end of that 

term. 

• Area records, including minutes, contracts, insurance policies, document templates, archives or any other documents 

needed for effective and responsible record keeping should be kept in secure cloud storage, managed by the Secretary 

and the IT Subcommittee. 

• Secretary is responsible for uploading the ASC Minutes each month to the secure cloud storage (Google Drive) for 

consistent record keeping. 
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Assistant Secretary 
• Suggested minimum of one (1) year clean time. 

• Works closely with and is trained by the Secretary to become the Area’s new Secretary at the end of that term. 

Assistant Secretary does not move up automatically, but is approved by GSRs 

• Serves as secretary at ASC meeting in Secretary’s absence. 

• Moves up to the Secretary position after a vote of confidence when former Secretary’s period of service ends. 

Treasurer 
The Area Treasurer’s job is critical to the committee’s work. Because of the added responsibility of handling money associated with 

service as treasurer, it is especially important that Area Committees select their treasurers with care. If the committee selects 

someone who is not capable of handling the job, then the committee is at least partly responsible if money is stolen, Area expenses 

are not paid, or funds are not properly accounted for. It is recommended that areas elect people to this position who are financially 

secure, good at managing their personal finances, inspire the trust of the committee, and have substantial clean time. Experience in 

business, accounting, bookkeeping, or as a successful group treasurer is also very helpful. 

The treasurer receives contributions from the groups, administers the Area’s checking account, pays the rent for the committee’s 

meeting hall, reimburses officers and subcommittee chairs for their budgeted expenses, keeps careful records of all transactions, 

and reports on the financial condition of the Area committee at each of its meetings. 

• Suggested minimum of two (2) years clean and previous involvement in Area service or as a Group Secretary/Treasurer. 

• Maintains the Area’s checking account. Four ASC officers are authorized to sign checks (Treasurer, Assistant Treasurer, 

Chairperson and Secretary). One of the signatures on the two- signature checks must be the Treasurer’s and the other may 

be the Chairperson’s or the Secretary’s. 

• All funds go through ASC’s general treasury and then the group conscience process decides how funds are disbursed. 

• The ASC Treasurer submits the most current full status of the Area’s treasury on a separate ASC financial report form to the 

ASC Secretary for inclusion in the minutes of each ASC meeting. 

• Follows “Financial Policies & Procedures” in this manual. 

• Works with P&A to distribute excess funds over the prudent reserve 50/50 to Indiana Region and NAWS. 

• ASC does not accept personal checks. 

• Maintains receipts and writes receipts for all transactions for the Area’s treasury. Is responsible to account for all funds and 

materials entrusted to the position. 

• The ASC Treasury will be audited by the P&A Subcommittee on a regular quarterly basis or at its discretion or on request of 

any group in the Area. 

• Works closely with and trains the Assistant Treasurer to become the Area’s new Treasurer at the end of that term. Assistant 

Treasurer does not move up automatically but is approved by GSRs. 

• Works closely with all other Trusted Servants of the Area in serving financial needs. 

• Treasurer issues a check for literature at Area for the total amount of receipts minus 0-15%. 

• Treasurer holds a $50.00 petty cash fund. 

• Treasurer makes deposit in area’s bank account immediately following each ASC, accompanied by the Assistant Treasurer 

or another ASC Officer (if Assistant Treasurer is absent). 

• Treasurer is removed from the bank account within ten days after leaving office. 

• Treasurer must keep all financial records in the software provided on the Area computer. 

  

Assistant Treasurer 
• Suggested minimum of one (1) year clean with previous involvement in area service or as a group secretary. 
• Serves one year as assistant treasurer and then moves to the position of ASC treasurer with approval of GSRs serving a one-

year term. 
• Is responsible to accompany ASC treasurer to the area’s night deposit box in making the deposit following each ASC. 
• The assistant treasurer takes the treasurer’s place if unable to attend, makes deposit following ASC accompanied by 

another ASC officer, and returns all materials to the ASC Treasurer within 5 working days following ASC. 
• Attends all ASC meetings working closely with treasurer and assists with responsibilities to learn the position. 
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• Asst. Treasurer moves up into the Treasurer’s position with a vote of confidence when the former Treasurer’s period of 
service ends. 

 

Financial Policies & Procedures 
Prudent Reserves: ASC operates under a prudent reserve system. Each Subcommittee has a prudent reserve established by the ASC. 
Any expenditure over and above that prudent reserve must be approved by the GSRs. Any expenditure within the prudent reserve 
shall be discussed and approved by the P&A Subcommittee and reported to the ASC by the P&A Chair. 

Funding Requests:  
Requests made for special projects or circumstances which need funding from the Area. 

A full run-down of costs needs to be presented to the Area for special projects (such as for the PR Subcommittee) before a motion is 

made to clear funds to cover such expenditures. 

For checks issued to trusted servants prior to expenses being incurred, receipts must be accounted for at the following ASC meeting. 

Any unaccounted funds will be returned to CIASCNA. If not returned, this information will be reported to the GSRs and no further 

checks will be issued to that trusted servant until receipts are received. 

 

Miscellaneous Financial Policies 
At any given time, as deemed necessary, ASC Treasurer is authorized to release funds to cover unforeseen or emergency expenses 

that arise between ASC meetings. A “telephone conscience” is coordinated by the P&A Chairperson (at least 4 ASC Trusted Servants) 

to determine the validity of the expense before funds are released. Expense is then reported at ASC by the Treasurer and backed-up 

or verified by the P&A Chairperson. 

ASC Treasurer has “Vote of Confidence” from the Area in releasing funds to cover regular expenses such as Literature orders for the 

ASC stockpile, Area Service Office Rent, etc. Special situations or circumstances will be brought before ASC whenever possible. 

Fellowship Development Fund 
The fellowship development fund is $ 1000 dollars per calendar year, running from January till December. It was created 

with the intent of furthering the development of our fellowship by offering assistance for, but not limited to, travel and 

funding for service workshops or conferences. 

When traveling to an out of area event it is suggested that anyone with less than 6 months clean time travel with a 

member who is more experienced. This is intended to enhance the learning and fellowship experience as it can provide 

the newer member with insight and information concerning service that the more experienced member can provide. 

The use of funds will be approved by the P&A subcommittee and completing the travel or local event form is required. 

This form can be obtained from the Area Secretary. 

          Travel: Submitted to P&A at least 6 weeks prior to any travel related events. 

           Local: Submitted to P&A to be approved with ample time for a flier to be distributed 90 days prior to the event. 

This is for local learning/fellowship development events. If funds are dispensed prior to an event any excess funds must 

be returned with receipts or members may be reimbursed after providing receipts upon return. 

Reimbursement Costs 

            Travel reimbursement will not exceed $125 per person per event 

             Hotel reimbursement will not exceed $150 per person per event 

             Event registration reimbursement will not exceed $30 per person per event. 
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(Members are encouraged to ride together and share hotel accommodations as appropriate for cost purposes in 

accordance with or 11th Concept. “NA funds are to be used to further our primary purpose, and must be managed 

responsibly.”) 

 

Regional Committee Member (RCM) 
Regional Committee Members are just that: They serve as the core of the Regional Service Committee, a body which coordinates 

service forums throughout the region, is responsible for the regional convention, and conducts the regional assembly. The regional 

committee also serves year-round as a contact point between NA world and Local Services. The term of office for the RCM is 

synchronized with regional elections. 

RCMs keep their Areas in touch with the larger world of NA by providing information on activities in neighboring Areas, functions 

being sponsored by the Regional Committee, reports relevant to subcommittee affairs, and important issues being discussed at 

various levels of service. 

Both the region and its Areas depend on RCMs to be well-versed in NA service practices and principles. RCMs should be closely 

acquainted with the Twelve Traditions and Twelve Concepts, the fundamentals of service in our fellowship. Familiarity with all 

published service manuals and bulletins puts the resources of the whole fellowship at the RCMs fingertips. 

RCMs should carefully study the reports from their own Areas’ groups, officers, and subcommittee chairs so that they can pass their 

Areas’ experience on to others at the regional meeting. RCMs will be more effective contacts between their Areas and the regional 

committee if they take time to talk personally with other participants in their Area Committees. That way, they can get a better idea 

of what needs and concerns the Regional Committee should address. 

• Suggested minimum of two (2) years clean and previous Area Service involvement or experience as a GSR. 
• Attends all area and regional meetings, stays current with all local area activities, meetings, subcommittee projects, 

functions and expresses the area’s conscience in all matters when representing the area at regional meetings. 
• Stays in contact with other areas in our region to keep our area informed of upcoming events, activities, as well as 

other pertinent information from our area and other Regions. 
• The RCM/RCMA will make available to the GSRs all information pertinent to upcoming functions, both regional and out 

of state. 
• The Activities Subcommittee is responsible for distributing an adequate supply of flyers for functions in our area to 

each group and sends at least 2 flyers to other areas. The RCM may be called on to assist Activities with distribution by 
hand-carrying flyers to the regional meeting. 

• Suggested minimum of one (1) year clean with previous involvement in area service or as a group secretary. 
• Serves one year as assistant treasurer and then moves to the position of ASC treasurer with approval of GSRs serving a 

one-year term. 
• Is responsible to accompany ASC treasurer to the area’s night deposit box in making the deposit following each ASC. 
• The assistant treasurer takes the treasurer’s place if unable to attend, makes deposit following ASC accompanied by 

another ASC officer, and returns all materials to the ASC Treasurer within 5 working days following ASC. 
• Attends all ASC meetings working closely with treasurer and assists with responsibilities to learn the position. 
• Asst. Treasurer moves up into the Treasurer’s position with a vote of confidence when the former Treasurer’s period of 

service ends. 
• Has a budget of $150 for attending Regional Committee Meetings, this is to be issued every other month. Alternating 

with the RCMA. 

Regional Committee Member Alternate 
• Suggested clean time for RCMA is one year. 

• Serves a one-year term as alternate and then becomes new RCM at the finish of the term or upon resignation of the 

RCM and in both cases upon approval of GSRs. 

• The term of office for the RCM and RCMA is synchronized with Region elections. 

• Attends all ASC meetings and attends regional meetings with RCM to become familiar with the RSC. 

• Assists RCM in distributing flyers of upcoming events. 



 

17 | Page 
 

• Substitutes for RCM at regional meetings if RCM is unable to attend. RCM is responsible for “briefing" the RCMA and 

supplying any material or written information. 

• RCMA moves up into the RCM position with a vote of confidence when the former RCM’s period of service ends. 

• Has a budget of $150 for attending Regional Committee Meetings, this is to be issued every other month. Alternating 

with the RCM. 

Convention Service Representative (CSR) 
The Convention Service Representative (CSR) was created as a representative of the Central Indiana Area Regional Board of Directors 

of the Indiana State Regional Narcotics Anonymous Convention (ISNAC). 

Carry the conscience of the Central Indiana Area Service Committee to the Board of Directors and report on all dealings with the 

ISNAC. 

• CSR has clean time requirement of one (1) year. 

• CSR term is for (2) years. 

• CSR is not a voting member of Central Indiana P&A subcommittee. 

• CSR elected December takes office one week following ISNAC 

• Mileage reimbursements to be made in accordance with current IRS charitable mileage rate. 

Ad hoc Committees 
Sometimes an Area committee comes up with questions or special projects that do not fit into any existing subcommittee’s job 

description. Perhaps a new piece of NA literature is being developed by world services, for instance, and the Area has been asked to 

gather input on the piece from NA members. Perhaps local members have come up with an idea for a new piece of NA literature 

that they want to develop a bit before they turn it over to world services. Maybe Area groups have begun having difficulty finding 

new places in which to hold recovery meetings and want the ASC to give extended attention to the matter. Or perhaps the 

committee feels it is time to develop guidelines for itself. In such cases, the ASC may wish to create an ad hoc committee to address 

the issue. 

Ad hoc committees agenda are set up for specific purposes and have limited lives. When they have finished their jobs, they are 

disbanded. In creating an ad hoc committee, the ASC should clearly specify what the committee’s purpose will be, what authority 

and resources it will be given, and how long it should take to complete the job. Then the Area Chair may appoint either the entire ad 

hoc committee or just a Chairperson who will put the ad hoc committee together later. Once the ad hoc committee’s work is 

completed, the committee is dissolved. Ad hoc committee members may simultaneously serve as GSRs. 

The Subcommittee System 
The subcommittee system exists to deal with business that cannot reasonably be covered during a regular monthly ASC meeting. It 

helps alleviate lengthy discussion and allows a more concentrated effort in a specific area of business. The Subcommittees are part 

of and are directly responsible to the Area. Proposals are formulated, footwork is done, and coordination handled that is required 

for the respective purposes of the subcommittees. Subcommittee Chairpersons, who are nominated and elected through the ASC, 

then report for the Subcommittee meeting at the ASC meetings, making the proposals, recommendations, and describing points of 

discussion that took place during the Subcommittee meeting. It is suggested that Subcommittee Chairpersons and assistant 

subcommittee chairpersons have at least one (1) year clean and previous involvement in the Subcommittee they wish to serve. 

Subcommittees usually meet monthly; these meetings dates are announced prior to their occurrence at the regular monthly ASC 

meeting. Subcommittees set their own general policies, procedures, and guidelines (which do not conflict with overall area policy) to 

assure ongoing consistency for the Subcommittee. 

Following are brief summaries of each of the subcommittees in the Central Indiana Area. For more information on any of these 

subcommittees, please attend the monthly ASC Meeting, or contact your GSR for the Subcommittee Chairperson’s name. 
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Policy & Administration Subcommittee (P&A) 
This subcommittee is made up of area administrative officers and other subcommittee chairpersons, who are voting members of this 

subcommittee. Interested members may participate but do not vote. A Chairperson is elected by the ASC that is not an Officer or 

Chairperson of another subcommittee. 

P&A deals with all aspects of policy and procedure for the Area. It also serves the administrative needs; making sure there is a 

location for the ASC Meeting, making sure ASC Meeting dates do not conflict with holidays, etc. Aspects that concern Traditions are 

discussed in P&A before coming to the floor of the ASC. After discussion in subcommittee, new guidelines, revision of policies or 

other matters needing a Group Conscience from the Area are then proposed for approval at the ASC meeting. The P&A 

Subcommittee also acts as a “stand-by” committee if any unusual or temporary situations needing discussion arise; business that 

cannot be handled within another subcommittee may be forwarded to the P&A Agenda. 

 

The P&A Chairperson is responsible for maintaining a “Motion Summary” which consists of a list of motions that pertain specifically 

to policy and procedure of the Area. The P&A Chairperson should regularly update the motion summary. The motion summary lists 

motion the committee has passed regarding the activities of administrative officers and subcommittees. These motions should be 

listed chronologically under a heading for the officer or subcommittee they affect. The P&A Chair should have copies of the most 

recent printing of the Motion Summary available for new GSRs and should periodically distribute updated versions to all Area 

Committee participants. 

• CIASCNA establishes a reserve of 2 times the working budget established by the P&A subcommittee. This includes a 

$750 Activities subcommittee working reserve. All funds over the working reserve are split 50/50 and donated to 

Region and NAWS. 

• P&A subcommittee to be aware of upcoming expenses and hold back money over our prudent reserve when we know 

funds will be needed. #94 passed 2019. 

• P&A Chair insures area function bank deposits within 72 hours after the end of each function. 

• Any motion affecting policy, or the service manual shall first be committed to the P&A Subcommittee for study and 

possible recommendation before being brought to ASC for debate and vote. 

• P&A discusses matters regarding traditions before coming to the ASC floor. 

• The P&A chair maintains a complete history of motions from the beginning of our ASC. 

• P&A subcommittee meets one hour before each ASC meeting. 

• The P&A subcommittee submits progress reports and final ASC group conscience decisions. 

• Subcommittee expenditures within prudent reserves shall be discussed and approved by the P&A Subcommittee and 

reported to the ASC by the P&A Chair. Expenditures over and above prudent reserves must be approved by the GSRs. 

• Any contract signed for the Area shall be reviewed by two members of P&A prior to signing to be certain each contract 

meets the needs of the Area and is in accordance with the conscience of the Area. The Contract Review should be 

signed by the members reviewing the contract and contracts should be kept in CIANA’s secure online storage. 

• P&A will approve all use of the CIANA, CIASCNA and CIACNA names at mid-month P&A 

 

Newsletter Subcommittee 
The CIASCNA area newsletter is a collection of articles written by recovering addicts. Suggested clean time for the Newsletter Chair 

is 1 year. It is suggested that the Newsletter Chair have experience and access to a computer to produce the newsletter. 

Keep in mind that NA newsletters are often read as if they speak for Narcotics Anonymous as a whole, no matter how many 

disclaimers the newsletter subcommittee prints. That is why we encourage the area Committee to take special heed of the Fifth 

Concept when creating this subcommittee, ensuring the newsletter has a responsible editorial policy. A Handbook for NA 

Newsletters, available from the World Service Office, provides more information on the work of the Newsletter Subcommittee. 

• The Newsletter may be archived on our Area webpage for one (1) year then deleted when the new Newsletter 

Chairperson assumes office. 
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• The Newsletter Chair is responsible for supervising the comments posted on the newsletter site. Policy & 

Administration must approve the articles. Members who post comments must be respectful and they shall not use 

profanity. The newsletter chair has the discretion to disapprove comments. 

• While the Newsletter Subcommittee is not directly responsible for distributing fliers, it may happen from time to time. 

The NA logo is to be included on all fliers. 

Outreach Subcommittee 
The purpose of the Outreach Subcommittee is to reach out to new, struggling, or isolated meetings to lend support, experience, 

strength, and hope. Other purposes are to reach out to groups that have not been attending the Area Service Meeting for 3 

consecutive months to encourage their support and attendance, and report back, but not remove meeting from schedule. 

Outreach subcommittees serve as the outstretched hand of an established NA community to isolated groups and addicts, 

particularly in large rural areas. By phone, by mail, and by car they make sure that no group and no addict must go through it alone if 

possible. The subcommittee helps keep geographically isolated groups and addicts in touch with the mainstream of the NA 

Fellowship. 

The Outreach subcommittee is not the only subcommittee concerned with reaching out to isolated addicts. Sometimes addicts are 

isolated by factors other than geography: social, economic, and cultural factors, for instance, PR, H&I, and Helpline subcommittees 

can help an Area Committee focus additional attention on the needs of addicts in our own communities who, for one reason or 

another, have not found NA accessible. Area Service Committees and their subcommittees need to do whatever they can to ensure 

that recovery is available to any addict who seeks it, “regardless of age, race, sexual identity, creed, religion, or lack of religion.” Area 

subcommittees engaging in community outreach activities may find help by contacting the World Service Office. 

• Mileage reimbursements to be paid in accordance with current IRS charitable mileage rate. 

• Verifies new meetings, contacts groups not represented at ASC for three months and looks at other assignments that 

could be done. 

• Outreach attends each new meeting before it is added to the Area meeting directory. 

• Groups request starter kits from the Outreach subcommittee. 

• Outreach gives every new group in our area a starter kit consisting of: I group booklet, 2 of each key tag, 2 of each I.P., 

1 Fourth Step Guide and 1 White Book. 

• Outreach should keep an inventory of ten starter kits, ten literature order forms, a hundred meeting directories and 

fliers of upcoming events. 

• Outreach chair is responsible for greeting GSRs upon arrival at area meeting and coordinating sign in for each voting 

member. This attendance record is to establish the number of voting members present, which is used to establish 

quorum. In the event that Outreach Chair position is vacant or the Outreach Chairperson is not present at area, then 

the Meeting Directory Chair is responsible for this task This is also the GSR’s opportunity to let the area service body 

know if they would like a sharing session. 

• A copy of the CIANA GSR sign in sheet is to be kept in the secure online storage. 

• If Outreach confirms and reports to ASC that any meeting is no longer happening as scheduled, the Meeting Directory 
Chairperson will remove said meeting from the directory to keep the meeting directory current. 

• The Outreach subcommittee is responsible for printing and picking up meeting directories. 

Activities Subcommittee 
The Activities subcommittee provides activities that enhance unity and personal recovery in the Area. Activities are also concerned 

with fundraising needs. 

Activities has an operating fund of $750 for area activities. A reconciliation report is required for all activities. 

A tentative yearly calendar of planned activities is drawn up for proposal to the GSRs. Details and progress on activities are reported 

as function dates draw near. The Activities subcommittee is responsible for the preparation and footwork involved in putting on 

these events. 

The Activities Chairperson reports at ASC meetings, making proposals and/or requesting clearance to proceed with plans. All records 

of funds spent on items needed to put on the activities are accounted for by the Activities chair. Records are kept to prepare a full 

Financial Report for each function to be included in the ASC minutes. This is done for the sake of being responsible and accountable 
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to the Area as a whole. Dances, cookouts, campouts, special speaker meetings—these events are put on by Area Activities 

subcommittees. Activities like these can provide a greater sense of community for the local NA Fellowship and produce additional 

Area income. It should always be kept in mind, however, that these functions are designed to enhance NA’s primary purpose, not to 

replace group contributions in funding Area Services. 

• Activities is responsible for printing and distributing fliers for CIASC. The RCM is responsible for copying and distributing 

fliers from other areas and regions 

• Any excess non-perishable goods remaining after a function are to be donated anonymously to charitable 

organizations. 

• Funds for copying Activities materials come out of the Activities reserve. 

• Proceeds for Activities functions are deposited within 48 hours after the function. 

• The Activities chair counts money in the presence of the Area chair, Vice-Chair or Treasurer after each function, 

• All Activities pre-registration money must be spent for the function for which it was earmarked. 

• The Activities subcommittee is responsible for CIANA functions only, unless otherwise directed by group conscience. 

• Any activity with liability greater than the monthly activity committee operating budget must be approved on the ASC 

floor before fliers or any arrangements are made for that activity. 

• Spring Fling, Campout, New Year and Fall Event fliers are to be available 3 months before each event. 

• Activities can spend up to $50.00 the day of a function with approval of two area officers. 

• Activities subcommittee is responsible for the following events: Spring Fling (April, May, or June), Campout (August), 

Fall Event (October or November), New Year’s Eve Celebration (December), 

• ASC also elects an Assistant Activities Chair. The Assistant Chair works closely with and is trained by the Chairperson. 

The Assistant position is a two-year commitment. The Assistant becomes the Chair in the second year on approval of 

the GSRs 

• The NA logo must be included on all fliers. 

• The Activities Subcommittee is responsible for distributing an adequate supply of flyers for functions in our area to 

each group, as well as the IT Subcommittee to be placed on the Area website and sends at least 2 flyers to other areas. 

The RCM may be called on to assist Activities with distribution by hand-carrying flyers to the regional meeting. 

Assistant Activities 
• Suggested minimum of one (1) year clean with previous involvement in area service. 

• Assistant Activities Chair is a two-year commitment. The Assistant Activities Chair is to assist the Activities Chair for a 

one-year term and move into the chair position at the end of the term or upon abdication with a vote of confidence. 

• Attends all ASC meetings working closely with the activities chair and assists with responsibilities to learn the position. 

• The assistant chair presents a report at area in the chairperson’s absence. 

Marathon Meeting Subcommittee 
The purpose of the Marathon Meeting Subcommittee is to provide a safe place for addicts to go and to attend meetings on the 

following major holidays when regularly scheduled meetings may not be available: New Year’s Day, MLK Day, Memorial Day, July 

4th, Labor Day, Thanksgiving and Christmas. This subcommittee may also hold Marathon Meetings as needed or at special events. 

Marathon Meetings are designed to enhance NA’s primary purpose, not as a fundraising opportunity to replace group contributions 

in funding Area Services. The Marathon Meeting Subcommittee is responsible for organizing the venue, coordinating chairpersons, 

hours, refreshments if any and distributing fliers for each. Because of the nature of the position, the Marathon Meeting 

Subcommittee chairperson should have availability on all Major Holidays. 

• Suggested minimum of 1 year clean with previous involvement with NA service. 

• Required to attend all ASC Meetings 

• Marathon Meeting Subcommittee has a $100 working reserve 

• All proceeds from each Marathon Meeting are to be turned in to the Treasurer at the following ASC Meeting, along 

with a full financial report. 

• All fliers are to include the NA logo and to be distributed 60 days prior to the meeting. 

• Any leftover non-perishable goods are to be donated anonymously to a charitable organization. 
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Public Relations Subcommittee (PR) 
The main objective of the PR-Subcommittee is to inform the public, with hopes of reaching the addict who still suffers, of the 

existence, location, and purpose of NA. This is done through contact with media (radio, TV, newspaper & social media), public 

awareness meetings, posting bulletins, contact with professionals/agencies and distribution of literature. PR works to ensure that 

our Traditions are upheld with all public contact. Records of public contact, mailing lists, and other information are also maintained 

by PR. 

The general mission of your Area Public Relations subcommittee is to inform addicts and others in the community of the availability 

of recovery in Narcotics Anonymous. Services provided by PR subcommittees vary widely from Area to Area. The simplest kind of PR 

project is the production and distribution of fliers throughout the community announcing that NA is available and that more 

information can be had either by calling the local NA Helpline or by attending an NA meeting. As PR subcommittees become better 

developed, they often conduct public meetings for community members, distribute public service announcements to local radio and 

television stations, and respond to public media inquiries. Some PR subcommittees develop separate working groups called CPC 

panels (short for cooperation with the professional community) to focus especially on the NA community’s relations with local 

treatment professionals. A Public Relations Handbook is available from the NA World Services website which provides detailed 

information on conducting a wide range of projects designed to increase community awareness of Narcotics Anonymous. 

Many Public Relations projects serve primarily to encourage people to call the local Helpline for more information on NA. Because of 

the close link between PR and Helpline work, it will often benefit these two subcommittees to cultivate close relationships with one 

another. The PR subcommittee is responsible for mailing out literature in response to Helpline inquiries. Some Helpline and PR 

subcommittees make it a standard policy to send members to one another’s meetings to better facilitate communication between 

the two. 

Through PR, ASC participates in the following events to distribute NA literature to the community that we serve: 

• Indiana Black Expo (IBE) Summer Celebration 

• Indy Pride 
• One (1) additional event approved by the ASC 

 

Helpline Subcommittee 
The purpose of the Helpline Subcommittee is to ensure that whenever someone calls the helpline, an addict will return their call in a 

timely fashion and be able to provide the assistance requested. To fulfill this purpose the Helpline Subcommittee recruits volunteers 

from within the NA fellowship to answer calls, maintains guidelines for the volunteers to follow and trains volunteers on answering 

calls. Helpline volunteers often serve as the first point of contact between the community-at-large and the NA Fellowship. For this 

reason, it is vital that careful attention be paid to the work of this subcommittee. Volunteers commit to accept calls 24-7. A log is 

maintained on the number as well as different types of calls received, and how they were handled. Helpline maintains a unique 

phone number; however, any verified long-distance charges incurred by Helpline workers are fully reimbursed. Questions or 

problems are forwarded to the Helpline Chairperson. The Helpline Subcommittee is responsible for compiling information received 

from volunteers and keeping records of the number of calls and types received. They then report this information to the Area. For 

more details on NA Phone lines, consult Chapter 9 in the Public Relations Handbook. available from your local phone line 

subcommittee, by writing the World Service Office or at the World Services Website. 

• In the event of emergency weather or if for any reason, the Area Service meeting should need to be cancelled moved 

or otherwise changed; the Helpline Chair is to notify the helpline committee to announce the cancellation. 

Literature Subcommittee 
The purpose of the Literature Subcommittee is two-fold. The Literature Subcommittee is responsible for maintaining the Area’s 

Literature Stockpile and for the coordination of Area Literature review and/or Approval Workshops. The Literature Sub Committee 

Chair position is a two-year commitment where each year the literature Vice Chairperson automatically becomes the literature 

chairperson. Suggested clean time is one year. The literature chair keeps sole possession of the literature stockpile, keeps an 

accurate inventory of literature on hand, makes out the necessary literature orders to keep the supply replenished and fills Groups 

Literature Orders at each Monthly ASC meeting. Including shipping charges (6.5%). The Literature Subcommittee places the lit order 

up to 100% of the month’s sales following area and forwards the order total to the treasurer for the check to be sent to world after 
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review at Mid-Month P&A. This monthly order will include the amount for H&I literature that was ordered as well. The Literature 

Subcommittee sells literature to groups ONLY at the ASC Meeting. Unit prices on Literature orders are to include shipping charges 

(6.5%), when the literature committee creates a new price sheet to reflect World’s price increases, the prices will be figured as 

follows: 

-take the cost of the item and multiply it by 1.065 (6.5% markup), 

-round up to the nearest nickel for all literature under $5 and the nearest fifty cents for all literature above $5. 

Other guidelines specific to the literature subcommittee are included in Appendix II. 

As part of maintaining the stockpile, the Literature Subcommittee also keeps in stock the Area Policy Manual and starter kits. Where 

literature is ordered from is up to the literature chair, but whenever possible materials should come from WSO. The stockpile also 

includes beginner’s chips. Coordinating Area Literature Review and/or Approval Workshops includes keeping in close contact with 

the Regional Literature Chairperson to remain informed of new NA Literature up for review or approval and obtaining projects from 

the Regional Literature Committee for our Area to workshop. Area supplies an adequate quantity of review and approval literature 

(availability from WSO) for each respective Area Literature review or Approval Workshop. Outside institutions and organizations 

wishing to purchase NA literature will be furnished an order form to purchase from WSO directly. 

Literature Vice-Chair 
The clean time requirement for the Literature Vice-Chair is one year. The vice-chair assists the Literature Chair with all 

responsibilities inherent with the position and moves into the Literature Chair position with a vote of confidence by the GSRs. 

Hospitals & Institutions Subcommittee (H&I) 
Hospitals and Institutions subcommittees conduct panels that carry the NA message to addicts who often have no other way of 

hearing our message. Treatment panels are conducted for patients at addition treatment centers, mental health facilities, and 

therapeutic communities. Correctional panels are held for inmates at jails, prisons, and forensic hospitals. The Hospitals and 

Institutions Handbook, available from your local H&I subcommittee or by writing the World Service Office, explains more about how 

to conduct panels, interact with facility administrators, and organize subcommittee work. The amount of work your local H&I 

subcommittee does will depend on a variety of factors: the number of treatment and correctional facilities in the Area, the number 

of NA members in the Area who are interested in H&I service, and the amount of collective experience in H&I work in your NA 

community. The Subcommittee makes up its own H&I Meeting List which contains specific information for attendance at each H&I 

meeting. H&I meetings are not listed in the regular meeting guide. 

The committee keeps contact with members who are responsible for coordinating each individual H&I meeting. Once the initial 

contact has been made with an institution, hospital or treatment center, the Subcommittee maintains this contact and supplies the 

needed literature. The Subcommittee’s Chairperson reports progress, new developments, the need for support, etc. Institutional 

literature orders are prepared by the committee and ordered separately from our Literature Stockpile for Group Orders and has a 

budget of $450.00 monthly to purchase literature directly from Area. 

H&I subcommittee responsibilities sometimes overlap those of the local Public Relations subcommittee. For this reason, we 

encourage H&I and PR subcommittees to closely cooperate with one another. In some Areas, 

H&I and PR subcommittees regularly send one or two members to each other’s meetings to maintain communications, thereby 

minimizing the potential for conflict in these two key fields of service. Guidelines specific to the H&I subcommittee appear in 

Appendix III. 

Hospitals & Institutions Subcommittee (H&I) Vice-Chair 
The clean time requirement for the H&I Vice-Chair is one year. The vice-chair assists the H&I Chair with all responsibilities inherent 

with the position.  The H&I Vice Chair is voted in at area and moves into the H&I Chair position with a vote of confidence by the 

GSRs. 
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Definition and Purpose 
The Central Indiana Area H&I Subcommittee is a volunteer group of members of Narcotics Anonymous (N.A.), which exist for the 

purpose of carrying the N.A. message of recovery to residents in facilities who are restricted from full access to regular N.A. 

meetings. This is a subcommittee of the Central Indiana Area Service Committee (CIASC), and is directly responsible to that 

committee, and to the Fellowship of N.A. as a whole. 

Information Technology Subcommittee 
There are three purposes of the IT Subcommittee regarding its efforts on the internet. 

1. To carry the message to the addict who still suffers by providing information about NA. 

2. To provide information to members about NA, meetings, and activities. 

3. To inform professionals and interested parties outside of the fellowship about Narcotics Anonymous. 

Subcommittee Membership 
Membership of the IT Subcommittee shall consist of the IT Subcommittee Chair, IT Subcommittee Vice Chair, Public Relations Chair, 

Newsletter Chair, as well as any member of the fellowship who has the willingness to serve and wishes to fulfill our fellowship’s 

Mission and Vision Statements. 

Consensus Based Decision Making 
All active members of the IT Subcommittee are involved in consensus-based decision making. Active members of the IT 

Subcommittee shall be members of the IT Subcommittee who have attended two (2) meetings within the past year and have at least 

60 days of continuous clean time. A member may lose their active status upon consensus of the IT Subcommittee for issues related 

to unaccountability or lack of responsibility. Also any member who refuses to abide by the IT Subcommittee Guidelines or group 

conscience may, upon IT Subcommittee consideration, be relieved of any assignments previously granted. All officers are elected for 

a term of (1) one year and will be eligible for one additional term of (1) one year. Elections shall take place with other area elections. 

Qualifications and Responsibilities of Committee Members 
To serve a fellowship with varying levels of technological understanding, it is encouraged the subcommittee reflect the diversity of 
our fellowship. 

1. It is suggested that all members maintain a current copy of NAWS, Inc. Public Relations Handbook. 

2. Basic knowledge of the 12 Steps, 12 Traditions, and 12 Concepts of Service is suggested. 

3. Upon loss of clean time, any elected member is automatically relieved of his or her duties. Continued participation in the 

committee is acceptable. 

4. Knowledge of current computer, internet usage, and social media usage. 

5. Understanding of internet and social media usage as outlined by NAWS guidelines, position pagers and in alignment with 

our 12 Traditions. 

Responsibilities: 
1. To open and maintain contacts with the World Services Website Committee. 

2. To utilize the internet to open and maintain lines of communication with the fellowship. 

3. To assist the Area Service Committee by maintaining a presence on the internet. 

4. To respond to all website issues in a timely and effective manner. 

5. To be sure that all requests are appropriately handled at the correct level of service. 

6. To make all necessary changes and updates to the online meeting directory. 

 

Functions 
1. To provide information about NA meetings and activities to the public, professionals, and the fellowship via the internet. 

2. To provide up to date meeting information that helps addicts get to meetings including maps and other material deemed 

necessary by the IT Subcommittee. - Adopted March 13, 2016 Page 2 

3. To maintain an open line of communication with all members of the IT Subcommittee and conduct meetings as needed. 

4. To maintain communication with the CIASCNA as needed to fulfill our primary purpose. 

5. To provide a representative at regional website meetings when applicable. 
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6. Area records, including minutes, contracts, insurance policies, document templates, archives or any other documents 

needed for effective and responsible record keeping should be kept in secure cloud storage, managed by the Secretary and 

the IT Subcommittee. 

7. Information Technology Subcommittee and CIANA are to abide by the “Online and Social Media Protocol”, found in 

Appendix IV of this manual. 

8. In the event that any Area position should be left open, the IT Subcommittee is to ensure that emails for that position are 

automatically forwarded to both the Area Chair and Vice Chair. 

(See Appendix IV for more information regarding IT Subcommittee) 

Central Indiana Area Convention of Narcotics Anonymous (CIACNA) 
The Central Indiana Area holds an annual Area Convention named the Central Indiana Area Convention of Narcotics Anonymous 

(CIACNA). 

• First and most importantly, all activities related to an Area Convention will conform to the Narcotics Anonymous 

principles and reflect our primary purpose: carrying the message to the addict who still suffers. 

• The Convention will be held in the fall. 

• The CIACNA budget must be submitted by the convention chairperson at the February P&A meeting and area. 

• Based on convention growth the budget for future conventions will not exceed more than 3% of the previous year 

• CIACNA must work with our region and the ISNAC board to promote unity rather than separation. 

• All funds resulting from any convention are turned over by the Convention Committee to our Area Service structure, 

and our Area will know how to handle all financial responsibilities. 

• All convention bills should be paid by the convention committee by December of the current convention year.  All 

money should be forwarded to area service minus $12,000 (seed money) and all early bird registrations from current 

conventions and after all convention bills are paid in full. 

• No CIACNA subcommittee will sign any contract extending beyond 1 (one) year. 

• The NA logo must be included on all fliers. 

• CIACNA seed money is $12,000 per motion #90 passed in 2020. 

(See Appendix V for CIACNA Convention Guidelines) 

CIASCNA Nomination & Election Procedures 
• All members serving as ASC Trusted Servants are nominated at regular ASC Meetings and elected by a quorum of GSRs 

in attendance defined as 25% of the number of GSRs who signed in. 

• All nominees will submit a written NA resume. 

• Members need to be contacted and aware of their nomination prior to the ASC meeting where the nomination will be 

submitted. 

• Members can serve no more than two consecutive terms in the same position. A term is defined as any time served 

during a calendar year. 

• The need for nominations should be taken back to the groups two months prior to when officer’s term is up and then 

vote in the second month. 

• It is preferable that groups bring nominations to ASC, however, ASC officers (other than Chairperson) and 

Subcommittee Chairpersons may make, but not second nominations. 

• Nominees need to be present at time of nomination to express willingness and give previous service experience. This 

can be done in writing if unable to attend. 

• It is recommended that nominees be present at the ASC where election is to take place. 

• Nominations for new ASC Officers and Subcommittee chairpersons are opened in October and closed during the 

November ASC meeting and elections are held in December. If only one nomination is submitted for a particular 

position and accepted, election is automatic at the December ASC meeting. Newly elected Trusted Servants begin new 

terms in January. 
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• Sometimes a special election other than in December is necessary. In this case, if there is only a single nominee who is 

accepted, election is automatic at the meeting, unless a GSR makes a non- debatable motion to hold a nomination 

open until the next ASC meeting followed by a vote on the motion. 

• All ASC Trusted Servants (officers without an alternate or assistant positions and Subcommittee chairpersons) are 

elected annually and serve one a (1) year term. 

• Positions with alternates and assistants are automatically filled (Secretary, Treasurer, Regional committee Member, 

Activities Chair and Literature Chair) with a vote of confidence of the GSRs. Nominations would be opened and 

elections held for the alternate and assistant positions. 

• If only one nomination is submitted for a particular position, and is accepted, election is considered automatic, unless 

any GSR feels nominations should be left open until the next ASC. 

• In case of a tie for election of an Area Service Officer, the tying names are placed in a hat and the Area Chair draws a 

name for the position. 

• If no nomination is submitted, the nomination remains open until the position is filled. If elected at the January ASC or 

later, it is considered a partial term. 

• If, for some reason, a member finds it necessary to withdraw a previously seconded nomination, the ASC Chairperson 

should be notified prior to ASC if withdrawal cannot be made in person. 

• In the event of a resignation during the term, a replacement would be elected to serve out the remainder of the term. 

Upon resignation of the Secretary, Treasurer or RCM during the term, the alternate or assistant would move to that 

position (with clearance by vote of GSRs) with replacements elected for assistant or alternate. Eligibility to serve full 

terms would be determined according to the situation. 

• Indiana Regional Committee position nominations open in February, with votes for positions taking place in June. 

Voting Procedures 
Of various voting methods, (show of hands, written votes, and a roll call vote) the procedure adopted by ASC is only by a show of 

hands. 

Show of Hands 
This is the most used method at the Area and Regional levels. With rare exception, votes will be taken by a request from a Chair for a 

show of hands vote in favor, then all opposed, then all abstaining on each issue. The Chair should ask for all three categories every 

time, just to be thorough, even when the majority is overwhelming. 

Miscellaneous Trusted Servant Policies 
If any Officer (without an assistant position) or Subcommittee Chairperson is unable to attend ASC, it is their responsibility to find 

someone to stand- in for them. The Substitute needs to be familiar with the duties of the position. With Subcommittees, it is 

suggested that the substitute be an active participant in that Subcommittee. It is recommended that the Substitute have the clean 

time that is suggested for that position. The necessary written information and material should be supplied to the Substitute. 

ASC Trusted Servants need to be aware that the occurrence of any of the following could constitute an Automatic Resignation*: 

1. Excessive Absence defined as: 

● 3 or more meetings during the term (even with a member substituting in their place. 

● 2 meetings without a replacement or without contact with the ASC Chairperson. 

2. Continuous neglect of responsibilities of the position or disregard for Area policy and procedure. 

3. Disregard for Group/Area Conscience. 

4. Repeated Tradition Violations/Disregard for Traditions 

5. Misuse of Funds or Falsification of Financial Reports. 

6. Any Act of Theft or Violence Related to Area Service. 

7. Relapse. 

*If any member feels they should not resign or there are special circumstances surrounding the occurrence of any of these items, it 

should be brought up before the GSRs at the regular ASC meeting. 
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General Resignation/Termination Guidelines 
• Trusted Servants of ASC may resign at any time during their term. A verbal resignation during an ASC meeting or 

written letter of resignation to the ASC Chairperson is requested. 

• It is suggested that ASC Trusted Servants fulfill previous commitments before accepting a nomination for a position. 

• No member should hold more than one ASC Trusted Servant position at any given time. 

• No member should serve as a GSR and an ASC officer or Subcommittee Chairperson at the same time. 

• A GSR may serve as Chairperson of a temporary (Ad Hoc) committee at the same time. 

• All ASC Officers and Subcommittee Chairpersons should live in the Central Indiana Service Area 

• All Area Officers (without assistant positions) and Subcommittee Chairpersons are responsible for training the incoming 

Trusted Servants to their positions. 

Introduction to Area’s Rules of Order 
The ASC meetings will be conducted according to these rules of order, adapted from Roberts’ Rules of Order. This time-honored 

system for conducting business is the clearest way yet devised for getting a maximum amount of work done in a minimum of time, 

regardless of the degree of disagreement among the participants. 

These rules are meant to be used as tools to help us make orderly collective decisions in a cooperative, respectful way in the spirit of 

our Twelve concepts; please do not use them as weapons against one another. We encourage all participants to become familiar 

with these rules of order and conduct themselves accordingly. 

Once the meeting is under way, only one matter will be before the committee at any one time and no other discussion is in order. 

Please respect the Chairperson’s right to be in control of the process of this meeting so that you can have maximum benefit of its 

content. 

Motions 
There are two basic types of motions. It is important to understand the difference between them. The two kinds of motions are 

Main Motions and Parliamentary Motions. 

• Any motion affecting policy, or the service manual shall first be committed to the P&A Subcommittee for study and 

possible recommendation before being brought to ASC for debate and vote. 

• To change policy, a 2/3 majority from the voting members present is required. Abstentions do not count as “no” votes. 

In the 2/3 majority, abstentions do not count. If it does not affect policy, then a simple majority is needed. 

Main Motion 
A Motion is a statement of an idea a committee member wants the committee to put in practice. After being recognized by the 

Chairperson, the member says, “I move such-and-such be done by (this committee, one of its subcommittees, or a particular 

individual) under these terms.” The person making the motion then speaks briefly about the idea; this is called speaking to the intent 

of a Motion. Because the exact wording of all motions must be recorded in the minutes, the motion maker should submit a written 

motion. This is especially important for long or complicated Motions. 

Second to a Motion 
Every motion requires a second to the motion—the backing of another person who either wants the idea put into practice or simply 

wants to see further discussion of the idea take place. After one person makes a motion, the Chairperson will ask whether the 

motion has a second. That is, another person simply raises a hand and, when recognized by the Chair, says, “I second that.” If 

nobody seconds a motion, the Chair will say, “The Motion dies for lack of a second.” This means that the idea will not be discussed 

any further because there is not enough interest in it. The committee then moves on to other business. 

• Only voting GSRs can second motions brought to the floor. 

Motion Ruled Out of Order 
Once a motion has been made, the chairperson may rule it out of order. A Motion Ruled Out of Order could be for any one of a 

number of reasons: the motion goes against the committee’s standing policy, clearly contradicts one of the Twelve Traditions  or 
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Twelve Concepts for NA Service, or is inappropriate at the particular point in the meeting at which it is made. Robert’s rules of Order 

can be consulted for more specific examples of motions, which are out of order at any given time. 

Appeal a Ruling 
Any member of the committee who wishes to challenge a ruling made by the chairperson may appeal a ruling, as described below. If 

no appeal is made, or if the decision of the chair is upheld, the committee moves on to other business. 

Parliamentary Motions 
Parliamentary Motions can be best understood as “sub-motions” that are made during debate on a main motion that affect that 

motion in some way. There are many more of these than space and practicality permit to include here, but a few that seem to be 

the most practical are included here. 

Motion to AMEND (Simply Majority, debatable) 
Simple majority required. Is DEBATABLE. 

A Motion to Amend is perhaps the most commonly used Parliamentary Motion. During debate on a Motion, if a member feels that 

the motion would benefit from a change in its language, that member can say, “I move to Amend the Motion…” and suggest specific 

language changes in the motion. Ordinarily, an Amendment must be moved and seconded before it can be debated. When debate 

on the amendment is exhausted, the body votes on the amendment. Then debate resumes on the merits of the main motion (as 

amended if the amendment has carried). When debate is exhausted on the merits of the main motion itself, a vote is taken, and the 

body moves on to the next item of business. 

If an amendment is offered and the persons making and seconding the original motion accept it, no second is required, no debate is 

called for, and no vote need be taken on the amendment; debate proceeds as if the main motion had been formally amended. This 

is called making a friendly amendment. 

Motion to call the PREVIOUS QUESTION (Two- thirds majority, not debatable) 
For our purposes, this may be the most important parliamentary motion. Use it often. This motion is made by a member saying, “I 

call for the question.” or “I move the previous question.” It is another way of saying, “I move that debate stops right now and that 

we vote immediately.” This is one of the many motions that can be used to prevent needless, lengthy debate once an issue is clearly 

understood. This motion is in order after any speaker has finished. You need not be called on. The Chair must recognize you when 

you make this motion and a vote must be taken with no debate. If two-thirds of the body feels that no more debate is necessary, 

then it is time to vote and move on. 

One-point worth making about this motion is that you must be careful not to squelch debate before an issue has been thoroughly 

aired. Be sure to vote “no” to this motion if you are still confused about the issue, or if you are unsure of how to vote. By allowing 

debate to continue, we avoid half- baked decisions about half-understood questions. On the other hand, the liberal use of this 

motion makes it unnecessary for the Chair to be heavy- handed in stopping discussion, because he or she knows you will stop it soon 

enough. 

A motion to call the previous question requires a TWO-THIRDS Majority and is NOT DEBATABLE. 

Motion to TABLE (Simply majority, not debatable) 
One way of disposing of a motion that is not ready for a vote is to make a Motion to Table it. This is done by saying, “I move we table 

this motion until such-and-such a date/meeting.” This motion is not debatable; if it is seconded, it is voted on immediately. If it fails, 

debate continues the motion itself. If it passes, the committee moves on to its next item of business. The tabled motion will be 

included in the committee agenda on the date specified. A motion to table requires a simple majority and is not debatable. 

Motion to REMOVE FROM THE TABLE (Simply majority, not debatable) 
A motion that has been tabled can be taken up before the time originally set in Motion to Table. This is done by saying, “I move to 

Remove from the Table the Motion to such-and-such.” If this Motion passes, the Motion that had been tabled becomes the Main 

Motion, and debate on it begins again. If the Motion to remove from the table fails, the body moves on to the next item of business. 

A motion to Table requires a simple majority and is not debatable. 
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Motion to REFER (Simply majority, debatable) 
Sometimes the committee does not have enough information to make an immediate decision on a Motion. Such Motions can be 

removed from debate and sent to either a standing subcommittee, such as the P&A Sub- committee, or an Ad Hoc committee for 

further study. This can be done by a member saying, “I move to refer the Motion to the such-and-such Subcommittee.” If the 

Motion to Refer is seconded, the body may debate it before voting. If the motion to refer passes, the committee moves on to its 

next item of business. If the motion to refer does not pass, the committee either continues debating the main motion or votes on it. 

The Subcommittee to which the Motion is referred will take it up at its next meeting. The Subcommittee will report back on what it 

has come up with at the next meeting of the full committee. A motion to refer requires a simple majority and is debatable. 

Motion to Commit (Simply majority, debatable)3 
Motions may be committed to the P&A Sub-Committee to acquire their recommendation before a GSR vote. When P&A returns a 

recommendation, it would be appropriate at that time to debate the motion “three pros and cons” so GSRs could develop a personal 

conscience to cast a vote at that meeting or to provide a better understanding to facilitate discussions in their groups should the 

motion be Committed to the Groups. If committed to the groups, there would be no need for another debate at a subsequent 

meeting prior to a vote. 

Motion to RECONSIDER or RESCIND (Two-thirds majority, debatable) 
Sometimes a member feels a Motion the committee has passed will prove harmful. That member can make a Motion to Reconsider 

(reopen for debate and voting) or a Motion to Rescind (void the effect of) the original motion. 

There are a few conditions on motion to reconsider or rescind: 

• The Motion must have passed in  either  the  last  or the  current meeting. 

• The member making the Motion must have information on the issue not available in the original debate on the Motion. 

• The member must have been with the winning side in the original vote. 

These limits are placed to protect the committee from having to reconsider again and again the Motions it passes, while still 

allowing it to examine potentially harmful situations it has created inadvertently. If any of these requirements are not met, the 

Chairperson will declare the Motion out of order. 

A motion to reconsider or a motion to rescind requires a two-thirds majority and the motion is debatable. 

Request to WITHDRAW A MOTION (unanimous consent, not debatable) 
Once a Motion is made and the debate begins, the maker of the Motion may ask to Withdraw a Motion. The Chair asks if there are 

any objections. If there is even one objection, the Motion stays on the floor and debate resumes. If there are no objections, the 

Motion is withdrawn, and the body moves on. Unanimous consent is required to withdraw a motion and is not debatable. 

Offering a SUBSTITUTE MOTION (Simply majority, debatable) 
A substitute Motion is the same thing as an amendment to a Main Motion. The only difference is that it is offered to entirely replace 

the original idea, instead of merely revising a portion of it. It is handled in the same way an amendment is handled. A simple 

majority required us required for a substitute motion and it is debatable. 

Motion to ADJOURN (two-thirds majority, not debatable) 
Any voting member may make a motion to adjourn at any time. This Motion is always in order, is not debatable, and requires two-

thirds to pass. Obviously, frivolous Motions to adjourn may be ruled out of order. After all business is finished, the Chair may declare 

the meeting adjourned without a Motion. A two-thirds majority is required for a motion to adjourn and it is not debatable. 

 
3 At the June 2008 ASC meeting, a GSR raised a general question about when debate (three pros and three cons) on a motion should 
occur. 
Should it be at the ASC meeting where the motion is first brought or at a later at the meeting where the motion will be voted on by 
the GSRs? At the following ASC meeting in July of 2008, the Tuesday Night Group of NA offered some clarification about properly 
applying Rules of Order. Motions to Table or to Refer were already a part of the Policy Manual, but a Motion to Commit was not. The 
Motion to Commit was included here since it has utility in orderly business at ASC meetings. 
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Other Area Floor Procedures 
In addition to Parliamentary Motions, there are other ways in which members may alter or clarify the proceeding. Here are a few of 

the most common. 

Order of the Day 
If a committee member feels that business is going too far astray from the original agenda, he can help get things back on track. The 

member says, “I call for the Order of the Day.” This means, “I move that the Chair bring us back on track and conduct the meeting 

according to procedure, adhering to the agenda.” This does not require a second, and is not debatable, and does not even require a 

vote—the chairperson is obligated to enforce the request unless two-thirds of the body tell the chair otherwise. 

Point of Information (Second not needed) 
If a committee member needs certain information before making a decision about a motion at hand, that member can say at any 

time to the chairperson, “Point of Information.” This means, “I have a question to ask”. Not, “I have information to offer”. One does 

not need a second to raise a point of information; it is neither debatable nor to be voted upon. The person raising the point of 

information may ask the question of either the chairperson or another member of the body. 

Point of Order (Chair can overrule, which can be appealed) 
If a committee member feels that  something that is happening is  in violation of the Rules of Order, and if the Chairperson does not 

appear likely to do anything about it, the member can ask the chairperson for clarification of the rules at any time. The member may 

simply say out loud, “Point of Order.” The Chairperson then says, “What is your Point of Order?” The member then states the 

question and asks the chairperson for clarification. If the Chair agrees that the rules are not being followed, the chair says, “Your 

point is well taken” and restates the appropriate rule. If the chair does not agree, the chair says, “Overruled.” The decision, as all 

others, can be appealed. 

Point of Appeal (Two-thirds majority) 
Any time the Chair decides, that decision may be appealed. Any voting member who wishes to appeal a decision may do so by 

saying, “I appeal the decision of the Chair.” The Chair then says, “On what grounds do you appeal my decision?” The member states 

his reasons. The chairperson then speaks briefly to the intent of the ruling being appealed. The body may then debate the ruling and 

the merits of the appeal. A vote is taken, requiring a two-thirds majority to overrule the decision of the Chair. 

Parliamentary Inquiry 
If a committee member wants to do something but does not know how it fits in with the rules of order, all the member must do is 

ask. At any time, a member may simply say out loud, “Point of Parliamentary Inquiry”. The Chairperson must immediately recognize 

the member so that person may ask how to do such-and-such. The chair will answer the question, possibly by referring to a specific 

passage in this document in explanation. A point of parliamentary inquiry needs no second, is not debatable, and is not voted upon. 

Point of Personal Privilege 
If there is too much noise in the room or the air conditioner or heater is on too high, a member may ask that something be done 

about it. If the matter is urgent, you may interrupt the proceedings by saying, “Point of personal privilege;” if the matter is not 

particularly urgent, you are encouraged to wait until the person speaking has finished. Such a request generally requires no second, 

and the chairperson must recognize you immediately. State the situation and ask that it be corrected. If your request seems 

reasonable, the chair will accommodate you. 

Other Levels of Service: 

Regional Service: 
The Region is to the Area what the Area is to the Group, only on a wider geographical scale. Our region meets every two months for 

the purpose of serving the needs of its member areas and to provide an atmosphere of unity. 

NAWS (Narcotics Anonymous World Service): 
The World Service Conference meets every (2) years and is made up of Regions throughout the world. For more detailed information 

go to www.na.org or see the RCM committee chairperson. 
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Miscellaneous Administrative Policies: 

Mail/PO Box: 
The CIASCNA post office box is at the main Indianapolis USPS location at 500 South Capitol Avenue.  PO Box # is 1011.  The two keys 
to the area PO Box shall be held by the area chair and a second willing executive committee member. Responsibilities for checking 
the PO Box may be delegated to another service member as needed.   

Insurance Coverage: 
COMING SOON. 

Storage Unit: 
CIANA is to keep and maintain a storage unit for storage of property owned by the area. The monthly rent is to be included in the 

area budget and paid by the treasurer as agreed with the lessor. Keeping inventory of property owned by the area is the 

responsibility of the Area Chair. 

 

Policy Manual Closing Statement 
Every effort was made while updating this policy manual to protect and preserve all original policies except where directed by voting 

GSRs through the motion process that changes should be made. The information presented in this manual is a combination of 

several policy documents, past minutes, excerpts from the Guide to Local Services and input from many area members. If there are 

any questions, concerns or comments regarding area policy, please discuss them amongst your home group members and then 

bring the issues to the Area Service Committee Meeting where appropriate. 
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Appendix I 

Policy Motions (Sorted by Date) through March of 2006 
Nov-81 #6 The P&A subcommittee will submit progress reports and final decisions made in group conscience of 

full ASC 

Dec-81 #10 No actual suggested clean time for participation, only the sincere interest and willingness to be 
involved. (Referring to subcommittees) 

Jan-82 #13 To send minutes to everyone by mail instead of hand distribution. (Revised, #2007) 

Apr-82 #29 To distribute meeting directories free of charge as a service to our area (amended by 1-89 #570) 

Jul-82 #39 To continue furnishing meeting directories to the groups. 

Nov-82 #55 To form a funding and finance subcommittee currently. 

May-83 #84 That ASC form subcommittee consisting of ASC subcommittee chairpersons and officers for the 
purpose of maintaining unity and creating policies. 

Jun-83 #88 That all funds go through ASC’s general treasury and then the group conscience process decides how 
the funds will be dispensed. 

Aug-83 #106 That ASC chairperson be responsible for picking up mail from ASC PO Box. 

Sep-83 #108 That the suggested clean time for RCMA be one year. 

Oct-83 #110 To have regional report and subcommittee reports outlined and mailed with the ASC minutes and brief 
oral summary given at ASC (Amended by 7-93 #1024) Amended 

Nov-83 #112 That minutes and minute summaries be given out within 15 days following each ASC. (Revised, #2007) 

Sep-84 #152 That P&A meet at 9:00am before each ASC. 

Oct-84 #153 That if subcommittee chairpersons cannot attend ASC, they should send a representative from the 
subcommittee to fill in for them. 

Nov-84 #161 Not to read minutes of previous meeting at ASC. 

Feb-85 #169 To reimburse for the full amount of long-distance calls incurred by Helpline workers with verification of 
calls. 

  
Mar-85 

  
#172 

That the need for nominations be taken back to the groups two months prior to when officers term is 
up and then vote in the second month. ADDENDUM: That all nominees must be present when vote is 
being taken (from nominations and elections) 
…exceptions will be made in certain circumstances. 

Jun-85 #189 Nar-Anon meetings will be deleted from meeting directories. 

Sep-85 #203 To donate to Region and let Region donate to the World level. 

Oct-85 #210 To separate the H&I P&I subcommittees into two different subcommittees. 

Nov-85 #215 To have area stock beginner’s chips in the literature stockpile. 

Jan-86 #234 That F&F (Activities) not worry about procedure of having people show ID when writing checks to area. 

Apr-86 #260 To use all H&I funds for purchasing literature. 

Jul-86 #276 That P&A chair set up file box of motions from the beginning of our ASC until now and keep it up 
monthly. 

Jan-87 #299 That the secretary be allowed to record (audio) the meeting to promote thoroughness and accuracy in 
the minutes. 

Jan-87 #303 To have group reports appear in minutes, report forms must be submitted to the secretary.  If unable 
to attend, submit report in some way by the first Tuesday following ASC. 

Mar-87 #326 Not to list H&I meetings in our regular directory, and to put the Twelve Steps on the back panel.  H&I 
would be responsible for maintaining an H&I list. 

Apr-87 #330 That all nominees for ASC trusted servant positions qualify themselves at ASC at time of nomination. If 
nomination is seconded a vote will follow on whether to accept the nomination or not. 

Apr-87 #331 To give out two PO Box keys. One to the ASC chair and one to the ASC secretary to hold in case of 
emergency. (Revised, #3009) 
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Aug-87 #356 That 50/50 raffles no longer be held at functions in our area. 

Nov-87 #366 That the literature chair should have sole possession of the literature stockpile. 

Dec-87 #374 For the ASC Chair to ask for a moment of silence to think about our Primary Purpose before a GSR vote. 

Jan-88 #394 That written votes are not conducted in ASC and we continue to vote with show of hands. 

Jan-88 #395 To have treasurer deposit funds from ASC in night deposit box immediately following each ASC. 

Jan-88 #396 To rent a storage space for F&F supplies and other ASC needs (cost under $30 per month and centrally 
located.) (Revised #3009) 

Feb-88   To adopt Roberts Rules of Order for ASC. (modified to our needs) 

Mar-88 #419 To have the assistant treasurer accompany treasurer to the bank. 

Mar-88 #440 To close ASC with the Twelve Traditions. 

May-88 #456 Activities is responsible for printing and distributing fliers for CIASC and RCM is responsible for copying 
and distributing fliers from other areas and regions. 

Jul-88 #479 To donate any excess non-perishable goods left over from functions anonymously to charitable 
organizations. 

Sep-88 #501 That all ASC committee chairs and officers live in Central Indiana Service Area. 

Oct-88 #519 That we leave it up to the literature chair where to order literature from, but to order from SWO first 
whenever possible. 

Oct-88 #522 That groups purchase literature at ASC only and not in between. 

Nov-88 #527 To make a standard practice of the voting outcomes to be recorded in the minutes. 

Dec-88 #551 To put a statement about the nature of “open and closed” meetings in our directory. 

Dec-88 #556 RCM should be notified and check into matters concerning groups in the area before they are brought 
before the ASC. 

Dec-88 #558 Not to include the number outcomes of votes on nominations and elections only. 

Jan-89 #561 That the Area supply an adequate quantity of review and approval literature (availability from WSO) for 
each respective Area Literature review or Approval Workshop. 

Jan-89 #569 That matters regarding traditions be pre-discussed in P&A before coming the floor of ASC. 

Jan-89 #570 That ASC donate ten directories to outside organizations upon request. Additional directories may be 
photocopied by them as needed or quantities may be purchased from ASC at cost. 

Jan-89 #571 That institutions and outside organizations wishing to purchase quantities of NA literature be furnished 
with an order form to purchase from WSO directly. 

Jan-89 #587 That the rent for a storage space by paid by the ASC Treasurer our of ASC general fund to be accounted 
for as a regular monthly expense.  (Revised #3009) 

Jan-89 #592 To adopt procedure of having twenty-minute break during ASC following the ASR report. 

Jan-89 #594 That the ASC Treasurer submit the most current full status of the area's treasury on a separate ASC 
Financial Report form to the ASC Secretary for inclusion in the minutes of each ASC Meeting. 

Feb-89 #603 For revised directories to be printed on quarterly basis; January/April/July/October to appear on the 
front of our meeting directories. (amended 7-2001) 

Feb-89 #595 To give ASC Secretary clearance to make up an ASC telephone contact list. (GSR’s Grp. Contacts and 
ASC trusted servants) 

Feb-89 #604 That funds for copying Activities materials come out of the Activities reserve. 

Feb-89 #609 That any motion or proposal that would affect the current edition of the Policy and Service Manual be 
first studied in P&A before being voted on by the ASC. 

Feb-89 #611 That PI subcommittee be responsible for mailing out literature in response to Helpline inquiries. 

  
Mar-89 

  
#615 

To adopt the following wording for item #6 or the Treasurers responsibilities on page 12: “That ASC 
Treasury will be audited by the P&A subcommittee on a regular quarterly basis or at its discretion or 
upon the request of any group in the area.” 

Mar-89 #617 Raise the suggested clean time for the ASC chair to two years. 

Mar-89 #620 That all area officers without assistant positions and subcommittee chairs are responsible for training 
the incoming trusted Servant to their positions. 
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Mar-89 #627 That chairs of temporary ASC Ad-Hoc committees can also be serving as a GSR at the same time. 

Apr-89 #628 To distribute updates to the motion summary on quarterly basis. 

May-89 #647 To leave it up to the Activities subcommittee to nominate and elect a chair for each function. 

May-89 #650 That only voting GSR’s can second motions brought to the floor. 

May-89 #653 That it be left up to the individual groups to decide whether financial information be included in the 
minutes in the group reports or not. 

May-89 #654 That ASC archives be the area storage that has been rented by our ASC. 

Sep-89 #685 It is strongly suggested that all area officers and subcommittee chairs attend the monthly P&A 
meetings (as called) if possible. 

Oct-89 #690 To remove the responsibility of the Helpline from PI subcommittee with the information of a Helpline 
subcommittee at our elections in Dec 1989. 

Dec-89 #694 To align the literature subcommittee with the rest of NA subcommittee structure by elimination the 
Assistant Literature Chair position and Moving Literature Chair position from that of an Area Officer to 
a subcommittee chair. 

Dec-89 #696 To lower the literature subcommittee chair suggested clean time from two years to one year. 

  
Dec-89 

  
#697 

To remove responsibility of the meeting directory from the literature subcommittee chair, with the 
creation of a Meeting Directory Coordinator. 
(Amended 9-01-02 #0207001) 

Apr-90 #780 To allow H&I to order literature directly from World. 

Aug-90 #748 To begin the Outreach subcommittee to maintain consistent contract with groups, to promote regular 
attendance at ASC. (Amended 8-98) 

Sep-90 #762 To reimburse the Outreach subcommittee ten cents a mile for out of town meeting upon approval of 
receipts. (Revised, see #3012) 

Sep-90 #764 For Outreach subcommittee to receive ten starter kits, ten literature order forms, one hundred 
meeting Directories and fliers of upcoming events to keep as an ongoing stockpile. 

Oct-90 #778 To change the price of literature to the WSO single unit price plus 10%. (Revised, #3004) 

Feb-91 #804 If a group needs money for a function, they need to go through Activities subcommittee. 

Feb-91 #805 That area keeps two complete sets of minutes; one to be kept and maintained in the P&A’s possession 
and one to be maintained by the ASC chair and kept in the area archives. 

Feb-91 #806 One copy of the monthly minutes is handed to the P&A chair for the purpose of inclusion into running 
set of minutes. (Revised, #2007) 

  
Apr-91 

#834 In policy motions, abstentions count as “no” votes. If a policy motion fails due to abstentions, the 
motion is automatic ally tabled back to the groups to be addressed the following month during old 
business. In ordinary business motions, voting will be simple majority; abstentions will not count.  
(Revised, 3/06) 

Aug-91 #853 Members can serve no more than two consecutive terms in the same position. Term is defined as any 
time served during a calendar year. 

Aug-91 #854 RCMA and Assistant treasurer do not move up automatically but vote for clearance from GSR’s will be 
taken. 

Oct-91 #893 To utilize implied consent in matters of disbursing reserves. 

Apr-92 #929 To set up reserves of $50.00 per month to donate to Region. P&A will review any excess funds and 
recommend further donation of funds before region meets, to be approved by GSR’s. 

Apr-92 #930 ASC is to be held the first Sunday of the month, unless changed by a policy voted two months prior to 
the change. 

Apr-92 #933 Every new group in our area be given a starter kit by Outreach consisting of:  I group booklet, 2 of each 
key tag, 2 of each I.P., 1 Fourth Step Guide and 1 White Book. 

Apr-92 #936 To read 2nd to last paragraph on pg. XVI of basic text at start of ASC, at the end of the opening 
statement. 

Apr-92 #937 All groups requesting starter kits go through Outreach subcommittee. 
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May-92 #945 To start custom 1-800 phone number. 

Aug-92 #958 To have printed on our meeting directories in the legend, the definition of an open meeting taken from 
pg. 11 of our basic text. 

Aug-92 #961 To establish a quorum level at 25% of group population. (Revised, #3014) 

Oct-92 #972 CIASC to host a Service Learning Day once a year to be put on by the Outreach subcommittee. 

Oct-92 #976 Central Indiana Area to adopt the 12 Concepts. 

Feb-93 #1000 The 12 Concepts of Service be read after the 12 Traditions at ASC. 

Feb-93 #1001 In case of a tie in election for Area Service Officer, that the tying names be placed in a container and 
one will be drawn out by the Area Chair, for the position. 

Feb-93 #996 To create a Convention Service Representative from Central Indiana Area regional Board of Directors of 
the Indiana regional Convention Committee. CSR to have required clean time of one year. 

May-93 #1009 That CSR have working reserve of $20.00 for gasoline. (Amended 6-01-03) 

May-93 #1010 Before a new meeting is added to Area directories, the Outreach subcommittee will attend. (Amended 
8-98) 

Jun-93 #1013 Central Indiana Area will give assistance in arranging a deaf interpreter, upon request. 

Jun-93 #1015 Proceeds for Activities functions be deposited within 48 hours of function. 

Jun-93 #1016 At the end of function, the Activities chair will count money in the presence of the Area chair, Vice-
Chair or Treasurer. (Amended 7-2-02 Secretary, P&A Chair and Assistant Treasurer). 

Jun-93 #1018 That all Activities pre-registration money be spent for the function it is earmarked for. 

Jun-93 #1019 That a vote of confidence be given in removing meetings from our directories. 

Jul-93 #1023 GSR’s will not receive a complete set of minutes monthly. (Revised, #2007) 

Jul-93 #1024 GSR’s will receive a summary of ASC minutes that will include Treasurer’s report, upcoming events and 
subcommittees needing support.  (Revised, #2007) 

Jul-93 #1025 Area Officers and their alternates to receive a full set of minutes. (Revised, #2007) 

Jul-93 #1027 To discontinue mailing minutes to other Areas and Region. 

Sep-93 #1032 To give a “Welcome Letter” to all new GSR’s. 

Oct-93 #1039 $500.00 reserve set up for Activities working reserve. (Amended 6-1-03) 

Oct-93 #1041 Activities can spend up to $50.00 on day of function with approval of two area officers. 

Dec-93 #1044 CSR elected in December will not take office until one week following ISNAC. 

Mar-94 #1066 That the authorized persons for the storage shed be the Activities chair and the Vice-Chair.  (Revised, 
#3009) 

Mar-94 #1068 The ASR/ASRA will make available to the GSR’s all information pertinent to upcoming functions, both 
Regional and out of state. 

Jul-94 #1084 To elect CSR for three-year term. CSR will not be a voting member of Central Indiana P&A 
subcommittee. 

Aug-94 #1086 P&A Chair to call CIASC’s bank 72 hours after a function to confirm deposits were made. 

Sep-94 #1092 CIASC Secretary has a word processor as part of the tools of their post.  (Amended by 6-00) 

Sep-94 #1094 That any meeting with time restrictions regarding entry to meeting have said restriction listed in the 
directory. 

Mar-95 #1120 To contact by telephone, letter and or attendance groups that have not been heard from in three 
consecutive area services before the groups are deleted from the directory.  (Revised, #3007) 

May-95 #1123 That Spring Fling, campout, Gratitude and Unity and Min-Conference fliers be made available at least 3 
months before event. 

Nov-95 #1125 Any activity has liability greater than our monthly activity committee operating budget be approved on 
the ASC floor before fliers or any arrangements are made for the activity. 

Mar-96 #9521 That Outreach Subcommittee be dissolved and its responsibilities be divided among other appropriate 
subcommittees. (Amended 8-98) 
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Mar-96 #9525 That CIASC print 3500 meeting directories each quarter. (Amended by 7-01 #0104002) 

Apr-96 #0012 That the literature subcommittee stockpile group starter kits and be responsible for distributing these 
to new meetings. 

Mar-97 #9703002 That the prudent reserve for the area secretary be raised from $65.oo per month to $80.00 per month. 

Apr-97 #9704004 To have the meeting directory coordinator be responsible for group verification. (Amended 8-98) 

Jun-97 #9706001 To up the H&I prudent reserve from $175.00 to $250.00.  (Revised, #3010) 

Jun-97 #9709002 That CIASC establish a reserve of two times the working budget established by the P&A subcommittee. 
This would include the $500.00 activities working reserve. 

Sep-97 #9709001 That CIASC formally adopt “The Guide to Local Service in NA.” 

Mar-98 #9802003 That CIASC amend #95-25 to read that CIASC shall print 3500 meeting directories in a quarter. 
(Amended 7-01 #0104002) 

Aug-98 #9807003 To re-instate the Outreach subcommittee. This committee will verify new meetings, contact groups 
that have not been represented at ASC for 3 months and look at other assignments that could be done. 
(Revised #3007) 

Nov-98 #9811001 To approve putting the web page on the internet. 

May-99 #99001 To re-instate the areas prior policy regarding terms of office for the RCM/RCMA and synchronize with 
Region elections. 

Jun-99 #99002 To have an Area Newsletter. 

Jul-99 #99003 The Activities subcommittee is only responsible for the CIASNA functions only, unless otherwise 
Directed by group conscience. 

Sep-99 #9908001 The newsletter fall under Outreach subcommittee responsibilities. 

Sep-99 #9909002 To allot Outreach subcommittee $150.00 a month in addition to current working reserve to sustain 
newsletter. 

Oct-99 #991002 To place the web address on the meeting directory. 

Jun-00 #200605 Dispense with word processor and delete it from the policy manual. 

Jun-00 #200606 To remove the Treasurer from bank account within 10 days 

May-01 #0104001 That ASC does not accept personal checks. 

Jul-01 #0104002 That CIASC print 1500 directories a month. 

Sep-02 #2027001 To make the meeting directories an actual sub-committee. 

Mar-02 #0104010 Any excess funds left over is split between Indiana region and NAWS 50/50. To be approved by GSR’s. 

Feb-03 #3031001 That the newsletter be separated from outreach and a newsletter sub-committee be formed. 

Apr-03   To list all info on the CIASC website on the regional website and delete the current website. 

Jul-03 #09070301 All meeting changes go to the RCM or RCMA removing the secretary from the meeting change process. 

Apr-04 #4004001 The second roll call is printed in the newsletter. (Revised-See #3005) 

  
  
Jan-05 

  
  
#3000 

That the ASC buy a copy of Adobe Acrobat. This program will eliminate the need of our Meeting 
Directory Chair having access to PageMaker. This program will also allow our minutes, activity flyers, 
group forms and our Newsletter to be read and printed from our Regional Website. The cost of this 
program will be approximately 
$299.00 plus tax and can be purchased locally at CompUSA. The purchase of this program will help 
make our Area more efficient in keeping all our information current and accessible to any group or 
addict with a computer. 

Apr-05 #3012 To increase the per miles allotment from .10 to .30 cents and the monthly budget from $20 to $30. 

Apr-05 #3001 To approve the use of a copier for our Area Service Office. 

  
Apr-05 

  
#3002 

The Literature Sub Committee presented a motion “that the Literature Sub Committee Chairperson 
change from a 1- year commitment to a two-year commitment and a vice-chair position be created, 
automatically moving into the Chair position, with a new vice chair being elected each year. 
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May-05 #3003 That the individual nominated (Literature Vice-Chair) have at least one year clean and have served for a 
term of at least one year as the literature subcommittee vice-chair or have served as a past literature 
subcommittee chair. 

  
Jun-05 

  
#2007 

To email or US Mail a full set of minutes to all current GSR’s, Subcommittee Chairpersons and 
Administrative Officers to be distributed ten (10) days before Area. This Policy would supersede Policies 
#13, #112, #806, #1023, #1024 & #1025. 

Sep-05 #3004 Literature orders to allow unit price to included shipping charges (15%), thus there would be no need 
to add percentages to the total literature amount. 

Oct-05 #3005 To eliminate Motion 4004001 which states, “The second roll call is printed in the newsletter.” 

Nov-05 #3006 That the Central Indiana Area have a CAR Workshop every other year. Intent: To give our Area a voice 
in matters being voted on at the World Service Conference (WSC). 

Nov-05 #3007 That the Outreach subcommittee adapt the following Policies; 9807003, 762 Amended 4-05 (#3012), 
5931010 Amended 8-98, 3951102 and report to groups. 

Dec-05 #3008 Motion to create a $50.00 petty cash fund to be held by Treasurer. 

Feb-06 #3009 Area Service Office (ASO) Policies & Guidelines. Create budget for the ASO, i.e. rent, copier, supplies 
and put it in motion form. Area Treasurer is responsible for paying the rent at the ASO as well as the 
lease of the copier. The Area Chair is responsible for buying supplies and keeping as account of copies 
made per month. Key holder will be the Area Chair, Secretary, P&A Chair, Vice-Chair, Literature Chair, 
Newsletter Chair, Meeting Directory Chair, Activities Chair, H&I Chair, and CIACNA Chair (subject to 
change). Office hours will be on the 1st &4th Sat. @12:00pm-4:00pm for non-key holders. Copies can 
be made at no cost for Area Approved functions & three (3) cents for non-Area approved functions. In 
case of emergency contact Boxer Property @877-777-RENT. The ASO should be cleaned up after each 
use. Set the security code if the office is used after building business hours and on the weekends. 
Adhere to the NAWS NA INTELLECTUAL PROPERTY BULLETIN#1.  INTERNAL USE OF NA INTELLECTUAL 
PROPERTY” (revised May 2003), #2 REPRINTING NA FELLOWSHIP-APPROVED LITERATURE (revised June 
1997), and #5 CONFLICT RESOLUTION WITHIN THE NA FELLOWSHIP (revised June 2997). 

Feb-06 #3010 Raise the H&I budget $25.00 (from $250.00 to $275.00) 

  
Feb-06 

  
#3011 

That the Newsletter and Area minute files be archived on our Area Website for one (1) year and then 
deleted when the new Meeting Directory Chair takes over the position. This will keep the website from 
getting cluttered with old files. 

  
Mar-06 

  
#834 

To change a Policy, a 2/3 majority from the voting members present is required. Intent: to create clarity 
in changing policy. If there are 30 voting members present, a policy revision would need twenty (20) 
yes votes to pass. (Revised, 3/06) 

Mar-06 #2006 Request Treasurer to issue a check for literature at Area for the total amount of receipts minus 15%. 

Mar-06 #3013 To change Motion #961 to read, “To establish a quorum level at 25% of group population”, group 
population is defined as number of voting GSR’s present at the roll call of the ASC. 

Mar-06 #3014 That the ASC participate in the Indiana Black Expo (IBE) by providing a booth to distribute NA literature 
to the community to which we serve. 

Mar-06 #3015 That the ASC participate in the Cinco de Mayo community event to distribute NA literature to 
community to which we serve. 
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Policy Motions Passed between July 2006 & December 2022 
Year ASC 

Minutes 
No. Motions Brought between 2006 and 2022 Status Policy 

section 

2006 February 1 A motion Made to raise the H&I budget $25.00. Passed H&I 

2006 February 2 

That newsletter and area minutes files be archived on 
our Area website for one (1) year a then deleted when 
the new Meeting Directory Chair takes over the 
position. 

Passed 
Meeting 
Directory 

2006 March 3 

To change policy a 2/3 majority from the voting 
members present is required. Intent: To create clarity in 
changing policy. Example: If there are 30 voting 
members present, a policy revision would need twenty 
(20) yes votes to pass. Replaces Motion #83 – 4-91 

Passed 
Voting 

Procedures 

2006 March 4 
Create policy and procedure for ordering literature. 
Ensure additional 15% is being added to the Area 
account. **Superseded by Motion # 40 in June 2011 

Passed Literature 

2006 March 5 
Revision of Policy Motion #961 (August, 1992), “To 
establish a quorum level at 25% of group population.” 

Passed 
Voting 

Procedures 

2006 March 6 

Original Policy Motion abstentions count as no votes. 
This motion must be revised. If it affects policy, then a 
2/3 majority of member present is needed to change a 
policy motion. Intent to create clarity in changing 
policy. If it does not affect policy, then a simple majority 
is needed. In the 2/3 majority the abstentions do not 
count. 

Passed 
Voting 

Procedures 

2006 March 7 

Motion is that treasurer issue a check for literature at 
area for the total of receipts minus 15 %. Intent to keep 
literature income at the exact amount of sales. 
**Superseded by Motion # 40 in June 2011 

Passed Literature 

2006 March 8 

To change motion 8-92 # 961 to read “To establish a 
quorum level at 25% of group population. Group 
population is defined as the number of voting GSR’s 
present at roll call. Intent to clean up a motion and 
make interpretation of a simple motion. Pros James H. 
Steve G. Mike C. Cons John, Vicki P, Mike P. 

Passed 
Voting 

Procedures 

2006 April 10 

That ASC PI committee participate in Cinco de May 
community event to promote the spirit of Unity and 
Diversity while remaining cost effective to those we 
serve. Intent: to carry the message of recovery to the 
still suffering addict in their native language and 
increase exposure in the Greater Indianapolis Area that 
“were here and we are free”. 

Passed PI 

2006 April 11 
Policy motion 0703-7391 made by the RCM is to be 
stricken from policy. 

Passed  

2006 May 13 

That CIASC establish a reserve 2 ½ times the working 
budget established by the P & A sub-committee. This 
would include the $500.00 working reserve for the 
activities sub-committee. All funds over the working 
reserve would be donated at the month prior and split 
50-50 between Region and NAWS. This policy would 
supersede policies #9709, #929, and #0105. The intent 
was to ensure we would be able to take care of all area 
responsibilities and any emergency expenditure and 
would clear up what is considered as excess funds. By 

Passed 

P&A 
Treasurer 
Financial 
Policies 
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directing that all funds over the working budget be 
donated to Region and NAWS. **2.5X working budget 
portion is superseded by motion #42, Oct 2011. **$500 
Activities working reserve is superseded by motion #41, 
July 2011. 

2006 May 15 
There was an amendment to the motion made on 
04/06/06 to add La Festivia to the original motion. 

Passed PI 

2006 May 16 

Motion: Made in the P & A meeting to add the asst. 
treasurer signature to the bank account. Intent: to have 
an extra signature available in case 1 of the 2 are not 
available. Most logical would be P & A chair or asst. 
treasurer barring any unforeseen events. 

Passed 
Assistant 
Treasurer 

2006 May 17 

Motion: Any contract signed for the Area be reviewed 
by two members of P&A, the Contract Review be signed 
by the members reviewing the contract and that all 
Area documents be kept at the Area office in a fire 
proof box Intent: To be certain that any contract we are 
signing meets the needs of the Area and is in 
accordance with the conscience of the Area. 

Passed 
Financial 
Policies 

  18 
Motion: Assistant Secretary position be created for a 2-
year term. Responsibilities will include assisting the 
secretary in all duties of said position. 

Passed 
Assistant 
Secretary 

2006 June 19 
June 2006 Motion: There was an amendment to the 
motion made on 04/06/06 to add La Festivia to the 
original motion (April 2006 Motion No. 10) 

Passed PI 

2006 June 20 

Motion: Add the asst. treasurer signature to the bank 
account. Intent: to have an extra signature available in 
case 1 of the 2 are not available. Most logical would be 
P & A chair or asst. treasurer barring any unforeseen 
events. 

Passed 
Assistant 
Treasurer 

2007 May 21 

May 2007 That any contract to be signed for the Area 
be reviewed by two members of P&A, the Contract 
Review be signed by the members reviewing the 
contract and that all Area documents be kept at the 
Area office in a fire proof box. 

Passed 
Financial 
Policies 

2007 
Octobe

r 
22 

That the policy 07-01 4102 be removed, stricken. Policy 
reads that CIASC print 1500 directories a month. 

Passed 
Meeting 
Directory 

2007 
Decem

ber 
24 

Activities subcommittee – Activities subcommittee be 
responsible for the following events: Spring Fling (May), 
Campout (August), Mini Conference (November), New 
Year’s Eve (December), Marathon Meetings (major 
holidays) New Year’s, Memorial, July 4th, Labor Day, 
Thanksgiving, and Christmas. Amendment: Flyers will be 
distributed 3 months in advance of the event. 

Passed Activities 

2007 
Decem

ber 
25 

Motion to reduce term of CSR from 3 years to 1 year. 
Position will be elected in the ISNAC election term. 
Intent – no more 3-year CSR term.  Call to vote – 30 yes, 
2 no, 3 abstentions.  Motion carries and CSR term is 
reduced to a 1-year term. Policy manual will be 
updated. 

Passed CSR 

2008 
Januar

y 
27 

Policy Motion: create a new area level position called 
assistant activities chair.  This would be a two-year 
commitment. The assistant activities chair would assist 
the activities chair for one term and would move into 
the chair position at the end of the term or upon 

Passed Activities 
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abdication with a vote of confidence. Intent: To ease 
the workload of the activities chair and help maintain 
experienced chairs. 

Year ASC 
Minutes 

No. Motions Brought between 2006 and 2017 Status Policy section 

2008 June 17 

RCM and CAR workshop 
To add the following language to the description of 
the Regional Committee Member’s duties: “The RCM 
is responsible to plan and conduct CIASCNA’s 
Conference Agenda Report (CAR) Workshop. The 
RCM is required to attend the IRSC’s CAR Workshop. 
The CIASCNA’s CAR Workshop will be conducted 
after the IRSC’s CAR Workshop and before the 
deadline for voting on the CAR. The RCM will 
distribute flyers announcing CIASCNA’s CAR 
workshop at the ASC meeting along with a budget for 
the CAR Workshop in a timely manner. The RCM will 
communicate the results of CIASCNA’s CAR 
Workshop to the IRSC Regional Delegate.” 

This motion replaces motion 3006. 

Passed RCM 

2008 June 18 

How to Compute Literature Prices 
MOTION: “That when the literature committee 
creates the new price sheet to reflect the World’s 
price increases the prices will be figured by taking 
the cost of the item and multiply by 1.15 (15% 
markup) and the round down to the nearest nickel 
for all literature under $5 and to the nearest fifty 
cents for all literature above $5. This will replace 
the current policy under the Literature 
Subcommittee heading of a flat 15%. 
**Superseded by motion #40 – June, 2011 

Passed 

Policy 
Motion 

Literature 
Subcommitte

e 

2008 June 19 

Tangible Property Inventory 
The Area Chair maintains an inventory of tangible 
property (not perishable or consumable goods) 
purchased or acquired by officers or by 
chairpersons of committees and subcommittees. 
The inventory contains the purchase or acquisition 
date, a full description of the item (serial numbers 
where possible), purchase price or estimated 
value, office or committee or sub-committee 
responsible for the property and dates last 
verified. Area Chairs shall report inventories at ASC 
meetings for inclusion into ASC Minutes to insure 
accountability for tangible property. 

Passed 

Policy 
Motion Area 

Chair 
Responsibilie

s 

2008 
Septembe

r 
33 

PI to PR 
“To change the Public Information title to Public 
Relations”. Intent: to keep in line with World’s job 
titles 

Passed 

Policy 
Motion for 

Public 
Information 

Section 

2008 November 36 

Changes to Election Policy. 
● Nominations for new ASC Officers and 

Subcommittee chairpersons are opened in 
October and closed during the November ASC 
meeting and elections are held in December. If 
only one nomination is submitted for a 
particular position and accepted, election is 

Passed Elections 
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automatic at the December ASC meeting. 

● Sometimes a special election other than in 
December is necessary. In this case, if there is 
only a single nominee who is accepted, election 
is automatic at that meeting unless a GSR makes 
a non-debatable motion to hold a nomination 
open until the next ASC meeting followed by a 
vote on the motion. 

Positions with alternates and assistants are 
automatically filled (Secretary, Treasurer, Regional 
Committee Member, Literature Chair, Activities 
Chair) with a vote of confidence of the GSRs. 
Nominations would be opened and elections held 
for the alternate and assistant positions. 

2010 March 37 
CIASCNA to use NA resume for the nomination 
process. 

Passed Elections 

2010 June 38 
To have the Vice-Chair position be moved up to 
Area Chair with a vote of confidence from the 
GSR’s of the Area. 

Passed 
Vice- 

Chairperson 

2010 October 39 

CIASCNA establishes a reserve of 2½ times the 
difference of the working monthly budget less 
monthly literature expenses as established by the 
P&A subcommittee. This includes a $500 Activities 
working reserve. **Superseded by motion #42 in 
October, 2011 

Passed 
P&A 

Subcommitt 
ee 

2011 June 40 

Including shipping charges (6%), the Treasurer 
issues a check for literature at Area for 85% to 
100% of the total amount of literature receipts.  If 
and when the literature committee reflects 
World’s price increases, the prices will be figured 
by taking the cost of the single item and multiply 
by 1.06 (6% markup) and round up to the next 
nickel for all literature. 

Passed Literature 

2011 July 41 
Create an operating fund of $800 for Area 
activities. A reconciliation report is required for all 
activities. **See motion #1039 

Passed Activities 

2011 October 42 
CIASCNA establishes a reserve of 2.5 times to 2 
times working budget 

Passed Policy 

2011 March 43 
Gather a list of facilities information (Email list) For 
requests of new directories. 

Passed 
Meeting 
Directory 

2012 May 44 

To replace appendix 3 in current area policy 
manual H&I policies and procedures with the new 
version of H&I sub-committee duties as revised 
and adopted by the H&I subcommittee. 

Passed H&I 

2012 July 45 

To clarify the current for removing meeting from 
schedule – If no member comes to area for 3 
consecutive months, Outreach should visit and 
report back, but not remove meeting from 
schedule. 

Passed Outreach 

2012 July 46 
GSRs authorize P&A to take necessary steps to 
close area office, make storage arrangements and 
establish PO box 

Passed P&A 

2013 January 47 Remove 15-minute break from ASC Passed General 
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2013 May 48 
Add an asst. Exec Secretary and Treasurer Position 
to the CIACNA Executive Committee ** 
Superseded by motion #57 (2/16) 

Passed CIACNA 

2013 May 49 

To change the voting process for CIACNA 
Convention Committee Executive Officers (Vice 
Chair, Assistant Secretary and Assistant Treasurer) 
with opening nominations in July and voting in 
September 

Passed CIACNA 

2013 December 50 

To amend the Treasurer’s responsibilities to 
include the following: treasurer must keep all 
financial records in the software provided on the 
Area computer 

Passed Treasurer 

2014 April 51 
Activities shall be permitted to hold the Spring 
Fling in April, May, or June 

Passed Activities 

2014 April 52 To change reimbursement policy for CSR to reflect 
that mileage is to be considered when traveling 
from Area business to and from events at a rate of 
$0.33 per mile 

Passed CSR 

2014 June 53 The newsletter chair is responsible for 
supervising the comments posted on the 
newsletter site. P&A must approve the articles. 

Members who post comments must be respectful 
and they shall not use profanity. The newsletter 
chair has the discretion to disapprove comments. 

Passed Newsletter 

2014 November 54 To include the NA logo on all fliers Passed General 

2014 December 55 That ASC reinstate in policy that this body 
purchase a storage unit 

Passed General 

2016 February 56 To amend policy to raise seed money for CIACNA 
from $4,000 to $6,000 

Passed CIACNA 

2016 February 57 To amend policy to eliminate the positions of 
CIACNA Ass Secretary and CIACNA Asst Treasurer 

Passed CIACNA 

2016 March 58 That CIANA establish a standing IT subcommittee, 
which operates according to the attached 
guidelines and establish an area website that can 
be utilized by all existing subcommittees and 
groups served by CIANA. 

Passed IT 

2017 March 59 For checks issued to trusted servants prior to 
expenses being incurred, receipts must be 
accounted for at the following ASC meeting. Any 
unaccounted funds will be returned to CIASCNA. If 
not returned, this information will be reported to 
the GSRs and no further checks will be issued to 
that trusted servant until receipts are received. 

Passed Financial 
Procedures 

2017 August 60 CIANA to adopt CIANA online social media protocol 
as policy. 

Passed IT & 
Appendix 

2017 Septembe
r 

61 
To move ASC meeting to the 4

th 
Sunday 

Passed General 

2017 Septembe
r 

62 To approve CIANA Policy Manual Vs. 11.1 Passed General 

2018 March 63 In the event that any Area position should become 
vacant, the IT Subcommittee is to ensure that 
incoming emails to said position are automatically 
forwarded to both the Area Chair and Vice Chair. 
This change is to be added to the IT 

Passed IT 
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Subcommittee’s responsibilities in policy. 

2018 March 64 Motion to amend policy to replace the Mini-
Conference held annually in November with a “Fall 
Event” to be held annually in October 

Passed Activities 

2018 March 65 Motion to amend policy and create a “Marathon 
Meeting Subcommittee”, which will be responsible 
for coordinating Marathon Meetings on all 
required holidays. 

Passed Activities/Ma 
rathon 

Meeting 

2018 June 66 Motion to approve proposed content for the policy 
manual, pertaining to Marathon Meeting 
Subcommittee, as published in the minutes, as 
well as update the Activities Subcommittee’s 
responsibilities and budget in the policy manual. 

Passed Activities/ 
Marathon 
Meeting 

2018 June 67 Motion to change policy to use a sign in system 
rather than role call 

Passed General 

2018 June 68 Motion to implement secure cloud storage for 
digital storage of CIANA documents, manuals, 
templates, minutes, contracts and any other 
necessary documents in one central location and 
update policy as such 

Passed General 

2018 July 69 Motion to change CSR term from 1 year to 2 years Passed CSR 

2018 July 70 Motion to amend Secretary duties to say “Types, 
copies, and distributes minutes to all voting 
members within 14 days following regular 
meeting” 

Passed CSR 

2018 Septembe
r 

72 To formally support Indy Pride by including Indy 
Pride as an event attended by your PR committee 
and to provide funds to the PR committee 
necessary for this event 

Passed Rats 

2018 October 74 To approve Policy Manual version 12.0 Passed P&A 

2018 November 75 To begin meeting at the new location (Broadway 
United Methodist Church) effective the first 
Sunday of February 2019. 

Passed P&A 

2018 November 76 P&A moves that the Area obtain a debit card for 
recurring debit transactions. 

Passed P&A 

2018 December 78 To make the H&I Vice-Chair an ASC position with a 
two-year commitment, VC becoming the Chair 
after Year 1. 

Passed H&I 

2019 May 84 To add to the policy manual 12.0 P&A paragraph 3, 
section 9 to add the word “Prior” before signing 

Passed Chair 

2019 Septembe
r 

85 To restrict use of the CIANA, CIASCNA and CIACNA 
name and CIACNA name unless prior approval at 
mid-month P&A 

Passed P&A 

2019 Septembe
r 

86 To change Mileage Reimbursement from IRS rate 
($.58) to IRS Charitable Reimbursement Rate ($.14) 

Passed P&A 

2019 Septembe
r 

88 Change policy from literature purchases that 
Literature Chair will place order and submit an 
invoice to Treasurer for payment at midmonth 
P&A.  Literature order amount cannot exceed 
previous months orders. 

Passed P&A 

2019 Septembe
r 

89 To pay CPH (Casualty Insurance) $179 for 
convention coverage (ISNAC MOTION) 

Passed P&A 

2019 Septembe
r 

90 To raise CIACNA’s seed money to $12,000 Passed Outreach 
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2019 October 91 To create a budget for the ISNAC Serenity Keepers 
(ISNAC MOTION) 

Passed CSR 

2019 October 92 To increase the RCM/RCMA budget from $100 to 
$150 to establish this motion back to policy. 

Passed CSR 

2019 October 93 Increase H&I budget from $275 to $450 to increase 
literature stockpile 

Passed H&I 

2019 December 94 To allow the P&A subcommittee to hold back 
money over our prudent reserve when we know 
expenses are upcoming and funds will be needed 

Passed P&A 

2020 February 100 To change convention policy to add the CIACNA 
Secretary to approved signers on checking account 

Passed P&A 

2020 July 102 Post Covid-19, for the Area to recognize ongoing 
virtual meetings 

Passed Newsletter 

2020 July 103 To develop policy for postponements and 
cancelations of events and activities 

Passed RCM 

2020 August 104 To accept changes/updates to CIACNA Policy Passed P&A 

2020 August 105 To add Regional nominations and elections to 
CIASCNA meeting agenda for voting procedures 

Passed RCM 

2020 October 106 To adopt “Pandemic Response Guidelines” into 
CIASCNA Policy manual as an addendum 

Passed Covid-19 

2021 April 107 To create policy and maintain a reserve of $1000 to 
provide members with ongoing opportunities to grow 
in their capacity to be of service.  

Tabled 
to P&A  

Fellowship 
Development 

Fund 

2021 July 108 The two keys to the area PO Box shall be held by the 
area chair and a second willing executive committee 
member. Responsibilities for checking the PO Box may 
be delegated to another service member as needed. 

Passed ASC Chair 

2021 July 109 
To allow 15 minutes of discussion after a motion has 
been seconded, and before pros and cons, with each 
person having 2 minutes to speak. 

Tabled 
to P&A 

- 
Motion 
Failed 

 
Voting 

Procedures 

2021 August 110 
To add the following to add two activities:  90 Day 
Panel for Newcomer & Speaker Exchange.  Intent:  To 
give the newcomer a placed to share their ESH at 90 
days; to share at different meetings once per month. 

Tabled 
to P&A 

- 
Motion 
Failed 

 

2021 Septembe
r 

109 To allow 15 minutes of discussion after a motion has 
been seconded, and before pros and cons, with each 

person having 2 minutes to speak 

Motion 
Withdr

awn 

Voting 
Procedures 

2021 November 111 
Motion to obtain the literature rack from the 
Area storage unit for use in the H&I 
subcommittee. 

Failed 
due to 
no 2nd 

H & I 

2022 April 112 
Dissolve the Meeting Directory committee and 
have the responsibilities split between the IT 
subcommittee and the Area Chair. The IT 

Passed Meeting 
Directory, IT, 

Outreach 
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subcommittee would handle the updating of the 
BMLT and the Area Chair would be responsible 
for printing the directories monthly for 
distribution at Area.  AMENDMENT:  IT 
subcommittee will update the website and the 
Outreach Subcommittee (rather the ASC Chair) 
will be responsible for printing the meeting 
directories.  

 

2022 April  
To return the $500 back to area and dissolve the 
COVID Ad Hoc position. 

Passed COVID Ad 
Hoc 

2022 May  
Combine Outreach and Meeting Directory 
budgets since Outreach will print meeting 
directories now. 

Ruled 
out of 
Order 

Outreach, 
Meeting 
Directory 

2022 June  
Increase Outreach Budget to $200 (To cover costs 
of printing meeting directories). 

Passed Outreach 

2022 July  
To change Area Convention to every two years going 
forward unless World Convention is that year.  If 
World Convention is that year, move Area Convention 
to following year. 

Ruled 
out of 
Order 

CIACNA 

2022 August  
Because of his direct threat in writing and due to the 
policy, which states “Any act of theft or violence 
related to area service could constitute an automatic 
resignation.  We motion to have Mike B removed as 
P&A Chair of area service. 

Ruled 
out of 
Order 

P&A 

2022 October  
To suspend all CIACNA Convention activities 
AFTER this year’s convention (including signing 
for a hotel) until at least 3 executive committee 
positions are filled, starting in 2023. 

Ruled 
out of 
Order 

CIACNA 

2022 November  
To increase the budget for Marathon Meeting 
from $50 to $100 (per event). 

Passed Marathon 
Meetings 

2022 December  
Through PR, ASC participates in a minimum of 
three (3) events to introduce and represent 
Narcotics Anonymous to populations that we 
serve:  Indiana Black Expo (IBE) Summer 
Celebration;  Indy Pride; and, One (1) additional 
event approved by Central Indiana ASC. 

Passed Public 
Relations 
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Appendix II 

Literature Subcommittee policies & Procedures 
Ordering Guidelines 

Central Indiana Area Literature Sub-Committee, Literature Ordering Procedure to Maintain the Literature Stockpile (Updated 

8/11/18) 

1. After all the groups have paid for and picked up their literature orders at the Area meeting, we count the money 

collected for literature sales. Since the literature stockpile will need to be replenished, this will give us a rough idea of 

how much money will be needed to purchase literature for the following month’s Area meeting. The literature chair 

can use discretion and can request reimbursement between 93.5 – 100% of literature sales from the Area Treasurer. 

Unless there is a reason why the Literature Committee needs additional funds on any given month, the usual amount 

given is 93.5% of the month’s literature receipts. The Literature Chairperson will make the order online and will 

forward the receipt total to the Area Treasurer; the Treasurer will issue the check directly to world. This includes the 

total for H&I literature which is to be ordered at the same time.  

2. As soon as possible after Area, take the post area inventory count by counting the amounts of each item left in the 

stockpile and recording those amounts on a blank literature order form. After the count is completed, compare the 

current inventory amounts from the order form you just completed to the CIASC Inventory Sheet, which lists the 

recommended stock number of each item (this is the total number you should have on hand going into next Area). We 

will want to order the difference. For example: if we have 12 Basic Texts on hand and our stock number is 70, we will 

order 58. It is helpful to record the number of each item to be ordered on the order form used to count the stockpile. 

That makes it easier to reference that information when placing the order. Note: do not forget that if we had back 

orders of any items, we should order enough of that item to bring your number back to stock plus the total number on 

back order. 

3. There are two ways to place the Area’s literature order with NAWS. We recommend using the online ordering system 

at www.na.org. It is the most simple and efficient way to order the literature and shorten the time it takes to receive 

the order. The system calculates prices, shipping charges, and discounts automatically as you enter items to be 

ordered; it is much faster than trying to calculate those amounts on paper. The process is as follows: log into the site by 

using the CIASC Customer ID number and password, which is kept on file by the Literature Chairperson. Once on the 

site, enter the number of each item to be ordered as recorded on the literature order form used to count the stockpile. 

Once you have entered all the items to be ordered, compare the total of the order against the amount of the checks 

given by the Area Treasurer. The order should be as close to the total as possible without going over. Please note that 

some items sold by NAWS are discounted if ordered in bulk. Whenever possible, those items should be ordered at 

levels that are discounted. This may require adjustments to the overall order at times. Once the order has been 

submitted, check should be mailed to NAWS. 

4. To place a paper order by mail, we will need to use the NAWS Order Form and there are several steps to follow. The 

first draft of the order should be done in pencil to make changes when needed. Once we have completed our count of 

current inventory and know how much of each item we need to order, we enter that number for each item on the 

NAWS Order Form. We then total the sections on each page and enter that total at the bottom of each required 

section and each page. When we have totaled each page, add the sub-totals together and compare this dollar amount 

to the total of the checks received from the Area Treasurer. For example: if we received three (3) checks from the 

Treasurer (one for the amount of literature sold at Area, one for the H&I Sub-Committee Order, and one for the new 

group start-up kit(s)) we would add up all three checks. This is the total amount we must spend, and our order cannot 

exceed this amount. 
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5. At this point, we may have to adjust our order to get the cost amount in line with the money we have to spend. Do this 

by adding or subtracting a few items at a time until the numbers are nearly even. We usually will end up with a small 

credit balance at the end of the order. Caution: Depending on the total amount of our order, we will receive a discount. 

If our order is for less than$2500.00, the discount is 6.5%. For orders over $2500.00, the discount is 8%. This means we 

will have a little extra to spend on larger orders. You will have to keep adding and/or subtracting a few items at a time 

until the numbers come out correctly. This is a pain but it is the only way we have found to balance the order with the 

funds available. Usually, if the order is under $2500.00, the 6.5% discount just about offsets the shipping charge. 

Once everything has balanced, we will have to transfer these figures to the NAWS Order Form. At this point, it is a real good idea to 

check our math. Start back at the beginning of the order and total the cost for the number of each item, then the cost of each 

category, each page, and your total order including your discounts, plus shipping. Make sure that the totals are the same as we came 

up with the first time. If they match, transfer them to the NAWS Order Form in ink. On the last page of the form, we will have to fill 

out the “ship to:” information. Be sure to include our name, address, phone number, and our customer ID Number. Check the box 

for “AREA” and write Central Indiana. Next make copies of everything; each page including the post Area count, CIASC Inventory 

Sheet, order form and the checks we are sending. Mail one copy of the NAWS Order Form along with the checks to the address on 

the form. When the literature order is delivered and sorted, compare the items received against the order and the NAWS invoice to 

ensure all items ordered were received. Keep copies of all invoices received from NAWS. 
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Appendix III 

HOSPITALS & INSTITUTIONS (H&I) SUBCOMMITTEE POLICIES & PROCEDURES 
CENTRAL INDIANA AREA HOSPITALS & INSTITUTIONS SUBCOMMITTEE GUIDELINES 

Definition 
The Central Indiana Area Hospitals & Institutions Subcommittee (H&I) is made up of volunteer members from Narcotics Anonymous 
groups in the area. 
 
Purpose 
The Hospitals and Institutions subcommittee exists to carry the NA message of recovery from addiction to residents of facilities who 
are restricted from full access to regular NA meetings. H&I meetings/presentations, except for those in longer term facilities, are 
intended simply to introduce those attending to some of the basics of the NA program. 
 
The Hospitals and Institutions subcommittee initiates, coordinates, and conducts all H&I meetings/presentations in the area but may 
use other methods, such as distributing literature and meeting lists, to make recovery more available to the addicts in these 
facilities. 
 
Hospitals and Institutions 
These are defined as facilities which either incarcerated persons who may be addicts or have a goal of helping addicts to live clean as 
responsible and productive members of society. H&I does not assume responsibility for any meeting in a facility when that meeting 
is conducted by anyone other than the H&I subcommittee. 
 
Literature 
Only Narcotics Anonymous-approved literature, tapes approved for sale by the WSO, Reaching Out, and The NA Way Magazine may 
be taken into a facility by H&I. Literature or any of these other items will be distributed by the literature coordinator as set forth 
under that job description. Meeting schedules may be taken into some facilities. However, only subcommittee-approved literature 
should be used in meetings/presentations. See Appendix 1 for the suggested list of appropriate H&I literature. 
 
Business Meetings 
Business meetings shall be held not less than once monthly at a time and place designated by the membership. No business meeting 
shall last for more than one-and-one-half hours, except by vote to extend this time limit by the members present. Meetings will also 
include a learning session if there are new members in attendance. See Appendix 2 for the agenda. 
 
Membership 
Any member of Narcotics Anonymous may become a member of H&I by filling out an information sheet and filing this with the H&I 
vice chairperson or secretary. New members must complete at least one learning session. All members are bound to comply with 
the clean time requirements of six months for H&I service eligibility. Clean time for the purpose of this subcommittee shall be 
construed as complete abstinence from all drugs. 
 
Voting 
Any member having attended previous business meetings within the past year is eligible to vote at business meetings. 
 
Elections 
Election of officers shall be held once each year in December with the officers elected taking over in January. This subcommittee 
elects all positions except chairperson, who is elected by the ASC. 
 
Elected Officers 
Members of H&I subcommittee shall be elected each year to fill the following positions: 
 
1. Chairperson (by ASC) 
2. Vice chairperson (two-year term) 
3. Secretary 
4. Panel coordinators 
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Except for Vice Chair, the term of office is one year. All candidates for elected office must meet the qualifications stipulated in these 
guidelines. An officer may resign at any time. When an elected officer becomes unable to discharge the duties of that office, a 
successor shall be named by the chairperson and approved by the H&I subcommittee at the next business meeting. Officers may 
succeed themselves by reelection only one time. 
 
Appointed Positions 
As necessary, individuals may be appointed by the chairperson in agreement with the vice chairperson to positions that fulfill a 
particular need. 
  
H&I Panels 
The purpose of an H&I meeting/presentation is to carry the NA message of recovery to addicts who do not have full access to 
regular Narcotics Anonymous meetings. This is accomplished through the operation of panels which visit facilities on a regular basis. 
These panels are usually made up of (1) a panel leader and (2) one to three panel members. 
 
Recovery Requirements 
Any member of Narcotics Anonymous who is on record with H&I, has attended a learning session, and who wishes to participate in a 
meeting/presentation in an institution, must have sufficient clean time to qualify under the requirements of the subcommittee and 
the facility in which the meeting is conducted. Relapse is grounds for automatic removal from the subcommittee. The following 
recovery requirements are strongly recommended: 
 
Elected officer of H&I 1-year Appointed position 1-year Panel coordinator 1-year Panel leader 1 year 
Panel member 6 months 
 
All elected officers, those serving in appointed positions, and panel coordinators shall attend the regular monthly business meetings 
of Narcotics Anonymous H&I. For a panel coordinator, three meetings missed in succession shall result in removal from the duty of 
coordinating that panel. Any member dropped from assignment may be reinstated by vote of the H&I subcommittee. In the instance 
of elected officers and those serving in appointed positions, three consecutive months absence will be considered resignation. 
 
Responsibilities and Duties 
The responsibilities of each active member of Narcotics Anonymous H&I are set forth below: 
 
Chairperson 

a. Coordinates all NA H&I activities. 
b. Facilitates all regular, special, and general subcommittee meetings. 
c. Handles all public relations contacts involving policy matters and/or interpretations at the public level, that pertain to H&I. 

This will be done with the direct cooperation of the PR subcommittee. 
d. Is responsible for interchange of correspondence at the public level as well as all correspondence within NA H&I which 

involves policy matters. 
e. Makes regular reports to the H&I subcommittee on the status of all current or completed projects. 
f. May at any time visit any meeting/presentation at any facility for a purpose beneficial to H&I, including aiding panel 

participants. 
g. Shall represent Narcotics Anonymous H&I at the regular meetings of the ASC. 

 
Vice Chairperson 

a. In the absence of the chairperson, or in the event of the inability of the chairperson to perform, or upon the resignation of 
the chairperson, assumes all those responsibilities normally carried out by the chairperson until the ASC has an election for 
that position. 

b. Works closely with the chairperson. 
c. May at any time visit any meeting/presentation at any facility for any purpose beneficial to H&I, including aiding panels. 
d. Attends the regular meetings of the Hospitals and Institutions subcommittee. 
e. Works with the panel coordinators to assure that volunteers are placed as panel members. 
f. Coordinates panels in the absence of a panel coordinator until a panel coordinator is elected. 
g. Responsible for completing literature order forms to replenish literature monthly. It is the Vice-Chair’s responsibility to 

maintain an adequate supply of literature for the Panel Coordinators/Leaders. 
Secretary 



 

50 | Page 
 

a. Keeps a complete record in the form of minutes of every regular, special, and general subcommittee meeting. 
b. Keeps a complete and updated panel member list with the names, addresses, recovery dates, and telephone numbers of all 

current H&I members. 
c. Shall keep a continuing roster of monthly attendance at the business meetings. 
d. Sends notices or makes telephone calls for special meetings. 
e. Maintains all necessary stationary supplies and prepares correspondence as needed. 
f. Keeps a file of all such correspondence. 
g. Shall type and prepare any materials necessary for distribution to members of H&I. 
h. Shall attend the regular meetings of the Hospitals and Institutions subcommittee. 

 
Panel Coordinator 

a. Attend all regularly scheduled H&I subcommittee business meetings. 
b. Shall provide a verbal (or written if unable to attend. Use Panel Coordinator Report form – Appendix 3) at each regularly 

scheduled H&I subcommittee business meeting. 
c. Shall keep in close contact and work with H&I elected officers and the panel leaders for the meetings/presentations for 

which he/she is the coordinator. 
d. Should contact the facility at least once per year to ensure there are no issues to be addressed. Shall meet with 

administrators of facilities if the need arises. Will report such meetings to the subcommittee prior to attending and will 
invite elected officers to attend. 

e. Appoint panel leaders for all scheduled meetings for which he/she is the coordinator. 
f. Shall keep all panel leaders informed of the rules of the facility and any rule changes. 
g. Any unusual situations that might arise should be discussed with the elected officers of H&I who, in turn, will take steps to 

get clarification from the facility authorities. 
h. Shall obtain literature for panel leaders at H&I subcommittee business meetings. 

 
Panel Leader 

a. Shall conduct H&I meetings/presentations in the facility being served according to acceptable procedures. 
b. Shall inform the panel coordinator well in advance when unable to conduct a regularly scheduled meeting. 
c. Shall invite all panel members to the H&I meeting and inform them of all the rules of the facility and the procedures for 

conducting the meeting. 
d. Shall be responsible for panel members in the meeting. 
e. May be removed from panel assignment because of absence without proper notice and/or not making adequate 

arrangements for a replacement to conduct the meeting. 
f. Report to the Panel Coordinator any successes and/or concerns. 
g. Report to the Panel Coordinator the status of the supplies for the meeting/presentation. 

 
Panel Member 

a. Shall be at least six (6) months clean. 
b. Shall take an active role in a meeting as a speaker or in whatever other acceptable capacity as may be requested by the 

panel leader. 
c. Shall adhere to the rules of the facility wherein he/she is, in fact, a guest. 
d. Shall always keep in mind that he/she may be a representative of Narcotics Anonymous and should conduct himself/herself 

responsibly. 
e. May resign as a panel member by giving notice to the panel leader. 

 
Other Requirements 
All members of H&I must have the proper clearance from the proper authorities and meet the clean time requirements set by the 
facility and H&I, to enter a facility. 
 
It shall be the responsibility of the panel leader to ensure that all people attending any H&I meeting/presentation fulfill the 
necessary requirements and that all are familiar with these GUIDELINES. 
 
All H&I members carrying the message through H&I must always keep in mind the following general rules which cover ALL meetings 
in ALL facilities: 

1. All H&I meetings will use the subcommittee approved H&I Meeting Format found in Appendix 4 
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2. It is unacceptable to give money to or take money from a resident. 
3. You are not to bring gifts or money in exchange for articles made by residents. If they wish to give you gifts, your grateful 

thanks are all they are permitted to receive and is generally all they want. You are not to accept articles made by residents 
to be sold on the outside. 

4. It is unacceptable to give to or to take from a resident any correspondence of any type while visiting the facility. 
5. Guests and visitors should be cautioned against discussing employment, lodging, etc. (either the promise of, “looking for” 

or the securing of.) 
6. Obscene or vulgar talk and off-color jokes are deeply frowned upon by the facility and by many of the residents.  

 
Always remember we are GUESTS of the facility and, therefore, MUST comply with their wishes. 
 
These GUIDELINES and PROCEDURES are submitted for the guidance of the H&I membership and guests so that a smooth and 
consistent program can be maintained for the benefit of addicts being served in institutions and hospitals. Any unusual situations 
that might arise should be discussed with the elected officers of H&I who, in turn, will take steps to get clarification from the facility 
authorities. Individual members of H&I should not attempt to discuss any problems encountered in a meeting/presentation with the 
personnel of the facility in question. This is the responsibility and duty of the panel coordinator. Adherence to these guidelines will 
minimize confusion and misunderstanding within the H&I membership itself, and with the facilities we serve. 
 
Failure to comply with any facility’s regulations could result in the cancellation of the H&I meeting/presentation scheduled in that 
facility. Most regulations covering facilities are clearly defined by statutes. Violations of regulations could bring legal action against 
violators and put NA in a bad light. Remember, your actions reflect not only on yourself, but on NA. More importantly, adverse 
performance could well deprive an addict of the help they are seeking from you and other members of NA H&I. 
 
ALL OF THE FOREGOING SHOULD BE REVIEWED WITH ANY GUEST BEING TAKEN TO ANY H&I MEETING/PRESENTATION. 
 

List of Appropriate H&I Literature 
 

1. NA White Booklet 
2. Behind the Walls 
3. IP #1 - Who, What, How & Why 
4. IP #6 - Recovery & Relapse 
5. IP #7 - Am I An Addict 
6. IP #11 - Sponsorship 
7. IP #13 – By Young Addicts, For Young Addicts 
8. IP #16 - For The Newcomer 
9. IP #17 - For Those in Treatment 
10. IP #23 - Staying Clean on the Outside 
11. Reaching Out 
12. Basic Text (Soft cover only) 

 
 

H&I Subcommittee 
Business Meeting Agenda 

 
1. Open 

a. A moment of silence for the addict who still suffers regardless of clean time. 

b. Recite 12th Tradition. 

c. Read the Twelve Traditions of N.A. 

d. Read "Why H&I" on page one of the local H&I Handbook. 

e. Introduction of N.A. members new to H&I. (secretary will give Member Orientation Package – Appendix 5 and a 

schedule of current H&I meetings) 

i. If new members are in attendance they will be taken to another room and outline the following: 
• Required clean time 
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• How H&I meetings work 
• What happens now? (contact a panel coordinator of a facility that they are interested in) 
• Educational Activity - select one of the following: 

o Study a section of the H&I Handbook. 
o Conduct a new volunteer orientation/Do’s & Don’ts Session 
o Conduct a mock panel presentation. 

f. Record attendance for officers, Panel Coordinators, and total number of subcommittee members. 

g. Read and approve minutes from previous meeting. 

2. Chairperson’s Report (Including financial status) 

3. Panel Reports 

4. Old Business (Secretary should remind Chair of old business) 

5. Special Business- (if any) 

6. New Business 

7. Close with the 5th Tradition of N.A. 

  



 

53 | Page 
 

Panel Coordinator / Facility Report Form  

To 

Central Indiana H&I Subcommittee 

(complete only if unable to attend the regularly scheduled business meeting) 

 

Name of Facility:_______________________________________  Date:____________________________ 

Number of Residents each time: _______________________________________________ 

Number of Panel Members each time: ____________________ 

Panel Leaders: _______________________________________________________________________________________ 

Panel Coordinator: _______________________________________________________ 

Phone: (______) ______-____________ 

List of topics and/or speakers: ________________________________________________________________ 

 

How many times have you been to the meeting? _________________ 

List an problems or situations: 

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________ 

What can the Central Indiana Area H&I Subcommittee do to better serve your meetings? 

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________ 

Other important information: 

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________ 
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H&I Meeting Format 

Welcome to this H&I meeting of Narcotics Anonymous. I’m an addict named _________________, serving as the chairperson. 
 
H&I stands for Hospitals and Institutions. H&I is a subcommittee of the local Narcotics Anonymous Fellowship, whose purpose is to 
carry the message of recovery to people in facilities who cannot attend regularly scheduled meetings. 
 
Our message is: “An addict, any addict, can stop using drugs, lose the desire to use, and find a new way to live. Our message is hope 
and the promise of freedom.” 
 
H&I meetings are intended to simply introduce those in attendance to the basics of the Narcotics Anonymous program. Our 
subcommittee guidelines as well do not permit us to correspond by mail or communicate by phone with those who are attending 
this meeting. We encourage you, upon your release, to contact your local Narcotics Anonymous Service Office to find out where and 
when the meetings in your area are held. 
We are addicts, who as a part of our own recovery go into facilities to carry this message of recovery; We are not counselors or 
professionals. We are not here to comment on how this facility is managed or settle any disputes between you and the staff, 
comment on any other program or tell you how to conduct your life. 
Now let’s open with a moment of silence followed by the Serenity Prayer. 
 
I have asked someone to read: 

● Who is Addict? 
● What is the Narcotics Anonymous Program?  
● Why are we here? 
● How it works 

After the speakers have finished there will be time for any questions. There will be no cross-discussion while anyone is sharing. 
Please hold your questions until the end of the meeting and we will answer them to the best of our ability. 

● Panel Discussion: Each panel member shares 10-15 minutes on topic pertaining to early recovery 
● Speaker 
● Read and discuss NA literature 

 

Leave time at the end of the meeting to answer any questions.  
Close with the We version of the Serenity Prayer 
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MEMBER ORIENTATION PACKAGE 
Central Indiana Area Service Committee 

H&I Subcommittee 
Orientation 
H&I orientation is a period that allows NA members to become familiar with H&I work so they aren’t rushed into it without any 
preparation for this service. Many people are quite apprehensive about getting into H&I for a variety of reasons. Don’t be put off, 
everyone has something to offer. 
 
This packet has been compiled by the Central Indiana Area H&I Subcommittee to give a brief outline of some of the specifics that will 
be important for you as a panel member. The H&I Handbook gives a much more in-depth look at H&I work in Narcotics Anonymous 
if you decide you want to learn more about this rewarding type of service. 
 
Part of the orientation is to bring those that are new to H&I to their first H&I meeting/presentation or two as an observer. This will 
give you a chance to just listen at first and see how an H&I meeting/presentation really works. This also helps many feel more 
comfortable when they come join the panel. 
 
The Meeting/Presentation Format 
 
There are a variety of formats that we use when carrying the message into facilities, but there are some key points to keep in mind 
about all of them. 
 
The format of any particular H&I meeting/presentation may vary from meeting to meeting depending on the type of facility. In 
short- term facilities, the format will be more focused on the panel members carrying a message in to the residents, while at a long-
term facility we may encourage more participation from the residents. In H&I we are carrying the message into the facility. At an H&I 
meeting we are not there to dump our problems, but rather to help these addicts become aware of what NA is and how it works in 
our lives. In effect, an H&I meeting is an introduction to our fellowship for addicts. 
 
The panel leader should let you know what the format is before the meeting/presentation and should be able to answer any 
questions you may have about it. If you would like to see samples of a variety of formats, there is an explanation of several of them 
in the H&I Handbook. 
 
Whatever format is chosen, we normally get the residents involved with a question and answer session at some point in the 
meeting/presentation. 
 
Personal Commitments 
 
Please DO NOT volunteer for an H&I meeting/presentation if: 
 

● You are not sure that you want to attend, or 
● You are not sure you will be able to attend the meeting. If something comes up and you will be unable to make it, try to 

give the panel leader at least forty-eight hours’ notice so that he/she can invite someone to fill your spot. DO NOT ask 
someone to take your place or even to come along with you to the meeting. The panel leader is the only one that is allowed 
to invite people to the meeting. 

Questions and Answers 
 
It is a good idea to encourage questions concerning what was presented at the meeting or other general questions about NA, but 
there are a few things you should keep in mind. 
 
Please remember that NA has no opinion on outside issues. Occasionally during the question and answer period or when talking 
after the meeting/presentation, the residents will ask us to give an opinion on outside issues such as: 
 

1. Other recovery programs or fellowships. 
2. The facility, i.e., “Do I need to stay in treatment?” 
3. Many other issues that do not pertain to recovery from addiction in the Narcotics Anonymous Fellowship. 
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It is very important that we are not drawn into these types of discussions! Always remember to only your share experience, 
strength, and hope about YOUR recovery in Narcotics Anonymous. 
Working with Others: Men with Men, Women with Women 
Some facilities house only men or only women. Other facilities house both men and women but keep them separate. In these 
facilities, where your meetings/presentations will consist of only men or only women, we strongly feel that only same-sex Narcotics 
Anonymous members should participate. Remember, our primary purpose is to carry the message of recovery, not to make our 
meetings more popular with the addicts we are trying to help. Problems that arise in this area have the potential to seriously 
damage the credibility of Narcotics Anonymous. Experience has taught us that we can avoid these problems if we follow this simple   
guideline. 
 
Adolescents 
When adolescents are referred to in this handbook, we are referring to anyone under the legal age of majority in your state or 
country. We need to remember that adolescents are prospective members and should be treated with respect. When sharing in an 
H&I meeting/presentation, we need to remember that to an adolescent, the stress experienced due to peer pressure or the 
relationship with their parents and/or teacher may be just as much a crisis to them as losing a job, marriage, or house may be to 
others. In NA, we learn to deal with our feelings and emotions, and share with others how we have been able to work through them 
by utilizing the Twelve Steps of Narcotics Anonymous. 
 
Due to the governmental statutes regarding adolescents, we need to be especially aware of facilities’ rules and regulations as they 
relate to our interaction with these prospective members. For example, some facilities may require a staff member to be present 
during meetings/presentations. 
 
While some people maintain that adolescents respond better to people closer to their own age, the bulk of our experience suggests 
that the age of the person sharing at an adolescent H&I meeting is secondary to their ability to share a strong, clear message of 
recovery. Adolescents seem to respond more to the message than to the messenger. All H&I meetings are highly structured and 
should be geared towards recovery through the Twelve Steps of Narcotics Anonymous. Our experience has shown that we do not 
need to use a special format when carrying the message to adolescents. 
 
In addition to the do’s and don’ts found at the end of this package, we feel that the following should be included: 

Do’s 

Do Remember that this is a “we” program. No addict should feel that he/ she is being preached to. 

Do Remember that an addict is an addict, regardless of age. 

Do Tell them that there is fun in recovery, i.e., social events, fellowship, etc. 

Do Acknowledge and validate their feelings and emotions. 

  

Don’ts 

Don’t Glorify your past. 

Don’t Say, “I feel like I’m talking to my kids.” 

Don’t Compare your bottom to theirs. 

Don’t Patronize adolescents. 

Don’t Use profanity. 
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H&I Requirements 

You have been invited to carry the message of recovery through H&I meetings/presentations because: 
13. You have at least six months abstinence from all drugs. 
14. You have a strong NA message of recovery from addiction. 
15. You seem willing to comply with all of the H&I subcommittees and the facility’s requirements. 
16. You are willing to carry the message in a responsible way. 

 

Do’s and Don’ts for H&I Participation 

Do's 

Do Make directories of outside meetings available to residents. 

Do Clarify the facility’s rules with anyone you bring in. 

Do Start and end on time! 

Do Briefly explain what H&I is. 

Do Make it clear that 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 (i.e., literature person, coffee maker, 

readings, 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 a facility with the local helpline number. 

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

 

Don’ts 

Don’t Break another person’s anonymity, or tell his or her story. 

Don’t Debate any issues involving facility rules or regulations. 

Don’t Get involved in discussions on outside issues; remember why we are there. 

Don’t While sharing, put too much focus on what it was like. They already know. 

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

Don’t Discuss conditions within the facility, or opinions about staff members. 

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. 

 
Remember at all times that you have a responsibility to the facility, to the residents, and to NA. If you observe the above 
suggestions, and follow the Twelve Traditions, you will uphold your responsibilities to all three. 
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Central Indiana Area Hospitals & Institutions Subcommittee  

Member Information 

(Please complete and return to Secretary) 

The purpose of this form is to provide the H&I Subcommittee with the necessary information to contact members who are willing to 

be of service to H&I. 

 

Full Name:______________________________________________  Date:  ______________________ 

 

Phone: ______________________________ Clean Date:  __________________________ 

 

Address:  ___________________________________________________________ 

   ___________________________________________________________ 

   ___________________________________________________________ 

Are you currently on probation or parole?   ____________ 

Have you ever been convicted of a felony?   ____________ 

What type of facilities are you willing to enter for the purposes of supporting an H&I presentation/meeting? (check all that apply) 

Correctional: ________ Treatment: ________ Psychiatric: __________   

Do you work or volunteer for any of the facilities this subcommittee serves? _____________________  

If so, please list them:    

_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

 Do you have previous H&I experience? ______________   

 

 

Signature:  _____________________________________________________  
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Appendix IV 

Information Technology Subcommittee Guidelines 
Definition 

The Central Indiana Area Information Technology (IT) Subcommittee is a sub-committee of the Central Indiana Area Service 

Committee of Narcotics Anonymous (CIASCNA). The IT Subcommittee is composed of elected officers and interested NA members 

from within the Central Indiana Area who have the desire and willingness to be of service consistent with the Twelve Traditions of 

NA, Twelve Concepts of Service of NA, and these guidelines. This committee falls under the direction of the CIASCNA. 

Purpose 

There are three purposes of the IT Subcommittee in regards to its efforts on the internet. 

1. To carry the message to the addict who still suffers by providing information about NA. 

2. To provide information to members about NA, meetings, and activities. 

3. To inform professionals and interested parties outside of the fellowship about Narcotics Anonymous. 

Mission 

Our objective is to carry out our primary purpose in accordance with the Fifth Tradition: "To carry the message to the addict who still 

suffers." We shall do so in accordance with our 11th Tradition: "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." We shall do this by making 

information available to addicts and the public in a manner that is clear and objective. 

Responsibilities 

1. To open and maintain contacts with the World Services Website Committee. 

2. To utilize the internet to open and maintain lines of communication with the fellowship. 

3. To assist the Area Service Committee by maintaining a presence on the internet. 

4. To respond to all website issues in a timely and effective manner. 

5. To be sure that all requests are appropriately handled at the correct level of service. 

Functions 

1. To provide information about NA meetings and activities to the public, professionals, and the fellowship via the internet. 

2. To provide up to date meeting information that helps addicts get to meetings including maps and other material deemed 

necessary by the IT Subcommittee. 

3. To maintain an open line of communication with all members of the IT Subcommittee and conduct meetings as needed. 

4. To maintain communication with the CIASCNA as needed to fulfill our primary purpose. 

5. To provide a representative at regional website meetings when applicable. 

Operational Guidelines 

Intent 

It is the intent of this committee to present a clear and concise NA message, via the internet, to members of NA and the public that 

may view our metro-wide website. 

Responsibility/Accountability 

Overseeing the placement of information online is the responsibility of the IT Subcommittee in accordance with these guidelines. 

Actual work on the site is carried out by trusted servants approved by the IT Subcommittee. 

Accessibility 

We recognize that online information is accessible to only persons with internet access. To make information available to the widest 

possible audience, the address of our site should be printed on CIANA meeting directories, and area level flyers. Furthermore, the 
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website address may also be used on any group event flyer within the Central Indiana Area. Any non NA site or entity using the 

website address has not been endorsed by the IT Subcommittee. 

Non-Affiliation 

The IT Subcommittee only links to the websites of other NA Service Committee. The IT Subcommittee does not endorse or approve 

of any of the material that off site links go to nor does the IT Subcommittee have any opinion of websites that may link to ours. 

Copyright Issues 

To ensure compliance with copyright laws, we will not place copyrighted material on pages that link to other than registered service 

bodies of NA. In the event that copyrighted material is needed to assist an addict, all resources will be exhausted before said 

material is used. (e.g. contact company involved to obtain letter of permission). 

Privacy and Anonymity 

Since Information via the internet is accessible all over the world, as a rule, we will publish phone numbers 

and addresses of Hotlines, NA Service Offices, and meeting places provided they are not in a member’s home. However, first names, 

last initials, and phone numbers can be used when approved by the IT Subcommittee and consent of the member is on record (e.g. 

flyers, newsletters, interviews, publishing, et cetera). 

ASC Access Continuity 

To ensure that the ASC maintains control of the domain CIANA will be listed and the Registrant Contact. To ensure that the ASC 

maintains control of the files for the site a full back-up of the site will be made automatically on a weekly basis and stored in a IT 

Subcommittee controlled account. 

Subcommittee Membership 

Membership of the IT Subcommittee shall consist of the IT Subcommittee Chair, IT Subcommittee Vice Chair, Public Relations Chair, 

Newsletter Chair, as well as any member of the fellowship who has the willingness to serve and wishes to fulfill our fellowship’s 

Mission and Vision Statements. 

Consensus Based Decision Making 

All active members of the IT Subcommittee are involved in consensus based decision making. Active members of the IT 

Subcommittee shall be members of the IT Subcommittee who have attended two (2) meetings within the past year and have at least 

60 days of continuous clean time. A member may lose their active status upon consensus of the IT Subcommittee for issues related 

to unaccountability or lack of responsibility. Also any member who refuses to abide by the IT Subcommittee Guidelines or group 

conscience may, upon IT Subcommittee consideration, be relieved of any assignments previously granted. 

All officers are elected for a term of (1) one year, and will be eligible for one additional term of (1) one year. Elections shall take 

place with other area elections. 

Qualifications and Responsibilities of Committee Members 

In order to serve a fellowship with varying levels of technological understanding, it is encouraged the subcommittee reflect the 

diversity of our fellowship. 

1. It is suggested that all members maintain a current copy of NAWS, Inc. Public Relations Handbook. 

2. Basic knowledge of the 12 Steps, 12 Traditions, and 12 Concepts of Service is suggested. 

3. Upon loss of clean time, any elected member is automatically relieved of his or her duties. Continued participation in the 

committee is acceptable. 

4. Knowledge of current computer, internet usage, and social media usage. 

5. Understanding of internet and social media usage as outlined by NAWS guidelines, position pagers and in alignment with our 12 

Traditions. 
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IT Subcommittee Chair 

1. Is elected by the Area upon subcommittee recommendation. 

2. Requires at least two (2) years clean time. 

3. Should have at least one (1) year experience in Internet communications and knowledge of current web technology, proficiency 

with HTML and CSS or other emerging technology. 

4. Assists and is trained be current IT Subcommittee chair. 

Guideline Amendments 

1. Any amendments of the IT Subcommittee Guidelines require a substantial consensus of active committee members of the IT 

Subcommittee and then submitted to the area committee. 

2. Any change in IT Subcommittee Guidelines that effect the IT Subcommittee Guidelines will be immediately adhered to. 

*Adopted March 13, 2016 

 

** Per policy motion passed in August 2017, the “Online and Social Media Protocol” below is hereby added to this Appendix. 

 

CIANA Online and Social Media Protocol 

The Eleventh Tradition essay in It Works: How and Why states, “Narcotics Anonymous is not a secret society: Tradition Eleven speaks 

to personal anonymity, not fellowship anonymity. The better known we are by the public, the more likely it is that addicts seeking 

recovery-or their friends, relatives, or co-workers-will think of us and know where to find us when they decide to seek help.” While 

focusing on our primary purpose, we must also remember that when we disclose ourselves as recovering addicts in Narcotics 

Anonymous, our actions, attitudes, ideology, and behaviors can be mistaken for the actions, attitudes, ideology, or behaviors of all 

of Narcotics Anonymous. The Eleventh Tradition essay in It Works: How and Why also states “wherever we go, we always represent 

NA to some degree. If we are seen acting poorly while we prominently display an NA logo on our T-shirt, we carry a distinctly 

unattractive message about our fellowship to the public. What we say and what we do reflects on our NA recovery and the NA 

fellowship. As responsible NA members, we want that reflection to be a source of attraction rather than a source of 

embarrassment.” In the regards to NA members who share their NA membership, clean time, or ideas about life in recovery online 

or on social media: Let us think of our online or social media activity the same as we would when we wear a NA T-shirt. 

 CIANA Online and Social Media Protocol 

1. Our social media presence representing the Central Indiana Area is intended to implement communication between the area 

service committee, the fellowship, and the public, about current events, open service opportunities, and announcements of the 

Central Indiana Area and its service committees. 

2. When posting to a CIANA social media site, act as though you were in a closed Narcotics Anonymous meeting. Do not disclose any 

personal information that you would not disclose in a meeting, or that you would not want to be public knowledge. 

3. When posting to social media, please refrain from stating your membership in NA. While there are closed groups on social media 

sites, we still need to respect our fellow member’s wishes to remain anonymous. We can disclose recovery pertinent information 

about ourselves, but not about others. 

4. Consideration should be given before posting any Narcotics Anonymous copy-righted material on sites that claim secondary 

ownership image rights. All copy-righted materials should display the registration mark. 

5. No images, videos, or likenesses of persons are to be uploaded or linked to any social media presence, with the exception of public 

service announcements. Users and followers shall, to the best of the committee’s ability and within the constraints of the actual 

social media site, be prevented from tagging or linking images or personal information, such as attendance at events, anniversary 

celebrations, or memorials. 
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The Central Indiana Area Convention of Narcotics Anonymous, hereafter referred to as CIACNA, is an ongoing annual event held 

each year in the Fall. The Convention will be put on by volunteers of the Central Indiana Area  

OUR PURPOSE 
Conventions are held by members of Narcotics Anonymous to bring our membership together in the celebration of recovery. 

Meetings, workshops, and other activities are scheduled to encourage unity and fellowship among our members. Conventions are 

sponsored by the service committees of Narcotics Anonymous. They should always conform to the NA principles and reflect our 

primary purpose. 

OUR GOAL 
CIACNA will be managed in such a manner as to accomplish three major goals: 

1. Provide a suitable celebration of recovery with an emphasis on education of the NA program. 

2. Be financially responsible. 

3. Minimize to the best of our ability the expense to all addicts attending, assuring no addict will be denied the opportunity to 

participate in our celebration. 

Extra effort will be exerted to balance these goals in planning this convention. 

THE CONVENTION COMMITTEE GENERAL STATEMENT 
Hosting a convention is a tremendous responsibility requiring planning, dedication, coordination, and effort by an organized 

committee of addicts. At times they can become complex and emotional endeavors. Therefore, effort should be made to select 

people with prior convention experience who are practicing a program of recovery in Narcotics Anonymous. It is desirable that 

committee members participate at various levels in committees year after year to provide continuity. For example, it is best if the 

programming chair was part of the programming committee the previous year. While not always possible, it is preferable. 

Additionally, rotation of trusted servants after some years of participation is encouraged. This allows for diversity of experiences and 

keeps our presentation and growth fresh. 
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STRUCTURE 
The committee hosting Central Indiana Area Convention Committee will be referenced as CIACNA. The following general rules guide 

this committee: 

1. The Executive Committee shall consist of the Chair, Vice-Chair, Treasurer and Secretary of the Convention Committee. 

These persons will be elected by the Central Indiana Area Service Committee of Narcotics Anonymous, which is referenced 

as CIASCNA, at the regularly scheduled annual elections. 

2. The responsibility and accountability for all financial transactions, contractual proposals, and negotiations rest with the 

Executive Committee. 

3. All transactions, be they legal and/or financial, will be presented to the Central Indiana Area Service Committee of Narcotics 

Anonymous (CIASCNA) at their monthly meetings for review and approval by P&A. Any disputes, discrepancies, or 

irregularities will be subject to audit by the CIASCNA and will be openly discussed, taken to P&A, and settled by the Group 

Service Representatives (GSR's) on the floor of regularly scheduled area service meetings. 

4. CIACNA will maintain a PO Box that is the responsibility of the Executive Committee. 

 

The Committee will consist of the Executive Committee, as well as Subcommittee Chairs and their respective committees. The 

subcommittees are: 

• Hotel & Hospitality 

• Entertainment 

• Serenity Team 

• Registration 

• Arts & Graphics 

• Merchandise 

• Convention Information 

• Programming 

REQUIREMENTS AND QUALIFICATIONS 
 The following is a summary of requirements and qualifications for all available committee positions. A more detailed explanation of 

expectations for each committee member appears in another section of the guidelines. 

EXECUTIVE COMMITTEE 
 It is highly recommended that executive committee members have previous Area Service experience, as well as previous 

convention service experience.  

• Chair:     suggested minimum 5-years continuous clean time 

• Vice-Chair:     suggested minimum 5-year continuous clean time 

• Treasurer:     suggested minimum 5-years continuous clean time 

• Secretary:     suggested minimum 2-year continuous clean time 

SUBCOMMITTEE CHAIRS 
 All subcommittee chairs should have a minimum 1 year of continuous clean time. It is recommended that subcommittee chairs have 

previous convention committee experience, preferably on the committee they want to chair. While it is not always possible, it is 

preferable. 

All members of the Committee should possess the following characteristics: 

• Working knowledge of the Twelve Steps and Twelve Traditions of Narcotics Anonymous. 

• Willingness to give their personal time and resources necessary to fulfill their obligation. 

• Willingness to exercise spiritual principles under all circumstances. 

• Be an active member of Narcotics Anonymous in the Central Indiana Area and reside in this area. 

• Willingness to implement the Convention set forth in this publication. 
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• No trusted servant can hold more than (2) consecutive terms in the same position. 

ELECTIONS 
 All Executive Committee Members will be elected per Area Policy.  All policies pertaining to elections within the current Area Policy 

Manual will be applicable to the election of the Executive Committee. 

• Chair: With a vote of confidence, no election will be necessary because the Vice Chair from the previous year assumes 

the Chair role. His/Her term is one year. 

• Vice-Chair: Will be elected annually and moves up to the Chair position after a vote of confidence from the GSR’s when 

former Chair’s period of service ends. 

• Treasurer: Will be elected annually and serves a one-year commitment. 

• Secretary: Will be elected annually and serves a one-year commitment. 

All Subcommittee chairs will be elected by the attendees at two of the first three Convention Committee Nomination Meetings. 

 

DUTIES AND RESPONSIBILITIES OF CONVENTION COMMITTEE MEMBERS 

 Chair:  
• Has demonstrated stability in the community and possess adequate administrative abilities 

• Presides at all convention committee meetings. 

• Helps initially organize subcommittees and the subcommittee chairs tasks specific to their subcommittee. 

• Stays informed of the activities of each subcommittee and provides help when needed. 

• Prepares an agenda for all meetings. 

• Helps resolve personality conflicts. 

• Keeps activities within the principles of the Twelve Traditions and in accordance with the purpose of the convention. 

• Monitors the fund flow and overall Convention cost and helps to organize subcommittee budgets. 

• Allows the subcommittees to do their job while providing guidance and support to ensure decisions are not acted upon 

prematurely. 

• Does not have an opinion and only votes only to break a tie. 

• Prepares detailed monthly report to the Central Indiana Area Service Committee Meeting on the progress of the 

convention and of any major legal/financial decisions. 

• Stays informed of the activities and procedures that take place within the Central Indiana Area to help avoid conflicts in 

activities or meetings. 

• Is aware of the Indiana Region activities particularly related to the ISNAC convention and works to avoid conflicts in its 

activities and meetings. 

• At the convention will be one of the points of contact for the hotel. 

• Will schedule a committee meeting within 48 hours after the convention for each subcommittee to submit their final 

reports. 

• Submits a final report to CIASCNA at the next upcoming ASC Meeting. 

• Acts as a final authority in clarification of these guidelines. 

Vice Chair:  
• Is familiar with policy for all sub-committee to help with organization and support.  

• Acts as Chair if the Chair is unavailable. 

• Attends subcommittee meetings when in need of support with a goal of attending every subcommittee meeting twice. 

• Fills in for trusted servant vacancies in the Committee until they can be filled. 

• If the Chair is unable, for whatever reason, to complete the term of office, the Vice Chair becomes the Chair for the 

Convention and will fulfill the current term of the Chair.  

Secretary:  
• demonstrates good communication skills and proficiency to assure accurate minutes are distributed to all committee 

members. 
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• Keeps minutes for all convention committee meetings. 

• Keeps a copy of all subcommittee meeting minutes. 

• Makes copies of minutes for all executive committee members and subcommittee members. 

• Keeps extra set of minutes, updated after each committee meeting, for members who request a complete set. 

• Maintains a list of names, addresses, and phone numbers of committee members for committee use when needed. 

• Assists the Chair in planning of the agenda for upcoming committee meetings. 

Treasurer:  
• Demonstrated stability in the local community, accounting skills, service experience with conventions or other large-

scale fellowship activities, and accountability with other committee members in the management of incoming monies 

• Is responsible for updating the Central Indiana Area Convention bank account for the current convention. Maintains 

the Convention checking account and updates the signatures required for the account are the Convention Committee 

Chair, Vice- Chair, Treasurer and Secretary (secretary added motion ##100) Each check will be signed by the Treasurer 

and either the Chair or Vice Chair 

• Writes all checks and is responsible for collecting all receipts from subcommittees for monies paid out. This includes 

collecting all revenues and paying all bills in a timely manner. 

• Works with the Chair, Vice-Chair, and subcommittee chairs to formulate a workable budget for the convention which is 

used for fundraising and planning of activities. This budget may be rough in the beginning and updated as the financial 

needs of the subcommittees are better formulated. 

• The treasurer should continue to keep track of all budgeting and keep the budgets in line with expectations to avoid 

excessive spending. 

• Keeps a receipt book on all cash received transactions, with a signature from both parties involved in the transaction.  

This will include all electronic transactions.   These funds are to be communicated to the respective Subcommittee 

Chairs  

• A complete treasurer's report will be submitted at each Convention Committee meeting. This report will become part 

of the convention committee report submitted to area service monthly. 

• A final treasurer's report will be due at the following ASC Meeting along with a check for all excess funds exceeding 

seed money and early bird registrations. This should be a balanced conclusive report showing all assets and 

expenditures. A copy of this report will be filed with the final convention committee report. 

• Works with the incoming treasurer for the next convention to assure a smooth transition and to assist in initially setting 

up the financial needs of the convention and bank account.  This will include turning over all financial records (receipt 

books, bank statements, bank cards, PayPal, etc.…) 

• Is responsible for making frequent deposits in the checking account prior to the convention and makes sure nightly 

deposits during the convention are made to avoid large sums of cash being available or mishandled. 

SUBCOMMITTEE CHAIRS 
Nominated and elected by the Convention Committee members per the Convention election guidelines.  The Subcommittee Chair 

should have specific service or vocational experience to be considered for a committee. It should be clearly understood that the 

subcommittees have specific service responsibilities to perform.  Committee Chairs should have a good working knowledge of the 

Twelve Steps, Twelve Traditions of NA, and the Concepts of NA Service, 

Subcommittees are vital to the convention, and individuals should expect to be replaced if they are unable to serve for any reason. 

Naturally, relapse necessitates replacement. This is because we are as concerned for the member as we are for the service 

responsibility. Each subcommittee has a Chair who then recruits committee members. A list of committees is provided in these 

guidelines, although additional committees may be established later if deemed necessary. Experience has shown though that most 

other responsibilities can be incorporated into the framework provided. 

Subcommittees operate according to the Central Indiana Area Convention Guidelines and Roberts Rules of Order. This ensures that 

the meetings run smoothly, and that business is conducted in an orderly fashion. Each subcommittee Chair should be aware of what 

responsibility they have assumed, and make sure that every task assigned is carried out. 

Subcommittees will maintain accurate records of the activities of their committee as well as all correspondence. Financial reports, 

including needs, expenditures, and receipts are included with each subcommittee report. All receipts are to be copied in triplicate, 
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with the original going to the recipient, the second copy going to the treasurer, and the third copy remaining in the books for the 

subcommittee records. All originals must be turned in after closure of committee business after the convention. 

The subcommittees of the convention work together. It is suggested to search first within the fellowship for goods or services for the 

convention. At the onset, each committee should decide whether it will use the services of another committee or address the area 

of business itself. Although either way is effective. Remember cooperation and considerations are the keys that will make it work 

most smoothly. 

A report from not only the executive committee, but from each subcommittee will be turned in at the end of the convention to 

assist the incoming Convention Committee. 

Subcommittee Officers will consist of a Chair, Vice-Chair, and Secretary.  

• Chair: Will conduct business meetings, assure all duties of the committee are carried out, and makes progress reports 

to the Convention Committee in writing at each CC meeting. 

• Vice Chair: Will act as Chair if necessary and assist the Chair throughout the planning of the convention and in carrying 

out the duties required on the days of the convention. 

• Secretary: Will record all minutes of the subcommittee meeting 

 

HOTEL & HOSPITALITY 
 The subcommittee should consist of: 

The workload of each committee member will probably be determined by the committee itself. There is no set formula for 

determining the size of the subcommittee. What worked for one convention may not work for the next. However, there is a set of 

objectives that need to be accomplished. Perhaps it would be best to weigh out these objectives, and then determine who on the 

committee will be able to perform what tasks. 

The first objective is to project an attendance figure to help determine the amount of meeting space that will be needed. The 

projected figure need not be exact, although using criteria from previous conventions should help the committee to project a 

reasonable figure from which to work. Once comfortable with the projected attendance figure, the committee can begin to plan on 

how much meeting space will be needed, how the space will be utilized most effectively and what would be the lowest possible 

expense. It would be wise to have some alternate plans in the event the attendance should be higher or lower than the projected 

figure of attendance. 

The next task that needs to be completed is the selection of a convention site. Work on this should be started as soon as the Chair is 

selected. Contacting the Indianapolis Area Convention and Visitors Bureau should be taken into consideration to insure a complete 

look at all the possibilities in our area. Several sites which meet the projected criteria should be selected and investigated 

thoroughly. Care should be exercised in the development of this committee to ensure the tasks assigned to it are properly 

accomplished. The responsibilities of this committee rely solely on the practice of good communication skills with individuals outside 

the fellowship. Care should be taken in remembering that the people of this committee are a reflection not only of CIACNA, but of 

Narcotics Anonymous as a whole. 

A minimum of three (3) bids should be presented to the CIACNA committee a year in advance but no less than (8) months prior to 

the convention date. The committee will vote, and a site will be selected based on the information presented to the Convention 

Committee, and majority of the voting members of the Convention Committee.  

Next the committee will pair with at least two Executive Committee members and Hotel will negotiate a contract with the hotel. This 

should be preferably the Chair and Treasurer with the H&H Chair. Once this selection has been made and a contract negotiated, the 

selection of the site will be presented to the P&A Committee for review at the Mid-Month P&A Meeting and if there are no major 

grievances or conflicts the site of the convention will be confirmed. It will be made clear that the convention will honor only 

contracts signed by the CIACNA Chair 

It is recommended that the H&H committee request meeting space for Convention Committee meetings prior to the convention at 

no additional cost. 
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This subcommittee will submit for approval, any catering proposals such as coffee, banquets, and brunches. Special attention should 

be given to the wording of any proposal. Beware of open ended or additional charges which may be added. Inform the hotel, as well 

as any other contractors who might be involved, that the Convention Committee is unable to pay for any unexpected costs. Also, 

make sure that the hotel does not extend any services that might be left unpaid. All agreements will be in writing. 

Organizing a Hospitality Suite is the responsibility of this committee. This should be a room where convention attendees can gather 

and relax. Beverages and/or food will be made available from this location. A volunteer list with shift times should be prepared to 

ensure the room is always staffed. Care should be given to monitoring activity in this room. Special consideration should be given to 

ensure telephones and/or cable features which might add additional costs are disconnected.  When negotiating the contract with 

the hotel, special attention should be made to ensure the hotel is aware that we will bring our own food into the hospitality room. 

Keep in mind that most problems arise from poor communication. Good communication between the Hotel and Hospitality 

committee and all other committees is extremely important. Almost everything that will be planned and done by other committees 

will hinge on how well the Hotel & Hospitality performs and communicates. Try not to lose sight of the reason this committee is 

doing its work. Using the principles of recovery and the positive spirit of its members will be essential. As the convention draws near 

there will be several tasks available for newcomers to perform.  

Although a great deal of work is done in this sub-committee before the convention, most of the work will be done at the convention. 

It will be necessary to utilize all the available subcommittee members as efficiently as possible. As sub-committees and members 

arrive, the H&H committee must be prepared to help and coordinate their work and their communication with the hotel staff. It is 

important that all communications between the hotel staff and the Convention Committee be conducted by only the H&H Chair or 

the Convention Chair. This is to eliminate confusion and unnecessary charges by the hotel. 

Closing Duties: A complete accounting of all attendance, hotel reservations, food and beverage costs, setup or room charges and any 

other additional charges will be in a written report to be submitted to the treasurer for final payment of bills. Hotel can take time in 

preparing their bills. It is important that the Chair expedite the submittal of all bills. Original receipts for all expenditures should be 

included. A copy of the report and receipts should be submitted not only to the treasurer, but also the Chair and the incoming 

convention committee. A written summary of the sub-committee activities, including any difficulties or suggestions, will be included 

in the final sub-committee report at the final committee meeting. 

ENTERTAINMENT COMMITTEE 
 Members of this committee should include: 

• When selecting members of the Entertainment Committee, the duties and responsibilities associated with the task 

should be seriously considered. Experience has shown that a successful Entertainment Committee will have a  

willingness to work hard and motivate others, an ability to deal effectively with people outside the fellowship, should 

demonstrate trustworthiness, especially in matters  concerning collecting funds, an ability to be financially responsible 

and good at accurate record keeping, and an ability to work closely with the CIANA Chair and Treasurer. 

• New members not familiar with the Twelve Traditions may be confused with the concept of "fundraising" in Narcotic 

Anonymous because it is so unlike the fundraising done in other organizations, even other nonprofit organizations. We 

never, under any circumstances, accept any donations from any outside source. We affiliate ourselves with no one, 

choosing to be entirely self-supporting through our own contributions. In Narcotics Anonymous, whenever we do need 

to "raise funds", we fundraise from within our fellowship. All fundraising held in support of the convention should 

include an explanation as to why the money is needed. It is important to make sure all our events including 

entertainment functions are in good taste and consistent with the spiritual principles contained in our Twelve Steps 

and Twelve Traditions.  Detailed record keeping of all expenses and funds raised should be kept.   After each fundraiser, 

all funds should be turned over to the CIACNA Treasurer. 

We must remember that we have only one need for money in Narcotics Anonymous, and that is to further our primary purpose of 

carrying the message to the addict who still suffers. We are not a business and should not be affiliated as one. Our purpose is to 

ensure that all needs get met, all bills and expenses are paid, and an atmosphere of recovery is well provided. Any/and all 

fundraising for CIACNA will be done by the Entertainment Sub-committee.  We respectfully decline or support any individual group 

from doing fundraisers for the CIACNA Convention on their own. 
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One of the first duties of the committee will be to submit a schedule and budget of the intended entertainment activities. Flyers 

need to be presented to the Executive Committee two months in advance. This will serve as a guide to prepare the committee for its 

workload and activity responsibilities. 

It is vital that the Chair of this committee communicate and coordinate with the Activities Chair of our area service to avoid 

event/function conflicts. Flyers containing entertainment activities need to be approved by the Area Chair and then should be 

distributed through the Chair of CIACNA when they present their regular reporting to CIASCNA. These flyers should also be taken to 

Regional Service meetings for distribution by our RCM. Additionally, coordination with the Newsletter Chair and IT Chair of our area 

should ensure that all fundraising functions are placed in the newsletter and on the Area Website. All fliers should have approval by 

the convention committee before being distributed. 

This committee will carry the responsibility of providing all entertainment provided as activities or functions included at the 

convention. These entertainment functions include but are not necessarily limited to dances, auctions or any other functions which 

are approved by the CIACNA Convention Committee and its voting members. Any activity which requires a performer or sub-

contractor to be hired must first be approved by the convention committee. A written proposal and contract must be executed If 

any contracts are necessary, they must be reviewed and approved by P&A prior to signature. All events should use a ticket system to 

insure accurate financial accountability. 

Coordination with several subcommittees will be important. Obviously, the timing of any function needs to be considered in the 

overall planning of the schedule, particularly with the Programming Committee. Auctions, which are popular at convention events, 

should be held in conjunction with the programming committee to give it the highest visibility and best chance for success. The 

Dance which occurs after the main speaker is one of the most visible and central entertainment events at a convention. 

Coordination with the Hotel & Hospitality committee is important to handle the logistics of creating the space for the dance. The DJ 

and dance theme need to be in good taste and be respectful of the diversity of people at our convention. Keep in mind that addicts 

have children who will be attending our events. Working closely with the Serenity Team will be important to ensure safety and 

cooperation for each event. Special arrangements with the Serenity Team may be needed regarding financial and security matters. It 

is recommended that at least one member of the Serenity Team be available to the Function and Fundraising Committee 

continuously throughout the convention.   

Closing Duties: There needs to be a financial accounting for all funds received both pre-convention and at the Convention itself. This 

should include all fundraising collections and expenditures, costs of any entertainment etc. and collections from auctions etc. 

Attendance and other relevant information are helpful in preparing a final report. A detailed final report is to be submitted to the 

Convention Chair and all original receipts and bills are to be turned over to the Treasurer for payment. Final copies of the report will 

be submitted to the Committee Chair and the incoming convention committee. 

SERENITY TEAM 
 The serenity team forms a shift or work team responsible for all safety and direction for all attendees at any CIACNA function, 

including meetings and functions leading up to the convention. It is imperative to remember that the number one responsibility of 

each member of the Serenity Team is to promote an attitude and atmosphere of recovery. This is especially true at the convention. 

Members of this subcommittee will be called on frequently by Convention Committee members and convention attendees for help 

and direction. Care and consideration need to be considered when dealing with the various situations which will be presented at the 

different functions. All members should be willing to serve at all security positions and an atmosphere of teamwork will be necessary 

within this subcommittee. This subcommittee should not be viewed or conducted as a "police force" for Narcotics Anonymous, but 

as responsible members carrying out the duties of this subcommittee. 

Special care must be taken in the selection of all members for this subcommittee. A special blend of maturity, tact, leadership, and 

humility is necessary to gracefully handle potentially difficult situations. It is recommended that all members of this committee have 

at least ninety days of continuous clean time. 

One of the first duties of this committee will be to submit a budget for approval by CIACNA Executive Committee. A majority of this 

will be from the rental of radios to be used at the convention for communication and shirts for serenity keepers to wear at all events 

and the convention. The Serenity Team Chair will be responsible for receiving written bids for the radio rental and shirts and 

assuring the contract is completed. They are also responsible for the safe keeping of the equipment, which can be costly. An 
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organized plan for the use of the radios should be formulated before the convention to allow for tracking and optimum use of the 

radios.  If a contract is necessary, it must be reviewed and approved by P&A prior to signature. 

"Serenity Keepers" should be stationed at all locations where financial transactions are taking place. They should be near main 

thoroughfares like doors, meeting rooms, merchandising lines etc. to provide direction and maintain order especially when functions 

are taking place. Some members should keep a constant vigil of roaming the hotel hallways and public areas to be available for help 

and to solve any problems which might occur. Additionally, serenity keepers are visible "greeters" and this reaching out to the 

attendees is an important part of the overall success of the convention. 

To minimize the workload, maximum participation is needed from as many members as possible for rotation purposes. Keep in mind 

that addicts have children who will be attending our events. Working closely with the Entertainment Committee will be important to 

ensure safety and cooperation for each event. Special arrangements with the Entertainment Committee may be needed regarding 

financial and security matters. It is recommended that at least one member of the Serenity Team be available to the Entertainment 

Committee continuously throughout the convention. 

It is helpful if all members of the Serenity Team wear T-shirts to make them visible to the convention attendees and other members 

of the CIACNA in case of need. 

Coordination with other committees is probably the most important job of this committee. To know when and where functions are 

happening takes very careful planning. Coordination with the Hotel and Hospitality, Programming, Merchandising, Entertainment 

and Registration will be critical to avoid problems before during, and after the convention. 

Besides the above described responsibilities, it is the duty of the Serenity Team to carry out the following: 

• Report any vandalism to Hotel and to an Executive Committee Member. 

• Report and follow up on any theft at the Hotel to an Executive Committee Member. 

• Report any violence or unusual disturbances at the Hotel to an Executive Committee Member. 

• Report any medical emergencies to 911, Hotel and to an Executive Committee Member. 

• Provide crowd control at major gathering. 

• Monitor members taking pictures and recordings at the Convention and make them aware that prior approval by all 

members should be received prior to pictures being taken and remind them of the spiritual principle of anonymity.   

Closing Duties: A detailed account of all incidents that may have occurred, or any specific difficulties observed during the convention 

should be noted in a final report. A detailed accounting of the final budget and all original receipts should be turned over to the 

Convention Treasurer. The prompt return of any rental equipment (radios) in the proper condition is the responsibility of the 

Serenity Subcommittee Chair and this committee. Copies of the written report should be made and delivered to the Committee 

Chair, Treasurer, and the incoming convention committee. 

REGISTRATION 
 This subcommittee is one of the busiest committees at every convention. Although it is most intensive work is completed in the 

weeks just prior to and during the convention, its responsibilities begin with advanced planning and organization well before the 

convention begins. 

A clear understanding should be reached between the Registration Chair, the full Convention Committee, and the Convention 

Treasurer on the procedure for handling registrations and money. Registration form records will be maintained on a weekly basis 

and all money received will be turned in to the Committee Treasurer prior to the full Convention Committee Meeting. 

As each registration is received by mail or direct sale, a record will be made indicating information about the registrant and all 

monies received. If funds were received via PayPal, the CIACNA Treasurer will be responsible to collect and give accurate accounting 

of funds received to the CIACNA Registration Chair.  If free registrations are given out, the committee must, keep careful records of 

what is provided and to whom. When registrations are made at activities, numbered case receipts are used as confirmation to the 

convention, this is done using a receipt book. The Registration/CI Chair and Convention Treasurer will establish a good working 

system for handling case registrations received at these activities. Each member of the registration committee who is authorized to 

accept registration money will work out of one case receipt book with carbon copies. All entries must be notated in a ledger for ALL 

transactions (this is how we will compile numbers for record keeping of attendance) It is of utmost importance that only the Chair or 
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Vice Chair have use of the ledger in order to maintain accuracy. This ledger will be turned over as part of the final report at the end 

of the convention. 

The record system developed by the committee should be simple and clearly understood by all members. The records of all 

registrations, banquet and brunch sales will be updated at least once per week, this way the full committee can be advised of the 

financial status as needed. This record system can be used to verify the Convention Committee Treasurer's records and provide an 

indication of the solvency of the convention  

A duplicate records system will be maintained in a ledger for all Registration Committee Activities. An entry is made for each 

registration, including all functions that have been paid for and the receipt number. The committee conducts its activities with the 

scope of the budget authorized by the full committee. When funds are needed, they are obtained from the Convention Committee 

Treasurer. Cash which has been received by the Registration Committee that has not already been deposited will not be used for 

committee expenses, as it could result in confusion and possible misuse of funds. 

Usually, the first people Convention attendees meet are those members manning the registration tables. How well they are greeted 

in many ways sets the tone for how well the convention comes off. Smooth, prompt, orderly, and hospitable services are key 

ingredients to successful registration at the convention. Therefore, organization and planning prior to the convention is very 

important. 

The number of members for this committee will depend on the anticipated attendance and the length of registration hours. It is not 

advisable to have the same attendees work long hours without a break or have just a few members handling the registration of a 

large rush of people that may come. The creation of shift or work teams is important and should be organized ahead of the 

convention. 

The Registration subcommittee is responsible for preparing a complete registration package for distribution at the convention. Items 

which may be included are a convention program (created by the programming subcommittee), Name badge which can be easily 

written on, tickets for all activities (banquet, brunch etc.), and any convention souvenirs.  If any contracts are necessary, they must 

be reviewed and approved by P&A prior to signature. 

Shift or Teamwork - during the convention at the registration desk 

Write receipts, collect registration money, and give out registration packages at the convention. The number of teams needed to 

work a shift will be determined by the anticipated attendance, and the length of the registration hours. A team of three members 

seems to work best. Two members write receipts and issue packages, while the third person collects money and organizes deposits. 

During registration hours, the convention committee Treasurer collects all registration money at regular intervals. The Treasurer is 

escorted by a member of the Serenity Team at all time while handling money. It is crucial that all receipts are saved so a balance of 

all monies being turned over can be accounted for by the Treasurer. 

An appointed member of this subcommittee will be responsible for tallying clean time, to be announced at the Saturday night 

meeting. 

Closing Duties: A complete accounting of all registrations, including full registration packets, day packets, newcomer packets, 

donations, and ticket sales is required. A final list with addresses of the registrants should also be made available in the 

subcommittee report. A written report with copies should be made and delivered to the Committee Chair, Treasurer, and the 

incoming Convention committee. A summary of any problems or suggestions would be helpful. 

CONVENTION INFORMATION 
 The first job of this committee is to draft a flyer which will be used to allow advance registration and information about the 

convention. This flyer should be coordinated with the Arts & Graphics/Merchandising subcommittee to help with the overall look 

and logo for the flyer. This flyer will be then be taken to the CIASCNA Chair for approval and properly distributed by Registration / 

Convention information subcommittee as described later in this section, the first flyer should be made as soon as the dates are 

established, and a contract or agreement is reached with the hotel. The sooner it can be published accurately the better. This allows 

participants to have the opportunity to schedule personal business and helps them to plan for attendance at the convention. 
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Care should be taken in the production of the convention flyers and registration forms. They should be clear and informative, not 

confusing. Flyers should be attractive, but not ornate or expensive. 

It is recommended that pre-convention press releases to print and/or visual media sources be avoided. Anonymity, non-affiliation, 

and attraction rather than promotion are just some of the principles which can be easily, although unintentionally, be violated of the 

press is encouraged to attend a convention. It is however a good idea for this committee to prepare a press packet, available at the 

registration desk in case a reporter-does show up. This can be obtained from our local Public Information subcommittee at the 

Central Indiana Area Service Meetings. 

The second task is the mailing and distribution of the informational flyers. The committee should utilize electronic media or do a 

direct mailing to members listed on the attendance rosters of previous conventions as well to all Areas within our Region and any 

other nearby Regions. The World Service Organization (WSO) offers a compiled directory of various addresses of regions. Flyers 

should be distributed at monthly CIASCNA meetings for distribution to meetings within our area as well. Utilizing the WSO is an 

excellent way of circulating information about the convention in the way of announcements in the NA WAY, through web sites, and 

through any monthly newsletters, the finalized flyer should be sent at least four months prior to the convention date and again 

forty-five days prior to the convention date. Sometimes convention planning committees generate additional activities or 

information that while not on the original flyer can be included in the mailing forty-five days prior to the convention. Mail 

Preregistration Fliers and Registration Forms. 

Work on the convention flyers is the next order of business. Care should be exercised concerning the design and concept of the 

flyers, as they find their way into hospitals, institutions, and other facilities. Appropriate use of language and graphics is critical, as 

these flyers will represent Narcotics Anonymous to the public. Use of a successful "theme" on the flyers for fund-raising, 

merchandising and entertainment will likely increase the number of members involved in the convention. 

Providing of Convention Information to NA members and to those who are not NA members is the responsibility of this committee. 

These two jobs are handled very differently and because of the resulting contacts with non addicts, those members performing 

these tasks must have a thorough knowledge of the Twelve Traditions, especially as they apply to public relations and personal 

anonymity. There should be no reason to "promote" the convention. It is an event of sharing and fellowship and needs no 

advertisement. It is however the duty of this committee to communicate to all concerned persons and agencies about the coming 

events and encourage their participation. This is done in the spirit of providing information rather than promoting NA or its 

activities.  An invite should be extended to the CIASCNA H&I Chair to set up a table at the Convention. 

This subcommittee has the delicate task of encouraging a large attendance without abandoning the principle of attraction rather 

than promotion. Some of the following experience and suggestions are helpful in keeping all convention information efforts with-in 

the dignity and spirit of NA: 

• Within the fellowship: Preparation and distribution of flyers, programs, and a map of the area if necessary. Member’s 

names should never be used on an envelope with NA identification. The Convention committee should rent a PO Box 

and that Box number with no reference to NA on the return address should be used on all mailings. Flyers with 

personal phone numbers contacts can be distributed freely within the NA groups at regular meeting places, but even 

here, attraction is our aim and discretion and good taste should prevail. 

• Outside the fellowship: Pre-convention information activities outside the fellowship should be extended only to those 

hospitals, treatment centers and similar agencies which provide direct access to addicts. The purpose of this is to 

attempt to bring addicts in the hospital, center, or Facility to the convention. This is in keeping with our primary 

purpose. The H&I subcommittee within the Central Indiana Area Service Committee should be consulted to help 

provide names and addresses of those agencies and institutions which are already aware of the Fellowship and have 

H&I panels currently operating. Addresses of other agencies which have direct contact with addicts may also be 

obtained. A short cover letter to the agencies should be included with the convention information being mailed.   

• The letter might be a simple statement acknowledging their ongoing support of recovery from addiction and a request 

that their clients be informed of the upcoming convention. Assuring that the institutionalized addict has a chance to 

attend our convention serves our primary purpose by showing them and the staff that there are indeed clean, 

recovering addicts in the outside world. 
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PROGRAMMING 
 Without a good program, the trouble and expense of putting on a convention is not justified. The reports of the programming 

committee should therefore be given appropriate attention. 

The Programming Subcommittee plans all workshops and meetings at the convention. This should include all planning surrounding 

the main Saturday Night Meeting. The members of the Programming Subcommittee select speakers, meeting chairs and others to 

help with the program. The subcommittee should attempt to have a balance of workshops for newcomers, service-minded 

members, and spiritual discussions. The recommended procedure for all persons who are speakers, Chairs, readers, or anyone else 

involved in the program is to check in at registration and assure their attendance and participation. This way all Programming 

participants can sign in and confirm their responsibility. In the event of a no-show, the Programming Subcommittee should have a 

pool of members available from which to select replacements. This subcommittee holds final responsibility for assuring that 

recovery meetings and workshops take place at the appointed time, place, and manner, and that Chairs and speakers are informed 

of their responsibilities. A letter written and sent to all participants with their expected duties helps to verify the participant's 

commitment. 

Potential speakers and program participants are people who base their recovery on powerlessness over addiction, identify 

themselves as addicts, attend NA meetings and practice NA principles. These qualifications assure that all NA members get an "NA 

Convention". The best speakers for conventions are those who address recovery as if their lives, as well as the lives of their listeners, 

depend on it. It is important to keep in touch with speakers as the convention draws near and assist them in any way possible to 

ensure their attendance. The recommended procedure for choosing speakers, Chairs, or anyone else involved with meetings is to 

first establish clean time requirements for these addicts. Below are the guideline recommendations. 

 

To chair a workshop Six (6) months clean 

To share a workshop Three (3) years clean 

Main speakers Five (5) years clean 

Chairs for Marathon Meetings Ninety (90) days clean 

 

It is crucially important to be open-minded when selecting speakers for the convention. This is done to ensure a wide variety of 

members are welcomed to share the message of recovery. This also prevents repetitious selection of speakers. The speakers 

selected should reflect the diversity of our area and the membership of Narcotics Anonymous as a whole. There are 3 Main Speakers 

(Open, Main, and Close). 

Procedures for reimbursement of expenses for main speakers can vary from convention to convention and with each circumstance 

presented. Whenever funds are available their expenses may be negotiated to include travel and/or hotel expenses. It is up to this 

committee to determine how far the speaker will need to travel and at what cost before selecting any speaker. The budgets for such 

expenses need to be planned and approved by the CIACNA committee before those expenses can be paid. At minimum, a full 

registration package will be offered to main speakers for their attendance and participation in CIACNA. 

Workshops are held to satisfy the needs of our members for information on specific topics and services related to NA. These 

workshops allow attending members to participate and hear about various aspects of the program and recovery. When choosing 

someone to share for these workshops, consideration should be given regarding the addict's experience with the topic. It is 

important to schedule similar workshops consecutively, rather than at the same time. This prevents attendees from having to 

choose between two or more workshops that they would like to attend. 

This subcommittee is responsible for creating the meeting formats.  They must have the meeting formats and readings, available for 

all Chairs or meeting leaders including workshops, speaker meetings and marathon meetings. The format should include a statement 

regarding being responsible when taking photographs at the convention to insure anonymity of our members is respected, cleaning 

up after ourselves, appropriate conduct, a clarity statement, the responsibility statement and a statement to the press. This includes 

the planning of the Main Saturday Night Meeting. Clean time and geographic countdowns with special recognition of newcomers 

should be included in the format. 
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As previously stated, formats and topics of the workshops is an important duty of this subcommittee. Topics for these meetings 

should be interesting and diverse and should focus on the education of addicts about the Narcotics Anonymous program. An 

emphasis on our literature, particularly the Twelve Steps and Twelve Traditions is highly recommended and should form the 

backbone of the topics discussed at all workshops and meetings. Additionally, this committee is responsible for the marathon 

meetings and deciding on the individual meeting format. 

Taping the main speakers and workshops allows members who are unable to attend all other functions the opportunity of hearing 

them at home or sharing them with others. Care should be taken to inform speakers and/or other workshop participants that they 

are being taped. When contracting with someone to record meetings, it should be clearly understood that the copyrights to the 

tapes are held by the CIACNA committee. The responsibility of choosing a taping company for all workshops and speaker meetings is 

done by this subcommittee. It is first necessary to search out these companies and have no less than (3) bids submitted for 

consideration by the CIACNA committee. Several important things must be considered when selecting a taping company including: 

the quality of the tapes, the price charged to the attendee per tape, the percentage of sale given to the committee and prior vending 

experience. It is important to try samples of their recordings and to receive a written contract prior to hiring any company.  If any 

contracts are necessary, they must be reviewed and approved by P&A prior to signature. 

The Programming Subcommittee in coordination with the Arts & Graphics/Merchandising Subcommittee and Registration 

Subcommittee will design and produce the program that attendees will use for information about times and places that events take 

place at the convention. Coordination with ALL subcommittees is needed to ensure an accurate listing of all events at the 

convention. The printed program should include at a minimum the following: all workshops, Marathon meetings, speaker meetings, 

dances and any other activities scheduled for the convention. It should include the date and hour of each workshop or meeting, as 

well as the hours of operation of other services taking place at the convention (Registration, Hospitality Room, Merchandise Room, 

Tape Sales, Banquet and Brunch) Also a Statement to the Press identifying us as addicts, and any other information that would be 

helpful to those attending. 

Production of the final program is the job of this subcommittee. Again, working with the Arts & Graphics/Merchandising committee, 

a printer needs to be selected and a sample produced. When possible, the program may be produced from within the fellowship 

with all available resources. Other times members may search for outside companies to help produce the program. Regardless, 

having the program look professional, and be functional and readable is essential. This program is what all the attendees count on 

for navigating the convention and it must be right; A budget for the final program needs to be established and a projected number 

of attendees is necessary to schedule the final Prints. The program and budget need to be submitted to the CIACNA committee for 

approval in plenty of time to allow to produce the final programs. 

Closing Duties: A detailed account of all programs and workshops should be included in the final report to be submitted to the Chair, 

the Treasurer, and the incoming Convention Committee. All original bills and receipts are to be turned in to the Treasurer for 

payment, and copies should be included in all reports. A written statement of the programs successes and any problems should be 

included in the final report. This will be helpful for future convention committees. 

ARTS & GRAPHICS 
 The committee should be comprised of members who are energetic and artistic. Additionally, it is helpful to have some members 

who are business minded. All members should be very familiar with the Twelve Traditions, especially regarding the design and sale 

of NA related items. There is a tremendous amount of work that needs completed for this committee. Having the help of as many 

addicts as possible, including newcomers, is very important to allow this committee to complete its workload. Utilizing all resources 

will become vital including utilizing members with ties to art and printing offices. It is also important to bounce ideas off the 

Convention Committee for feedback. This will allow the true spirit of group conscience to find its way into the theme of our 

convention. 

The first job of this committee will be to generate a theme and logo to be used throughout the convention. This process needs to 

happen very expeditiously as most of the other duties of this and, other subcommittees is based on the "theme and logo" chosen. 

This design will be used in a variety of manners including written, flyer design, banners etc. and the design should reflect this needed 

flexibility. Several design themes and logos should be presented by the committee to allow for a creative process of selection by the 

Convention Committee. A final design for the theme and logo will be chosen and approved by the entire Convention Committee. All 

artwork must be accompanied by a signed release from the artist. CIASCNA will have all ownership rights to all artwork. The NA logo 
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which will be in use on flyers, t-shirts, mugs, etc. is the property of the NA fellowship. Special and serious care needs to be taken to 

assure that the use of the NA logo is in good taste and in keeping with the Twelve Traditions. 

Work on the convention flyers is the next order of business. Care should be exercised concerning the design and concept of the 

flyers, as they find their way into hospitals, institutions, and other facilities. Appropriate use of language and graphics is critical, as 

these flyers will represent Narcotics Anonymous to the public. Use of a successful "theme" on the flyers for fund-raising, 

merchandising and entertainment will likely increase the number of members involved in the convention. 

Additional artwork may be needed for use on merchandising and registration material. It is suggested that one design theme be 

used, and variations be utilized if necessary. Color and size changes will be necessary, and this additional work will be completed by 

this committee. 

This committee will also be responsible for design and printing of all signage for the convention including but not limited to the 

following: the banner to be displayed at the Saturday night meeting, informational placards which will be placed at various places 

during the convention including the Main entry, registration table, at meeting and workshop room, the hospitality suites, 

merchandising rooms etc. Coordination with all other subcommittees to assess their need for signage will need to take place and 

this committee will need to complete this signage in a professional and acceptable manner worthy of all the work being put into the 

convention. 

Closing Duties: This subcommittee will provide a written accounting of all inventory purchased and sold, including all purchase costs 

and sales costs. This final accounting must balance. All original should be turned in to the Treasurer for payment and copies should 

be included with all final reports. A copy of the final report should be delivered to the Chair, the Treasurer, and the incoming 

Convention Committee. A written summary of the committee’s experience including any advice or problems should be included in 

the final report. 

MERCHANDISE 
All members should be very familiar with the Twelve Traditions, especially regarding the design and sale of NA related items. There 

is a tremendous amount of work that needs completed for this committee. Having the help of as many addicts as possible, including 

newcomers, is very important to allow this committee to complete its workload. Utilizing all resources will become vital including 

utilizing members with ties to art and printing offices. It is also important to bounce ideas off the Convention Committee for 

feedback. This will allow the true spirit of group conscience to find its way into the theme of our convention. 

The merchandising effort at any convention should be strictly based on the need to generate funds to ensure the success of the 

event. Too often the merchandising efforts of the Convention committee detract from the primary focus. The focus of any 

convention is the celebration of recovery. Our efforts to generate funds from our members should be based solely on what is 

necessary to ensure that the convention is successful. If a convention committee finds that it is not necessary to generate 

considerable sums of money to cover expenses, then the merchandising effort should be kept to a minimum. Every convention 

committee wants to be able to provide commemorative items for the convention attendees, however, the efforts to do this should 

be done in such a way that a "department store" atmosphere is not created. 

Allowing   commercial   vendors   or individuals to sell their wares at an NA Convention is acceptable, however they should either be 

approved by World or by the CIACNA Convention Committee. 

Any funds generated from an NA Convention should be used to further enhance our Fellowship either locally or worldwide. Careful 

consideration should be given to negotiating the purchase price of items selected for sale.  It is the responsibility of this committee 

to solicit three bids for consideration.  All items selected by the Merchandise Committee for sale should be purchased outright by 

the Convention committee if possible. In cases where funds are not available to purchase the items, then a consignment agreement 

can be investigated.  Thus, assures financial responsibility and accurate accounting by the Merchandising Committee. This 

committee should coordinate and secure a salesperson for jewelry sales if desired. The contract needs to be submitted and 

approved by the Convention Committee.  If any contracts are necessary, they must be reviewed and approved by P&A prior to 

signature. 

When selecting and pricing merchandise several factors should be considered: 

• Projected average attendance at the event 
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• Costs to the convention for the creation of each item individually 

• Amounts of each item offered to the convention attendees 

• Average cost of items in comparison to other conventions 

The Merchandising committee should present a budget to the Convention committee for approval. A complete summary of the 

information regarding ordering, marketing, and shipping of the items selected for sale at the convention should be included. 

Merchandise should be received at least 30 days prior to the convention. This will ensure that any merchandise that goes to other 

subcommittees gets delivered promptly and that any problems can be resolved. 

On occasion, there will committee representatives from other NA conventions or similar activities (i.e. area, state, regional or world 

convention committees) at a convention. Many times, these committees would like to sell items from a previous or upcoming event. 

This should be allowed if it does not distract or conflict with the merchandising efforts of the CIACNA committee. All sales will take 

place on the last day of the convention. It is customary for the host committee (CIACNA) to receive advance notice from any outside 

NA group. This allows the host committee ample time to plan for the provision of space and the scheduling of the sale so as not to 

interfere with the convention program. It is important drat the CIACNA committee be certain that such sales will benefit the 

Fellowship directly. As mentioned before, this opportunity should not be provided to commercial vendors. 

Coordination with other subcommittees will be very important. This committee will be responsible for working with the Hotel and 

Hospitality Committee to make provisions for space at the facility, including secure storage for all items for sale. Coordination with 

Programming is necessary to make sure proper hours are published about when merchandise will be for sale. Of most importance 

will be the work with the Serenity team, which will help secure all merchandise and all cash transactions taking place during sale 

hours. The Treasurer will make regular pickups of cash sales and a record of all sales transactions will be kept, to assure proper 

accounting of the merchandise. 

A complete inventory of all items should be constantly maintained and aligned with actual "on hand" merchandise. This inventory 

must be turned in with the final report. If there is merchandise left over from the convention, a copy of this inventory should also 

accompany the final report. All remaining merchandise will be turned over to the incoming convention committee for them to sell or 

auction later. 

Closing Duties: This subcommittee will provide a written accounting of all inventory purchased and sold, including all purchase costs 

and sales costs. This final accounting must balance. All original should be turned in to the Treasurer for payment and copies should 

be included with all final reports. A copy of the final report should be delivered to the Chair, the Treasurer, and the incoming 

Convention Committee. A written summary of the committee’s experience including any advice or problems should be included in 

the final report. 

CONVENTION MEETING TIMES 
 All CIACNA meetings will take place at scheduled times and places. and communicated at ASC meeting in advance to allow for all 

interested NA members to attend. All meetings will follow the current Central Indiana Area Convention Guidelines. The purpose of 

these meetings is to gather and share information regarding the planning and carrying out of the Convention. Effort should be made 

to encourage support and participation from all members. This will allow for an atmosphere of diversity to be present on the 

committee. Extra care should be exercised to include as many groups as is possible. 

After the Convention Committee is in place, the committee will have meetings no less than once per month but as the convention 

date comes closer, meetings may be necessary as often as weekly. 

All subcommittees hold separate regular meetings prior to the main Convention Meeting. It is the responsibility of the 

Subcommittee Chairs to schedule these meetings on a regular basis to allow for the work of the subcommittee to be completed. 

VOTING MEMBERS / ATTENDANCE 
 Voting privileges are extended to all addicts and members of the Convention Committee (excluding the Chair) who participate on a 

regular basis and who have attended two out of the last three Convention Committee meetings. Secretary will circulate a sign in 

sheet to track attendance at all meetings. 
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Attendance by all Executive Committee members and all Subcommittee Chairs is of vital importance. Any of the above members 

who miss 3 meetings will be automatically resigned. Immediately following any Executive Committee vacancy, nominations will be 

opened by CIASCNA and elections will take place to fill the vacancy.  Any Subcommittee Chair vacancies will be filled by the 

nomination process described in the "election" part of these guidelines. 

REPORTS 
 Each Subcommittee Chair should submit a written report of their progress at each Convention Committee Meeting. The reports 

should accurately reflect all work by the subcommittee. Copies should be made to submit to the voting members present. Formal 

minutes should be kept for all meetings and all committees are required to submit a FINAL report. 

CONDUCTING MEETINGS 
 To aid and facilitate the business of the Convention Committee meetings, Roberts Rules of Order will be used and enforced by the 

Chair of any meeting. 

MEETING AGENDA 
1. Begin with a moment of silence asking all members to reflect on our primary purpose and their involvement with our 

service work. This is followed by the Serenity Prayer. 

2. READING - Have someone read the Twelve Traditions of Narcotics Anonymous and have someone read the Twelve 

Concepts of Narcotics Anonymous. 

3. CALL to ORDER - Have the secretary call roll and account for all addict’s present. 

4. APPROVAL of MINUTES - Have the secretary review the previous meetings minutes. These minutes are then approved 

by a vote or amended as necessary 

5. REPORTS 

a. Chairs Report - review progress to date and coordinate recent information. 

b. Vice Chairs Report. 

c. Treasurer Report - update on collections & expenses and give a beginning balance to date. 

d. Subcommittee Reports - include goals and progress and any problems of each committee 

i. Hotel and Hospitality 

ii. Entertainment 

iii. Serenity Team 

iv. Registration 

v. Convention Information 

vi. Programming 

vii. Arts & Graphics 

viii. Merchandising 

6. OLD BUSINESS - any business carried over from the last meeting. 

7. NEW BUSINESS - this is specific to the committee. 

8. OPEN FORUM - This time is to help coordinate and deal with any major problems or issues that need to be discussed. 

9. NEXT MEETING - Announce time and place of next meeting. 

10. CLOSING – Form a group hug circle and recite the Twelfth Tradition. 

BUDGETS 
 The importance of making budgets for the Convention Committee and for the Subcommittees needs to be emphasized at the initial 

planning of the current convention. The Convention Committee and every subcommittee should list as many financial 

responsibilities as possible. It is helpful to gather all information from previous conventions to get a guideline for what might be 

needed in the planning process. A budget guideline is included below for each committee. The budgets should be put into written 

report form and compiled by the Treasurer of the Convention Committee. These budgets should be reviewed and approved by the 

Committee and should not exceed more than 3% of the previous convention. Each budget should then be adhered to as closely as 

possible throughout the process. Any modifications to the budgets should be brought out immediately to the Convention 

Committee and amended or dealt with accordingly. Remember, surprises cause problems. We do not want surprises. 
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COMMITTEE BUDGET GUIDELINES 
 Executive Committee - The executive committee needs to project all its administrative costs. This includes but are not limited to the 

following: 

• Copies to be handed out for reports. 

• Any cost of mailings needed by the executive committee. 

• The cost for supplies - receipt books, etc. 

• PO Box and Storage Unit 

HOTEL & HOSPITALITY 
The committee first needs to set a projected attendance from which budgets can be made. This is one of the more difficult areas to 

budget, because attendance can be hard to predict. Using previous conventions, a reasonable attendance should be predicted and 

any obvious changes in attendance figures as the year progresses should be reflected in an updated budget. The budget should 

include but not necessarily be limited to the following. 

• The cost of the hotel facility including all charges for rooms, services, facilities, coffee, banquet, brunch, audio/visual 

and set up charges. It is important to analyze the contract with the hotel and be assured of what these charges will be 

at the end of the convention. 

• All taxes and gratuities 

• All administrative costs - copies, supplies etc. 

ENTERTAINMENT 
The number of fundraisers planned before the convention will help establish the budget necessary to put on these fund-raisers. 

Likewise, what functions are planned at the convention will determine the budget needed for the convention functions. The budgets 

for the fundraisers should include all anticipated costs and anticipated revenues. 

The overall budget should include but not necessarily be limited to the following: 

• A budget for each fundraiser planned should include flyer costs, the facility cost, food & beverages, DJ, set up, supplies, 

and start up change. 

• Any literature or key tags needed for functions leading up to the convention or for any function at the convention. 

• For functions at the convention the cost for equipment, DJ, set up, and any cost for hiring of special help or personnel. 

SERENITY TEAM 
The serenity team should be able to budget its costs easily. The budget should include but not necessarily be limited to the 

following: 

• The cost for T-shirts to be worn by all Serenity Team Members at the convention. 

• The cost for leasing radios for communication and safety during the convention. 

• The administrative costs for flyers, supplies copies etc. 

REGISTRATION 
The budget for the registration committee will be tied closely to the projected attendance. They need to work with Hotel & 

Hospitality to arrive at a number and base their budget on these projected attendance figures. As the year progresses and the 

attendance can be more accurately estimated the budget should be revised accordingly. 

The budget should include but not necessarily be limited to the following. 

• The cost for the complete registration package to be given out at the convention. 

• The cost for supplies (ledgers, envelopes, postage, record books etc.) as needed. 

• $75.00 startup change at the registration desk when convention starts. 

CONVENTION INFORMATION 
The budget for the Convention Information committee will be tied closely to the overall convention budget.  They will work closely 

with Registration to include but not necessarily be limited to the following.: 

• All copies needed for preparation and mailing of convention flyers  

• The cost for supplies (ledgers, envelopes, postage, record books etc.) as needed. 
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PROGRAMMING 
Costs for programming can vary greatly depending on where and how the speakers are selected. Care should be given not to 

overdue the expense of bringing speakers in. 

The budget should include but not necessarily be limited to the following: 

1. All costs necessary to produce the program included in the registration package to be handed out at the convention. This 

includes art design and layout. 

2. The costs for transportation, hotel room and a complete registration package for the opening, main, and closing speakers as 

needed, excluding anyone who lives within the Central Indiana Area 

3. Administrative costs for supplies and copies. 

ARTS & GRAPHICS 
Fairly accurate budgets can be made for the Arts & Graphics component of this subcommittee. Care needs to be given when dealing 

with budgets received from outside artists or other printing companies. Make sure of what service is being provided and that all 

costs are covered. The budget should include but not necessarily be limited to the following: 

• All costs involved with the design of the theme and logo. 

• The costs to design and produce the convention banner. 

• The cost for art supplies and for creating signage for all the activities at the convention. 

MERCHANDISE 
Costs for merchandising can vary greatly depending on the items chosen to be sold.   The merchandising effort at any convention 

should be strictly based on the need to generate funds to ensure a successful event.  Careful consideration should be given to the 

purchase price of items for sale. 

The budget should include but not necessarily be limited to the following: 

• The cost for producing and selling all merchandise at the convention. This would include t-shirts, sweatshirts, mugs etc. 

as decided by this subcommittee and the Convention Committee. 

• The Cost for producing and selling pre-convention merchandise (t-shirts) include expected revenue from the sales in 

the budget. 

• Supplies as necessary - copies, ledger books, receipt books etc. 

• $50.00 startup change for the start of the convention. 

AMEND THESE GUIDELINES 
To amend these guidelines requires a 2/3 vote from the voting members of the Convention Committee. It must then be reviewed by 

P&A and approved by the GSR’s at the CIASCNA per current policy. 

IN CLOSING 
These guidelines are designed to do just what the name implies - Guide. Wherever possible specific steps are outlined to help 

facilitate a smooth operation and lend to a successful convention. Obviously, not every contingency is planned for and in fact this 

guideline is purposely simple in nature, allowing for the Convention Committee to have a great deal of say in how the Convention is 

run and presented.   One of our goals in getting clean was to grow and practice the spiritual principles contained in our Steps, 

Traditions, and Concepts. Honesty, open mindedness, willingness, responsibility, integrity, faith, and all other principles which we 

have come to rely on in our lives will be needed throughout the process of putting on this convention. Communication with others 

and the belief in a power greater than ourselves will be our greatest assets in successfully guiding us through this process. If all of us 

who are gratefully willing to be of service in this endeavor do our part to the best of our ability, then all w 
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Appendix VII 

Pandemic Response Guidelines  
(to be used by an Adhoc Subcommittee in response to a pandemic) 

1. Area Chair establishes an adhoc to address the closing and reopening of area services during the event of a pandemic. Follow 

adhoc subcommittee policy by appointing chair and/or body of members to serve on the adhoc. 

2. Adhoc Chair to establish a subcommittee with members from multiple sides of the area and backgrounds in service. Adhoc Chair 

only does this if the ASC Chair did not appoint the full body. This helps with reaching the full spectrum of the still suffering addict 

from our entire area. 

3. Establish communication. The ASC Secretary has an email list that can be used, but we encourage further discussion on how to 

send information such as: the area Facebook page and our area webpage.  

     a. Send email and include instructions on who is the point of contact and how to communicate issues. This can be the Adhoc     

Chair, or another subcommittee chair, such as Meeting Directory or Outreach. Include the need for any meetings who close to reach 

out to said contact, so an up-to-date list can be created and managed for open and closed meetings. 

4. Begin setting up online meetings virtually. This can include an email with instructions or guidance from the IT Subcommittee that 

can help groups accomplish this task. The area Zoom account for virtual meetings is NOT to be used for individual groups. They must 

obtain their own account to begin their virtual meetings. 

     a. IT Subcommittee directly handles this task. Communicate with them on a regular basis to make sure everything is updated 

ASAP, and they have all the necessary information and resources. 

5. Set up Area Service meetings virtually using the area Zoom account. This account is for area service business only. 

     a. This will be done with the help of IT. 

     b. Set up invites to be sent out with contact list. This keeps the GSRs informed for the service meeting. Facebook and other forms 

can attract (Zoom bombers and/or disruption from outside the fellowship) 

     c. Make sure to discuss voting procedures with the IT Subcommittee. They will be hosting and counting votes for the ASC Chair 

when virtually holding area. 

     d. Create an agenda that works virtually and send to IT and the Area Chair. 

6. Review current guidelines and requirements from State and Federal institutions, ie CDC and IN.gov. Make sure to include both 

statewide and local county information, as our area spans multiple municipalities. Use these guidelines set a plan for reopening. 

     a. Send out information to assist groups who are deciding when and how to reopen their meetings. See the Area Secretary for the 

document, Reopening Checklist. This can be used in its entirety, or as a guide for the adhoc to add too and/or change. 

     b. Plans to reopen an in-person ASC meeting should include when to reopen, requirements from the facility as needed, and a 

total of groups re-opening decided upon by the body or the area admin. 

7. Review any additional help that may be needed for subcommittees including, but not limited to, PR, H&I, Outreach, Literature, 

and IT. Make sure in an emergency to get approval only if needed from the admin. If not deemed an emergency, seek approval on 

the area floor (virtually). 

8. Continue regular meetings to make sure goals are accomplished and that new tasks have an opportunity to be presented. There 

may be tasks that need to be given temporarily after the adhoc is dissolved. These may include a contact for meetings reopening, 

the continued cleaning of the ASC meeting facility, and other items that will not require the adhoc to still be involved. Please assess 

and address as needed. 

In closing, this is a set of guidelines we hope that, as a body, we have created to help navigate future pandemics or related events 

that will shut down a physical area service committee. These are not intended to be the end all be all, or a hard stance on the 

subject. We ask that the Adhoc Subcommittee that is formed use these in conjunction with current information to make the best 

decisions for the Central Indiana Area of Narcotics Anonymous. 
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