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SECTION 1: NAME 
 
1.1.​ In keeping with the World Service Conference of Narcotics Anonymous 

guidelines, the committee name shall be the Peace Area Service Committee of 
Narcotics Anonymous. 

1.2.​ MISSION STATEMENT: The PANA Area Service Committee brings the entire 
Area together to further the common welfare of its Members and Narcotics 
Anonymous as a whole. 
 

 
SECTION 2: SERVICE AREA 

             2.1.      The Peace Area Service Committee shall include Grande Prairie, Grimshaw,               
​ Peace River, Fairview, Dawson Creek and Fort St. John. 

 
 

SECTION 3: PURPOSE 

3.1​ To support the Areas of the PANA area in effectively carrying the message of 
recovery by coming together in the spirit of unity to share experience, strength 
and hope. To support the needs of the groups and the communities they reside 
in. 

 
 

3.2​ The PANA ASC shall use Consensus Based Decision Making (CBDM) to 
maintain the voices of all members at the ASC table. Consensus may be defined 
as an acceptable resolution, one that can be supported, even if not the "favorite" of 
each individual. A way for a group of equals to make decisions. The process rests 
on the fundamental belief that each person has a piece of the truth, but not one 
person has the whole truth. 

A solution acceptable to everyone. 

An agreement on some decision by all members of a group, rather than a simple 
majority. 

 
 

3.3​ MISSION STATEMENT: 

As an Area Service Committee, we strive to do the following: 

3.31​ Support our area and groups, promote unity and offer mentorship. 
 

3.32​ To carry the conscience of the groups to the Area. 

 



3.33​ To act always in accordance with the spirit of the 12 steps, 12 
traditions and 12 concepts. 

 
3.34​ To be ever mindful of spiritual principles. 

 
3.4​ ACCOUNTABILITY STATEMENT 

 

As an Area Service Committee, we strive to: 
 

                        3.41  Conduct ourselves with integrity and accountability as trusted servants. 
 

  3.42​ Any member of the Admin Committee who misses 2 meetings within  
             their term without supplying a report may be terminated from their position.  
             If the same member misses a third meeting without report the position will 
             then be voted on by the ASC body to determine the outcome of the  
             position. 
   
  3.43 We will have CBDM discussion and proper vote as per quorum, except when  
           a member is attending NA Area/Regional in another location. 
 
  3.44 Communicate honestly and listen openly to each other. 
 
  3.45 Give our best efforts in a spirit of unity, commitment and service. Above all, 
          we seek the guidance and direction of a loving higher power in all our affairs 
          and decision-making processes.​  

 
 

            3.5       QUORUM 

 
                                       3.51 Minimum requirement is 3 (number of GSRs in the area?) acting     
                                               GSR’s from meetings that are active in the area to conduct business  
                                               for the Admin body. Active meaning the number of groups in the 
                                               Peace Area who are regularly attending the ASC meetings. 
 
                              3.52        For elections the same requirement applies, except the Admin 
Committee has a vote excluding the chair. The only time a chair votes is for a tie breaker. (When 
the GSRs have voted and the vote cannot be settled without the vote of the ASC Chair) (Admin 
Committee - Chair, Vice Chair, Secretary, Treasurer, RCM, RCM ALT) (Literature, Activities, 
PR Chair, Area Printer)** not a part of the Admin Committee.** 
 
 

 



 

3.51​ All NA members present can participate in 
CBDM discussions. (Consensus Based Decision 
Making). 

3.52​ Only members with a position at Area (including GSR’s or 
their alternates) can take part in determining consensus, 
removal of trusted servants, and elections. 

3.53​ Each group has 1 vote represented by the groups GSR 
or appointed representative at the ASC. 

 
 
 

SECTION 4: Area Operations 

4.1​         Banking and Finance 
 

4.11​     Prudent reserve of $4500 to allow the area to function as         
an independent body. 

    
4.12​     Area insurance to be paid annually and kept to date; in the 

amount of $1000.00 paid to the co-operators. 
 

4.13​ Website to be renewed every two years in the amount of $800.00. 
 

4.14​ RCM travel costs $750.00 (estimate). 
 

A.​ Reimbursements for travel expenses to Region meetings will 
be as follows: ½ shared accommodations at Host Hotel, $60.00 
per day maximum for meals, and full cost of reasonable 
ground transportation. Car-pooling is encouraged. All items 
must be receipted in order to receive reimbursement. If 
circumstances do not permit members to share 
accommodations, we will approach the Region to cover 
additional costs. 

 
 

4.15​ Website domain to be renewed every 5 years in the amount of 
$149 US. 

 
4.16​ Administrative yearly cost estimate $750.00. 

 
4.17​ All reimbursements to be made require receipts. 

 



4.14​ Area Service Committee meeting locations will be paid for by 
the Area if required. 

4.15​ Travel expenses for the RCM and RCM Alt are reimbursed with 
receipts. 

4.16​ Contributions to Region, NAWS, and CANA/ACNA will be 
made bi-yearly in January and June, amounting to 7% of the  
gross income received over the preceding six months. 

 
4.17​ An Area Visa debit card with an approved limit of $250 is available. 
4.18​  The Area will reimburse out-of-town Group Service Representative (GSR) 

travelling to Grande Prairie, 50% of their fuel costs for reasonable ground 
transportation to Area Service Committee (ASC) meetings. GSRs must provide  
receipts. 

4.19​ Area to pay $50/month to Rising Above For ASC and all Sub-committee meetings 

4.20​ Any changes to P&P (Policies & Procedures) must be sent back to home 
groups. 

 

 

 
4.2​ Emailed (Chair/Area Printer) reports or handwritten notes are acceptable. 
4.3​​ Annually, on a February-March ASC meeting (during nominations), the ASC 

Chair, the RCM, along with a ASC participant selected by the ASC will 
audit the Treasurer’s books from the previous March to February of the current year. 

 
4.4​ Consensus Based Decision Making (CBDM) In Narcotics Anonymous, we 

make decisions by seeking direction from a loving Higher Power as it expresses 
itself in our group conscience. The principle of anonymity in NA means we 
serve as equals, and Consensus Based Decision Making (CBDM) is one method 
for a service body, as a team of equals, to hear that group conscience. The heart 
of consensus is a cooperative intent, where members are willing to work together 
to find or create the solution that meets the needs of the group. The cooperative 
nature of consensus building is a different mindset from pro/con debate. 

 
4.5​ The Area Chair and Area RCM will have access to the website passwords. 

 
 

SECTION 5: ELECTION OF OFFICERS (ADMIN COMMITTEE) 

Area Service Positions 

5.1​ The members of the Admin Committee shall be a Chairperson, Vice- 
Chairperson, Secretary, Treasurer, Regional Committee Member (RCM), 
and a Regional Committee Member Alternate (RCM Alt). area printer 

 



5.2​ ASC members will be elected through a two-month election process, with 
the nominations opening in February of each year. The election will take 
place at the April ASC of each year. The incoming nominee will have 
their start and finish date to be listed in the meeting minutes under their 
position. 

5.3​ Nominations will open in February and elections take place in April of 
each year (dates align with first 2 ASC meetings each year). 

5.4​ Elections will be a show of hands, with nominee outside of the room, 
and must be 2/3 in favor. 

 



5.5​ Nominees for trusted service positions have to be present at ASC 
meeting at a minimum of two meetings prior. This is to ensure the 
nominee understands the position and what it is. 

5.6​ Any person who wishes to stand for a position must be present at the 
time of voting or the vote will be delayed until the next ASC meeting. If 
members are not present without communication to the area, the position 
will be open for nominations. 

5.7​ All Nominees will be subjected to a series of questions regarding 
the service position completed by the Chairperson. 

5.8​ If a required election of a PANA admin member does not coincide with 
these dates, the member's position will be classified as interim. Persons 
elected to interim positions assume their responsibilities immediately 
upon election. Nominations and elections for these positions will be held 
again according to the stated dates. They have to finish the initial term as 
per our election dates. 

5.9​ A newly elected Admin member will receive mentorship from the 
previous holder of the position for 2 ASC meetings afterwards, or until 
the person is confident. 

5.10​ ​The ASC Admin, excluding the Chair, will be allowed to vote with the 
GSR’s on elections of Admin positions only. The Chair votes only if the 
vote is tied. 

 
 

SECTION 6: REMOVAL OF OFFICERS AND SUB-COMMITTEE CHAIRS 

6.1​ If an Admin member relapses or steps away from their commitment it 
will result in immediate removal from the position. The member is to be 
contacted by the Chair or Vice Chair within 7 days. In this situation it is 
the responsibility of the Chair to assume the position until the next ASC 
meeting. The vacant position will then be up for nomination. The 
nominees will have to go through the voting process and then ratified at 
the ASC meeting. A person may hold multiple service positions at the Area 
table; however, they may only hold one administrative position. The 
administrative positions include Chair, Vice Chair, RCM, Alt RCM, and 
Secratary. 

6.2​ ​Relapse or misappropriation of NA funds, will result in the discharge 
from the current ASC position. Any service member that is 
discharged, cannot hold an Area Service position for a minimum of 
one year and cannot deal directly with NA funds for two years. 

6.3​ Any Trusted Servant missing more than two consecutive ASC’s, will have 
their position reviewed by GSR’s (Group Service Representatives) 

 



6.4​ GSR Area meeting attendance must be 4 out of 6 ASC meetings per year. 
A written report to be submitted to the secretary 7 days prior to ASC 
meeting. 

 
 

SECTION 7: EXECUTIVE COMMITTEE CLEAN TIME REQUIREMENTS AND 
TERMS 

7.1​ A nominee should have a minimum of 1-year clean time requirement to 
hold an ASC position. There is no negotiation on clean time 
requirements for Admin Committee for those who have less than a year 
clean. 

7.2​ In the event of a change in PANA Treasurer, an interim audit will be 
conducted at the next ASC meeting. 

 
 
 
 
 

POSITION CLEAN TIME 
REQUIREMENT 

TERM 

CHAIR 3 YEARS 1 YEAR 
2 YEARS CONSECUTIVE 
MAXIMUM 

VICE CHAIR 2 YEARS 1 YEAR 
2 YEARS CONSECUTIVE 
MAXIMUM 

RCM 3 YEARS 2 YEARS 
ALT RCM 2 YEARS 2 YEARS 
TREASURER 5 YEARS 3 YEARS 

5 YEARS MAXIMUM 
SECRETARY 2.5 YEARS 1 YEAR 

2 YEARS 
3 YEARS CONSECUTIVE 
MAXIMUM 

ALTERNATE 
SECRETARY 

2 YEARS 1 YEAR 
2 YEARS 
3 YEARS CONSECUTIVE 
MAXIMUM 

AREA PRINTER 2 YEARS 1 YEAR 
2 YEARS WITH THE 
OPPORTUNITY FOR AN 
ADDITIONAL YEAR 

 

 



7.2​ ADMINISTRATIVE BODY 

** Clean time requirements are for Chair positions only** 
 
 

POSITION CLEAN TIME TERM 
PUBLIC RELATIONS 
** HOSPITALS AND 
INSTITUTIONS & 
OUTREACH *** 
UMBRELLAED UNDER 
PUBLIC RELATIONS 

3 YEARS 1 YEAR 
2 YEARS 
CONSECUTIVE 

LITERATURE 5 YEARS 2 YEARS 
4 YEARS 
CONSECUTIVE 

WEBSITE 2 YEARS 2 YEARS 
4 YEARS 
CONSECUTIVE 

ACTIVITIES 
COMMITTE
E 

2 YEARS 1 YEAR 
2 YEARS 
CONSECUTIVE 

CONVENTION 5 YEARS 1 YEAR 
 
 

SECTION 8: DUTIES AND RESPONSIBILITIES OF OFFICERS 
 
 

8.1​ IT IS THE DUTY OF THE CHAIR PERSON TO: 

I.​ Organize an agenda and email to the Secretary 10 days prior to the next 
ASC meeting. 

II.​ Facilitate ASC meeting using CBDM process and quorum voting. 

III.​ Be a co-signer of the committees bank accounts. 

IV.​ Give a closing report to the ASC upon completion of the term. 

V.​ Relapse or misappropriation of NA funds, will result in the 
discharge from the current ASC position. Any service member that 
is discharged, cannot hold an Area Service position for a minimum 
of one year and cannot deal directly with NA funds for two years. 

VI.​ Maintain BMLT. 

 



8.2​ IT IS THE DUTY OF THE VICE CHAIR TO: 

I.​ Assists all subcommittees and steps in any open 
Administrative positions until position can be filled 

II.​ Assists Chairperson in facilitating ASC meetings. 

III.​ Learns and helps ASC to follow P&P’s. 

IV.​ In the absence of their Chair act as the Chairperson. 

V.​ Coordinate functions of the sub-committees. 

VI.​ Relapse or misappropriation of NA funds, will result in the 
discharge from the current ASC position. Any service member that 
is discharged, cannot hold an Area Service position for a minimum 
of one year and cannot deal directly with NA funds for two years. 

 
 
 

8.3​ IT IS THE DUTY OF THE REGIONAL COMMITTEE MEMBER 
(RCM) TO: 

I.​ Carries the Area conscience to the Regional Assembly. 

II.​ Submit a report to the Area on Regional matters. Report to be 
sent to the Area Secretary 7 days prior to ASC meetings. 

III.​ Mentor RCM Alternate. 

IV.​ In the absence of the Chair and Vice Chair to serve as the Chair 
for ASC meeting. 

V.​ Attend all ASC and all Regional Meetings. 

VI.​ Relapse or misappropriation of NA funds, will result in the 
discharge from the current ASC position. Any service member that 
is discharged, cannot hold an Area Service position for a minimum 
of one year and cannot deal directly with NA funds for two years. 

 
 

8.4​ IT IS THE DUTY OF THE ALTERNATE REGIONAL COMMITTEE 
MEMBER TO: 

I.​ Assists or fills in for RCM (when unavailable). 

II.​ Attend each ALSASK RSC meeting. 

III.​ Attend each ASC and Regional meeting. 

 



IV.​ Relapse or misappropriation of NA funds, will result in the 
discharge from the current ASC position. Any service member that 
is discharged, cannot hold an Area Service position for a minimum 
of one year and cannot deal directly with NA funds for two years. 

 
 

8.5​ IT IS THE DUTY OF THE TREASURER TO: 

I.​ Keeps a ledger & reports finances – revenue and expenses and 
makes them available to the groups. 

II.​ Submit report to area secretary 7 days prior to ASC meeting. 

III.​ Be a co-signer on the area bank accounts. 

IV.​ Make a report of receipts and disbursements at each regular 
ASC meeting. 

V.​ Relapse or misappropriation of NA funds, will result in the 
discharge from the current ASC position. Any service member that 
is discharged, cannot hold an Area Service position for a minimum 
of one year and cannot deal directly with NA funds for two years. 

 
VI.​ The treasurer will create and regularly review and update the budget to 

reflect any changes in funding or expenditures. Additionally, the treasurer 
will provide bi-monthly financial reports to the ASC, highlighting any 
significant variances from the budget and recommending adjustments as 
necessary. It is essential that the budget aligns with our goals and priorities, 
and the treasurer will work closely with other committee members to 
ensure transparency and accountability in our financial practices. 

 
 

8.6​ IT IS THE DUTY OF THE SECRETARY TO: 

I.​ Keep ASC meeting minutes and distribute to ASC e-mail list 
within 7 days of the previous ASC meeting. 

II.​ Coordinate with subcommittee reports, meeting list and agenda 
to and distribute to the GSR’s Area printer and ASC mailing list 
7 days prior to ASC. 

III.​ In the absence of the Chair, Vice Chair, RCM and RCM alt to 
call the meeting to order and preside until the immediate election 
of a chairperson. 

V.​ Attend all meetings of the operating committee. 

VI.​ Relapse or misappropriation of NA funds, will result in the 
discharge from the current ASC position. Any service member that 

 



is discharged, cannot hold an Area Service position for a minimum 
of one year and cannot deal directly with NA funds for two years 

               8.7       IT IS THE DUTY OF THE AREA PRINTER TO: 

IV.​ Submit a report to the Area Secretary 7 days prior to ASC. 
 

V.​ Coordinate with the rea secretary to have all reports, meeting lists 
and other required documents printed prior to ASC. 
 

VI.​ Arrange to have all said documents available at each ASC. 
 
 

SECTION 9: SUB-COMMITTEE CHAIR DUTIES AND RESPONSIBILITIES 

** EACH SUB-COMMITTEE IS TO BE RESPONSIBLE FOR THEIR 
OWN P&P WHICH IS THEN RATIFIED AT THE ASC AND PUT AT 
THE END OF THIS DOCUMENT** 

9.1​ PUBLIC RELATIONS (PR) 

I.​ Will oversee public relations activity, outreach and Hospitals and 
Institutions. 

II.​ Coordinate phone line (if applicable), meeting lists, 
representatives to engage in Public Information and Hospitals & 
Institutions. 

IV.​ Submit a report of area Public Relations activity to the area 
secretary 7 days prior to ASC. 

 
V.​ Attend all ASC and operating committee meetings. 

 
VI.​ Attend and chair a sub-committee meeting. 

 
VII.​ Send a delegate from public relations to attend ASC in the absence 

of the PR Chair. 
 

VIII.​ This position will be ratified at the ASC. 
 

IX.​ Need to be familiar with the PR guidelines. 
 

X.​ Have a sponsor. 
 

XI.​ Have a working knowledge of the twelve steps of 
Narcotics Anonymous. 
 

XII.​ What is the budget that this admin body needs to have to operate? 

 



XIII.​ Follow the public relations handbook as outlined by NAWS. 
 

XIV.​ Follow the Hospitals and Institutions handbook as outlined 
by NAWS. 
 

XV.​ Will have their own set of P&P to be ratified by the ASC. 
 

XVI.​ PR will maintain a yearly budget of $1,500.  
 

9.2​ Literature Chair 

I.​ Orders, keeps inventory and distributes literature to the 
groups of the area – made available at the ASC gathering. 

II.​ Attend all ASC and operating committee meetings. 

III.​ Attend and chair a sub-committee meeting. 

IV.​ Send a delegate from public relations to attend ASC in 
the absence of the Literature chair. 

V.​ Relapse or misappropriation of NA funds, will result in 
the discharge from the current ASC position. Any service 
member that is discharged, cannot hold an Area Service 
position for a minimum of one year and cannot deal 
directly with NA funds for two years. 

 
 
 

9.3​ Activities Chair 2 years Term of 1 year or 2-year consecutive 

I.​  A 1000$ reserve, separate from Area funds,shall be 
maintained. The Activities Chair shall hold $400, while 
the Area Treasurer shall hold $600, which will be 
available upon request with a proposal from the Activities 
Chair.  

II.​ submit a report on area functions and finances to 
the Area Secretary 7 days prior to ASC. 

III.​ Attend all ASC and operating committee meetings. 

 
IV.​ Attend and chair sub-committee meetings. 

 
V.​ Send a delegate from public relations to attend ASC in 

the absence of the Activities Chair. 
 
 



 
9.4​ Convention Chair 5 years Term of 1 year 

I.​ Organize convention committees and facilitate 
Area convention. 

II.​ Submit a report to the Area Secretary 7 days prior to ASC. 

III.​ Arrange to have detailed reports and financial statements. 

IV.​ Attend all ASC and operating committee meetings. 

VI.​ Attend and chair sub-committee meetings. 
 

VII.​ Send a delegate from public relations to attend ASC in 
the absence of the convention Chair. 

 
VIII.​ Convention budget: $5000.00 to $7000.00 

 
IX.​ Seed money $3000.00 firm from ASC. 

 
X.​ All profit from the convention to be returned to ASC 

with a detailed financial report. 
 

XI.​ Minimum clean time requirements and positions needed: 
 

Chair 5 years 
Vice-Chair 4 years 
Treasurers 3 years 
Secretary 3 years 
Hotel and Hospitalities 3 years 
Fundraising and Entertainment 3 years 
Registration and Information 4 years 
Arts and Graphics 3 years 
Program 3 years 
Merchandising 3 years 

 

XII.​ Administrative committee: 
i.​ Chair ratified by ASC 
ii.​ Vice-Chair 

iii.​ 2 Treasurers 
iv.​ Secretary 
v.​ Hotels and Hospitalities 

vi.​ Fundraising and Entertainment 
vii.​ Registration and Information 

viii.​ Arts and Graphics 

 



ix.​ Program 
x.​ Merchandising 

 
 

XIII.​ Duties and Responsibilities of Convention Admin Body 
a.​ Chair & Vice-Chair: 

i.​ Fulfillment of the committee mission statement. 
ii.​ Signing authority on convention accounts. 

iii.​ Single point of decision and accountability. 
iv.​ Have a working knowledge of the 12 steps, 

12 traditions and 12 concepts. 
v.​ Relapse or misappropriation of NA funds, 

will result in the discharge from the current 
ASC position. Any service member that is 
discharged, cannot hold an Area Service 
position for a minimum of one year and 
cannot deal directly with NA funds for two 
years. 

 
 

b.​ Secretary: 
 

i.​ Accurate and detailed records of meeting 
minutes, contracts, financial statements, 
receipts and all fiscal activities. 

ii.​ Relapse or misappropriation of NA funds, will 
result in the discharge from the current ASC 
position. Any service member that is 
discharged, cannot hold an Area Service 
position for a minimum of one year and 
cannot deal directly with NA funds for two 
years. 

 
 

c.​ Hotels and Hospitalities (H&H): 
 

i.​ Liaison between committee and 
convention facility. 

ii.​ Responsible for negotiations with the 
convention facility personnel regarding 
questions or concerns. 

iii.​ Arrangement of shuttle transportation 
between plane or train facilities. 

iv.​ Prepare cost estimates and discern whether 
they are prudent and acceptable based on 

 



feasibility for banquets, brunches, breakfasts, 
coffee, speciality meeting rooms and the sale of 
onsite snacks. 

v.​ Preparing a map of local points of interests, 
restaurants, alternative lodging facilities, 
transportation and sight-seeing 
information. 

vi.​ ​Work closely with the registration and 
information subcommittee to help coordinate 
and accommodate the proper meeting room 
facilities. 

 
d.​ Fundraising and Entertainment (F&E) 

 
i.​ Responsible for coordinating and overseeing all 

events and pre-events. 
ii.​ Pre-event fundraisers. 
iii.​ Promote excitement and support with regard to the 

upcoming convention. 
iv.​ Work closely with the merchandising 

subcommittee to help raise the pre-event funds. 
v.​ Relapse or misappropriation of NA funds, will 

result in the discharge from the current ASC 
position. Any service member that is 
discharged, cannot hold an Area Service 
position for a minimum of one year and 
cannot deal directly with NA funds for two 
years. 

 
 

e.​ Registration and Information (R&I) 
 

i.​ Responsible for pre-registration and 
onsite registration. 

ii.​ Accurate count of all pre-registrations 
received and pass information regarding 
banquet tickets to or other special events 
offered on to the convention committee. 

iii.​ Preparation of the pre-registration flyers for the 
convention and upon approval to distribute 
those flyers at least 6 months prior to the 
convention. 

iv.​ Responsible for the preparation of 
the registration packets at the 
convention. 

 



v.​ Will act as public relations. 
vi.​ Works closely with hotels and hospitalities to 

coordinate a projected attendance for the 
convention. 

vii.​ Relapse or misappropriation of NA funds, will 
result in the discharge from the current ASC 
position. Any service member that is 
discharged, cannot hold an Area Service 
position for a minimum of one year and 
cannot deal directly with NA funds for two 
years. 

 
f.​ Art and Graphics (A&G) 

i.​ Responsible for the design and printing of the 
convention banner, programs, tickets, signs for 
the meeting rooms, flyers, coffee mugs, 
t-shirts, and any other souvenir merchandise. 

ii.​ To be used by any and all other subcommittees 
as the need arises. 

iii.​ Works closely with the merchandising 
subcommittee to help coordinate the printing 
of the merchandise and the timeliness 
necessary for the completion of such. 

 
g.​ Program 

i.​ Responsible for planning the itinerary for 
the entire convention which includes: 

1.​ Selection and confirmation of all 
speakers, secretaries and readers for 
the meetings. 

2.​ Marathon meeting chairpersons. 
3.​ Convention schedule and any 

workshops or panels. 
ii.​ Responsible for contracting a convention site 

hospitality rooms and accommodations for 
the guest speakers. 

iii.​ Responsible for the selection of speakers 
who carry a clear NA message. 

iv.​ Work closely with the hostels and hospitality 
subcommittee in order to coordinate the 
proper meeting facilities for each meeting and 
also to assist in coordinating the lodging of the 
speakers selected. 

 
h.​ Merchandising 

 



 
i.​ Responsible for the acquisition and sale of pre- 

convention and commemorative items to be 
sold during the convention. 

ii.​ Bring proposals to the admin committee of the 
merchandise subcommittee has recommended, 
the quantity to be ordered, and the cost for final 
approval prior to the purchase of said 
merchandise. 

iii.​ Work closely with art and graphics and 
fundraising and entertainment subcommittees 

iv.​ Need to work with programs and hotels 
and hospitality for coordination of 
location and times for sale of 
merchandise. 

v.​ Relapse or misappropriation of NA funds, 
will result in the discharge from the 
current ASC position. Any service 
member that is discharged, cannot hold an 
Area Service position for a minimum of 
one year and cannot deal directly with NA 
funds for two years. 

 
 

i.​ Security 
 

i.​ Aiding the convention committee and facility 
in keeping the convention secure. 

ii.​ Responsible for patrolling the parking lot, 
assisting members in attendance to locate a 
specific meeting room, and ensuring the safety 
of NA members in attendance. 

iii.​ Work closely with hotels and hospitalities to 
insure the amicable relationship with the 
convention facility and the general 
membership in attendance. 

 
 

9.5​ WEBSITE 

I.​ Maintain the website with current meetings in the area. 

II.​ Maintain the literature store with current prices, items and 
inventory in cooperation with the literature chair. 

III.​ Submit a report to the Area Secretary 7 days prior to the ASC 

 



meeting. 

IV.​ Attend all ASC and operating committee meetings.  

 
V.​ Attend and chair sub-committee meetings. 

 
VI.​ Send a delegate from public relations to attend ASC in 

the absence of the website Chair. 
 

VII.​ Responsibility to update physical meeting lists that 
get printed by groups and published on the website. 

VIII.​ Maintain BMLT. 
 

IX.​ Establish a dedicated page on the Peace Area NA website for 
subcommittee events and workshops. 

 
 

9.6​ POLICIES AND PROCEDURES 

I.​ Two year clean time requirement to be a part of this 
sub- committee. 

II.​ Each member of this committee must have a working 
knowledge of the Narcotics Anonymous program, its 
twelve traditions and twelve concepts. 

III.​ Attend all ASC and operating committee meetings. 

IV.​ Attend and chair sub-committee meetings. 

V.​ Send a delegate from public relations to attend ASC in 
the absence of the policies and procedures Chair. 

 
VI.​ Have a sponsor. 

 
VII.​ Have a working knowledge of the twelve steps and 

twelve traditions. 
 
 

All other subcommittee chair positions are a one- year clean time 
requirement 

 
 

SECTION 10: MEETINGS 
 

10.0​ The meeting of the Peace Area Service committee shall meet the 

 



third Sunday of every second month at the location determined by the 
ASC body. 

10.1​ The upcoming ASC meetings will be hybrid-join us in person or via PANA zoom.  
10.2​ The ASC provides the following equipment for meetings: laptop, camera, microphone, 

and printer. 
 

10.3​ An active group is defined as: 
 

i.​ Is accepted by the PASC. 
ii.​ Is currently registered with the WSO. 
iii.​ Has an elected GSR or GSR alternate that either is 

present at the ASC or requests ratification by the ASC in 
writing. 

iv.​ Has been having regular meetings for a period of 90 
days. At this time the meeting may be added to the 
website and meeting lists. 

 
 
 

SECTION 11: AGENDA AND PROPOSALS. 
 

11.0​ AGENDA 
I.​ Copies of the agenda will be made available to 

participants at the start of the PASC meeting. 
ii.​ The agenda is a list of old business which needs to be 

voted on and any new items of known business. 
iii.​ States meeting time and location set at the previous 

meeting. 
Iv.​ The format of the agenda is as follows: 

a.​ Call to order by the Chair. 
b.​ Moment of silence followed by serenity prayer. 
c.​ Reading of twelve traditions and 

twelve concepts. 
d.​ Round table introductions. 
e.​ First call for proposals. 
f.​ Introduction of new GSRs, alternate GSRs and 

new groups. 
g.​ The assembly is asked to accept any new 

groups in the area. 
h.​ Executive Reports 

a.​ Chair 
b.​ Vice chair 
c.​ Treasurer’s report 
d.​ Secretary report 
e.​ Regional Committee member 

 



f.​ Regional Committee member alternate 
i.​ Sub-committee reports (Administrative Body) 

a.​ Public relations 
b.​ Hospitals and institutions 
c.​ Literature 
d.​ Activities 
e.​ Convention 

**AFTER EACH REPORT THERE WILL BE 
A CALL FOR QUESTIONS ARISING 
FROM THE REPORTS.** 
**ALL WRITTEN COPIES OF REPORTS AS 
WELL AS A FINANCIAL STATEMENT FOR 
THE TWO MONTHS ARE TO BE 
SUBMITTED TO THE SECRETARY FOR 
INCLUSION IN THE MINUTES** 

j.​ 10 minute recess follow the executive and sub- 
committee reports. 

k.​ Seventh tradition. 
l.​ Group reports. 
m.​ Last call for proposals. 
n.​ Old business. 
o.​ New business. 
p.​ Group discussion. 
q.​ Announcements. 

 
11.2      Proposals 

Chair closes the meeting with a moment of silence followed by the third step prayer. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SECTION 12: E-MAIL 

i.​ Only GSR’s/Admin Body can put forward 
proposals. 

ii.​ All proposals brought from RSC 
(Regional Service Committee) must 
be brought through the RCM or 
RCM ALT. 

iii.​ All the new business proposals from 
GSR’s must be handed in to 
chair/secretary 7 days prior to ASC 
or during the ASC new business 
inquiry. 

iv.​ All proposals brought forward must be 
reviewed. 

v.​ The chair may rule a proposal out of 
order if the proposal goes against 
policies and procedures or 
Traditions. 

vi.​ Any GSR may ask for a proposal to 

 



be tabled until the following ASC to 
have more time to gather 
information and discussion / input 
from their respective home groups 
(parking lot) 

vii.​All tabled proposals must be taken 
back to the home groups and 
reviewed in the Old Business 
portion at the next ASC 

I.​ Each committee is to have an area e-mail 
II.​ Each group of Narcotics Anonymous in the PASC to have an email 

they would like to have and submit to have the email active. 
(website) 

III.​ All PANA emails will remain unchanged 
IV.​ Having emails to have fluidity between changing positions of 

GSRs. Enables one smooth transition from one GSR to another. 
 
 
 
SECTION 13: MISAPPROPRIATION OF NA FUNDS 

 

I.​ All ASC Admin members will submit receipts for approval 
before expenses to be paid. 

 
II.​ The signing authorities for the PANA account shall be a minimum of 4 

members for a max of 3 years. One member must stay for a total of 4 
years to mentor new signing authorities. 

●​ Chairperson 
●​ Vice Chair 
●​ Treasurer 
●​ RCM 

 
III.​ In the event of known theft or misappropriation of PANA ASC funds, the 

following seven-point procedure will be implemented: 
 

1.​ The individual involved will be invited to meet with this body, 
for the purpose of discussing the matter and clarifying the issues. 

2.​ A payment plan will be developed between the individual and 
this body or a​ delegate of this body. 

3.​ If a payment is not received according to the terms of the 
payment plan, a letter requesting payment will be sent to the 
individual. 

4.​ If payment is not received according to the timelines specified 
in the letter, a registered letter will be sent to the individual 
requesting payment. 

5.​ If payment is still not forthcoming, legal action will be 
implemented at the PANA discretion. 

 



6.​ If the individual member is a member of the ASC PANA, they 
shall automatically be removed from their position. 

7.​ The PANA Admin shall conduct an internal investigation 
regarding the incident and present its findings to the RSC with 
recommendations to prevent future occurrences 
 

                              IV.    Relapse or misappropriation of NA funds, will result in the discharge  
                                      from the current ASC position. Any service member that is discharged,  
                                      cannot hold an Area Service position for a minimum of one year and  
                                      cannot deal directly with NA funds for two years. 

 
 
  SECTION 14: SUB-COMMITTEE P&P 
 
            Once sub-committees have had their P&P ratified by the area they will be present here in 
            this section. 
 

SECTION 15: P&P ARCHIVES 
 
 

When changes are made to this document the version before will be present in this section. 
 
 
SECTION 16: SUB-COMMITTEE ALLOTMENTS AND INCOME 

Table for working budget based on the financial ASC per year. 

 

  SECTION 17: RATIFICATION PROCEDURES 

The following questions may be asked to a nominee to aid the ASC in determining if the nominee 
fits for the position in which the member was nominated for: 

 

17.1​ Why do you want to hold this position of Service? 
 

17.2​ What do you feel you can personally give to this position? 
 

17.3​ Do you have the time in your schedule to commit to this service position? 
 

17.4​ Can you commit to the length of this service position? 
 

17.5​ If for the Vice-chair position, are you aware that one of the duties is  
training for the Chair position? 

 
 



17.6​ ​Do you have a good working knowledge of the twelve steps of   
Narcotics Anonymous? 

 
17.7​ Do you have a good understanding of the traditions and Concepts? 

 
17.8​ Do you have a sponsor? 

 
17.9​ If you do not get this position, would you be willing to stand for 

another position? *if no - Why? 
 

17.10​ Have you ever held other NA service positions? *if yes – Which positions 
did you hold and did you leave the position before the term was 
complete? 
*if yes – Why? 

 
17.11​ Have you ever been asked to resign a service position? *if yes - Why? 

 
17.12​ Do you have other service positions at this time? *if yes - What are they? 

 
17.13​ Have you ever misappropriated NA funds? (ONLY FOR TREASURER 

AND THOSE HANDLING MONEY) 
 

17.14​ Are you financially responsible in your personal life? 
 

17.15​ Have you ever kept a set of record books before? 
 

17.16​ What is your bookkeeping knowledge and experience? 

 



SECTION 18: GLOSSARY 

PANA:​ Peace Area of Narcotics 

  ASC:​ Area Service Committee 

CBDM:​ Consensus Based Decision Making. 

 Consensus:     an acceptable resolution, one that can be supported, even if not the favourite of each                       
individual. A way for a group of equals to make decisions.  

The fundamental belief that each person has a pieces of truth, but not one person 
has the whole truth 

A solution acceptable by everyone 

An agreement on some decisions by all members of a group, rather than a simple 
majority 

QUORUM:​ the number of members required to have a vote 

GSR:​ group service representative 

BMLT:​ basic meeting list toolbox 

NAWS:​ Narcotics Anonymous World Service 

PASC:​ Peace Area Service Committee 

RSC:​ Regional Service Committee 

RCM:​ Regional Committee 

Member  

 
Date Policy Original Motion New Policy  

Oct 15,2023 4.16 Contributions to Region and NAWS will be bi-yearly 
January and June to be 10% of every 6-month income. Contributions to 

Region NAWS 
and CANA will 
be bi-yearly 
January and 
June to be 7% 
of every 
6-month gross 
income. 

Contributions to 
Region, NAWS, 
and 

 



CANA/ACNA 
will be made 
bi-yearly in 
January and 
June, amounting 
to 7% of the  
gross income 
received over 
the preceding 
six months. 
 

Oct 15,2023 
 

4.18  reimbursement travel cost 
for out of town gsrs 
A. If needed area will  pay 
50% of fuel cost for 
reasonable ground 
transportation to the ASC 
meeting  
 
The Area will reimburse 
out-of-town Group Service 
Representative (GSR) 
travelling to Grande Prairie, 
50% of their fuel costs for 
reasonable ground 
transportation to Area 
Service Committee (ASC) 
meetings. GSRs must 
provide  receipts. 

Oct 15, 2023 9.3 coordinates social activities and informs groups, has a 
prudent to reserve independent of the area of $400.00 

Prudent reserve independent 
of the area of $1000. 600 
held with area treasurer 
 
 A 1000$ reserve, separate 
from Area funds,shall be 
maintained. The Activities 
Chair shall hold $400, while 
the Area Treasurer shall 
hold $600, which will be 
available upon request with 
a proposal from the 
Activities Chair. 

April 
16,2023 

Section 4  Visa Debit Approved limit 
$250 
 
Visa Debit Card Policy**: 
An Area Visa debit card 
with an approved limit of 
$250 is available. 

Dec 16, 
2024 

Section 4.18(I )  Area to pay $50/month to 
Rising Above For ASC and 

 



all Sub-committee meetings 
Dec 16,2024  Section 8.5  Budget to be created, and 

maintained. 
 
The treasurer will create and 
regularly review and update 
the budget to reflect any 
changes in funding or 
expenditures. Additionally, 
the treasurer will provide 
bi-monthly financial reports 
to the ASC, highlighting any 
significant variances from 
the budget and 
recommending adjustments 
as necessary.  
 
It is essential that the budget 
aligns with our goals and 
priorities, and the treasurer 
will work closely with other 
committee members to 
ensure transparency and 
accountability in our 
financial practices. 

Dec 16,2024 Section 9.5   Create page on website for 
sub-committee events and 
workshops 
 
Establish a dedicated page 
on the Peace Area NA 
website for subcommittee 
events and workshops. 

Feb 18 ,2024  Section 10  All ASC meetings will be 
Hybrid, utilizing PANA 
Zoom account.   
 
The upcoming ASC 
meetings will be hybrid-join 
us in person or via PANA 
zoom.  

Feb 18, 2024 Section 10  ASC supplies laptop, 
camera/microphone, and 
printer 
 
The ASC provides the 
following equipment for 
meetings: laptop, camera, 
microphone, and printer. 

Aug 20, 
2024? 

Section 12 III NO PASSWORDS ARE TO BE CHANGED All  PANA emails stay the 
same as well group emails. 
 
All PANA emails will 

 



remain unchanged 
Aug 
20,2024? 

Section 4  RCM and Chair to have 
access to website passwords 
 
The Area Chair and Area 
RCM will have access to the 
website passwords  

Dec 16,2024 Section 4   PR $1500 float 
 
PR will maintain a yearly 
budget of $1,500.  

Mar 05, 
2025 
(Whatsapp 
Poll) 

Section 6.1 It is possible to hold a maximum of two positions in 
area, but with only one vote(members holding an 
executive position may hold one position in the 
executive committee.) 

A person may hold multiple 
service positions at the Area 
table; however, they may 
only hold one administrative 
position. The administrative 
positions include Chair, 
Vice Chair, RCM, Alt RCM, 
and Secratary. 
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