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Greater Providence Area Service Committee
Subcommittee Officers: Qualifications & Responsibilities

Greater Providence Area Service Committee
(GPASC) Subcommittees:

Activities
Finance
Hospitals and Institutions (H&I)
Literature
Phone Line
Policy
Public Information
Convention

Subcommittee Positions:
Chairperson
Vice Chairperson
Secretary
Treasurer (if necessary)
Others as needed

Qualifications of General Service:
The following is a suggested list of qualifications
for N.A. members who might wish to become
involved in the area service structure of the
Greater Providence Area.
A. Willingness and a desire to serve.
B. A level of recovery that reflects their ability

to apply the twelve steps to their personal
lives and the twelve traditions to their
personal interactions with others.

C. The ability to give the time and resources
necessary to fulfill the obligations of the
elected office.

D. The suggested clean time requirement as
established for the individual office.

E. Prior service experience on a group level
and working knowledge of the elected office.

Qualifications for GPASC Subcommittee
Officers:
A. The stated Qualifications of General Service

apply to these positions.
B. Clean time requirements for subcommittee

officers:
Activities, H&I, Literature, Phone Line,
Policy, PI:

Chairperson Two (2) years
Vice Chairperson Six (6) months
Secretary Ninety (90) days
Treasurer Two (2) years

Finance:
Chairperson Five (5) years

Convention:
Chairperson Five (5) years
Vice Chairperson Four (4) years
Treasurer Five (5) years
Secretary Two (2) years
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Responsibilities of the ACTIVITIES SUBCOMMITTEE:
A. In keeping with the 12 Traditions of N.A., provide

celebrations of recovery in order to promote unity
throughout the Fellowship.

B. Proceeds from all activities are placed in the
general ASC treasury.

C. Provide a calendar of upcoming activity events for
inclusion in the Area minutes.

D. Inform surrounding Areas and Regions of
upcoming major events planned by the GPA.

E. Meet one hour prior to the ASC meeting and as
often as the subcommittee deems necessary.

F. Attend the GPASC meeting, provide a verbal
subcommittee report to the service body and a
written report for inclusion in the Area minutes.

Responsibilities of the FINANCE SUBCOMMITTEE:
A. Review all financial statements—past, present,

and future—to help guide the Area to financial
responsibility.

B. Assist the Area Treasurer in compiling quarterly
balance sheets, profit and loss statements.

C. In keeping with the Seventh Tradition of N.A.,
works with the Area Treasurer to formulate an
Area budget, with expenses not to exceed the
income generated by the Area.

D. Oversee all expenses and research alternatives in
order to curtail unnecessary expenses.

E. Fulfill all other responsibilities that the GPASC
deems necessary.

F. Meet one hour prior to the GPASC meeting and as
often as the Finance Subcommittee deems
necessary.

G. Attend the GPASC meeting, provide a verbal
subcommittee report to the service body and a
written report for inclusion in the Area minutes.

Responsibilities of the HOSPITALS AND
INSTITUTIONS (H&I) SUBCOMMITTEE:
A. In keeping with the Fifth Tradition of N.A., carry

the message to the addict unable to attend
regularly scheduled meetings.

B. Coordinate and distribute specific H&I
commitment to hold meetings at existing facilities
and to be keenly aware that all said obligations are
fulfilled.

C. Research and develop as many new institutional
meetings as possible.

D. Provide a monthly account to the GPASC of all
literature disbursed.

E. Meet one hour prior to the GPASC meeting and as
often as the subcommittee deems necessary to
fulfill its responsibility.

F. Elect an H&I Correctional Facilities Coordinator,
accountable to the GPA H&I Subcommittee.

G. Attend the GPASC meeting, provide a verbal
subcommittee report to the service body and a
written report for inclusion in the Area minutes.

Responsibilities of the LITERATURE
SUBCOMMITTEE:
A. In keeping with the Sixth Tradition of N.A.,

maintain an accurate inventory of literature on
hand to supply all the needs of the GPA.

B. Coordinate the sales, and inventory count and
reorder, of the literature inventory.

C. Meet prior to the GPASC meeting to sell literature
to groups and as often as the subcommittee
deems necessary.

D. Review and supply input on literature submitted by
the World Service Committee Literature
Committee (WSCLC).

E. Submit literature to the WSCLC from Area groups
and individual addicts.

F. Make the starter kit:
a. One (1) of each IP
b. One (1) NA Way Magazine
c. One (1) Group booklet
d. One (1) group starter kit checklist
e. Fifty (50) meeting lists

G. Maintain and care for the laptop provided for the
Literature Subcommittee Chair position.

H. Attend the GPASC meeting, provide a verbal
subcommittee report to the service body and a
written report for inclusion in the Area minutes.

Responsibilities of the PHONE LINE SUBCOMMITTEE:
A. Maintain lines of communication between N.A. and

the answering, and/or any other phone service
used by the GPA.

B. Respond to all requests for information in a timely
and effective manner.

C. Insure that those requests are handled at the
appropriate level of service.

D. Maintain helpline and Twelve Step call list.
E. Establish and maintain the integrity of guidelines

for handling phone line requests.
F. Meet one hour prior to the GPASC meeting and as

often as the Phone Line Subcommittee deems
necessary.

G. Attend the GPASC meeting, provide a verbal
subcommittee report to the service body and a
written report for inclusion in the Area minutes.
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Responsibilities of the POLICY SUBCOMMITTEE:
A. Research and seek guidance in gaining a better

understanding of the 12 Traditions, 12 Concepts of
N.A. and WSC guidelines, bulletins, and other
information as it is developed.

B. Develop ASC policy to be considered for approval
by GPA groups.

C. Compile and maintain all approved policy.
D. Maintain past and present motion lists organized

by position and subcommittee.
E. Review all past and present motions (and all other

business) that require clarification.
F. Meet one hour prior to the GPASC meeting and as

often as the subcommittee deems necessary to
fulfill its responsibilities.

G. Attend the GPASC meeting, provided a verbal
subcommittee report to the service body and a
written report for inclusion to the Area minutes.

Responsibilities of the PUBLIC INFORMATION (PI)
SUBCOMMITTEE:
A. Uphold the integrity of the Eleventh Tradition of

N.A.
B. Maintain:

a. Distribution and sales of meeting lists to
rehabilitation centers as well as the
general public.

b. Review, update, and oversee the
publishing of the Area meeting list as
often as the Area deems necessary.

C. Arrange all public information speaker
commitments.

D. Conduct a minimum of one public information
workshop per year.

E. Meet one hour prior to the GPASC meeting an as
often as the subcommittee deems necessary to
fulfill its responsibilities.

F. Elect a Web Coordinator responsible to the PI
Subcommittee.

G. Attend GPASC meeting, provide a verbal
subcommittee report to the service body and a
written report for inclusion in the Area minutes.
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All Greater Providence Area Convention
Executive Committee positions will be
nominated and elected at the GPASC meeting.
This is to take place in July prior to the
beginning of the Convention cycle.

Purpose
The Convention Subcommittee Executive
committee executes the conscience of the
overall committee. It functions as the
administrative committee of the convention and
holds separate, periodic and special-
subcommittee meetings. Its function is to
ensure that the various subcommittees work
together and to assist subcommittees that may
need extra help. The Executive Committee also
makes regular reports to the Area Service
Committee sponsoring the convention. The
members of the Executive Committee discuss
the performance of Subcommittees as well as
the convention budget and other matters that
affect the convention. The results of these
discussions are included in reports at the
convention committee meetings.

Qualifications of General Service for
Convention Subcommittee Officers:
A. Clean time requirements for Convention

Subcommittee Officers:
Chairperson Five (5) years
Vice Chairperson Four (4) years
Treasurer Five (5) years
Secretary Two (2) years
Subcommittee Chairs Two (2) years

B. Working knowledge of the Twelve Steps and
Twelve Traditions of N.A.

C. Willingness to give the time and resources
necessary.

D. Ability to exercise patience and tolerance.
E. Active participation in Narcotics Anonymous.

Qualifications of the GPA Convention Subcommittee
CHAIR:
A. Five (5) years continuous clean time.
B. Demonstrated stability in the local N.A.

community.
C. Administrative abilities.

Responsibilities of the GPA Convention
Subcommittee CHAIR:
A. Organize subcommittees, and delegate major

tasks to specific subcommittees. Stay informed of
the activities of each subcommittee, and provide
help when needed.

B. Helps resolve personality conflicts.
C. Keeps activities within the principles of the Twelve

Traditions of N.A. and in accord with the purpose
of the convention.

D. Monitors the fund flow and overall convention
costs, and helps organize the subcommittee
budgets. Prepares a budget for the Executive
Committee function.

E. Prevents important questions from being decided
prematurely, in order to foster understanding by
the entire committee prior to action.

F. Allows the subcommittees to do their jobs while
providing guidance and support. Only major issues
need be brought to the Convention Committee
meeting. Subcommittees should be given trust and
encouragement to use their own judgment.

G. Prepares the agenda for Convention Committee
meetings and Executive Committee meetings.

H. Votes only to break a tie.
I. Chairs the Convention Committee meeting as well

as the convention.
J. Gives a monthly detailed report—in person to the

body at the GPASC meeting and in writing for
inclusion in the Area minutes—to the supporting
Area Service Committee. Included in this report:
all committee activities and all financial activity.
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Qualifications of the GPA Convention Subcommittee
VICE CHAIR:
A. Four (4) years continuous clean time.
B. In order to serve as a liaison between the

subcommittees and hosting community, must
demonstrate approachability and familiarity with
all committee members.

Responsibilities of the GPA Convention
Subcommittee VICE CHAIR:
A. Acts as Chair if the Convention Chair is

unavailable.
B. Coordinates subcommittees and attends

subcommittee meetings, in order to ensure that
they get the necessary support to do a good job.

C. Works closely with the Chair to help delegate
responsibilities to subcommittee Chairs.

D. Makes a report to the hosting service committee
on the progress of convention planning.

Qualifications of the GPA Convention Subcommittee
SECRETARY:
A. Two (2) years continuous clean time.
B. Accurate typing ability.
C. Demonstrated responsibility that indicates ability

to ensure that accurate minutes are distributed to
the Convention Committee Members.

Responsibilities of the GPA Convention
Subcommittee SECRETARY:
A. Keeps minutes of each Convention Committee

meeting and all subcommittee reports.
B. Mails minutes to committee members after

approval by the Executive Committee Chairperson.
Minutes are mailed out within ten days after the
Convention Committee meeting. An agenda for the
next meeting may be attached to the minutes if it
will help the committee function.

C. Maintains a list of names, addresses, and phone
numbers of committee members for committee
use.

D. Keeps extra sets of minutes, updated after each
committee meeting, for members who request a
complete set.

E. Communicates to the local NA membership
regarding the progress and planning of the
convention. Assists all committees in mailing and
correspondence.

F. Mails a copy of the minutes to the Greater
Providence Area Service Committee.

Qualifications of the GPA Convention Subcommittee
TREASURER:
A. Five (5) years continuous clean time.
B. Demonstrated stability in the local N.A.

community.
C. Accounting skills.
D. Service experience with conventions or other large

scale Fellowship activities.
E. Accessibility to other committee members,

especially the Registration Subcommittee.

Responsibilities of the GPA Convention
Subcommittee TREASURER:
A. Opens a bank account for the Convention

Committee. Usually the signatures required for
the account are any two of the four signatories
(Convention Subcommittee Chair, Vice Chair,
Secretary, and Treasurer. The cards and account
information are filled out at the committee
meeting.)

B. Works with the Chair and Vice Chair to prepare a
budget for the convention that is used for planning
fund-raising activities. The budget is based on the
subcommittee’s recommendations as to the
monies they will need to carry out their tasks. The
budget can be a rough estimate at the beginning of
the planning, and revised as the convention draws
near. When all of the financial needs of the
subcommittees are listed and totaled, the income
should be outlined: one source of income comes
from fund-raisers, and the second from
registrations.

C. Writes all checks and is responsible for collecting
receipts from subcommittees for money paid out.

D. Responsible for all monies—including revenues
from registration and banquet tickets: pays all
fills; and advises the Chair on cash supply, income
flow, and rate of expenditures.

E. Reviews subcommittee reports for departures
from the financial plan not mentioned in the
original budget so that an accurate budget can be
maintained. This information is included in the
Treasurer’s report.

F. Each check should require two signatures.
Additionally, a complete Treasurer’s report within
three months after the convention should be
submitted to the sponsoring service committee
along with fund distribution. Many convention
committees also have the report audited as a
further safeguard of convention funds.

G. A periodic review of all financial records should be
made by the sponsoring service area. The records
should be reviewed at the time of the actual fund
distribution in accordance with the Treasurer’s
financial statement requirements.


