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Qualifications & Responsibilities of ASC Administration 
 
Chairperson 1 

1. The qualifications of the Chairperson 2 
a. Mandatory two (2) years abstinence from all drugs. 3 
b. Active for a minimum of six (6) months in the Treasure Coast Area NA (hereto 4 

after known as TCANA) service structure at Area Level or an ASC Sub-Committee. 5 
c. Willingness and desire to give the time and resources required by the position 6 
d. Working knowledge of the 12 Traditions and the 12 Concepts 7 

2. The responsibilities of Chairperson 8 
a. Arranges and presided over the monthly ASC meeting 9 
b. Is a co-signer of the ASC bank account 10 
c. In case of tie will hold closed vote between the Secretary, Treasurer and 11 

Chairperson 12 
d. Enforces rules of decorum and discipline during Area Service Committee (hereto 13 

after known as ASC) meeting 14 
e. Places principles before personalities (attempts to be absolutely fair and 15 

impartial, working for the common good) 16 
 17 

Vice Chairperson 18 
1. The qualifications of the Vice Chairperson 19 

a. Mandatory eighteen (18) months abstinence from all drugs 20 
b. Active for a minimum of six (6) months in the Treasure Coast Area NA (hereto 21 

after known as TCANA) service structure at Area Level or an ASC Sub-Committee. 22 
c. Willingness and desire to give the time and resources required by the position 23 
d. Working knowledge of the 12 Traditions and the 12 Concepts 24 

2. The responsibilities of Vice Chairperson 25 
a. In the absence of the Chairperson, the Vice Chairperson shall perform all the 26 

duties of the Chairperson 27 
 28 

Secretary 29 
1. The qualifications of Secretary 30 

a. Mandatory six (1) year abstinence from all drugs. 31 
b. Active for a minimum of six (6) months in the Treasure Coast Area NA (hereto 32 

after known as TCANA) service structure at Area Level or an ASC Sub-Committee. 33 
c. Willingness and desire to give the time and resources required by the position 34 
d. Working knowledge of the 12 Traditions and the 12 Concepts 35 

2. The responsibilities of Secretary 36 
a. Keeps all records of the ASC, accurate records of each ASC Meeting, complies 37 

and maintains the Area files and Archives 38 
b. Distributes minutes to Group Service Representatives (hereto after known as 39 

GSRs) and Sub-Committees no later than 2 weeks after ASC Meeting 40 
c. Is a co-signer of the ASC bank account 41 
d. Types and sends any letter the ASC dictates 42 



Treasure Coast Area of Narcotics Anonymous 
 

Qualifications & Responsibilities of ASC Administration 
 

e. Maintains and arranges for printing of the Area Meeting List 43 
f. Does any other job that is assigned by the ASC during the year 44 

 45 
Alternate Secretary 46 
 The office of Alternate Secretary is a two (2) year commitment.  The first year is spent 47 
becoming familiar with the job, attending all ASC meetings and assisting the Secretary wherever 48 
possible.  In the absence of the Secretary, the Alternate Secretary will perform the duties of the 49 
Secretary, if for any reason the Secretary is unable to complete his/her term in office then the 50 
Alternate Secretary fills in for the Secretary for the remainder of the term.  Recommended 51 
qualifications for Alternate Secretary are the same as the Secretary, with the exception that 52 
only one (1) year abstinence is the suggested clean time. 53 
 54 
Treasurer 55 

1. The qualifications of the Treasurer 56 
a. Mandatory two (2) years abstinence from all drugs. 57 
b. Active for a minimum of six (6) months in the Treasure Coast Area NA (hereto 58 

after known as TCANA) service structure at Area Level or an ASC Sub-Committee. 59 
c. Willingness and desire to give the time and resources required by the position 60 
d. Working knowledge of the 12 Traditions and the 12 Concepts 61 

2. The responsibilities of The Treasurer 62 
a. Reports contributions and expenses at every ASC meeting 63 
b. In addition, also makes quarterly and annual financial reports available 64 
c. Attempts to make sure each Group contributes their fair share to support ASC 65 

services 66 
d. Maintains a prudent reserve adequate to serve the area 67 
e. All monies are channeled through the Treasurer 68 
f. Pays the bills, and Sub-Committee budget amounts as needed, by check. 69 
g. All checks are signed at the ASC meeting 70 
h. Treasure is a co-signer on the ASC bank account 71 

 72 
Alternate Treasurer 73 
 The office of Alternate Treasurer is a two (2) year commitment.  The first year is spent 74 
becoming familiar with the job, attending all ASC meetings and assisting the Secretary wherever 75 
possible.  In the absence of the Treasurer, the Alternate Treasurer will perform the duties of the 76 
Treasurer, if for any reason the Treasurer is unable to complete his/her term in office then the 77 
Alternate Treasurer fills in for the Treasurer for the remainder of the term.  Recommended 78 
qualifications for Alternate Treasurer are the same as the Treasurer, with the exception that 79 
only (1) year abstinence is the suggested clean time. 80 
 81 
Regional Committee Member (hereto after known as RCM) 82 

1. The qualifications of the Regional Committee Member 83 
a. Mandatory two (2) years abstinence from all drugs. 84 
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b. Active for a minimum of six (6) months in the Treasure Coast Area NA (hereto 85 
after known as TCANA) service structure at Area Level or an ASC Sub-Committee. 86 

c. Willingness and desire to give the time and resources required by the position 87 
d. Working knowledge of the 12 Traditions and the 12 Concepts 88 

2. The Responsibilities of the RCM 89 
a. Represents group conscience of the ASC at the Regional Service Conference 90 

(hereto after known as RSC) 91 
b. Provides, for the ASC’s consideration, all pertinent RSC agenda items.  This 92 

includes motion requiring enough time for consideration and voting by the 93 
Groups 94 

c. Attends all RSCs and takes part in any discussion affecting the Region 95 
d. Speaks at RSC as the voice of the ASC’s group conscience 96 
e. Places principles before personalities (attempts to be absolutely fair and 97 

impartial, working for the common good) 98 
f. RCM or Alternate RCM will always have a “Vote of Confidence” at RSC to vote on 99 

issues that the area did not vote on 100 
 101 
Alternate RCM 102 
 The office of Alternate RCM is a two (2) year commitment.  The first year is spent 103 
becoming familiar with the job, attending all ASC and RSC meetings and assisting the RCM 104 
wherever possible.  In the absence of the RCM, the Alternate RCM will perform the duties of 105 
the RCM, if for any reason the RCM is unable to fulfill his/her commitment, then the Alternate 106 
RCM fills in for the RCM for the remainder of the term.  Recommended qualifications for 107 
Alternate RCM are the same as the RCM, with the exception that only (1) year abstinence is the 108 
suggested clean time. 109 
 110 
Policy Chair 111 

1. The qualifications of the Policy Chair 112 
a. Mandatory two (2) years abstinence from all drugs. 113 
b. Active for a minimum of six (6) months in the Treasure Coast Area NA (hereto 114 

after known as TCANA) service structure at Area Level or an ASC Sub-Committee 115 
Willingness and desire to give the time and resources required by the position 116 

c. Working knowledge of the 12 Traditions and the 12 Concepts 117 
2. The responsibilities of Policy Chair 118 

a. Enforces rules of decorum and discipline during Area Service Committee (hereto 119 
after known as ASC) meeting 120 

b. Places principles before personalities (attempts to be absolutely fair and 121 
impartial, working for the common good) 122 

c. Clarifies TCANA policy questions 123 
d. Updates policy as required 124 

 125 
Web Master 126 
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1. The qualifications of Web Master 127 
a. Mandatory six (1) year abstinence from all drugs. 128 
b. Active for a minimum of six (6) months in the Treasure Coast Area NA (hereto 129 

after known as TCANA) service structure at Area Level or an ASC Sub-Committee. 130 
c. Willingness and desire to give the time and resources required by the position 131 
d. Working knowledge of the 12 Traditions and the 12 Concepts 132 

2. The responsibilities of Secretary 133 
a. Maintaining the domain name’s registration 134 
b. Website Updates 135 

i. Updates website with required changes including meeting lists 136 
c. Performs routine maintenance monthly including a full backup of the site 137 


