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LGHG GSR Helpful Hints 

The Greater San Jose Area Service Committee (ASC) meeting is held the 4th Monday of every month at 6:30 

PM. (See https://www.sjna.org/subcommittee-meetings/ or meeting guide for location.)  

Before the ASC meeting begins… 

New GSR Orientation 
The New Group Service Representative (GSR) Orientation is held at 6:00 PM prior to the ASC meeting. 

Literature Order – Alternate GSR 
Upon arrival of the ASC meeting, place the home group’s literature order. The literature committee will take 

your order form and give you a number. This number is your place in line to pick up and pay for your order 

after the ASC meeting. Literature cannot be picked up prior to the completion of the ASC meeting.  

ASC Donation 
Next, give the treasurer the home group’s ASC donation. You will be given a receipt. Give the receipt to the 

home group’s treasurer for their records.  

RSC Donation 
As a member of RSC, if no one else has done so, make a motion for GSJANA to donate up to 10% of the 

Area's treasury funds total above prepaid & prudent reserves to the Northern California region of NA to 

assist in the funding and function of this entity.  

Written Reports  
Written reports and announcements are located on the table in the back of the ASC meeting room. Pick up 

one report from each ASC member giving a verbal report. Many of the subcommittee chairs arrive after the 

ASC meeting has started and pass out their reports during the meeting. 

Announcements 
Announcements are also located on the back table. Pick up announcements and other area meeting guides. 

Use your judgment on the number of announcements to pick up. Many times there is only enough for one 

announcement for each group. Occasionally, there is mail for each group (The NA Way Magazine, etc.). Be 

sure to pick this up as well. 

During the ASC Meeting 
The ASC meeting follows an agenda that is either mailed or emailed with the minutes from the previous ASC 

meeting to all GSRs and interested parties. Much of the ASC meeting consists of verbal and written reports 

from the various ASC administration, subcommittee, and working group members.  Highlight or make notes 

during each report as to what you think your home group will find important. Also, make a note of what 

positions are open and these are to be added to the announcements read at the beginning at each meeting. 

https://www.sjna.org/subcommittee-meetings/
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Take notes on what is said during open forum to add to your GSR report. Take notes on all motions under 

new and old business. Pay close attention to any motions that are sent back to the groups to vote on. At the 

next ASC, you will need to vote the conscience of your home group.  

After the ASC Meeting 

Literature Order – Alternate GSR 
Pick up and pay for the literature after the ASC meeting (LGHG Treasurer provides a check to GSR which is 

used to pay for literature) the ASC literature committee will give you a receipt. Prior to the next home group 

meeting, check the literature received against the literature order form. If we received literature that we did 

not pay for or we were charged for literature that we did not receive, then call or email the literature chair 

to inform them of the discrepancy. (Meeting guides and literature order forms are free.) Give receipt to LGHG 

Treasurer with a note confirming the order was filled correctly or status of any discrepancy.  

Back at the Home Group 
At the next home group meeting, bring the group’s literature and stock it accordingly. – Alt. GSR 

Update the meeting lists. Replace last month’s with the new ones you received at the ASC. 

Update your announcements. Get rid of the outdated ones and add the new ones to your GSR report. 

At the Next Business Meeting 
Be prepared to give your report on the ASC meeting. Your report should consist of highlights from each report 

presented at the previous ASC meeting, topics under open forum, any motions voted on at the ASC, any new 

motions to be voted on by the home group, and anything else that you think is noteworthy. Make sure that 

any motions to be voted on by the home group are brought up under new business at the home group’s 

business meeting. When these motions are brought up at the next ASC, vote the group’s conscience. 

Give the home group’s treasurer the literature receipt and the donation receipt. 

One week prior to the next ASC 
Inventory the literature. Using a blank literature order form, mark down what needs to be purchased.  We 

keep 5 of each book in stock, at least 10 of each IP and key tag, and at least 3 medallions.  Total up the dollar 

amount of the order and call the Treasurer and give the amount of the order  

One or two days before the next ASC 
The treasurer will mail you two checks, one for the literature order, and the other for the home group’s 

donation to the ASC. 
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Communication is the Key! 
If you cannot attend a business meeting, and/or the ASC meeting, then you must contact the Alternate GSR 

to take your place during those times. If the Alternate GSR is unavailable to take your place, then contact the 

Business Meeting Chair of the home group. If you have any questions, reach out to home group member(s) 

such as the Chairperson, Vice Chairperson, Treasurer, or prior GSR. Help is available. 
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