
 Area 87 Committee and Steering Committee Guidelines 
 

                                              Revised August 25, 2016 

7.2 

 

 

 

 

 

 

 

A R E A  8 7  S T E E R I N G  C O M M I T T E E  

G U I D E L I N E S  

 



 Area 87 Committee and Steering Committee Guidelines 
 

                                              Revised August 25, 2016 

2 

 

 

INDEX  

 

1. Preamble……………………………………………………………………4 

2.      Area 87 Steering Committee Mission………………………….5 

  2.1 The Corporate Entity…………………………………………………5 

  2.2 The Spiritual Entity…………………………………………………..6 

 3. The Steering Committee and Its Officers…………………………....6 

  3.1 Area 87’s Steering Committee Membership (Officers)….7 

  3.2 The Steering Committee Mandate……………………………..7 

  3.3 Length of terms…………………………………………………….…9 

  3.4 Area committee procedures for Assemblies and Meetings….....9 

  3.5 Vacancies……………………………………………….………………9 

 3.6 Description of the Steering Committee Officers’ responsibilities….....10 

 3.6.1 Area Delegate…………………………………………………………10 

 3.6.2 Alternate Delegate………………………………………………....13 

 3.6.3 Area Chairperson……………………………………………….……13 

 3.6.4 Alternate Chairperson……………………………………….…….15 

 3.6.5 Secretary………………………………………………………….……15 

 3.6.6 Alternate Secretary…………………………………………….…..16 

 3.6.7 Treasurer………………………………………………………………17 

  3.6.8 Alternate Treasurer……………………………………………….18 

  4.  Steering Committee meetings…………………………………..……..18 

  4.1 Calendar, Frequency, Location and Length of meetings………..18 

  4.2 Chairing of Steering Committee meetings…………..…...18 



 Area 87 Committee and Steering Committee Guidelines 
 

                                              Revised  August 25, 2016 

3 

 

  4.3 The Agenda………………………………………………….…..…..18 

  

  

  4.4 Meeting procedures and participation…………………….…19 

  4.5 Quorum…………………………………………………………………19 

  4.6 Minutes…………………………………………………………………19 

  4.7 The Corporation……………………………………………………..19 

 5. Expenses……………………………………………………………………….20 

  5.1 Reimbursement Policy……………………………………………20 

  5.2 Reimbursement Rates……………………………………..…….20 

   5.2.1 Allocations………………………………………………..…21 

   5.2.2 Participation in Regional Forums, Provincial   

    Assemblies and Special Activities…………………...21 

  6. Exchange Rate…………………………………………………………….....22 

 7. Procedures for access to the Area Service Office and use of  

  equipment……………………………………………………………………..22 

  7.1 Keys…………………………………………………………………….22 

   7.1.2 Key Registry………………………………………….….…22 

  7.2 Room Reservations…………………………………………….…22 

  7.3 Use of Office Equipment…………………………………….….23 

 8. Delegates Emeriti………………………………………………….….…..23 

 

  

 

  

 

  



 Area 87 Committee and Steering Committee Guidelines 
 

                                              Revised August 25, 2016 

4 

 

 

  

 

 

1. Preamble 

These guidelines are not meant to restrict or limit the actions of the Steering Committee, 

but to give an overall orientation to its members and to inform those who will join the 

Steering Committee in the future. 

In fact, these guidelines are conceived as a practical tool outlining all relevant 

information to its members and therefore facilitate respective tasks. 

We feel that the guidelines, as introduced in this document, could easily be reviewed 

every two (2) years following an inventory of Area 87’s Steering Committee. 

Most agree that the Fellowship should not have any formal structure, however, without 

moving away from our commitment to preserve the spiritual and democratic nature of 

our Fellowship, we can “create service boards and committees directly responsible to 

those they serve” as per our 9th Tradition, while keeping in the forefront the spirit of our 

2nd Tradition, “our leaders are but trusted servants, they do not govern”. 

 

 

 

 

 

 

 

 

 

 

Note: In this document, references to members are made in the masculine (he/him). It 

should be understood that this is for grammatical simplicity only and all positions are 

open to and have been occupied by both men and women. 
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2. Area 87 Steering Committee Mission 
 

The Steering Committee’s mission is directly related to the two entities its Members have 

chosen to serve: (1) The Corporate Entity and (2) The Spiritual Entity. While we can 

refer to the A.A. Service Manual for a better understanding and a more comprehensive 

description, we will try here to briefly describe these two entities served by the Members 

of the Area Steering Committee. 

In a nutshell, we could say the Corporate Entity is there to serve the Spiritual Entity: its 

only obligation is to serve along with the Spiritual Entity for the sole purpose of carrying 

the A.A. message. 

The Corporate Entity allows the Spiritual Entity and its Members to comply with 

governmental Bylaws and statutes in regards to non-profit organizations. 

2.1 The Corporate Entity 

Our corporation, Bureau des Services ― Région 87 Inc., has but one purpose: to serve 

the Fellowship of Alcoholics Anonymous. Our Area Service Office enables the Corporation 

to provide services to Area 87 groups. It is also responsible to acquire and manage 

goods and furniture for the same purpose. 

Bureau des Services ― Région 87 Inc., is in effect, an agency created and designated by 

the Members of Area 87 (the Fellowship of Alcoholics Anonymous) to maintain services 

for those who should be seeking, through Alcoholics Anonymous, the means for 

impeding the disease of alcoholism through the application in their own lives, of the 

Twelve Steps, in whole or in part, which constitute the recovery program upon which the 

Fellowship of Alcoholics Anonymous is founded. 

Bureau des Services ― Région 87 Inc. claims no proprietary right to the recovery 

program; for these Twelve Steps, as all spiritual truths, may be regarded as available to 

all mankind. 

Bureau des Services ― Région 87 Inc.’s Officers shall be guided by the Twelve Steps, the 

Twelve Traditions and the Twelve Concepts of Alcoholics Anonymous in their 

deliberations and decisions. 

The Board of Directors of Bureau des Services ― Région 87 Inc. shall consist of eight (8) 

Officers. All elected Members to Area 87’s Steering Committee shall automatically qualify 

as Board Members of Bureau des Services ― Région 87 Inc. The Officers of the 

Corporation are the Members of the said corporation. All Officers of the Corporation are 

appointed during the Corporation’s (Bureau des Services ― Région 87) annual assembly. 

The sole reason for constituting Officers is to comply with the laws of the Province of 

Quebec, which requires that the Board of Directors of a Corporation be composed of 

Members. Accordingly, except where distinctions must be made under these Bylaws or 

as a matter of law, the words "Member" and "Officer" shall be employed in these bylaws 

communally. An Officer of the Corporation shall automatically cease to be a Member 

upon ceasing to be a member of the Area Steering Committee. 
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2.2 The Spiritual Entity 

Area 87 is a service body and never a government for Alcoholics Anonymous. It is 

considered the guardian of the Twelve Steps, the Twelve Traditions and the Twelve 

Concepts of our Fellowship. 

The Area Committee (the Service Body) is composed of the Area Steering Committee, 

the DCMs (District Committee Members) and the Area Committee Coordinators. In fact, 

the Service Manual reminds us that: “perhaps more than any other group of people in 

A.A., the Area committee is responsible for the health of the Conference structure and 

thus for growth and harmony in the A.A. Fellowship”. 

The Delegate ensures the liaison between Area 87 and the entire Fellowship. The 

Delegate is the Area Representative at the General Service Conference, which acts for 

A.A. in the perpetuation and guidance of its world services. 

The Conference is also the vehicle by which the A.A. Fellowship can express its view 

upon all matters of vital A.A. policy and all hazardous deviations from A.A. Traditions. 

Delegates should be free to vote as their conscience dictates; they should also be free to 

decide what questions should be taken to the group level, whether for information, 

discussion, or their own direct instruction. 

The Area Steering Committee Members should play a guiding and advisory role with 

Bureau des Services ― Région 87 Inc. and its service corporations. The Area will be 

expected to reflect A.A. Principles and Opinions for this purpose. 

Further to regular meetings of the Area Committee Members, the Steering Committee is 

responsible to convene Area Assemblies. These Assemblies are composed of the GSRs 

(General Service Representatives) of all A.A. Groups desiring to participate and all Area 

committee Officers and Coordinators. 

Area assemblies convene, among other things, for the election of Area Steering 

Committee Members, which includes the delegate to the General Service Conference of 

Alcoholics Anonymous. Area assemblies are concerned only with the world service affairs 

of Alcoholics Anonymous.1 

3. The Steering Committee and Its Officers 

As described earlier, the Steering Committee has a dual mission. The Members are 

elected at Area election assemblies (October) mainly for the purpose of overseeing the 

general affairs of Area 87 in regard to the Spiritual Aspect of their Mandate, respecting 

the 2nd and 9th Traditions. 

Above and beyond this Spiritual Responsibility, the Steering Committee has the duty to 

take care of Area 87 Corporate Affairs (Bureau des Services - Région 87). 

                                           
1Sources: THE A.A. SERVICE MANUAL, Chapter 4 (The Area Assembly and Activities), Chapter 5 (The 

Area Committee), Appendixes C (page S99) and E (page S108). 2008-2009 Edition 
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In order to do so, the Steering Committee must comply with the overall principles 

expressed in the Twelve Concepts; specifically the Third Concept giving a traditional 

right of decision and the Tenth Concept that cites that every service responsibility should 

be matched by an equal service authority. 

There is no doubt whatsoever that the Steering Committee Members have received a 

clear mandate to exercise their leadership when taking decisions on current affairs with 

regard to the Corporate Entity, without the need to consult the Area Committee on each 

one. 

Nonetheless, once a year, the Steering Committee must present a Financial Statement 

for the current year and a Budget Forecast for the coming one. The Steering Committee 

should always conduct its affairs in a transparent manner and should bear in mind that it 

is directly responsible to those it serves. 

Therefore, in the spirit of A.A., the Steering Committee Members have been given the 

responsibility to watch over the well-being of the Area 87 corporate body and by doing 

so, ensuring that the Area be able to sustain the services that groups are entitled to 

receive, in order that they may carry the A.A. message to those who are still suffering 

from alcoholism. 

Each member of the Steering Committee can exert a voting right during the meetings of 

the Steering Committee. 

3.1 Area 87’s Steering Committee Membership (Officers) 

Area 87’s Steering Committee is composed of eight (8) members to whom the Area 

group’s conscience through the Area Election Assembly has given service responsibilities. 

 Delegate 

 Alternate Delegate 

 Chairperson 

 Alternate Chairperson 

 Treasurer 

 Alternate Treasurer 

 Secretary 

 Alternate Secretary 

3.2 The Steering Committee Mandate 

While all members have their own individual role on the Steering Committee, they are 

collectively responsible for the overall wellbeing of the Area, whether it is concerning the 
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various service committees, responding to requests for help, general administrative 

activities, maintenance and ongoing fraternal ties with the Fellowship. 

Together, the Steering Committee members oversee the overall condition of the Area 

and Committees’ activities while promoting unity in the Area. The Steering Committee 

relies on the Area Committee (DCMs, Area Committee Coordinators and Steering 

Committee) for all decisions involving the Area’s group conscience and takes care of 

implementing all decisions reached during Area meetings. 

The Steering Committee is also responsible to appoint coordinators for Area Service 

Committees and work groups. The Area Committee is invited to ratify the appointees. 

The duties of the Steering Committee entail: 

 Manage Area services and administration; 

 Responsible for Area financial planning and guidance, in cooperation 

with the Area committees, if need be; 

 Ensure that Area committees comply with their budgetary limits and 

mandates; 

 Recommend Area Service Committee Coordinators; 

 Monitor the activities of La Vigne AA by having the Area Delegate sit on 

its board. 

Even though all committees have authority within their mandate, the Steering 

Committee must be prudent in regards to the service committees. It is responsible to 

ensure that service committees comply with their individual guidelines as proposed and 

approved by the Area’s group conscience. The Steering Committee must also ensure that 

the coordinators fulfill their mandate in a satisfactory manner. Coordinator mandates 

include the duty to provide both verbal and written reports at Area meetings. The 

Steering Committee must be careful where matters of money are concerned to ensure 

that the funds are directed towards carrying A.A.’s message. 

The mandate of the Steering Committee refers to the principles expressed in the Twelve 

Concepts. The details of such mandate are defined in the individual job descriptions of all 

Steering Committee Members as well as paid employees. 
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In order to fulfill their mandate, the Steering Committee Members meet once a month, 

more if necessary. During the monthly meetings, all Steering Committee Members have 

the right to speak and to vote. A quorum consists of five (5) Members. 

Concerning the corporate body of the Corporation, Bureau des Services – Région 87 Inc., 

the Steering Committee Members constitute the Board of Directors (Officers). The 

Chairperson automatically becomes the Corporation Chairperson and each Member will 

carry out the same role as that exercised on the spiritual body, except the Area Delegate 

and Alternate Delegate where they become corporate Officers. Once a year, during an 

annual Board meeting, a vote will ratify each individual function of the Corporation. At 

the same annual meeting, a proposal and a vote will determine the signing parties for 

banking documents for the upcoming year. 

3.3 Length of terms 

All mandates on the Area Steering Committee are for a term of two (2) years, beginning 

on January 1st of the year after their election and ending on December 31st of the 

following year. 

3.4 Area committee procedures for Assemblies and Meetings 

On odd numbered years, the Delegate, Alternate Delegate, Chairperson and Alternate 

Chairperson positions come up for re-election. Their mandates start on January 1st of the 

subsequent even year. 

On even numbered years, the treasurer, alternate treasurer, secretary and alternate 

secretary positions come up for re-election. Their mandates start on January 1st of the 

subsequent odd year. 

The election procedure for the Steering Committee is described in the “Election 

Procedures” document included in the Area Trusted Servant’s Guide. The Area 

Committee periodically updates and adopts the procedure document, to reflect changes 

within the Service Manual or to reflect all changes deemed appropriate. 

3.5 Vacancies 

At any given time, whatever the situation may be, there should always be a minimum of 

five (5) elected members on the Steering Committee. However, elected Members are not 

defined as members elected for specific functions but as members of the Steering 

Committee, for any function. 

Procedures for filling vacancies vary according to the number of Members on the 

Steering Committee: 

 Less than five (5) elected members 

In a situation where the number of elected members on the Steering Committee is less 

than five (5), it is up to the general assembly to elect new members.  
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A General Election Assembly replaces an upcoming Area meeting and all proper 

procedures for a regular election must be followed. 

The list of A.A. members who are automatically eligible for election is the same as the 

one that was used to elect the current Steering Committee. 

 Five (5) or more elected members 

If a vacancy is created during a mandate and that there are five (5) or more elected 

members left, it becomes the responsibility of the current Steering Committee Members 

to appoint a member to fill the vacancy. 

The Steering Committee members must ensure that a vacant position is filled and that 

their candidate is ratified by the Area Committee. 

If a vacancy occurs in the last six months of an alternate’s mandate, the position may 

remain vacant until the end of the mandate. 

If there is a vacancy and an alternate is in place, the alternate may automatically 

assume the position left vacant. It will then be left to the Steering Committee to fill the 

newly vacated alternate position. 

Currently serving Steering Committee members are not excluded from being chosen to 

fill a vacancy. 

 Interim or term 

When a vacancy is being filled, it is necessary to determine if the member is completing 

the term in a role as interim or is executing his/her own term. 

 If there are less than 12 months to be completed, the term is as an 

interim. 

 If there are between 12 and 17 months to be completed, the new 

Steering Committee member has the choice of completing the term as 

an interim or of executing his/her own term. 

 If there are 18 months or more to be completed, the new Steering 

Committee member will execute the term and will not be an interim. 

When a member completes an interim term, such a member may choose to run for the 

same function and execute his/her own term, at the end of his term. Completion of an 

interim term also qualifies the member to be included automatically on the list of eligible 

members for the next election. 
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 Rotation 

In order to respect the principle of rotation in service, a member who completes a term, 

cannot be re-elected to the same function unless he or she has just completed an 

interim mandate.2 

3.6 Description Of the Steering Committee Officers’ responsibilities 

3.6.1 Area Delegate 

The following description is divided in two sections; i.e. the functions related to the 

General Service Conference and those related to Area Activities. 

For the Conference, the Delegate must:  

• Be thoroughly prepared to attend the General Service Conference. Every 

Delegate, immediately upon election, is added to the G.S.O. mailing list to receive 

all Conference related documentation 

• Report about the work of the General Service Conference to Area Committee 

members and invite them to carry the information and the enthusiasm of the 

Delegates to groups and Intergroups/Service Offices. If the Area is too wide for 

the Delegate to shoulder this task alone. He/she can ask Area officers and 

members of the Area Committee to support him/her in this endeavour. 

• Attend all Area assemblies and meetings and Regional activities concerning 

his/her Area. These activities allow the Delegate to better understand the issues 

concerning his Area and prepare him to provide suggestions to the Agenda of the 

Conference. This way, he meets AA members he might not be able to reach 

otherwise. 

• Helps the Steering Committee obtain the financial support necessary for the Area 

and the General Service Office. 

• Provides A.A. leadership in solving local issues concerning A.A. Traditions. 

• Consistently reminds GSRs to tell groups and individuals about the A.A. 

Grapevine, La Vigne AA, La Viña and Conference-approved books and pamphlets. 

• Cooperates with G.S.O. in obtaining information. For instance, delegates help to 

carry out the Membership surveys that provide current data on the range and 

effectiveness of A.A. 

• Visits groups and districts in the Area whenever possible. 

                                           
2  Refer to A.A. SERVICE MANUAL for further details of the alternate’s responsibilities. All job 

descriptions can be found in part in the Service Manual, (pp. S44 to S50) where the 
necessary qualifications for such positions are also described. 
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• Work closely with members and officers of the Area Committee, by sharing the 

experience all year long. After GSRs and Area Committee members have provided 

reports of the Conference, get feedback from members and groups. 

• Assumes added responsibility if the Area Committee Chairperson and Alternate 

Chairperson are unable to serve. If, for any reason, a committee is not 

functioning, as it should, the Area Delegate may take on the responsibility of 

remedying the situation. 

• Keeps the Alternate Delegate fully informed, so the Alternate is prepared to 

replace the Delegate in an emergency. 

• Late in the second year, the Delegate has the responsibility to work with the 

newly elected Delegate – his/her successor – to pass along a basic knowledge of 

Conference procedures and problems. 

At the Area level the Delegate must: 

• Reports at each Area 87 Assembly and Meeting. 

• Is prepared to attend all Area service meetings and assemblies. Through these 

meetings, the Delegate comes to understand the issues in the Area and is better 

able to make suggestions for the Conference agenda. 

• As much as possible, participates at every convention and get-together held in 

the Area or the province. These represent additional opportunities to talk to A.A.s 

about general services – those A.A.s who might never be reached otherwise. 

• Helps the Steering Committee obtain the financial support necessary for the Area 

and the General Service Office. 

• Consistently reminds GSRs to tell groups and individuals about the A.A. 

Grapevine, La Vigne AA, La Viña and Conference-approved books and pamphlets. 

• Cooperates with G.S.O. in obtaining information. For instance, delegates help to 

carry out the Membership surveys that provide current data on the range and 

effectiveness of A.A. 

• Reminds DCMs and GSRs that G.S.O. is the central information centre on all A.A. 

matters. 

• Provides A.A. leadership in solving local issues concerning A.A. Traditions. 

• Visits groups and districts in the Area whenever possible. The Delegate should be 

sensitive to Area needs and reactions. After committee Members and GSRs have 

reported to their groups on Conference actions, the Delegate should learn from 

committee Members how the groups have reacted. The Delegate should 

understand that this is a two-way communication, with information moving in 

both directions. 
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• In conjunction with the Alternate Delegate and Group Services Committee, the 

Delegate helps with the organization of the Assembly prior to the Conference, 

including determining the workshop topics and communicating the logistics and 

details for the Assembly to the Alternate Delegate and the Group Services 

Committee. The Delegate must work closely with the Chairperson in order to 

prepare the final agenda for the assembly. 

• Responsible for establishing logistic requirements for one or more Assemblies 

where he/she will report upon returning from the Conference. She/he must 

communicate such information to the Alternate Delegate and the Group Services 

Committee to facilitate their task of organizing the events. 

• Assumes added responsibility if the Area Committee Chairperson and Alternate 

Chairperson are unable to serve. A smoothly running Area committee is essential 

to the work of the delegate. If, for any reason, a committee is not functioning, as 

it should, the Area Delegate may take on the responsibility of remedying the 

situation. 

• Works closely with the Steering Committee Officers, sharing experience 

throughout the year. 

• Keeps the Alternate Delegate fully informed, using the Alternate’s help wherever 

possible, so the Alternate is prepared to replace the Delegate in an emergency. 

• Late in the second year, the Delegate has the responsibility to work with the 

newly elected Delegate – his/her successor – to pass along a basic knowledge of 

Conference procedures and problems. 

• All year long, the Delegate corresponds with the G.S.O. on a regular basis. 

• Serves as an Officer on the Corporation “Bureau des Services ― Région 87 Inc.”. 

• Exercises his/her voting right at both the Steering Committee and Area 

Committee meetings. 

• Represents Area 87 on La Vigne AA by being a Member of the Board. 

• Represents the Area at Provincial assembly meetings and gatherings. 

3.6.2 Alternate Delegate 

• Assists the Delegate in the accomplishment of his/her tasks. 

• Exercises his/her voting right at Steering Committee and Area meetings. 

• Jointly, with the Group Services Committee, the Alternate Delegate is responsible 

for the organization and logistic of the “Delegate Assembly prior to the General 

Service Conference. 
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• Is responsible for the organization and logistic of either local assemblies or a 

general assembly for the Delegate report after the General Service Conference. 

• Monitor’s new group registrations and provides reports to the Area Committee. 

• Ensures that new groups and the necessary information be entered in the 

database by office employees. 

• Is responsible for the Area Map and any eventual updates. He/she is also 

responsible to be in contact with other Areas with regard to any changes of 

geographical limits. 

• Is responsible for coordinating the organization of the Provincial Assembly when it 

is hosted in Area 87. Acts as the liaison with the other Areas concerning provincial 

assemblies or forums. Maintains two-way communications in order to protect 

harmonious relationships between all of the provincial Areas. 

• With the help of DCMs and GSRs, takes care of sending the proper updated 

information on their groups to the GSO for A.A. Group listings in Directories. 

• Replaces the Delegate when he/she cannot attend Area assemblies, meetings or 

any other function. 

• The Alternate Delegate serves as an Officer on the Corporation “Bureau des 

Services ― Région 87 Inc.”. 

3.6.3 Area Chairperson 

• Organizes and chairs Steering Committee meetings, Area meetings and Area 

assemblies. 

• Prepares the calendar, schedule and agenda of both Steering Committee 

meetings and Area meetings and assemblies. 

• Must report at all Area meetings and assemblies. 

• Jointly with the Area Secretary and Alternate Chairperson, organizes Area 

meetings and ensures to inform all concerned persons of specific needs as far as 

meeting rooms to reserve, time, place and logistical details. Makes sure to have 

the contact details of the person in charge of opening the door of our Area 

meetings and assemblies. 

• Chairs deliberations in an orderly fashion. 

• Conducts smoothly functioning meetings and assemblies while trying to achieve 

as much unanimity as possible. 

• With the assistance of the Alternate Chairperson and others, the Chairperson 

ensures there are ties and communications between the Steering Committee and 

the Area Service Committees. 
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• Motivates the Steering Committee to take a position with regard to any matter or 

subject submitted to their attention leaving the fewest possible pending matters. 

• Encourages new trusted servants to join the Area Committee. In doing so, he/she 

should invite interested Members to run for various positions on the Area 

Committees, either as co-coordinators or other positions. To achieve this, he/she 

might invite Members to Steering Committee meetings, to Area meetings and 

encourage the practice of sharing on service experience. 

• Acts as Chairperson to the Corporation “Bureau des Services – Région 87 Inc. 

• Is the official representative of the Steering Committee toward Area 87’s paid 

office staff. 

• Jointly with the Treasurer, is responsible for managing the office staff. In order to 

do so, he/she organizes meetings with the employees to determine the 

administrative needs of both the Steering Committee and the Area. 

• Is the direct supervisor of the employees; he/she supervises absences, plans 

vacations with the office manager and sees that the annual evaluation is 

completed jointly with the Treasurer. Once a year makes salary recommendations 

and prepares work contracts. It is also the Area Chairperson’s responsibility to 

ensure that job descriptions for salaried staff is kept up to date. 

• As Chairperson of the Corporation, he/she is a signing Officer of documents such 

as the lease, insurances and any other official documents. 

• Makes sure, along with the Area Service Office‘s administrative assistant, that all 

necessary documents are filled in and sent to the government’s department of 

financial institution once a year, or as required. 

• Is responsible for ensuring that all equipment and furniture is in good condition 

and gets proper maintenance. 

• Exercises his/her voting rights at Steering Committee and Area meetings. 

• Attends Quebec’s regional committee meetings. 

3.6.4 Alternate Chairperson 

• Assists the Chairperson in the accomplishment of his tasks. 

• Replaces the Chairperson if they are unable to attend Area assemblies and/or 

meetings and chairs such meetings or assemblies. Replaces the Chairperson if 

unable to perform any other function. 

• If the Chairperson is absent, the Alternate should report at each of the Area 87 

Meeting and Assembly. 



 Area 87 Committee and Steering Committee Guidelines 
 

                                              Revised August 25, 2016 
 

 

16 

 

• Acts as liaison between Area 87 and other areas of Québec on the Provincial Web 

Site. Must attend the three (3) yearly meetings of the Provincial Web Site 

Committee. 

• Exercises his/her voting rights at Steering Committee and Area meetings. 

• Ensures a follow-up of all requests and questions stemming from DCM reports. 

• Acts as the liaison between the Steering Committee and the Area Service 

Committees by organizing and chairing four (4) periodical meetings. One of those 

meetings should be organized in conjunction with the Treasurer and focus on the 

committees’ budgets. 

• Ensures that the Service Committee Coordinators fulfill the mandates specified for 

their committees and participate in all required activities. If the mandate of a 

coordinator is not being respected, the Alternate Chairperson will take necessary 

steps to help correct the situation, even to the point of asking the coordinator to 

step down as a last resort. 

• Acts as Officer to the Corporation “Bureau des Services – Région 87 Inc.” 

3.6.5 Secretary 

• Attends the Area Steering Committee Meetings and/or the Area Assemblies, as 

scheduled by the Area Committee. Records the minutes and/or summaries. Is 

responsible for the completion of these minutes and for having them available 10 

days prior to the next Area Committee Meetings. The Area committee minutes 

and summaries are to be written in French and English. 

• Is responsible for ensuring that the appropriate handouts and other 

documentation are delivered to the Area Committee Meetings. 

• The Area Secretary and the Alternate Secretary have speaking and voting rights 

at the Area Committee Meeting. 

• The Area Secretary and the Alternate Secretary are Members of the Area Steering 

Committee and must attend the scheduled monthly meetings. 

• Records the minutes of the Steering Committee meetings and puts them in the 

Minute Book, which is kept at the Area Service Office. 

• The Area Secretary and the Alternate Secretary should maintain a harmonious 

relationship with the staff at the Area Service Office as they often work closely 

together in the fulfillment of the duties of the Secretariat. 

• Jointly with the Chairperson and the Treasurer, the Secretary participates in some 

of the management meetings with the office employees. 

• With the help of the Alternate Secretary, prepares the Trusted Servant’s guide. 
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• The Area Secretary is often responsible for the co-ordination of the registration at 

the Area Assemblies, particularly the Election Assembly. This may include working 

with a designated team of the Group Services Committee who is instrumental in 

the planning and execution of all aspects of these assemblies. 

• Jointly with the Area Chairperson and Alternate Chair, the Secretary looks after 

the logistics of monthly Area Meetings (site, address, map, room reservation, 

technical needs, etc.). 

• Is a part of the Inter-regional Committee and should attend those meetings as 

they are scheduled. 

• Is responsible for archiving the minutes of all Area meetings and assemblies as 

well as for all other official Area activities. 

• Is responsible for archiving all adopted resolutions by the Area Committee during 

their meetings and by the Steering Committee. 

• Acts as Secretary for the Corporation “Bureau des Services – Région 87 Inc.”. 

• Along with the Chairperson, makes sure that all necessary documents are 

completed and sent to the government’s department of financial institutions once 

a year, or as required. 

3.6.6 Alternate Secretary 

• In addition to assisting the secretary in the accomplishment of all above-

mentioned tasks, the alternate secretary also: 

• Replaces the Secretary when he/she cannot attend Area assemblies and/or 

meetings and records such meetings or assemblies or in any other function. 

• Acts as secretary at Committee Coordinators meetings scheduled by the alternate 

chairperson. 

• Works with the Area Chairperson in coordinating activities related to organizing 

the Provincial Assembly when it is hosted by Area 87. 

• Acts as an Officer for the Corporation “Bureau des Services – Région 87 Inc.” 

3.6.7 Treasurer 

• The Treasurer is expected to motivate Members to make contributions to Area 87 

and to the General Service Office (GSO). 

• The Area Treasurer and the Alternate Treasurer are the custodians of Area 

finances. In co-operation with the office manager, the Area Treasurer prepares 

and issues the monthly financial reports as well as the annual budget. The 

Treasurer approves expenses. 
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• Attends Area Committee meetings and Area Assemblies as scheduled by the Area 

Committee. 

• The treasurer must report at all Area 87 meetings and assemblies. In case of 

absence, the Alternate Treasurer has the responsibility to provide the report. 

• The Treasurer should have a good sense of organization, allowing him/her to keep 

track of files and projects. He/she should also have a good understanding of 

accounting practices as he/she will monitor the activities of the Service Office and 

the literature sales counter with the Area Chairperson and the Service Office 

Manager. 

• The Area Treasurer and Alternate have speaking and voting rights at Area 

Committee meetings and Assemblies. 

• The Area Treasurer and Alternate are Members of the Area Steering Committee 

and shall attend monthly meetings where they both have speaking and voting 

rights. 

• The Area Treasurer is a Member of the Provincial Inter-regional Committee and 

shall attend scheduled meetings. 

• The Area Treasurer acts as Treasurer for the Corporation “Bureau des Services – 

Région 87 Inc.”. 

• The Area Treasurer and Alternate should have a good relationship with the 

Service Office Staff. 

• Along with the Chairperson, the Treasurer also serves as a liaison to the office 

staff. 

• Jointly with the Chairperson, he/she is responsible to manage the employees. In 

order to do so, he participates in meetings with the employees to determine the 

administrative needs of both the Steering Committee and the Area. 

• Jointly with the Chairperson, he/she participates in the yearly evaluation of the 

staff as well as in salary recommendations and ensures that working contracts 

are respected. 

• Remains informed on fringe benefits and all needs of office staff. 

• In the Corporation, the treasurer can be a signing party for official documents 

such as lease, insurances and any other official document. 

• Must ensure that established reimbursement policies for expenses are respected. 

• Sees that the U.S./Cdn exchange rates are revised twice per year, according to 

established policies. 

3.6.8 Alternate Treasurer 
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• The Alternate Treasurer assists the Treasurer in all his tasks. 

• Replaces the Treasurer at Area meetings and Assemblies in case of absence. 

• The Alternate is the treasurer of the Area Convention. 

• He/She works in collaboration with the convention coordinator(s) to prepare the 

budget, approves expenses and coordinates the work involved for this event and 

issues a final balance sheet. 

 4. Steering Committee meetings 

The following is an overview of various details concerning the logistics and functioning of 

the Area Steering Committee meetings and the day-to-day affairs of the Area. 

4.1 Calendar, Frequency, Location and Length of meetings 

The Steering Committee will convene, generally speaking, twice per month, except in 

July. These meetings will be held at the General Service Office or at any pre-determined 

location. 

The Chairperson can convene other meetings that are deemed necessary because of 

special circumstances. Experience has shown that a retrospective at the end of the year 

is useful, and attended by outgoing and incoming Steering Committee Members. A 

special weekend meeting has also proven beneficial. 

Each year, in September, the Chairperson will propose a calendar with the dates of 

monthly meetings for the upcoming year to the committee members for their approval. 

Generally speaking, Steering Committee meetings should be held at least ten (10) days 

prior to an upcoming Area Meeting or Assembly. 

The Steering Committee meetings should start at 7p.m. and close by 9:30 p.m. 

4.2 Chairing of Steering Committee meetings 

The Area Chairperson chairs the meetings and must see that the agenda be respected as 

agreed and that the discussions and deliberations be conducted in an orderly and 

respectful manner. 

4.3 The Agenda 

The Chairperson prepares the agenda. Any member of the Steering Committee wishing 

to add a topic to the agenda (new business) should inform the Chairperson of such 

during the week preceding the meeting; if not, such topic might not be discussed at this 

specific meeting because of a lack of time. 

4.4 Meeting procedures and participation 
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The agenda is presented at the beginning of each meeting and approved by the 

participants. The new business topics can be written into the agenda and will be 

discussed either by priority or in the order that they have been put forward. Ideally, 

each month, new business items on the agenda will be discussed as time permits, in 

order to become follow-up items until matters have been sufficiently discussed or that a 

solution meeting the approval of the majority of attending Members, has been found. 

The Area Chairperson is responsible for managing discussion topics. The members 

should be free to discuss all topics related to current Area affairs or in regards to the 

corporation. 

Any topic brought to the agenda that has not been debated prior to the closing of the 

meeting, will automatically be put on the agenda of the next meeting unless participants 

decide unanimously to continue discussion after the planned closing hour and then, for 

an predetermined amount of time. 

The Chairperson is responsible for giving people the right to speak. He/she must see that 

everyone can express freely their opinion on any topic while keeping discussion within a 

serene atmosphere and respecting the time frame allocated for each topic on the 

agenda. The chairperson will see that the time allowed for each Member to express their 

views be divided equitably. 

The Steering Committee meetings are mainly working sessions and exchange of views. 

From time to time, the Chairperson will ask for a vote (by hand) to see if there is 

consensus on a specific proposition. At that time, he/she will ensure there is quorum. 

4.5 Quorum 

At the beginning of the Steering Committee meeting, the necessary quorum to conduct 

business is equal to 2/3 of members having a right to vote, which means five (5) out of 

eight (8) Members. 

4.6 Minutes 

The Area Secretary must keep a minute book of Steering Committee meetings. These 

minutes are summaries of meeting discussions intended to keep the members informed 

on the evolution of present and past topics (either follow-ups or new business). The 

minute book is a summary with no provision for further editions. It is not required to be 

printed. 

In addition, the secretary must keep an additional record of all decisions that required a 

formal proposal. Each of these decisions shall be entered in a book of corporate 

resolutions with a specific code or resolution number and the meeting date(s).  

4.7 The Corporation 

Once a year, the Area Chairperson convenes an annual meeting, held after the Area 

Election Assembly, in order to appoint the Officers for the current year. The meeting can 

be held either during a regular Steering Committee meeting or at another date. A second 

meeting is convened within 120 days of the closing of the Corporation’s fiscal year. 

Furthermore, the appointed Chairperson of the Corporation will ensure that the 
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Corporation charter and Bylaws of Bureau des services – Région 87 inc., be kept in 

proper form. In conjunction with the Corporation’s Treasurer and Secretary, he/she will 

ensure that the proper forms and reports be filed with government ministries. 

The Corporation Secretary is responsible for keeping the official minute book and 

corporation resolution records. Such books shall remain at all times at the corporate 

office. 

5. Expenses 

Each member of the Steering Committee has an annual budget allowance and must 

comply with the principles and reimbursement policies established for all trusted 

servants. Each year, the Steering Committee Members are asked to actively participate 

in budget preparation with regards to their own expenses. 

During the course of the year, if a member believes that the allocated budget for his 

(her) needs is not sufficient, because of new practices or for any other reason, he/she 

should discuss this with the Treasurer at an upcoming Steering Committee meeting. 

When in doubt concerning the validity of an expense, the member of the Steering 

Committee can call upon the Treasurer to render an opinion. 

5.1 Reimbursement Policy 

This reimbursement policy is a tool that allows members who have decided to serve to 

do so without any personal financial burden. The use of this policy is at the discretion of 

each individual trusted servant who may choose to request reimbursement in whole or in 

part. 

It applies to expenses incurred by a trusted servant during performance of his service 

functions. All expenses have to be pre-authorized by the Area Treasurer either at the 

beginning of the year or during Steering Committee Meetings. These expenses are part 

of the Corporation “Bureau des Services – Région 87 Inc.” budget. 

Ideally, expenses should be submitted monthly; however, they will be accepted if they 

are submitted within three (3) months following the expenditure. This delay does not 

apply for the last three (3) months of the year since all expenses must to be submitted 

at the latest on January 10th of the following year. 

5.2 Reimbursement Rates3 

Trusted servants are not paid for their services. They do, however, have the right, on 

presentation of receipts, to be reimbursed for reasonable expenses they incur while 

carrying out their duties, according to the Area reimbursement policies. 

5.2.1 Allocations 

                                           
3 New rates effective January 2009 
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Members serving on the Steering Committee and Area Service Committees who take 

part in service activities as part of their mandates can be reimbursed pre-established 

amounts for daily expenses, on condition that they participate fully in the activity. 

MEALS: all costs will be reimbursed with presentation of a receipt: and reimbursement 

shall not exceed the following amounts:  

 Breakfast: $ 10.00 

 Lunch:  $ 20.00 

 Dinner:  $ 20.00 

LODGING: lodging will be reimbursed when a room has been used and upon 

presentation of receipts (real costs, including taxes). In the case where no special rates 

have been negotiated, the Area will reimburse the lodging expenses upon presentation 

of a receipt at a moderate rate. Expenses in excess of the room rate negotiated for the 

event will only be reimbursed upon approval of the Steering Committee. 

5.2.2 Participation in Regional Forums, Provincial Assemblies, and 

 Special Activities 

Whenever possible, the Area strives to secure group rates. The Area Treasurer, Steering 

Committee, or person designated by Steering Committee will establish a list of hotels 

which should be used. The Steering Committee encourages double occupancy of hotel 

rooms. This being said, no member will be forced to share a room. 

When the Area charters a bus, if another mode of transport is used, members-servants 
receive cash equivalent to the "pro rata" price established for individual charter 
transportation use.  
 
The allowance for the use of a personal vehicle for a service activity inside Area 87 is $0.30 
per kilometer, whatever the distance traveled, with the following conditions:  
 

 The use of the vehicle is the best or most advantageous mode of 

transportation, taking time and cost into account. 

 The expense report submitted specifies the point of departure, the 

destination and mileage. 

 
The allowance for the use of a personal vehicle for a service activity outside Area 87 is 
$0.30 per kilometer, up to 200 km. Beyond this limit, the reimbursement of the mileage will 
be made upon submitting gasoline receipts only – except in special cases as determined by 
the steering committee. 
 
Expenses may be cut off by the signatories of the cheques or the Steering Committee, 

for members submitting expense reports which fail to fulfill the aforementioned rules. 

As far as the attendance of representatives of Area 87 to the Annual Central 

Office/Intergroup AAWS/AA Grapevine Seminar held during the Fall in North America, it is 
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agreed that the Alternate Chair of Area 87 will attend this function with the administrative 

assistant of the Area Service Office during the first year of the Alternate Chair’s term and 

that, the administrative assistant will attend the event the next year alone. 

Any expense exceeding $1,000 that is not explicitly or implicitly authorized when the 

budget is adopted by the Area Committee must be pre-approved by the Area Committee 

by means of a floor motion. 

The Corporation’s Officers, upon approval by the Board of Directors, are authorised to 

spend up to $10,000 for necessary expenses but not forecast for the Area Service Office 

administration budget. Expenses of $10,000.01 or more must be approved by the Area 

Committee. 

6. Exchange Rate 

A revision of the U.S. exchange rate for the literature sales counter will be undertaken 

twice per year, in June and December. It will be calculated as follows: the current 

exchange rate + $0.10 (for exchange rate fluctuations) + 10% (for administration 

costs). 

7. Procedures for access to the Area Service Office and use of equipment 

7.1 Keys 

Front door key: A key is given to each Member of the Steering Committee and each 

Service Committee Coordinator. The Aide téléphonique Committee has 21 keys, 

including the one given to the Coordinator. 

Master key for administration office and literature warehouse: A key is given to the Area 

Chairperson and treasurer. 

Key for the photocopy room: A key is given to each Member of the Steering Committee 

and each Service Committee Coordinator. 

Key for the front door, the photocopy room and for committee storage basement: One 

for each Service Committee Coordinator, except Group Services which has three (3) 

keys (one for the coordinator, one for French Service Seminars and one for English 

Service Seminars). 

7.1.2 Key Registry 

The Area Office Administrator is responsible for keeping a registry of keys and the names 

of all key-holders. At the end of his/her mandate, each key-holder is responsible for 

returning all keys to the office. A new key will be given to the new Steering Committee 

Members and Coordinators. 

7.2 Room Reservations 

Priority is given in the following order: 



 Area 87 Committee and Steering Committee Guidelines 
 

                                              Revised August 25, 2016 
 

 

24 

 

 1. Steering Committee 

 2. Area Service Committees, including the work groups 

 3. Districts 

 4. Groups 

All users must deposit a schedule of their activities for the following year by October 1st 

and room space will be allocated according to the priority list above. 

7.3 Use of Office Equipment 

Priority is given in the following order: 

 1. Steering Committee 

 2. Area Service Committees, including the work groups. 

The Area Office Administrative assistant is responsible for keeping a registry of all 

equipment leaving and returned to the Area Office. A unique access code for the 

photocopy machine is given to each Member of the Steering Committee, each Service 

Committee Coordinator and the work groups. Costs of photocopies will be charged to 

each service entity on a regular basis. 

8.  Delegates Emeriti 

The Area Committee has designated rotating delegates: Delegates emeriti.  Delegates 

emeriti (former Delegates) are invited to attend assemblies and monthly meetings of the 

Area Committee; they have a right to speak but no voting right. They are a resource of 

corporate and spiritual memory and are often asked to share their experience with past 

Area Committee and Steering Committee decisions, how these previous service 

committees conducted business, and the processes they used to reach a group 

conscience.  Delegates emeriti do not vote on any matter discussed at the Area 

Committee.  


