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Introduction

This packet contains information about Group’s service positions and their roles and responsibilities.

In addition to the 12 Steps and particularly the 12 Traditions, we also believe it is important to note:

· Our group service officers and leaders are trusted servants; they do not govern. 
· Group officers rotate regularly. Rotation gives all members the privilege of serving. 
· Our group may attain more participation by electing alternates to the group service positions.
· Qualifications and terms of service are suggestions, not mandatory.

· The Treasurer’s Worksheet can be used as is, or another equally suitable approach can be used instead at the Treasurer’s and Group’s discretion.

If your  group does not have a formal Business or Steering Committee. Group Service people and members are invited to attend monthly Business meetings, and major decision are brought back to the group as a whole for discussion and a vote.

List of Group Service Positions

	Secretary

6 months
	Leads the meeting, greets newcomers, sets up the room, takes it down, and leads the business meetings and takes notes to share at the regular meeting. Makes sure that someone else will lead the meeting if unable to attend. (see page 3)


	Literature

6 months
	Acquires and maintains meeting literature, coordinates purchases with treasurer, assists members with individual purchases. Sets out and puts away books before and after the meeting. (see page 4)


	Refreshments

6 months
	Purchases instant coffee, tea and snacks for the group and brings them to the meeting. At each meeting, sets up the refreshments and cleans up and puts them away. Submits receipts to group treasurer for reimbursement. (see page 5)


	Phone List

6 months
	Prints approx 30 new phone lists monthly. Circulates common list to get new and changes and updates master list. (see page 6)



	Treasurer

6 months
	Collects and disburses all monies. Passes the collection basket at meetings. Pays rent, literature costs, and makes contributions to District, Area and the World Service Office (WSO) accordingly. Provides monthly report at business meeting. (see page 7)


	Group Representative

3 years

	Represents our meeting at District and Area Assembly meetings. Ensures group has current information, service manuals and announcements. (see page 8)


	Alternate GR

3 years
	Represents our meeting at District and Area Assembly meetings and other duties when the Group Rep needs back-up. (see page 9)



Complete descriptions for these positions are on the following pages. 
In addition your group might have separate service positions for SETUP, CLEANUP and GREETER 

Detail of Group Service Positions

	Secretary (Chairperson / Leader)
	Qualifications:
	Group attendance for 6 months

	
	Term:
	6 months


Description

Leads the meeting, greets newcomers, sets up the room, takes it down, and leads the business meetings and takes notes to share at the regular meeting. Makes sure that someone else will lead the meeting if unable to attend. 
Details
1. Arrive 10 to 15 minutes early

a. Set up chairs

b. Put “Al-Anon Spoken Here” hanger on outside doorknob

c. Put “Al-Anon Spoken Here” tent card and slogans in center of the room
2. Begin meeting promptly at assigned time, using text in binder

a. Makes necessary Al-Anon related announcements at meetings

b. Make sure newcomers are greeted and receive a newcomers packet

c. Passes the 7th Tradition basket and stores funds when the Treasurer is absent

d. Introduce information from business meeting to whole group as needed

e. Make sure that all service positions are filled 

3. On the last Monday of each month run the monthly business meeting, beginning with Serenity Prayer, and take notes
4. Get substitute when you will be absent

5. End the meeting by 9:00

a. Assist or put away all Al-Anon meeting materials, 
b. Restore room to its original configuration, and also 
c. Encourage others to help
6. Turn off light and leave door locked

Fills in for Set Up, Take Down and Literature when necessary

Enjoy the process and don’t forget to use the meeting for your own sharing when you need to!
	Literature Person
	Qualifications:
	Group attendance for 6 months

	
	Term:
	6 months


Description

Inventories and maintains meeting literature, coordinates group purchases with treasurer, assists members with individual purchases. Set out and put away books, before and after the meeting.
Details

· Set out and put away books, before and after the meeting

· Check stock and reorder if items are missing or running low

· Order new materials by request or that you find on Al-Anon websites

· Pick up literature at the Belmont literature depot

· Submit receipts for reimbursement by the Treasurer

· Assist individuals with literature purchases

· Give the treasurer all monies from purchases. 
· Put together (keep in stock) Newcomer Packets

· Get substitute when you will be absent
	Refreshments Person
	Qualifications:
	Group attendance for 3 months

	
	Term:
	6 months


Description

Purchases instant coffee, tea and snacks for the group and brings them to the meeting. At each meeting, sets up the refreshments and cleans up and puts them away. Submits receipts to group treasurer for reimbursement.

Details

· Make sure supplies are available (instant coffee, tea, cups, napkins, cookies, etc.)

· Buys refreshments if the supplies are low and submits receipts to Treasurer for reimbursement

· Set up tea kettle, cups, tea, refreshments, etc.

· Puts the refreshments away and cleans up after the meeting

	Phone List Person
	Qualifications:
	Group attendance for 3 months

	
	Term:
	6 months


Description

Prints approx 30 new phone lists periodically as agreed by the group. Circulates master list to get new numbers and changes. Updates master list.

Details

· keeps an up-to-date list of members, and their telephone numbers

· Once per month, update phone list with new names

· Delete names that have not been checked for several months

· Make copies of the new list and bring to the meeting for distribution

· Include space for “S” for sponsor and “TS” for temporary sponsor

· Pass along the electronic files you use to the next Phone List person

	Treasurer
	Qualifications:
	Active Al-Anon attendance for 1 year Group attendance for 3 months

	
	Term:
	6 months


Description

Collects and disburses all monies. Passes the collection basket at meetings. Pays rent, literature costs, and makes contributions to District, Area and the World Service Office (WSO) accordingly. Provides a monthly report at regular and business meetings.

Details

· Collect funds at the end of each meeting. Tally amount and record total.

· Asks another member to help count and record the collection after each meeting. (Some groups have checking accounts that require two signatures.)

· Provide spare envelopes in group binder for weeks that you will be absent

· Keep track of group income and expenses

· Pay rent for the meeting
· Allow for a prudent reserve (equivalent to 2 months rent). The Prudent Reserve is to be determined by each group according to their needs. It is recommended that the group plan & save for their group representative expenses to attend the Area Assemblies.
· Attend business meetings

· Reimburse expenses (literature, refreshments, etc.)

· Make donations to District, Region, World Service Office, Alateen, etc. (as decided by the business meeting)

· The Treasurer should report monthly to the group as a whole and  to the group’s business meeting. In addition, also present a written report:

· every two months, or

· at least once in a six-month period

Group expenses may include:

· Rent for a meeting place

· Group Representative's expenses to attend and participate at district, Information Service (Intergroup), and Area Assembly meetings. Expenses may include travel reimbursement for mileage, meals and lodging as approved by the business meeting.
· Conference Approved Literature, including Al-Anon/Alateen books and pamphlets for sale to members. Most groups offer lower-priced pamphlets and leaflets to newcomers and members at no charge.

· Refreshments, and equipment for preparing and serving them

· Miscellaneous costs, such as photocopying

· Other expenses as requested by the group conscience

	Group Representative (GR)
	Qualifications:
	Active Al-Anon attendance for 2 years Group attendance for 3 months

	
	Term:
	3 years


Description

Represents our meeting at District and Area Assembly meetings. Ensures group has current information, service manuals and announcements.

Details
· Acts as the liaison between the group and the District, and between the group and the Northern California Assembly

· Attends, participates and votes at District meetings on the 2nd Monday of each month in Redwood City to facilitate flow of information among meetings and between our meeting and the District. An Alternate GR or other member can attend instead. 

· Attends, participates and votes at 2 to 3 annual northern California business meetings called Assemblies. An Alternate GR or other member can attend instead.
· Notifies the World Service Office (WSO) of any changes o the group, GR and/or current mailing address as well as telephone numbers of group contacts

· Expenses incurred doing service must be pre-approved at either a business meeting or the group meeting in order to be reimbursed. 
· Plans ahead as necessary with the Treasurer to ensure that there will be sufficient funds for expenses reimbursements. This may require special group collections, delaying donations, etc.

· Requests for reimbursement must be fully documented with receipts.

· Receives group mail such as The Forum or picks up the mail from the post office box (if applicable)

· Recruit participation in and support for District activities, such as the annual Day In Al-Anon, Holiday Party, Public Information, Alateen, the Literature Depot, etc. 

· Encourages election of an Alternate GR

· Gets familiarized with the current copy of the Al-Anon/Alateen Service Manual and encourages its use among group members.

· Serves as local representative of the Al-Anon/Alateen magazine, The Forum, by:

· Acquainting members with its usefulness

· Suggesting personal subscriptions, and submitting and renewing group subscriptions

· Encouraging members to write articles

· Encourages Alateen sponsorship in accordance with the Area Safety and Behavioral Requirements

· Encourages support of Alateen by providing information regarding certification as “Al-Anon Members Involved in Alateen Service”

· Elected for a three-year term. Terms are synchronized District-wide to start / restart every 3 years. The next District-wide transition will be January 2012.

· Our District does grant full voting privileges to Al-Anon and Alateen members who are also members of A.A. (“double winners”) but the Northern California World Service Area does not. This means that double winners may not vote at Area Assemblies. The group can send another member such as the Alternate GR to vote, however.

	Alternate Group Representative (GR)
	Qualifications:
	Active Al-Anon attendance for 2 years Group attendance for 3 months

	
	Term:
	3 years


Description

Represents our meeting at District and Area Assembly meetings and other duties when the Group Rep needs back-up.

Details

See the details of the GR role for more information.
Additional Information and Forms for Treasurers

Suggested Guideline for Supporting Al-Anon

Each group decides on what their prudent reserve should be (it can be 2 months rent after all expenses are paid or whatever the group decides). The group supports Al-Anon and Alateen at three levels of service: Local (District 13), the Northern California Area and the World Service Office (WSO). Contributions should be made on a regular basis. The suggested percentages are 50% to the District, 25% to the Area, and 25% to the WSO. 
District, Area and WSO Addresses

Below are the addresses. Make sure to put your group number on any check you send in. This is NECESSARY so that your donation can be correctly assigned to your group. If you do not know your group number check with your Group Representative, the District Rep, or District Treasurer.

	District 13 (Our District)
	Al-Anon Information Service

P.O. Box 614

Redwood City, CA 94064-0614

Payee on check: NCWSA

	
	

	Northern CA World Service Area (NCWSA)
	NCWSA Treasurer

Please check the NCWSA website or the 12 stepper for the current address!
Payee on check: NCWSA 

	
	

	World Service Office (WSO)
	Al-Anon Family Groups, Inc.

1600 Corporate Landing Parkway

Virginia Beach, VA 23454-5617
Payee on check:  AFG, Inc.

	
	

	Check Memo Contents
	On any donation check, please add on the memo line:

Area 3, District 13

Your group number

Your group name if not on the check


	Suggested Treasurer’s Worksheet
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Month of:
	 
	Year:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	CASH / CHECKING BALANCE FROM
	
	
	
	
	
	
	

	  PRIOR MONTH:
	
	
	$
	 
	A
	
	
	

	
	
	
	
	
	
	
	
	
	

	INCOME
	
	
	
	
	
	
	
	
	

	
	Week 1
	 
	
	
	
	
	
	
	

	
	Week 2
	 
	
	
	
	
	
	
	

	
	Week 3
	 
	
	
	
	
	
	
	

	
	Week 4
	 
	
	
	
	
	
	
	

	
	Week 5
	 
	
	
	
	
	
	
	

	
	
	
	Total income
	 
	B
	
	
	

	
	
	
	
	
	
	
	
	
	

	EXPENSES
	
	
	
	
	
	
	
	

	
	Literature
	 
	
	
	
	
	
	
	

	
	Rent
	 
	
	
	
	
	
	
	

	
	Refreshments
	 
	
	
	
	
	
	
	

	
	GR expenses
	 
	
	
	
	
	
	
	

	
	Misc.
	 
	
	
	
	
	
	
	

	
	
	
	Total expenses
	 
	C
	
	
	

	
	
	
	
	
	
	
	
	
	

	CASH/CHECKING BALANCE:(A+B-C)
	
	$
	 
	D
	$
	 
	D

	
	
	
	
	
	
	
	
	
	

	LESS PRUDENT CASH RESERVE
	
	
	
	
	
	 
	E

	
	
	
	
	
	
	
	
	
	

	CASH/CHECKING AVAILABLE FOR 
	
	
	
	
	
	
	

	  DONATIONS: (D-E)
	
	
	
	
	
	
	 
	F

	
	
	
	
	
	
	
	
	
	

	DONATIONS (F): **
	
	
	
	
	
	
	
	

	
	District 13 (50%)
	 
	
	
	
	
	
	
	

	
	NCWSA (25%)
	 
	
	
	
	
	
	
	

	
	WSO (25%)
	 
	
	
	
	
	
	
	

	
	
	
	Total donations
	 
	G
	
	
	

	
	
	
	
	
	
	
	
	
	

	CASH/CHECKING BALANCE AT
	
	
	
	
	
	
	

	  END OF MONTH: (D-G)
	carry over to next month
	$
	 
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	PREPAID RENTS ***
	
	
	$
	 
	
	
	
	


** These percentages are suggestions only. Each group is encouraged to read Al-Anon guidelines and follow group conscience in this area.

*** Certain groups pay rent in advance.  Indicate here the total amount of rent paid in advance. IE: If  in June rent is paid through September, enter 3 x $40 = $120. Adjust this number each month for the outstanding months rent is paid in advance.

	Treasurer's Worksheet - Example 1
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Month of:
	JUNE
	Year: 
	2009
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	CASH / CHECKING BALANCE FROM
	
	
	
	
	
	
	

	  PRIOR MONTH:
	
	
	$
	320
	A
	
	
	

	
	
	
	
	
	
	
	
	
	

	INCOME
	
	
	
	
	
	
	
	
	

	
	Week 1
	20
	
	
	
	
	
	
	

	
	Week 2
	25
	
	
	
	
	
	
	

	
	Week 3
	15
	
	
	
	
	
	
	

	
	Week 4
	10
	
	
	
	
	
	
	

	
	Week 5
	 
	
	
	
	
	
	
	

	
	
	
	Total income
	
	70
	B
	
	
	

	
	
	
	
	
	
	
	
	
	

	EXPENSES
	
	
	
	
	
	
	
	

	
	Literature
	30
	
	
	
	
	
	
	

	
	Rent
	160
	
	
	
	
	
	
	

	
	Refreshments
	15
	
	
	
	
	
	
	

	
	GR expenses
	 
	
	
	
	
	
	
	

	
	Misc.
	5
	
	
	
	
	
	
	

	
	
	
	Total expenses
	210
	C
	
	
	

	
	
	
	
	
	
	
	
	
	

	CASH/CHECKING BALANCE:(A+B-C)
	
	$
	180
	D
	$
	180
	D

	
	
	
	
	
	
	
	
	
	

	LESS PRUDENT CASH RESERVE
	
	
	
	
	
	80
	E

	
	
	
	
	
	
	
	
	
	

	CASH/CHECKING AVAILABLE FOR 
	
	
	
	
	
	
	

	  DONATIONS: (D-E)
	
	
	
	
	
	
	100
	F

	
	
	
	
	
	
	
	
	
	

	DONATIONS (F): **
	
	
	
	
	
	
	
	

	
	District 13 (50%)
	50
	
	
	
	
	
	
	

	
	NCWSA (25%)
	25
	
	
	
	
	
	
	

	
	WSO (25%)
	25
	
	
	
	
	
	
	

	
	
	
	Total donations
	100
	G
	
	
	

	
	
	
	
	
	
	
	
	
	

	CASH/CHECKING BALANCE AT
	
	
	
	
	
	
	

	  END OF MONTH: (D-G)
	carry over to next month
	$
	80
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	PREPAID RENTS ***
	Rent paid through Sept 09
	$
	120
	
	
	
	


** These percentages are suggestions only. Each group is encouraged to read Al-Anon guidelines and follow group conscience in this area.

*** Certain groups pay rent in advance.  Indicate here the total amount of rent paid in advance. IE: If  in June rent is paid through September, enter 3 x $40 = $120. Adjust this number each month for the outstanding months rent is paid in advance.

	Treasurer's Worksheet - Example 2
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Month of:
	JULY
	Year: 
	2009
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	CASH / CHECKING BALANCE FROM
	
	
	
	
	
	
	

	  PRIOR MONTH:
	
	
	$
	80
	A
	
	
	

	
	
	
	
	
	
	
	
	
	

	INCOME
	
	
	
	
	
	
	
	
	

	
	Week 1
	30
	
	
	
	
	
	
	

	
	Week 2
	20
	
	
	
	
	
	
	

	
	Week 3
	15
	
	
	
	
	
	
	

	
	Week 4
	20
	
	
	
	
	
	
	

	
	Week 5
	 
	
	
	
	
	
	
	

	
	
	
	Total income
	85
	B
	
	
	

	
	
	
	
	
	
	
	
	
	

	EXPENSES
	
	
	
	
	
	
	
	

	
	Literature
	20
	
	
	
	
	
	
	

	
	Rent
	 
	
	
	
	
	
	
	

	
	Refreshments
	10
	
	
	
	
	
	
	

	
	GR expenses
	75
	
	
	
	
	
	
	

	
	Misc.
	 
	
	
	
	
	
	
	

	
	
	
	Total expenses
	105
	C
	
	
	

	
	
	
	
	
	
	
	
	
	

	CASH/CHECKING BALANCE:(A+B-C)
	
	$
	60
	D
	$
	60
	D

	
	
	
	
	
	
	
	
	
	

	LESS PRUDENT CASH RESERVE
	
	
	
	
	
	80
	E

	
	
	
	
	
	
	
	
	
	

	CASH/CHECKING AVAILABLE FOR 
	
	
	
	
	
	
	

	  DONATIONS: (D-E)
	
	
	
	
	
	
	(20)
	F

	
	
	
	
	
	
	
	
	
	

	DONATIONS (F): **
	
	
	
	
	
	
	
	

	
	District 13 (50%)
	0
	
	
	
	
	
	
	

	
	NCWSA (25%)
	0
	
	
	
	
	
	
	

	
	WSO (25%)
	0
	
	
	
	
	
	
	

	
	
	
	Total donations
	0
	G
	
	
	

	
	
	
	
	
	
	
	
	
	

	CASH/CHECKING BALANCE AT
	
	
	
	
	
	
	

	  END OF MONTH: (D-G)
	carry over to next month
	$
	60
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	PREPAID RENTS ***
	rent paid through Sept 09
	$
	80
	
	
	
	


** These percentages are suggestions only. Each group is encouraged to read Al-Anon guidelines and follow group conscience in this area.

*** Certain groups pay rent in advance.  Indicate here the total amount of rent paid in advance. IE: If  in June rent is paid through September, enter 3 x $40 = $120. Adjust this number each month for the outstanding months rent is paid in advance.
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