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Meeting Secretary Suggested Guidelines & Responsibilities
1. Minimum 6 months continuous sobriety and familiarity with 12 Traditions

2. Attend or conduct monthly business meeting

3. For speaker meetings, recruit chairperson in advance, telling them the amount of time they have to speak. You may ask for phone number to give them a reminder call. Alternating male and female speakers and trying to recruit speakers not normally heard or from out of the immediate area is a plus.
4. Have a coffee person or arrive in plenty of time to set up room, make coffee, etc. Always leave the room clean after you are done!
5. Always start and end your meetings on time. Announce at the beginning of the meeting whether it is a one or one and a half meeting.

6. Ask for non-AA announcements before starting the AA meeting.

7. Try to read from the suggested format provided in your meeting to avoid misinformation. This sometimes happens when explaining about the purpose of the Seventh Tradition and H&I contributions. Secretaries who ad lib sometimes provide incorrect information.
8. Remind people to keep their share to 3-5 minutes to allow all a chance to share and to not cross-talk or comment while others are sharing.

9. Ring a bell if you have one or otherwise gently interrupt those who share too long, thank them and ask if anyone else would like to share.

10. Do not allow cross talk.

11. The Seventh Tradition and H&I containers should be passed in opposite directions.
12. If at any time you feel you are unable to fulfill these guidelines and responsibilities, please ask to pass your position on to someone else.
Cross Talk

 “There is no rule in A.A. against ‘cross talk’ though it is avoided as a matter of strong custom in many areas.

Typically ‘cross talk’ refers to people speaking out of turn, interrupting someone while they are speaking or giving direct advice to someone in a meeting. There is a custom in many areas to speak only from one's own experience and to avoid giving direct advice or lecturing a group or individual.

How it is accepted and dealt with varies from group to group and region to region. In some groups members frequently interrupt one another for joking comments, in other places you might be asked to be quiet or leave for doing the same. In many places outside The USA the idea of ‘cross talk’ being detrimental doesn't exist.

The ultimate arbiter of the subject is the individual group which is free to follow its own customs. What is considered quite proper in one meeting may cause quite a stir in another, but there is no rulebook for it. 

The Big Book describes the earliest meetings as ‘informal’ get togethers. The idea of ‘cross talk’ being discouraged is not evident in the book but something that started later.”

“Alcoholics Anonymous cross talk refers to a specific kind of behavior that is strongly discouraged among Alcoholics Anonymous.  More precisely, "cross talk" during an Alcoholics Anonymous meeting usually means telling another member what to think or how to act, speaking directly to another person rather than to the group, questioning or interrupting the person who is currently sharing and speaking, or giving direct advice to others who have already shared.”

We need to remember that new members (or others attending an open meeting) do not necessarily understand what we mean when we say “no cross-talk during the meeting.” Some may be very eager to share and will respond during another person’s share. Others may be very opinionated (possibly angry) depending on past experience or their possible lack of desire to attend the meeting (court ordered, family pressure, etc.).

The secretary’s job is as follows (per group custom):
· State that there is to be no cross-talk during the meeting (ideally, explaining what it means for newcomers according to the group)

· If a person cross talks and it appears to be disturbing the group, it is okay to interrupt if it goes on too long and explain that there is no cross talking during the meeting and if they have questions or need to talk further, someone from the group can talk with them after the meeting.
· If they continue to cross talk, it is okay to interrupt and remind them about cross talk. If this continues, it is okay to ask them to leave the meeting.
· If the person continues this behavior, usually one or more members will gently escort them from the meeting. Typically, this is an unusual situation and it does not go this far. Most people refrain from cross talk after it is explained to them the first time.
Again, it depends on the culture and custom of the group how cross talk is defined and handled. It is best to attend frequently before becoming a meeting secretary to become acquainted with group custom.
Group Conscience/Business Meetings
“With respect to its own affairs, each A.A. group should be responsible to no other authority than its own conscience.”

The term “group conscience” refers to the agreement made by the members of an A.A. group (whether an individual meeting or a fellowship such as the Mother Lode Group consisting of a number of meetings) regarding issues or needs affecting the group. Some examples are:

· Changing the meeting format from speaker/discussion to a book study
· Changing the type of book study from “As Bill Sees It” to “Living Sober”
· Determining whether or not to elect a meeting secretary with less than six months of sobriety
· Changing the meeting length from one and a half hours to one hour
· Determining whether to have the meeting secretary read A.A. announcements at the beginning of the meeting or refer to those posted on the bulletin board for members to read on their own time
· Deciding whether or not cookies should be served and if so, should the money to purchase them come out of Seventh Tradition money

The secretary’s job is as follows:

· State the issue – example: changing the meeting from one and a half hours in length to one hour.

· Ask for opinions from the group.

· State the issue as a motion (“I move to change this meeting from one and a half hours to one hour.”) and ask for a second to the motion.
· Ask for a vote by show of hands (“all in favor”, “all opposed”).

· Ask if anyone of the minority opinion (opposed) would like to make a statement.

· Ask if anyone who voted in favor would like to change their vote.

· If so, ask again for a vote by show of hands (“all in favor”, “all opposed”).

· Majority wins

NOTE: Occasionally the group’s GSR will present an issue at a meeting which affects A.A. as a whole (for the Mother Lode Group this is usually given to the meeting secretaries to present), asking for a group conscience to be brought back to the district level. The same process applies; however more time may be needed to explain the issue or issues at hand. If that is the case, the meeting secretary may ask for a group conscience as to whether to discuss the issue(s) during or after the meeting or at a regularly scheduled business meeting.
Business Meetings

Some groups choose to have monthly business meetings before or after the meeting or at a separate time from the meeting. Fellowships consisting of multiple meetings tend to do this at a separate meeting which all meeting secretaries are required to attend, as does the Mother Lode Group.

The same process applies as above for discussing issues and the meeting secretary or treasurer (if the group has a separate treasurer position) provides a financial report. This consists of outlining contributions and how they were spent – H&I, refreshments, literature, distributions to district, area and Central Office in New York.
Passing the Torch to the New Secretary

It is the custom in many areas, including ours, to limit the length of service for meeting secretaries to six months to allow as many people as possible to have this service experience. Also, it is suggested that meeting secretaries have at least six months sobriety before taking on this commitment. Some groups may choose to take a group conscience regarding electing a secretary with less than six months sobriety.
About 2-3 weeks before the end of a secretary’s service commitment, he/she should mention that a new secretary will be needed and any volunteers or anyone considering nominating someone should be prepared to do so at the next meeting. Be sure to mention the suggested length of sobriety and other requirements (running or attending business meetings, providing refreshments, keeping a room key, arrival time to prepare for meetings, room setup, etc.) This will vary from meeting to meeting.

If someone volunteers after the announcement, the secretary may ask if there are any other volunteers or nominations. If there is only one volunteer/willing nominee, determine whether the volunteer/nominee has the customary six months sobriety and if so, ask for a vote. If the majority agrees, the secretary is elected and will start after the current secretary’s term is done. If there are other willing candidates, ask them to leave the room and take a vote. Then bring them back in and announce the new secretary. If no one speaks up, go on with the meeting and repeat the process at the next meeting.
If there are no volunteers or willing nominees by the end of the secretary’s commitment, he/she may volunteer for an additional six months if the group approves. If the secretary can no longer serve due to time conflicts or other commitments, let the group know that there will not be a meeting without a secretary (if a stand alone meeting needing a room key). Usually someone steps up to the plate at this point. At meetings like those at the Mother Lode Group where there is not a key issue, someone typically steps in to run the meeting if a regular secretary does not appear. However, it is best to have someone accept the commitment as new meeting secretary.
Provide the new secretary with a copy of this manual and a full explanation of how your meeting is run and where everything is that they need so they know what to do when they start.

If it is a speaker meeting, offer to be the chairperson for the new secretary’s first meeting to ease their way in if necessary. Some meetings have the incoming secretary at speaker meetings “chair in” as chairperson for the outgoing secretary’s last meeting. 
As outgoing secretary, try to attend at least the first few meetings to support the new secretary and answer any questions they may have if they are inexperienced.







� AA FAQ, anonpress.org


� all-about-alcoholism.com


� Twelve Steps and Twelve Traditions, Alcoholics Anonymous World Services, Inc., April 1953, p. 189
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