
To the Secretary, 
 
Congratulations!  You have been given a position of trust and responsibility by 
your group. In Alcoholics Anonymous “each group should be autonomous except 
in matters affecting other groups or A.A. as a whole” (Tradition 4). “Each group 
has but one primary purpose – to carry its message to the alcoholic who still 
suffers (Tradition5). 
 
While these responsibilities of the Secretary vary from group to group in the 
Coachella Valley, the following information and guidelines will help you to better 
perform the service with which you have been entrusted. 
 
Responsibilities 
 
The group secretary’s responsibilities vary depending upon the meeting format, 
the group conscience and the established group’s “customs.” Each group has its 
own procedures but the secretary is generally expected to do the following: 
 

1. Open and close the meeting on time.  Arrive at least 20 to 30 minutes prior 
to the start of the meeting. (This may vary according to the size of the 
meeting and whether the meeting requires setup of chairs and/or tables. 

 
2. Conduct the meeting according to the meeting format. (The format can be 

changed or revised by the group conscience at the group’s business 
meeting.) 

 
3. Select a leader and or speaker for each meeting. (Some large speaker 

meetings often have someone designated to be the “Speaker Seeker”.) 
 

4. Make only A.A. related announcements that do not conflict with The 12 
Traditions. An A.A. announcement generally relates to AA meetings 
(changes in time or location or new meetings); fundraisers and events 
from Central Office, General Service or Hospital and Institutions; A.A. 
conventions and A.A. events that adhere to the 12 Traditions. 

 
5. Inform Central Office of a new meeting or any changes in time or location 

of existing meetings (This is necessary since the meeting schedules and 
the Central Office web site are regularly updated by Central Office. This 
will avoid having people show up for a meeting and finding an empty 
room.); change of officers for a meeting (Secretary and Treasurer only.) 
There is a form included in the Secretary Handbook. This is also a form 
available on the Central Office Web Site 

 
6. Sign meeting attendance slips and court cards – unless the group has 

decided otherwise.  (Many closed A.A. meetings do not sign attendance 
slips or court cards.) 



 
7. Lead regularly scheduled or special business meetings (if this is the 

practice of your group or as needed to settle controversial matters that 
may arise.) 

 
8. Maintain updated member phone lists (including sobriety dates), if this is a 

group practice. This can be designated to another member of the group. 
 

9. Check facility where the meeting is held regularly concerning their rules for 
parking, smoking and dogs (other than service dogs). 

 
10. Be sure the meeting room is clean, vacant and locked after meeting (if 

applicable). 
 


