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DISTRICT 20 GUIDELINES

Preamble

Service to the fellowship of Alcoholics Anonymous (AA) shall be the
primary purpose of the District Service Structure. In all its
proceedings, we shall observe the spirit of AA’s Twelve Traditions
and Twelve Concepts mindful of the ideas expressed in the AA
Service Manual. The Rights of Appeal, Participation, and Decision as
expressed in the current AA Service Manual shall always be observed.
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INTRODUCTION

These District 20 Guidelines (Guidelines) describe the procedures that apply to the
District 20 Committee. They constitute a supplement to, not a replacement of, the AA
Service Manual and are the guidelines and procedures to be followed. These
recommended Guidelines reflect the experience of the District Committee as a whole.
The Guidelines contained herein may only be amended upon a two-thirds majority of
the voting members of the District Committee present, as described below.

1. DISTRICT COMMITTEE
1.1 Membership of the District Committee
A. The District Committee is composed of the following:

District Committee Member (DCM)

Alternate DCM

District Secretary

District Treasurer

District Registrar

District Events Coordinator

All General Service Representatives (GSRs) representing groups holding
meetings in District 20 (District)

District Standing Chairs

B. Each member of the District Committee has a voice and each eligible
member has a vote at the District meetings. Elected officers and GSRs are all
voting members. Alternate GSRs have a vote when representing an absent
GSR. District standing chairs are not voting members. Interested AA
members are always invited to attend District Meetings, but only GSRs and
officers vote.



1.2 District Officer Job Descriptions
1.2.A District Committee Member (DCM) Job Description

Voting member of District

Suggested 5 years of sobriety

Elected by Third Legacy Procedure
Qualifications: Has usually served as a GSR.

Duties:

1) The DCM is available to assist the GSR, District officers and appointed chairs with their
duties when requested to do so.

2) The DCM strives to be a teacher rather than a director.

3) The DCM attends all District meetings. When unable to do so, contacts the alternate of
intended absence and provides the alternate with any pertinent information that needs
to be passed on to the District.

4) Participates in all District activities such as, Unity Day, workshops and other District
functions.

5) Attends PRAASA and Regional Forums. (The full District Committee should allocate
funds for these at the beginning of the panel.)

6) Attends all Area Committee meetings, gives a report of the District activities and
arranges with the Area Delegate a date to give Delegates Conference Report.

7) Attends all Area Assemblies — Pre-Conference, Post-Conference, Winter Assembly, and
Mini-PRAASA or Election Assembly (these last two alternate years).

8) Includes the alternate in as many of the duties as possible. The alternate just may be
the next DCM.

9) Submits estimated annual budget for expenses (for the following year) in order to be
able to perform listed tasks. Estimated budget is to be submitted to the District
treasurer in each October of the current year.

10) Absences: Fulfilling the responsibilities of each position is vital to the effective
completion of District 20 business. If unable to attend the District meeting or any other
required meeting, it is essential to arrange to have an alternate in place who is prepared
with the needed report, any printed information from the Area meeting, and materials
for the GSR orientation meeting. If required to give a report and no one can attend, a
written report may be sent. Failure to do this would be considered an absence. Three
absences without contact in the calendar year is considered as a resignation.

11) Provides orientation to newly elected trusted servant upon rotation.

Suggestions:

The DCM is the face and voice of the District Committee and as such should conduct

themselves in a respectful manner in demeanor, action, dress, and language.

Though the DCM has many responsibilities, probably the most important of these is to be a

supportive mentor to all District trusted servants.

Have fun in the DCM position and encourage joy in service.

Be confident in what you do.

You can’t do it wrong, you will never do it perfect, so just do it fun!



1.2.B Alternate District Committee Member (ADCM) Job Description

Voting member of District

Suggested 5 years of sobriety

Elected by Third Legacy Procedure

Suggested Qualifications: Has served as a GSR. Has the time and energy to serve
the District well.

“The Alternate is a backup for the D.C.M. If the D.C.M. resigns or is unable to serve for
any reason, the alternate steps in. Usually, the alternate is elected at the same time as
the D.C.M., by the same procedure. Alternate committee members should be
encouraged to assist, participate, and share in the D.C.M.’s responsibilities at the district
and area meetings.” (AA Service Manual, S33)

Duties:

1) Prepares agenda for the District meetings (and forwards these to the District

secretary to send out to all District members).

2) Leads GSR orientation/sharing/Service Manual Study (held one hour before the

District meeting) and assists GSRs with these responsibilities as needed.

3) Facilitates ad hoc committees as requested.

4) Brings printed material from the Area Committee meetings and sets out for District

members.

5) Is a servant to the District.

6) Is available to other District committee member chairs for support or information.

7) When possible, attends the Area meetings of other committees when the current

chair is unable to do so (i.e., BTG, PI/CPC).

8) Keeps current records (of job descriptions and any changes to the guidelines) along
with the recording secretary.

9) Submits estimated annual budget for expenses (for the following year) in order to be
able to perform listed tasks. Estimated budget is to be submitted to the District
treasurer and the DCM each October of the current year.

10) Absences: Fulfilling the responsibilities of each position is vital to the effective
completion of District 20 business. If unable to attend the District meeting or any
other required meeting, it is essential to arrange to have an alternate in place who is
prepared with the needed report, any printed information from the Area meeting,
and materials for the GSR orientation meeting. If required to give a report and no
one can attend, a written report may be sent. Failure to do this would be considered
an absence. Three absences without contact in the calendar year is considered as a
resignation.

11) Provides orientation to newly elected trusted servant upon rotation.



1.2.C District (Recording) Secretary Job Description
Voting member of District
Suggested 2 years sobriety
Elected by Third Legacy Procedure
Suggested Qualifications:
Prior group or general service experience is useful.
Background in general office work, including computer knowledge.
A sense of order and the ability to capture the essentials of what is happening at
a meeting. The job is time-consuming and needs to be carried out on schedule;
the secretary needs to have ample time available.

Duties:

1) Takes notes during meetings.

2) Prepares District meeting minutes.

3) Distributes minutes electronically within 3-5 days following District meeting.

4) Collects elected officer and appointed chair reports, and other relevant
documents shared at the meeting, or requested by participants, and attaches
a copy to the minutes.

5) Maintains an electronic record of meeting minutes and associated
documents (as well as a paper copy, if specified).

6) Hands off to incoming replacement a flash-drive of all documents (also a
binder containing paper copies if requested).

7) Record Keeping:
A) Meeting attendance
B) Meeting minutes and attachments
C) District member contact information for minutes distribution via email
D) District Policy Decisions Summary Document (to include mileage

reimbursement and other policy actions) — for ease of information access

E) Anychanges in the guidelines

8) Submits estimated annual budget for expenses (for the following year) in
order to be able to perform listed tasks. Estimated budget is to be submitted
to the District treasurer and the DCM each October of the current year.

9) Absences: Fulfilling the responsibilities of each position is vital to the

effective completion of District 20 business. If unable to attend the District
meeting or any other required meetings, an alternate needs to be arranged
and that alternate should have any needed reports and/or material for the
meeting. If required to give a report and no one can attend, a written report
may be sent. Failure to arrange this will be considered an absence. Three
absences without contact in the calendar year will be considered as a
resignation.

10) Provides orientation to newly elected trusted servant upon rotation.



1.2.D District Treasurer Job Description

Voting member of District

Suggested 5 years of sobriety

Elected by Third Legacy Procedure

Treasurer is responsible for all financial transactions for District 20.
Duties:

1

SN i W N

10.

11.

12.

13.

Attends all District meetings and has copies of financial report for secretary,
DCM, ADCM, and other attendees.

Makes deposits and pay bills in a timely manner.

Responsible for receiving all the money, contributions, and 7" Tradition.
Manages post office box and key.

Keeps records for current and past business.

Presents financial report and treasurer’s report at District meeting. Note:
these are two separate documents. (The secretary would appreciate both
copies emailed before the meeting. If unable to do so, bring extra copies to
secretary at the meeting.)

When the position transfers, meets at the bank to have signatures changed.
Manages Unity Day funds (and other event funds) and Prudent Reserve in
the same account using separate line item designations.

Brings checkbook to District meetings in order to reimburse expenses for
officers and committee members.

In November of each year, presents an estimated annual budget for the
whole District for the following year to the District for approval. When able,
utilizes the estimated budgets for each committee position in creating the
District budget.

Submits estimated annual treasurer budget for expenses (for the following
year) in order to be able to perform listed tasks. Estimated budgets are to be
submitted by each Officer and Committee chair to the District treasurer and
DCM in October of the current year.

Absences: Fulfilling the responsibilities of each position is vital to the
effective completion of District 20 business. If unable to attend the District
meeting or any other required meetings, an alternate needs to be arranged
and that alternate should have any needed reports and/or material for the
meeting. If required to give a report and no one can attend, a written report
may be sent. Failure to arrange this will be considered an absence. Three
absences without contact in the calendar year will be considered as a
resignation.

Provides orientation to newly elected trusted servant upon rotation.
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1.2.E District Registrar Job Description

Voting member of District

Suggested sobriety 2 years

Elected by Third Legacy Procedure

Qualifications: Very helpful to have practical working computer knowledge and

comfort relaying information via email to General Services Organization (GSO)

and within local area. Regular access to and experience with a computer with

MS Word, spreadsheet software (i.e., Excel), e-mail, and internet capabilities is

essential.

Duties:

1) Develops and maintains a current roster of District 20 GSRs, alternate GSRs,
District officers and appointed chairs.

2) Keeps roster current and accessible at all times.

3) Information on this roster is to be kept confidential and, in every way, in
congruence with AA Traditions.

4) This information is not to be shared outside of the General Service members
of AA (District, Area, and GSO).

5) Forwards all Group Change forms to the AA General Service Office in New
York and to the CNIA Area 07 Registrar.

6) Keeps arecord of these changes and updates the roster as indicated.

7) Attends all District meetings and gives a report at each meeting.

8) Attends at least one Area meeting.

9) Coordinates with the Area Registrar for accuracy of current information.

10) Keeps in communication with new members to the District to ascertain when
they have received information directly from GSO and the Area.

11) If District members are not receiving the information from GSO and the Area,
follows up with the Area Registrar and GSO to clarify and correct the
problem.

12) Until it is confirmed that new members are receiving information from GSO
and the Area, it is suggested that the registrar forward the CNIA Accents
(monthly newsletter) to these members to ensure that they and their groups
are receiving the information about topics beings discussed at the Area,
Regional, and World Services of AA.

13) Submits estimated annual budget for expenses (for the following year) in
order to be able to perform listed tasks. Estimated budget is to be submitted
to the District treasurer and the DCM each October of the current year.

14) Absences: Fulfilling the responsibilities of each position is vital to the
effective completion of District 20 business. If unable to attend the District
meeting or any other required meeting, arranging to have an alternate in
place who is prepared with the needed reports is essential. If required to
give a report and no one can attend, a written report may be sent. Failure to
do this would be considered an absence. Three absences without contact in
the calendar year is considered as a resignation.

15) Provides orientation to newly elected trusted servant upon rotation.
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1.2.F Events Coordinator Job Description
District Events Coordinator
Voting Member of District
Suggested 2 years of sobriety
Elected by Third Legacy Procedure
Duties:

1.

9;

Maintains a current listing of venues for events (including maximum
occupancy, kitchen availability, handicap accessibility, insurance needs,
reservation requirements, and any other pertinent information).

Recruits and coordinates committees to put on Unity Day and other special
events sponsored by District.

Arranges for venues for events as needed and maintain contact with the
responsible person for the venues until the event has ended and all fees to
the facility have been paid.

Assists, as needed, to create committees and recruit speakers.

Be available to the chairperson of the event to assist as needed with
committees involved in food, set up, clean up, transportation, publicity,
budget, entertainment, and insurance requirements.

Attends District 20 meetings and presents a written and verbal report of
upcoming events, challenges and opportunities.

Submits estimated annual budget for expenses (for the following year) in
order to be able to perform listed tasks. Estimated budget is to be submitted
to the District treasurer and the DCM in October of the current year.
Absences: Fulfilling the responsibilities of each position is vital to the
effective completion of District 20 business. If unable to attend the District
meeting or any other required meeting, sends an alternate with the needed
report and any needed materials. If required to give a report and no one can
attend, a written report may be sent. Failure to do this will be considered an
absence. Three absences without contact in the calendar year will be
considered a resignation.

Provides orientation to newly elected trusted servant upon rotation.

10. Is the “Go to Point Person” not the person who does all the work. Delegate!
11. Is an enthusiastic role model. “We are not a glum lot!”
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1.3 GENERAL SERVICE REPRESENTATIVES (GSRs)

1.3.A General Service Representative (GSR) Job Description: The GSR is the

1.3.B

link between an individual’s home group and AA as a whole. GSRs are
selected by their home group to be the meeting’s representative and
vote at monthly District 20 meetings and quarterly Area 07 Assemblies.
For a complete definition, including Qualifications and Duties, see the
current AA Service Manual, Chapter Two: The Group and Its GSR.

Each GSR will vote their informed group conscience. However, every GSR
carries the Right of Decision and may, as circumstances dictate, vote or
change their previous vote without full consultation with their group, as
provided in Concept Il (See discussion, The AA Service Manual Combined
With Twelve Concepts for World Service, 2016-2018 Edition, Concept IlI,
pp 11-14, following $S128).
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1.4 DISTRICT STANDING CHAIR JOB DESCRIPTIONS

1.4 AA. District Accessibilities Chairperson Job Description
Non-voting member of District; Suggested 3 years of sobriety
Appointed by elected District officers

Requirements: Service experience at group and District levels. Experience as a GSR strongly
suggested (or a willingness and ability to learn about General Service early in the panel). A
working knowledge of AA Traditions is essential.

Responsibilities:
Chairs Accessibilities Committee, which is devoted to helping carry the message of

Alcoholics Anonymous (AA) to everyone, particularly those isolated because of accessibility

issues. Examples of people who may be served by this committee:
e People who are hearing or sight impaired
e Those with transportation issues (military, seniors, limited mobility,
homebound, remote, homeless, non-English speakers, low literacy, parents with
young children)
Duties:

1) Reads and studies the Accessibilities workbook and related material provided by GSO.
(Ex: https:///aa.org/assets/en_US/accessibilities-committees/m-48i-special-
needsaccessibilities-workbook)

e SMF-208 Accessibilities Checklist for Meetings and Groups
e P-83 — Access to AA
e Access to AA: Members Share on Overcoming Barriers

2) Forms an Accessibilities Committee comprised of AA members from District 20.

3) Cooperates with other AA Service entities (i.e., PI/CPC, H&lI, BTG, E-services).

4) Attends District 20 monthly meetings.

5) Presents a report to the District committee meeting on all related activity, with a
written copy provided to the District secretary.

6) Attends and participates as a member in Area Accessibilities meetings, workshops and
activities.

7) Purchases supplies as needed staying within the annual District Accessibilities budget,
submitting an expense report to the District Treasurer for compensation.

8) Maintains supplies of literature appropriate for Accessibilities.

9) Stores Accessibilities materials and displays.

10) Provides Accessibilities information to AA groups and individuals in the District.

11) Provides AA conference-approved literature, makes presentations, and participates in
local conventions and conferences.

12) Keeps a file of important materials and reports, for handoff to the next chairperson.

13) Meets with new incoming Accessibilities chairperson to explain what the job entails.

14) Submits estimated annual budget for expenses (for the upcoming year) in order to be
able to perform listed tasks. Estimated budget is to be submitted to the District
Treasurer and the DCM each October prior to the proposed Budget year.

15) Absences: Fulfilling the responsibilities of each position is vital to the effective
completion of District 20 business. If unable to attend the District meeting or any other
required meetings, an alternate needs to be arranged and that alternate should have
any needed reports and/or material for the meeting. If required to give a report and no
one can attend, a written report may be sent. Failure to arrange this will be considered
an absence. Three absences without contact in the calendar year will be considered as a
resignation.
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1.4.A Answering Service Chairperson Job Description

Non-voting member of District

Suggested 5 years sobriety

Appointed by elected District officers

Maintains the answering service for Western Nevada County District 20.

Duties:

1) Recruits AA members to be on the volunteer list.

2) Calls volunteers and asks about sobriety length. (Must have one-year continuous
sobriety). Informs them of procedures and gets their email or mailing address.

3) Sends new volunteers the hotline manual.

4) Creates volunteer list with times volunteers are available.

5) Keeps a separate volunteer list with names and email or mailing addresses and
phone numbers to send out hotline manual.

6) Emails updated Excel volunteer telephone list to the service the District uses
(currently A-B Communications).

7) Keeps records of communications with the service the District uses such as incoming
or outgoing emails, and any notes when speaking with them. Lists date, contact
person and details of communications.

8) As needed, updates additional material in the Answering Service Guidelines.

9) Submits estimated annual budget for expenses (for the following year) in order to

be able to perform listed tasks. Estimated budget is to be submitted to the District
treasurer and the DCM in October of the current year.

10) Absences: Fulfilling the responsibilities of each position is vital to the effective

completion of District 20 business. If unable to attend District or other required
meetings, sends an alternate AA member to give any needed reports. If required to
give a report and no one can attend, a written report may be sent. Failure to do this
will be considered an absence. Three absences in the calendar year without contact
will be considered a resignation.

11) Provides orientation to newly appointed trusted servant upon rotation.
Monthly Responsibilities:

1)
2)

3)

4)

Prints out daily call reports from Service the District uses website.

Looks at District 20 bill details on website to determine if District is being billed
correctly. (Just a quick overview; detailed action not required.)

Creates a report for the District of monthly call reports and sends the report to the
District 20 secretary.

Attends District meetings and gives report.

Every 3-6 Months Responsibilities:

1)

2)
3)

Calls or emails volunteers to determine if volunteers are still available and phone
numbers are in working order.

Checks times that volunteers are available.

If volunteers do not answer emails or return phone calls, removes them from the
hotline list.



1.4.B District Archives Chairperson Job Description
District Archivist
Non-voting member of District
Suggested 3 years of sobriety
Appointed by elected District officers
Collects, organizes, and displays items from District 20’s history that are of
importance or interest to the local AA groups. This would include group
histories in the District, minutes from district meetings, flyers for special events
such as group anniversary meetings, and information about the beginning of
AA in our area and the beginnings of groups in District 20

Duties:

1) Obtains all the archives material when initially elected to serve as Archives chair.
2) Maintains all of these items.
3) Accepts other items when given to Archives and places them into the Archives.
4) Ensures that Archives are available to all members to peruse. (Members contact
the archivist to make an appointment for viewing.)
5) Sets up displays of archival items when requested (i.e., Anniversary parties/Unity
Day).
A) The chairperson of the event will contact the Archive chair and have a table
set up for the display.
B) Brings the items early and sets them up on the reserved table.
C) Answers questions as asked.
D) Returns display items to the appropriate storage after the event.

6) Becomes knowledgeable and informed about archives and how to access and
maintain them.

7) Attends all District meetings.

8) Gives report at District meetings on progress in organizing, collecting, preserving
and displaying Archive materials.

9) Collects duplicate material and pass it on to the Area archivist, when possible.

10) Participates in Area archives workshops.

11) Is enthusiastic about service and involved with other archivists. Learns.

12) Submits estimated annual budget for expenses (for the following year) in order
to be able to perform listed tasks. Estimated budget is to be submitted to the
District treasurer and the DCM each October of the current year.

13) Absences: Fulfilling the responsibilities of each position is vital to the effective
completion of District 20 business. If unable to attend the District meeting or any
other required meeting, arranges to have an alternate in place who is prepared
with the needed report is essential. If required to give a report and no one can
attend, a written report may be sent. Failure to do this would be considered an
absence. Three absences without contact in the calendar year is considered as a
resignation.

14) Provides orientation to newly elected trusted servant upon rotation.






