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Introduction

It is the intent of this handbook to serve as a reference guide to the trusted servants of District 32.  It includes their responsibilities and allowed expenses as determined by previous group consciences. 

This handbook is intended to supplement, not replace, the “The AA Service Manual”.  Job descriptions and expenses have been compiled from past District 32 motions and current practice.  

1 District Information

1.1 Mailing Address

Contributions to the District should be sent to the home address of the current District Treasurer.  The current 2007-2008 District Treasurer’s mailing address is:

Mike Somebody or another
Lover’s Lane

Federal Way (or Auburn), WA

1.2 Tax ID Number

The District has obtained an IRS Tax Identification Number.  Groups should obtain their own tax ID number using IRS form SS-4.

1.3 District 32 Budget

· The District establishes an annual District budget to be more fully responsible to the groups we serve, per the 9th Tradition. 

· All District committees should submit to the Treasurer proposed realistic, estimated yearly needs to assist in preparation of the annual budget.

· If no changes are necessary, the annual budget for the previous year will be used.

· The annual budget will be approved by 2/3 majority of the District Committee [see page 4 for District Committee description].
1.4 Practices and Principles
The following is a list of District 32’s standard practices and principles:
1. That all matters requiring the expenditure of District funds in excess of $100.00 over the established budgets be brought to the home groups for approval.

2. That all motions to the Area seeking District support be brought to the home groups for approval.

3. That when an item of business has already been taken to the groups for group conscience, only the DCM and GSRs will cast votes at the District for approval or disapproval of the motion.  A 2/3 majority is required for approval.

4. That all District Committee members be a valid voice for the District's conscience in matters affecting the committee and it's function (i.e. allowed to vote on housekeeping motions and decisions and sending motions to home groups for group conscience). A simple majority is required for approval on housekeeping issues.
5. That District 32 takes its inventory at least once a rotation.

6. That in all matters of the District’s conduct we follow the principles of AA’s 12 Traditions and 12 Concepts. 

7. Any funds at the end of each year over the prudent reserve of $300.00 (as of 2006) will be distributed to Greater Seattle Intergroup, Western Washington Area, and/or to the General Service Office. The contribution to these entities will be decided by the District Committee at the January District Meeting based on information or a proposal presented at the preceding December District Meeting. <<Needs discussion by District>>
2 District Trusted Servants

The District Committee consists of the following trusted servant positions.

1. GSRs/Alt. GSRs
2. District Committee Member (DCM)

3. Alt. DCM/Registrar
4. Treasurer
5. Alt. Treasurer
6. Secretary

Standing Committee Chairs

7. Treatment Facilities Committee Chair 
8. Corrections  Committee Chair
9. Public Information (PI) Committee Chair
10. Cooperation with Professional Community (CPC) Committee Chair
11. Grapevine & Literature Committee Chair 
12. Accessibility Committee Chair

13. Picnic Committee Chair

Other District Servants
14. Archives

15. Third Legacy 
16. Intergroup Liaison
17. Webmaster

2.1 General

The Groups elect GSRs for terms determined by the individual Groups (the recommended term is 2 years).  All other District 32 trusted servants are elected to two-year terms by the GSRs in September/October (prior to the Area Assembly) of even numbered years.

The Secretary, Treasurer, Standing Committee chairpersons, Intergroup Liaison, 3rd Legacy, and Archivist are selected from volunteers. Whenever possible, these positions should be filled by AAs with prior experience as past GSRs and active in service.  However, current GSRs may fill these positions as necessary.

2.2 Alternates

Some District 32 positions have alternates.  Alternates should be ready to take over Trusted Servant positions at any time.  Trusted Servants should get their alternates involved as much as possible, so that the alternate will be ready to take over when needed.  
Many Trusted Servants share their duties equally with their alternates.  When this Handbook talks about the duties of a specific Trusted Servant it should be understood that this means “Trusted Servant or their alternate”.

The Alternate DCM Also serves as the District Registrar.
2.3 Removal of Trusted Servants

All District 32 Trusted Servants serve the groups.  The groups, through their GSRs, may remove and/or replace any District elected trusted servant for any valid reason by a 2/3 majority vote after discussion and a motion to do so. It is the district group conscience that if any District 32 Trusted Servant is not present for, or is not represented at, more then 3 GSR meetings in a row, then the GSRs may elect a new person for that position following discussion and a motion to do so.  
3 Trusted Servant Position Descriptions
Each position described in this section has four subsections:

1. Qualifications - When not specified the only requirement is to be elected by the GSRs.

2. Responsibilities

3. Position Guidelines – from GSO publications
4. Allowable Expenses – Appendix A lists the approved budget for each position.  GSRs must approve expenses exceeding the allocated budget, on a case by case basis, prior to reimbursement.  All reimbursed expenses require receipts.

3.1 GSRs

The GSRs serve their Home Group directly.  It is up to each GSR’s Home Group to define the qualifications, description, guidelines, and allowable expenses for their GSR.  However, the following is recommended.

3.1.1 Qualifications

Refer to “The AA Service Manual” Chapter 2.

3.1.2 Responsibilities

It is recommended that GSRs attend (as available):

1. All District 18 GSR meetings

2. Their Home Group business meetings

3. The Pre-Conference and The Delegates Report

4. A Pre-Assembly

5. The Area Assembly.

3.1.3 Position Guidelines

Refer to “The AA Service Manual” Chapter 2.

The District will provide each new GSR with a GSR information package.

3.1.4 Allowable Expenses

The district reimburses no GSR expenses.  A GSR’s funding comes from their Home Group.

3.2 District Committee Member (DCM)

Has the job of maintaining two way communication between the groups and the AA service structure. The DCM is expected to lead monthly meetings of District GSRs and other committee members and keep GSRs informed about District, Area, regional, and Conference activities. 
The DCM attends service meetings (Area Quarterlies, Assemblys, etc.) and reports back to the District and help GSRs’ and the group’s needs and ideas reach the District, the Area, the Regional structure and the General Service Conference (and GSO). 
A more complete checklist of DCM/Alt. DCM duties appears in the AA Service Manual on pages S28 through S30. Neither the DCM or the alternate DCM should hold other service commitments at the District or Area level.  They are usually elected in the fall of even numbered years from outgoing GSRs and Committee Members.

3.2.1 Qualifications

The DCM usually has served as a GSR (not mandatory) and is elected by the GSRs.

Refer to “The AA Service Manual” Chapter 3 for additional recommended qualifications.

3.2.2 Responsibilities

Essential

1. Prepare an Agenda for each District Meeting

2. Chair each District Meeting

3. Attend Area Assembly

4. Attend Pre-Conference, Delegate’s Report, and Pre-Assembly

5. Arrange for a District Inventory at least once during the rotation.
6. Submit to the Treasurer proposed realistic, estimated yearly needs.
7. Attend home group business meetings when requested by GSR.
        Highly Recommended 
8. Refer to the “The AA Service Manual” Chapter 3 section entitled “Duties”
        Recommended 

9. Hold a GSR orientation for new GSRs at beginning of the rotation. 
10. Attend each Area Committee Quarterly and report to GSR’s
11. Attend at least one Regional Conference (PRAASA)
12. Coordinate with Other DCMs to plan Pre-Conferences, Pre-Assemblies and Delegate Reports
13. Work with District standing committees to keep in touch with their needs

14. Make copies of Wash. Area Handbook for all groups as needed.
3.2.3 Position Guidelines

Refer to “The AA Service Manual” Chapter 3.

3.2.4 Allowable Expenses

See Appendix A.
3.3 Alt. DCM – District Registrar
Acts in place of the DCM when the DCM is unable to function; helps the DCM in the performance of his/her duties, and acts as District registrar. As District registrar, the alternate DCM updates the Area Registrar’s information, registers new GSRs and groups, and maintains the District contact list (booklet). <<<Need Motion for this switch to be approved>>>
3.3.1 Qualifications


Same as for DCM
3.3.2 Responsibilities

Essential

1.
Registers new GSRs and groups and keeps the District Registry updated.
2.
Updates the Area Registrar’s information 

3.
Maintains the District contact list (directory booklet).
4.     Prints and distributes a District Directory twice a year.

5.     Attend each monthly District Meeting and report on activities.


Recommended:
6.
Attend each Area Committee Quarterly
7.
Attend Pre-Assembly and Area Assembly

8.
Attend Pre-Conference and Delegates Report.
3.3.3 Position Guidelines
Refer to “The AA Service Manual” Chapter 3 (DCM duties).

3.3.4 Allowable Expenses


See Appendix A. (Reimbursement for cost of copies of the District Directory to be printed )

twice a year.)

3.4 Treasurer

Is responsible for receiving, disbursing, and reporting on funds for the District.  These funds are generated by donations from the groups.  Funds are dispensed as directed by the committee and GSRs.
3.4.1 Qualifications

The Treasurer should have served as a home group Treasurer, have a good knowledge of 7th Tradition principles and practices, and experience in basic financial practices (tracking and reporting on funds).
3.4.2 Responsibilities

1. All expenses incurred by District trusted servants will be reimbursed by the Treasurer providing receipts are provided and the amount does not exceed the established annual budget for the position.
2. Treasurer prepares a report for distribution at each district meeting at the meetings. The report shows annual budgets, expenses by committees, contribution sources, and beginning and ending balances. 
3.4.3 Position Guidelines

Refer to “AA Guidelines – Finance” (MG-15)

3.4.4 Allowable Expenses

No annual budget has been established for the Treasurer. Copies as expensed
3.5 Alt. Treasurer


Assists the Treasurer as needed to collect and disburse funds and provide reports.

3.5.1 Qualifications


Same as for Treasurer.

3.5.2 Responsibilities

Assists the Treasurer as needed.

3.5.3 Position Guidelines

Refer to “AA Guidelines – Finance” (MG-15)

3.5.4 Allowable Expenses

No annual budget has been established for the Alt. Treasurer.

3.6 Secretary

Is responsible for maintaining a record of District business and activities and communicating this record to the GSRs and District Committee. The secretary is generally responsible for all written communication from the District.
3.6.1 Qualifications

Experience with recording minutes and preparing reports for distribution at the home group level is preferred. 
3.6.2 Responsibilities

1. Attend all monthly District GSR meetings, take notes, mail (or e-mail) minutes to all GSR’s and Committee Chairs, and keep a copy for the official District Record in Archives;

2. Maintain the ongoing record of all District Passed Motions and all Failed Motions for the District Handbook 

3. Attend and take notes at District 18 annual Inventory, for District Record, and Archives.

4. Submit to the Treasurer proposed realistic, estimated yearly needs
5. Maintain this District Handbook.  At the end of his/her rotation, presents up to date copies to incoming GSRs and district Trusted Servants. 
6. May prepare and distribute a District Newsletter (optional).
3.6.3 Position Guidelines

Refer to AA Service Manual- pg S41
3.6.4 Allowable Expenses

See Appendix A.
3.7 Treatment Committee Chair

Helps reach alcoholics in hospitals and treatment facilities. Programs can include: running or coordinating in-house meetings ; providing panelists to describe what AA is and is not; and providing the AA message through books, pamphlets and word of mouth. Also coordinates the Bridge the Gap program, helping the AA who is being released from treatment to get to a meeting on the outside. The district TF Chair may attend Area Treatement Committee Quarterlies , relays information on service/12th Step opportunities to members, and encourages others to participate.
3.7.1 Qualifications


Experience at carrying the AA message into Treatment Facilities is preferred.
3.7.2 Responsibilities

1. Chair a Quarterly Treatment facilities meeting with group representatives (if available).
2. Attend each monthly District Meeting and report on activities.

3. Attend each Area Treatment Quarterly and report to the District Meeting and Group representatives.
4. Submit to the Treasurer proposed realistic, estimated yearly needs 
5. Maintain a volunteer list for Bridge-The-Gap (with help of GSRs and/or group representatives).

6. Coordinate Bridge volunteers’ connection with Bridge requesters.

7. Be available to present information on carrying the AA in treatment facilities and the Bridge-The-Gap program to home groups (when requested).

The Treatment Facilities Chair may also participate in the following activities:

1. Attending Greater Seattle Intergroup Treatment Committee meetings to coordinate the activities between the District and Intergroup.

3.7.3 Position Guidelines

Refer to “AA Guidelines – Treatment Facilities Committees” (MG-06)

3.7.4 Allowable Expenses

See Appendix A. 
3.8 Corrections & Institutions Committee Chair

Corrections work consists of any project reaching out to the alcoholic who is in prison, jail, or other correctional facility. This work can include running or coordinating meetings in facilities, writing alcoholics in prison, or helping the AA who is being released from prison to get to a meeting on the outside (Bridging). The district Corrections Chair attends Area Corrections Committee Quarterlies , relays information on service/12th Step opportunities to memebers, and encourages others to participate.
3.8.1 Qualifications


Experience at carrying the AA message into Corrections Facilities is preferred.
3.8.2 Responsibilities

1. Chair a quarterly Corrections facilities meeting with group representatives (if available).

2. Attend each monthly District Meeting and report on activities.

3. Attend each Area Corrections Quarterly and report to the District Meeting and Group representatives.

4. Submit to the Treasurer proposed realistic, estimated yearly needs 
5. Maintain a volunteer list for Bridge-The-Wall (with help of GSRs and/or group representatives).

6. Coordinate Bridge volunteers’ connection with Bridge requesters.

7. Be available to present information on carrying the AA in correctional facilities and the Bridge-The-Wall program to home groups (when requested).

8. Arrange for volunteers to support AA meetings in correctional facilities in District 32.


The Treatment Facilities Chair may also participate in the following activities:
1. Attending Greater Seattle Intergroup Corrections Committee meetings to coordinate the activities between the District and Intergroup.

3.8.3 Position Guidelines

Refer to “AA Guidelines – Correctional Facilities Committees” (MG-06)

Refer to “AA Guidelines – Cooperating with Court, D.W.I. and Similar Programs” (MG-05)

3.8.4 Allowable Expenses


See Appendix A. 
3.9 Public Information (PI) Committee Chair

A service primarily educational in scope, PI work includes speaking at , and training other members to speak at, non-AA meetings, developing and distributing public service announcements, appearing at schools, health fairs, and other non-AA events, and working with the media to explain our tradition regarding anonymity.  The District PI Chair attends Area PI Committee Quarterlies , relay information on service opportunities to memebers, and encourages others to participate.
3.9.1 Qualifications


Familiarity with AA public information principles and practices.
3.9.2 Responsibilities

1. Chair a quarterly PI Meeting with group representatives (if available).
2. Attend all four PI quarterlies and report to District Meeting and group representatives.
3. Submit to the Treasurer proposed realistic, estimated yearly needs.
4. Be available to present information on Public Information activities to home groups (when requested).
The PI Chair may also participate in the following activities:

2. The PI booth at the Evergreen State Fair (Monroe)
3. Speaking at non-AA informational meetings (schools, etc.)
4. Attending Greater Seattle Intergroup PI Committee meetings to coordinate the activities between the District and Intergroup.

3.9.3 Position Guidelines

Refer to “AA Guidelines – Public Information” (MG-7)

3.9.4 Allowable Expenses


See Appendix A. 
3.10 Cooperation with the Professional Community (CPC) Chair

Primarily educational in scope, CPC work seeks to explain what AA is and what AA is not to professionals, treatment center workers, lawyers, police, judges, teachers, clergy, cooperative assistance programs, business managers, and union leaders. The District CPC Chair may attend Area CPC Committee Quarterlies , relay information on service opportunities to memebers, and encourages others to participate.
3.10.1 Qualifications


Familiarity with AA cooperation with the professional community principles and practices.
3.10.2 Responsibilities

1. Chair a quarterly CPC Meeting with group representatives (if available).

2. Attend all four CPC quarterlies and report to District Meeting and group representatives.

3. Submit to the Treasurer proposed realistic, estimated yearly needs.

4. Be available to present information on CPC activities to home groups (when requested).
5. Attend monthly District Meetings and report on activities.
The CPC Chair may also participate in the following activities:

1.    Speaking at non-AA informational meetings (with professionals, etc.)

2.    Attending Greater Seattle Intergroup PI Committee meetings to coordinate the activities 


between the District and Intergroup.

3.10.3 Position Guidelines

Refer to “AA Guidelines – Cooperation with the Professional Community (MG-12) and Cooperating with Court, D.W.I. and Similar Programs” (MG-05)

3.10.4 Allowable Expenses

See Appendix A. 
3.11 Grapevine & Literature Committee Chair

Orders District literature vitally necessary for spreading the message of AA (as needed). Work includes making AA’s aware of the variety of conference approved literature available and assisting groups to bring literature suggestions to the appropriate Conference committee. The GV/Lit Chair attends Area GC/Lit Committee Quarterlies and relay information on AA literature to memebers
3.11.1 Qualifications


Familiarity with AA literature and the AA Grapevine, including 
3.11.2 Responsibilities

1. Educate the fellowship about A.A. Literature, related service material and how to obtain it.

2. Maintains a literature display consisting of items from A.A.W.S., G.S.O., A.A. Grapevine, Inc., and other A.A. Materials.  Is available to take this display to various service workshops, groups and the district functions.  Gives informed talk on A.A. literature when asked.

3. Holds monthly Literature and Grapevine Committee meetings with group representatives (if available)..

4. Attend monthly District meetings and report on committee activities.  

5. Attend Area Grapevine and Literature Committee meetings.

6. Submit to the Treasurer proposed realistic, estimated yearly needs.
The Grapevine and Literature Chair may also participate in the following activities:

5. Attending Greater Seattle Intergroup GV & Lit Committee meetings to coordinate the activities between the District and Intergroup.

3.11.3 Position Guidelines

Refer to “AA Guidelines – Literature Committees” (MG-09), Grapevine Workbook, and the Literature Committee Guidelines (MG-9) from G.S.O

3.11.4 Allowable Expenses

See Appendix A. 

3.12 Accessibility Committee Chair-   <<<Needs serious review!!>>
Identifies needs of individuals and groups to provide accessibility for all AA’s to attend meeting, understand meetings and participates in meetings.
3.12.1 Qualifications


Familiarity with Area 72 Accessibility policies would be helpful. Previously a GSR.

3.12.2 Responsibilities

1. Attend monthly District Meetings and report on activities.

2. Attend Accessibility Quarterlies as they happen

3. Attempt to take meetings to home-bound, or AA’s in Hospitals and care facilities

4. Follow-up on accessibility of meetings in District 32

5. Submit to the Treasurer proposed realistic, estimated yearly needs.
3.12.3 Position Guidelines

Refer to “AA Guidelines – Accessibility
3.12.4 Allowable Expenses

See Appendix A. 
3.13 Picnic Committee Chair   <<<Serious Review needed>>>
Is responsible for organizing, budgeting and planning the yearly District picnic.
3.13.1 Qualifications

Excellent organizational and communication skills. Party planners a bonus!
3.13.2 Responsibilities

1. Reserve Picnic area

2. Maintain a budget
3. Plan events
3.13.3 Position Guidelines
3.14 Archives

Is responsible for maintaining records of the District’s and AA’s history, including old literature, newpaper articles, photographs, and event programs.
3.14.1 Qualifications


Familiarity with District 32 history and experience in care and storage of archives.
3.14.2 Responsibilities

6. Maintain District 32 Archives per guidelines.

7. Attend monthly District Meetings and report on activities.

8. Attend Archive Quarterlies as the happen

9. Maintain an Archives display.

10. Exhibit Archives at AA functions when requested.

11. Submit to the Treasurer proposed realistic, estimated yearly needs.
3.14.3 Position Guidelines

Refer to “AA Guidelines – Archives” (MG-17)

3.15 Third Legacy
Educates the fellowship on the steps, traditions, and concepts of AA service through workshops and presentations.

3.15.1 Qualifications

Familiarity and experience with AA’s 12 Traditions and 12 Concepts and the AA service structure, including the responsibilities of the various officers and committees.  It is advisable, but not mandatory, that this position be filled by a past DCM or GSR.
3.15.2 Responsibilities

1. Go around to other groups to share their experience and knowledge of Traditions, Concepts, how to get involved at your Home Group, District and Area AA, and the rewards of service. 

2. Attend monthly District Meetings and report on activities.
3.15.3 Position Guidelines

None established.

3.15.4 Allowable Expenses

No annual budget established.

3.16 Intergroup Liaison
Has the job of maintaining two way communication between the District/groups and the Seattle Intergroup.  Attends Intergroup meetings, relays information on service/12th Step opportunities, and encourages coordination between the District and Intergroup committees.

3.16.1 Qualifications


Familiarity with the Greater Seattle Intergroup operations and services.
3.16.2 Responsibilities

1. Attends Monthly Intergroup Board meetings and reports back to District meeting.

2. Presents District 18 news/info to Intergroup as necessary.

3. Provides District with copies of relevant Intergoup information (flyers, etc.)

4. Submit to the Treasurer proposed realistic, estimated yearly needs.

3.16.3 Position Guidelines

Refer to “AA Guidelines – Central or Intergroup Offices” (MG-02).

3.16.4 Allowable Expenses

See Appendix A. 

3.17 Webmaster Intergroup Liaison
Has the job of maintaining and updating the District 32 website.

3.17.1 Qualifications


Familiarity with computers and a willingness to learn cool computer languages/programs
3.17.2 Responsibilities

1. Attends Monthly District meeting.
2. Maintain website and updates site with District 32 minutes

3. Submit  to the Treasurer proposed realistic, estimated yearly needs.

3.17.3 Position Guidelines

Refer to “AA Guidelines – Area Website following Tradition 11.

3.17.4 Allowable Expenses

See Appendix A. 

APPENDIX A

Current District Annual Budget 2007-2008
DCM





$350.00 

Alt. DCM 




$100.00 
Secretary 




$100.00

Treatment Facilities



$50.00.

Corrections & Institutions


$150.00.

Public Information



$100.00.

Coop with Prof. Comm.


$150.00

Archives




$25.00

Grapevine & Literature


$65.00
Intergroup Liaison



$100.00

Meeting Room Rent



$300.00

APPENDIX B

Passed District Motions

APPENDIX C

Failed District Motions

APPENDIX D

Maps
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