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September 
Assembly 2024

Secretary 
Workshop 
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How to find this 
PowerPoint





SECRETARY:
Needs to be a good, all-around

group servant

If there is no group chairperson, the 
secretary coordinates with group 

members responsible for literature, 
hospitality, coffee making, and other 

vital functions,
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Group Secretary Responsibilities

• Announce/email information about AA activities and events

• Maintain minutes of the business meeting

• Maintain and update confidential group member information: name, address, 
email address, phone numbers, sobriety date.

• Maintain bulletin board – announcements, bulletins, newsletters

• Keep GSO, GSSA, Intergroup informed in writing of any group changes such as 
changes in meeting place, address, group officers, start time, etc.

• Contact for 12th Step help
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Group Secretaries May Also

• Maintain Chairperson Sheets/Readings

• Order Chips, Medallions and/or Cakes

• Order Literature

• Announce upcoming AA Events
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District/Zone Secretary Responsibilities

• Participate in District/Zone Meetings

• Keep contact/email lists for district GSR’s, Alt-GSR’s, and Service Chairs

• Assist DCM in collecting and updating group information 

• Update information on District Service Position changes to GSSA

• Take minutes from District Business Meetings

• Email district minutes to districtminutes@aageorgia.org

• Organize and keep record of your district’s minutes, treasurer’s reports and any 
other administrative documentation.

• Any other duties per the collective conscience of your district.
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KEEP GROUP INFORMATION UPDATED WITH:

• GSSA (Automatically updates GSO and Meeting Guide, with the 
exception of Atlanta)

• Your District or Zone

• Local Intergroup or Central Office
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Why is it so important to keep my group/district information 
updated???

COMMUNICATION
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LOCAL, AREA, and NATIONAL OFFICES use group information differently

• LOCAL – meeting directories, 12 Step work, directions, contributions

• AREA – find a meeting on the website, crediting groups for donations, 
area directories, 12 Step work

• NATIONAL – Stored in GSO database, receive service number, mailing 
AA newsletters, accessible by area registrar, directories
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To Access the 
Service 

Directory

mailto:gssa@aageorgia.org


aageorgia.org | gssa@aageorgia.org | P.O. Box 7325 Macon, GA 31209 | Phone: 478-745-2588 | Gssa@2006

mailto:gssa@aageorgia.org


Gssa@2006
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How do I update my GROUP information?

aageorgia.org 

Home Page

New Group Registration Form:one time only, when starting a new group

Existing Group Trusted Servants Form: GSR, alternate GSR, Secretary, Treasurer, 
GV, Treatment, Corrections, PI/CPC, other

Existing Group Meeting Changes Form: If a group makes changes to its meeting 
time,  location, add or change a GSR or alternate GSR along with their address and 
phone number
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To Register a 
New Group



Printable PDF File and

Online File
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To Change Group 
Information for an 

Existing Group
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To Change Group’s 
Trusted Servant 

Information
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The Meeting Guide App 
will be updated by GSSA 

once you have 
submitted changes to 

them. 
(If you are in Atlanta 

your Intergroup/Central 
Office will make that 

update.)
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District 
Changes
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Office Hours for 
GSSA

M-Th: 9:00-5:00
Fri: 9:00-1:00
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Motion 
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To access 
service 

manuals….
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Ordering 
Literature
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Other Password Protected Areas

• Georgia Message

• Ad Hoc Committee Reports

• Treasury Reports

• Assembly Minutes

• Pending Motions

• Delegate’s Report

Gssa@2006

aageorgia.org | gssa@aageorgia.org | P.O. Box 7325 Macon, GA 31209 | Phone: 478-745-2588 | Gssa@2006

mailto:gssa@aageorgia.org


The most important things to 
remember about being a 

secretary are:
Rule #62, and 
HAVE FUN!!!
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secretary@aageorgia.org

districtminutes@aageorgia.org

gssa@aageorgia.org

Cell: 229-520-2044

Office Phone: 478-745-2588                          Office Fax: 478-745-0238
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Please do not forget to fill out the Assembly 
Evaluation Form via the QR code on the screen 
or by dropping it in one of the boxes provided
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