Qualifications and Duties for DA Service Positions

Saturday Morning Meeting

Terms:
January through June (conduct vote in December)



July through December (conduct vote in June)

Secretary
Qualifications: 6 months in the program and 6 months abstinence from incurring unsecured debt

Duties:
 
Arrive at 10:45am to set up and run the meeting.

Attend and run (or delegate) monthly business meeting, 4th Saturday of the month, 12:05pm.

Treasurer

Qualifications: 12 months in the program and 12 months abstinence from incurring unsecured debt, regular attendance of Saturday meeting.

Duties:
 
Collect money from 7th tradition and GSR envelopes on a weekly basis.

Safeguard the funds and keep records of fund balance.

Maintain and balance group checking account.

Make quarterly disbursements, literature purchases, and other misc. purchases.

Attend monthly business meeting, 4th Saturday of the month, 12:05pm.
Literature Person

Qualification:
3 months in the program, regular attendance of Saturday meeting.
Duties:
 
Put out literature before meeting starts, and put away afterwards.



Be available before/after the meeting to sell literature.

Determine literature needs and make recommendation at business meeting regarding literature orders.

Fill out and mail literature order, coordinate payment w/ treasurer.

Attend monthly business meeting, 4th Saturday of the month, 12:05pm.

Sign Person

Qualifications: 3 months in the program, regular attendance of Saturday meeting.
Duties:
 
Put up meeting signs in hospital by 10:45 am, and take down after meeting.



Keep supplies stocked (tape) and make sure signs are in good condition.

Phone List Person

Qualifications: 3 months in the program, regular attendance of Saturday meeting.
Duties:
Update meeting phone list quarterly, and make copies for meeting. Check quantity weekly and keep well-stocked for literature table and secretary binder.

Attend monthly business meeting, 4th Saturday of the month, 12:05pm.

Intergroup Representative

Qualification:
3 months in the program, regular attendance of Saturday meeting.
Duties:
Attend monthly Sacramento-area Intergroup meeting 1st Tuesday of every month, 7:05pm; present any group concerns/ideas.


Report results of Intergroup meeting to Saturday meeting.



Attend monthly business meeting, 4th Saturday of the month, 12:05pm.

Newcomer Support Committee Leader
Qualification:
3 months in the program, regular attendance of Saturday meeting.

Duties:
Get newcomer names/phone numbers off the sign-in sheet and assign each one to a committee member (ask each member how many newcomers they can commit to, and do not assign more than that number).
Track the newcomer info and official “starting date” of support (3 months of weekly calls).

Check in with committee members to offer support and guidance, remind them of official “ending date” of weekly support calls.

Newcomer Support Committee
Qualification:
3 months in the program, regular attendance of Saturday meeting.

Duties:
Greet newcomers before/after meeting and offer to exchange phone numbers (ask to make sure it’s ok to call and/or leave messages).


Call your assigned newcomer at least once a week for their first 90 days and share your experience, strength and hope.


Alert newcomers to information regarding DA events, birthday meetings in the area, and extend an official invitation (share benefits of attendance).

All trusted servants are expected to attend business meetings, held the 4th Saturday of

each month at approximately 12:05pm (the meetings usually last about 30 minutes or 

less).  Please come prepared with a report, if applicable to your position, and adequate 

copies of handouts if needed.  All trusted servants are expected to attend regular weekly 

meetings, and to find someone to cover for them in advance if they cannot attend.
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