
 
 
Date _____________________ 
 

New Secretary/Chairperson Form 
 

Group Information (PLEASE PRINT or Enter on Line) 
Group Name: _________________________________________________________ 

Group ID#: ___________________________________________________________ 

Day Group Meets: _____________________________________________________ 

Time Group Meets: ____________________________________________________ 

Where Group Meets: ___________________________________________________ 

Location (Full Address): _________________________________________________ 

Meeting conducted in: English_____ Spanish_____ American Sign Language______Other____ 

Are there interpreters available?           Yes______ NO____________ 

Is the meeting wheelchair accessible?  Yes______ No____________  

Does an  Al-Anon           Alateen         group meet at the same time?   None   

 

Secretary Information (PLEASE PRINT) 
First and Last Name:_________________________________________________ 

Your Full Address: __________________________________________________ 

Phone Number:  Land Line____________________________________________ 

                           Cell_________________________________________________ 

E-Mail Address: 

 
Would you like the flyers for Open Meetings, Dinners, Special Events and the Between-

Us and Central Office reports e-mailed to you.      Yes             No  

 

Please tell others in your group they can e-mail Dan at gmco@aamilwaukee.com and 

have the previous information e-mailed to them also.  

 

 

Return Completed Form to Central Office at 7429 W. Greenfield Ave. West Allis, WI 53214 

For Office Use Only     
 

FX  ---  Sugar CRM  ---  Area  ---  Excel ---W&W 
 

https://alanon-wi.org/
mailto:gmco@aamilwaukee.com


 

 

Suggested Duties – Group Secretary 

 
Suggested length of sobriety: 1 year 

 
Suggested term: six months to 1 year 

 
 Register yourself as the new secretary for your group with Milwaukee Central Office. You 

can register at the secretary meeting held at Milwaukee Central Office the 2nd Tuesday of 
every odd numbered month at 6:30 pm. You can also pick up the form at Milwaukee 
Central Office.  

7429 W. Greenfield Ave. West Allis, WI 53214,  414–771–9119 
Email: mailto:dan@aamilwaukee.com 
 

 If your group is not registered with GSO (General Service Office in New York), go to 
https://www.aa.org/pages/en_US/starting-a-new-aa-group or get a form at Milwaukee 
Central Office. Return the form to G.S.O., Box 459, Grand Central Station, New York, NY 
10163 

 
 Conduct a group inventory meeting once a year. See page 29 in the AA Group pamphlet.  

Maintain and take the minutes of inventory and business meetings.  
 

 Maintain a current phone list. 
 

 Keep a record of member’s sobriety dates, if the group wishes. 
 

 Set up literature table before meeting and put it away after the meeting. 
 

 Ask if there are any non-AA announcements before the meeting opens. 
 

 Announce open meetings and special events happening within the AA community.  
 

 Ask volunteers to be greeters, readers, make coffee, and help clean up. 
 

 Make sure the building is locked. 
 

 
 

 

 

 

 

 

 

mailto:dan@aamilwaukee.com
https://www.aa.org/pages/en_US/starting-a-new-aa-group
https://www.aa.org/assets/en_US/p-16_theaagroup.pdf


 

Why Should We Support Milwaukee Central Office? 
 

Our  Mi lwaukee Cent ral  Off ice provides a clean and inv i t ing place for A.A.  members  
to at tend Alcohol ics  Anonymous meet ings.  Centra l  Off ice handles local services only .  
They have thei r  own operat ing boards and budgets.  The Mi lwaukee Central  Of f ice phone 
number l is ted in the te lephone di rectory  is avai lable to the community.  Some 
“newcomers” found their  way to A.A.  th is way. 

 
(P-16) The AA Group Pamphlet   
(P-45) Ci rc les of  Love and Service  
(F -  3) Self -Support :  where money and spi r i tual i ty  mix (great  pie chart  examples)  
(F-96)  The AA Group Treasurer  

 
These pamphlets a l l  speak to the suggest ion that  in accordance with the Seventh 

Tradi t ion,  groups should be fu l ly sel f -support ing.  Each group is  par t  of  a greater  whole 
of  Alcohol ics Anonymous, which seeks to carry  the AA message of  recovery.  
 

The General  Service Off ice (GSO),  Area 75, or  Dist r icts do not  handle serv ices 
provided by Milwaukee Central  Of f ice.  Some of  these serv ices prov ided inc lude:  

 
•  AA Conference Approved l i terature.  

 

•  Gif t  i tems, wal let  cards,  medal l ions,  and addit ional recovery l i terature.  
 

•  A var iety of  AA pamphlets,  Publ ished by Mi lwaukee Central  Off ice.  
 

•  When and Where meet ing di rectory  that  is updated at  least  once a year.  
 

•  A website (aami lwaukee.com) that  includes the meet ing di rectory  and an event  
calendar.   

 

•  A hot l ine staf fed by volunteers 24hr.  7 days a week.  414-771-9119 
 

•  Arranging for 12 step cal ls  
 

•  Meet ings Monday – Friday 12:15,  Wednesday and Thursday 4:00,  Saturday a 
beginners meet ing at  9:15 and a meet ing at  10:30  

 

•  Secretary meet ings at  6:30 on the odd numbered months Current ly  on hold.  
 

•  A monthly newslet ter “Between-Us” that  can be purchased or e-mai l  to anyone 
that  is  interested. The e-mai l  inc ludes f inanc ia l  reports,  group f lyers ,  and specia l  
events.   

 

•  Greater Mi lwaukee Central  Off ice has an open meet ing and dinner twice a year  
cal led the Fal l  Fl ing and the Spr ing Fl ing.  Temporar i ly on hold.  

 
 

What does the Milwaukee Central Off ice do? 
Welcome newcomers and aid AA groups in our community 

 
 “A cent ra l  of f ice is an A.A. service of f ice that  involves partnership among groups in a 
community — just  as A.A. groups themselves are partnerships of  indiv iduals.  I t  is  
establ ished to carry out  certa in funct ions common to al l  the groups — funct ions which 
are best  handled by a cent ra l ized of f ice ~ and i t  is  usual ly maintained, superv ised, and 
supported by these groups in thei r  general  interest .  I t  ex ists to a id the groups in thei r  
common purpose of  carry ing the A.A.  message to the alcohol ic who st i l l  suf fers. ”  

GSO; AA Guidel ines fo r  Centra l  Of f i ces (mg-2)  f ront  page 
 
 
 

https://www.aamilwaukee.com/index.php?page=home
https://www.aa.org/assets/en_US/p-16_theaagroup.pdf
https://www.aa.org/assets/en_US/p-45_circleoflove.pdf
https://www.aa.org/assets/en_US/f-3_selfsupport.pdf
https://www.aa.org/assets/en_US/f-96_theaagrouptreasurer.pdf
https://www.aamilwaukee.com/index.php?page=meeting-directory
https://www.aamilwaukee.com/index.php?page=calendar-of-events
https://www.aamilwaukee.com/index.php?page=calendar-of-events
https://www.aa.org/assets/en_US/mg-02_centralorinter.pdf


 
 

Links to pamphlets from the G.S.O. that will help you, 
 as the new Group Secretary. 

 
 

Responding to Covid-19, early letter from GSO. 

Information on Alcoholics Anonymous 

Your AA General Service Office 

The AA Group Treasurer 

Self-Support green card to be read at meetings 

The AA Group, Where it all Begins 

Safety and AA: Our Common Welfare 

Yellow Safety Card for AA Groups 

Primary Purpose Card: Open & Closed AA Meetings 

Anonymity Card to read at meetings open to the Public 

Concepts Checklist for your Home Group 

AA Guidelines on Central Offices and Intergroups   

Suggestions for Leading Beginners Meetings 

 

https://www.aa.org/assets/en_US/en_updatesoncoronavirus.pdf
https://www.aa.org/assets/en_US/f-2_InfoonAA.pdf
https://www.aa.org/assets/en_US/f-6_yourAAGSO.pdf
https://www.aa.org/assets/en_US/f-96_theaagrouptreasurer.pdf
https://www.aa.org/assets/en_US/f-42_en.pdf
https://www.aa.org/assets/en_US/p-16_theaagroup.pdf
https://www.aa.org/assets/en_US/smf-209_en.pdf
https://www.aa.org/assets/en_US/f-211_SafetyCardforAAGroups.pdf
https://www.aa.org/assets/en_US/f-17_primarypurposestatementcard.pdf
https://www.aa.org/assets/en_US/f-20_anonymitycard.pdf
https://www.aa.org/assets/en_US/smf-91_en.pdf
https://www.aa.org/assets/en_US/mg-02_centralorinter.pdf
https://www.aa.org/assets/en_US/mu-1_suggforleadingbegmeet.pdf
https://www.aa.org/assets/en_US/mu-1_suggforleadingbegmeet.pdf
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