


Westside Central Office  
Service Position Requirements & Duties 

A.A. Member 

 Has right of participation 

 

Central Office Representative (Co Rep) 

 Elected by represented Home Group 

 Has right of participation, motion making, and voting 

Alternate Central Office Representative (Alt Co Rep) 

 Elected by represented Home Group 

 Has right of participation 

 Has right of motion making and voting, only in absence of Central Office Representative 

 

District Liaison 

 Elected by represented A.A. District 

 Has right of participation, motion making, and voting 

Alternate District Liaison 

 Elected by represented A.A. District 

 Has right of participation 

 Has right of motion making and voting, only in absence of District Liaison 

 

Chair - 4 years continuous sobriety suggested - 2 year term 

 Facilitates WCO monthly business meeting using Robert’s Rules of Order 

 Distributes meeting agenda at start of each WCO Business Meeting. 

 Has the time and energy to serve the Westside Central Office well 

 Well-grounded in the A.A. Twelve Traditions, becoming familiar with the "A.A. Guidelines for 
Central or Intergroup Offices" from G.S.O., and becoming familiar with the principles and 
practices of the Westside Central Office 

 Submits a quarterly report on Westside Central Office to the Area 58 Secretary no later than 1 
week before each Area 58 Quarterly Assembly for inclusion in the assembly minutes 

 Presents (or finds a volunteer to present) a quarterly report on the Westside Central Office 
during "District / Intergroup Reports" at each Area 58 Quarterly Assembly 

 Emails minutes from each Westside Central Office monthly business meeting to the Area 58 
Archives Chair 



 Elected in September by Third Legacy Procedure, as outlined in the A.A. Service Manual 

 Submits an itemized annual budget for the following calendar year, by no later than the date of 

the October Westside Central Office business meeting, to the Finance Committee Chair 

 Chair has no vote at the WCO monthly business meeting except to break a tie and is not 
empowered to make motions. Chair does not participate in discussion. 

 The trusted servant holding the Chair position may concurrently hold another WCO service 
position. However, when acting as Chair, the trusted servant relinquishes all rights of 
participation, motion making, and voting from their other WCO service positions.  

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 

Co-Chair - 2 years continuous sobriety suggested - 2 year term 

 Records WCO monthly business meeting minutes, in absence of Secretary 

 Distributes minutes via email within 1 week of business meeting to attendees, in absence of 

Secretary 

 Distributes hard copies of prior meeting minutes at each WCO business meeting, in absence of 

Secretary 

 If Chair resigns or is unable to serve for any reason, the Co-Chair steps in and assumes Chair 
duties and responsibilities. 

 Has the time and energy to serve the Westside Central Office well 

 Well-grounded in the A.A. Twelve Traditions, becoming familiar with the "A.A. Guidelines for 

Central or Intergroup Offices" from G.S.O., and becoming familiar with the principles and 

practices of the Westside Central Office 

 Has right of participation, right of motion making, and voting 

 Elected in September by Third Legacy Procedure, as outlined in the A.A. Service Manual 

 Submits an itemized annual budget for the following calendar year, by no later than the date of 

the October Westside Central Office business meeting, to the Finance Committee Chair 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 

Recording Secretary - 1 year continuous sobriety suggested - 1 year term 

 Records WCO monthly business meeting minutes 

 Has right of participation, motion making, and voting 

 Distributes minutes via email within 1 week of business meeting to attendees 

 Distributes hard copies of prior meeting minutes at each WCO business meeting 

 Elected in September by Third Legacy Procedure, as outlined in the A.A. Service Manual 

 Submits an itemized annual budget for the following calendar year, by no later than the date of 

the October Westside Central Office business meeting, to the Finance Committee Chair 

 Has right of participation, motion making, and voting 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 



Finance Chair - 2 year continuous sobriety suggested - 2 year term 

 Receives and approves annual budget requests from committees 

 Compiles committee itemized annual budgets into a report to be submitted at the November 

WCO business meeting for discussion/ratification at the December WCO business meeting 

 Monitors and documents committee expenditures 

 Reconciles expenditures to annual budget 

 Well-grounded in the A.A. Twelve Traditions, becoming familiar with the "A.A. Guidelines for 

Finance" from G.S.O., and becoming familiar with the principles and practices of the Westside 

Central Office 

 Elected in September by Third Legacy Procedure, as outlined in the A.A. Service Manual 

 Has right of participation, motion making, and voting 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 

A.A. Hotline Chair - 2 years continuous sobriety suggested - 1 year term 

 Seeks volunteers and groups for WCO hotline shifts 

 Trains volunteers how to handle calls and forward contact information and location to 12 step 

call chair 

 Makes written report at WCO monthly business meeting reporting what days and shifts are 

open 

 Well-grounded in the A.A. Twelve Traditions, becoming familiar with the "A.A. Guidelines for 

A.A. Answering Services" from G.S.O., and becoming familiar with the principles and practices of 

the Westside Central Office 

 Elected in September by Third Legacy Procedure, as outlined in the A.A. Service Manual 

 Submits an itemized annual budget for the following calendar year, by no later than the date of 

the October Westside Central Office business meeting, to the Finance Committee Chair 

 Has right of participation, motion making, and voting 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 

12 Step Call Chair - 2 years continuous sobriety suggested - 1 year term 

 Maintains a list of 12 step call volunteers and A.A. groups available to make 12 step calls  

 Receives 12 step call requests from A.A. hotline volunteers 

 Matches up 12 step call requests to 12 step call volunteers/A.A. groups based on their 

geographical location 

 Makes a written report at WCO monthly business meeting 

 Well-grounded in the A.A. Twelve Traditions, becoming familiar with the "A.A. Guidelines for 

A.A. Answering Services" from G.S.O., and becoming familiar with the principles and practices of 

the Westside Central Office 

 Elected in September by Third Legacy Procedure, as outlined in the A.A. Service Manual 



 Submits an itemized annual budget for the following calendar year, by no later than the date of 

the October Westside Central Office business meeting, to the Finance Committee Chair 

 Has right of participation, motion making, and voting 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 

Outreach Chair - 2 years continuous sobriety suggested – 1 year term 

 Has the time and energy to serve the Westside Central Office well. 

 Well-grounded in the A.A. Twelve Traditions, becoming familiar with the "A.A. Guidelines for 

Central or Intergroup Offices" from G.S.O., and becoming familiar with the principles and 

practices of the Westside Central Office 

 Informs A.A. groups and members of the available services and opportunities for service at the 

Westside Central Office 

 Maintains the Westside Central Office Frequently Asked Questions (F.A.Q.) form. 

 Elected in September by Third Legacy Procedure, as outlined in the A.A. Service Manual 

 Submits an itemized annual budget for the following calendar year, by no later than the date of 

the October Westside Central Office business meeting, to the Finance Committee Chair 

 Has right of participation, motion making, and voting 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 

Public Information Chair - 2 years continuous sobriety suggested – 2 year term 

 Has the time and energy to serve the Westside Central Office well. 

 Well-grounded in the A.A. Twelve Traditions, becoming familiar with the "A.A. Guidelines for 

Public Information" from G.S.O., and becoming familiar with the principles and practices of the 

Westside Central Office 

 Contacts Westside area school districts, doctors offices, other community organizations to set 

up presentations to inform the public of Alcoholics Anonymous 

 Coordinates and works closely with Oregon Area 58, Districts, and Intergroups 

 Submits an itemized annual budget for the following calendar year, by no later than the date of 

the October Westside Central Office business meeting, to the Finance Committee Chair 

 Elected in September by Third Legacy Procedure, as outlined in the A.A. Service Manual 

 Has right of participation, motion making, and voting 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 

Treatment Facilities Chair - 2 years continuous sobriety suggested – 2 year term 

 Has the time and energy to serve the Westside Central Office well. 

 Well-grounded in the A.A. Twelve Traditions, becoming familiar with the "A.A. Guidelines for 

Treatment Facilities Committees" from G.S.O., and becoming familiar with the principles and 

practices of the Westside Central Office 



 Contacts Westside area treatment facilities to assure that their needs are being met by 

Alcoholics Anonymous 

 Coordinates and works closely with Oregon Area 58, Districts, and Intergroups 

 Submits an itemized annual budget for the following calendar year, by no later than the date of 

the October Westside Central Office business meeting, to the Finance Committee Chair 

 Elected in September by Third Legacy Procedure, as outlined in the A.A. Service Manual 

 Has right of participation, motion making, and voting 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 

Cooperation with Professionals Community Chair - 2 years continuous sobriety suggested – 2 year term 

 Has the time and energy to serve the Westside Central Office well. 

 Well-grounded in the A.A. Twelve Traditions, becoming familiar with the "A.A. Guidelines for 

Cooperation with the Professional Community" from G.S.O., and becoming familiar with the 

principles and practices of the Westside Central Office 

 Reaches out to local fire stations, police stations, doctors offices, community organizations, and 

local business to set up presentations to the professionals community 

 Coordinates and works closely with Oregon Area 58, Districts, and Intergroups 

 Submits an itemized annual budget for the following calendar year, by no later than the date of 

the October Westside Central Office business meeting, to the Finance Committee Chair 

 Elected in September by Third Legacy Procedure, as outlined in the A.A. Service Manual 

 Has right of participation, motion making, and voting 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 

Corrections Chair - 2 years continuous sobriety suggested – 2 year term 

 Has the time and energy to serve the Westside Central Office well. 

 Well-grounded in the A.A. Twelve Traditions, becoming familiar with the "A.A. Guidelines for 

Corrections Committees" from G.S.O., and becoming familiar with the principles and practices of 

the Westside Central Office 

 Contacts Westside area corrections facilities to assure that their needs are being met by 

Alcoholics Anonymous 

 Coordinates and works closely with Oregon Area 58, Districts, and Intergroups 

 Submits an itemized annual budget for the following calendar year, by no later than the date of 

the October Westside Central Office business meeting, to the Finance Committee Chair 

 Elected in September by Third Legacy Procedure, as outlined in the A.A. Service Manual 

 Has right of participation, motion making, and voting 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 

Literature Chair - 2 years continuous sobriety suggested – 2 year term 



 Has the time and energy to serve the Westside Central Office well. 

 Well-grounded in the A.A. Twelve Traditions, becoming familiar with the "A.A. Guidelines for 

Literature Committees" from G.S.O., and becoming familiar with the principles and practices of 

the Westside Central Office 

 Reaches out to groups and districts on the Westside to provide literature 

 Maintains stock of the Westside Central Office literature, purchasing as needed 

 Coordinates purchases of literature by groups or districts through WCO website or WCO hotline 

 Submits an itemized annual budget for the following calendar year, by no later than the date of 

the October Westside Central Office business meeting, to the Finance Committee Chair 

 Elected in September by Third Legacy Procedure, as outlined in the A.A. Service Manual 

 Has right of participation, motion making, and voting 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 

Activities Chairperson – 2 years continuous sobriety suggested – 1 year term 

 Has the time and energy to serve the Westside Central Office well. 

 Well grounded in the Twelve Traditions and becoming familiar with the principles and practices 
of the Westside Central Office. 

 Brings suggestions for WCO-sponsored events to Co Reps for approval.  Quarterly WCO events 
are recommended: workshops on Sponsorship, Steps, Home Groups, etc… or “plain old ordinary 
whoopee parties”. 

 Holds WCO Activities Committee meetings as needed to host activities. 

 Works within the Activities budget to host activities. 

 Organizes volunteers to host activities. 

 Finds the facilities to host activities. 

 Prepares flyers for distribution to A.A. community for events; distributing to Co Reps, Outreach 
Committee, and other WCO trusted servants. 

 Posts dates/times of WCO activities to the Events Calendar on the WCO website and to the 
Events Calendar on the Area 58 website. 

 Submits an itemized annual budget for the following calendar year, by no later than the date of 

the October Westside Central Office business meeting, to the Finance Committee Chair 

 Elected in September by Third Legacy Procedure, as outlined in the A.A. Service Manual 

 Has right of participation, motion making, and voting 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 

Board of Directors – 2 year term 

 Directors are WCO trusted servants that serve on the Westside Central Office Board, act as the 

legal custodians of Westside Central Office, Inc. (an Oregon non-profit corporation), and oversee 

the day-to-day operations of Westside Central Office. 



 A minimum of three Directors are required to serve on the Westside Central Office Board of 

Directors 

 A maximum of seven Directors may serve on the Board at any one time.  

 Non-alcoholic Directors may serve on the Board provided that the Alcoholic Directors 

outnumber the Non-alcoholics by at least a 2/3 majority. For example, if there are 3 Directors, 

then no more than one Director may be a Non-alcoholic. 

 Suggested qualifications for Alcoholic Directors: 

o Minimum 4 years of continuous sobriety suggested 

o Have the time and energy to serve the Westside Central Office well. 

o Well grounded in the Twelve Traditions and becoming familiar with the principles and 
practices of the Westside Central Office. 

 
o Have some business or professional experience 
 

 Suggested qualifications for Non-alcoholic Directors: 

o Have the time and energy to serve the Westside Central Office well. 

o Have some business or professional experience 

o Have a demonstrated interest in Alcoholics Anonymous and some experience in working 

with A.A. and its members. 

 Directors are elected at the September Westside Central Office business meeting by the Co Reps 

and WCO trusted servants, using Third Legacy Procedure, as outlined in the A.A. Service Manual 

 After the Directors are elected, they shall organize themselves in accordance to the Westside 

Central Office Bylaws and appoint, at minimum, a President and a Secretary of Westside Central 

Office, Inc. Other Officer positions that the Directors may appoint include Vice President, 

Treasurer, and I.T. Committee Chair, as mentioned in Article 5 of the Bylaws. 

 Directors have right of participation, motion making, and voting at Westside Central Office 

business meetings. 

 

President – 1 year term 

 Note: President is an Officer of Westside Central Office, Inc. and is appointed by the Board of 

Directors. 

 President shall be a member of the Board of Directors (see also Board of Directors description 

above). 



 President shall present a monthly “Board” report at each Westside Central Office business 

meeting. 

 The President and Treasurer shall both be signers on the Westside Central Office’s bank 

account(s).  

 President shall concurrently serve as interim Treasurer if Treasurer position is vacant or if 

Treasurer is unable to serve for any reason.  

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 Please see Article 5 Section 6 in the Westside Central Office Bylaws for additional duties of 

President 

 

Vice President – 1 year term 

 Note: The Vice President is an Officer of Westside Central Office, Inc. and is appointed by the 
Board of Directors. 

 Vice President shall be a member of the Board of Directors (see also Board of Directors 

description above). 

 If President resigns or is unable to serve for any reason, the Vice President steps in and assumes 
President duties and responsibilities. 

 Please see Article 5 Section 7 in the Westside Central Office Bylaws for additional duties of Vice 
President 

 
Secretary (of the Board) – 1 year term 

 Note: The Secretary is an Officer of Westside Central Office, Inc. and is appointed by the Board 
of Directors.  

 Secretary shall be a member of the Board of Directors (see also Board of Directors description 

above). 

 Secretary shall record and keep minutes of all meetings of the Board of Directors. 

 Please see Article 5 Section 8 in the Westside Central Office Bylaws for additional duties of 
Secretary 

 
Treasurer - 1 year term 

 Note: The Treasurer is an Officer of Westside Central Office, Inc. and is appointed by the Board 
of Directors.   

 Treasurer shall be a member of the Board of Directors (see also Board of Directors description 

above). 

 Should have some business and/or accounting experience. 

 Should be organized enough to keep good records. 

 Attends monthly Westside Central Office business meeting. 

 Collects donations, in accordance to A.A. Tradition 7, and makes payment of approved 
budgetary expenses on an as needed basis. 

 Maintains the Westside Central Office bank account(s), balancing the statement each month. 

 The President and Treasurer shall both be signers on the Westside Central Office’s bank 
account(s).   



 Provides monthly report and budget balance at each monthly Westside Central Office business 
meeting. The monthly report shall include all budget balances for each WCO service position 
and operating expense.  

 Shall be in communication with WCO trusted servants involved in transacting funds. 

 Submits an itemized annual budget for the following calendar year, by no later than the date of 

the October Westside Central Office business meeting, to the Finance Committee Chair 

 Has right of participation, motion making, and voting 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 Please see Article 5 Section 9 of the Westside Central Office Bylaws for additional duties of the 

Treasurer 

 
I.T. Committee Chair – 1 year term 

 Note: The I.T. Committee Chair is an Officer of Westside Central Office, Inc. and is appointed by 
the Board of Directors.  

 Board of Directors shall solicit nominations for I.T. Committee Chair at the October WCO 
business meeting and shall announce the appointment at the November WCO business meeting 
(or at any subsequent WCO business meeting after the appointment is made). 

 Has the time and energy to serve the Westside Central Office well. 

 Well-grounded in the A.A. Twelve Traditions, becoming familiar with the "A.A. Guidelines for 

Internet" from G.S.O., and becoming familiar with the principles and practices of the Westside 

Central Office 

 Maintains the WCO website, email accounts, and telephone system. 

 Has access to a computer connected to the Internet 

 Has experience with web page design (preferably with Wordpress Software) 

 Submits an itemized annual budget for the following calendar year, by no later than the date of 

the October Westside Central Office business meeting, to the Finance Committee Chair 

 Has right of participation, motion making, and voting 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 

I.T. Committee Co-Chair – 1 year term 

 Note: The I.T. Committee Co-Chair is an Officer of Westside Central Office, Inc. and is appointed 
by the Board of Directors.  

 Board of Directors shall solicit nominations for I.T. Committee Co-Chair at the October WCO 
business meeting and shall announce the appointment at the November WCO business meeting 
(or at any subsequent WCO business meeting after the appointment is made). 

 Has the time and energy to serve the Westside Central Office well. 

 Well-grounded in the A.A. Twelve Traditions, becoming familiar with the "A.A. Guidelines for 

Internet" from G.S.O., and becoming familiar with the principles and practices of the Westside 

Central Office 



 Assists the I.T. Committee Chair with the WCO website, email accounts, and telephone system. 

 Has access to a computer connected to the Internet 

 Has experience with web page design (preferably with Wordpress Software) 

 If I.T. Committee Chair resigns or is unable to serve for any reason, the I.T. Committee Co-Chair 
steps in and assumes I.T. Committee Chair duties and responsibilities. 

 Has right of participation, motion making, and voting 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 

 

Newsletter Chair – 2 years continuous sobriety suggested – 1 year term 

 Has the time and energy to serve the Westside Central Office well. 

 Well-grounded in the A.A. Twelve Traditions and becoming familiar with the principles and 

practices of the Westside Central Office 

 Publishes the WCO monthly newsletter, Into Action! in pdf format 

 Suggested content for the newsletter include: Summary of the most recent WCO Business 

Meeting, List of A.A. Related Events, WCO Service Opportunities, and Contact Information for 

WCO 

 Emails newsletter to subscribers 

 Solicits articles for Into Action!  from the WCO Trusted Servants, Co-Reps, and A.A. Community 

 Submits an itemized annual budget for the following calendar year, by no later than the date of 

the October Westside Central Office business meeting, to the Finance Committee Chair 

 Elected in September by Third Legacy Procedure, as outlined in the A.A. Service Manual 

 Has right of participation, motion making, and voting 

 Failure to meet qualifications or report at/attend 2 consecutive Westside Central Office business 

meetings will result in an open position 

 

Note: Anyone attending the WCO business meeting in a capacity not listed above is welcome to observe 

the meeting, but does not have the right of participation, motion making or voting. 

 


