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ACADIANA AREA CENTRAL OFFICE, INC. 

 
BY-LAWS 

Revised October 19, 2008  
 

PREAMBLE 
In solemn affirmation of the letter and the spirit of the Twelve Steps and Twelve Traditions and placing all our 
activities under the guidance of a Higher Power, the various and several groups of Alcoholics Anonymous in 
the Acadiana Area have met to form a Central Office. These By-Laws and Constitution serve to fulfill our legal 
obligation as an incorporated association, but more importantly to serve as a guide for our successors. 
 
 

ARTICLE I 
NAME 

 
The name of this Association is the Acadiana Area Central Office, Inc., a non-profit corporation, referred to 
hereinafter as the Central Office. 
 
 

ARTICLE II 
PURPOSE 

 
Central Office is organized exclusively for charitable and educational purposes under section 501(c)(3) of the 
Internal Revenue Code, or corresponding section of any future federal tax code. 
 
The specific purposes of the Central Office are to: 
 
1. Maintain a central business office with paid/volunteer employees as a clearing house for Alcoholics 

Anonymous activities in the Acadiana Area. 
2. Safeguard the Twelve Traditions of Alcoholics Anonymous as the group conscience dictates. 
3. Support the local groups of the fellowship of Alcoholics Anonymous. 
4. Receive and disburse funds as necessary to meet the purposes and carry on the business of the Central 

Office.  
5. Perform any and all lawful acts deemed necessary by the Central Office Steering Committee in the 

conduct of its business and/or to meet its purposes.  
6. To serve and function as the communications center for the member groups with respect to matters of 

local area policy and interest.  
7. To conduct special events in accordance with and in the furtherance of these objectives. 
 
 

ARTICLE III 
OBJECTS EXCLUDED 

 
Specially excluded from the objects of the Central Office are:  
 
1. The operation and maintenance of a club or clubhouse. 
 
2. Any interference in the policies, procedures, and internal business at the local, district, area, national or 

international level of Alcoholics Anonymous since this is the function and responsibility of the General 
Service Office. 
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ARTICLE IV 
RESPONSIBILITIES OF CENTRAL OFFICE 

 
The Central Office is the business office of the Acadiana Area and is charged with the following 
responsibilities: 
 
1. Receive and disburse funds as necessary to: 
           a. Provide office space and equipment for a Central Office. 
           b. Provide a paid/volunteer office manager. 
           c. Supply literature and products pertaining to the recovery from the disease of alcoholism 
           d. Arrange speakers for civic organizations, schools, hospital, institutions, et cetera. 
           e. Assist new Alcoholics Anonymous groups in getting started. 
           f. Provide a list of Alcoholics Anonymous meetings, updated as deemed necessary by the CORs. 
           g. Provide a telephone answering service during non-business hours. 
           h.  Handle inquiries from newcomers, professional people, industry, institutions, and the news 
                        media, where applicable, referring inquiries to qualified people. 

i.  Provide confidential 12-step list for individuals taking phone calls for the answering service after 
 business hours. 

           j. Publish a monthly newsletter. 
 
2. To disburse no funds without the approval of the Central Office Representatives. However, the Central 

Office Representatives may give continuing approval to the Central Office Steering Committee for 
regular funds disbursement required by the Central Office, i.e., rent, utilities, telephone, literature, et 
cetera. Funds disbursement to meet requirements on an irregular basis in excess of $250.00, and regular 
funds disbursement which increase by $250.00 or more, must first be approved by a majority vote of the 
Central Office Representatives at a regular monthly meeting. 

 
3.  The hours of operation for Central Office will be set by a majority vote of the Central Office 

Representatives. Time not filled by the Office Manager may be worked by volunteers from Member 
Groups. When no one is available to work, the office will remain closed, unless the Central Office 
Representatives by a majority vote increase the pay and/or hours of the Office Manager. 

 
 

ARTICLE V 
MEMBERSHIP ELIGIBILITY 

 
Membership eligibility includes any group registered with the General Service Office in New York and located 
in the following parishes: Acadia, Evangeline, Iberia, Lafayette, St. Landry, St. Martin, St. Mary and Vermillion 
 

 
ARTICLE VI 

MEMBERSHIP 
 
In order for an eligible group to be a member it shall 
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1. Submit in writing the names of its elected Central Office Representative and/or alternate Central Office 
Representative, listing of the dates and times and locations of its meetings and its willingness to accept 
12-Step calls. 

2. Be represented by its Central Office Representative and/or alternate Central Office Representative at the 
            Central Office Representative monthly membership meeting. 
 

 
 

ARTICLE VII 
CENTRAL OFFICE REPRESENTATIVES 

 
l.      The group Central Office Representative and Alternate Central Office Representative shall faithfully 

              reflect the "group conscience" and shall act as a liaison between his or her group and the Central Office 
              in the following manner:  
 

a. He or she shall be a member of the group he or she represents. 
            b. He or she should attend all Central Office Representative meetings. 
            c. He or she communicates to his group the activities, growth and current problems of the C.O. 

d. Normally he or she is expected to vote and act for his or her group at each Central Office 
Representative meeting without consulting the group on every issue. However, when it is 
necessary for him or her to know the feelings of his or her group on particular problems, he or 
she shall ask his or her group chairperson to call a business meeting of the group in order to 
discuss the issue which is pending. 

 The Central Office Representative is a "trusted servant" who shall be governed by the principles 
of Tradition Two and Concept III of the 12 Concepts of World Services. Concept lll, states, in 
part, "we ought to trust our responsible leaders to decide, within the understood framework of 
their duties, how they will interpret and apply their own authority and responsibility to each 
particular problem or situation as it arises." Additionally, the "right of decision" should not be 
used for "persistently failing to consult those who are entitled to be consulted before an 
important decision or action is taken." 

e. From time to time he or she will be asked to recruit volunteers from his or her group for 12th Step 
work and to perform committee work at the Central Office. 

f. He or she can expect to perform any other services of this nature which relate to his or her office. 
g. To remind the treasurer of his/her group about the suggested Alcoholics Anonymous support 

system to constitute Alcoholics Anonymous’ essential services. 
2. Everything covered in this Article relates equally to the Alternate who performs for the Central Office 
           Representative in the Central Office Representative's absence. 
 

 
ARTICLE VIII 

CENTRAL OFFICE STEERING COMMITTEE 
 
The Central Office Steering Committee shall consist of the Chairperson, Vice-Chairperson, Secretary, Treasurer 
and three Members-at-Large. The Steering Committee officers are "trusted servants" who shall he governed by 
the principles of Tradition Two and Concept III of the 12 Concepts of World Services. Concept III, states, in 
part, "we ought to trust our responsible leaders to decide, within the understood framework of their duties, how 
they will interpret and apply their own authority and responsibility to each particular problem or situation as it 
arises." Additionally, the "right of decision" should not be used for "persistently failing to consult those who are 
entitled to be consulted before an important decision or action is taken." 
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1.         The CHAIRPERSON is responsible for: 
a. Attending all Central Office Steering Committee meetings and Central Office Representative 
            meetings. 
b. Conducting Central Office Steering Committee meetings and Central Office Representative 
             meetings. 
c. Appointing committees, other than standing committees, as necessary to carry out the business 
            of the Central Office. 
d. Overseeing all activities of the Central Office Steering Committee and the Central Office  
            Representatives. 
e. Supervising the day-to-day activities of the Central Office and its paid employee(s). (See  
            “Central Office Manager Job Description”) 
f. Being a co-signatory on all financial disbursements, along with either the Treasurer or Secretary. 

 
2. The VICE-CHAIRPERSON is responsible for: 

a. Attending all Central Office Steering Committee meetings and Central Office Representative 
meetings. 

b. Assisting the Chairperson and, in his/her absence, to serve as Chairperson. 
 

3. The SECRETARY is responsible for: 
a. Attending all Central Office Steering Committee meetings and Central Office Representative  
            meetings, 
b. Recording minutes of the Central Office Steering Committee meetings and the Central Office  
            Representative meetings and presenting those minutes at their respective following meetings. 
c. Initiating any correspondence the Central Office Steering Committee may require. 
d.         Being available to serve as co-signatory on financial disbursements when either the Chairperson 
            or Treasurer is unavailable. 
 

4. The TREASURER is responsible for: 
a. Attending all Central Office Steering Committee meetings and Central Office Representative  
            meetings. 
b. Reviewing records of all funds received and disbursed through Central Office and reporting to  
            the Central Office Steering Committee and Central Office Representatives whether those records  
            are accurate and complete. 
c. Obtaining from Central Office a monthly written financial statement of all accounts, reviewing it  
             for accuracy and suggesting revisions, and presenting it at each monthly Central Office Steering 
             Committee and Central Office Representatives meeting. 
d. Assuring all funds are disbursed by check. 
e. Being a co-signatory on all financial disbursements along with either the Chairperson or  
            Secretary. 

 
5. The MEMBER-AT-LARGE is responsible for: 
           a. Attending all Central Office Steering Committee meetings and Central Office Representative 
                        meetings. 
           b. Serving as chairperson of one of the Standing Committees of the Central Office. 

 
6. Any officer may resign at any time by submitting a written resignation to the Central Office 

Representatives. 
 
7. Any officer may be removed from office by a two-thirds vote of the members present and voting at a 
            monthly Central Office Representative meeting, provided that the motion for removal was presented and 
            seconded at the previous monthly meeting. 
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8. Any officer will automatically be removed from office if that officer ceases to maintain sobriety. 
 
9. In the event of a vacancy in the Chairperson position, the Vice-Chair shall succeed to the Chair. Any 

other Steering Committee vacancy shall be filled by the election of a qualified member, chosen from 
those nominated, by majority vote of the CORs present and voting at the next regular COR meeting 
following announcement of the vacancy. 

 
10. No officer of the Central Office Steering Committee shall receive, either directly or indirectly, any 

compensation for serving as an officer. However, the Central Office Representatives may approve 
reimbursement of expenses incurred in the discharge of an officer's assigned duties. 

 
11. The Steering Committee shall he responsible for establishment and maintenance of a Prudent Reserve 

Account. Any monies held to be in excess of the Operating Budget shall be placed in the Prudent 
Reserve. It shall be the duty of the Chairperson to supervise the transfer of this excess when it becomes 
available. Withdrawals may be made under the supervision of the Chairperson from the Prudent Reserve 
to maintain the approved monthly Operating Budget. Additional withdrawals required for special needs 
amounting to $250.00 or less must first be approved by a 2/3 vote of the Steering Committee, or if 
greater than $250.00 by a 2/3 vote of the Central Office Representatives at their regular monthly 
meeting. 

 
12. It is the duty of the Steering Committee to hire a Central Office Manager and to supervise, and 

periodically review, his/her job performance. 
 

 
ARTICLE IX 

ELECTION OF OFFICERS 
 
Election of officers to the Central Office Steering Committee shall be conducted each year in an alternating 
pattern as follows: For Chairperson, Secretary and the Member-At-Large (Activities Chairperson) in even 
numbered years; for Vice-Chair, Treasurer and two Members-At-Large (Communications Chairperson and 
Contact Chairperson) in odd numbered years. All officers will serve a period of two (2) years from June 1st  
through May 31st.  
 
l. The Chairperson shall appoint an Elections Committee at the regular February Central Office 

Representative meeting. This committee will be comprised of no less than three (3) Central Office 
Representatives. 

2. The Elections Committee will accept nominations from Alcoholics Anonymous members for the offices 
            of the Central Office Steering Committee at the regular March Central Office Representative meeting. 
3. The following qualifications must be met in order for a person to be nominated for office on the Central  
            Office Steering Committee: 

a. CHAIRPERSON - Previously a member of the Central Office Steering Committee and have at 
           least two years of continuous sobriety. 

            b. VICE-CHAIRPERSON –have at least two years of continuous sobriety. 
            c. SECRETARY –have at least two years of continuous sobriety.  
            d. TREASURER –have at least two years of continuous sobriety. 
            e. MEMBER-AT-LARGE (3) –have at least two years of continuous sobriety. 

 
4. The nominations will be closed and announced at the March Central Office Representative meeting and 

an official ballot will be included in the April Newsletter. 
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5. Each member Alcoholics Anonymous group is entitled to one vote for each office on the Central Office 
           Steering Committee. 
6. The ballots will be submitted to and tabulated by the Elections Committee at the regular April Central 
           Office Representatives meeting. The results of the election will be announced by the Elections 
           Committee at that meeting. 
7. There will be no proxy voting. 
8. The newly elected officers will take office at the regular June Central Office Representative meeting. 
9.         A Nominee for any Steering Committee position is not eligible if that 
            person has already served in the same position for a full-term previously – 
            unless there are no other nominees for that position. 
 

 
ARTICLE X 
HISTORIAN 

 
The HISTORIAN shall be responsible for the documentation of all significant events of the Central Office and 
serve as custodian of all records of historical value. 
 
1. The Historian is not a member of the Central Office Steering Committee. 
2. The Historian may serve as a Central Office Representative for his or her group while in this position. 
3. The Historian must have at least one year of continuous sobriety. 
4. The Historian shall be elected in the same manner as officers of the Central Office Steering Committee 
            and his/her term of office shall be two years. 
 
 

ARTICLE XI 
MEMBERSHIP MEETINGS 

 
Membership (COR) meetings will be held monthly at a time and place designated by the Chairperson of the 
Central Office Steering Committee. The Office Manager will notify all officers and members of the meeting 
time and place. 
 
1. The order of business (Agenda) at membership meetings will be: 
           a. Roll call or Introductions and a report by the secretary to the Chairperson of the number of 
                        members present. 
           b. Reading of the minutes of the preceding membership meeting.  
           c. Treasurer's report. 
           d. Central Office Manager's report. 
           e. Committee reports. (Includes District Liaison reports) 
           f. Old business. 
           g. New business. 
           h. Announcements 
           i. Lord's Prayer and adjournment. 

 
2. Voting on the issues before the Central Office Representatives is limited to one vote for each member 

Alcoholics Anonymous group represented. 
3. There will be no proxy voting. 
4. No person under the influence of alcohol will he allowed to participate in any Central Office meeting. 
5. The agenda is to be made by the Central Office Chairperson following the Steering Committee meeting  
            and made public to the fellowship in the Plug-in-the-Jug newsletter at least one week prior to the Central 
           Office Representative meeting. 
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6. Anyone wishing to place something on the agenda must present it to the Central Office or the 

Chairperson in writing by the last Monday of the month before the Central Office Representative 
meeting. 

 
7. Members of the Steering Committee (Officers) are not allowed to vote as Officers on any motion or 

agenda item brought before the Central Office Representatives for a vote. However, any member 
(including an Officer) may cast a vote as the duly authorized Central Office Representative or Alternate 
COR for his/her home group. In addition, the Chairperson may cast a tie-breaking vote on the first 
ballot. 

 
         ARTICLE XII 

FINANCIAL SUPPORT OF CENTRAL OFFICE 
 
1. The activities of the Central Office will be financially supported by funds contributed by member 
           Alcoholics Anonymous Groups, fundraising activities, and profits realized from the retail sales by the 
           Central Office. 
 
2. Alcoholics Anonymous members may make voluntary contributions provided such contributions fall 

within the 12 Traditions of Alcoholics Anonymous and do not exceed General Service Conference 
limits. 

 
3. Any change in the prices of books, literature, chips, etc., must first be approved by majority vote of the 

Central Office Representatives present and voting at their regular monthly meeting. 
 

 
ARTICLE XIII 

SALARIES 
 
Compensation for services rendered will only be awarded to the Office Manager of the Central Office. 
 
1. Compensation will be paid in the form of a salary or hourly rate in an amount fixed by the Central 

Office Representatives and reviewed annually by the Central Office Steering Committee. 
2. Anonymity - All salaried employees shall zealously guard the anonymity of all members of Alcoholics 

Anonymous and shall never under any circumstances break any member's anonymity unless directly 
authorized to do so by such individual. 

 
 

ARTICLE XIV 
STANDING COMMITTEES/SUBCOMMITTEES 

 
1. There shall be three (3) Standing Committees, each chaired  by a 
    Member-At-Large of the Steering Committee, consisting of          
 
 A.  Activities – is responsible for planning, supervising and  
                  conducting all Central Office events. 
            B.  Contact – to assure that member groups have access to Central 
                 Office information and to serve as a liaison to the groups. 
 C.  Communication – is charged with publishing and distributing the 
       monthly Plug-in-Jug newsletter and oversight of the Central    
                  Office Website. 
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                  1.  There shall be one (1) Standing Subcommittee attached to the  
                       Communication Committee whose Chair shall be appointed by   
                       the Central Office Chairperson and approved by majority vote   
                       of the CORs. 
                       a. The Web Subcommittee – is responsible for maintaining and  
                            updating the Central Office Website and assuring that the   
                            content and operation of the site conforms to the policies and   
                            guidelines established for same. 
      (See “Official Website Guidelines”)                              
                             b. In addition, it shall be the responsibility of the Web 
                            Subcommittee to establish and oversee a Central Office 
                            Computer Use Policy and enact guidelines to define that policy 
                            and assure it is adhered to. 
 
2.  The following guidelines shall apply to the above committees/subcommittees:    
 
 A.   Members will be appointed by each committee/subcommittee  
                   chairperson. 
            B.  The scheduled locations and times of meetings will be published in  
                  the newsletter and announced at COR meetings. 
            C.  Chairpersons shall assure that a report on the work of the 
                  committee is made at each monthly Steering Committee and COR  
                  membership meeting. 
            D.  Central Office activities must be brought before the Steering    
                 Committee for approval before event arrangements are finalized. 
            E.  All expenses must be approved in advance by the Steering  
                  Committee; amounts in excess of $250.00 also require  
                  approval by a majority of the COR’s voting at a regularly  
                  scheduled membership meeting. 
            F.  Additional policy guidelines to be observed in the conduct of  
                  committee business may be established from time to time by the  
                  Steering Committee and/or the CORs. 
 
 

ARTICLE XV 
AMENDMENTS 

 
 

Amendments to these By-Laws may be made by an affirmative vote of two-thirds of the Central Office 
Representatives membership, present and voting, provided the amendment was proposed for consideration at  
the previous regular monthly Central Office Representative meeting. 
 
 

ARTICLE  XVI 
DISSOLUTION CLAUSE 

 
Upon the dissolution of this organization, assets shall be distributed only for exempt purposes within the 
meaning of section 501(c)(3) of the Internal Revenue Code, or corresponding section of any future federal tax 
code, or shall be distributed to the federal government, or to a state or local government, for a public purpose.  
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ARTICLE XVII 

EFFECTIVE DATE 
 

The effective date of these By-Laws of the Acadiana Area Central Office of Alcoholics Anonymous,  
as revised and amended, shall be October 19, 2008. 

 
 
 

SIGNED:   ___________________________________________ 
    CHAIRPERSON 
 
 
    ___________________________________________ 
    VICE-CHAIRPERSON 
 
 
    ___________________________________________ 
    SECRETARY 
 
 
    ___________________________________________ 
    TREASURER 
 
 
    ___________________________________________ 
    MEMBER-AT-LARGE: ACTIVITIES 
 
 
    ___________________________________________ 
    MEMBER-AT-LARGE: CONTACT 
 
 
    ___________________________________________ 
    MEMBER-AT-LARGE: COMMUNICATIONS 
 

 
 

Greg C. (Signature on File) 

Aaron G. (Signature on File) 

Ruth E. (Signature on File) 

Jody H. (Signature on File) 

Richard H. (Signature on File) 

Dennett R. (Signature on File) 

Ken L. (Signature on File) 
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ACADIANA CENTRAL OFFICE  
JOB DESCRIPTION FOR 

CENTRAL OFFICE MANAGER 
 

GENERAL 
 

1. The Central Office Manager is the focal point of A.A. contact and communication for the Acadiana 
Central Office, and must be responsive to the needs of A.A. groups and members. The manager functions 
under the direct guidance and supervision of the Central Office Steering Committee Chairman, and the 
general supervision of the currently elected Steering Committee, under the authority of the Acadiana Central 
Office By-Laws. Central Office Manager activities are: coordinated by each Steering Committee member 
as the activities relate to his/her elected area of responsibility; and directed by the Chairman or the Steering 
Committee as a whole, under policies established by the Central Office Representatives (CORs). 

 

2. The Manager must have ability to effectively represent area A.A. groups as primary point of contact for 
outside agencies seeking general information about A.A. These include the media, schools, churches, 
industry, and professionals including those working in the field of alcoholic rehabilitation. 

 

3. The nature of the position is such that working hours may be flexible. However, the Manager will regularly 
schedule staff in-office work hours each week, and coordinate the work of volunteers during the remaining 
hours each week, so that service at the Central Office is available in-person approximately 49 hours per 
week (8:30 am to 5:30 pm Mondays – Fridays, and 8:30 am to 12:30 pm Saturdays). 

 

4. Any applicant for employment must be willing to submit to a background verification check. 
 

5. Any new employee will be subject to a standard 90-day probationary period. 
 

SALARY 
 

The salary will be determined based on previous experience, hours worked, and duties performed. Standard 
taxes will be applied. The manager will receive an Annual Performance Evaluation from the Steering 
Committee and then may be considered for a salary increase by a majority vote of the CORs. 
 

REQUIRED QUALIFICATION 
 

• Membership in Alcoholics Anonymous. 
 

DESIRED QUALIFICATIONS 
 

• A minimum of 5 years of continuous sobriety is desired but not required. 
 

• Familiarity with group service as secretary, treasurer, or Central Office (Intergroup) Representative. 
 

• Experience with general office management functions, including record keeping, preparation of 
correspondence, filing, and typing. 

 

• Ability to perform basic operations on a personal computer. Must demonstrate some proficiency in 
Microsoft Word, Excel, Internet Browsing, and E-Mail operations. 

 

• Experience with general financial functions, including maintenance of checking and savings account 
records, simple bookkeeping, experience with QuickBooks financial software, and preparation of regular 
financial statements.  

 

• Familiarity with the A.A. structure, ranging from the home group to the General Service Office (GSO), and 
familiarity with Central Office (Intergroup), District, and Area functions, relations and operations. 

 

• Familiarity with the A.A. Service Manual, Twelve Concepts of AA Service, and A.A. Guidelines for Central 
or Intergroup Offices (see http://www.alcoholics-anonymous.org). 

 

• Willingness to be of service to the A.A. Fellowship according to principles outlined in the Twelve Steps and 
Twelve Traditions of Alcoholics Anonymous. 

 



OVERVIEW OF DUTIES 
 

1. Maintain the Central Office Facility following procedures described in the A.A. Guidelines for Central 
or Intergroup Offices. 

 

2. Receive and process all calls for help or inquiries concerning A.A. while greeting all visitors and phone 
callers with a pleasant and helpful attitude. 

 

3. Maintain such logs and records necessary for effective operations. 
 

4. Ensure that the office is staffed with well-trained, experienced and competent volunteers, and maintain a 
roster and schedule of these volunteers. 

 

5. Provide for needed telephone and email communications for the office, and ensure that telephone 
communications are maintained 24 hours a day, seven days a week, by coordinating telephone coverage 
after hours and on weekends with a contracted telephone answering service. 

 

6. Maintain an up-to-date Twelfth Step List in the office, and at the answering service, so that Twelfth Step 
service is available when required. 

 

7. Coordinate the exchange of information on A.A. matters between groups and members. 
 

8. Cooperate with A.A.'s friends in the professional community in matters concerning the suffering 
alcoholic. Receive requests for assistance from the following: Public Information, Hospitals, Treatment 
Facilities, Corrections, and Cooperation with the Professional Community (CPC). Pass these requests to 
the appropriate Chairman of that Area Committee. 

 

9. Maintain an up-to-date schedule of A.A. meetings within the Greater Acadiana Area and make sufficient 
copies available for groups and members. Post changes on the Master List for office use between 
printings. 

 

10. Maintain a display of books and pamphlets representative of those items available for purchase. 
 

11. Maintain a stock of books and literature for groups and others to purchase in quantity. Maintenance of 
this book inventory will require processing orders from groups, ordering from A.A. World Services 
(AAWS), receipt of material from shippers, stocking the shelves, and packaging group orders. 

 

12. Ensure that the physical office space, bulletin boards, restroom, and book room are kept neat and clean. 
 

13. Be responsible for maintaining the following bank accounts: 
 

• Acadiana Central Office Checking Account. 
• Acadiana Central Office Prudent Reserve Account. 

 

14. Ensure that all bills and financial obligations are met each month by preparing checks to be signed by 
the Treasurer and Chair, submitting payments, and keeping adequate records of all financial 
transactions.  

 

15. Maintain adequate records to prepare the following Financial reports:  
 

• An informal weekly report of financial transactions, prepared for the Treasurer and Chair. 
• A formal monthly financial report of Central Office operations, prepared for the COR’s. 
• A formal annual financial report of Central Office operations, prepared for the COR’s. 
• A monthly State and Local Tax report, as well as annual Federal, State and Local Tax reports or 

filings, as needed (or provide to a CPA the necessary data to submit the reports). 
 

16. Advise the Chairman of any matter requiring action or decision before the next COR Meeting. 
 

17. Attend all regular COR meetings (and attend Steering Committee meetings, when invited to discuss 
specific CO business) to report on the status of the Central Office.  

 

18. Operate the Central Office in the spirit of service as reflected in the Twelve Steps and Twelve Traditions 
of Alcoholics Anonymous. 

 
(Additional daily and weekly duties will be provided as needed.) 



Guidelines for the Official Website 

of the Acadiana Area Central Office, Inc. 

 

Purpose 

The purpose of this Website (The Official Website of the Acadiana Area Central Office) 
is to assist the Alcoholics Anonymous groups of the Acadiana Area to carry the message 
of Alcoholics Anonymous and to help the still-suffering alcoholic establish direct, face to 
face, contact with Alcoholics Anonymous.  

In that effort we may also publish other information which may be deemed useful by our 
member groups and their individual members. The pages within this site and links to 
other websites shall generally consist of “conference-approved” content with the intent of 
“broadening the scope” of this site.  However, in keeping with the practice established by 
A.A.W.S., Inc., we shall confine “our links to known A.A. service entities” (and 
incorporate “a mandatory exit from our site. The mandatory exit applies… when 
someone wishes to activate any of the links we have included on our site. Additionally, 
we post a prominent notice to that effect.”) 

A printed version of the information being displayed on the Website shall be maintained 
by the Chairperson of the Web Subcommittee and will be available for inspection and 
review by interested persons at the Central Office at all times. 

Organization 

The Acadiana Area Central Office (AACO) Website shall be registered with Go-Daddy, 
which offers domain registration on the Internet, as  aa-acadiana.org . 

The Website will be hosted as a Starter Package at “101 Internet” on a monthly fee basis. 
The Acadiana Central Office Chairperson shall be the named owner of the domain 
registration. The billing contact shall be the Central Office Treasurer. 

The technical contact with Go-Daddy, 101-Internet and our internet service provider 
(ISP) will be the designated/appointed Webservant. The account(s) with these entities 
will be held in the name of the Central Office Chairperson who, as Web Administrator, 
has direct control over technical access to the site.  

It will be the responsibility of the Central Office Chairperson, individually or through a 
duly appointed Web Committee Chairperson, to shop for the best price for services 
provided to enable our Website to exist and to insure that the site is self-supported by the 
Central Office.  



 

Organizationally, the Web Committee (or Subcommittee) derives its authority and 
responsibility from the Acadiana Area Central Office, as follows: 

1) The AACO has a Web Subcommittee which has direct oversight of the Official 
Central Office Website. 

2) The Chairperson of the Web Subcommittee is appointed by the Central Office  
Chairperson and approved by majority vote the Central Office Representatives  and holds 
primary authority and responsibility for the oversight of the Website. Policy, as well as 
operational oversight, is established by the Steering Committee and the Central Office 
Representatives in accordance with our By-Laws. The Web Subcommittee Chairperson is 
not a (voting) member of the Steering Committee, but is encouraged to attend its 
meetings, and shall report on the subcommittee’s activities at all monthly COR meetings. 

 3) The chairperson of this subcommittee is responsible for the day to day management 
and implementation of established Central Office website procedures and policies 
including adherence to the Central Office By-Laws and Website Guidelines, the Twelve 
Traditions, AAWS website guidelines and the principles of Alcoholics Anonymous. 

 4) The chairperson of the Web Subcommittee shall designate two (2) members of 
Alcoholics Anonymous to serve on the subcommittee with him/her, one of whom will be 
the Webservant who will be given primary responsibility for maintenance of the website. 
Such  maintenance requires updating information and implementing changes in the 
presentation of the information posted on our website.  

5) To provide security and to assure informational integrity, access to the website for the 
purpose of posting and updating data and correcting mistakes and unauthorized changes 
on the site shall be limited to three (3) people in addition to the Web Administrator 
(Central Office Chairperson), each of whom must be competent to perform these tasks. 
These three persons shall ordinarily be: 

 a. The Webservant – appointed by the Web Subcommittee Chairperson 

 b. The Web Subcommittee Chairperson – named by the Central Office 

     Chairperson and approved by vote of the CORs  and, 

 c. The Communication Committee Chairperson – elected by the CORs 

6) The Web Subcommittee handles the daily business of the Website including e-mail, 
requests for information, and submissions for inclusion on the site, etc. All changes to the 
Website must have prior unanimous approval of the Subcommittee or be approved by 
vote of the CORs. 



 

 

7) Each person authorized to make changes to the website shall have full, equal technical 
access to the site. Unilateral action taken regarding the Website, without prior unanimous 
approval of the Subcommittee or a majority of the voting CORs, may result in removal of 
the member's access to the Website. 

 

Financial Considerations 

It shall be responsibility of the Chairperson of the Web Subcommittee to monitor and 
record all expenses actually incurred in the maintenance and operation of the Website.  
All expenses must be approved in advance by the Steering Committee; amounts in excess 
of $250.00 also require approval by a majority vote of the COR’s. 

 

Revisions 

These guidelines may be revised upon approval of the Central Office Representatives 
voting at a regularly scheduled COR (membership) meeting.  

 




