I. PREAMBLE

ORDER OF PROCEDURES
Operation of the Central Ohio Group Fellowship,. Inc

Amended August, 2006

A. These ORDERS OF PROCEDURES are established to:

1.

2.

3.

Assure that the CENTRAL OHIO GROUP FELLOWSHIP (CQGiperates within
the guidelines established by the membership.

Prescribe the Committees and working groups redumeaccomplish the details of
COGEF activities.

Provide for the flexibility required by the day-tiay operation of the business office.

B. The ORDERS OF PROCEDURES supplement the BY-LAW$ef COGF as adopted by the
membership of July 27, 1967, as subsequently andendéey supersede all previously issued
ORDERS OF PROCEDURES for the operation of the @&fhio Group Fellowship.

[I.  CENTRAL OFFICE

A. The Central office is established as the “hub’hef &ctivities of member Groups and members in
pursuing the purposes of the COGF as prescribatieoy-Laws. The facilities and services of
the Central office shall always be equally avagatiol all member Groups.

B. In addition to providing the service prescribedAirticle | — Section F of the By-Laws, the
Central Office, under the guidance of the Stee@ogmittee will:

1.

Provide physical facilities to promote a more sythptic atmosphere for new people,
to eliminate distractions which might influence #féiciency of office personnel and to
expedite the general purpose for which the Offies established.

Make space available for special group meetingd, fan meetings of committees in
furtherance of A.A. activities.

Maintain equipment and literature for disseminatanA.A. information, and such
other items necessary for the good of the fellopushi

Make the facilities and services of the Centrali€@ffavailable to all reasonable
activities of the Area General Service Committeejuding the publication of General
Service information in the Newsletter.

Provide a repository for the Permanent Record ef GDGF, and the archives of the
Fellowship and member groups.

Receive calls from organizations and activitiessimlg of the A.A. community
requesting public information services and proydsitive response to these calls.

Provide all reasonable times to an active membeA.&f at the Central office to
counsel in the affairs of Alcoholics Anonymous.
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1. OFFICE MANAGER

In addition to the duties prescribed in the BY-LAWH Office Manager or Interim Office Manager
will:

A. See that the responsibilities of the Central officescribed above are accomplished in a business
like manner.

B. Maintain a literature fund from which AA literatusgill be obtained and made available for
resale to the Groups and individuals. The amofilitepature inventory maintained will be at the
discretion of the Office Manager, as governed lgySteering Committee. The primary source of
this literature will be AA World Services. Seconglaources such as Hazelden, Inc., SMT Guild,
Street Printing Co., etc. may be used the concoerefthe Steering Committee.

C. Receive, receipt for, and deposits to the COGF watsp as an agent for the Treasurer, monies
from Groups, individuals, or other sources, conimthe Central Office.

D. Receive hillings for the operations of Central €dfi validate their accuracy, and prepare checks
as an agent for the Treasurer for their paymeihie @ffice Manager may effect minor purchases
(usually $500.00 or less) for items necessary stasn the daily operations of the office. These
minor purchases, paid for by cash will be apprdplyeentered in the financial ledger. Purchases
exceeding $500.00, unless expressly approved dsopahe annual operating budget, shall
require the approval of the Board. In cases whemroval of expenditures cannot wait until a
Board Meeting and the amount in question is less t§1,500.00, interim approval may be
granted by consensus of the Steering Committeeh Bilerim approval is always subject to the
final approval of the Advisory Board.

E. Cooperate with the Newsletter Editor to assure thhtnews of interest is available for
publication, and to make available the facilitiesemuipment of the Office to print and distribute
the Newsletter. If the Newsletter Editor is someother than the Office Manager, in accordance
with Article IX of the COGF By-laws, the Office Manager shall seagehat person’s supervisor
as would be the case for the Office Manager witjare to all other employees of COGF.

F. Maintain liaison with each Officer of the AdvisoBpard, and with each Committee Chairperson
to report needs of the Office, matters of intefemin member Groups and members, and other
matters as indicated to assure a smooth runningie responsive to their needs.

G. Present to the Steering Committee, in cooperatitimtive Treasurer and the Finance Committee,
prior to the first meeting of the Advisory BoardCantral Office budget for the coming year.

H. Have the authority, with the approval of the StegiCommittee, to hire, evaluate and discharge
personnel to effectively staff the Central Officka the hiring of personnel, however, he/she will
hire active members of AA unless the required skidire not available within the AA
Membership.

I. Designate an Assistant Office Manager to work ahdimes as may be necessary to assure that
an active AA member is available at the Centraligeffat all hours during which the Office is
open (except periodic brief periods when the Offidanager may be elsewhere in the
performance of his/her duties).
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J. Maintain current written Job Descriptions for alDGF paid employees. The Office Manager is
also responsible to review the applicable Job Detson with each new employee as a part of
that employee’s orientation, and to maintain a eijropy of each Job Description in the
appropriate Personnel File. Amendments to Jobemns should be completed in writing by
the Office Manager, and are subject to the reviedvapproval of the Steering Committee.

K. Maintain current written Employee Guidelines, amdiew these Guidelines with each new
employee as part of that employee’s orientatiorioder Amendments to employee Guidelines
should be completed in writing by the Office Managed are subject to the review and approval
of the Advisory Board. In instances where inteapproval is required between Board meetings,
such approval may be granted by the Steering Camenisubject to the final approval of the
Advisory Board.

L. Shall annually conduct Employee Performance Reviewwshe purpose of the Performance
Review is to assess employee progress and prolaedto give the employee the opportunity to
express concerns and recommend changes to theQffienager and Steering Committee. The
review process and format shall be conducted iman@r prescribed by the Steering Committee.
Performance Reviews shall be discussed with eaichgmaployee, signed as acknowledgement
by the Office Manager and Employee. A copy shalhimintained in the appropriate individual
personnel file.

M. For distribution to member Groups a bulletin or@mcement shall be from members of member
Groups of AA holding an event for members of AAtthanefits the primary purpose of AA as
defined in Tradition #5.

IV. PERSONNEL
A. Office Manager

1. Salary: Negotiated annually with Steering Committeesed on an Annual Performance
Review conducted by the Advisory Board Chairpeiod the Steering Committee.

2. Vacation and sick leave is authorized as specifigtie approved Employee Guidelines.

3. The Office Manager will arrange for a suitable emg@ment during the vacation period.

B. Assistant Office Manger

1. Salary: Negotiated annually with the Office Managand approved by the Steering
Committee based on an Annual Performance Revievdwmied by the Advisory Board
Chairperson and the Steering Commiftee.

2. Vacation and sick leave is authorized as specifigtie approved Employee Guidelines.

3. The Office Manager will arrange for a suitable emg@ment during the vacation period.

C. Other

1. COGF employees will be paid at a scale comparaltleat prevailing in the local area for the
applicable skills. Such pay scales will be revidvamnually by the Steering Committee and
are subject to the final approval of the AdvisomyalBd. In no case will COGF employees be
paid less than the prevailing minimum wage as pitesd by law.

2. Vacation and sick leave is authorized as specifigtie approved Employee Guidelines.
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VIl. COMMITTEES

GENERAL GUIDELINES: Committee Chairpersons are apsal by the Chairperson of the Board at
his/her pleasure. Such an appointed Chairpersahrgit serve in the same position during the mes,
a term being that of the term of Officer as desdiim Article IV, Paragraph B of the By-laws.

1. It is suggested that COGF Committees observe thigé ep cooperation without affiliation
when a parallel committee is operational within hrea 53 General Service structure, or
within other local Intergroups.

2. Committee Chairpersons shall attend all regular araibers meetings of the Advisory
Board. They shall also follow the same attendajuidelines as the advisors as specified in
the COGF By-laws, Article VI, Paragraph G.

3. All Committees holding COGF events shall be reqlite receive Advisory Board approval
prior to the event and shall submit a financiatesteent at the next Advisory Board meeting
following the vent.

A. STEERING COMMITTEE (3 members)

1. The Steering Committee shall be comprised of thmegnbers, in addition to the COGF
Office Manager and the COGF Advisory Board Chasparserving as Ex-officio members.

2. Oversees the operation of Central office by cagyn the duties prescribed in these Orders
of Procedures, and by serving as an operating gbefigre which the Office Manager can
bring items requiring attention that cannot waitiluan Advisory Board meeting. In such
special instances, decisions made by the Steeriogpn@ittee are subject to the final
ratification of the Advisory Board.

3. Works with the Membership Committee and Service @itiee to contact member Groups
and determine their desires concerning the acs/itf COGF.

4. Receives suggestions from the membership for ptatsem to the Advisory Board.
B. NOMINATING COMMITTEE
1. Receives throughout the year all recommendationadpointments and nominations.
2. Investigates the potential nominees as to:
a. Qualification per By-laws
b. Probable ability
c. Availability

3. Reports nominees to the membership at election tméo the Chairperson in case of
vacancies requiring an appointment.
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C. SERVICE COMMITTEE (Minimum of 4 members)

1. Reviews and maintains the 12 Step Call list at @émtffice for the purpose of providing
contact to those who ask for our help. Once par,y& as needed, a notice can be placed in
the Secretary Packets asking for volunteers. Tigetines are the same as for a temporary
sponsor.

2. Assists the Office Manager in obtaining voluntdersCOGF activities.

3. In cooperation with the Social Committee and Ar8ad®ordinates and organizes the Annual
Unity Day activities. This is a service-orientedydthat includes panel discussions,
representation of COGF and Area 53 Committeesaarelening speaker.

4. Coordinates special mailings to AA Group secretarier the purpose of polling the
membership regarding COGF functions or activities.

5. Assists the Advisory Board and the Office Managermaintaining contact with COGF
Group representatives.

D. PUBLICINFORMATION COMMITTEE

1. Organizes and trains a sufficient staff of ableuntéers to serve as speakers for interested
organizations and other public interests desinrigrmation about Alcoholics Anonymous.

2. Handles releases to the news media.

3. Furnishes all other public relations activities mieel necessary for the good of the Fellowship
as whole.

E. LIAISON COMMITTEE

1. The Liaison Committee shall consist of an appoin@tirperson and the Officers of the
COGF Advisory Board. Itis recommended that all&OOfficers participate.

2. Meets approximately five-six times per year witk thaison Committee of Area 53 General
Service and similar groups of representatives faiher local Intergroups to update each
group on the activities of the others, and to disdm an open forum those issue s affecting
each group for which a common resolution may beiptessand advisable.

3. Brings before the COGF Advisory Board any matterquiring action that arises from
discussion and interaction at such meetings.

4. Assists the appropriate COGF Committees in cootitiggoint projects such as Unity Day.
5. Works to establish and maintain communication betw€OGF, Area 53 General Service

and other local Intergroups and seeks to avoid eassary duplication of efforts and conflicts
arising from overlapping areas of AA service work.
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F. SOCIAL COMMITTEE (Minimum of 5 members)

1. Oversees and coordinates all social activitie®ef@OGF including picnic, Gratitude Sunday
and Open House.

2. Works with the Service Committee and Area 53 Gdrigeavice to conduct the Annual Unity
Day Activities.

G. AUDIT COMMITTEE (3 members, one of which will bethe Co-Chair per son)

1. Examines the books and records of the COGF atltise of each fiscal year to determine the
accuracy of the statements of account.

2. Conducts unannounced periodic examinations of tB&E books and records to verify
receipts, disbursements and balance of the accatmiccurate.

H. MEMBERSHIP COMMITTEE

4. The Membership Committee has the primary respditgifdr contacting member groups of
COGF. These efforts are, at times, assisted bySteering Committee and the Service
Committee.

5. At a minimum, there are three types of meetingcivishould be visited:
a. New meetings which have submitted an applicatiomfembership with COGF,;
b. Meetings which have not provided contributions ©@&F; and,
c. Meetings about which a report or complaint has braéged with the Central Office,
the Advisory Board or any of its members or Stagddommittees.

6. When visiting meetings, the Membership Committeeusth always attempt to make the
Secretary and Intergroup Representative awareeo$divices available through COGF, and
the process through which contributions can be idemk The Membership Committee
should always be aware of the Twelve Traditionswatth for violations of these Traditions
at meetings they visit.

7. In instances where problems exist with violatiorfsttte Twelve Traditions, committee
members report such problems to the Committee fé@ion. The Committee Chairperson,
in turn, attends such meetings and talks with ther&ary and Intergroup representative
about the problem, and offers the assistance of EOIBGthe meeting is unwilling to adhere
to the Twelve Traditions, the Secretary and Iniaugr Representative should then be
informed that a recommendation be made to the C@®GHsory Board that this meeting
should be represented in the COGF Director.

8. In visiting meetings which have not contributed GGF, committee members should
identify themselves with the Secretary and IntengrdRepresentative, and explain their
association with the Membership Committee. Conaaitmembers should mention the
service available through COGF; ask if the group dmay problems with these services, or if
there are any problems with which COGF could offasistance. The Membership
Committee should also offer to explain the procssugh which contributions can be
provided.
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9. The Committee Chairperson is responsible for piagida written report to the Office
Manager and the Advisory Board through proper chnn

10. In all of its affairs, the Membership Committee glibbe aware of Article II, Item C of the
COGF By-laws which states: “While the COGF mushetessity depend upon the member
Groups to provide the financial support of the @ogpion, such support is fully voluntary
and a matter of confidence and ability of the mentBmup. In no instance shall financial
support be construed, in any manner, to be a dondif membership.

I FINANCE COMMITTEE

1. The purpose of the Finance committee is to askistTreasurer and Co-Treasurer in the
performance of their regular duties as specifiethenOrders of Procedures and By-laws for
COGF

2. The Finance Committee shall assist the Audit Comeiin the performance of any audit of
COGF, Inc. financial records or matters as deenwmmkssary and proper by the Advisory
Board.

3. The Finance Committee shall assist the Office Managthe performance of any budget of
COGF, Inc. as deemed necessary and proper by thieoky Board.

4. The Treasurer should be the Chair of the Financearitee, and in his or her absence,
death, or disability, the Co-Treasurer should ke @hair of the Finance Committee. The
Chairperson of the Advisory Board, Chairpersonhef Steering Committee, and the Office
Manager shall be ex-officio members.

5. The Finance Committee shall meet at least once hmor as deemed necessary by the
Treasurer and Co- Treasurer.

VIIl. NEWSLETTER

Written Guidelines shall be maintained which allfiexibility, but also provide general outline fdnet
format within which the Newsletter Editor shall besponsible for the monthly COGF Newsletter.
Compilation of these Guidelines should include infram the Office Manager and Newsletter Editor.
Any amendments to the Newsletter Guidelines skagllire approval of the Advisory Board.

IX. ATTACHMENTS

Attachments to these Orders of Procedures shaludac(a) The Employee Guidelines, (b) The

Newsletter Guidelines, (c) Written Communication gRieing Action, and, (d) Prudent Reserve
Guidelines.

APPROVED BY THE COGF ADVISORY BOARD AUGUST 6, 2006
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EMPLOYEE GUIDELINES
1. Read and sign your Position Description of duties @sponsibilities with knowledge.

2. Read this description of employer expectations @firybehavior, wearing apparel, personal
consideration of your fellow employees, and mutiaisideration of your employer, and sign, if
agreeable.

3. Dress apparel shall not include tank tops, shartshor any revealing clothing.

4. Each employee shall conduct themselves in a bisslilesmanner when representing the COGF
in the workplace.

5. The employer and each employee is entitled to itqueonference regarding concerns with each
other.

6. Any lack of fulfilment of the attached duties shbé deal with on a verbal basis. This action
shall be taken if tardiness and/or absenteeismmea&xcessive. If this course fails to resolve the
situation, said employee will then be placed o al@y probationary periacat which time proper
monitoring will be done. If the situation is natroected within the aforementioned 90 DAYS
employment shall be terminated at the time andelign of the Office Manager.

7. Each employee, including the Office Manager andC&IGF staff employees, after one year of
employment shall be entitled to one week of vacatisith pay to equal to one regular work
week. After three years of continuous service mpyment, these same employees shall be
entitled to two weeks of paid vacation, as desdrieove. After five years of employment and
for the duration following, each employee shalldmitled to three weeks of paid vacation, as
described above.

8. Each employee, upon completion of their initial @y probationary period, with at least 3
conferences, regarding progress and concerns, lshathtitled to 10 paid sick days per year,
which may be carried forward, if not needed andlusehe next year, not to exceed 39 days.

9. Each employee shall be expected to work on holidexsept the following: Memorial Day, July
4" Labor Day, Thanksgiving, Christmas, and New Year.

10. All full-time and part-time staff employees shotiidve two (2) years of continuous sobriety and
be an active member of Alcoholics Anonymous.
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COGF NEWSLETTER GUIDELINES
CONSCIOUSCONTACT

The general format for the COGF Newsletter shoeidain flexible in order to meet the needs of the AA
community. These guidelines are provided to accodate the need for flexibility, while outlining bas
considerations which should provide a frameworkhimitwhich the newsletter can be compiled on a
monthly basis.

The newsletter compilation and preparation shoddcbmpleted primarily by the COGF Secretary or
Newsletter editor, and supervised by the COGF @ffitanager. Other individuals may become involved
in this process as deemed appropriate and desijbatihe COGF Office Manager.

1. The cover page should be the “eye-catcher” whidtugles the months and year of the current
edition, the organization name (Central Ohio Gréeflowship, Inc.) address and phone number,
the newsletter name (Conscious Contact) and a tfldentents. Wherever appropriate graphics
can and should be used on the front page, at gwetion of the Newsletter Editor and Office
Manager. It is suggested that the cover page inéegdron colored paper, and that the color be
alternated on a monthly basis whenever possible.

2. Information contained in the body of the newsletieould be organized and compiled by sections.
The following sections are to be included whenemlicable, although others may be involved as
needed:

A. Table of Contents

B. COGF News

C. Conscious Contact Subscription Blank

D. Area 53 News

E. A section thanking those groups who have contributethe financial support of

COGF during a specified time period

AA Group Leads

New AA Meetings and AA Meeting changes (i.e. tihoeation, etc.)
AA Anniversaries

Special Events — AA Groups sponsored

Availability of meeting spaces

Something for the AA newcomer

Calendar of Events

CFAETIOM

3.  Although COGF news and related items should typicame first, the exact ordering of these and
other categories of information should be at tiserdition of the Editor and Office Manager.

4.  Area 53 should supply the information to be inchide the “Area 53 News.” Such information
must conform to the guidelines established for tigigsletter.

5.  Selected reprints from Conference Approved litematr other newsletters may be included at the
discretion of the Editor and the Office Manager.

6. Fillers such as quotes, jokes or cartoons should/eelated and used in such a way as to not

detract from the primary communication purposehef hewsletter. Filler material should not be
used merely for the sake of occupying blank space.
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7. Each page should be numbered in such a way asrespond to the Table of Contents.

8.  Efforts should be made to utilize a layout, orffnmat, that is appealing and helps to communicate
the material contained in the body of the newdlette

PRUDENT RESERVE GUIDELINES

1. The prudent reserve of Central Ohio Group Fellopsimc. shall be located in an FDIC-
insured, interest bearing savings account.

2. The initial amount of the prudent reserve shal$8@,000.00, and additional annual
increases and/or decreasbsuld be at the discretion of the advisory boaith
recommendations from the Finance and Steering Ctisesi

3. The procedure for using the prudent reserve begitinsthe Office Manager, then is
discussed and voted on by the Steering Committektheen discussed and voted on by the
Advisory Board.

4. Two (2) signatures are required for any withdrafs@in the prudent reserve. These
signatures should be from a designated officehefAdvisory Board and the Office
Manager.

WRITTEN COMMUNICATION REQUIRNG ACTION
GUIDELINES

Suggested procedure for processing letters fronmeinbers of COGF Member Groups that constitute a
“complaint” or which request or propose some achigrthe Central Office staff, the Advisory Board or
one of its Committees or member groups that isrowatsial in the sense of representing a significan
departure from normal procedures or policies.

1. On receipt of such a letter and review by the @ffidanager and Chairperson of the Advisory
Board, copies will be sent to all Board memberstlf@ir consideration, with the request that the
content be treated as confidential.

2. The originator of the letter will be told by the &iperson of the Board that the letter's contents
will be reviewed by the board at its next meetiafier which a written response will be issued.
The originator or representative must attend tluarB meeting.

3. At its next meeting the Board will address the ésy raised in the letter, take whatever action
seems appropriate and request the Secretary to goitate this action to the originator in writing.
If the originator (or a representative) is not presthe Chairperson shall table the subject for
further consideration.
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