COSA Telemeeting Secretary Script Template
 

 
	As people join
	Welcome callers as you hear people joining the call. After the meeting starts, use your discretion about doing this. You may want to wait until general introductions.
Ask who has the readings and make a note of this so you can call on individuals to read. The readings are available on the Web site: www.cosacall.com. 


 

	Introduction
	Welcome to the __________ (Meeting name) COSA Telemeeting. My name is _____, I'm a _______ and your secretary. (pause). This is a ________ meeting (fill in type of meeting, i.e. open or closed) for _________(men and women, men only, women only) whose lives have been affected by someone’s compulsive sexual behavior. 

	Silence & Serenity prayer
 
	Let's begin the meeting with a moment of silence followed by the Serenity Prayer:
God grant me the serenity to accept the things I cannot change, Courage to change the things I can, and Wisdom to know the difference. To reduce background noise I will now set the Universal Mute feature, you can also press *6 to mute or unmute your phone when you would like to speak.  For those helping with the readings you will need to press *6 after the universal mute has been set.

	Welcome
	______ (name), would you please read the Welcome?
 

	Gifts of the COSA Program 
	______ (name), would you please read the "Gifts of the COSA Program”
 

	COSA 12 Steps & COSA 12 Traditions
	____ (name), would you please read the "12 Steps of COSA"
____ (name), would you please read COSA tradition # ___ (the number that corresponds to the month)?

	Weekly COSA Reading
 
	______, would you please read this week’s COSA Reading: Week 1: Sexual Co-Addiction/Codependency of Sexual Addiction; Week 2: A Question of Recovery; Week 3: What Is Sobriety?;  Week 4: How Do I Know if I am a Co-Addict/Codependent of a Sex Addict?; Week 5: Letting Go or Week 5: Read all 12 COSA Traditions

	Introductions
	It is now time for introductions. If you are comfortable doing so, please indicate the city and/or state you are calling from. If you are a visitor, feel free to identify yourself as such. We’ll start with folks in Eastern Standard time and work our way across the country to Pacific Standard time and then any other time zones around the world.
My name is _____, I’m a ______ and I’m calling from _______.

	Guest Reading or Speaker
	The program format is ________ (type of meeting, i.e. COSA Step Study, COSA Tools, Question and Response, Speaker Meeting, etc.) meeting.  _____________ has agreed to be our Guest Reader/Speaker tonight, he/she will read/speak on the topic of ________ for 7 minutes (note: 25 minutes for First Step speaker and someone will need to read the First Step Introduction Script before the First Step begins). Before we begin I will reset the Universal Mute. Don’t forget to press *6 to unmute yourself when you’d like to share.

	General Shares
	The meeting is now open for general sharing. You can share about tonight’s topic or just get current. To keep the meeting safe, we do not crosstalk which means making direct comments about another person's share or referring to another person by name, in your share. Instead please share in “I” terms only. Sharing is optional, although encouraged, and anonymity is the spiritual foundation of all our traditions.  Visitors are also welcome to share. We will reserve some time for Questions and Answers at the end of the meeting. Shares will be timed with a gentle reminder to wrap up at 3 minutes.  Who would like to be our timer?  Who would like to begin? 5-6 minutes before end of meeting: That is all the time we have for sharing.

	Seventh Tradition
	Now is the time for the Seventh Tradition, which states "every group ought to be fully self-supporting, declining outside contributions." Since we can’t pass a basket on our call, we make donations by check, recurring donations by credit card or Paypal.  Find out how and where to send your donation in our weekly email announcements and at our Donations Page on our website (www.cosacall.com).  

	Announcements
	Now is time for announcements:
       If you would like to be added to our contact list (to make program calls, find a sponsor or cosponsor or receive announcements), please send an e-mail to:  _____________ (email address for the meeting).
       Speaker Seeker or Secretary: Who would like to be our guest speaker or reader next week? 
       Our Business Meeting is the _____ week of every month, immediately after the meeting.  If you have something you’d like to put on the agenda, please email the Secretary at ___________ (email address for the meeting).
       Sponsorship is an important part of working a COSA recovery program.  To learn more about sponsorship or co-sponsorship, talk with others after the meeting or make program calls to people on the contact list to get others experience, strength and hope about finding a sponsor.
       Are there any other announcements? (take down any new announcements to add to the weekly announcements you will email to the meeting’s Email Coordinator)

	Promises
	______, would you please read the Promises?

	Closing
	______, would you please read the Closing?

	Unity Prayer
	Join me in saying the Unity Prayer: I put my hand in yours and together we can do what we could never do alone.  No longer is there a sense of hopelessness.  No longer must we each depend upon our own unsteady will power.  We are all together now reaching out our hands for a power and strength greater than ours.  And, as we join hands, we find love and understanding beyond our wildest dreams.  Keep coming back!  It works!


 

	Fellowship
	You are welcome to stay around for fellowship. Now is a good time to ask questions or share, if you didn’t get a chance to share on the call. You are also welcome to leave at any time.
Are there any questions? (if someone wants to share, reinforce they have 3 minutes to share)


General notes:
       The main COSA website is:   www.cosa-recovery.org  

       Telemeeting Web site:   www.cosacall.com
       Telemeeting phone number:  ___________ (your meeting’s dial-in phone number) 
       Telemeeting access code for members: ______________
       Telemeeting access code for the Meeting Secretary _________ (Note: the secretary must enter this code to control the universal mute and other control features on the call)
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