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Bluegrass Intergroup Guidelines for Committee 
Chairperson Responsibilities 
Purpose: Provide clear, practical expectations for each Committee Chair and a shared 
framework for how committees plan, communicate, report and serve the community.  

This Guidelines document was established by the Bluegrass Intergroup Committee, 
effective 12/01/2025. It may be amended at any time by the seated members of the 
Committee, with every effort made to ensure alignment with the Bluegrass Intergroup 
Bylaws. 

Preferred Qualifications:  

-Current or previous service as Intergroup Representative  
- One year of continuous sobriety 
- Committee Chairs serve for one year and may serve 2 additional one-year terms beyond the initial 
year of service. Chairs may serve on the same committee for subsequent years for continuity 
purposes.   

 

Shared Expectations for All Committee Chairs 
Leadership & Governance  

• Serve as the primary point of accountability for the committee; uphold Alcoholics 
Anonymous principles and traditions and Bluegrass Intergroup’s purpose.   

• Maintain a current roster (members, roles, contact info) and orient new members 
within 2 weeks of joining. Keep files organized in the designated shared drive. 

Communication & Reporting   

• Provide a short-written update before meeting (status, decisions needed, risks, help 
needed).  

• Coordinate messaging with the Website and Intergroup Scoop Chairs to ensure 
consistency across platforms. Maintain a response standard: acknowledge 
inbound requests within 2 business days; resolve or route in a timely manner.  

• Maintain regular communications with the Office Coordinator and stay aware of 
activities in similar service areas including other intergroup/central offices, Area 26, 
and the Fellowship.  

• Obtain pre-approval of expenses; submit receipts within 10 days of purchase to the 
Intergroup Office Coordinator. 

• Respect privacy and consent in all communications and follow archival/retention 
guidelines.  
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Continuity  

• Prepare an annual transition memo in December of each year. Include wins, 
lessons learned, contacts, templates, open issues. 

• Be available to successor to share expereince and answer questions. 
 

• Archive all materials by Bluegrass Intergroup retention policy; ensure successors 
have access to systems and vendors (passwords, account names, logins, etc.).  

____________________________________________________________________________________ 
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1) Group Awareness Committee — Chair Responsibilities 
Purpose: Strengthen communication and engagement with home groups across the 
region to ensure they are connected to Bluegrass Intergroup (BGI) and informed about 
available services. 

Visit home groups that are not represented at Bluegrass Intergroup meetings to build 
relationships and raise awareness.  

Educate groups about the services and resources BGI provides, including:  

- Literature sales and ordering support. 
- 12-Step Hotline and volunteer opportunities.  
- BGI website and its resources.  
-Events and fellowship opportunities for the local Alcoholics Anonymous community.   

Onboard new groups by providing a welcome packet, orientation overview, and contact 
information for key services.   

Collaborate with other committees: Coordinate with Events, Scoop, and Website 
Committees to share information and maintain consistent messaging across all 
communication channels. 

Provide monthly activity report to the Bluegrass Intergroup Committee including meetings 
visited, materials provided, etc.  
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2) Events Committee — Chair Responsibilities 
Purpose: Plan and coordinate regular fellowship activities that strengthen unity, service, 
and recovery within the local Alcoholics Anonymous community. 

Plan and organize recurring fellowship events throughout the year, such as:  

- Annual summer picnic  
- Fall banquet  
– Quarterly workshops  
- Special gatherings and seasonal celebrations.   

Develop event proposals including purpose, date, location, and estimated costs for 
Intergroup approval.  

Lead event logistics: secure venues, coordinate food and supplies, arrange speakers or 
facilitators, manage volunteers, and ensure accessibility and safety.  

Collaborate with the Intergroup Scoop and Website Committees to promote events and 
share highlights afterward. Ensure all events align with AA traditions and provide a 
welcoming environment for all participants.  

Provide updates to Steering Committee and Intergroup Committees prior to events and 
maintain open lines of communication and transparency.   

Conduct post-event reviews to assess attendance, budget, and participant feedback; 
make recommendations for future events.  

Collaborate with other committees: Work closely with the Scoop and Website 
Committees to ensure consistent promotion, event listings, and follow-up 
communications. 

 Create an annual fellowship event calendar and proposed budget.  

• Pre-event: submit event plan and promotional materials at least 3 months prior to 
event date.  

• Post-event: provide a summary report within 10 business days (attendance, costs, 
feedback, lessons learned). 

 

  



Page | 5 
 

3) Intergroup Scoop Committee — Chair Responsibilities 
Purpose: Research, gather, and assemble relevant information to publish a monthly 
newsletter in print and digital formats for the Alcoholics Anonymous community. 

Research and collect accurate, timely content from groups, committees, and community 
members.   

Manage the layout and design of both print and digital versions using approved templates.  

Collaborate with other committees: Partner with Group Awareness, Events, and Website 
Committees to gather updates, event information, and group highlights for publication. 

Publish a monthly newsletter that includes items such as:  

- Meeting information updates and changes  
- AA anniversaries and member milestones  
- Special announcements and service opportunities  
- Upcoming events and workshops  
- Article submissions or reflections written by members  
- Edit all submissions for clarity, tone, and adherence to AA principles.   

Oversee newsletter distribution, ensuring printed copies reach meeting locations and 
digital versions are shared via email or online platforms.  

Maintain a content calendar and ensure deadlines are met each month. The Intergroup 
Scoop editor sets submission and final copy deadlines to achieve the publication 
schedule. The chairperson or designee (such as the office coordinator) reviews and 
approves the final draft before it goes to publication. 
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4) Website Committee — Chair Responsibilities 
Purpose: Ensure the website is accurate, accessible, secure, and aligned with Bluegrass 
Intergroup mission while adhering to best practices and website standards. 

Own content governance: page owners, review cycles (at least quarterly), style guide, and 
publishing workflow.  Keep critical information current within 2 business days (meeting 
schedules, event pages, contact forms, announcements).  

Manage technical health: backups, updates, form routing and security practices. 

Collaborate with other committees: Work with Group Awareness, Events, and Scoop 
Committees to ensure consistent messaging, promote upcoming events, and share news. 

Provide monthly report to Bluegrass Intergroup Committee with analytics – number of 
visits to site, most popular pages, etc. Perform routine website audit for broken links.  

 

-END- 
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