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Special Guest, 
 
 
Welcome to “Home of the Blues” Memphis, Tennessee, and the 40th Annual ICOAA Seminar. We are 
honored to be hosting this year’s seminar and thank you for coming to Memphis.  
 
We hope that your trip was pleasant. 
 
The planning committee has been working hard to make sure this will be a wonderful event for 
everyone. Thursday is with tours exploring Memphis Bluff City, and we are honored to bring this 
opportunity to you. We hope that your experience will be filled with wonderful lasting memories. 
 
I am grateful for the opportunity to be of service to my fellow Intergroup/Central Offices by hosting 
this event. A big thank you to all the volunteers and to you for your support! Without you there 
would not be me. 
 
In Love and Service 
Brenda Brown, Office Manager 
Memphis Area Intergroup Association 
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THURSDAY, SEPTEMBER 18, 2025 

TIME EVENT LOCATION 

5:00 – 9:00 pm Registration Open 
2nd Floor 

5:00 – 7:30 pm Welcome Reception 
Grand Ballroom – 2nd floor 

8:00 – 9:00 pm AA Meeting – Christian S. Grand Ballroom – 2nd floor 

FRIDAY, SEPTEMBER 19, 2025 

TIME EVENT LOCATION 
7:00 am – 7:00 pm Registration Open 

2nd Floor 

 
7:00 – 8:00 am 

AA Meeting 
Chaired by: Cathy N. 

Columbus, OH 

Noble A 

 
8:00 – 9:00 am 

Policies Committee 
Web Site Committee 

Communications Committee 

Noble A 
Noble B 
Noble C 

 
8:15 - 9:45 am 

 
General Meeting Welcoming 

 
Grand Ballroom – 2nd floor 

 
10:00 - 10:30 am 

Newcomers Orientation 
Workshop Chair/Secretary Orientation 

Grand Ballroom - Mary S. Ft Lauderdale, FL 
Grand Ballroom - Kim W. Mesa AZ 

10:45 - 12:00 pm Workshops – First floor 

 

 

 

 

 

 

 

 

 
12:00 – 1:00 pm 

Lunch – Buffet 
Site Committee Luncheon 

Grand Ballroom -2nd floor. 
Reserved Table 

INSURANCE 
Noble C 

 
Property, Liability,  
Events held offsite 

Liability. 
 

Chair: Ken S. 
Murrieta, CA 
Sec: Jessica L. 

Edmonton Alberta 

 

COMMUNICATIONS 
W/AAWS 
Noble B 

How Intergroup structure 
is different from GSO, 

Differences & Similarity 
Chair: David H. 

Boston, MA 
 

Sec: Jackie B. 
San Francisco, CA 

 

 

GETTING GROUPS INVOLVED 
Noble A 

 
What is our role, Outreach, 

Helping with group problems 
 

Chair: David F. 
San Fernando, CA 

 
Sec: Kathleen W. 

Baltimore, MD 

 



 

 

  

FRIDAY, SEPTEMBER 19, 2025 

TIME EVENT LOCATION 

1:30 - 2:45 pm Workshops – First floor 

 

 

 

 

 

 

 

 

3:00 – 4:15 pm Workshops – First floor 

 

 
4:30 – 5:30 pm 

Workshop Reports 
Chair: Theresa Q., New York  

Sec: Debbie B., Lancaster, PA 

Grand Ballroom 

5:30 – 7:30 pm Dinner On your own 

 
7:30 – 9:30 pm 

GSO & AAWS PRESENTATION 
AAWS Chair: Ken T.NE Regional Trustee 

 AAWS Treasurer: John W.-General Service 
Trustee  

GSO Intergroup Liaison Group Service: 
Irene D. 

Director of Operations: Malini Singh 
Member Services Mgr: Margaret Matos 

 

Grand Ballroom 

LITERATURE 
Noble C 

AAWS, Grapevine, Others, 
Medallions & Chips, Gift 

Items, Pricing, POS 
 

Chair: Allen C. 
Seminole, FL 

Sec: Megan T.,  
Traversa City MI 

FELLOWSHIP 
Noble B 

 
Being Transparent, 

 Sharing information 
 

Chair: Jeff H. 
Lancaster, CA 
Sec: Ronda H. 

Sparks., NV 

 

NON-PROFIT 
Noble A 

 
Operation, Legalese Tax 

Exempt, Reporting 
 

Chair: Judi J. 
San Diego, CA 
Sec:Patricia B. 
Columbus, OH 

 
 

TAKING CARE OF 
YOURSELF 

Noble A 
 

Boundaries-Saying No, 
what are doing for you? 

 
Chair: Don Z. 

Pleasantown, CA 
Sec: Robin D. 
Pittsfield, MA 

FIANANCE 
Noble B 

Online QuickBooks, 
Bank Accounts, 

Accounting/Audits, 
Budget 

 
Chair: Charles C. 

Nashville, TN 
Sec: Katie T. 

Chattanooga, TN 

STEERING 
COMMITTEE/BOARD 

Noble C  
How to naive with a 

difficult Board old and 
new 

 
Chair: Jim B. 

San Antonio, TX 
Sec: Fran G. 

Philadelphia PA 



 

 

 
 
 

SATURDAY, SEPTEMBER 20, 2025 

TIME EVENT LOCATION 

7:00 am – 7:00 pm Registration Open Lobby 

 
7:00 – 8:00 am 

AA Meeting 
Chaired by Selina S. Noble A 

 
8:00 – 9:15 am 

CLOSED Meeting for paid/unpaid 
Intergroup/Central Office Managers 

 

Noble A 

9:30 – 10:45 am Workshops 

 

11:00 – 12:15 pm Workshop 

 

12:15 – 1:30 pm Lunch – Buffet Grand Ballroom 

1:45 – 2:45 pm 
Workshop Reports 

Chair: Abby H. Denver, CO 
Sec: Melanie, FL 

Grand Ballroom 

3:00 – 5:00 pm Annual Business Meeting Grand Ballroom 

5:00 – 7:30 pm Dinner On your own 

7:30 – 9:30 pm 
Grapevine Presentation 

Customer Relations Coordinator: Sonia 
Domingez 

Grapevine Publisher-Chris C. 

Grand Ballroom 

TRADITION 8 vs UNPAID DIRECTORS, ETAL 
Noble B 

Pie-charts, Faithful Fivers, Special Events, Other 
Income 

 
Chair: Sam F. 

Dallas, TX 
 

Sec: Teresa L, Phoenix, AZ 

 

CONTRIBUTIONS 
Noble C 

How to increase 
Online, Cash App, Zelle and Venmo 

 
Chair: Avery M. 

Atlanta, GA 
Sec: Marissa B. 
Rochester, NY 

THE INTERNET 
General Session 

Website v. Meeting Guide App, Social Media, Information Sharing, New Ideas 
 

Chair: Matthew C. – Ventura, CA 
 



 

 

  

SUNDAY, SEPTEMBER 21, 2025 

TIME EVENT LOCATION 
 

8:00 – 9:00 am 
AA Meeting 

Chaired by David F.,  Noble A 

 – 10:15 am 
“GOODBYE FOR ANOTHER YEAR” Grand Ballroom 

 
10:15 – 12:00 pm 

Open Mic Grand Ballroom 

2025 COMMITTEES 

COMMITTEE MEMBERS 

Communications Committee David H. Boston MA 
Bob S. Detroit MI 
Lara R. Seattle, WA 
Allen C. Pinellas FL 

Information Secretary Kim W. Mesa AZ 
Sue C. Rhode Island 

Policy Committee East Central Region: Megan T., Northern MI 
Northeast Region: Theresa Q., NY-Susan C. RI 
Pacific Region: Judi J (Chair), CA 
Southeast Region: Avery M., GA-Charles TN 
Southwest Region: Steve V NM-Sam TX 
Western Central Region: Open 
Eastern Canada Region: Not represented. 
Western Canada Region: Colleen BC 
A.A.G.V. Liaison: Sonia D.  
G.S.O. Liaison: Karina C.-Irene D. 
 

Site Committee Cyndee R. AZ 
Kim W. AZ 
Sue C. RI 
Brenda B. TN. 

Website Committee Robin T. Central CA 
Jennifer R. Miami FL 
Kevin W. Southern CO 



 

 
 
 
 
 
 

 

 

 

 

ICOAA Business Meeting Minutes   
August 24, 2024 

 

Chair- 3:06pm Welcome to all. Open with moment of silence followed by the Serenity Prayer.  

Each office gets one vote; everyone has a voice. 

Read the Conduct Code. Count voting members. 51 were present. 

 

Information Secretary: read the highlights of the 2023 meeting minutes. Approved 

 

Financial Statement from previous Host: Not Available 

 

Policy Committee Report: Jeff 

1 It was decided that a hybrid seminar would be cost prohibitive at this time. 

2 It was suggested to add a line in the Host Committee guidelines reminding them to “send an invitation and 

registration packet to the non-English speaking offices.” 2nd by Don. 

Discussion centered on questions of logistics and cost. Discussion ended. Vote 44 Yes, 0 No, motion passed. 

3 Jeff read the proposed guidelines for the closed managers’ meeting. Sue requested changing lines 2 and 5 to 

read “paid or unpaid”. David, the motion author, agreed. Discussion ended. Vote 43 Y, 4 N, passed. Minority 

opinion- Paid assistants are excluded. Meeting should be self-governing. Should not be exclusive. No votes were 

changed. Motion passes. 

 

Host Committee Report:  Judy P. 

There were 86 people registered for the seminar. Received $5,000 in seed money, collected $15,000 from 

registration, still $1,500 short. Will have a silent auction and raffle to make up the difference. Everything has 

gone perfectly. 

 

Site Committee Report:  

We had one bidder for the 2025 seminar.  

Brenda from Memphis proposed for the next seminar be held September 18 to 21, 2025 at the Marriot Memphis 

East. Room rates are $149 + tax. Approved unanimously, Memphis here we come. 

A motion was made by the Site Committee to have the Policy Chair be the chairperson for the annual business 

meeting at the seminar. It is unrealistic to expect the Host Chair to also facilitate this meeting while performing 

host duties, All in favor, 0 opposed. Motion Passes. 

 

Historian: – Vacant Position 

 

Elections 

 

Policy Committee: 

 

Southeast: Delegate: Avery M., Metro Atlanta Intergroup 

Alternate Delegate: Charles C., Middle Tennessee 

 

Northeast: Delegate: Theresa Q., New York 

       Alternate Delegate: Susan C., RI Central Service 

 

East Central: Delegate: Megan T., Northern Michigan Central Office 

      Alternate Delegate: Patty B., Central Ohio Group Fellowship 

 

West Central: Delegate: Open 

     Alternate Delegate: Open 

 

 
 
 



 

  

 
Southwest: Delegate: Steve V., Central Office of Albuquerque 

    Alternate Delegate:  Sam F., Dallas Intergroup 

 

Pacific: Delegate: Judi J., San Diego CA.  

    Alternate Delegate: Don Z., Valley Intergroup Service Center 

 

Eastern Canada: Delegate: Not Represented at the seminar. 

    Alternate Delegate: Not Represented at the seminar. 

 

Western Canada: Delegate: Colleen Meaney, Greater Vancouver Intergroup 

     Alternate Delegate: Open 

 

 

Information Secretary: Kim Watkins, East Valley Intergroup 

 

Alt. Information Secretary: Susan Cotton, RI Central Service 

 

Website Committee: Robin T., Chair 

A written report was provided. 

 

Motion 1 The secure website of the seminar have a budget of $500 per year. Owen 2nd. 

Y 45 – N 0, Motion passed. 

 

Motion 2 Website Chair shall submit receipts for reimbursement to the Seminar Chair each year, to be 

reimbursed at the seminar. Anonymous 2nd, Y 42 – N 0, motion passed. 

 

Communications Committee:  

There is 1 opening on the Communications Committee. Lara and Jeff stood for the position. Lara was elected in 

a very close vote.  

 

Old Business: 

None 

 

New Business: 

Sam makes a motion to create a scholarship fund. No 2nd. 

 

MOTION to adjourn, Philo. Second everyone.  

Remind Policy Committee to come to the front after closing to elect a chair and the Report Backs.  

Closed with Responsibility Statement. 

 

Respectfully submitted, 

 

Information Secretary 

Kim Watkins 

East Valley Intergroup 

Mesa AZ 

 

 

 



 

 

  

  Past Actions    

YEAR CITY MOTION P/F/T REVOTE P/F 

1996 
Minneapolis, 
MN 

Alternates may fill vacancies.  If none occurs, they are eligible to stand for the 
position of representative from that area at the next vacancy, which opens as a 
result of term expiration.  G.S.O. and A.A.W.S. liaisons will remain in membership. 

P   

1998 
San Mateo, 
CA 

Anyone registered for the Seminar may sit-in on the Site Committee or Policy 
Committee. 

P 

  

2001 
Edmonton, 
CN Seminars should be taped if possible. P 

  

2002 
Pittsburgh, 
PA 

The Site Committee will forward up to 3 site recommendations to the Seminar 
Business Meeting for selection. 

P 

  

2002 
Pittsburgh, 
PA 

Any balance in excess of $3000 will be divided equally between the General Service 
Office and the Chairperson of the next scheduled Seminar to be used as additional 
seed money, which shall affect, if possible, the lowering of the registration fee for 
the next Seminar. We will review the dollar amount once per year. 

P 

  

2004 Denver, CO 

This is a confidential document and is not for publication on the Internet. It is 
available to the members of the Intergroup/Central Office AAWS/AAGV body only. 

P 

  

2004 Denver, CO 
Have the Seminar the same weekend every year – the first week in October. 

T 
  

2004 Denver, CO Proceed with the Intergroup/Central Office Service pamphlet. P 
  

2005 
Charlotte, 
NC 

Have the Seminar the same weekend every year – the first week in October. 

F 

  

2005 
Charlotte, 
NC Change the Seminar Agenda to be Thursday through Saturday. F 

  

2005 
Charlotte, 
NC 

The Site Committee will begin reviewing bids for a site to host the Seminar two (2) 
years out. 

P 

  

2007 
Oklahoma 
City, OK 

Notify the workshop chairpersons that any special requests for equipment or 
material needs should be submitted 30 days prior to the seminar. 

P 

  

2007 
Oklahoma 
City, OK Find volunteers to compile all policy information into one document. NA 

  

2007 
Oklahoma 
City, OK 

Have Host Committee Chair provide assistance to prospective host cities determine 
their needs in putting bids together and provide bidder’s checklist. 

P 

  

2007 
Oklahoma 
City, OK 

Create the position of Archives with a 2-yr rotation. (Elected Maggie and asked her 
to write job description.) 

P 

  

2008 
Edmonton, 
Alberta, CN 

When a member of the Policy Committee rotates or if a member is unwilling or 
unable to serve from their region, a call will be made from the floor by the 
Information Secretary at the general Business Meeting for any eligible, qualified 
candidate willing to serve. This would include paid or volunteer staff and board 
members. 

P 

  

2008 
Edmonton, 
Alberta, CN 

If a member is in their first year on the Policy Committee but is unable to attend, 
they will remain on the Committee until their term expires, generally at the end of 
their second year. P 

  



 

 

 

YEAR CITY 
MOTION 

P/F/T 
REVOTE P/F 

2008 
Edmonton, 
Alberta, CN 

In an effort to show cooperation within the fellowship, it is recommended that 
themes for future Seminars be adopted from the annual conference theme, as 
done for the past 3 years. 

P 

  

2008 
Edmonton, 
Alberta, CN 

Policy Committee Chair sends letter of appreciation to past hosting Intergroup or 
Central Office after Seminar. 

P 

  

2008 
Edmonton, 
Alberta, CN 

Add to Bid Form that Final Seminar Reports be made available in no more than 180 
days after Seminar is held. 

P 

  

2008 
Edmonton, 
Alberta, CN Review Final Report Policy regarding anonymity. NA 

  

2009 Rochester, NY 

Add to Seminar Composition: one spokesperson from the A.A.G.V. Board. 

P 

  

2009 Rochester, NY 

Add A.A.G.V. to Policy Committee Composition. 

P 

  

2009 Rochester, NY 

Revise Site Committee Chairperson procedure from “Site Committee shall elect its 
own Chair” to “Site committee Chair shall be the previous year’s host, whenever 
possible.” 

F 

  

2009 Rochester, NY 

All special projects (Survey, Websites, etc.) that will incur any expense from 
Seminar funds be first brought to the Seminar Business meeting by motion to be 
discussed and approved by the Seminar body BEFORE proceeding with the project. 

P 

  

2009  Rochester, NY 

Elect an Alternate Policy Committee Member from each region to vote in the 
absence of the current Policy Committee Member from that region to provide for 
adequate representation from each region. 

P 

  

2009 Rochester, NY 

The Seminar Host Committee will invite the local Delegate from their area, and 
acknowledge the policy set forth by G.S.O., A.A.W.S. and A.A.G.V. to send 
representatives. 

P 

  

2009 Rochester, NY 
From a Website Committee. Establish a Secure website for the seminar with a 
budget of $200 per year. P 

  

2010 St. Louis, MO 

Rewrite #4 on Seminar Business Meeting to read: Representatives should have 
forwarded recommendations for changes in the operation of the seminar to the 
Chair of the Policy Committee 60 days prior to the Seminar, so that there is 
sufficient time for inclusion on the Policy meeting agenda. The Policy Committee 
will bring to the floor in their report at the business meeting, all recommendations 
received with the Policy Committee’s “conscience” to endorse the 
recommendation, disagree with it, or not state a position.  Recommendations for 
changes will be presumed to be a motion made by the Representatives who 
submitted the recommendation; if seconded, they will be debated and acted upon 
at the business meeting. 

P 

  

2010 
St. Louis, MO 
 (continued) 

Add Website Committee to Seminar Program with following: Scope:  the purpose 
of the Website Committee is to coordinate the development, enhancement and 
maintenance of the ICOAA website (www.icoaa.org).  Its purpose is to provide 
information and share ideas between the different Intergroup/Central Offices, as 
well as AAWS and AAGV Staff. Composition: 1. The Website Committee at the 
seminar shall be composed of five (5) people, with a 2-year commitment with an 
alternating rotation.  At least one (1) of these committee members should be able 
to create/design, update and maintain the website, as necessary. For the other 
four (4) members there is no requirement to P 

  

 

http://www.icoaa.org/


 

YEAR CITY MOTION P/F/T 

REVOTE P/F 

2010 Website continued 
be knowledgeable in web design to be part of the committee. 2. The Website Committee 
shall elect its own Chair.  

  

2010 St. Louis, MO 

Add Website Committee Procedures as follows:   
1.The Website should only be accessed by Office Managers/Coordinators, GSO and AAGV 
representatives, as appropriate. 
2. The Website will not be available to the general public since full names are included 
within the reports. 
3. Access to the website will require an ID and password to protect our anonymity. The 
website will employ a Hypertext Transfer Protocol Secure (HTTPS) web server since, for 
the most part, first and last names are used on seminar reports. 
4. One ID and password per Intergroup/Central Office, AAWS and AAGV will be provided. 
5. It will be the responsibility of the website committee to respond to questions and e-mail 
generated by the page, if and when an e-mail address for comments and questions is 
provided on the web page. 
6. Major enhancements and changes to the website will be voted on at the annual 
seminar meeting. The remaining changes/additions are delegated to the Website 
Committee. 
7. The website is currently secured via a credit card in the Chairperson’s name. 
8. Only links necessary to support the operation of the website which are consistent with 
the Traditions will be considered for inclusion on the website.  P 

  

2010 St. Louis, MO 

Add Historian to Seminar Program with following description:   
1. The Historian is a representative that has previously attended two (2) Seminars. 
2. No funding for expenses is set aside for this position; however, if expenses are 

incurred, they will be reimbursed out of registration fees. (See Item #6 under 
Seminar Business Mtg) 

3. Using prior Seminar Reports along with long-time attendees initially, create a 
Seminar History Story to include on Seminar Website icoaa.org. Ongoing 
invitation to attendees to submit seminar stories to continue documenting 
history. 

4. The Historian coordinates with the Website Committee to assist with scanning 
and uploading the Seminar reports as needed. P 

  

2010 St. Louis, MO 

Under Host Committee description, 2nd sentence: In addition to the necessary coordination 
with Policy, Host, Site and Website Committee Chairpersons…. 

P 

  

2010 St. Louis, MO 

Under Business meeting #5b change 2nd sentence to read: These funds will be used as seed 
money. 

P 

  

2010 St. Louis, MO 

Add to #5a on Seminar Business Meeting: A.A.G.V. shall bear the expense of the Grapevine 
Representative and Staff. 

P 

  

2011 Tucson, AZ 

Each Policy Committee member shall serve for two (2) years. 

P 

  

 



 

YEAR CITY MOTION P/F/T REVOTE P/F 

2011 Tucson, AZ 

Regarding Scope of Seminar, the last sentence, change it to: eliminate 
restrictions on Intergroup representatives from collectively discussing, and 
where appropriate, and in strict conformity with AA principles, express a voice 
to the Conference, the Trustees or the management, on matters of particular 
interest to the function of Intergroups as a whole. 

T 

  

2012 Washington, DC 

A 2/3 majority (vote) is required to change the “Scope”, “Composition” and 
“Procedures” of the Seminar. 

P 

  

2012 Washington, DC Seed money should be increased to $3000. P 

  

2012 Washington, DC Registration fee for the 2013 Seminar be raised to $30. P 

  

2012 Washington, DC 
Format the “Scope, Composition and Procedures” to reflect the new Website 
& Historian Committees in a sequence consistent with the current outline. P 

  

2013 Palm Springs, CA The registration fee for the Seminar should be $30 per person. P 

  

2013 Palm Springs, CA 

Add: The Seminar Information Secretary will put the date of any changes on the 
guidelines and procedures when they are updated each year. (Remove this 
from the Seminar Host Committee duties.) P 

  

2013 Palm Springs, CA 

Reintroduced tabled motion from last year to change scope of seminar: 
Regarding Scope of Seminar, the last sentence, change it to: eliminate 
restrictions on Intergroup representatives from collectively discussing, and 
where appropriate, and in strict conformity with AA principles, express a voice 
to the Conference, the Trustees or the management, on matters of particular 
interest to the function of Intergroups as a whole. F 

  

2014 Chicago, IL Add website expenses to seminar budget on a permanent basis every year. P 

  

2014 Chicago, IL 
Form an ad-hoc committee for outreach to the Spanish and French-speaking 
Central Offices/Intergroups. P 

  

2015 Ft. Lauderdale, FL 
Allocate a maximum of $500 to be spent to get the forum working for the 
ICOAA website. P 

  

2016 
Kansas City,  
MO 

Make a comprehensive list of office managers in attendance at each ICOAA to 
be added to the minutes and emailed for each seminar. P 

  

2016 Kansas City, MO 
Create a beta site of all the suggestions for the website to the body for 
approval. P 

  

2016 Kansas City, MO 

Create an ad-hoc Committee of five (5) Office Managers to conduct a feasibility 
study for creating a vehicle of expressing communication between Central 
Offices/Intergroups and the AAWS Board. P 

  

 
 
 
 

Fairfax, VA 
continued 

Procedural guidelines for Communications Committee: 
1.That there be at least a quarterly meeting between representatives from 
GSO, AAWS and the ICOAA by either audio and/or video conference call 
with calls timed around the AAWS Board meetings. 

2.That the ICOAA elect a rotating committee of three (3) members to serve 
on this Communications Committee along with one (1) alternate. 

 P 

  

 



 

 

  

YEAR CITY MOTION P/F/T 

REVOTE P/F 

 
Continued, 
Fairfax, VA 

         A. No two (2) members of the ICOAA Communications Committee may be from the same 
region. 

         B. To provide continuity in the ICOAA Communications Committee, one member will 
rotate each year. 

3.The first year, three (3) members will be elected, deciding either between themselves or by 
lot which member will serve an initial one (1) year term before rotation, which member will 
serve two (2) years, and which member will serve a full three (3) years for a first rotation.  The 
alternate position shall rotate every two (2) years. 

A. Subsequent members will serve a full three (3) year term. 
B. Vacancies on the committee will be filled by the alternate. An election at the next 

ICOAA Seminar shall fill the alternate position. 
4.To improve communications between the offices themselves, this committee and 
GSO/AAWS the following items need to be developed and implemented as soon as possible. 
        A. A single e-mail address that distributes to the entire committee so that offices can 

easily communicate directly with the committee. 
A. An e-mail list and snail mail list of offices so that the committee may gather and 

distribute information directly to the offices both before and after conference calls. 
B. A survey format on the ICOAA website to gather information and prioritize issues for 

the conference calls. 
C. Communications shall be translated into Spanish and French P 

  

2017 Fairfax, VA 
This Communications committee shall be in place for a one-year test period. It will be revisited 
at the next ICOAA Seminar. P 

  

2017 Fairfax, VA Close all meetings with the Responsibility Statement. P 

  

2018 
Montreal, 
CN 

One representative from each Central Office/ Intergroup shall be invited to participate and 
vote.  

  

2018 
Montreal, 
CN 

Elect five (5) new members of the Website Committee to provide a progress report to ICOAA 
within three (3) months, with the goal of bringing it current. P 

  

2018 
Montreal, 
CN 

Pertinent host information will be available on the ICOAA website for incoming hosts, and 
Information Secretaries such as guidelines, checklists, and helpful notes from past hosts. P 

  

2018 
Montreal, 
CN 

Remove first sentence from Seminar Composition: “The Seminar will guarantee that all persons 
who wish to attend the Seminar are represented.” P 

  

2018 
Montreal, 
CN Extend the Ad Hoc Communications Committee for one year P 

  

2019 Mesa, AZ 

All efforts should be made to secure an independent taper that will fit in the time and financial 
constraint of the Seminar without selling inventory. However, if that is not possible, the Host 
Chair should negotiate limited inventory to acquire necessary services. P 

  

 



 

2019 Mesa, AZ 

Strike out, don’t delete, portion of Final Report Policy which refers 
to names (written pre-website) and add at end of paragraph: See 
Policy Committee Procedures. P 

  

2019 Mesa, AZ 
List Policy Committee Chair on the ICOAA website, so that 
members may send agenda items to them. P 

  

2019 Mesa, AZ 
Have a new format for the Policy Committee meeting, so that 
there is always an agenda. P 

  

2019 Mesa, AZ 
The Information Secretary shall serve up to three (3) years and an 
Alternate be elected. P 

  

2020 
Des Moines,  
IO – Virtual 

There is a specified $3000 (US funds) for seed money and a 
prudent reserve of $500 (US funds) for technology expenses.  P failed 

 

2020 
Des Moines,  
IO – Virtual 

The Seminar Host is allowed to determine the amount necessary 
to charge for the Seminar registration. P 

  

2020 
Des Moines,  
IO – Virtual 

Make the Ad-Hoc Communications Committee a Standing 
Committee P 

  

2020 
Des Moines,  
IO – Virtual 

Seminar body to retain excess funds and discontinue sending a 
portion to GSO in order to establish a prudent reserve for the 
Seminar, to improve our own delivery platforms including ICOAA 
website, which can be accessed by trusted servants, as needed. F  

  

2020 
Des Moines,  
IO – Virtual 

Create an outreach Ad-hoc Subcommittee of the Communications 
Committee to have direct contact with Intergroups and Central 
Offices for inclusion in future seminars. P Passed F 

2020 
Des Moines,  
IO – Virtual 

Elect Alternate to fill vacancy on Communications Committee and 
have the Policy committee write policy next year on elections 
procedure for this committee. P   

2021 
Rhode Island, 
Virtual 

That the policy committee meet on a quarterly basis with 
delegates and alternates attending. P Failed  

2021 
Rhode Island, 
Virtual 

That all excess 2021 Seminar funds be forwarded to the 2022 
Seminar Host. P   

  

YEAR CITY MOTION P/F/T 

REVOTE P/F 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

SEMINAR SCOPE & COMPOSITION 
 
SCOPE 
The purpose of the Seminar is to foster greater unity among A.A. members, groups, area, regions, and 
service boards through the exchange of ideas and experiences and to provide an opportunity for 
representatives attending the Seminar to discuss the relevant A.A. and Office operation issues. It is 
intended that the activities of the Seminar and its committees will foster A.A.’s three legacies: Unity, 
Service and Recovery. The Seminar shall never be a policymaking, decision-making or oversight body. 
Except as to the location of the Seminar and procedures for the Seminar itself; rather the Seminar is a 
forum for workshop, topic discussions, exchanging ideas and sharing experiences. 
 
COMPOSITION 
1. The representatives at the Seminar shall be composed of a designated 

spokesperson/representative from each interested Intergroup/Central Office in North America (United 
States and Canada), one spokesperson from the G.S.O. staff, one spokesperson from the A.A.W.S. board 
and one spokesperson from the A.A.G.V. staff, (Rochester, NY 2009). Each representative shall have one 
(1) vote, and the representatives, collectively, shall be responsible for the conduct of all Seminar 
business.  

2.  It is recommended that all representatives be members of the Fellowship of Alcoholics Anonymous 
3. One representative from each Intergroup/Central office shall be invited to participate and vote. 

(Montral, CN 201) 
4. In keeping with the spirit of Concept IV “Right of Participation” and Concept V “Right of Appeal” – 

the Seminar will always be open to any opinion or suggestion regardless of its minority representation. 
5. A two-thirds (%) majority vote is required to change the “Scope,” “Composition” and “Procedures 

of the Seminar.” (Washington, DC 2012) 
 
SITE COMMITTEE GUIDELINES 
 
SCOPE 
There shall be a Seminar Site Committee to review the bids for the Annual Seminar two (2) years out. 
(Charlotte, NC 2005) 
 
COMPOSITION 
1. The Site Committee shall be comprised of the chairpersons of the five most recently completed 

Seminars, who are still serving as representatives, and the G.S.O. staff representative. 
2. Anyone registered for the Seminar may sit in on the Site Committee. (San Mateo, CA 1998) 
3. The Site Committee shall elect its own chairperson. 
 



 

 

 

 

 

  

 

 

PROCEDURES 
1. At the annual meeting, the item of site selection will always appear on the Seminar Agenda. 
2. Understanding the importance of advanced planning to an effective Seminar, the Site Committee 

shall propose its recommendations for a site to the representatives attending the Seminar, two (2) 
years prior to the next annual meeting. (Charlotte, NC 2005) 

3. The Site Committee shall provide suitable dates to all Intergroup/Central office spokespersons in 
North America at least two (2) months prior to the annual meeting to enable those interested to 
prepare bids. 

4. The Site Committee will make its recommendations based upon accessibility, cost, facilities, and 
accommodation. In their deliberations, the Committee will also apply the principles of equitable 
rotation when making its recommendation. 

5. The Site Committee will forward up to three (3) site recommendations to the Seminar business 
meeting for selection (Pittsburg, PA 2002) 

6. Site Committee participants’ names will be included on the program agenda for subcommittee 
meetings and the Saturday business meeting. 

7. Policy and Site Committee meetings will be scheduled at different times.  
 
POLICY COMMITTEE GUIDELINES 
 
SCOPE 
There shall be established a Policy Committee at the Seminar for the purpose of taking a continuing 
inventory of Seminar activities. 
 
COMPOSITION 
1. The Policy Committee shall be comprised of: 

A. One (1) representative from each General Service Conference Region 
B. Eight (8) regions with eight (8) representatives ii. Eight (8) regions are identified as Eastern 

Canada, Western Canada, Northeast U.S., Southeast U.S., East Central U.S., West Central 
U.S>, Southwest U.S., Pacific U.S. 

1. One (1) G.S.O. staff member 
2. One (1) member of the A.A.W.S. Board 
3. One (1) member of A.A.W.S. (Rochester, NY 2009) 

2. The Policy Committee Chairperson should have latitude in filling vacancies in areas that are not 
represented. {For example, if no representative from Eastern Canada attends, the body will have 
seven (7) regional members rather than eight (8) members. The chairperson requires liberal 
means to fill these vacancies.} 

3. The Policy Committee shall elect its own chairperson. The current Policy Committee Chair will be 
listed on the ICOAA website, so that members may send agenda items to them. (Mesa, AZ 2019) 

4. Anyone registered for the seminar may sit in on the Policy Committee. (San Mateo CA 1998) 
 
 



 

  
5. The selection process for Policy Committee members shall be as follows: 

A. Only representatives who have attended at least one (1) prior Seminar, and who wish to 
serve as a Policy Committee member, shall meet the minimum qualifications. 
B. In order to provide for as much rotation equity as possible, only representatives who qualify 
under “5.a.” above, and who have not served on the Policy Committee previously, shall be 
further qualified. 
C. If, over time, there are no representatives who qualify under “5.b.” above from one or more 
regions, then the Policy Committee shall establish further or mended qualification 
requirements. {For example, representatives who qualify under “5.a.” above, and who have 
not served on the policy Committee for at least four (4) years; or, if necessary, those who have 
not served for at least three (3) years.} 
D. The names of all eligible candidates shall be placed in a hat, one (1) region at a time, and 
selected, by chance drawing one (1) name from the fat. Thes process shall take place annually, 
during the Business Meeting on Saturday afternoon so that all representatives are in 
attendance.  
E. It is recommended that we elect an Alternate Policy Committee member from each region to 
vote in the absence of the current Policy Committee member from that region to provide for 
adequate representation from each region. (Rochester, NY 2009) Alternates may fill vacancies. 
If none occur, they are eligible to stand for the position of representative from that area at the 
next vacancy, which opens as a result of term expiration. G.S.O. and A.AA.W.S. liaisons will 
remain in membership. (Minneapolis, MN 1996). 
F. If a region is not fully represented at the Business Meeting, the Policy Committee shall poll 
Intergroup/Central Offices which had previously been represented at the Seminar, to find 
replacements. 
G. Each Committee member shall serve for two (2) years. (Tucson, AZ 2011) If a member is in 
their first year on the Policy Committee but is unable to attend, they would remain until their 
term expires, generally at the end of their second (2) year. When a member rotates or I am 
member is unwilling or unable to serve from their region, a call will be made from the floor by 
the Information Secretary at the General Business Meeting for any eligible, qualified candidate 
willing to serve. This would include paid or volunteer staff and board members. (Edmonton, CN 
2008 



 

 
 

 

 

POLICY COMMITTEE PROCEDURES 
 
1. A simple majority (6 of 10 eligible members) is required in order for the Policy Committee to conduct 

business. The Policy Committee will meet quarterly, and delegates and alternates are encouraged to 
attend. (Rhode Island, 2021). 

2. The chairperson of the policy Committee must receive recommendations for policy or procedure 
changes at least 60 days in advance of the Seminar, in order for said recommendations to be included 
on the Policy Meeting agenda. (St. Louis, MO, 2010). The Policy Committee chair will have an agenda 
regardless of the receipt of recommendations. (Mesa, AZ 2019) 

3. A meeting or meetings of the Policy Committee shall be scheduled prior to the Business Meeting so 
that the Policy Committee may deliberate the recommendations it has received. The Policy 
Committee may endorse the recommendation, disagree with it, or pass it along to the Seminar 
representatives without stating a position. 

4. In addition to recommendations, the Policy Committee will include in registration materials, updated 
guidelines for future Seminars (which include a statement regarding 

5. Scope, Policy and Procedure), bid questionnaires, minutes of the Business Meeting, and summaries of 
reports that were presented to the full body. 

6. The Policy Committee will be responsible for compiling all previous policy information into one 
document, to be updated yearly, and must be dated. This document will be copied and sent to the 
Seminar Chairperson, the next Host Committee, and the Information Secretary. 

7. The Policy Committee chairperson will send reminder letters to all committee members one month 
prior to the upcoming Seminar. Members should respond in a timely manner as to their plans to 
attend. 

8. The Policy Committee recommends that the Seminar Chairperson submit all bid and site selection 
correspondence to the Information Secretary for updates and verification before it is transmitted. 

9. Policy Committee participants’ names will be included on the Program Agenda for Subcommittee 
meetings and the Saturday business meeting. 

10. Policy and Site Committee meetings will be scheduled at different times. 



 

 
SEMINAR HOST COMMITTEE GUIDELINES 
 
The Host Committee, with the assistance of the outline provided by the Information Secretary, will 
develop the Seminar Agenda, which will be distributed to representatives upon arrival. In addition to the 
necessary coordination with Policy, Host, Site and Website (St. Louis, MN 2010) Committee Chairpersons, 
the Seminar Host Committee will invite the local Delegate from their Area, and acknowledge the policy 
set forth by G.S.O., A.A.W.S. and A.A.G.V. (Rochester, NY 2009) to send representatives. “In this way, we 
insure A.A.’s Three Legacies: Unity, Service and Recovery.” 
 
 
SEMINAR HOST CHAIRPERSON GUIDELINES 
 
1. The Chairperson shall have overall responsibility for the Seminar, including any necessary liaison with 
G.S.O. or others. 
2. The Chairperson is responsible for establishing a host committee, with the necessary officers; and a 
local site committee to work directly with the hotel, if appropriate. 
3. At the conclusion of the Seminar, the representative who has been selected to host the next scheduled 
Seminar shall be designated Chairperson of that Seminar. 
4. Within 90 days following the conclusion of a Seminar, the Chairperson shall prepare a financial report 
and shall arrange to have said report distributed to all representatives. There is a specified $3,000.00 for 
seed money and a prudent reserve of $500 for technology expenses. (vc, Des Moines, IA 2020) Any excess 
Seminar funds from 2021 will be forwarded to the 022 Seminar Host. (Rhode Island, 2021) 
5. In the event of the incapacity of the Chairperson to serve, the host Intergroup/Central Office shall be 
asked to provide a replacement in an expeditious manner. 
6. The Seminar Chairperson shall submit all bids and site selection correspondence to the Information 
Secretary for update and verification before it goes out. 
7. Some workshop topics will be determined by, and/or limited by the size of the representative’s cities. 
(Serving groups up to 150, groups of 150-250, groups 250 and up.) 
8. The prerequisite for becoming a workshop leader is attendance at a previous Seminar. 
9. Notify workshop chairperson that any special requests for equipment or material needs should be 
submitted 30 days prior to the Seminar. (Oklahoma City, OK, 2007) 
10. The Seminar Host is allowed to determine the registration fee for the Seminar. (vs, Des Moines, IA 
2020). 
11. Inform all workshop chairs that all meetings should close with the “Responsibility Statement”. (Fairfax, 
VA 2017) 
12. Pertinent host information will be available on the ICOAA website for incoming hosts, and Information 
Secretaries such as guidelines, checklists, and helpful notes from the past hosts. (Montreal, CN 2018) 
13. An invitation and registration packet to the non-English speaking offices. (Las Vegas, NV 2024) 
 



 

 
 
 
 

 

 

 

 
SEMINAR BUSINESS MEETING GUIDELINES 
 

1. A business meeting will be scheduled at each Annual Seminar and at a time during the Seminar 
when most representatives are able to attend (Saturday afternoon) 

2. The “Representative Statement” will be read at the beginning of each business meeting. 
3. The agenda should include reports from the Policy, Site, Host, Website and Archives 

Committees (Washington DC, 2012) elections, discussion topics, old and new business. 
4. The Business Meeting Agenda (suggested format) 

o Approval of Minutes and Financial Reports of previous meeting 
o Policy Committee Report 
o Host Committee Report 
o Site Committee Report (the recommendation of the Site Committee will be acted upon 

during the business meeting). 
o Website Committee Report 
o Historian’s Report 
o Elections Discussion Topics 

▪ Old Business 
(Minority opinions and/or opposing viewpoints shall be reflected in Committee reports.) 

5. Recommendations for changes in the operation of the Seminar – representatives should 
forward such recommendations for changes in the operation of the Seminar to the Chairman of 
the Policy Committee 60 days prior to the Seminar so that there is sufficient time for inclusion 
on the Policy Committee meeting agenda. The Policy Committee will bring to the floor, in their 
report at the Business Meeting, all recommendations received with the Policy Committee’s 
“conscience” to: 

o Endorse the recommendation. 
o Disagree with it 
o Or not state a position 

 
6. Recommendations for changes will be presumed to be a motion made by the representative(s) 

who submitted the recommendation. If seconded, will be debated and acted upon at the 
Business Meeting. (St. Louis, MN 2010). 

7. Representatives shall discuss the disposition of excess income, if any, and take action consistent 
with the following policy: The expenses of each representative shall be borne by his/her 
Intergroup/Central Office. A.A.W.S., Inc. shall bear the expense of the General Service Board 
representatives and staff. A.A.G.V. shall bear the expense of the Grapevine representatives and 
staff. (St. Louis, MN 2010). 

8. After all Seminar expenses have been paid, a balance remains, equal to or less than $3,500 U.S., 
which is $3,000 U.S. for seed money and the $500 U.S. for technology expenses, (vc, Des 
Moines, 2020) (any excess Seminar funds from 2021 will be forwarded to the 2022 Seminar 
Host) (Rhode Island, 2021) then said balance will be forwarded within 90 days following the 
close of the Seminar to the Chairperson of the next scheduled Seminar. These funds will be 
used as see money. (St. Louis, MN 2010) Any balance in excess of $3,500 will be divided equally 
between the General Service Office and the Chairperson of the next scheduled Seminar to be 
used as additional seed money, which shall affect, if possible, the lowering of the registration 
fee for the next Seminar. We will review the dollar amount once per year. (Pittsburgh, PA 2002) 

9. All special project (Survey, Websites, etc.) that will  
 
 

 



 

 

 
 
 
  

 
 
WEBSITE COMMITTEE GUIDELINES  
(St. Louis, MO 2010) 
 
SCOPE 
The purpose of the Website Committee is to coordinate the development, enhancement, and maintenance 
of the IOAA website (www.icoaa.org). Its purpose is to provide information and share ideas between the 
different Intergroup/ Central offices as well as A.A.W.S. and A.A.G.V. staff. 

COMPOSITION 
The Website Committee at the Seminar shall be composed of five (5) people, with a two (2) year 
commitment with an alternating rotation. At least one (1) of these Committee members should be Able to 
create/design, update and maintain the website, as necessary. For the other four (4) members, there is no 
requirement to be knowledgeable in web design to be part of the Committee. 

The Website Committee shall elect its own chairperson. 

The Website Committee should elect five (5) new members to provide a progress report to ICOAA within 
three (3) months, with the goal to bring it current. (Montreal, CN 2018) 
 

PROCEDURES 

The Website should only be accessed by Office Managers/Coordinators, G.S.O. and A.A.G.V. 
representatives, as appropriate. 

The Website will not be available to the general public since full names are included within the reports. 

Access to the Website will require an ID and Password to protect our anonymity. The Website will employ 
a Hypertext Transfer Protocol Secure (HTTPS) web server since, for the most part, first and last names are 
used on Seminar reports. 

One ID and Password per Intergroup/Central Office, A.A.W.S. and A.A.G.V. will be provided. 

It will be the responsibility of the Website Committee to respond to questions and emails generated by the 
page, if and when an email address for comments and questions is provided on the web page. 

Major enhancements and changes to the Website will be voted on at the Annual Seminar meeting. The 
remaining changes/additions are delegated to the Website Committee. 

The Website is currently secured via a credit card in the chairperson’s name. 

The only links necessary to support the operation of the Website, which are consistent with the Traditions, 
will be considered for inclusion on the Website. 

The secure Website for the Seminar has a budget of $200 per year. (Rochester, NY 2009) 

The annual Website expense shall be added to the Seminar budget on a permanent basis (Chicago, IL 
2014). The Seminar will allocate funds for the development of a forum for the ICOAA Website not to 
exceed $500 (Ft. Lauderdale 2015) 
 

 

 

http://www.icoaa.org/


 

 
  

 
HISTORIAN GUIDELINES 
(St. Louis, MO 2010) 
 
The Historian is a representative who has previously attended two (2) Seminars. 

No funding for expenses is set aside for this position; however, if expenses are incurred, they will be 
reimbursed out of registration fees. (See item 6 under Seminar Business Meeting.) 

Using prior Seminar reports along with long-time attendees’ recollection, initially, create a Seminar History 
Story to include on the Seminar Website www.icoaa.org. An ongoing invitation is made to attendees to 
submit Seminar stories to continue documenting the history. 

The Historian coordinates with the Website Committee to assist with scanning and uploading the Seminar 
reports as needed. 
 

COMMUNICATIONS COMMITTEE GUIDELINES 
(vs, Des Moines, IA 2020) 
 
Procedural guidelines for this Committee were approved, Fairfax, VA 2017 

That there be at least a quarterly meeting between representatives from G.S.O., A.A.W.S. and the ICOAA by 
either audio and/or video conference call with calls timed around the A.A.W.S. Board meetings. 

That the ICOAA elect a rotating committee of three (3) members to serve on this Communication Committee 
along with one (1) alternate. 
          • No two (2) members of the ICOAA Communications Committee may be from the same region. 
          • Provide continuity in the ICOAA Communications Committee, one member will rotate each year. 
The first year, three (3) members will be elected, deciding either between themselves or by lot which 
member will serve an initial one (1) year term before rotation, which member will serve two (2) years and 
which member will serve a full three (3) years for a first rotation. The alternate position shall rotate every 
two (2) years. 
         • Subsequent members will serve a full three (3) year term. 
         • Vacancies on the Committee will be filled by the alternate. An election at the next ICOAA Seminar 
shall fill the alternate position. 

To improve communications between the offices themselves, this Committee and G.S.O./A.A.W.S., the 
following items need to be developed and implemented as soon as possible: 

• A single email address that distributes to the entire Committee so that offices can easily communicate 
directly with the Committee. 

• An email list and snail mail list of offices so that the Committee may gather and distribute information 
directly to the offices both before and after conference calls. A survey format on the IOAA website to gather 
information and prioritize issues for the conference calls.  

• Communications shall be translated into Spanish and French.  
 
 

http://www.icoaa.org/


 

 
 
 

 
  

  

 

AD HOC COMMITTEES 
 
OUTREACH COMMITTEES 
Form an Ad-hoc Committee for outreach to the Spanish a French-speaking Intergroup/Central Offices. (Chicago, 
IL 2014) 
BETA SITE 
Create a beta site of all suggestions for website to the body for approval. (Kansas City, MO 2016). 
 
TAPING POLICY 

1. Seminars should be taped if possible. (Edmonton, CN 2001). However, the tapes are not for distribution 
outside of the Seminar membership. 

2. All efforts should be made to secure an independent taper that will fit in the time and financial constraint 
of the Seminar without selling inventory. However, if that is not possible, the Host chair should negotiate 
limited inventory to acquire necessary services. (Mesa, AZ 2019). 

3. These Tapes are for internal use only, and the Host Committee will have jurisdiction over the tapes. 
Suggestion “Office Managers Only” meeting should not be taped. 

 
FINAL REPORT POLICY 

1. Names are to be omitted from the final reports so that Seminar participants can share opinions, feelings, 
and local problems without fear of repercussion when the Seminar Final Report is sent back to his/her 
respective Intergroup/Central Office. A standardized form, which provides space for the current date, will 
be included in the Seminar Final Report for both Bid and Site Selection Committees. This is a confidential 
document and is not for publication on the internet. 

2. It is available to members of the Intergroup/Central Office, A.A.W.S., A.A.G.V. body only. (Denver, co 
2004). See Policy Committee procedures and Website Committee Scope and Procedures. (Mesa, AZ 2019) 

 
REGISTRATION POLICY 

1. Seminar registration fees are non-refundable and include the Seminar Final Report. 
2. Registration forms from the Host city should include the questions, “Would you be interested in serving 

on the Policy Committee?,” and “Would you like to serve as a Workshop Leader?”. The pre-requisite is 
having attended at least one previous Seminar.  

3. In addition, participants should be asked to indicate the number of Seminars they have previously 
attended; there should be a question on the registration form indicating whether or not this is the 
participant’s first Seminar. 

 



 

 
 
  2025 or 2026 SEMINAR BID FORM 

 
If your Intergroup/Central Office is interested in hosting the Seminar, you must fill out this form and return it 
to both the Current Host Chairperson and the Information Secretary BY THREE WEEKS PRIOR TO THE 
SEMINAR (DATE).  
 
YOUR BID FORM WILL BE DISTRIBUTED TO THE SITE COMMITTEE. The Site Selection Committee consists of 
the Central Office/Intergroup Managers for the past five host cities and the Intergroup Liaison at the General 
Service Office. The responsibility of the Site Committee is to select a maximum of three bids to present to the 
entire body at the business meeting during the Seminar.  
 
You will be expected to make a presentation to the Site Committee at the Seminar LUNCHEON MEETING on 
Friday. If the Site Selection Committee selects your bid as a finalist, you will also present your bid to the 
assembled representatives at the annual business meeting. Following this review process the final site 
selection will be made by the vote of the assembly at the business meeting. 
 
Bid Prepared By: ___________________________________________________ 

Name: ___________________________________________________________ 

Office: ___________________________________________________________ 

Title of Person Presenting: ___________________________________________ 

Address: _________________________________________________________ 

Phone Number: ___________________________________________________ 

Email: ___________________________________________________________ 

Fax: _____________________________________________________________ 

List the years your office sent a representative to the Seminar: ______________ 

Has this presenter attended a previous seminar? ___ What years(s) __________ 

Bid Dates: (List Weekend(s)___________________________________________ 

The Seminar may be scheduled for a weekend in the fall, between Labor Day and Thanksgiving Blackout 
dates are available from the GSO Liaison. 
 



 

 

PROPOSED LOCATION FOR SEMINAR: 
 
Hotel: ____________________________________________________________ 

Address: __________________________________________________________ 

City/State: ________________________________________________________ 

Price per night (include Tax Rate): _____________________________________ 

Special Rates at hotels are in effect from (dates): __________________________ 

(Usually, hotels will honor their discount rate a couple days before and after the event) 

Distance from Major Airport: _________________________________________ 

(Is there a complimentary hotel bus/shuttle/van service available to and from airport?) 

How often does it run? ______________________________________________ 

If no, the price of shuttle:  $__________________   Taxi: $__________________ 

There is a need for one large room (Seat 250) for Seminar Forums and between 4 and 5 breakout rooms (Seat 
50 – 75) for workshops and meetings. 
 
What is the room commitment and what is the cost of the meeting space? (Attach any documentation you 
may have regarding this information from the hotel) 
 
 
Please list any experience you may have in hosting or working on a convention/conference in your area. (The 
prerequisite for presenting a bid is previous attendance at a Seminar.) 
 
 
Coffee may be purchased or provided. Please fill out Coffee arrangements and price per cup for purchase. 
 
 
Please include surrounding places to eat both in the Hotel and within walking distance. 
 
Attractions in your Area. (Attach any information from the Hotel or Visitors Bureau in your Area.) 
 
 



 

  

Do you have support from your community? (Please describe) 
 
Remember this is a big responsibility and to review the scope, composition & Policy included with your final 
report (including the responsibilities of the Host Chairperson/committee). 
 
Minutes of past seminars and reports (contained in the final seminar reports) can be checked and/or discussion 
with past Host Committee Chairs can be held to determine current trends with regards to:  
• Attendance – how many people are generally coming to the seminar? 
• Coffee consumption  
• Room nights accounted for credit against meeting rooms in hotel 
• AAWS & Grapevine staff – how many display tables do they need? How many of their staff are in attendance? 
• Other general trends and needs. 

 
To accommodate as many of our fellowship as possible, access to meeting rooms for those who are older or with 
special needs should be considered. 
 
The proposed rate, if possible, should include alternate dates that the facility is available around the specific dates 
proposed (to provide for flexibility at the site review if conflicts are discovered). 
 
The cost for the meeting facilities: If the meeting space is offered by a hotel free or at a discount based on the 
number of room nights, the basis for the cost should also be explained (e.g. “…the hotel meeting room would be 
free if we sell 150 room nights…” 
 If the need for additional funds is foreseen, please ask during the bid submission. 
 
Coffee costs and terms. If we are buying coffee as part of a hotel deal, what is the price per gallon? If we are 
allowed to make our own coffee, what are the limitations (e.g. we can only have coffee in a hospitality room, etc.) 
 
Some considerations you may need volunteers for may include registration, hospitality (coffee/food), logistics, 
transportation. It is strongly recommended that you also have a co-chair and treasurer to help with those 
responsibilities. 
 
Please be aware that port of the duties after the Seminar is to produce and distribute a final report and that it will 
be expected within 180 days (6 months) of the close of the seminar. 



 

 
 
 
 
 
  

 

Again, while a lot of work is required to prepare a bid and host a seminar, it can have a great, positive influence 
on the local A.A. Community. The purpose and focus of the Seminar would be kept foremost in mind as priority 
is given toward time to communicate among the office staff, managers, directors from across the U.S. and 
Canada. 
 
 

Proposed Budget Income Expense 

Seed Money (from last Seminar) $3000  

Registration (expected attendance x $25)   

Group tours/activities   

   

Hotel expenses (room fees, a/v equipment, etc.)   

Bank Charges (separate account/checks)   

Registration packets   

Program printing / Final report printing   

Postage   

Telephone / long distance charges (if applicable)   

General office supplies   

Hospitality room (food/supplies)   

Beverages (coffee, pop, water, etc.)   

   

Return of seed money  $3000 

Totals   

 
 
 



 

NOTES 
  



 

 

NOTES 
  



 

 

Quick Reference 
 
 

 

Day/Time Event Location 

    Thu / 3 pm Registration 
Lobby 

Thu / 5 pm Welcome Reception Suite # 

Thu / 7 pm AA Meeting Ballroom 

Fri / 7 am AA Meeting Ballroom 

Fri / 8 am  Committee Meetings Noble A, B, and C 

Fri / 9:15 am  General Meeting Welcome Ballroom 

Fri / 10:45 am  Workshops Various 

Fri / 12:00 pm  Lunch Buffet Grand Ballroom 

Fri / 1:15 pm  Workshops & Reports Grand Ballroom 

Fri / 5:30 pm  Dinner On your own 

Fri / 7:30 pm  GSO & AAWS  Ballroom 

Sat / 7 am  AA Meeting  

Sat / 8 am  Office Meetings  

Sat / 9:30 am  Workshops  

Sat / 12:30 pm  Lunch Grand Ballroom 

Sat / 1:45 pm  Workshop Reports  

Sat / 3 pm Annual Business Meeting Ballroom 

Sat / 5 pm  Dinner On your own 

Sat / 7:30 pm  Grapevine Presentation Ballroom 

Sun / 8 am  AA Meeting  

Sun / 9:15 am  Remarks & Open Mic Ballroom 

Sun / 12:00 pm  Close   

 


