GENERAL SERVICE ASSOCIATION OF ABA
TERMS OF REFERENCE
LITERATURE & OUTREACH COMMITTEE


PURPOSE:
· To develop and produce ABA's literature, including books, pamphlets, other printed materials and some audio materials
· To answer questions about ABA literature from the Fellowship and from the public
· To inform ABA members about newly available literature – through announcements on the ABA website and newsletter and through the GSR Committee
· To report to the General Service Association (GSA) regarding literature updates
· To coordinate communication regarding international translations, printing, and other literature matters

MEMBERSHIP: 
· Committee membership will include at least one member of the Board of Directors, a Chair who is an ABA member and is appointed by the Board, and other members as determined by the Chair. ABA members will constitute at least three-quarters of the Committee and will have maintained a minimum of two years of continuous sobriety. 
· From time to time the Committee may utilize helpers (from inside or outside the Fellowship) for tasks such as technology or administrative skills. These helpers may have less than 2 years  sobriety and should be under the supervision of a Committee member with at least 2 years sobriety.

OPERATION: 
· Meetings will be held at the call of the Chair. Minutes will be kept and will be available for Board review. 
· Decisions will be made by consensus, and if consensus cannot be reached on a given issue, it will be brought to the Board. All major issues will be brought to the Board for discussion and decision. 
· The Chair will prepare a Committee report prior to Board meetings. The Chair or her/his designate will report verbally at board meetings. The Chair will prepare a written report for the Annual General Meeting.

DUTIES: This Committee will carry out the following activities:

1. Prepare and edit ABA literature. 
· Update ABA literature as needed – including books, eBooks and pamphlets. 
· Coordinate the writing, editing, and layout and printing of all printed materials.
· Coordinate the uploading of all ABA books to all online distributors approved by the Board.
· Ensure ABA literature is available on the ABA website –this includes free documents and/or literature for sale.
· Coordinate translations and printing of ABA literature internationally. 
· Save all key documents to the shared Literature Google Drive

2. Communication with members and GSR
· Respond to questions regarding ABA literature. Such questions may come from the Operations Manager, from other GSA Committees or from the GSR committee.
· Keep the Fellowship informed about all new literature as it becomes available through informing the GSR Committee, advertising on the ABA website, or writing promotional items for the newsletter. 

3. Board interaction
· Update literature as requested by the Board. 
· Write Committee reports prior to Board meetings.
· Board approval will be required for all financial expenditures involving literature.

4. Other matters
· Oversee the uploading of podcast episodes.
· Oversee the creation and online uploading of the  ABA Audio textbook.

REMUNERATION: Committee members receive no remuneration for their work, but will be reimbursed by the Treasurer for all reasonable, pre-approved out-of-pocket expenses incurred in carrying out their duties.
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