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Introduction 

This manual is meant to compliment the By-laws of Overeaters Anonymous – St. Louis Bi-State Area 

Intergroup (Bylaws).  It is noted that all entries appearing in this summary were adopted by the group 

conscience of the St. Louis Bi-state Area Intergroup of Overeaters Anonymous (Intergroup).  Until 

changed, these policies and procedures set self-imposed limits on the Intergroup and their practices.  

Changes can be made at the will of the Intergroup body by a simple majority at any scheduled session. 

 

A Duties of the Intergroup 

 Maintain a public listing of the Overeaters Anonymous contact information  

 Maintain an answering service. 

 Reply to all inquiries about OA. 

 Publish regular newsletters and bulletins. 

 Inform groups about upcoming Overeaters Anonymous events. 

 Distribute up-to-date directories of all meetings within the Intergroup. 

 Maintain a local speaker and sponsor list.  

 Maintain a stock of Overeaters Anonymous literature. 

 Sponsor and arrange recovery events for member groups. 

 Answer local news media inquiries and arrange radio and TV announcements 

or programs about OA. 

 Arrange Overeaters Anonymous speakers for outside organizations upon 

request. 

 Support World Service Business Conference Delegates and Region 

Representatives in the fulfillment of their duties. 

 Maintain the stlouisoa.org website 

B Intergroup Calendar 

A calendar for the Intergroup meetings will be established by the Board before the end 

of each year.  This will be posted on the website and distributed to all members of the 

Intergroup. 

C St. Louis Area Bi-State Area Conference 

The Annual Conference will be held annually in June, or on a date as the Intergroup 

Board may fix.  

D Meeting Dates 

Intergroup meets at 1:30 PM on the second Sunday of the months January, February, 

March, June, July, September, October and November for a duration of no more than 

ninety (90) minutes unless an extension is agreed to by a majority of the voting 

members in attendance.  The meeting for the month of May is held either the first or 

third Sunday of the month depending on conflicting calendar events. 
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E Meeting Location 

The current location for the meetings is Missouri Baptist Hospital, 3015 N Ballas 

Road, St. Louis, MO 63131 Auditorium A.  

F Position Election 

The Intergroup Board, WSBC delegate positions, Region Four representative 

positions and committee chair positions will be filled in accordance with the bylaws. 

G Attendance at Intergroup Meeting 

Acceptance of any Intergroup position is with the understanding that the officeholder 

will be diligent and consistent in attending the Intergroup meetings.  Board members 

and Chairs are responsible for ensuring their duties are covered when they cannot 

attend.  

H Reports 

A written report (electronic submission preferred) from each committee must be 

provided to the secretary for use in preparing minutes. 

I Committees 

Standing committees are those formed by Intergroup to perform a continuing function. 

Current standing committees positions, filled in accordance with Article X. of the 

Bylaws are: 

 Convention Chair 
 Convention Registrar 

 Newsletter Chair 

 Office Volunteer Chair 

 Website Coordinator 

Ad hoc committees will be established each year based on the will of the Chair or the 

Intergroup.  These committees will be led by either an elected Chair or liaison Board 

Officer based on the make-up of the Intergroup body and their willingness to serve.  

Ad Hoc committee positions may include but are not limited to: 

 Media Committee Chair 

 Public Information Chair 

 Retreat Chair 

 Retreat Registrar 

J Duties of the Chair 

 Following bylaws, presides at the monthly and special Intergroup meeting 

 Prepares the monthly Intergroup agenda, using the suggested annual guidelines  

 Acts as contact for information and suggestions concerning Intergroup 

 Contacts Committee Chairs not attending 3 consecutive meetings without 

contact, to determine if the position should be declared open 
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 Is a signer on all Intergroup bank accounts 

 Serves as Liaison on Ad Hoc Committees as needed 

 Coordinates annual review of Bylaws for relevancy and accuracy for 

Intergroup functioning  

K Duties of the Vice Chair 

 Presides at Intergroup meetings when the Chair is unavailable 

 Assists Chair in adherence to bylaws and Intergroup functioning  

 Is a signer on all Intergroup bank accounts 

 Coordinates Annual Conference 

 Serves as Liaison on Ad Hoc Committees as needed 

L Duties of the Secretary 

 Keeps minutes at all BOT and Intergroup meetings 

 Saves all minutes electronically to the Intergroup cloud file 

 Distributes monthly agendas, minutes and reports to Intergroup 

Representatives 

 Submits all BOT and Intergroup minutes to webmaster for posting on website 

 Secures signatures of Intergroup Board Officers on any revised bylaws 

 Submits electronic copy of revised Intergroup bylaws to the WSO within 60 

days of Annual Conference 

 Is a signer on all Intergroup bank accounts 

 Liaison with Newsletter Chair in three ways 
o Proofreads monthly newsletter for accuracy including dates, names, 

phone numbers and spelling 
o Proofreads monthly newsletter to ensure that content conforms to OA 

principles and traditions 
o Writes monthly newsletter item called “Inside Our Intergroup” 

M Duties of the Treasurer 

 Is a signer on all Intergroup bank accounts 

 Coordinates with past Treasurer or other signer on the account to add or 

remove names to the bank accounts 

 Signs checks 

 Maintains a credit card  

  Makes final payment of deposits or final settlements for Intergroup hosted 

events 

 Has online access to all accounts and reviews all accounts quarterly 

 Reviews monthly Income and Expense reports from the Business Manager and 

reports on financial status at Intergroup Meetings, including collections from 

prior Intergroup meeting 

 Receives and records newsletter payments, donations and 7
th

 tradition at 

Intergroup meetings 
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  Prepares Treasurer’s ledger after each Intergroup meeting and returns it to the 

Business Manager for review and deposit 

 Arranges for an annual audit of the corporate books and reports the findings of 

the audit to the Intergroup 

 Acts as liaison for convention and authorizes all requested reimbursements. 

 Serves as Liaison on Ad Hoc Committees as needed 

N Duties of the Office Administrator 

 Acts as liaison between the Business Manager, the Office Volunteer Chair and 

the Board, providing support and responding to questions 

 Prepares reports on office activities for the Intergroup and Board 

 Is a signer on all Intergroup bank accounts 

 Signs checks 

 Maintains a credit card used for 
o purchase of office supplies 
o purchase of literature stock 

 Serves as a back-up to coordinate, add, or remove signers from the bank 

accounts 

 Coordinates with Office Volunteer Chair for assembling and mailing 

newsletter packets 

 Manages the physical resources of the corporation, including arranging for 

cleaning, maintenance and repair of the inside of the office and its contents 
 Monitors Intergroup office email 

 Proof reads Where and When 

 Gets Intergroup supply box to Board meetings 

O Duties of Region Representative(s) 

 Represents the needs and desires of the Intergroup at the Region 4 Assemblies 

 Informs the Intergroup and member groups of the actions of the Region and 

items of interest regarding other groups and Intergroups throughout the Region 

 Provides a full report to Intergroup and a shorter version for the Newsletter 

after each Assembly emphasizing new policies and bylaws impacting our 

Region, goals of the Region, workshops attended, and committee work in 

which they are involved 

 Completes any committee commitments made at the Region level 

 Develops proposed annual budget for Region travel expenses 

 Submits expense report and reimbursement request with all documentation and 

receipts within 30 days of event 

P Duties of World Service Delegate(s) 

 Represents the needs and desires of the Intergroup at the World Service 

Business Conference (WSBC) 

 Annually presents to the Intergroup all motions on the WSBC Agenda 

Questionnaire and collects comments and concerns which are then submitted 

to the WSO by the deadline 
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 Informs Intergroup and member groups of the actions of WSBC and items of 

interest regarding other groups and Intergroups throughout the world 

 Submits motions at the Annual Conference to ensure Intergroup Bylaws are in 

compliance with OA Inc., Subpart B, based on any new policies or bylaws 

adopted at the WSBC 

 Provides a full report to the Intergroup and a shorter version for the Newsletter 

after each Conference emphasizing new policies and bylaws that will impact 

OA, goals of the WSBC, workshops attended, and committee work in which 

they are involved  

 Completes any committee commitments made at the World Service level 

 Develops proposed annual budget for WSBC travel expenses 

 Submits expense report and reimbursement request with all documentation and 

receipts within 30 days of event 

Q Duties of the Convention Chair 

 Recruits committee members to support annual event 

 Chairs all committee planning meetings 

 Reviews and analyzes evaluation forms from prior events 

 Develops proposed annual budget for committee. 

 Maintains the Convention Committee Guidelines and uses same for planning 

event 

 Maintains communication with event committee chairs and supports them in 

finding and organizing volunteers for their committees along with any back-up 

groups that are needed 

 Works in partnership with Public Information Committee to widely publicize 

convention 

 Reports activities at Intergroup meetings throughout the preparation months 

and a final report after the convention 

 Maintains records of all income and expenditures for the Convention 
o Coordinates with Registrar to maintain knowledge of income and 

collects all receipts of expenditures ensuring event committee chairs 

complete an expense report with documented receipts 
o Authorizes all payments through Intergroup Treasurer and Business 

Manager 

R Duties of Convention Registrar 

 Maintains records of all members who register for the Convention including 

the tracking of: 

o number of registrations purchased 
o number of banquets purchased 
o We Care income 
o other items as outlined in the Convention Committee Guidelines 

 Tracks use of We Care scholarships and deducts same from known income, 

reports use to Business Manager 

 Completes all tasks as per Convention Committee Guidelines 
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 Informs Convention Chair of all income received for the event through 

preregistration process 

 Produces wrap-up financial report within 30 days of the event and reports at 

next Intergroup meeting 

S Duties of Newsletter Chair 

 Recruits committee members willing to assist with newsletter creation and 

production,  

 Coordinate with Business Manager for printing of newsletters 

 Solicits articles for inclusion in monthly publications 

 Coordinates typing, layout, printing and distribution of issues 

 Provides Board Secretary with advance copy of next issue for review prior to 

submitting to the printer 

 Maintains portfolio/file of all newsletters editor prepares during their tenure for 

use by succeeding editor(s) 

 Maintains file of unused articles/graphics for use by future editor(s) 

 Complies with newsletter guidelines provided by WSO 

 Maintains file of newsletters from other sources (e.g. Intergroups and Regions) 

for use by succeeding editor(s) 

 Ensures all Newsletters are stored electronically in the Intergroup cloud file 

 Provides electronic copy of newsletter to webmaster 

 Develops proposed annual budget for committee 

T Duties of Media Committee (Ad hoc) 

 Recruits committee members willing to assist with the projects of the 

committee 

 Brings Intergroup collection of recordings to IG meetings and events for 

check-in/out by members 

 Develops procedures for media check-out 

 Maintains records of loaned recordings and follows up with last person to 

check out the item, if not returned in a reasonable time 

 Publicizes availability of media items 

 Replaces damaged or lost items 

 Orders new WSO recordings when funds are available 

 Coordinates mailing of recordings to outlying areas upon request 

 Coordinates attendance of a back-up person to bring tapes in case of absence 

 Develops proposed annual budget for committee 

U Duties of Public Information Chair (Ad hoc) 

 Recruits committee members willing to assist with the projects of the 

committee 

 Coordinates responses to requests for information from the professional 

community 
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  Distributes information including Where & When’s to local professionals (e.g., 

doctors, hospitals, health organizations, etc.) regarding the OA program of 

recovery and compatibility with the medical approach 

 Recruits volunteers to respond to requests by local media for OA 

representatives bearing in mind the requirements of anonymity at the level of 

media 

 Coordinates projects selected by the committee and reports on same at 

Intergroup meeting 

 Develops proposed annual budget for committee 

V Duties of Retreat Chair (Ad hoc) 

 Recruits committee members to support and produce the event 

 Plans and organizes the retreat program content, including recruitment of 

speaker or leader as determined by the committee 

 Solicits and chooses retreat site for the following year’s event 

 Reviews and analyzes evaluation forms from prior events 

 Ensures both retreat facility and OA adhere to respective contractual duties 

 Selects menu in accordance with OA principles and consensus from the 

committee 

 Works in partnership with Public Information Committee to widely publicize 

convention 

 Reports activities at Intergroup meetings 

 Maintains records of all income and expenditures for the Retreat 

o Coordinates with Registrar to maintain knowledge of income 
o Collects all receipts of expenditures ensuring event committee chairs 

complete an expense report with documented receipts 
 Acquires authorization for all payments through Intergroup Treasurer and 

Business Manager 

W Duties of Retreat Registrar (Ad Hoc) 

 Maintains records of all members who register for the retreat. 

 Informs retreat Chair of all income received for the event through 

preregistration process. 

 Tracks use of We Care scholarships and deducts same from known income, 

reports use to Business Manager 

 Produces wrap-up financial report within 30 days of the event and reports at 

next Intergroup meeting. 

X Duties of Office Volunteer Chair 

 Recruits and trains volunteers for the office 

 Updates schedule and notifies volunteers monthly 

 Maintains Office Volunteer Manual 

 Supports the volunteers, answering questions and suggesting solutions as 

situations arise 
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  Prepares instructions and answers questions when tasks are delegated to office 

volunteers such tasks may include 
o Annual Verification of the Intergroup Outreach Directory 
o Semi-annual verification of meeting list and contact information 
o Advance verification of holiday meeting schedules 
o Assembly of Newsletter packets 

Y Duties of Web Coordinator 

 Notifies webmaster of items that need to be posted on site 

 Coordinates change in design or content to include:  

 Intergroup meeting schedule, 

 Intergroup meeting location and directions, 

 Intergroup Bylaws, 

 Policies & Procedures manual, 

 Intergroup newsletter (requires coordination with Newsletter chair), 

 Organizational e-mail addresses of all Board members and the Business 

Manager, and 

 Address for the Intergroup Office. 

Z We Care Fund 

 This fund is established to provide scholarships to those in financial need who 

wish to attend either the convention or the retreat. 

 The money collected toward this fund is used to cover only the registration 

costs of the individuals asking for this support.  This fund is not used to cover 

food or lodging at the event. 

 No documentation or explanation is required to receive this scholarship 

 Should the fund be depleted, members are still welcome to attend the event 

 Any unused portion of the money from one event will be passed to the next 

event 

AA Travel Expenses 

 Travel to and from Intergroup or local events is not reimbursable 

 Members traveling on behalf of the Intergroup to out of town destinations are 

expected to be responsible to keep their expenses reasonable based on the 

destination location   

 Should reimbursement requests be deemed excessive, the Board will discuss 

reasonable compensation and notify the individual of their decision 

AB Reimbursement of Authorized Expenses 

To receive reimbursement the members must provide an original or copy of their 

receipt and a signed reimbursement form which lists the purpose of the expense. 

AC Bylaw Change Process 

 A change may be proposed by any member or group affiliated with the 

Intergroup 
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 A proposed motion form is available from the website, or upon request to the 

Chair or Secretary 

 The proposed change must be submitted in writing to the Chair and/or 

Secretary at least forty-five (45) days in advance of the annual conference 

(electronic submission preferred).  

 The proposed motion is posted on the website and distributed to all Intergroup 

reps at least thirty (30) days in advance of the annual conference 

 If adopted, the bylaw document will be updated by the Secretary 

 Signatures will be obtained from all Officers 

 Document will be submitted to the WSO, who will forward to the Region 

Trustee for review.   

 Should the bylaw be in conflict with OA Inc., Subpart B, the Intergroup reps 

will be informed and thirty (30) day notice will be given before the next 

deliberation 

 If changes to OA Inc., Subpart B, impact these Bylaws, they will be submitted 

by the WSBC Delegate for inclusion in the following annual conference. 

(Bylaws must be updated within twelve months of such a change.)   
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