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PREAMBLE:  General Warranties of Western Massachusetts Intergroup of Overeaters Anonymous:

In all its proceedings, Western Massachusetts Intergroup of Overeaters Anonymous shall observe the spirit of the Overeaters Anonymous traditions, taking care that the Intergroup and its officers never become the seat of wealth or power.  None of its trusted servants shall ever be placed in a position of unqualified authority over any of the others.  All important decisions will be made by discussion, vote, and whenever possible, substantial unanimity.  Intergroup will not act in a punitive manner or engage in public controversy.  The Intergroup may act for the service of Overeaters Anonymous groups within its membership, and will never perform any acts of government.  Like the fellowship of Overeaters Anonymous®, Intergroup and its officers will always remain democratic in thought and action, placing principles before personalities.

I. Name:
  The name of this organization shall be WESTERN MASSACHUSETTS INTERGROUP (hereinafter referred to as “WMI”) of OVEREATERS ANONYMOUS (hereinafter referred to as “OA”)

II. Purpose:
The Purpose of WMI of OA shall be;

A. to carry the message that OA offers recovery from compulsive overeating through the Twelve Steps and Twelve Traditions of Overeaters Anonymous® (See Appendix I);

B. to act as a network for Western Massachusetts OA groups and to maintain a communications center for WMI;

C. to maintain an answering service for the Western Massachusetts area;

D. to promote unity and cooperation between local OA groups in the WMI service area;

E. to provide updated meeting lists for the WMI service area;

F. to sponsor WMI marathons and other events to carry the OA 12 Step Message of Hope.
G. to act as guardians of OA’s Twelve Traditions within the WMI area;

H. to participate in Region 6 Assembly (hereinafter referred to as “R6A”) meetings;

I. To participate in the World Service Business Conference (hereinafter referred to as “WSBC”). By sending at least one delegate to the WSBC annually.  When economically feasible, WMI may send more than one delegate;

J. To provide assistance to new meetings in Western Massachusetts in the form of a start-up donation of $50.00 in literature.

The Twelve Steps of Overeaters Anonymous

1. We admitted we were powerless over food — that our lives had become unmanageable.

2. Came to believe that a Power greater than ourselves could restore us to sanity.

3. Made a decision to turn our will and our lives over to the care of God as we understood Him.

4. Made a searching and fearless moral inventory of ourselves.

5. Admitted to God, to ourselves and to another human being the exact nature of our wrongs.

6. Were entirely ready to have God remove all these defects of character.

7. Humbly asked Him to remove our shortcomings.

8. Made a list of all persons we had harmed and became willing to make amends to them all.

9. Made direct amends to such people wherever possible, except when to do so would injure them or others.

10. Continued to take personal inventory and when we were wrong, promptly admitted it.

11. Sought through prayer and meditation to improve our conscious contact with God as we understood Him, praying only for knowledge of His will for us and the power to carry that out.

12. Having had a spiritual awakening as the result of these Steps, we tried to carry this message to compulsive overeaters and to practice these principles in all our affairs.

The Twelve Traditions of Overeaters Anonymous
1. Our common welfare should come first; personal recovery depends upon OA unity.

2. For our group purpose there is but one ultimate authority — a loving God as He may express Himself in our group conscience. Our leaders are but trusted servants; they do not govern.

3. The only requirement for OA membership is a desire to stop eating compulsively.

4. Each group should be autonomous except in matters affecting other groups or OA as a whole.

5. Each group has but one primary purpose — to carry its message to the compulsive overeater who still suffers.

6. An OA group ought never endorse, finance or lend the OA name to any related facility or outside enterprise, lest problems of money, property and prestige divert us from our primary purpose.

7. Every OA group ought to be fully self-supporting, declining outside contributions.

8. Overeaters Anonymous should remain forever non-professional, but our service centers may employ special workers.

9. OA, as such, ought never to be organized; but we may create service boards or committees directly responsible to those they serve.

10. Overeaters Anonymous has no opinion on outside issues; hence the OA name ought never to be drawn into public controversy.

11. Our public relations policy is based on attraction rather than promotion; we need always maintain personal anonymity at the level of press, radio, films, television and other public media of communication.

12. Anonymity is the spiritual foundation of all these Traditions, ever reminding us to place principles before personalities.

The Twelve Concepts of OA Service

1. The ultimate responsibility and authority for OA world services reside in the collective conscience of our whole Fellowship.

2. The OA groups have delegated to the World Service Business Conference the active maintenance of our world services; thus, the World Service Business Conference is the voice, authority and effective conscience of OA as a whole.

3. The right of decision, based on trust, makes effective leadership possible.

4. The right of participation ensures equality of opportunity for all in the decision-making process.

5. Individuals have the right of appeal and petition in order to ensure that their opinions and personal grievances will be carefully considered.

6. The World Service Business Conference has entrusted the Board of Trustees with the primary responsibility for the administration of Overeaters Anonymous.

7. The Board of Trustees has legal rights and responsibilities accorded to them by OA Bylaws, Subpart A; the rights and responsibilities of the World Service Business Conference are accorded to it by Tradition and by OA Bylaws, Subpart B.

8. The Board of Trustees has delegated to its Executive Committee the responsibility to administer the OA World Service Office.

9. Able, trusted servants, together with sound and appropriate methods of choosing them, are indispensable for effective functioning at all service levels.

10. Service responsibility is balanced by carefully defined service authority; therefore, duplication of efforts is avoided.

11. Trustee administration of the World Service Office should always be assisted by the best standing committees, executives, staffs and consultants.

The spiritual foundation for OA service ensures that:

(a) no OA committee or service body shall ever become the seat of perilous wealth or power;

(b) sufficient operating funds, plus an ample reserve, shall be OA’s prudent financial principle;

(c) no OA member shall ever be placed in a position of unqualified authority;

(d) all important decisions shall be reached by discussion, vote and, whenever possible, by substantial unanimity;

(e) no service action shall ever be personally punitive or an incitement to public controversy; and

(f) no OA service committee or service board shall ever perform acts of government, and each shall always remain democratic in thought and action.

The Twelve Steps of Overeaters Anonymous, The Twelve Traditions of Overeaters Anonymous and The Twelve Concepts of Service of Overeaters Anonymous cannot be amended by Western Mass Intergroup.
III. Meetings of WMI:
 WMI shall meet monthly (or as deemed necessary), and this meeting shall be at a place, date, and time voted on by WMI members. Roberts Rules of Order (See Appendix II) shall prevail unless otherwise stated in the bylaws or by WMI Policy Statements.

IV. Membership of WMI:
 The membership of WMI shall consist of Intergroup Representatives / alternates from each participating OA group in the WMI service area that has applied for registration as an OA group or has formally registered with the World Service Office (hereinafter referred to as “WSO”) of OA.  Membership will also include R6A representative(s)/alternate(s), WSBC delegate(s)/alternate(s), WMI officers, and appointed Committee chairpersons.

Qualifications of Eligibility for Membership in the Intergroup:

1. As a group they meet together to practice the Twelve Steps and Twelve Traditions of OA.

2. All who have a desire to stop eating compulsively are welcome in the group.

3. No member is required to practice any actions in order to remain a member or have a voice.

4. As a group they have no affiliation other than OA.

5. A group may be formed by 2 or more persons meeting together as set forth in Article IV, Section 1     of Overeaters Anonymous, Inc. Bylaws Subpart B

6. Each group shall be entitled to one vote through the elected Intergroup Representative (IR) or their alternate.
7. No group may be registered with another intergroup of OA

V. Voting body of WMI: 
 Any OA member attending any meeting of WMI has the right to be heard, at the discretion of the chairperson. A simple majority of attending WMI members or alternates shall govern for voting purposes unless otherwise specified within these bylaws.

Voting representation shall be as follows:

1. Intergroup Representatives (IR)/alternates:  each OA group shall be entitled to only one vote through its group representative or alternate (in the absence of its group representative);

2. R6A representative(s)/alternate(s):  each shall be entitled to one vote;

3. WSBC delegate(s)/alternate(s):  each shall be entitled to one vote;

4. WMI officers except Chairperson:  each officer shall be entitled to one vote.

5. Appointed Chairs of standing Committees:  each chairperson shall be entitled to one vote.

6. WMI Chairperson:  shall be entitled to cast a vote in order to make or break a tie.  The Chairperson shall be entitled to a paper ballot, but shall not then cast a second vote in the event of a tie. (NOTE:  Each member of the WMI voting body shall be entitled to one vote.  WMI members holding more than one intergroup position shall be entitled to only one vote.)

VI. Intergroup Representatives (IR):
1. Nomination and Election of Intergroup Representative(s)

2. The election of Intergroup Representative(s) (hereinafter referred to as “IR”) shall be determined by each group and such representative(s) shall be duly registered with the WMI Corresponding Secretary.

3. IR(s) shall serve for a period of time to be determined by their respective groups and shall be subject to recall by the groups which they represent.

4. Each group shall be entitled on one (1) IR and sufficient alternates as deemed appropriate by the group.

5. Duties and Responsibilities of IR(s)

6. IR(s) shall attend WMI meetings, and when not able, to send an alternate from their respective groups;

7. IR(s) shall make sure that all information goes back to their respective groups;

8. IR(s) shall carry to WMI any questions regarding Tradition violations (Note:  for guidance addressing possible Tradition violations, see the Overeaters Anonymous® Group Handbook and/or the Twelve Traditions of Overeaters Anonymous®).

9. IR(s) shall bring any group concerns or announcements to WMI.

VII. WMI Officers

1. Nomination and Election of WMI Officers

2. The officers of WMI shall consist of a Chairperson, Vice-Chairperson, Corresponding Secretary, Recording Secretary, Treasurer, and Archivist.

3. Nomination and election of WMI officers as well as R6A representative(s)/alternate(s) and WSBC delegate(s) /alternate(s) shall be held yearly.  (See WMI Policy Statements for dates and procedures.

4. Following the adjournment of the election meeting, newly elected officers will assume and re-elected officers will continue their respective responsibilities.

5. Any vacant position on the Board of Officers of WMI, prior to the regular end of term of said office, shall require a special election with both nomination and election taking place at the same meeting.  If a current officer or WMI has three (3) consecutive unexcused absences from WMI meetings or returns to compulsive overeating, it is the option of WMI to elect a new officer to serve the unexpired portion of said term of office.  The individual officer shall be the sole judge of his or her commitment to abstinence.

Eligibility for an office in WMI shall be as follows:

6. Active participation in duly registered WMI groups;

7. Current service as an IR, R6A representative or WSBC delegate, WMI officer, or appointed Chair of Standing Committee.

8. Current and continuous commitment to abstinence for at least six (6) months (the individual shall be the sole judge of his or her abstinence);

9. Nominees must be present at the election meeting or have submitted in writing their desire to serve as an officer.

Term of Office

10. Officers shall be elected to serve for a term of one (1) year.

11. Officers shall serve no more than two (2) consecutive terms.

12. After a hiatus of one (1) year, they may again be eligible for election to the previously held office.

13. Upon election to the Board of Officers, the Chairperson shall cease to be a representative of his or her group, and that group shall elect a new Intergroup Representative.

14. Upon election to the Board of Officers, officers other than the Chairperson shall have the option to cease representing a group, and each affected group shall then have the option to elect a new Intergroup Representative.

Duties and Responsibilities of WMI Officers

15. Chairperson:  shall chair the meeting, set the agenda, and direct motions.  The Chairperson shall also have the authority to speak in the name of WMI in emergencies. Should the Chairperson require absence from the Intergroup Meeting he / she should contact the Vice Chairperson in advance.
16. Vice-Chairperson:  shall assume the Chairperson’s duties in the event of the Chairperson’s absence.

17. Recording Secretary:  shall take the minutes of the meeting, present written copies of the previous meeting’s minutes, and maintain a file of all minutes of past meetings. Should the Recording Secretary require absence from the Intergroup Meeting, he / she should ensure that the report is made available at the time of the meeting.
18. Corresponding Secretary:  shall collect mail from WMI P.O. Box and route to the appropriate officer or committee chairperson, maintain a file of all outgoing correspondence, keep WSO informed of all changes in registered groups, keep dated copies of all such correspondence, and maintain a current file of all local group information and contact persons for WMI correspondence. All information from the mailbox, excluding invoices, bank statements, and contributions, shall be brought to the following month’s Intergroup meeting. Should the Corresponding Secretary require absence from the Intergroup Meeting he / she should ensure that the report and all necessary correspondence is made available at the time of the meeting.
19. Treasurer:  Shall receive all Invoices, Bank Statements and contributions from the Corresponding Secretary or the WMI Mailbox and shall account for all contributions and expenditures, maintain a checking account established in the name of WESTERN MASSACHUSETTS INTERGROUP, submit monthly reports of the WMI treasury, keep copies of the same, and, at the close of each election year, present the books for a third party audit. (See Policy Statement). Shall be responsible for the creation of an annual budget to be presented to and approved by the Intergroup Body. Should the Treasurer require absence from the Intergroup Meeting he / she should ensure that the report is made available at the time of the meeting.
20. Archivist:  shall gather and receive any historical, recovery and/or general items related to Overeaters Anonymous in Western Massachusetts or worldwide.  Archival material shall be inventoried, maintained, and kept safely for the good of groups of WMI or OA.  The Archivist shall serve as a member of any Archive Committee established by WMI to further the purposes of OA and the groups of WMI.

VIII. R6A Representative(s)/Alternate(s)

Nomination and Election of R6A Representative(s)/Alternate(s)

1. Nomination and election of R6A representative(s) / Alternate(s), WSBC delegate(s)/alternate(s), and WMI officers shall be held annually. Each delegate shall be elected on an alternating year, as each delegate serves a Two Year Term. (See WMI Policy Statements for dates and procedures).

2. Following the adjournment of the election meeting, newly elected R6A representative(s)/alternate(s) will assume and re-elected R6A representative(s)/alternate(s) will continue their responsibilities.

3. Any vacant positions for R6A representative(s)/alternate(s) prior to the end of term, shall require a special election with both nomination and election taking place at the same meeting.  If a current representative of WMI has three (3) consecutive unexcused absences from WNI meetings, or two (2) consecutive absences for the R7A meetings, or returns to compulsive overeating, it is the option of WMI to elect a new representative to serve the unexpired portion of said term of office. (Note:  An alternate may be removed from office if he or she returns to compulsive overeating.)  The Individual Representative/alternate shall be the sole judge of his or her commitment to abstinence.

Eligibility for R6A representative(s)/alternate(s) shall be as follows:

4. A minimum of six (6) months of current or previous experience (whenever possible) as an IR;

5. Current and continuous commitment to abstinence for at least six (6) months (the individual shall be the sole judge of his or her abstinence);

6. Nominees must be present at the election meeting or have submitted in writing their desire to serve as a representative.

Term of Office of R6A Representative(s)/Alternate(s)

7. Elections for R6A Representatives shall be held annually with each delegate serving a Two Year Term. These terms should be served on an alternating years so that each year, a new delegate will be elected for their Two Year Term.

8. Representative(s)/alternate(s) shall be elected to serve for a term of two (2) years.

9. Representatives(s)/alternate(s) shall serve no more than two (2) consecutive terms (i.e. Four (4) consecutive years).

10. After a hiatus of at least one (1) year, they may again be eligible for election to the previously held position.

11. Upon becoming a R6A representative the individual shall have the option to cease representing a group, and each affected group shall then have the option to elect a new IR.

Duties and Responsibilities of R6A Representative(s)/Alternate(s)

12. R6A representative(s) shall represent WMI at R6A meetings biannually.

13. R6A alternate(s) will substitute for representatives who are unable to attend a R6A meeting.  NOTE:  WMI shall reimburse all necessary and reasonable expenses incurred by R6A representative(s)/alternate(s).  (See WMI Policy Statements.)

IX. WSBC Delegate(s)/Alternate(s)

Nomination and Election of WSBC delegate(s)/alternate(s)

1. Election of WSBC delegate(s)/alternate(s) shall be held annually with each delegate serving a Two Year Term. These terms should be served on an alternating years so that each year, a new delegate will be elected for their Two Year Term. (See WMI Policy Statements for dates and procedures.)

2. Following the adjournment of the election meeting, newly elected WEBC delegate(s)/alternate(s) will assume and re-elected WSBC delegate(s)/alternate(s) will continue their responsibilities.  Outgoing WSBC delegate(s) will continue their responsibilities until the start of the next WSBC.

3. Any vacant positions for WSBC delegate(s)/alternate(s) prior to the end of term shall require a special election with both nomination and election taking place at the same meeting.  If a current delegate of WMI has three (3) consecutive unexcused absences from WMI meetings, or returns to compulsive overeating, it is the option of WMI to elect a new delegate to serve the unexpired portion of said term of office.  (NOTE:  An alternate may be removed from office if he or she admittedly returns to compulsive overeating).  The individual delegate/alternate shall be the sole judge of his or her commitment to abstinence.

Eligibility for WSBC Delegate(s)/Alternate(s) shall be as follows:

4. In conformity with the Business Conference Policy Manual of Overeaters Anonymous®…  “Delegates should be selected for judgment, experience, stability, willingness, and for faithful adherence to living within the concepts of the Twelve Steps and Twelve Traditions of Overeaters Anonymous.”

5. A minimum of two (2) years of current or previous experience as an IR;

6. Attendance at two (2) or more R6A meetings as a representative/alternate. During the past two years.
7. Current and continuous commitment to abstinence for at least one (1) year at the time of election as a delegate / alternate to the WSBC. (The individual shall be the sole judge of his or her abstinence.)
8. Nominees must be present at the election meeting or have submitted in writing their desire to serve as a delegate.

Term or Office of WSBC Delegate(s)/Alternate(s)

9. Delegate(s) shall be elected to serve for a term of two (2) years.

10. Delegate(s) shall serve no more than two (2) consecutive terms (i.e. four (4) consecutive years).

11. After a hiatus of at least one (1) year, they may again be eligible for election to the previously held position.

12. Upon becoming a WSBC delegate the individual shall have the option to cease representing a group, and each affected group shall then have the option to elect a new intergroup representative.

Duties and Responsibilities of WSBC Delegate(s)

13. WSBC delegate(s) shall represent WMI at the WSBC, annually.  NOTE:  WMI shall reimburse all necessary and reasonable expenses incurred by WSBC representative(s)/alternate(s). (See WMI Policy Statements).

Prior to the WSBC, the WSBC delegate shall:

14. WSBC delegate(s) will serve on the WMI subcommittee responsible for reviewing and evaluating proposed new business motions and bylaw amendments for the upcoming conference.

15. Delegate(s) attending the conference will familiarize themselves with all materials disbursed by the WSO, invite feedback from OA members within the WMI region, and sign up to serve on a WSBC committee

16. At the WSBC, the WSBC delegate(s) shall:  Attend and participate in all sessions of the business assembly and all relevant committee meetings.

17. Upon returning from the WSBC, the WSBC delegate(s) shall:

18. Prepare and submit to WMI a written report detailing the events at the conference that affect WMI and OA as a whole;

19. Deliver said report to WMI and to all interested affiliates;

20. Make available the binder from the WSBC;

21. Serve as a liaison to WSO for WMI;

X. WMI Committees:

1. Committee membership is open to all OA members;

2. Each committee shall elect a chairperson from among the committee’s members.

3. Active committees shall send a representative to all regularly scheduled WMI meetings.
4. Ad Hoc Committees shall be established as needed.

Description of Standing Committees:

5. Professional Outreach: Supports sharing the OA message in Hospitals, Institutions, Healthcare Professionals and Military Settings.

6. Literature: Provides OA Approved literature for all WMI Meetings and Events.

7. Marathon: Plans and implements the Annual Marathon for WMI.

8. Public Information: Responsible for communicating with TV, Radio, Newspapers and other mediums for WMI Events and Information.

9. Twelfth Step Within: Reaches out to struggling members within OA fellowship and those not within the fellowship.

10. Young People: Supports sharing the OA message with young people within the WMI area.

XI. WMI Financial Structure

1. The activities of WMI shall be financed primarily by the contributions of its member groups.  WMI may accept donations from individual OA members, and may not accept bequests or contributions from any outside sources in accordance with the Seventy Tradition of the Twelve Traditions of Overeaters Anonymous.  (See Appendix III)

2. WMI may hold fundraising events in accordance with World Service guidelines. (See Appendix IV).

3. There shall be no accumulation of funds beyond current necessities, with retention of only a prudent reserve for contingencies.  Funds in excess shall be donated to R6A and the WSO.

VII. Amendments to WMI Bylaws

1. Amendment changes may be proposed by any OA member at any time.

2. These bylaws may be amended at any time by a two-thirds (2/3) vote of the WMI members present at any regular or special meeting of WMI, provided a copy of the proposed amendment has been submitted in writing and mailed, hand delivered or electronically delivered to each group affiliated with WMI at least twenty (20) days prior to the meeting in which action is to be taken on the proposed amendment.

3. The WMI Chairperson shall form and serve on a committee whose purpose will be to review the bylaws every Three years.
VIII. WMI Dissolution:
 Upon dissolution of this association, after paying or adequately providing for the debts and obligations of the association, the remaining assets shall be distributed to the WSO of OA, or, in the event that the WSO no longer exists, to a non-profit fund, association, foundation, or corporation, which is organized and operated exclusively for charitable or educational purposes and which has established its tax-exempt status under Section 501 (3) of The Internal Revenue Code.

XIV. WMI Conformity with World Service

1. All matters pertaining to WMI which are not specifically accounted for in these bylaws will conform to the World Service Charter and the Bylaws of Overeaters Anonymous.
2. Matters which affect OA as a whole shall be referred to the OA World Service Board of Trustees.

WMI Policy Statements
1. Election Dates 

A. WMI Officers and R6A representatives 

1. Nominations shall take place yearly in December. 

2. Election shall be held yearly in January 

B. WSBC delegates 

1. Nominations shall take place yearly in November 

2. Election shall be held yearly in December 

2. Election Procedures 

A. All officers, R6A representatives, and WSBC delegates shall be elected by secret ballot. Ballots shall be counted by a non-voting attendant at the meeting and then destroyed 

B. WSBC delegates 

1. Separate consecutive ballots will be cast for each delegate position open. 

2. Ideally, delegate(s) attending the previous conference will represent WMI at the next conference. 

3. Currently serving delegates take precedence over newly elected delegates when selecting delegates to attend the WSBC 

3. Third party audit of WMI Treasurer's Books 

In January, a committee of at least two (2) people (other than the current or incoming WMI Treasurer) shall verify the entries in the Treasurer's books for the previous year. Auditors shall report their findings at the February meeting of WMI. 

4. Reimbursement of Delegate Expenses 

Necessary, reasonable, and customary expenses for delegates will include travel and lodging expenses as evidenced by receipts. Alternatively, auto mileage reimbursement as dictated by previous year's Federal Income Tax rate is also acceptable. The following expenses shall be considered necessary, reasonable, and customary: 

            Region 6:   Travel Expenses, Gas and Tolls with Receipts
World Service Business Conference (WSBC):  Airfare / Ground Fare, Lodging, Meals and Gratuities with Receipts.

Additional expenses should be approved prior to attendance at conference or assembly. 

Use of Email Communication

As email becomes a more regular method of communication among OA Members, WMI has established guidelines to assist members in honoring the traditions while communicating for OA business purposes.  If you have questions about the use of email for OA business, please contact WMI for more assistance.   

Purpose of email communication:

Email may be used by OA members for official OA business. This may include announcements of OA events, information about OA Meetings, coordination of OA work such as contacting speakers, reminders of upcoming OA committee meetings, etc. 

Appropriate Use of OA Email Addresses:

All email addresses obtained through OA must be used for ONLY OA Business. Email addresses obtained through Western Massachusetts Intergroup, any OA Meeting, or passed along from another member, may not be used for any purpose outside of Overeaters Anonymous without their personal, expressly stated consent.  

Non OA business includes, but is not limited to, other 12 step group functions, non-OA volunteer opportunities, other fundraising or philanthropic events, all political events, personal celebrations/gatherings, etc. 

Maintaining Anonymity:

When emailing groups of people, use the following guidelines to maintain name and email address anonymity:

1.   Use the “BCC” or blind copy option.*

Put your own email address in the header


Put everyone else’s address in the “bcc” section.

2.  If you use a “group” email list, place the group in “BCC”


When emails are sent, individual email addresses may still be revealed if not placed in “bcc”

3.  If your email program doesn’t have bcc, go to the help section or contact your administrator to find out how  you can send emails that don’t show the addresses.

4.  If you are new to email, are not particularly savvy, or are just plain confused about how to keep personal email addresses out of the header, ask for help BEFORE you send the email.  

5.  Try sending a test email to yourself first. 

Subject heading:

Anonymity means nothing if someone receives an email with “OA” in the subject heading.

Instead of “OA” put “WMI” (Western Mass Intergroup) as part of the subject.

 (if I do not recognize the sender, and I don’t understand the subject, I will delete the email without opening.)

Play it Safe:

If you have questions about what is appropriate or how to send an email, ask a WMI member.  They can refer you to someone who can answer your questions.

Remember to think before you hit “send.” 

1. Ask yourself is this official OA Business?

2. Am I sure I can hide email addresses?

3. Does the subject heading say ‘WMI’ and NOT ‘OA’?

4. Is there anyone who did not ask to receive this information by providing their email address?

* Where is the BCC? Click on “TO”: you will see the window that has TO: -> CC :-> BCC :-> 

(I admit that I didn’t know it was there or what it meant.)

* If you are not aware of “BCC”: when you create a new email message you see the options for “TO”, “CC, and “Subject”. So where is the BCC? Click on “TO”: you will see the window that has 


TO: ->  


CC:-> 


BCC:->


(I admit that I didn’t know it was there or what it meant. )





* If you are not aware of “BCC”: when you create a new email message you see the options for “TO”, “CC, and “Subject”. So where is the BCC? Click on “TO”: you will see the window that has 
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(I admit that I didn’t know it was there or what it meant. )











PAGE  
Confidential – WMI/OA
Page 2



