“HOW TO” FOR E-MAIL BUSINESS


I.
Authorization




Bylaws changed to authorize electronic voting

II.
Procedural Rules related to conduct

Board of Directors Protocol policy includes rules


of electronic business/voting


for electronic business/voting…..








It’s a work in progress so add any helpful notes.

III.
Computer and/or e-mail access

Those without Abstain, by non participation from e-mail


required.




decisions.

IV.
Authorization to Vote



Only those members of the board receive the 








motion requiring a vote.

V.
Acknowledging getting notice of

Board members read and respond to e-mail; this serves as


business to be conducted


receiving notice.

VI.
Establishing a quorum



Established by Counting the members who vote including 

those who abstain and the chair who only votes to break a tie.

VII.
Finality of the Vote



A vote, once finally cast, can’t be changed.








A board member can vote only once.

VIII.
Permanent Record



The secretary edits the full electronic record of the 









proceedings after the fact, to produce a set of standard








minutes.

IX.
Keep information Pertinent to a specific
A.  
A motion requiring a vote warrants its own e-mail and 

motion or the “Subject”
“Subject” for the debate (discussion),secondary motions, amendments, and the actual vote.

B.
Other items/questions sent out, requiring comment only, should be numbered making it easy to identify the item and its comments.

A Subject suggestion is, “RMPANA business for Board’s comment” or “Question…and state the question”.

X.
Making the Motion



A.
The motion is e-mailed to the President only.








B.
No second to a motion is required








C.
If the motion is time sensitive, state why.

XI.
A chairperson is essential


A.   
The President serves as chair or appoints the person

who made the motion as chair.  This gate-keeper controls the debate (discussion), vote, and vote tally.

B.
The President sends or directs the appointed chair to post (send) the motion to all the board members. 

XII.
What are the Chair’s duties prior to

Consults necessary individuals regarding points the chair feels

to sending the motion to the Board

need clarification and may come up in any discussion. (Nurse members?




Practice Act, RMPANA bylaws, P&Ps, tax-exempt statis, etc.)

XIII.
Chairs responsibilities regarding the

A.
Sends the motion to the entire board and asks for any

the motion (debate/discussion, vote,


discussion/questions stating the ending date and time tallying the vote, and reporting outcome.

for discussion. 

1.
Questions and concerns must be answered.

2.
If there’s two many questions, any unanswered concerns, proposed amendments, or secondary motions, the chair tables the motion until a regular meeting.

C.
Declares the discussion period closed when appropriate and asks for the vote on the motion,.  States the ending date for the vote. The ending date depends on the urgency behind the motion but allows for the members’ schedules not to exceed 3 weeks.


D.
Tallies the vote and helps the secretary create standard 









minutes.








E.
Notifies Board of the outcome.


F.
Keeps the electronic votes (see Verification).

XIV.    Limitations on debate
Keep messages short and pertinent to the motion.  The number of messages coming from one person are not limited as long as they serve to clarify a point and do not become repetitive .  

XV.     Check for Time stamps
Using the time stamp, attempt to read e-mails regarding the motion in order and add any comments to the latest date and time stamped e-mail available on the motion under discussion.

XVI.   “Reply All” when debating (discussing)
Board members need to know each other’s questions, etc.

a motion or making a requested 

comment on other issues.

XVII.
Maintaining Anonymity when voting

Send the actual vote on a motion only to the selected

to avoid any social pressure when 
chairperson using “Reply” or “Forward”. Only the chosen chair 

voting on sensitive issues. 
will know how board members are voting.  The secretary will have a record of the outcome.

XVIII.
Verification




The chair will retain the electronic votes for a period of time 

providing voting members an opportunity to read the stated vote outcome.

Addition Voting Hints:  To vote on a ballot included in the e-mail, first “reply” or “forward”, then you should be able to make you X or whatever before sending.  You can also use the copy and then paste (under edit) to your new e-mail.  If voting the same to all content of the ballot then a simple “yes” or “no” to all is acceptable.  Also, a person may phone their vote to the chairperson.

The vote summary form is an Excel form.  
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