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Appendix G

Procedures for Conduct of SSS Executive Council Meetings by E-Mail 

PROCEDURES FOR CONDUCT OF

EXECUTIVE COUNCIL MEETINGS BY E-MAIL (UPDATED 3/13/98)
There will be four e-mails with the following subject titles:

(a) Request for Agenda Items for the Next EC E-mail Meeting (specify mm/dd/yr),

(b) Request for Comments on the EC E-Mail Meeting (specify  mm/dd/yr),

(c) Request for EC Vote (specify  mm/dd/yr) and

(d) Results of EC Vote (specify  mm/dd/yr).  

The date to use in the subject titles will be the date for Request for EC Vote (see Table, col. 8).  The date will be identical on all four e-mails.  This way, there is continuity among the e-mails for each EC E-Mail Meeting.  The table below specifies the due dates and action dates for each quarterly EC E-Mail Meeting. 

1
2
3
4
5
6
7
8
9
10

Reporting Period
Request for Agenda Items
E-Mail #1 Due to Hqtrs.
Consolidate Items and Send to Pres/VP
Due Back to Hqtrs.
Request for Comments
E-Mail #2 Due Back to Hqtrs.
Request for EC Vote
Due Back to Hqtrs.
Result of EC Vote


E-Mail #1



E-Mail #2

E-Mail #3

E-Mail #4

Jul/Aug/Sept
9/15
10/5
10/6
10/12
10/15
10/30
11/5
11/15
11/20

Oct/Nov/

Dec
12/15
1/05
1/06
1/12
1/15
1/30
2/5
2/15
2/20

Jan/Feb/Mar
3/15
4/05
4/06
4/12
4/15
4/30
5/5
5/15
5/20

Apr/May/

Jun
6/15
7/05
7/06
7/12
7/15
7/30
8/5
8/15
8/20

There will be one e-mail message for each distribution.  Each e-mail will have a TO: and a CC:  The TO: will only be for those members that have a vote (EC members only).  The CC: will be for non-voting member such as Appointed Members (other persons listed on the Key Members List), past presidents, and anyone else who has expressed an interest.  It is important that each person receiving the e-mail knows who else was on distribution.

The e-mail for Request for Agenda Items for the Next EC E-Mail Meeting will be sent 15 days prior to the end of the reporting period (see Table, col. 2).  The text message will include the following:

(1)  Ensure subject line identifies topic (see above, (a))

(2)  State that you have attached the minutes from the previous meeting (specify mm/dd/yr) including a list of action items.

(3)  Request that EC members submit agenda items to Headquarters for: new business, quarterly reports and items for vote covering a reporting period (specify reporting period dates, see Table, col. 1) and status of action items with a required submission date (see Table, col. 3) .

(4)  Request that non-voting members (those on CC: distribution) should submit agenda items for consideration to the EC member that they support (e.g., chapter member should submit to chapter president).  Those that do not have a direct link to an EC member should send their agenda items for consideration to the Secretary (specify name and e-mail address). 

(5) Specify that this is the first of four e-mails for this meeting.

(6)  Provide the outline for the meeting.  It will be:

I.  New Business for Discussion

II.  Old Business for Discussion

III.  Quarterly Reports


a.  Treasurer


b.  Directors


c.  Chapter Presidents


d.  Committee Chairpersons


e.  Liaison Representatives to Other Professional Organizations


f.  HP Technical Editor

IV.  Agenda Items for Vote

(7)  If you know of specific agenda items that you want included, specify the topic and assign the appropriate person to reply.

The draft version of the Request for Comments on the EC E-Mail Meeting (specify mm/dd/yr) will be sent to President and Executive Vice President (see Table, col. 4) for review prior to distribution to EC.  See Table, col. 6 for when the draft review will be sent back to the Secretary.  If no comments are received, the original version will be considered final and sent to the EC.  The text message will include the following:

(1)  Ensure subject line identifies topic (see above, (b)).

(2)  State that you have attached the draft minutes for this meeting (specify mm/dd/yr), status of action items and Key Members List.

(3)  Request that EC members submit comments on the minutes and any updates to the Key Members List to Headquarters with a required submission date (see Table, col. 7).

(4)  Request that non-voting members (those on CC: distribution) should submit any comments for consideration to the EC member that they support (e.g., chapter member should submit to chapter president).  Those that do not have a direct link to an EC member should send their comments for consideration to the Secretary (identify name and e-mail address). 

(5) Specify that this is the second of four e-mails for this meeting.

For the Request for EC vote, see Table, col. 8 for when e-mail will be sent.  The text message will include the following:

(1)  Ensure subject line identifies topic (see above, (c))

(2)  State that you have attached:  (1) the final minutes for this meeting (specify mm/dd/yr) with comments imbedded with status of action items and (2) updated Key Members List.  Specify if any changes were made to the attachments from the earlier version.  Any comments from the three attachments sent previously will be imbedded into the previous attachments.  Use the COMPARE function in WORD and save that file (showing comparisons) for distribution.

(3)  Request that EC members submit vote with a required submission date (see Table, col. 9).

(4) The EC topic for vote will be numbered with the Bylaws requirement and evidence that the requirement has been met.  These items will be EXPLICITLY stated for the EC.  

(5) Specify that this is the third of four e-mails for this meeting.

For Results of EC Vote (specify mm/dd/yr), see Table, col. 10 for when e-mail will be sent.  The text message will include the following:

(1) Ensure subject line identifies topic (see above, (d))

(2) Specify what was the results.
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