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	League of Women Voters of New Mexico



Electronic Board Meetings
(Draft May 2009)
1. The chair (usually the president) will develop an agenda and time frame for the electronic board meeting [e-meeting].  The time frame will include the starting date, the anticipated ending date, and a date and time for a possible telephone conference call near the end of the meeting. 

2. The chair or her designee will establish a closed (i.e., subscribers must be approved by the chair) listserv for the meeting not less than 15 days prior to the starting date of the meeting.  Voting participants (LWVNM officers, on-board directors and local League presidents) will be added to the listserv by the list owner.  Invitations will be extended to off-board members.  The meeting will be announced on LWVNMTopics and interested League members may ask to be added to the listserv as non-voting participants. 

3. The chair will post an initial Meeting Announcement message to the listserv not less than 5 days prior to the starting date of the meeting.  This message must include the proposed agenda and may include background material for agenda items.

4. The chair will call the e-meeting to order on the starting date by posting a Call to Order message to the listserv.  This message will address the introductory business of the meeting, including approval of the agenda, approval of the minutes of the preceding meeting, and acceptance of the treasurer’s report.

5. Participants will be deemed “present” when they send their first message to the listserv following the Call to Order, and will be assumed “present” thereafter until the meeting adjourns.  Participants should reply to the Call to Order message in order to establish presence, even if they have no comment on the agenda or other initial business.

6. Two days will be allowed for modifications to the agenda, corrections to the minutes, and questions concerning the treasurer’s report and any other reports included in the Call to Order.  Corrections and questions will be submitted as replies to the Call To Order message.

7. On day three of the meeting, the chair will post a revised agenda, if necessary.  The chair will then begin posting the agenda items.  Each item will be introduced in a separate message with an appropriate subject line.  Only the chair may introduce items.  (See Suggestions for Participants #2 and #4.) 

8. Each message from a participant must address only one agenda item, and must be submitted in response to a message on that item, either the introductory message from the chair or a subsequent message on the item.  (See Suggestions for Participants #2, #3 and #5.)  Messages must be signed.

9. Any participant may address the meeting through the listserv.  However, only voting participants may submit motions or vote.

10. Any voting participant may make a motion on any agenda item that has been introduced.  No second is required.  No more than one main motion will be considered at a time for each agenda item.  (Please see Suggestions for Participants #6.)

11. Amendments may be proposed.  Each amendment must be voted on separately before voting on the main motion.

12. Secondary procedural motions may be proposed, including (a) postpone the question for further study and/or discussion at the next face-to-face meeting of the board, or (b) table the motion until the conference call near the end of the e-meeting.  The chair may accept or deny a secondary procedural motion without a vote, but participants may override by calling for a vote.

13. The chair will announce each vote.  Voting participants will have one day after a vote announcement to vote on an amendment or procedural motion, and two days to vote on a main motion.  Votes must be cast as replies to the vote announcement message.  The chair may announce the result as soon as a majority has been achieved.  Discussion may continue until the result has been announced.

14. The chair will determine whether a telephone conference call is needed to complete the business of the meeting (subject to overriding motion by participants), and will set up a time and call-in number for that call.

15. If necessary, the meeting may be extended by motion beyond the scheduled date for adjournment.

16. Minutes of the meeting will be prepared by the secretary.  In the minutes, discussion will be summarized and motions and votes listed under the corresponding agenda items, regardless of the order in which discussion motions, and votes actually occurred.  The listserv will not be deleted until the minutes have been approved.

SUGGESTIONS FOR PARTICIPANTS

1. Each message from the listserv will have a subject line such as

[lwvnmJul09]Call to Order


where the word inside the square brackets is the name of the listserv.  This makes it easy to sort your Inbox to look for messages from the listserv.  A better alternative is to use the automatic filing feature of your mail tool to send messages containing this tag in the subject line directly to a special mailbox that you create for the meeting.

2. Each agenda item as presented by the chair will have a unique subject line after the listserv tag, such as Call to Order.  DO NOT change the subject line when you reply.  The easiest way to construct an appropriate subject line is to use the “reply” function in your e-mail system.  Messages with the same subject line form a “thread”.

3. Address only one agenda item per message.  There is no limit to the number of messages you may send.

4. If there is a topic not on the agenda that you would like to have introduced, make your request by responding to the chair’s Call to Order message.  Only the chair may introduce new topics (i.e., start new “threads” on the listserv.)

5. Be selective about repeating text from other messages.  Quote only parts that you are responding to. The easiest way to edit the message to which you are replying is to select (highlight) the text that you wish to quote before you hit the “reply” button.  Type your remarks ABOVE the quoted material so that they are the first thing a reader sees.

6. Since only one motion per agenda item can be considered at a time, and since each proposed amendment to that motion must be voted on separately, be careful about making formal motions.  It is anticipated that there will be discussion of each agenda item BEFORE any formal motion is made, so that a motion can be worded carefully to require minimal changes.  (Note that this is a deviation from the rules of order for face-to-face meetings, where discussion is supposed to follow the introduction of a motion.)
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