
ACF EMAIL DISCUSSION GUIDELINES 
 

BMH 032 
Edition August 2016  

BACKGROUND 

 
In an ideal world, the entire board would meet face to face for regular meetings. Based on 

finances alone, it is impossible to assemble all 18 board members (from different states)  

more than once per year so we need to use other means, (email, skype etc), to make decisions 

that run our business. 

The following guidelines are intended for effective use of the email tool: 

 

SUGGESTED PROCEDURES 

 
Availability for discussion. We assume that every member has email and will not be away 

from their normal email service for more than 5 days.  We should also make allowances for 

members who will be away for occasions such as holidays. It is suggested that any member 

who is going to be out of contact for more than 5 days sends an email to other board members 

stating that they will be away until (date x). 

 

Initiation of discussions. 

Any board member who wishes to have a discussion topic started should send an 

email message to ONLY the President. This message should include details of the 

issue to be discussed and the reason discussion is needed. If possible, provide some 

balanced for and against points for the subject. 

The President will probably consult with the board member for clarification of the 

subject and then draft an “all board member” email discussion for distribution. The President 

will nominate a date for "close of discussions". 

 

Discussions prior to voting. On receiving a request from the President, each member will 

reply using "Reply All"  so that all other members will see all comments as if it was a face to 

face meeting. (There shall be no hidden agendas or comments). Everyone must respond, but 

if anyone thinks that they cannot make a useful comment they should reply with a comment 

such as: "I have no comment". 

 

Board members are encouraged to use whatever means they can to prevent emails replies 

growing big and unwieldy. (Which tends to happen when one email is tacked onto the end of 

another.) It is better to delete any text which is not directly relevant to any point you are 

making, rather than leave the entire previous text. 

 

After considering discussions, the President will decide on next action, which could be either: 

Defer until next face to face meeting. 

Create a vote for the item. 

Some other action 
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