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	PMI Madison/South Central Wisconsin 
Policy 3.5 Board Member Communication Guidelines





PURPOSE OF THIS POLICY:

Provide chapter contact information for chapter positions, set guidelines for how Board members should communicate, including tools to use and timeliness of responses.
EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:
VP Governance
THIS POLICY APPLIES TO:

Chapter Board members.

POLICY WORDING:
1. Chapter E-mail 


The chapter currently uses Gmail Zimbra for e-mail correspondence.
A. To access and manage Gmail Zimbra email:

Please visit: https://accounts.google.com/signin    
· Username is the full user and domain name. Example - President@pmi-madison.org. 
· The password will be set upon account creation by either the team lead requesting the account or the technology team if not specified by the requesting team lead . The password should be a strong password and never  Welcome123. Password strength is important in order to protect the chapter from malicious intent including using the chapters domain name to send spam.
· Members should reset the password to a simple and easy to understand but strong password and request the successor to login and change the password to their choice at their earliest convenience.

· If you encounter problems changing passwords, contact proteon or PMI Chapter Help Desk (help@pmimadison.on.spiceworks.com)and request to reset password.
· The incoming VP should change the password at first login. 
· There is a 2 GB mailbox limit. Remember this email address is the property of the chapter.  
· It should not be used for personal communication, only chapter business.
Turn on automatic forwarding

1. On your computer, open Gmail using the account you want to forward messages from. You can only forward messages for a single Gmail address, and not an email group or alias.

2. In the top right, click Settings 
3. Click Settings.

4. Click the Forwarding and POP/IMAP tab.

5. In the "Forwarding" section, click Add a forwarding address.

6. Enter the email address you want to forward messages to.

7. Click Next [image: image1.png]


 Proceed [image: image2.png]


 OK.

8. A verification message will be sent to that address. Click the verification link in that message.

9. Go back to the settings page for the Gmail account you want to forward messages from, and refresh your browser.

10. Select Forward a copy of incoming mail to.

11. Choose what you want to happen with the Gmail copy of your emails. We recommend Keep Gmail's copy in the Inbox.

12. At the bottom of the page, click Save Changes.

Turn off automatic forwarding

1. On your computer, open Gmail using the account you want to stop forwarding messages from.

2. In the top right, click Settings [image: image3.png]


.

3. Click Settings.

4. Click the Forwarding and POP/IMAP tab.

5. In the "Forwarding" section, click Disable forwarding.

6. At the bottom, click Save Changes.

2. Chapter Calendar
The chapter calendar resides in Gmail Zimbra here and is administered by the VP Administration.
· Every board member should check calendar for upcoming events and inform their team. 
· All Board Meetings and events will be posted in this calendar. 

· Events created are displayed automatically on calendar. 

· Each chapter group should create their events. 

· Example: Administration area would add board meetings events; Programs area would add chapter meeting events.
3. Document Repository
The central repository for board information is located in the chapter's website.  This is accessed by logging into http://www.pmi-madison.org
Once logged in, a board member will have an option in the Board Menu pane called "Document Repository".
4. Individual Board Member E-mail Accounts
E-mail accounts have been created for board members.  Individual board members should set up their board e-mail account to forward e-mail transmissions to their personal account of choice.
5. Timeliness of Responses
A. If an e-mail response is required from the board or board member, please respond within 48 hours of receiving the e-mail request.

a. Email drafting and response guidelines:

i. Make sure the title of the email reflects what the email is communicating.

ii. Please consider who needs to read the communication when determining recipients of emails.

1. Only send to board members who need to review and respond.

2. Do not “Reply All” unless all need to see response.

B. If a question sent to the board or board member needs a response sooner than 48 hours, the originator should state this in the email subject line to the board or board member.  At minimum, send an acknowledgement to the sender that you received their question if you don’t have time to fully respond to the question within the 48 hour or requested timeframe.

C. Special circumstances – If a board member is going to be away on business or vacation, please notify the full board a week prior to the absence – include date range for absence and any other important information you want to share with the board concerning the absence.
6. Email Signature:

Each individual board member is responsible for setting up their own chapter e-mail signature.  
Guidelines for creating a chapter e-mail signature are as follows:

The font should be Professional and size 12.

[Your Name]

[Role]

PMI Madison /South Central Wisconsin Chapter

Cell: [xxx-xxx-xxxx]

Email-Id: xxx@pmi-madison.org
Website: http://www.pmi-madison.org
Ask me about joining!



Below is an example signature: 

Ashok Diggavi

Governance Coordinator

PMI Madison /South Central Wisconsin Chapter

Cell: 262-416-xxxx

Email-Id: governancecoordinator@pmi-madison.org
Website: http://www.pmi-madison.org
Ask me about joining!



7. Chapter E-mail Distribution Lists

The chapter currently has seven (7) e-mail distribution lists for e-mail communications to smaller 
groups within the Chapter Board.  The following groups have distribution lists:

· Executive Board

· Operations Board

· Technology Team

· Communications Team
· PDD Team

· Audit Committee


The following tables contain board e-mail addresses and the distribution lists in which they are 
organized. 
A. Executive Board (Strategic Board)


Distribution Address: ExecBoard@pmi-madison.org 
Below is the list of individual accounts associated with the Executive Board (Strategic Board) distribution list:
	Executive Board Position
	Email

	President
	President@pmi-madison.org

	President Elect
	President_elect@pmi-madison.org

	Past President
	PastPresident@pmi-madison.org

	VP Administration
	VP-Administration@pmi-madison.org

	VP Governance
	VP-Governance@pmi-madison.org

	VP Finance
	VP-Finance@pmi-madison.org

	VP Professional Development
	VP-ProfDevelopment@pmi-madison.org

	VP Technology
	VP-Technology@pmi-madison.org

	VP Marketing and Outreach
	VP-Outreach@pmi-madison.org

	VP Membership
	VP-Membership@pmi-madison.org


B. Operations Board


Distribution Address: opsboard@pmi-madison.org 

This distribution includes accounts on the Executive Board (Strategic Board) in addition to the accounts 
listed below:
	Operations Board Positions
	Email

	Director Finance
	FinanceDir@pmi-madison.org 

	Director Educational Events
	Dir-EdEvents@pmi-madison.org 

	Director Mentorship
	Dir-Mentorship@pmi-madison.org 

	Newsletter Editor
	newsletter@pmi-madison.org

	Bounced Newsletters
	bounce@pmi-madison.org

	PDD PM
	PDDPM@pmi-madison.org 

	Event Registration Admin
	registration@pmi-madison.org

	Webmaster
	webmaster@pmi-madison.org

	Director Volunteering
	Dir-Volunteer@pmi-madison.org 

	Director Programs
	Dir-Programs@pmi-madison.org 

	Director Communications
	Dir-Communications@pmi-madison.org 

	Director Member Relations
	Dir-MemberRelations@pmi-madison.org 

	Director Community Outreach
	Dir-CommunityOutreach@pmi-madison.org 

	Director Educational Outreach
	Dir-EdOutreach@pmi-madison.org 

	Mentorship Coordinator
	mentorshipcoordinator1@pmi-madison.org 

	Director Professional Outreach
	Dir-ProfOutreach@pmi-madison.org 

	Director Technology Website
	Dir-TechnologyWebsite@pmi-madison.org

	Director Sponsorship Advertising
	Dir-SponsorshipAdvertising@pmi-madison.org  

	Programs Coordinators
	ProgramCoordinator1@pmi-madison.org; ProgramCoordinator2@pmi-madison.org;

ProgramCoordinator3@pmi-madison.org; 

	Social Media Administrators
	SocialMediaAdmin1@pmi-madison.org;

SocialMediaAdmin2@pmi-madison.org;

	Educational Events Coordinators
	EdEventsCoordinator1@pmi-madison.org; 

EdEventsCoordinator2@pmi-madison.org;

	Director Governance
	DirectorGovernance@pmi-madison.org;

	Administration Coordinator
	Administrationcoordinator@pmi-madison.org;

	Secretary
	secretary@pmi-madison.org

	Postmaster
	postmaster@pmi-madison.org


C. Technology Team


Distribution Address: technology@pmi-madison.org 
Below is the list of individual accounts associated with the Technology Team distribution list:

	Technology Team Positions
	E-mail

	VP of Technology
	VP-Technology@pmi-madison.org

	Director Technology/Website
	Dir-TechnologyWebsite@pmi-madison.org

	Webmaster
	webmaster@pmi-madison.org

	Event Registration Administrator
	registration@pmi-madison.org


D. PDD Team


Distribution Address: pddteam@pmi-madison.org 
The PPD Team e-mail distribution list is reserved for individuals assisting with planning, organizing, and facilitating the PDD Professional Development Day.  This list changes recipients on a yearly basis, as needed.
E. Audit Committee
Distribution Address : auditcommittee@pmi-madison.org
This distribution list is reserved for the current members serving the audit committee. This list changes recipients on a yearly basis.
	This policy was approved by majority Board vote on 6/29/13.


Revision History:
	Date
	Modifications

	14th Aug 2014
	1. Executive Board email ids were updated.

2. PMI-MAD Operations Board email ids were updated.

3. Calendar now resides on Zimbra instead of Google.

4. Document Repository is on PMI website.

5. Added Email Signature.

	10th Sep 2014
	Added PMI logo at the end of the signature. Also, the font is changed from Calibri(Body) to Professional.

	20th June 2015

18th July 2016
	1. Updated all e-mail addresses

2. Created sub-headings for e-mail distribution lists

3. Moved communication guidelines to front of policy

4. Dropped contact groups Eventsteam@pmi-madison.org and board@pmi-madison.org.

5. Re-named VP Outreach to VP Marketing and Outreach. 
1. Added Audit Committee distribution list.

2. Updated password section.

3. Updated operational board contact id

4. Added section E. Audit Committee

	12th April , 2018
	Renamed policy from 1.1 to 3.5 and move under Governance area on Policy Manul page.

1. Chapter email – replaced Proteon, Zimbra with Gmail.

-added Help Desk email id.

- Added Gmail forwarding steps.

7. Chapter distributipn list – removed VP Finance contact id from Exec Board email table.
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