
Administrative Procedures for Operational Continuity

1 Executive Specific Accounts

1. Each executive is to have an email account that is specific to their position, which is not personalized,
which has the capacity to store contact information, and which has the capacity to store documents.
Examples of such accounts - Gmail, Hotmail/Live Accounts.

2. The username of each account is to convey the position of the executive.

3. Each executive is to conduct club business through the email account.

4. Each executive is to keep up to date their contacts that are relevant to their position in the executive
account.

5. Each executive is to store club related documents in their executive account.

6. Any changes to password credentials must be relayed to the ES.

7. The secondary recovery email must point to the ES account.

2 Access and Maintenance by the Executive Secretary (ES)

1. The ES is to maintain a register of usernames and up-to-date passwords of the executive accounts.
A secondary copy is to reside with the president and vice-president.

2. The executive secretary is to hand over credentials ONLY in the following circumstances:

(a) The current executive member in good standing has forgotten their credentials.
(b) During the transition from an old executive assembly to a new executive assembly.
(c) In the event of the unforeseen circumstance where a particular executive cannot perform his/her

duties, and a recognized backup/replacement has been put in place, the ES is authorized to
hand credentials to the backup/replacement executive.

3. The ES is to assign a new password to the accounts when the accounts are being transferred to
new/acting executive members.

4. Under no circumstances other than those listed in 2.2 shall the ES use credentials to access informa-
tion of other executive members that are in good standing.

3 Operational Calendar

1. The president shall maintain an operational calendar that lists all major events, club activities, and
customary functions. Events that currently do not have dates, but are expected to happen, are to still
be listed under the appropriate month.

2. The president shall distribute the operational calendar to the vice president and the web master for
the posting of activities on the club calendar.
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3. Each executive is to inform the president (or vice-president) of any errors or omissions of club events.

4. The president will produce a template operational calendar as a template for his/her successor and
have it stored in the president’s executive account.

5. The vice-president or the ES can be asked to take on the duties listed in 3.1 to 3.4.

4 Template Orders of Business

1. The president shall create/maintain monthly orders of business whose minimum items consist of the
customary reports by all executives and items listed in the operational calendar slotted to the re-
spected reports of each executive.

2. The template orders of business are to build in items of business that require appropriate lead time to
insure adequate debate and planning.

3. The president shall create a set of template orders of business for his/her successor and have it stored
in the president’s executive account.

4. The vice-president or the ES can be asked to take on the duties listed in 4.1 to 4.3
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