LETTER OR E-MAIL ARRIVES AT OFFICE or BOD MEMBER RECEIVES *

IS to BOD *
Receipt
discuss at next BOD meeting

A

NOT to BOD

No Action Required

Action Required |

BOD sends to
appropriate committee *

v

Committee reports back to BOD
for discussion at BOD meeting *

Ty v

President reports to member results
and any actions that will take place *

Acknowledge Receipt
inform member not official correspondence
Send to rest of BOD and appropriate

committee for information only

* Dates will be recorded and progress tracked by the ALSA office.



