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Policy:  
 
Board-related correspondence received either by the Condo Manager, or by an individual 
director, will be included in the agenda and discussed at the next scheduled board meeting. 
The Condominium Act requires that board members participate concurrently in board 
meetings. (Section 35.5) Therefore, correspondence cannot be discussed via email. 
Correspondence details which may identify specific shareholders are confidential and shall not 
be included in the minutes of meetings. 
 
 
Procedure: 
 

1. Correspondence intended for board discussion shall be sent to the Condo Manager in writing for 
inclusion in the agenda of the next scheduled board meeting, subject to approval by the 
President.  
(Note: the agenda and meeting materials are finalized and distributed to the directors 
on the Friday prior to each board meeting.) 
Such correspondence will not be circulated to board members prior to its inclusion in 
the meeting package (except in case of emergency). 
 

2. The Condo Manager will immediately acknowledge receipt of all correspondence addressed to 
the board and inform the sender of the meeting date at which it will be presented. 
 

3. Only written correspondence addressed to the board will be discussed by the board, and only if 
it is properly included in the directors’ package of meeting materials. 
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4. Similarly, if individual directors receive correspondence or other materials which require board 
attention, these should be forwarded to the Condo Manager for inclusion in the next meeting 
agenda. The director should advise the sender that the matter has been referred to the entire 
board for discussion. 
 

5. After discussion, the board’s response to each item of correspondence shall be conveyed to the 
sender by the board secretary. 
 

6. The Condo Manager shall retain copies of all written correspondence between the board and 
shareholders both electronically and in print in the office unit files and shall ensure that such 
files remain confidential. 

 


