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MUTUAL REDEVELOPMENT HOUSES, INC. 
 

BOARD OF DIRECTORS EMAIL POLICY AND GUIDELINES (“GUIDELINES”) 
 
Introduction 

The Board of Directors ("BOD") of Mutual Redevelopment Houses, Inc. (the "Corporation") 
has determined in the exercise of its reasonable business judgment and discretion to provide 
an email address (the "Official Email") for each director of the BOD to communicate in a safe, 
secure, and confidential manner concerning the operations of the Corporation and the BOD 
only as necessary as email exchanges are not to be used to conduct debate or discussion 
pertaining to BOD business or for policy formulation- such exchanges should take place at 
meetings of the BOD or at committee meetings. As such, the BOD has established these 
Guidelines for each director to follow in using his or her Official Email address. This Official 
Email address is being furnished to you only in connection with your service as a director of 
the Corporation. As such, you do not own this address and should not use it for any personal 
business or anything not related to your service as a member of the BOD; it is owned by the 
Corporation. This is the address you should use for communicating with other directors and 
with employees of the Corporation concerning BOD related matters. This email address is 
not intended to be used to replace in-person discussion or communication - in-person 
discussion is always preferable as a means of sharing information about important issues 
and no voting may take place via email. 
  
Please note that your email communications, whether on the Official Email or otherwise, may 
be considered business records of the Corporation or of the BOD and may be subject to 
discovery in the event of litigation. Please be aware of this possibility when you are 
communicating electronically.  
 
If you are unable to access written communications due to any physical challenges or 
limitations, please notify the BOD President and the BOD will take all reasonable steps to 
accommodate you and provide alternative access that you can use in order to read and or 
participate in these important communications. If you lack access to a personal computer or 
personal electronic device, you can access a computer in the management offices during 
business hours.  
 
Address for Notice Purposes  

Please note that, pursuant to the Bylaws of the Corporation, the Official Email address 
provided to you by the Board shall be the email address to which the Board may send you 
any official notice that the Board is required to send to you under the Bylaws. Therefore, you 
are expected to check the Official Email address no less than daily. 
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Permitted Use 

The Official Email is for your use in conducting business related to, concerning, or touching 
upon your service as a director of the BOD of the Corporation. You should limit your use only 
to Board or Corporation related matters in your capacity as a director. You should, further, 
ONLY use the Official Email for such business and cease using your personal or any other 
email address for official Board or director related communications. The strong preference of 
the BOD is that the use of the Official Email address will be confined to scheduling matters 
and similar communications and not, as stated above, for purposes of debating or discussing 
policy matters or other issues for determination by the BOD but not for Board business1. To 
the extent that you do use your personal address for such communications, please note that 
these Guidelines shall be understood to apply to those personal email accounts, as well. You 
may not use the Official Email for your personal communications or personal affairs.  
 
You may not use the Official Email to defame or slander any other person. You may not use 
the Official Email to send defamatory, discriminatory, sexually explicit messages, images and 
cartoons, ethnic or racial slurs, personal insults, off-color jokes, or anything that could be 
construed as harassment of another person or which violates any of federal, state, or local 
law. You should not use any email system in a way that could cause the reputation of the 
Corporation to be called into disrepute. You further may not use the Official Email email 
system to share or send copyrighted material as to which you are not the copyright owner or 
as to which you do not have a license.  
 
You may not use the Official Email address to register for any third-party account without the 
prior authorization of the BOD.  
 
To the extent that you become aware of any unauthorized or violative use of the Official Email 
system, you must report same immediately to the President of the BOD. 
 
Remote Access 

You are not permitted to access the Official Email account from a public computer or terminal 
as these are inherently insecure and may capture your log in information, unless you are 
using two-factor authentication or some reasonably equivalent secure method to protect your 
log in information. 
 
You are permitted to access the Official Email account from your personal electronic device 
(cell phone or tablet), but you are only permitted to do so after installing the Board secure 
messaging system or approved application. The Board will arrange for you to have a license 
to use the approved application or secure messaging system, if necessary, during the time of 
your Board membership. Upon the termination of your membership, your license will also 
terminate. 

 
1 For the purposes of clarity, “Board business” shall be understood to be a reference to a communicaƟon where the 
substance of such communicaƟon is intended to take the place of Board discussion or debate or would normally be 
discussed in the context of a vote on a Board resoluƟon. 
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Deletion or Forwarding  

You are not permitted, without prior authorization, to delete emails from the BOD email server 
and nor are you permitted to forward emails from the BOD email server to your personal email 
account or to any other email account and the Board's technical support will set permissions 
associated with your account to prevent such use. These emails and communications are the 
property of the Corporation and are not your property.  
 
Security  

You will be provided with a secure password for your use. You may not share this password 
with any unauthorized user and you may not grant access to your email account to any 
unauthorized user. Similarly, you may not access any other director's email account by using 
that director's password or credentials. 
  
You may receive confidential or personally identifiable information (such as, by way of 
example only, a person's bank account information or social security number) in the body or 
in an attachment to the email. You are required by these Guidelines, and possibly by federal, 
state, or local law, to safeguard such information and to treat it as strictly confidential. Please 
treat such information no less seriously than you would treat your own confidential or 
personally identifiable information. To the extent that you are responsible for sending 
personally identifiable information, only do so via a password protected file and do not include 
the password to that file in the email transmission which includes that protected information.  
 
Do not click on links or attachments that you receive on your Official Email address unless 
you are certain that such are authentic links and attachments. If you are not vigilant, you could 
compromise the security of the entire system.  
 
Do not circulate viruses. Please maintain an up to date virus checking software on any device 
you use to access your BOD email. Do not upload documents and email them without first 
passing them through an up to date virus check.  
 
Privacy  

Emails are not confidential to you personally and even though you may be issued a private 
password, you should have no expectation that the emails that you send or receive are, or 
will be, confidential and nor shall you have any expectation of privacy. Under appropriate 
circumstances as may be determined by the Board as a whole, or by the officers of the Board 
as may be necessary depending on the confidentiality and sensitivity needs associated with 
the decision, in consultation with counsel, your Official Email may be monitored by the 
Corporation's employees or by the BOD, including retrieving and reading email messages or 
files or attachments to email messages without notice to you. 
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Termination or Suspension  

Your use of the Official Email address is, and shall be, only in connection with your service 
as a director of the Corporation. At such time that your service concludes, your access to the 
Official Email service will terminate.  
 
Please note that the failure to abide by these Guidelines may result in the suspension or 
termination, in the sole discretion collectively of the President, Secretary, and Treasurer of 
the BOD all acting together by simple majority vote, of that director's access and use of the 
Official Email address and electronic communication system. Discipline, such as suspension 
or termination, is intended to be restricted to issues pertaining to serious violations of the 
Guidelines, such as violations of Security and Permitted Use, as set forth above. If a director's 
access or use of the system is suspended or terminated, official board notice of meetings, 
actions, or any other matter as to which notice is required under the Bylaws will be provided 
to that director by personal delivery under that director's apartment door or to that director's 
mailbox, at the discretion of the Secretary of the BOD until such time as access to the Official 
Email may be restored.  
 
If you have any questions about these Guidelines or the email system, please contact the 
management office. 


