Action Item (September): BOCC will finalize the mechanics of making GM and Board monitoring reports available to owners after meetings.

Process for Requests to View Board Meeting Documents [Internal]
· There will be a note, both on the Co-op website’s Board Meetings & Minutes page and on Board meeting agendas, that Owners can request any documents they are interested in after meetings are finished, and once minutes are approved.
· Owners will fill out a request form [next page] that asks them to specify which document(s) they are requesting, their reason for requesting the document(s), their name, Owner number, and email and/or phone number. These forms will be available online and at the wellness kiosk. (Center store staff will be briefed on this new procedure so they can handle handing out the documents.)
· Requests will be sent to the Board Admin.
· The Board Admin will run requests by the Board President and GM to check for any sensitive information that needs to be omitted/redacted.
· The Board Admin will print a copy of the document(s) requested and deliver the copies to the wellness kiosk. 
· The Board Admin will notify the Owner who made the request that the documents are available.
· Owners can, at their convenience, pick up the documents from the wellness kiosk for viewing, on the understanding the documents will not leave the store, and return them to the desk once they are done.
· If Owners do not come by to view the documents within 30 days, or after documents are returned after being viewed, the documents will be shredded.


Request Form – Board Meeting Documents [Draft]
	The Board Admin will notify you when your document(s) are available for viewing. Documents can be picked up at the wellness kiosk (the desk in the middle of the store).
Documents are provided for viewing while at the store. We ask that you please not copy/photograph the documents or take them home, and return them to the wellness kiosk when you are done viewing them.

Document(s) Being Requested:


Reason for Request:




Name:

Email and/or Phone Number:

Member-Owner Number (if you don’t know your #, just ask a cashier for help!):


