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Internal Procedures for the Conduct of Meetings through Remote Communication 

CARE MBA, Inc., July 2020 

 

In the inevitable spread of Corona Virus across the world, led the Philippine government to 

declare state of calamity nationwide that restricted the movement of people and prohibited 

mass gatherings in order to enforce social distancing. In line with the safety guidelines, the 

Association’s annual meeting originally scheduled on May 18, 2020 was postponed 

indefinitely given the volatile situation. To address the concerns of many organizations 

regarding the holding of the annual general meetings, the Securities and Exchange 

Commission recently issued Memorandum Circular No. 6 Series of 2020 regarding the 

guidelines on the attendance and participation of trustees, members and other persons of 

corporations in regular and special meetings through teleconferencing, videoconferencing 

and other remote or electronic means of communication. 

Below is the outline of the internal procedures of CARE MBAI embodying the 

mechanisms in the conduct of meetings through remote communication, which will allow 

its trustees, members and other persons to participate and vote in meetings. A survey to 

conduct online meeting was conducted before setting this internal procedures to consider 

the location, internet access, facilities to use and the health and safety of members and 

partners. 

 

Section 1. Facility for videoconference. 

 

CARE MBAI subscribed to Zoom, one of the leading videoconferencing software apps on 

the market that allows people to interact when in-person meetings are not possible. 

Zoom is a cloud-based videoconferencing service that can be used to virtually meet 

others, either by video or audio only, or both, all while conducting live chats, and records 

the sessions that can be viewed later. Over half of publicly listed companies reportedly 

used Zoom in 2019. Thus, we used this as an essential tool in the conduct of our annual 

general meeting. 

 

Section 2. Mechanism to verify the identity of members and who among them have 

the right to vote during the meeting. 

 

1. Each partner cooperative/organization shall designate official representative/s, 

and each representative is entitled to vote based on the computed voting weight 

with corresponding number of votes from a minimum of 1 vote to a maximum of 

5 votes. 

2. The designated official representatives are required to submit their respective 

proxy statement to be able to participate in the deliberations, to vote, and to be 

voted during the annual meeting 
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3. Official e-mail addresses of organizations and designated representatives will be 

compiled, where the meeting link, ID, and password will be sent. 

4. Before the start of the meeting, all meeting participants will be asked to turn on 

their videos to get a picture documentation of all the meeting participants. 

5. The list of qualified candidates will be posted on CARE MBA Website 21 days 

before the meeting for pre-screening. 

6. A roll call of meeting participants shall be done by the Board Secretary at the 

start of the meeting. Every attendee shall state for the record the following:  

a. Full name and position; 

b. Location; 

c. Confirmation that he/she can clearly hear and/or see the other attendees; 

d. Confirmation that he/she received the Notice of the Meeting including the 

agenda and materials; and 

e. Specify the device being used (ie., smartphone, tablet, laptop, desktop, 

television, etc.) 

Thereafter, the Secretary shall confirm certify the existence of quorum. 

 

Section 3. Measures to ensure that all members have the opportunity to participate 

in the meeting including an opportunity to read upon and/or hear the discussions.  

1. The participants will be asked to check-in 15 minutes before the meeting 

technology/facility/app check internet connection, device to be used (laptop, 

desktop, tablet or cell phone) and check background and surrounding noise. 

2. Materials that need to be discussed and/or approved shall be sent to meeting 

participants at least one week before the meeting. 

3. The host shall also share on the video screen materials being discussed. 

5. The President, as the presiding officer, shall facilitate the meeting ensuring 

participation from meeting attendees. 

6. Participants are enjoined to give full and focused attention and participation at 

the whole duration of the meeting. 

7. Participants may ask questions if there are items that need to be clarified or 

elaborated. 

8. Should there be resource persons, remind them of the expected time to finish 

before starting the meeting for maximum benefit in the use of time. 

9. The guidelines and protocols for the conduct of in-person meeting shall, as far as 

practicable, be used in the conduct of the videoconference meeting. 

 

Section  4. Mechanism to enable members to vote during the meeting and to 

ensure that the integrity and secrecy of the votes are protected.  

 

The right to vote of members may be exercised through remote communication or in 

absentia through proxy statement signed by the members. 
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1. Elections of the members of the Board of Trustees and members of the 

Nomination/Election Committee shall be through google form that serves as 

official ballot. 

2. Respective ballot number and link to vote via google form shall be sent to 

Cooperative/Associations representative written in the proxy statement in their 

respective email address registered in their registration in zoom. 

3. The list of qualified candidates is posted in CARE MBA website 21 days before 

the annual meeting. 

4. The Chairman of the Nomination/Election committee shall briefly discuss CARE 

MBAI Election Guidelines before the participants start to vote. The copy of the 

Election Guidelines is posted in CARE MBA website and was also sent to the 

respective member’/participants’ email addresses for advance copy. 

5. Member participants shall be given time to vote their desired candidate. 

6. Casting of votes shall follow after the given time for member participants to vote. 

7. The Association shall assign the Independent Trustee, who is the Chairperson of 

the audit and oversight committee to verify the votes. 

8. The results of election in tabulated form of the data harvested from google 

responses/votes shall be announced immediately after the verification of votes 

casted and final counting. 

 

Section 5. Procedures for documenting the meeting and any process/motion 

which maybe done afterwards. 

1. The videoconference meeting will be recorded via zoom audio and video record 

function. 

2. The Minutes of meeting shall be prepared by the Secretary as the official written 

documentation of the annual meeting. 

3. Meeting attendees will also be taken pictures on screen via computer screen 

shots. 

4. The Association’s Secretary, through the host, is duty-bound to safe-keep and 

perpetuate in updated data storage equipment or facility the visual and audio 

recordings. 

 

Section 6. Mechanism in making the record of the meeting, either video or audio 

recording, available to the stockholders or members. 

1. The audio recording will be made available to the members via a link that will be 

provided after the meeting. 

2. A written and signed Minutes of meeting will also be provided and made 

available to members at the office for inspection, with the register of attendance 

during regular office hours. 
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Section 7. House rules for the videoconference meeting. 

Participants joining the videoconference shall take note of the following: 

1. BE ON TIME. Check in 15 minutes before start of meeting. 

2. DISPLAY NAME using this format: Cooperative/Association’s Name/full 

name/designation, for easier reference. 

3. Make sure that the VIDEO is on or have PROFILE PICTURE on display. 

4. Check at the start if AUDIO is well-functioning. 

5. Minimize background noise. 

6. Mute MIC if not speaking.  

7. If participant wish to speak, click PARTICIPANTS > RAISE HAND and wait to be 

acknowledged before speaking. 

8. May also use CHAT if participant wish to share some thoughts or if he/shewould 

like to say something. 

9.Give full and focused attention and participation at the whole duration of the 

meeting. 

10. Be respectful at all times. 

11. Ask questions if there are items that need to be clarified or elaborated. 

12. If there are issues encountered, please send private message to any of the 

members of CARE MBAI Secretariat through CHAT. 

 

Section 8. Other matters to address administrative, technical and logistical issues. 

The Minutes of the annual meeting must record the occurrence of any technical incident 

occurring in the course of the videoconference call if this disturbs the proceedings. These 

internal procedures for the conduct of meetings through remote communications were 

approved by CARE MBAI Board of Trustees on July 14, 2020. 
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