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MOBIUS Policy on Documentation
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Purpose
The purpose of this policy is to ensure that all MOBIUS committee and board documentation, surveys, and forms are consistently created, maintained, and stored in the MOBIUS workspace. Centralizing these materials will support organizational continuity and facilitate a smooth transition when committee members, board members, or committee leadership change from one year to the next.
Policy
All committee and board documentation, surveys, and forms must be created and stored within the MOBIUS workspace. The MOBIUS committee liaison is responsible for ensuring that committee members have appropriate access to the relevant folders and documentation and that access is maintained during annual transitions.
The MOBIUS Office Manager and/or Executive Director will ensure that all board members have appropriate access to board documentation maintained in OnBoard, as well as any related forms or surveys conducted by the board.
For security and organizational continuity, only MOBIUS or institutional work email addresses may be used to access MOBIUS documentation, surveys, and forms. Personal email addresses should not be used to access or manage MOBIUS organizational materials.
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