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Appeals Policy Template

The affiliate may use this information as a guide in developing a policy applicable to the affiliate.

This policy ensures that the <affiliate> has in place a procedure to review any appeals of Board of Director’s decisions by any member of the <affiliate>.

Procedures
· Any current member of the <affiliate> may file an appeal related to a decision made by the Affiliate Board of Directors.

· Appeals can be made within 30 days of the Board of Directors minutes being shared with <affiliate> members.

· An appellant must submit a written letter to the president of <affiliate> stating:
· Decision being appealed
· Date of the Decision
· Why the Appellant feels the decision is improper; and
· The redress sought by the appellant.

· If the appeal does not contain the information listed above, it will be returned to the appellant, who will be given twenty-one (21) days to resubmit it. Failure to furnish the required information within twenty-one (21) days will result in the dismissal of the appeal.

· Upon receipt of the appeal, the President of the <affiliate> will appoint an appeals committee consisting of three (3) members to review the appeal. The appeals committee shall consist of two former members of the Board of Directors who did not participate in the decision being appealed and one affiliate member who did not participate in the decision being appealed. Their decision will be the final decision concerning the appeal. This committee will arrange for any meetings to be held, if necessary, and notify the appellant of the decision of the appeals committee.

· This committee shall decide to (a) dismiss the appeal, (b) remand the appeal to the body whose decision is the subject of the appeal with instructions to reverse its decision, or (c) determine that a hearing is necessary in order to fully consider the facts of the appeal.  

· The appeals committee may seek legal guidance as approved by the <affiliate> Board of Directors.

· When the appeals committee has reached a decision, the committee will notify the appellant in writing of the decision within 5 business days of the Committee’s decision by secured mail (USPS Certified or UPS) and send copies to the <affiliate> Board of Directors.  

· Appeals will be reviewed within thirty (30) days of receipt. The Committee will notify the appellant that their appeal has been received.  Written notification will be sent to the appellant if the appeals committee requests more time for a decision.






