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Policy on Conducting the General Business of the Institute  
Which Requires Member Confirmation 

 
Document 218162 

Context and Purpose 

Pursuant to the Act to Incorporate Canadian Institute of Actuaries (CIA), S.C., 1964-65, c.76 
and the CIA Bylaws, the CIA Board is empowered to conduct the general business of the 
Institute. 

Some Board decisions, however, require that a motion to confirm the Board decision be 
presented to the members of the Institute for confirmation at a General Meeting of 
members. A motion that is requested in writing, by at least five percent of the Voting 
Members (Bylaw 18.02), may also need to be presented to the members for confirmation 
at a General Meeting. 

General Meetings may take place as follows: 

• the Annual General Meeting held in May or June each year (Bylaw 10.01 (1)); 
• a General Meeting convened by order of the Board, President or the President-

elect, or at the written request of five percent or more of the Voting Members 
(Bylaw 10.01 (2)). 

The purpose of this policy is to identify the requirements of the process leading up to 
member confirmation of a motion. 

This policy also provides the context in which the Board would allow the use of voting by 
proxy, pursuant to Bylaw 10.04, in advance of a General Meeting, in order to allow those 
members who are unable to attend the meeting in person, to participate in the vote. 

The enforcement of this policy shall, under no circumstances, be in conflict with these 
related processes established by the Bylaws. 

 
Scope 

This policy shall be applied to all motions which require member confirmation pursuant to 
the Bylaws (e.g., amendments to the Bylaws and Rules of Professional Conduct (see Bylaws 
– Section 18), appointment of the CIA auditors (see Bylaw 13.04 (i)), as well as motions 
made during a general business session (see Bylaws 9.02 (2) and 17.02). 

Several requirements related to the process leading up to the conduct of the general 
business of the Institute are already established in the Bylaws: 

• Bylaw 10.02 (1) – Date and time of meetings 

http://www.cia-ica.ca/publications/bylaws
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• Bylaw 10.02 (2) – Notice of date and time of meetings 
• Bylaw 10.04 – Voting by proxy 
• Bylaw 10.05 (1) – Quorum 

• Bylaw 11.15 (2) – Termination of the office of a Board member by resolution 

Additional requirements related to the conduct of business at the meetings of members 
are also established in the Bylaws (see Sections 10, 13 and 18) and should also be 
referenced when a vote of the members is required. 
 
Policy Statements 

General Meetings (including the Annual General Meeting) 

1. All General Meetings of members shall be held in Canada. 

2. A General Meeting convened by the Board, by the President/President-elect or by the 
Voting Members, pursuant to Bylaw 10.01, shall be scheduled to last a minimum of 30 
minutes, and may be attended in person, via webconference and/or via 
teleconference. 

3. Members attending a General Meeting via webconference and/or via teleconference 
will not have the option to vote during the meeting, and would be required to submit a 
proxy vote in advance of the meeting, should they wish to participate in the vote. 

4. At least two of the four Institute Officers (preferably the President and the Secretary-
Treasurer) must be present in person at the location where the General Meeting is 
being held. 

5. At least 30 days prior to the General Meeting, the members must normally be 
informed about the motion(s) for which member confirmation will be sought (the 
Bylaws require no less than 14 or more than 75 days notice). 

6. A discussion forum shall be offered to all members, prior to the General Meeting, to 
discuss, with the leadership and other subject matter experts designated by the Board, 
the motion(s) that is(are) being presented to the members for confirmation. 

Proxy Voting 

7. The Board shall support the principle of giving all members the opportunity to vote, 
regardless of their presence at a General Meeting, and shall decide, on a case by case 
basis, whether or not to permit proxy voting (Bylaw 10.04) on a motion which requires 
member confirmation. Proxy voting would typically be permitted, except in situations 
where: 

a. a motion pertains to a routine matter that does not warrant putting into place 
proxy voting procedures (e.g., appointment of the auditors (Bylaw 13.04 (f)); or  

b. a motion is made during a General Meeting (e.g., motions made pursuant to 
Bylaws 9.02 (2) or 17.02), making it impossible to give advance notice to all 
members and put in place proxy voting procedures. 

8. Voting by proxy shall only be conducted electronically. 
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9. A member who submits a vote by proxy is considered to be in attendance at the 
General Meeting and is therefore counted as present for the purposes of establishing 
quorum. 

10. When proxy voting is permitted, a specific timeline and process shall be established by 
the Board (Bylaw 10.04), following the guidelines outlined in Appendix A. 

 
Exemptions 

N/A 

 
Escalation Procedures/Management of Non-compliance with this Policy 

N/A 

 
Definitions and Abbreviations 

N/A 

 
Associated Documents 

Bylaws (in particular, Sections 9, 10, 11, 13, 17 and 18) 

 

References 

N/A 

 

Monitoring, Evaluation, and Review 

Approval date September 19, 2018 

Effective date September 19, 2018 

Approval authority Board 

Review owner Board 

Prior review and revision dates November 26, 2014 

Review cycle Every five years 

Next review date 2023 

 
  

http://www.cia-ica.ca/publications/bylaws


4 

 

Procedures 

Appendix A – Operational Procedure to Follow Leading up to Member Confirmation of a 
Motion at a General Meeting 

Appendix B – Sample Procedure Established by the Board – Member Confirmation of a 
Motion at a General Meeting 
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Appendix A: Operational Procedure to Follow Leading up to Member 
Confirmation of a Motion at a General Meeting 
Several Bylaws, as well as the Policy on Conducting the General Business of the Institute which 
Requires Member Confirmation, provide a high-level outline of the process to be followed 
leading up to member confirmation of a motion being presented for confirmation at a General 
Meeting of the members. 

This operational document provides further context and instruction as to the rules and steps to 
follow in establishing the timeline and procedures. 

Once a motion is made which requires member confirmation, the following actions should be 
taken: 

1. The Board designates the subject matter experts and/or members of the leadership who 
will monitor and respond to members’ queries in the discussion forum. 

2. An unmoderated “discussion listserver” or other member accessible discussion forum is 
created for the purposes of discussing, electronically, the matter which is being 
presented to the members for confirmation. 

3. The discussion period (dates) are established. 

4. If applicable, the proxy voting period (dates) are established. 

a. A minimum voting period of 14 days should be allowed. 

b. Voting by proxy should close at 3:00 p.m., two days before the General Meeting, 
to allow the Head Office sufficient time to submit the proxy vote results to the 
Secretary-Treasurer. 

5. A free, informational webconference, is prepared, and offered to members. 

a. It should be held no less than 10 days before the General Meeting. 

b. At least one of the four Officers, as well as the subject matter expert(s) 
designated by the Board, must participate in the webconference, to explain the 
rationale behind the Board’s decision, and be available to answer questions. 

6. An announcement to the members is prepared providing them with the relevant 
material related to the Board decision, including the rationale behind the decision, 
instructions on voting by proxy (if applicable), date of the webconference, as well as the 
steps and the timeframe for the member confirmation process. 

7. Weekly reminders should be sent to members highlighting key dates and deadlines with 
regard to the various steps in the discussion and voting process. 

8. The Head Office staff prepare the method of identifying proxy voters amongst the in-
person meeting attendees (e.g., providing couloured voting cards to those attendees 
who did not vote by proxy.) 

9. At the General Meeting, scrutineers (typically Head Office staff) tally the votes of the 
Voting Members present at the meeting, and give the results to the chair of the 
meeting. The vote totals are then combined with the total number of proxy votes cast 
(in the possession of the Secretary-Treasurer), to establish the final vote count on the 
motion. 
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Appendix B – Sample Procedure Established by the Board – Member 
Confirmation of a Motion at a General Meeting 

1) The Board approves the Bylaw amendments at its meeting held on March 20, 2014 
and permits proxy voting, pursuant to Bylaw 10.04. The Board appoints an individual, 
committee or task force to respond, as required, in subsequent discussions on the 
proposed changes, in support of the Board’s decision. 

2) The Head Office sends to the membership an announcement on May 19, 2014 
providing them with the material related to the proposed Bylaw amendments, which 
includes the rationale behind the Board decision. The announcement also outlines the 
steps and the timeframe of the process (including instructions regarding proxy voting 
and the date of an informational webconference) leading to member confirmation of 
the proposed changes at the June Annual Meeting. The discussion period is officially 
opened and will run until the General Business Session (GBS) on June 18, 2014. 

3) The Head Office sets up a “discussion listserver” and gives members instructions on 
how to subscribe to it (in the announcement sent out on May 19, 2014). A member of 
the leadership who is knowledgeable of the issues being discussed, will be designated 
to respond to any questions posed on the listserver. 

4) During the discussion period, members can choose to “opt-in” and participate in the 
debate surrounding the Bylaw amendments on the “discussion listserver”. This 
discussion is not moderated. Comments can be made in either official language. 

5) The Head Office sends out an announcement on or around May 26, 2014 reminding 
members that the “discussion listserver” is in activity, that an informational 
webconference will be held the week of June 2, 2014 and that the proxy voting period 
will begin immediately following the webconference the week of June 2, 2014. 

6) The week of June 2, 2014, the Head Office conducts a free webconference (minimum 
30 minutes, but normally no more than 60 minutes) that will enable members to 
debate the motions presented by the Board, with key members of the leadership. 

7) The Head Office sends out an announcement on June 15, 2014 reminding members 
that the proxy voting period will end at 3:00 p.m. (EST) on June 16, 2014. 

8) The Head Office closes the web proxy voting facility at 3:00 p.m. (EST) on June 16, 
2014 and proceeds with the official count of proxy votes on June 17, 2014. The official 
results are given to the Secretary-Treasurer. 

9) Members present, in person, at the June 18, 2014 GBS discuss the proposed Bylaw 
amendments and then proceed to vote on the motions by a show of hands. The results 
of these votes are combined with the results of the votes received by proxy, and the 
final results are tabulated (votes in person and by proxy count towards the required 
quorum for the meeting). The Head Office will have made sure that only those 
members who have not voted by proxy are entitled to vote during the GBS. 

10) The chair of the meeting announces the results during the GBS (proxy votes added to 
those cast during the GBS). 


