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Title: Email Guidelines

Date: 04/06/2020

Memorandum:

To: Michael Gutierrez
ExecutiveCouncil

From: President'€abinet

Purpose: Strategiauseof emailcanimproveemployeeproductivityandenhancehe College’s
ability to delivercritical messageslo minimizeimpactof emailtraffic onthe campus
communityandavoid placingundueburdenon computingandnetworkingsystems.

Background: Sacrament€ity Collegedid not haveemailguidelines andthe collegecommunity
experiencedhigh volumesof emailsdaily thatweresentvia "Everyoneon Exchange".
To minimizetheimpactof emailtraffic on the campuscommunityandto avoid placing

Policy: undueburdenon computingandnetworkingsystemslarge-scaleampusslectronic

Y mailingsis restrictedto thefollowing circumstanced1) for the purposeof conducting

official campudsbusinessor (2) to mailing lists to which therecipientshavesubscribed.
Collegestaffwill adhereo theemailguidelinesoutlinedin Attachment.

Process: Official campugamailingsshouldadhereto the emailguidelinesoutlinedin Attachment

andmustbe approvedandsentby oneof thefollowing peopleor offices: The Public
InformationOffice, Constituencyeadersandtheir designedi.e. FacultySenate
PresidentClassifiedSenatePresident)your AreaDean,AssociatéVice Presidentyice
Presidentpr the Presidentindtheir designeeMassemailis appropriatdor information
thatpertainsto the majority of therecipientsjs critical and/ortime-sensitiveandmeets
oneor moreof thefollowing standards{1)Alertsthe campuscommunityto situations
abouthealthandsafetyrisks, (2) Providesinformationessentiato the operationor
executionof business(3) Notifies the campuscommunityaboutchangesn governance
policy, andpracticeor (4) Communicategmportantinformationfrom the presidenor
othercollegeseniorleadership.
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Point of MalissaKekahu,ExecutiveAssistant

Contacts:
Kaitlyn Collignon,PublicInformationOfficer

Vote: 3 Yeas
Nays
Abstentions
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