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DEPARTMENTWIDE E-MAIL

I.
PURPOSE:

Electronic mail (e-mail) is an important and effective communication tool.  The Department will en​sure communications addressed to all Department employees are consistent with the Department’s goals and objectives.

II.
SCOPE:

Departmentwide.

III.
POLICY:

The Department Director or designee shall approve all Departmentwide e-mail prior to being sent out. 
IV.
PROCEDURES:

A.
Employees shall obtain the approval of the division director for any Departmentwide e-mail distribution.

B.
Division directors shall send the proposed wording of Departmentwide e-mail as an attachment to the Office of the Department Director.  Once authorized, the e-mail will be distributed to all Department employees by the Department Director or his/her designee.
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