TowN OF ARROWSIC Policy: Email Addresses
Approved: May 9, 2016

Background: More municipal business is being done by email than ever before. To facilitate
management of emails, the Town of Arrowsic will offer Arrowsic.org email addresses to town
officials.

The purpose of this policy is to facilitate segregating official and personal email
communications by Town Officials.

Policy

The Town of Arrowsic will offer official “arrowsic.org” email addresses to elected and
appointed officials. These addresses will automatically forward email to any email account
chosen by the official.

To obtain an official "arrowsic.org" email address, Town officials should send the desired
username (e.g., "clerk") and the email address to which the town-function email will be
directed (e.g., "sally.jones31@gmail.com") to the Town’s webmaster (news@arrowsic.org).

The Select Board recommends that Town officials propose usernames based on either their
function (e.g. clerk@arrowsic.org, planningboardchair@arrowsic.org) or firstname.lastname
(e.g. john.doe@arrowsic.org).

Arrowsic.org email addresses can only be used while the person has an official position with
the Town. All emails sent after the person is no longer a Town official will be forwarded to a
person designated by the Select Board for 30 days after which the account will be closed.

Notes:
Town officials can utilize free email accounts from providers like Google, Outlook, GoDaddy as a
way of assuring that official and non-official business are saved separately.

The Town’s webmaster can provide assistance in setting up accounts and managing archives.
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