[bookmark: _GoBack]The following guidelines have been established to outline the expectations for use of the Purdue email address and Purdue Career Account login from the Cognos Business Intelligence application. The Identity and Access Management Office (IAMO) is the owner of the Purdue email address, and maintains this information in partnership with the campus data stewards. Misuse of this process could result in the exclusion of that individual or department from accessing this information. 
Guidelines for Sending Email 
Announcements that are of a more general nature should be sent through Purdue Today. This would include general announcements about lectures, seminars, receptions, conferences, research participants, and similar events that are open to broad groups of the university community. See the Purdue Today web page for information on submitting announcements.  
If the Purdue email address will be used to contact Purdue faculty, staff, and students, please review and follow these guidelines to determine next steps for sending email. Examples of sending email would be targeted communications to specific groups, requests for completing surveys, etc. 
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Deans, Department Heads, and Vice Presidents can authorize email messages to their faculty and staff without further approvals. Email list requests can be discussed with the local business office or payroll center.  
Guidelines for Approval to Faculty and Grad Staff: 
The Provost’s Office has been charged with the responsibility of screening requests for mass email sent to faculty members and graduate staff. Mass email to faculty and graduate staff should be used primarily for announcements by the central administration regarding matters of University policy, changes in procedures, etc. Email approvalsofficeoftheprovost@purdue.edu to request approval. 
Guidelines for Approval to Staff: 
The Vice President for Human Resources has been charged with the responsibility of screening requests for mass email to staff. Only Purdue employees may request mass email be sent to staff. Mass email to staff should be used primarily for announcements by the central administration regarding matters of University policy, changes in procedures, or select notices and announcements (see below) for which Purdue Today may not be appropriate. Email hroperhelp@purdue.edu to request approval. 
Additional Email Recommendations
The following recommendations are strongly suggested for any email communication being sent to 
Purdue faculty, staff, and students. Judicious and well-managed use of mass email, even for permitted purposes, is critical to maintaining recipients’ perspectives of the validity and effectiveness of electronic communications. Use mass email infrequently and for reasons of high value to the recipients. 
· Any requests for email lists based on anything other than department/division or employee class should be sent to the HR Data and Analytics team via the HR Data Request form.
· Keep mass email messages short.
· Always use a valid @purdue.edu address in the ‘from’ line.
· Always use a clear, specific and non-empty subject line.
· Clearly identify in the body of the message the originating unit or individual, the scope of the individuals being emailed, and the purpose of the message.
· Use URL’s rather than attachments to refer readers to policy or practice statements, or when referring to lengthy content.
· Do not include any personal, confidential or sensitive information.
· Carefully target the lists of recipients in order to minimize the number of people who receive the mass email.
· Do not assume that all individuals included in the mass email will actually receive the email, i.e. do not disadvantage those who may not receive the email.
· Use the ‘bcc’ field to suppress the list of addresses in the ‘To’ field if not using a mass email tool.
Guidelines for Storing and Publishing 
Individual career accounts and email addresses should only be used internally for conducting Purdue business purposes, and should never be published as part of a report or web site for example.  
Note that the Purdue Career Account and Purdue email address can be changed, and thus should not be considered a permanent identifier. 
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