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DATE: April 21, 2000

ISSUING OFFICE: OD

ORS GLOBAL E-MAIL DISTRIBUTION

TOPIC:


ORS Global E-mail distribution

PURPOSE:


To establish policy and procedural guidance for sending notices out to the ORS community through the ORS Global e-mail list.

REFERENCE:


NIH Manual Chapter 2803, NIH Staff E-Mail List Policy, dated 12/7/99.
COVERAGE:


All ORS part-time and full-time permanent or temporary employees and Commissioned Corps.

POLICY:
A. 
The purpose of sending e-mail messages through the ORS Global e-mail list is to facilitate communication of information to the broad ORS community.  
B.  
Messages

Types of Acceptable Messages
1.  
Those that are directly associated with the fulfillment of an employee(s official duty.

2.  
Those from Official representatives of NIH Chartered or Sponsored Organizations in support of goals related to the NIH and ORS mission.

3. 
Examples include:

(
Items related to the NIH or ORS mission


(
Official security warnings, instructions, or information

(
Notice of public events of interest to the broad ORS community

(
Requests for assistance where the relevant audience is the broad ORS community, e.g., requests to participate in ORS focus groups, ORS customer surveys 

(
Information about general employee benefit programs, e.g., Transhare, DSS Delivery Service 



(
Information about administrative matters affecting the broad ORS community, e.g., major scheduled utility shutdowns



(
NIH Chartered Organization announcements or activities of interest to the broad ORS community
Criteria for Approving Messages

1. 
Is the message of sufficiently broad interest or importance to the ORS community to justify posting it to all employees? 

2. 
Are other mailing lists, or other vehicles for disseminating information, more appropriate because of the limited focus of the message(s target audience? 

C. 
All messages must be approved by an approving official in each ORS Division.  Approving officials will be the Division Director or one designee.  A designated individual must be in a position within the Division to ensure that Division and ORS interests are reflected in messages.  The Special Assistant to the Associate Director for Research Services (ADRS), ORS must be notified of who the approving official is for each Division and any subsequent changes to that approving official.  For the purposes of this policy, the approving official for the Office of the Director, ORS is the Deputy Director, ORS or designee.
D. 
Division Directors may also designate up to three employees who will be permitted to actually send out approved notices.  The Special Assistant to the ADRS will notify the ORS LAN Support Staff to have the permissions set to the ORS Global e-mail.
PROCEDURES:
A. 
Format of Messages:  

1. 
Subject lines must be descriptive but not longer than 75 characters.

2. 
Attachments must be in both Word and WordPerfect format.  

3. 
The first line of the message, in a prominent format, must contain a contact name, phone number, e-mail and full mailing address along with instructions to readers to contact that individual for additional information about the e-mail.  Employees must not contact the ORS LAN Support for additional information by using the (Reply( or (Reply to All( buttons.  

B. 
Requests from all ORS employees to use the Global e-mail list must be sent to their respective approving official.  That individual will review and approve/disapprove each request.  ORS Divisions may designate internal reviewing officials to screen messages before they are sent to the approving official.

C.  
The approving official will forward approved notices to the Special Assistant to the ADRS for final review. 

D.  
If approved, the Special Assistant to the ADRS will send the notice to one of the Division employees given authority to send messages out.  If disapproved, the request will be returned to the approving official with an explanation for the disapproval. 
RECORDS RETENTION AND DISPOSAL:
All records (e-mail and non-e-mail) pertaining to this policy must be retained and disposed of under the authority of NIH Manual 1743, "Keeping and Destroying Records, Appendix 1, NIH Records Control Schedule." Official records should be maintained in accordance with the retention schedule applicable to the given subject matter of the message. Note: All e-mail suitable for NIH-wide dissemination are considered official records. The originator of the message is responsible for maintaining the official record. 

NIH e-mail messages. NIH e-mail messages (messages, including attachments, that are created on NIH computer systems or transmitted over NIH networks) that are evidence of the activities of the agency or have informational value are considered Federal records. These records must be maintained in accordance with current NIH Records Management guidelines. Contact your IC Records Officer for additional information.

All e-mail messages are considered Government property, and, if requested for a legitimate Government purpose, must be provided to the requester.  Employees( supervisors, NIH staff conducting official reviews or investigations, and the Office of Inspector General may request access to or copies of the e-mail messages. E-mail messages must also be provided to Congressional oversight committees if requested and are subject to Freedom of Information Act requests. Since most e-mail systems have back-up files that are sometimes retained for significant periods of time, e-mail messages and attachments may be retrievable from a back-up file after they have been deleted from an individual(s computer. The back-up files are subject to the same requests as the original messages.

MANAGEMENT CONTROLS:
Adequate and reasonable management controls have been included in the approval process. If the ORS LAN Support staff determines that Division employees are not following this policy, they will notify the Special Assistant to the ADRS who will ensure that the appropriate Division officials are notified and the issue is resolved.

All previous ORS policies inconsistent with the provisions of this ORS policy are superseded.

