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KING COUNTY EMAIL USE & ETTIQUETTE GUIDELINES
PURPOSE:

To provide King County board or commission members an understanding of their responsibilities when using King County’s e-mail system, encourage good e-mail practices and compliance with the Acceptable Use of Information Assets Policy.
GUIDELINES:

E-mail etiquette is a code of accepted practices that sets expectations for using the King County e-mail system.
RESPONSIBILITY:
· Users are responsible for their actions while using King County e-mail. The e-mail system is property of King County and should only be used for official King County board or commission business.
· Any and all correspondence sent or received by your King County e-mail account is archived in “real time.”  If an email is deleted immediately after being sent or received from your King County email account, King County’s Electronic Records Management System will have a copy.

· Do not send an e-mail message that you would not want broadcast to the public at-large, or posted in a public forum. Mail can be forwarded to others without your knowledge or consent; it may be reviewed by King County Management and Human Resources, and is subject to the provisions of the Public Records Act just as public records in any other format would be, and should be retained in accordance with records retention schedules.

· Follow appropriate chain of command procedures when corresponding with staff liaisons, management and elected officials. For example, do not send a complaint to the County Executive or King County Council just because you can.  
· Do not leave out the message thread. When replying to an e-mail, include the original e-mail in replies. An e-mail without the thread may not provide enough contextual information.

· Remember to always include a pertinent subject line on all messages. People will then be able to identify what the message is about and be able to locate it later.

· Both internal and external messages (including attachments) have a size limit of 10 MB.

· Include a signature block to identify yourself to others who may not know you on e-mails considered official King County board or commission correspondence.

· Do not overuse the high priority option. Selecting the “!” button physically impacts the e-mail system by putting that message ahead in the distribution queue. Even if an e-mail has a high priority, your message will come across as slightly aggressive if you flag it as high priority. Also, avoid using URGENT and IMPORTANT in the subject line, unless it is truly an issue that requires immediate attention or response.

· Be careful with “Reply to All”. Only use “Reply to All” if you really need your message to be seen by each person who received the original message.

· Do not request delivery and read receipts unless absolutely necessary. There are very rarely circumstances where a delivery or read receipt is necessary.

· When sending an e-mail to a large group or a group where you want the list to be anonymous, do not place all the e-mail addresses in the To: field. Using the Bcc: field should be considered as an alternative.

· Do not reply to spam. By replying to spam or by unsubscribing, you are confirming that your e-mail address is valid. Confirming this will only generate even more spam. Therefore, just hit the delete button, report the message to Microsoft Hosted Services or use e-mail software to remove spam automatically.

· Do not forward virus hoaxes and chain letters, or forward e-mails containing libelous, defamatory, offensive, racist or obscene remarks.

· Avoid attempting to recall a message. Chances are that your message has already been delivered and read. It is better just to send an e-mail to say that you have made a mistake. This will look much more professional than trying to recall a message.

· Do not copy and paste a message or attachment belonging to another person without permission of the originator. If you do not ask permission first, you might be infringing on copyright laws. Forwarding a message is useful so the recipient can view the message or attachment in the original context.

· Do not use e-mail to discuss confidential information unless you have been granted access to secure e-mail. If you are not sure, err on the side of caution. Sending an e-mail is like sending a postcard. If you do not want your e-mail to be displayed in a public forum, do not send it.

HOW TO MANAGE YOUR MAILBOX
· As stated earlier in this guideline, any and all correspondence sent or received by your King County e-mail account is archived in “real time.”  If an email is deleted by you immediately after being sent or received from your King County email account, King County’s Electronic Records Management System will have a copy.  
· Check your e-mail messages daily. If you are planning an extended leave of absence, do not provide your username and password to another individual during your absence.  You should be able to access the OWA@kingcounty.gov network from any computer with internet.
