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SAMPLE POLICIES

Arizona State University Computer, Internet and Electronic Communications Policy. Tempe,
AZ: Arizona State University, 1999. Available at
http://www.asu.edu/aad/manuals/acd/acd125.html.

Bozich, Nancy. Appropriate Use of County E-Mail and Voice Messaging Systems. Phoenix,
AZ: Maricopa County Information Technology Telecommunications Department, 1996.

CPSR Electronic Communications Policy. Palo Alto, CA: Computer Professionals for Social
Responsibility, 1999. Available at
http://www.cpsr.org/about/policies/ecpolicy/view?searchterm=email%20policy.

Edwards, Margaret Hart. E-Mail Policy - Landels, Ripley & Diamond. Court TV Legal Help.
New York, NY: Courtroom Television Network , 1996.

Electronic and Voice Mail: A Management and Retention Guide for State and Municipal
Government Agencies. Hartford, CT: Connecticut State Library, 1998. Available at
http://www.cslib.org/email.htm.

Electronic and Voice Mail 2.0: A Management Guide for Maine State Government. Augusta,
ME: Records Management Services, State of Maine, 2003. Available at
http://www.state.me.us/sos/arc/general/admin/email.htm.

Electronic Communications Policy. Phoenix, AZ: Judicial Branch of Maricopa County, 2004.

Electronic Mail. Boston, MA: Secretary of the Commonwealth of Massachusetts, 2003.
Available at http://www.sec.state.ma.us/arc/arcrmu/rmubul/bul199.htm.

Electronic Mail. Dover, DE: State of Delaware, 2002. Available at
http://www.state.de.us/sos/dpa/govsvcs/records_policies/electronic%20mail.shtmil.

Electronic Mail Acceptable Use Policy for Connecticut State Government. Hartford, CT:
State of Connecticut, 2000. Available at
http://vvv.state.ct.us/cmac/policies/emailcon.htm.

Electronic Mail (E-Mail) Retention Guidelines and Requirements. Richmond, VA: Library of
Virginia, 2005. Available at
http://www.lva.lib.va.us/whatwedo/records/electron/em-pol.htm.

Electronic Mail Policy. Cheyenne, WY: State of Wyoming, 1999. Available at
http://wyoarchives.state.wy.us/pre1999-4.html.

Electronic Message Privacy Guidelines in Washington State Government. Olympia, WA:
Department of Information Services, Washington State, 1991.

Electronic Messaging and Electronic Mail (E-Mail) Guidelines. Lincoln, NE: State Records
Administrator, State of Nebraska ,2003. Available at
http://www.sos.ne.gov/recordsmanagement/pdf/quideline_e mail march 2003.pdf.
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Electronic Records Management Guidelines: E-Mail Management. Columbia, SC: South
Carolina Department of Archives and History, 2005. Available at
http://www.state.sc.us/scdah/erg/ermEMM.pdf.

E-Mail as a Public Record in North Carolina: Guidelines for Its Retention and Disposition.
Raleigh, NC: Government Records Branch, State of North Carolina, 2002. Available
at http://www.ah.dcr.state.nc.us/records/e_records/Email_8_02.pdf.

E-Mail Policies. Seattle, WA: Superior Court of the State of Washington for the County of
King, n.d. Available at http://www.metrokc.gov/kcscc/docs/E-Mail%20policies.doc.

Email Policy Model for State Agencies: Texas State Agencies Model Policy for Records
Management Requirements for Electronic Mail. Austin, TX: Texas State Library and
Archives Division, 2002. Available at
http://www.tsl.state.tx.us/slrm/recordspubs/email_model.html.

Governmentwide Electronic Mail for the Federal Government: Report of the Electronic Mail
Task Force. Washington, DC: U.S. Office of Management and Budget, Office of
Information and Regulatory Affairs, 1994.

Guidelines for Managing E-Mail in Kentucky Government. Frankfort, KY: Kentucky
Department for Libraries and Archives, 2005. Available at
http://www.kdla.ky.gov/recmanagement/EmailGuidelines.pdf.

Interim Electronic Mail Policy. Phoenix, AZ: Arizona Attorney General’s Office, 1997.

Internal and External Electronic Communication: E-Mail Policy. Williamsburg, VA: National
Center for State Courts, 2000. Available at
http://www.ncsconline.org/D_KIS/Techlnfo/Reports/IntCtsNCSCemail.htm.

Internet and Electronic Mail Acceptable Use Policy. Frankfort, KY: Office of the Chief
Information Officer, 2005. Available at
http://www.gotsource.net/dsweb/Get/Document-
5282/C10_email_internet_policy 82502.doc.

Managing Electronic Mail: Guidelines and Best Practices. Trenton, NJ: Division of Archives
and Record Management, State of New Jersey, 2002. Available at
http://www.state.nj.us/state/darm/links/pdf/circular-letter-03-10-st.pdf.

Managing Electronic Mail: Guidelines for Kansas Government Agencies. Topeka, KA:
Electronic Records Committee, Information Technology Council, 2002. Available at
http://www.kshs.org/government/records/electronic/email_guidelines_final.pdf.

Managing Electronic Mail: Guidelines for State of Ohio Executive Agencies . Columbus,
Ohio: Electronic Records Committee, 2000. Available at
http://www.ohiohistory.org/ohiojunction/erc/email/emailguidelines.html.

Managing Public Records Sent and Received via Electronic Mail. Phoenix, AZ: Arizona State
Library, Archives and Public Records, n.d. Available at
http://www.lib.az.us/records/GuidanceAndRelatedResources/email_management.pdf.
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Maricopa County Policies and Procedures: Electronic Mail (A1608). Phoenix, AZ: Office of
the Chief Information Officer, Maricopa County, 2001.

Personal Computer and Electronic Communication Media Use and Privacy. Olympia, WA:
Office of the Administrator for the Courts, 1995.

Phillips, Reed. Privacy and Electronic Mail Policy. Washington, DC: U.S. Department of
Commerce, 1994. Available at
http://www.osec.doc.gov/os/bbs/netnews/mailpriv.txt.

Records Management Manual, Appendix C. — Electronic Messaging Guidelines (E-Mail).
Denver, CO: State of Colorado, 2004. Available at
http://www.colorado.gov/dpa/doit/archives/rm/rmman/appndx-c.htm.

Sample E-Mail Policies. Columbia, SC: South Carolina Department of Archives and History,
1998. Available at http://www.state.sc.us/scdah/23.pdf.

Sample Email Policy #1. Columbus, OH: Ohio Historical Center, 2004. Available at
http://www.ohiohistory.org/resource/lgr/lgrshortemail.html.

Sample Internet, Email, and Online Services Use Policy. Columbus, OH: Ohio Historical
Center, 2004. Available at
http://www.ohiohistory.org/resource/lgr/lgrdetailedemail.html.

University Electronic Mail Student Notification Policy (Use of E-Mail for Official
Correspondence to Students). Austin, TX: University of Texas, 2004. Available at
http://www.utexas.edu/its/policies/emailnotify.php.

University of Arizona Electronic Mail Policy. Tucson, AZ: University of Arizona, 1998.
Available at http://web.arizona.edu/~records/efinal.htm.

University of California Electronic Communications Policy. Oakland, CA: University of
California, 2006. Available at
http://www.ucop.edu/ucophome/policies/ec/welcome.html.

Warshawsky, Gale. LLNL Computer Use Policy and Security Rules. Livermore, CA:
Lawrence Livermore National Laboratory, 1993.

Witt, John W. City Attorney Policy Statement on the Usage of Electronic Mail (E-Mail) and
the Internet. San Diego, CA: City Attorney, City of San Diego, 1996.
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Dooley, Barbara A. The Legal Standard for Government Tracing of Internet
Communications. Washington, DC: Commercial Internet eXchange, 2000.

Flynn, Nancy. The E-Policy Handbook: Designing and Implementing Effective E-Mail,
Internet, and Software Policies. New York, NY: AMACOM, 2001.
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Flynn, Nancy and Randolph Kahn. E-Mail Rules: A Business Guide to Managing Policies,
Security, and Legal Issues for E-Mail and Digital Communications. New York, NY:
AMACOM, 2003.

Maurer, Betsy K. Electronic Communication: Appropriate Use, Privacy and Surveillance.
Seattle, WA: Williams, Kastner & Gibbs LLP, 1996.

Overly, Michael R. E-Policy: How to Develop Computer, E-Policy, and Internet Guidelines to
Protect Your Company and its Assets. New York, NY: AMACOM, 1999.

Regulating E-Communications in the Workplace: What Employers, Unions and Employees
Need to Know. Chicago, IL: American Bar Association, 2004.

Ridley, Clarence H. "Company Internet (and E-Mail) Usage Policy - Form 15-6," in
Computer Software Agreements: Forms and Commentary, rev. ed. Boston: Warren
Gorham & Lamont, 1993.

Schreiber, Mark E. Workplace E-Mail and Internet Risks, Laws and Policies. Boston, MA:
Massachusetts Bar Institute, 2001
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Adams, Hall, Suzanne M. Scheuing and Stacey A. Feeley. “E-Mail Monitoring in the
Workplace: The Good, the Bad and the Ugly.” 67 Defense Counsel Journal 32
(January 2000).

“Adapting a Written E-Mail Policy.” 35 Practical Accountant 22 (May 2002).

Allison, G. Burgess. "Technology Update: E-Mail Security on the Internet.” 22 Law Practice
Management 16 (April 1996).

Amalfe, Christine A. and Kerrie R. Heslin. "Courts Start to Rule on Online Harassment:
Cases Weigh Employer Liability for Employees’ Use of E-Mail, Chat Rooms and Porn
Sites.” 22 National Law Journal C1 (January 24, 2000).

Aragon, Lawrence. “E-Malil is Not Beyond the Law.” 14 PC Week 111 (October 6, 1997).

Arend, Patrice S. and Kathleen M. Holper. “Monitoring E-Mail in the Workplace: Employee
Privacy and Employer Liability.” 87 lllinois Bar Journal 314 (June 1999).

Arguin, James J. “Plan Ahead: Adopt an E-Mail Retention Policy.” 2 Lawyers Competitive
Edge: The Journal of Law Office Economics and Management 12 (February 2000).

Baumbhart, Julia Turner. "The Employer’s Right to Read Employee E-Mail: Protecting
Property or Personal Prying?" 8 The Labor Lawyer 923 (1992).

Beckman, David and David Hirsch. "E-Mail Rules to Live By." 83 ABA Journal 78 (August
1997).
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Behar, Richard. "Who's Reading Your E-Mail?" 135 Fortune 56 (February 3, 1997).

Belanoff, Erik J., Evan J. Spelfogel and Maureen K. Bogue. “Property Rights vs. Privacy
Rights in the Workplace (with Model Consent Forms and Communications Policy).”
45 Practical Lawyer 29 (December 1999).

Bernard, Andrea J. “Establishing an Electronic Communications Policy.” 81 Michigan Bar
Journal 18 (March 2002).

Bosley, Jeffrey S. and Scott L. Gardner. "E-Mail Minefield: Drafting and Enforcing a
Comprehensive Information Policy." Los Angeles Daily Journal 7 (April 23, 1998).

Bowen, Dale and Bryan Gold. “Policies and Education Solve E-Mail Woes.” 116 American
City and County 8 (May 2001).

Brandriss, Ira L. "Writing in Frost on a Window Pane: E-Mail and Chatting on Ram and
Copyright Fixation." 43 Journal of the Copyright Society of the U.S.A. 237 (1996).

Brown, Eryn. "The Myth of E-Mail Privacy." 135 Fortune 66 (February 3, 1997).

Brown, Robin. "FOCUS: Businesses Can Avoid Lawsuits Through Wise E-Mail Policies.” 18
New Orleans CityBusiness 21 (July 14-20, 1997).

Bryan, Penelope Thurmon, and Thomas E. Reynolds. “Agency E-Mail and the Public Records
Laws - Is the Fox Now Guarding the Henhouse?” 33 Stetson Law Review 649 (Winter
2004).

Bryant, Mary L. "E-Mail: Come Out And Play." 4 Solo 3 (Fall 1996).
Bryson, Cheryl Blackwell. "Workplace Surveillance Poses Legal, Ethical Issues: Employers
Should Set Clear Policies for Monitoring E-Mail, Computer Files and Phone Calls." 20

National Law Journal B8 (January 11, 1999).

Burke Jr., Francis J. “Managing E-Mail: Risks in the Preservation, Production and
Retention.” 11 Corporate Counsel SS11 (October 2004).

Burns, James A. “Employee E-Mail.” 24 Employee Relations Law Journal 183 (August
1998).

Cameron, James. "Internet E-Mail in the Law Office." 50 Washington State Bar News 44
(March 1996).

Case, Christa. "E-Mail Etiquette: Electronic Communication Skills Becoming Valuable in
Workplace." Arizona Republic D3 (December 25, 2004).

Coughlan, Timothy. "Applying the U.S. Postal Service Statutes to E-Mail Regulations.” 25
Rutgers Computer & Technology Law Journal 375 (1999).
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“Developing E-Mail Policy for Government Agencies.” 1 Government Records News n.p.
(December 1996). Available at
http://www.archives.state.al.us/ol_pubs/govrec13.html.

DiLuzio, Sarah. "Workplace E-Mail: It's Not as Private as You Might Think." 25 Delaware
Journal of Corporate Law 741 (2000).
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Electronic Commerce and Law 730 (July 30, 2003).
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Electronic Commerce and Law 443 (May 8, 2002).
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Ignored, Study Says.” Internet Law and Regulation n.p. Silver Spring, MD: Pike
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http://www.archives.gov/northeast/email-module.pdf.

Electronic Records Management Guidelines: E-Mail Management. St. Paul, MN: Minnesota
Historical Society, 2004. Available at
http://www.mnhs.org/preserve/records/electronicrecords/eremail. htmI#E-Mail.

Frequently Asked Questions...About Email Retention. Boise, ID: ldaho Public Archives and
Research Library, n.d. Available at http://www.idahohistory.net/email.pdf.

Huth, Geof. Managing E-Mail Effectively. Albany, NY: New York State Archives, 2002.
Available at http://www.nysl.nysed.gov/scandoclinks/ocm49752108.htm.

Kahn, Randolph and Barclay Blair. Managing Email and E-Records: Unique Challenges
Highland Park, IL: Kahn Consulting, n.d. Available at
http://www.sos.missouri.gov/records/mereti/Blair-StateAndLocalGovernmentPaper.pdf.

Managing E-Mail. New York, NY: National Electronic Commerce Coordinating Council, 2002.
Available at
http://www.ec3.org/Downloads/2002/managing_email.pdf.

Montana, John C., John R. Kain and Kathleen Nolan. Legal Obstacles to E-Mail Message
Destruction. Pittsburgh, PA: ARMA International Educational Foundation, 2003.
Available at http://www.armaedfoundation.org/images/LegalObstaclesv634.pdf.

Panaro, Gerard. Elements of a Successful E-Mail Policy, Part I. Seattle, WA: Municipal
Research and Services Center of Washington Library, 1999. Available at
http://www.mrsc.org/Subjects/InfoServ/panarol.aspx.

Panaro, Gerard. Elements of a Successful E-Mail Policy, Part Il. Seattle, WA: Municipal
Research and Services Center of Washington Library, 2005. Available at
http://www.mrsc.org/Subjects/InfoServ/panaroll.aspx.
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Panaro, Gerard. Elements of a Successful E-Mail Policy, Part Il1l. Seattle, WA: Municipal
Research and Services Center of Washington Library, 2005. Available at
http://www.mrsc.org/Subjects/InfoServ/panarolll.aspx.

Practical Suggestion for Keeping Email: Considerations for Government Officials. Morrow,
GA: Georgia Archives, State of Georgia, 2004. Available at
http://www.sos.state.ga.us/archives/pdf/records_and_information_management_ser
vices/ArchivesAdvicel.pdf.

Q & A about E-Mail. Richmond, VA: Library of Virginia, 2005. Available at
http://www.lva.lib.va.us/whatwedo/records/electron/em-quest.htm.

Report of the Electronic Mail Task Force. Washington, DC: Office of Management and
Budget, Office of Information and Regulatory Affairs, 1994.

Tobin, Carol. Internet and E-Mail Policies. Seattle, WA: Municipal Research and Services
Center of Washington Library, 1998. Available at
http://www.mrsc.org/focuspub/intpol.aspx.

Tracy, Miles, Wayne Jansen and Scott Bisker. Guidelines on Electronic Mail Security:
Recommendations of the National Institute of Standards and Technology.
Gaithersburg, MD: National Institute of Standards and Technology, 2002. Available
at http://csrc.nist.gov/publications/nistpubs/800-45/sp800-45.pdf.

UW Madison E-Mail Policy and Best Practices. Madison, WI: Archives and Records
Management Service, University of Wisconsin, 1999. Available at
http://archives.library.wisc.edu/RM/ARMS/arms4.html#Role.

Waldman, Mitchell. “Expectation of Privacy in Internet Communications.” 92 American Law
Reports, Fifth Series 15, 2006.

Wallace, David A. Recordkeeping and Electronic Mail Policy: The State of Thought and the
State of the Practice. Orlando, FL: Society of American Archivists, 1998. Available
at http://www.mybestdocs.com/dwallace.html.

White, Victoria A. “Ethical Implications of Privacy in Electronic Mail,” from Proceedings of
Technical Conference on Telecommunications R&D in Massachusetts. Lowell, MA:
1994. Available at http://www.eclectechs.com/priv.html.

Woodbury, Marsha. Email, Voicemail, and Privacy: What Policy is Ethical? Seattle, WA:
Municipal Research and Services Center of Washington Library, 1998. Available at
http://www.mrsc.org/Subjects/InfoServ/woodbury.aspx.

ADDITIONAL RESOURCES

E-Mail Policies. Boulder, CO: Resource Center, Educause, 2005. Available at
http://www.educause.edu/content.asp?page id=645&PARENT ID=114&bhcp=1.

Superior Court Law Library July 2006


http://www.mrsc.org/Subjects/InfoServ/panaroIII.aspx
http://www.sos.state.ga.us/archives/pdf/records_and_information_management_services/ArchivesAdvice1.pdf
http://www.sos.state.ga.us/archives/pdf/records_and_information_management_services/ArchivesAdvice1.pdf
http://www.lva.lib.va.us/whatwedo/records/electron/em-quest.htm
http://www.mrsc.org/focuspub/intpol.aspx
http://csrc.nist.gov/publications/nistpubs/800-45/sp800-45.pdf
http://archives.library.wisc.edu/RM/ARMS/arms4.html#Role
http://www.mybestdocs.com/dwallace.html
http://www.eclectechs.com/priv.html
http://www.mrsc.org/Subjects/InfoServ/woodbury.aspx
http://www.educause.edu/content.asp?page_id=645&PARENT_ID=114&bhcp=1

Electronic Mail Policies and Management. lowa City, IA: Council of State Archivists, 2005.
Available at http://www.statearchivists.org/arc/states/res _emai.htm.

Internet Usage and E-Mail Policies. Seattle, WA: Municipal Research and Services Center of
Washington Library, 2005. Available at
http://www.mrsc.org/Subjects/InfoServ/email.aspx.

Superior Court Law Library July 2006


http://www.statearchivists.org/arc/states/res_emai.htm
http://www.mrsc.org/Subjects/InfoServ/email.aspx

	 Sample Policies 
	Issues:  Books
	Issues:  Articles
	Issues:  Reports and presentations
	Additional Resources

