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City Communications Policy

POLICY:

1. Official city communication shall be centrally filed.

2. Official city communication shall be publicly accessible except certain sensitive communications subject to to executive session. Sensitive communications shall be accessible only to the current city council and city clerk.

3. Communication shall be retained indefinitely or until a records retention schedule is adopted. 

Official city communication includes any correspondence, whether by postal or electronic mail, to or from any city staff acting in their official capacity. Official city communication does not include...

City Staff in this context means any employee, council member, or committee member.

Sensitive communications are those that...

PROCEDURE:

1. For postal mail, city staff shall supply to the city clerk a copy of all official city communication they have sent or received. The City Clerk shall file the correspondence in the city's filing system.

2. For electronic mail, official city e-mail addresses (ending in the city's domain name, i.e. @gustavus-ak.gov) shall be established as necessary under the direction of the city clerk. At a minimum there shall be an address for the city council, a city council sensitive address, and one for each standing committee.

3. Any official city communication shall be addressed or copied to an official city e-mail address.

4. Sensitive communications shall be addressed or copied to an e-mail address designated for that purpose.

5. Messages sent to official city e-mail addresses shall be automatically archived on the city's mail server, where (excepting sensitive communications) they will be publicly accessible via web browser.

6. Instructions for city staff and documentation of the configuration shall be drafted and posted on the city's web site.




Signed
Mayor of the City of Gustavus
  Date
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