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Policy: E-Mail

Policy No: 2009- 02 Dated: 05/05/09

Purpose of Policy: E-Mail Control

Policy:

The Town Board acknowledges that the Information Policy Analysis Division of the
Department of Administration has concluded that pursuant to Minnesota Statutes, section
13.02, subdivision 7, government data is defined as all data collected, created, received,
maintained, or disseminated by any government entity regardless of their physical form,
storage media or conditions of use. See Minnesota Statues: 13.02 subdivision 7,
Minnesota Rules: 1205.0200, subpart 4 and Minnesota Department of Administration
Advisory Opinion: 00-019 regarding e-mails.

As such, the Town Board hereby establishes the policy that emails that the Town Board
members (supervisors, clerk, treasurer) have received regarding township business either
on their home email account or their township assigned email account are to be
considered government data and subject to the Data Practices Act, Minnesota Statutes
Section 13.02 and are therefore presumed public.

Electronic mail is one of the most used and useful facilities on computer networks. Along
with telecommunications the purpose of this policy is to encourage the use of e-mail as
an effective and efficient business tool within the framework of the Minnesota
Government Data Practices Act.

This policy will apply when township business is included as subject material of the e-
mail. Prior to recent establishment of the official township website and e-mail contact
information township officials used their personal e-mail account addresses. E-mails sent
and received to either township assigned or personal e-mail addresses when township
business is.included in the email are presumed public and are subject to this policy. In
conducting the business of the township e-mails subject to this policy will forwarded in
their entirety to other members ofthe Town Board and as required by law to members of
the public requesting such information subject to the provisions of the Data Practices Act.

It is recommended that elected township officials use the township assigned e-mail
address for all township business. Using good judgment in both the tone and content of
messages. E-mail messages must be able to withstand public scrutiny, without
embarrassment to the township, its residents, consultants, service providers if messages



are forwarded beyond the intended recipients, accessed, or inadvertently disclosed,
subpoenaed in a legal action, or otherwise made public.

Board members may receive agenda materials, background information, and other
meeting materials via e-mail from the town clerk or treasurer. If a board member has
questions or comments about material received, e-mail responses should be directed to
only to the clerk or treasurer and board members should not copy other board members
with their inquiry. If clarification is of value to other board members the clerk or
treasurer may send follow-up materials or information to the board.

Email Addresses acquired via emails written to Township personnel via the
Official Township Email address shall not be collected and saved to any
Township owned computers, nor shall any Township Board Member, staff
member or resident involved in assisting the Township copy these email
addresses to a private list.

Town Board Members and Staff shall be sensitive to the Private nature of
emails and use care when forwarding messages between the Board and the
Staff and shall do so only when it is necessary.
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