
E-mail Policies 
 

Electronic mail as official Monterey Institute of International Studies 

communication 

 

E-mail is considered an official method for communicating with students at the 

Monterey Institute of International Studies (MIIS).  Official e-mail 

communications are intended to meet the academic and administrative needs of 

the campus community.  The Institute expects that such communications, many 

of which are time-critical, will be received and read in a timely fashion.  To 

enable this process, the Institute ensures that all students are issued a 

standardized MIIS e-mail account through their academic years at the Monterey 

Institute.  Students who choose to forward e-mail from their MIIS e-mail 

accounts are responsible for ensuring that all information, including 

attachments, is transmitted in its entirety to the preferred account. 

 

Guidelines for appropriate use of all-campus electronic mail messages 

 

1. E-mail messages may be sent to groups comprising all faculty, all staff, 

and/or all students only by specifically authorized users.  These authorized users 

may send messages to these groups at any time, but must receive authorization 

from the Communications Office in order to gain ongoing access to these lists. 

1a. Faculty and staff members should request authorization for access to these 

lists by e-mailing the Help Desk. 

1b. Students may only access these lists via a request to the Office of Student 

Services to send out a specific message.  The message will be reviewed and, if 

appropriate, will be sent out by the Office of Student Services on behalf of the 

requesting students. 

2. The following content guidelines reflect common courtesy and are intended to 

help everyone's use of e-mail be most efficient: 

2a. Messages must relate directly to Institute business. Announcements of 

events or activities unrelated to official Institute business should be handled 

through other channels (such as local newspapers). Direct solicitation for 



fundraising via all-campus e-mail is prohibited. Advertisements for personal 

items may be accomplished through the classifieds section on Moodle.  

2b. E-mail messages are generally not appropriate for Institute events already 

listed online in the campus events calendar or in publications. 
 
Guidelines for Mass-Mailing Messages 
 

1. Appropriateness 
Think about these points regarding the message you want to send, and the 
group to whom you want to send it: 

• Is the subject of the message relevant to the audience?  
• Would you feel comfortable presenting this message in person to each 

recipient? 
• Has the message already been seen by your audience?  
• It is always inappropriate, and often illegal, to mass mail messages of a 

commercial, political, or fundraising nature. 
• It is always inappropriate to forward chain letters or electronic "petitions." 
• As a general principle, the larger a mailing list, the greater the burden to 

establish that the recipients will find a message useful. 

2. Alternatives 
You should consider these as alternatives to a mass e-mailing in light of the 
nature and scope of your message. 

• Campus publications, such as the events calendar. 
• Posters/Flyers 
• Verbal announcements at group meetings 

3. Technical Issues/Netiquette 
• If a mass mailing seems appropriate, follow these guidelines for actually 

posting the message. 
• If the message is part of a series to the same audience, make a statement 

at the top of the message identifying its purpose and telling recipients 
how to be removed from the distribution list. 

• Mail the message TO yourself and put the distribution list in the BCC 
field. This hides the very long list of names & addresses at the top of the 
message, making it easier for the recipient to read and print. 

• Don't ask recipients to forward the message on to others. 
If you receive inappropriate mail, please notify the Communications Office. If the 
message originated within the Monterey Institute community, the 
Communications Office will follow up with the sender about his or her 
responsibility to the community.  


