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Email Usage Policy Template
1. Introduction
This Email Usage Policy outlines the guidelines and expectations for the use of 
email within our organization. It is designed to ensure the proper and efficient use 
of our email system, protect our company's reputation, and maintain the security 
of our information assets.

1.1 Purpose
The purpose of this policy is to:

Establish clear guidelines for appropriate email usage

Protect our organization from legal, security, and productivity risks

Ensure compliance with relevant laws and regulations

Promote effective and professional communication

1.2 Scope
This policy applies to:

All employees, contractors, and temporary staff

Any individual granted access to our organization's email system

All email communications sent or received using our organization's email 
addresses or systems

2. General Email Guidelines
2.1 Professional Conduct
When using company email, employees must:

Maintain a professional tone and language
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Refrain from using offensive, discriminatory, or harassing content

Avoid discussing confidential or sensitive information without proper 
authorization

Use proper grammar, spelling, and punctuation

Include a professional signature with contact information

2.2 Personal Use
Limited personal use of company email is permitted, provided it:

Does not interfere with work responsibilities

Does not consume significant resources

Does not involve illegal activities or violate company policies

Does not harm the company's reputation

2.3 Prohibited Content
The following types of content are strictly prohibited:

Pornographic or sexually explicit material

Discriminatory or harassing content

Defamatory or libelous statements

Copyrighted material without proper permission

Malicious software or links to suspicious websites

Chain letters or pyramid schemes

Political or religious propaganda

3. Email Security and Privacy
3.1 Confidentiality
Employees must:
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Treat all email communications as potentially public

Use encryption for sensitive or confidential information

Verify recipient email addresses before sending sensitive information

Not forward confidential information to personal email accounts

3.2 Password Protection
To maintain email security:

Use strong, unique passwords for email accounts

Change passwords regularly (at least every 90 days)

Enable two-factor authentication when available

Never share passwords with others

3.3 Phishing and Malware
To protect against email-based threats:

Be cautious of unexpected attachments or links

Verify the sender's identity for suspicious emails

Report suspected phishing attempts to IT security

Keep email client and antivirus software updated

3.4 Privacy and Monitoring
Employees should be aware that:

The company reserves the right to monitor email communications

There is no expectation of privacy when using company email systems

Email records may be subject to legal discovery in litigation

Personal emails sent using company systems may be accessed by the 
organization



Email Usage Policy Template 4

4. Email Management and Etiquette
4.1 Email Organization
To maintain an efficient email system:

Regularly archive or delete unnecessary emails

Use folders and labels to organize emails

Set up appropriate email filters and rules

Maintain a clean and organized inbox

4.2 Response Times
Employees are expected to:

Respond to internal emails within 24 business hours

Respond to external emails within 48 business hours

Set up an out-of-office reply when unavailable

Escalate urgent matters through appropriate channels

4.3 Email Etiquette
When composing emails:

Use clear and concise subject lines

Address recipients appropriately To, Cc, Bcc)

Use proper salutations and closings

Proofread before sending

Consider the necessity of "Reply All"

Be mindful of tone and potential misinterpretations

4.4 Attachments and File Sharing
When sending attachments:
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Limit file sizes to avoid system overload

Use company-approved file-sharing services for large files

Scan attachments for viruses before sending

Consider using links to shared documents instead of attachments

5. Compliance and Legal Considerations
5.1 Record Retention
Employees must:

Adhere to the company's email retention policy

Preserve emails that may be relevant to ongoing or potential legal matters

Consult with legal department before deleting potentially relevant emails

5.2 Intellectual Property
To protect intellectual property:

Do not send confidential company information to external parties without 
authorization

Include appropriate confidentiality disclaimers in external communications

Respect copyright laws when sharing content via email

5.3 Data Protection and Privacy Laws
Employees must comply with:

Applicable data protection laws (e.g., GDPR, CCPA

Company policies on handling personal data

Consent requirements for marketing emails

6. Training and Awareness
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6.1 Employee Training
The organization will provide:

Regular email security awareness training

Updates on new email-related threats and best practices

Guidance on using email productivity tools

6.2 Policy Updates
This policy will be:

Reviewed and updated annually

Communicated to all employees upon updates

Available for reference on the company intranet

7. Enforcement and Consequences
7.1 Monitoring and Auditing
The organization reserves the right to:

Monitor email usage for compliance with this policy

Conduct regular audits of email practices

Investigate potential policy violations

7.2 Reporting Violations
Employees should:

Report suspected policy violations to their supervisor or HR

Cooperate fully with any investigations into policy violations

7.3 Disciplinary Actions
Violations of this policy may result in:
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Disciplinary action, up to and including termination

Legal action, if applicable

Revocation of email privileges

8. Acknowledgment and Agreement
By using the company email system, employees acknowledge that they have read, 
understood, and agree to comply with this Email Usage Policy. Failure to adhere to 
this policy may result in disciplinary action and/or legal consequences.

For any questions or clarifications regarding this policy, please contact the IT 
department or Human Resources.
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