TOWN OF MILFORD BOARD OF SELECTMEN POLICY NO. 2006-01

TO : ALLDEPARTMENT HEADS, BOARDS, COMMISSIONS, COMMITTEES
FROM: KATHERINE E.L. CHAMBERS, TOWN ADMINISTRATOR

SUBJ : POLICY ON EMAIL

DATE: JUNE 05, 2006

At a meeting of the Milford Board of Selectmen held on Monday, May 22, 2006, the Board of
Selectmen voted to adopt the following Policy regarding email correspondence:

Definitions:

Administrative matters — the one-way dissemination of information to Town Board members,
where no further related email correspondence is exchanged between Town Board members on the
subject matter of the information being disseminated.

Conduct business - make decisions or discuss substantive matters or affairs related to the town or
the Town Board when such activity takes place among a quorum of Town Board members.

Meeting — two-way communication among a quorum of Town Board members.

Scheduling — the activity specifically associated with determining a date and time at which Town
Board members would be available to meet in public session or non-public session.

Application:

This Email Policy applies to email initiated by the Board of Selectmen and all other town boards,
committees, subcommittees and commissions whose members are appointed by the Board of
Selectmen. This Email Policy shall also apply to email initiated by all other boards and commissions
whose members adopt the provisions of this policy. Each such organization is referred to herein as a
“Town Board”.

Accepted Use:

This Email Policy is not meant to limit or restrict emails sent between individual members of a
Town Board as long as the number of members involved in the email exchange does not
constitute a quorum.



Members of a Town Board may use emails for scheduling or other administrative matters and to
send information and updates to one another, subject to the “Restrictions” section below.

Restrictions:

Email exchanges shall be considered public information and subject to disclosure under the Right to
Know law if they:

% -pertain to the business or affairs of a Town Board; and
% -are initiated by a Town Board member; and
% -involve a quorum of a Town Board.

Example: If three members of a Town Board constitute a quorum, then an email regarding the
business of the Board that is sent by one member to two or more other members is public
information.

A Town Board will not use email to hold a meeting or conduct business.

Record Keeping:

Each Town Board shall designate a person (who may be a member of the board or a town
employee) who shall maintain a hard copy of public emails.

A member of a Town Board who sends an email regarding the business or affairs of such Town
Board to other members of the same Town Board, such that a quorum is involved, shall make the
email public by forwarding a copy of the email to the person so designated for record keeping.

Those individuals designated by Town Boards to maintain a hard copy of public emails shall
make the email available as follows:

% Hard copies of public emails shall, upon request, be made available to members of the
public for inspection.

% Public emails shall, upon request, be copied for members of the public upon payment
of reasonable copying charges.

% Hard copies of public emails shall be kept no less than one year, after which they may
be destroyed.

EFFECTIVE DATE: May 23, 2006



