


 

2 

 

The University, therefore, limits the extent to which messages are sent to the entire 
University community or to significant subsets of it in order to maintain the performance 
and integrity of campus e-mail. 

 

III. Entities Affected By This Policy  

The Policy for Distributing Broadcast Email guides the use of mass e-mail to students, 
faculty or staff from @scranton.edu.

http://matrix.scranton.edu/pir/policies.shtml
http://www.scranton.edu/governance
mailto:UniversityCommunity@��������.edu
mailto:Faculty-all@scranton.edu
mailto:Staff-all@scranton.edu
mailto:Undergrad-main@scranton.edu
mailto:Grad-main@scranton.edu
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IX. Procedures for Request of Mass Email Distribution  

1. Authorized departments requesting mass email of critical University information should 
send messages to the appropriate Mass Email list as outlined in Section VIII. 
Responsibilities.  

2. The originator is responsible for the content (grammar, correct dates, locations, times, links, 
etc.) of the message.  In order to preserve original formatting, we recommend originators 
type the content of the mass e-mail message in the compose screen of RoyalMail.  Text that 
is copied and pasted, or created with tabs and hard returns, may not format properly in the 
final e-mail message. We do not recommend that pictures, graphics or file attachments be 
included within the message. The Royal List moderators/approvers will not edit the content 
of any messages.  

3. If the message is deemed to comply with the provisions of the policy, the message is sent 
out to specified groups under the originator’s name.  

4. If the message does not comply with the provisions of the policy, then it is rejected by the 
moderator and the originator will receive an automated email notification.   

5. Appeals for rejected messages may be made to the originator’s vice president, who will 
confer with the list moderator/approver.  

 


