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Official communications will not be sent to personal email accounts. The only exception is when an
individual does not yet have an assigned university email address, for example, before becoming an
official student or employee.
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o Mass Email: Ay message distributed to a large audience beyond the sender's regular \Crermatteditoncoorroe )
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include all-campus announcements, divisional updates sent outside the unit, or outreach to Formatted: Font: Bold, Font color: Auto )
broad groups of students not directly affiliated with the sender’s program or area. ' [ Formatted: Level 2, Space After: 0 pt, Pattern: Clear ]
*__Not considered mass emails: Messages sent within a department, office, or class as part of
regular operations (e.g., course team or committee updates, automated
messages from aDDrO\/ed university systems such as D2L Brightspace, Workday, or StarAlert, or
approved sent through blished tools such as Navigate 360).
* _Regular i Scope: The departments, programs, or individuals a sender routinely
with as part of their official role and day-to-day
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Because mass emails represent the university at an level, i is required before
distribution. Approval must be obtained through the appropriate process as outlined in
the University Email Cc Procedures.

Al university email communications must align with the university’s mission, brand standards and
comply with all applicable laws, policies, and procedures, including the University Digital ibil
Policy.

Campus-Related Emergencies
Messages relating to a campus-related emergency must follow the university’s Emergency Notification
Policy and Procedures.

Applicability

This policy applies to any person or entity sending email communications through Minnesota State
University, Mankato systems or on behalf of the university. Nothing in this policy shall be interpreted to
expand, diminish, or alter academic freedom, collective bargaining agreements, or other applicable
Minnesota State Board or university policies.



https://admin.mnsu.edu/organizational-information/policies-procedures/university-policies/emergency-notification/
https://admin.mnsu.edu/organizational-information/policies-procedures/university-policies/emergency-notification/

References
*__Microsoft Copilot (2025). Used to assist in updating language and refining definitions during
policy revision process.

Policy History
2025: Modernized the policy language and clarified expectations for official university email
communications. Expanded definitions, clarified delivery to @mnsu.edu accounts, and aligned

with brand, i and legal standards. Updated from the Vice
President for Technology (IT Solutions) to the Vice President for Admis Services to reflect
current organizational responsibilities.




Procedures

Authorization Process
. is required before distributing any message to audiences beyond a sender’s

regular operational scope.

Anyone wishing to send a mass email must obtain

President or designee before distribution.

Vice Presidents and the Provost are

C and IT Solutions to ensure

planned communications.

from their respective Vice

to coordinate with University Marketing and
and awareness of other

What Approvers Consider When Reviewing a Mass Email
To support consistent decision-making and help senders prepare effective requests, the following
criteria outline what Vice Presidents, or their designees will consider when reviewing a proposed mass
‘email. Senders should use these same criteria as a guide before submitting a request.

1._Purpose and Alignment — The message supports university’s mission, operations, compliance,

or an official initiative.

Audience i
the informatio

— The recipients are clearly defined and have a legitimate need for

3. Timeliness and Necessity — The message is time-sensitive, essential, or critical to university
functioning or community awareness.

4. _Compliance and — The content follows the University Digital ility Policy

privacy standards, and applicable legal requirements.

5. Brand and Messaging Standards — The email reflects the university’s brand identity and
messaging framework, maintaining a clear, consistent, and professional tone aligned with the
university's Brand Style Guide and Editorial Style Guide.

6. Coordination and Awareness — Vice Presidents are encouraged to coordinate with University
Marketing and Communications and IT Solutions to ensure awareness of other planned
communications to the same audience.

Senders should submit draft content to the

Vice President or designee for review and

spacing: single
uthorization, allowing adequate time for feedback and coordination, especially for messages involving

cross-divisional or campus-wide audiences. Each submission should include the proposed audience,
requested send date, whether the message is a one-time or recurring communication, and any relevant

context or that may assist the approver during review, —

Calibri


https://mankato.mnsu.edu/brand-hub/
https://mankato.mnsu.edu/brand-hub/brand-messaging/editorial-style-guide/

