
Area 02 Email Usage Policies and Procedures 
(Adopted by Area 02 at the Summer Assembly 2012, Ketchikan, AK) 
 
Background 
Area 02 will use its own domain (area02alaska.org) to host emails for area officers and standing committee 
chairs.  The underlying email engine will ideally allow for web access to email and provide a significant 
amount of storage.   
 
Email Usage 
The Area 02 email account should be used for Area 02 and A.A. service only.  The email should not be 
used for personal or private communications.  Additionally, the email should not be used for storage of 
personal items or materials that are not service or A.A. related. 
 
Area 02 email addresses should not be used for spam (sending large amounts of emails for personal gain), 
distribution of improper materials (offensive materials, viruses, etc.) or in the facilitation or support of any 
criminal activity. 
 
The email address should not be subscribed to any mailing lists or used for posting on forums or creating 
accounts that are not service related.  This email should not be used to register for web sites, or to 
authenticate any online purchases. 
 
Email users should regularly change the password for the email account.  The administrator does not need 
to be notified (they will have the ability to override any passwords on the email box).  Lost passwords 
cannot be retrieved – they will only be reset. 
 
Retention Policy 
One of the benefits of using a hosted email engine with its large storage allotments is that this will allow for 
all service and business related emails to be saved.  Emails should not be deleted from the account unless 
there is a specific reason for doing so (spam emails, advertisements, etc.)  This will allow the Area to build 
up a continuous history for each position, as well as assisting in the transition from panel to panel. 
 
Administration 
The email system will be overseen by the current web site administrator.  They will have the ability to 
assign out mailboxes and to reset passwords, in case passwords are lost or forgotten.  The web site 
administrator will not have the ability to monitor email boxes. 
 
The administrator will be responsible for handling any transitions from user to user during panel changes or 
changes in position.  They will assist with account set up and creation of new passwords during the account 
changeover. 
 
Tampering/Illegal Access 
If you believe that the email box has been compromised, or illegally accessed, please report this with all 
pertinent details to the administrator.  They will work with the user to mitigate and deal with any issues that 
result from an illegal breach into the system. 


