AFSUSA.org – Email Domain Guidelines
Naming Conventions

· Committees / Advisory Groups / Task Forces / etc.
· First name is “AFS-USA”, Last name is name of committee/advisory group

· User name is the name of the group as a single word (e.g. NationalCouncil)

· For long group names, abbreviations are allowed (e.g. VDAG instead of VolunteerDevelopmentAdvisoryGroup)

· Teams / Chapters

· First name is “AFS Team” or “AFS Chapter”, Last name is name of Team/Chapter

· User name is the name of the group as a single word (e.g. SilverandGold), but without the word “chapter” or “team” on the front.
· Subaccounts are allowed, allowable subaccounts are functions such as Sending and Hosting

· If group wants to have subaccounts, account name would be teamchaptername.subaccount (e.g. SilverandGold.Hosting)

· Individual Accounts

· First name and Last name fields fill with name of individual

· User name is Firstname.Lastname (@afsusa.org)

· If multiple people with same Firstname and Lastname, subsequent accounts are Firstname.Lastname# (where # starts at 2 and increases)

Domain Administrator Practices

· All requests should come via email to emailhelp mailbox

· Establishing new accounts

· Determine that request is valid

· Group Accounts – check GL or Wiki as appropriate to determine if group is valid

· Teams/Chapters – check GL to see if Team/Chapter is chartered and that requestor holds appropriate affiliation in that Team/Chapter (e.g. chair/secretary/etc.) 
· Individual Accounts – check GL to determine if requestor is registered volunteer
· Establish name(s) according to naming convention

· Email result together with temporary password to the requestor

· Password reset

· Determine that requestor is owner of mailbox or that they have appropriate affiliation
· Set temporary password

· Email result together with temporary password to requestor

· Account maintenance

· If requested by Volunteer Development (due to volunteer failing to renew registration or being unregistered, or Team/Chapter dissolving), delete the account

· (TBD) – what to do with any accumulated unanswered messages

Mailbox usage conventions

· Mailbox should only be used for mail associated with the AFS-USA, not for personal email (this convention to be revisited should we ever decide to give permanent mailboxes to returnees)

· Inbound mail – since only thing exposed is the name of the mailbox, the naming conventions are all that is necessary for appropriate branding

· Outbound mail – use the www.afsusa.org URL in any responses/signature blocks

· Auto-reply – Any auto-reply message should follow rules for outbound mail

· Signature block should include name of individual/group

