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DOCUMENT DISTRIBUTION POLICY

BOARD OF SELECTMEN’S OFFICE

ALL documents, including correspondence, email, notes, memorandums, etc. received in the Selectmen’s Office should be handled in the following manner:

· All documentation must be date stamped upon arrival in the Board of Selectmen’s Office.

· Copies should be made and distributed to each member of the Board of Selectmen and Town Administrator via their mailboxes.  Copy distribution is noted directed on the document with a “cc:” and the initials of the Board of Selectmen, Town Administrator and indication of other departments included in distribution.  A check mark and date is placed over the “cc” indicating distribution has been completed.

· When applicable, copies may need to be distributed to other departments as warranted if the material pertains to their area and/or needs a response or action.

· Originals will be maintained in the pertinent file and may also be copied for the agenda file if Board of Selectmen action is necessary.

· If an item is of a sensitive or confidential nature, the document should be placed in an envelope, sealed, and marked CONFIDENTIAL and put in each Selectmen’s mailbox or other distribution as warranted.
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