AHAN Email Communication –Protocol

The intention of this protocol is to assist AHAN members, Steering Committee Members and Sub Committee Members with information regarding the distribution of email communication. 
Any messages that are directly AHAN related may go through the regular email system currently being used – Tom Johnston, Housing Programs Branch without approval from the AHAN Steering Committee,  Information Sharing Network or Advocacy Task Force. These items may include:
-media releases directly related to AHAN
-AHAN reminders for meetings
-AHAN agendas 
-AHAN minutes, including sub- committee minutes if desired. 
-Direct AHAN events and reminders 

Information not AHAN developed:
Other information that is passed along to Tom for email distribution must be vetted through the AHAN Steering Committee Chair or alternate (chair of the Information Network Taskforce) designate. 
The process of review can take place via email approval. 
Once there is a consensus, the chair or designate  will notify Tom that the document has been approved.
 If the document is time sensitive, then a statement such as “this document will be reviewed prior to distribution within 48 hours” … to the person requesting the message….
Intro Line:
“This is a courtesy email is being sent by (name organization here) and any questions, or comments should be directed to (name organization or person with contact information)
Tag Line:
 “AHAN does not take responsibility for the information being distributed…”



