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	Hello Jersey Juniors!!  I am looking forward to working with you to reach our communities in many ways!  Communication is very important.  Use press releases, websites, flyers, club shirts, newsletters, and other creative ways to reach the public.  Use emails to reach club members quickly & effectively…but as you do, please make sure you follow these important guidelines – created by a Committee of Board Members.  I look forward to hearing your ideas throughout the year.  Please email your thoughts & we will share them in upcoming bulletins. ( Tammy

	Email Guidelines

	1. Club members sending email to State Board members must identify themselves and their club in the subject line of their email or it will not be opened.

2. Do not use your Junior Membership Club list for personal use (i.e. to solicit sales for your business, your child’s school fundraiser, etc.) Keep chain letters, "friendship chains", jokes and other non-Junior related correspondence to your personal account.  

3. When you reply to an email, check to see if you are “replying to all” or just the sender.  If it is not something that everyone needs to know (such as replying yes or no to a survey or sending a quick note), do not reply to everyone.  This will cut down on the amount of emails everyone receives. 

4. Be careful about what you say in email. Messages are easily copied by the recipient and sent on to others, reaching a much bigger audience than the writer intended. False, inaccurate and abusive comments in email about people or companies, that damage their reputation or interests, can lead to embarrassment or even legal action in the courts. Email is not anonymous and can usually be tracked back to individuals. It is best not to say something in email that you would not be happy to make public. 
5. Be aware that it is possible to fake the address an email has come from, so the real sender may be hiding his identity behind someone else's name. However, all emails are eventually traceable.

6. The body of incoming messages must have full contact information including the club member’s name, telephone number and their preferred way and time of being reached (i.e. by phone in the afternoon). 
7. Always identify yourself in the subject line when sending email to clubs or the general membership.
8. All requests and comments, incoming and outgoing, should be clearly stated.

9. When you are in doubt of the tone of a message or what the writer is asking, pick up the phone and give him or her a call.  Many email messages have been misinterpreted and a seemingly innocent comment in email can be misread.

10. If you are giving out your telephone number in an email, put the times for when it is acceptable to call you (i.e. 9am-9pm). 

11. Try to respond to all email requests within 48 hours even it is only to say that you received the email and are working on it.  

12. Do not use all capital letters when sending an email, it is considered “yelling”. 

13. If you receive unsolicited email do not open it.  If it is SPAM or junk mail you can report it to the Federal Trade Commission at www.spam@uce.gov.  If it is “bullying” or abusive, you should contact the National Association of Attorneys General (NAAG) at www.naag.org.  You will be directed to a local law enforcement agency that handles abusive email.    

	

	Passwords

1. Always password-protect your email account.

2. Passwords should be at least six characters long and should include both letters and numbers.

3. Do not use the obvious for your password, such as your name, birthday, etc.

4. Be sure to change your password regularly.

5. Do NOT share your password with anyone.

Use common sense!



	Other useful guidelines to follow when using the Internet:

General Internet Guidelines

	1. The number one rule of the Internet is… virus protection! Always have an up-to-date virus program installed on your computer.  Computer viruses are, at the very least, an irritation and can also cause serious damage to your computer, your files or your reputation.   The best defense against viruses is to install anti-virus software on your computer and keep it up to date (regular updates are usually available online). Some web services do run anti-virus software that checks attachments in emails. 

2. Always remember that just because you saw something on the Internet, doesn't mean it's true. Information on the Internet can be incorrect, misleading, or inappropriate. Check more than one source and verify that your source is reliable.  

3. To protect the personal information of club officers and members, when possible create club websites.  This will allow information to be distributed to the public without listing personal phone numbers, addresses, etc.  Also, it may be best to use a PO Box instead of someone’s home address for mailings and solicitations.  
4. Always invite guests & presenters to attend general meetings.  Don't meet anyone alone, for your safety & theirs.  

5. Refer everyone to the State website and email addresses, not personal ones. Do not give out anyone’s personal information unless you have express permission.  In addition, be cautious about giving your own email address and other personal information to registration forms on websites, and putting your email address into public areas such as website "visitor books", as these may contribute to you getting more junk mail. Use your judgment about telephone numbers. 

	

	PRESS RELEASES

Downloadable Press Releases will be posted at www.JerseyJuniors.com .  If you have releases you would like copies of in the meantime, please email me directly & I will get them to you at my earliest convenience.

CLUB NEWSLETTERS

This is your best way to communicate all you do to your Club.  Monthly newsletters can also be left at your local libraries, borough halls, or nail places.  Get your message out in as many places you can!
	JUNIORETTES

[image: image3.wmf]Remember – you are the future Juniors – advertise all you do!!! Wear your club shirts often.  Take tons of pictures from your events & submit them to your community papers.  Press releases will help get you recognition.  A Junior Club ran a press release about attending Convention & their local Dominoes sent them gift certificates for a celebration pizza party…word gets out!  

Have fun in all you do!!
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