WORKFORCE INVESTMENT FIELD INSTRUCTION (WIFI) No. 9-05

DATE:

March 28, 2006
TO:


Maryland Workforce Investment Act (WIA) Grant Recipients
SUBJECT:
Bulk Emails

REFERENCES:
None

BACKGROUND INFORMATION:

The use of bulk email enables staff to share information with large groups of people.  In fact, the Maryland Workforce Exchange allows us to capture the email addresses of customers, which can be used to communicate directly with individual customers as well as to share information about events and job openings with large groups.  However, the use of bulk email capability has resulted in the identification of some One-Stop-generated emails as possible SPAM. There is a danger that the domain could get blacklisted as a SPAM-producing domain, making it difficult for legitimate emails to get delivered.  

Any bulk email can be considered SPAM.  If the recipient reports the email as SPAM then the mail provider will report that information to the email service.  If the domain is reported often, it will be blacklisted.  This can happen if the email list is not updated frequently and/or contains addresses of people who may not have agreed to receive this type of email. 

ACTION TO BE TAKEN:

This field instruction applies to any State or local staff who use the DLLR email domain.

1) Local offices should include the following paragraph at the end of all bulk emails sent to existing lists:

Removal Instructions

This is an email list that is maintained for the benefit of Maryland Workforce Exchange customers.  Information such as job opportunities and job search events is shared via this list.  The email list is maintained by the local Workforce Development office.  If you wish to be removed from this list for any reason please send an email to [email address of responsible local office staff] with the following message:  “Remove from bulk email list.”  

2) Before adding an email address to a list, offer the individual the option to subscribe or unsubscribe to your list.

3) Lists must be kept up-to-date.  Addresses older than six months should be removed unless the individual has the opportunity to opt to remain on the list.

4) The subject of any bulk email message should clearly describe the contents of the message.  
CONTACT:

Susan Gallagher (410) 767-2005 or sgallagher@dllr.state.md.us 

EFFECTIVE:

March 28, 2006

Bernard L. Antkowiak

Assistant Secretary

Division of Workforce Development




