
TOWN MEETING REPRESENTATIVES

BEST PRACTICES FOR EMAIL USAGE AS TOWN MEETING REPRESENTATIVE

A dedicated Town Meeting email address will help you to engage with the public and
your fellow Town Meeting Representatives, and will allow you to discuss precinct-
specific issues amongst yourselves. 

Please consider the following as you prepare or continue to engage via email as a Town
Meeting Representative:

Do not use this email system for commercial or personal purposes. Please, no Political
campaigning.
Subject matter must regard issues that are actionable at the municipal government
level.
When sending emails, both the public and Town Meeting Members should address
only their own precinct unless that precinct issue also affects a neighboring precinct.
As with all Town Meeting communications, a high level of civility is required.
Statements must address the issue, not the person and must not impute motive.
Be aware of the REPLY ALL feature and reserve that for specific, intentional uses.

EMAIL TIPS AND BEST PRACTICES

SETTING UP AN EMAIL ADDRESS JUST FOR TOWN MEETING BUSINESS

Whether you are a new Town Meeting Representative or have been an elected official
before, we cannot stress enough the importance and value in having a dedicated email
address that is used JUST FOR your business as a Town official. 

We have created the following short list of instructions to help you set up your Town
Meeting email address and to make sure it is recorded with the Town Clerk:

1. Select Your Email Provider:
There are many providers to choose from, including Google (GMail), Yahoo, AOL,
etc. The provider you ultimately choose is up to you.

2. Create an email username: 
We recommend choosing something simple and easy to identify. Try using the
following formula and example:

First Initial of Your First Name, Last Name, and Your Precinct Number, such as:
BJonesPrecinct8@gmail.com

3. Provide your email address to your Precinct Chair:
Your Precinct Chair will collect email addresses and contact information from all
representatives in your precinct and provide to the Town Clerk.

QUESTIONS?

Contact the Town Clerk’s Office during regular business
hours if you have questions about setting up your email
address or about Town Meeting: 

Phone: 781-751-9200
Email: pmunchbach@dedham-ma.gov
Office: Town Hall, 2nd Floor
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