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	SUBJ:
	USE AND DISSEMINATION OF BROADCAST MESSAGES                                                                             AT THE MIKE MONRONEY AERONAUTICAL CENTER


1.
PURPOSE.  This order describes Aeronautical Center policy, responsibilities, and procedures for the use and dissemination of e-mail broadcast messages to employees.

2.
DISTRIBUTION.  This order is distributed to all managers and supervisors or equivalent and above at the Aeronautical Center and in straightlined organizations.  It is of interest to all Center and tenant employees who may prepare, issue, or transmit appropriate information in an e-mail broadcast message.

3.
BACKGROUND.  E-mail messages are often sent from FAA headquarters to regional and center points-of-contact for local distribution.  Local messages for broadcast continue to increase.  There are presently no agency policies for handling broadcast messages; however, over time, a manual process was developed to handle the increasing volume.  This document was developed to refine and formalize the MMAC policy and process used to disseminate e-mail broadcast messages.    

4.
RESPONSIBILITIES.  


a.  
The Office of Information Services (AMI) is assigned responsibility for management and oversight of network planning, development, management, and improvement of local information systems and equipment.


b.  
The Networking, Telecommunications, and Automation Services Division (AMI-600) is assigned responsibility for administrative and technical management of the Aeronautical Center e-mail system.


c.  
The lead of the AMC Regional Mail Administrative Team (AMC RMAT), assigned to the Networking Team (AMI-600A), is assigned responsibility for filtering broadcast messages described in this order that are based on necessity and content from responsible program offices.  Other AMC RMAT members, also referred to as e-mail administrators, may be delegated this responsibility by the AMC RMAT lead.
5. 
GUIDELINES FOR ALL BROADCAST MESSAGES.  All requests for broadcast messages will be sent to the following e-mail address:  9-AMC-Centralized-PC-Support Help-Desk.  The following will be used by the AMC RMAT lead for filtering all broadcast messages.


a.
Messages that meet the following criteria will always be broadcast:


   
(1)
Messages from the President of the United States, the Secretary of Transportation, the FAA Administrator, or equivalent.


   
(2)
Communications directed by the Administrator (e.g., AOA highlights, homeland security information, etc.).



(3)
 Notifications of local emergency, safety, or security issues affecting all MMAC personnel.


b.
Messages broadcasted on a case-by-case basis:

(1) Detail opportunities are reviewed for target audiences.  They may be forwarded to all MMAC government employees or forwarded to the Center Management Team (CMT) members for further distribution.  



(2) 
Office of Personnel Management (OPM)/personnel topics (e.g., Thrift Savings Plan, health benefits open season, performance management system, retirement seminars, core compensation, union issues, etc.) must be coordinated through the appropriate local Office of Human Resource Management (AMH) division by the local broadcast message originator.  The AMH division will forward the message for distribution, as appropriate, to the e-mail address for broadcast messages identified in paragraph 5 above.


   
(3)  
Training-related messages must be coordinated through the Policy and Systems Division (AMH-100) by the local originator.  AMH-100 will forward the message for distribution, as appropriate, to the e-mail address for broadcast messages identified in paragraph 5 above.



(4)
Messages containing content for which there are local program managers or points of contact for the Aeronautical Center must be coordinated with the appropriate subject matter expert within the organization assigned functional responsibility.  The subject matter expert will forward the message for distribution, as appropriate, to the e-mail address identified in paragraph 5 above. 



(5)  
Unclear messages.  If the content of a message is in question, the AMC RMAT lead will verify content, target audience, appropriateness, clarity, and completeness before it is released locally.



(6)  
Requests for exception to guidelines identified in this order will be forwarded to the Director, Aeronautical Center (AMC-1), for consideration.


c.   
The following subject matter will not be accepted for broadcast:


(1)  
Social events; e.g., retirements, going-away parties, etc.



(2)  
Vacancy announcements, which are already available via ReVAMP or at the OPM website.

(3) Voluntary Leave Transfer Program requests.

(4)
Messages not relevant locally; e.g., FAA headquarters blood drives, facility maintenance, etc.

6.  
ADDITIONAL GUIDELINES FOR LOCALLY PREPARED BROADCAST MESSAGES.  All requests for broadcast messages should be sent to the following e-mail address:  9-AMC-Centralized-PC-Support Help-Desk.  The AMC RMAT lead will use applicable guidance in paragraph 5 above and the following to filter locally prepared broadcast messages.

a. Review the requestor and authority.



(1)
Requesting authority must be a program director or equivalent.  Program directors or equivalent may designate, in writing, to the RMAT, the requestors with temporary or permanent authority to submit locally prepared broadcast messages.



(2)
FAA-related, sanctioned, or supported activities will be considered on a case-by-case basis.  Target audiences must be identified and, if possible, sent to a target audience only.  Examples of sanctioned activities are the Combined Federal Campaign (CFC), local blood drives, etc.



(3)
Messages related to employee services must be coordinated through the Employee Services Manager (AMP-10) by the local originator. The Employee Services Manager will forward the message, as appropriate, to the e-mail address for broadcast messages identified in paragraph 5 above. 



(4)
Special interest group information will be posted to an informational or discussion database.


b.
Review content. 



(1)  
The message must have an appropriate descriptive subject line.



(2)  
Information must apply to the majority of all MMAC employees.

             
(3) 
Information must not be inflammatory or controversial.




(4)
Graphics may not be used.



(5)  
Attachments will not be accepted.



(6)  
Content must be readable, clear and concise, and checked for spelling or grammatical errors.



(7)
Links to data referred to in a message must be accurate.



(8)
A point of contact and telephone number must be included in the body of the message.



(9)
All broadcast messages that ask or require attendance should include a message for the physically challenged:  “For assistance or reasonable accommodations, contact:  name and telephone number.”


     (10) 
All broadcast messages that ask or require attendance should also include the following statement:                “Attendance is subject to supervisory approval and workload requirements.”

7.
TRANSMISSION OF BROADCAST MESSAGES.

a.  
Broadcast messages are sent as a blind carbon copy (bcc) to avoid mail storms.  Mail storms occur when employees forget to clear the address field when they respond to or forward a message.


b. 
Broadcast messages, in general, are sent after peak hours with low priority and low importance options.

c.
Delivery options are set for replies directed back to the point of contact named in the message.


d.  
Priority status of a message is determined by the AMC RMAT lead, as content warrants. 

/s/

Lindy Ritz                                                                                                                                                                                          Director, Aeronautical Center

Distribution:  A-Y-5 (including tenants)  
Initiated By:  AMI-600
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