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Policy & Procedure Manual

EMAIL ACKNOWLEDGMENT - HR-llI-48

POLICY:

All employees are expected to acknowledge receipt of any work-related emails that
request feedback, answers, decisions, approvals, or direction within a reasonable
timeframe, even if a full response is not immediately available.

PURPOSE:

To establish clear expectations for timely acknowledgment of emails within the agency,
ensuring effective communication and responsiveness among employees and leadership.

PROCEDURE:

e Respond within 48 hours or 2 business days of receipt providing the recipient of the
email is not on vacation, sick leave, in training, etc.
e If afull answer is not yet available, acknowledge receipt and give an estimated time for

follow-up.
e Each employee is responsible for managing their inbox and ensuring timely
communication.
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