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Overview





This document describes the naming standards and conventions to be used in the Federal Aviation Administration's (FAA's) cc:Mail directory.  All FAA cc:Mail entries must comply with this standard.  Existing entries in the directory shall be required to change to conform to this standard and a time limit to conform shall be imposed upon adoption of this standard. This standard is presented to ensure that electronic mail gets delivered properly both within the FAA electronic mail structure, as well as across the Internet, other Department of Transportation (DOT) modals, and other foreign mail systems.





Over the past several years and for a variety of reasons, there have been no hard and fast naming standards for cc:Mail.  cc:Mail administrators were generally allowed to make their own decisions regarding how names should appear in the cc:Mail directory.  This directory currently has grown to over 40,000 entries and continues to grow.  Although these standards should have been in place from the beginning, they were not.  The fact that there were previously no standards defined does not obviate the need for them.  The cc:Mail administrator community feels the naming standard issue must be addressed now in order to ensure continued efficient flow of electronic mail and timely resolution of addressing problems.





A workgroup of FAA cc:Mail administrators from around the country was tasked to develop an efficient means for automatically updating all cc:Mail directories with current and correct directory information.  This process, called ADE (Automatic Directory Exchange), is a means to help keep synchronized the cc:Mail directories in the 800-plus post offices within the FAA's cc:Mail network.  ADE, along with tools to allow for manual directory synchronization, in and of itself won't ensure proper addressing.  This Naming Standard will ensure that all FAA organizations shall be addressed correctly, both for the cc:Mail network, as well as for electronic mail systems outside the FAA.  





Today, the directory contains mailboxes, mailing lists, bulletin boards, and post office entries for most of the FAA.  Over time, post offices have increasingly gotten more and more unsynchronized with each other.  In order to manage so many entries and at the same time ensure that mail continues to flow efficiently, these standards will allow both customers and cc:Mail administrators to provide the best possible service and resolve addressing issues in a timely manner.





These standards were developed such that the entries in the cc:Mail directory will provide enough information about any entry that it becomes much simpler for cc:Mail administrators to track down and resolve addressing problems.  This will result in significant cost savings.  This information will also allow customers to properly address messages to other people in the directory, especially to individuals who have similar names.





The naming standards addressed in this document include customer mailbox names, the comments field, post office names, organizational/functional (O/F) mailboxes, bulletin boards, bank shot mailing lists, public mailing lists, and aliases.  At the end of the document is a quick reference sheet for cc:Mail naming standards.








Customer Mailbox Names





Every employee in the FAA has a license to a mailbox in the cc:Mail directory.  A mailbox resides at a cc:Mail post office located on the local area network (LAN) where the customer is located.  The addressing information about each customer's mailbox is replicated throughout the cc:Mail network on all the other post offices in the network.  This allows FAA employees to send electronic mail to anyone else in the FAA.





The Department of Transportation has created an electronic mail directory which adheres to the X.400 and SMTP (Internet) naming standards for addressing.  Since the FAA communicates to DOT modals and the Internet, customer mailboxes should follow the DOT standards as closely as possible. The FAA has four Internet gateways of our own.  The Naming Standards as outlined below apply to all.  However, there is a difference in the way e-mail should be addressed from Internet customers to get their message in through the gateway to you.  Attached to this document is the information on how e-mail should be addressed to you from the Internet.  The format may be different for each of the gateways.  The gateways are in AWA, ACT, AMC and AWP.





The name field is broken up into 4 parts, called tokens.  There is a maximum of 4 tokens allowed in the name field.  These tokens, along with their limitations, are explained below:





·	Given Name (First Name) - 32 characters max


·	Middle Initial - 5 characters max


·	Surname (Last Name) - 64 characters max


·	Generational Qualifier - 3 characters max, with a hyphen separating it from the last name





Since new names are added to the DOT directory in an automated fashion, entries are expected in the following format.  The brackets indicate that the token is optional:





·	LastName-[GenQual], FirstName [MI]





Given Name (First Name)





The first name token can consist of alphanumeric characters (A-Z, a-z, 0-9) and can consist of up to 32 characters.  There should be no special characters contained in this field, except for the apostrophe ('), or the hyphen (-).  Underscores (_) don’t work at the mail hub X.400 level.





Middle Initial





The middle initial token can consist of alphanumeric characters (A-Z, a-z, 0-9) and can consist of up to 5 characters.  There should be no special characters contained in this field, except for the apostrophe ('), or the hyphen (-).  Underscores (_) don’t work at the mail hub X.400 level.





This field must not end in a period.  If there are customers with a period after the middle initial, it shall be stripped to build their SMTP and X.400 addresses.  This means that if there is another entry that is differentiated only by the lack of a period after the middle initial, the second entry received would be rejected because their SMTP and X.400 addresses would not be unique.





Surname (Last Name)





The last name token can consist of alphanumeric characters (A-Z, a-z, 0-9) and can consist of up to 64 characters maximum. There should be no special characters contained in this field, except for the apostrophe ('), or the hyphen (-).  Underscores (_) don’t work at the mail hub X.400 level.





Generational Qualifier





The generational qualifier must be either  Jr, Sr, I, II, III, IV, etc.  





In general, all punctuation and high ASCII characters should be avoided to conform to standards.  The standard has been adapted, however, to allow apostrophes and hyphens in the name, so people with names such as O'Neill and Jones-Smith need not be modified.





People with multiple names in a token (meaning there are spaces in their names) should either concatenate the multiple names, or separate each part of the name with hyphens.  For example, a person named John D van der Fluven III should be entered as either "vanderFluven-III, John D" or "van-der-Fluven-III, John D".





All customer mailbox names shall be entered in mixed case.  This improves readability and helps differentiate between post office names, which shall be entered in all upper case.





If generational qualifiers are used there must be a "-" between them and the last name.  The name would then appear as:  Cosby-Jr, William G





All customer mailbox names for contractor employees in FAA Post Offices will have “-CTR” or “CTR” noted in the Name field. If there is a middle initial “-CTR” should immediately follow it. If there isn’t a middle initial, the designation will be “CTR”.  This will allow the names to remain in alphabetical order for ease of customer usage.





Names of non-FAA employees or contractors that may be in a directory should have the Hide propagation flag set to yes.  Those names should NOT be propagated.





NOTE:  The cc:Mail name field is limited to 126 total characters, however, in order to comply with the DOT standard above, the name field must be limited to 108 total characters (64 for Last Name, 3 for Generational Qualifier, 32 for First Name, 5 for Middle Initial, 1 comma, and 3 spaces).





Existing entries in the directory shall be required to change to conform to this standard. 





Examples of Correct Mailbox Names





·	Wilson, Jason


·	Jones, Mary R


·	Hopkins-III, Cecil


·	Parker-III, Reginald P


·	Jones-Wilson, Carol N


·	O'Grady, Stanley B


·	vanderFluven-III, John D


·	Nims, Bob CTR


·	Smith, Andrea T-CTR





Examples of Incorrect Mailbox Names





·	Jones, Mary R.		(periods are not allowed after the middle initial)


·	van der Fluven III, John D	(spaces in the last name result in too many tokens)


·	WILSON, JASON		(names should be in mixed case, not all upper case)


·	Parker, Reginald P III		(generational qualifier should come after the last name - this entry would appear to the customer as "Reginald P III Parker")


·	Jones (Wilson), Carol N	(the parenthesis special characters are not allowed and a “-“ is needed between Jones-Wilson)


·	Rabb CTR, Chris		(the CTR should be after the first name not the last)


·	Yakich, William CTR, T	(the CTR should be after the middle initial)


·	Cosby Jr, William G		(there should be a “-“ between last name and 


generational qualifier.)














Post Office Administrator Names





Every PO has an administrator.  Administrator names will not be the name of an actual customer, they shall be a general PO admin name.  Administrator names should be locked and hidden in the home PO.  At a later date cc:Central will process an ADE that will remove all PO admin names from the directory,  thus leaving names in the home POs only.  Entering the post office name and using the word administrator as the addressee can access the administrator.





Existing entries in the directory shall be required to change to conform to this standard. 








Post Office Names





Every customer's cc:Mail mailbox must reside at a cc:Mail post office.  All electronic mail flows from the customer's mailbox to the post office where that mailbox is located, then from post office to post office through the network until it arrives at the post office of the destination addressee.  Within the FAA, all post office names will adhere to the following convention:





The first three characters of the name shall be the regional identifier where the post office is located.  For support purposes, this should be based on polling rather than regionally.  The only exception shall be the mobile international post offices.  They will have alias names in the FAAMOBILE1 that will conform to the standards.  The acceptable entries for the first three characters are:





·	AWA - Washington, DC Headquarters


·	AAL - Alaskan Region


·	ACE - Central Region


·	AEA - Eastern Region


·	AGL - Great Lakes Region


·	ANE - New England Region


·	ANM - Northwest Mountain Region


·	ASO - Southern Region


·	ASW - Southwest Region


·	AWP - Western-Pacific Region


·	AMC - Mike Monroney Aeronautical Center


·	ACT - FAA Technical Center





Existing entries in the directory shall be required to change to conform to this standard. 





	International post offices shall begin with the regional identifier of the region that polls, or is polled by, them.  The rest of their post office name will conform to the standards.





It is recommended that following the regional identifier be the organizational identifier.  The next section should be a functional identifier (FSDO, Twr), or city (DEN) or airport (DIA) identifier, or a combination.  This part of the name is up to the discretion of the organization. 





Those post offices that already have the regional identifier in its name (such as AWP200) will not have to begin the name with “AWP”.  That would be redundant.  





For example:





	Unacceptable			Acceptable


·	AWPAWP200		AWP200


AFS200			AWAAFS200


·	GEGFSDO			ANMGEGFSDO


·	AVRDIA			ANMAVRDIA


·	SACFIFO			AWPSACFIFO





All post office names shall be in upper case letters, to distinguish from the mixed case letters used for mailbox names.





All hub post offices will have the word HUB appended to the above standard.





Post office names will have NO spaces, so the end result will appear as a single word.





Contractor post offices that support the FAA will have an "-CTR” at the end of the PO name.  A contractor post office is one that is managed by the contractor for contractor employees.  This is different from an FAA post office managed by the government that might have on-site contractors as customers on the post office.  If the FAA purchased the license/software for the contractor post office, there shall be an “-GFCTR” at the end of the PO name.





Examples of acceptable post office names:





·	AWAAFS300 - FAA HQ post office supporting AFS-300


·	AEAHUB - The eastern region hub


·	AWAEUPO1 - The Europe Post Office (polled by AWAHUB)


·	AEAAAF33 - An Eastern Region PO in Europe


·	AWAAIT-CTR - A contractor supporting AIT at FAA HQ


·	AWAGENDYN-CTR - A General Dynamics contractor post office at FAA HQ.


·	AWAAVRHUB - The hub post office at FAA HQ for AVR


·	ANM65-ANMNISC2-US-MMC-CTR - The ANM NISC Contractor PO


·	ANM700 - The ANM Civil Aviation Security PO





Examples of unacceptable post office names:





·	ANMDenFSDO - mixed case is not acceptable


·	AGL 400 - spaces are not allowed


·	65-ANMNISC2-US-MMC - needs regional identifier and contractor identifier


·	AAT24 - needs regional identifier


·	HTI-FAIRFAX - needs regional identifier


·	IBM-Rockville - needs regional identifier and contractor identifier and to be in all caps


·	ICAO - needs regional identifier and possibly contractor identifier


·	N90 - needs regional and organizational identifiers





POs from outside of the FAA (contractor POs, other government POs, civilian POs) will have an alias name in the directory that points to their real post office name.   The alias name will conform to the above standards.  We cannot expect non-FAA POs to change their names to meet our standards.  This is the only instance of an alias name that shall be supported and propagated.





	Example:  ACTLISAPO-CTR    is the alias name in all directories


		       In the ACTHUB shall be an entry that says the address of the above is: ACTLISAPO.


		       The ACTHUB will also have an entry for ACTLISAPO with the actual address


		            (SPX, IP, modem, whatever).


�



		   ANMNPS  is the PO for the Army Corp of Engineers


		   ANMGSA-9KTB  is one of the GSA POs


		   ANMBOEING-FAA  a PO to Boeing





Organizational/Functional (O/F) Mailboxes





Definitions





In the past there has been some confusion regarding the reasons for having organizational and functional mailboxes, as well as what the differences between the two are.  This section seeks to explain why these special types of mailboxes have been implemented, why there are two different kinds, and what the naming standards for these special mailboxes are.





Organizational Mailboxes





Organizational mailboxes are administrative mailboxes that are used to represent an organizational element in the cc:Mail directory.  The majority of the directory is based on people's individual names (John Doe, Mary Smith, etc.), not their titles or positions.  This requires that an e-mail originator know the name of the person to whom the correspondence should be addressed.  Many times, this information may not be readily available to the originator.  Perhaps there has been a personnel change or the directory is not up to date; or the originator is an Internet mail customer and does not have the FAA's directory available.





Organizational mailboxes allow an originator to address mail to an office, rather than an individual.  Once received at the office level, the person(s) responsible for checking the organizational mailbox will forward that message to the person actually responsible for handling that particular subject matter.  This is very similar to regular (USPS) mail arriving at a receptionist's desk, then distributed as appropriate.  It also corresponds to addressing a message to "Manager, Organization Name", where the salutation of the letter may start with "To Whom It May Concern".  Since an organizational mailbox will usually have more than one person assigned to check it on a periodic basis, it also allows for the mail to be handled by an acting manager, for example, in the event the manager is on travel or leave.  Otherwise, the mail would sit unopened in the manager's mailbox until he or she returns.





Functional Mailboxes





Functional mailboxes are similar in idea to organizational mailboxes.  The main difference, however, is that whereas organizational mailboxes represent an organizational entity within the FAA, functional mailboxes represent a particular function or activity within the FAA.  For example, the FAA Administrator may decide to set up a special task force to look into the safety of commuter airlines.  This task force may change personnel several times during the course of its charter.  The personnel mix may even cross organizational boundaries.  It must, however, receive and respond to comments from the public at large regarding their experiences with commuter airlines.  This task force could set up a functional mailbox to handle incoming mail regarding commuter airlines.  The person(s) responsible for checking this mailbox could then, again, forward the messages to the people responsible for particular subject matter.  The functional mailbox allows for a central repository and record of received mail regarding a particular function or activity.  It does not necessarily represent an organization and usually involves the activities of more than one person.





Use of Organizational and Functional Mailboxes





Organizational and functional (O/F) mailboxes are only intended to be used to alleviate the need to maintain lists of the individual names for members of an FAA organization or activity.  According to Lotus licensing guidance, existing personal cc:Mail mailboxes will remain intact and must exist as a prerequisite for participating in an O/F mailbox





Organizational/Functional mailboxes may also be used for employees that may be on detail away from their Home PO.  They could be Alias’ed  in their Home PO (no propagation of alias names) to point to the Organizational or Functional mailbox of their detail location.  This doesn’t violate the e-mail licensing agreement nor does the mailbox have to be moved to the detail location.





Organizational mailboxes should be used as a "receive only" mailbox.  For security reasons, it should not be used to "initiate" or "reply to incoming" mail, since e-mail and computer system security requirements [Order 1600.54B] call for computer system accounts to represent accountability to an individual person.  Replies should generally be sent from the person to whom the original message was forwarded for action.  The body of the message can indicate that recipients may reply to the Organizational mailbox, rather than the originator of the message, to ensure that future messages continue to go to the Organizational mailbox.





Functional mailboxes may initiate and reply to messages.  The message(s) should state the name of the individual sending the message.





All cc:Mail O/F mailboxes will conform to a standard naming convention.  Standard naming will ensure that all organizational mailboxes appear together (and in order) in the cc:Mail directory.  Standard naming will also allow for easier location of the organizational mailbox when addressing a cc:Mail message.





An organization's manager is responsible for assigning and maintaining the password for his/her cc:Mail O/F mailbox.  For example, once the manager establishes the password, he/she may choose to allow a secretary or other personnel to use the password to check that particular O/F's cc:Mail.  It is extremely important that the manager of the organization or the function be aware of the presence of the O/F mailbox and assign at least two people the responsibility of checking this mailbox on a regular basis.  These mailboxes do not serve their purpose if they simply become "dead-letter" offices.  Having more than one person responsible for the mailbox ensures that the mailbox shall be checked even if one or the other of the two people are not available on a particular day.





NOTE:  O/F mailboxes should not be propagated to the entire cc:Mail network directory unless there is a requirement for the entire network to correspond with these mailboxes.  If the mailbox is set up for strictly local organizational use, it need not be propagated to the entire network.  Each cc:Mail Administrator should review the directory and request removal of those O/F mailboxes that shouldn’t be FAA-wide.





O/F Mailbox Addressing Format





The format for organizational mailboxes is as follows:





9<space>RegID1stOrgDesig<hyphen>2ndOrgDesig<hyphen>3rdOrgDesig... 





In order to comply with DOT's X.400 directory field requirements, organizational mailboxes shall be addressed as only two "fields": the first field is the number "9" and the second field is the RegionalID and organizational identifiers using hyphens to separate the elements. The first field (the "9") shall be interpreted as the first name token; the second field (the RegID/OrgDesig) shall be interpreted as the last name token. This limits the length of the organizational identifier to 64 characters. 








The format for functional mailboxes is as follows:





9<hyphen>RegId<hyphen>1stFuncDesig<hyphen>2ndFuncDesig...





We may have a functional mailbox of Commuter-Airline-Safety in three different regions all with the exact same name.  By using the Regional Identifier we can still have the same name but we can tell which region it belongs in.





By differentiating the two types of mailboxes with a "9<space>" and a "9<hyphen>", all the organizational and functional mailboxes shall be grouped together in the cc:Mail directory under "9", and organizational mailboxes shall be sub-grouped together, as will the functional mailboxes.





NOTE:  Once in effect, existing O/F mailboxes that do not comply with this standard must be renamed.  Some O/F mailboxes start with "9<comma>"; others use spaces instead of hyphens in the organizational or functional designator part of the address.  The above format is the only one that will ensure that address will work both in an X.400 directory as well as across the Internet.





THE NUMBER "9" MUST BE THE FIRST CHARACTER IN O/F MAILBOXES, SO THAT THE FIRST THING ALL CUSTOMERS TYPE IS THE NUMBER "9" TO FIND ALL THE O/F MAILBOXES.





Existing entries in the directory shall be required to change to conform to this standard. 





Examples of valid organizational and functional mailboxes:





Regional organizational mailbox would be in the format:





·	9 ANM-DEN-AFS


·	9 ANM-RKMO-SMO


·	9 ASO-JAX


(	9 AWA-AIT-300





A functional mailbox for Commuter Airline Safety might be:





·	9-ASO-Commuter-Airline-Safety or


·	9-ASOCommuterAirlineSafety








Logging into an O/F Mailbox





To log into an organization or functional mailbox, the person needs only to type in the name as it appears in the directory.  Just type "9 ANM-DEN-AFS" (without the quotes), along with the assigned password, to log into that organizational mailbox.








WebMaster Accounts





With the prevalence of the internet and intranet access to web pages, there has resulted the requirement for users to send electronic mail to the maintainers of the pages.  These maintainers are generally referred to as WebMasters.  In general, the practice in business has been to identify these people as WebMaster at that particular domain.  Since cc:Mail allows only unique entries, the generic WebMaster account would not work in our directory for all the webmasters.





In the FAA’s cc:Mail directory, therefore, accounts specifically assigned as webmasters will be entered as follows:





	WebMasterOrgID





Where OrgID is the designation of the organization to which the WebMaster belongs.  For example, the WebMaster for AFS would be:





	WebMasterAFS





In the cc:Mail directory, the comments field should indicate who (by name) this WebMaster account represents, as well as a phone number to locate this account.





Just as with Organizational/Functional mailboxes, it is important that an individual or individuals be assigned to monitor the webmasters mailbox.  A webmaster account broadcast on the internet will surely generate eMail traffic; it is important that these eMail postings be properly handled.





Some organizations have adopted the functional mailbox naming convention for WebMaster accounts (using the nine-hyphen convention).  This is fine, also, since WebMaster accounts are a form of functional mailboxes.





Comments Field





The cc:Mail comments field is provided for informational purposes to the customer.  It also serves to identify customers of certain automated systems, such as Lotus Organizer.  There is no standard for the comments, but it should reflect as much information about the mailbox or post office as possible.  This is limited somewhat by the fact that organizations using Lotus Organizer may require 80 or more characters of the 126 character field for Organizer information.  The following are suggestions for information that should go into the comments field:





Customer Mailbox Comments





·	customer's organization


·	customer's phone number


·	customer's job title


·	contractor's company name





Post Office Comments





·	post office major organization and the phrase "Post Office" or "PO"


·	cc:Mail administrator and phone number (these are required entries)


·	spx address or polling phone number





Existing entries in the directory shall be required to change to conform to this standard. 








Organizational/Functional Mailbox Comments





·	POC name and phone number


·	Purpose of functional mailbox





NOTE:  The point of contact (POC) and phone number are REQUIRED for O/F mailbox comments.





Existing entries in the directory shall be required to change to conform to this standard. 








By providing pertinent information in the comments field, it is easier for other customers to locate and correctly address messages, as well as allow cc:Mail administrators to contact the correct people when problems arise.





Examples of Appropriate Comments





Customer Mailbox Comments





·	ASU-400 Manager, 800-555-1212


·	ABC-100/General Dynamics Contractor





Post Office Comments





·	AFS-300 PO, Admin: John Doe, 800-555-1212


·	AIR-100 Post Office, under AVRHUB, Admin: John Doe, 800-555-1212


·	ABC-100 Contractor PO, General Dynamics, Admin: Jane Doe, 800-555-1212





NOTE:  The point of contact (POC) and phone number are REQUIRED for PO comments.





Organizational Mailbox Comments





ATP-200, POC: James Johnson, 800-555-1212





NOTE:  The point of contact (POC) and phone number are REQUIRED for Organizational mailbox comments.

















Functional Mailbox Comments





ARM NPRM Comments, POC: Julie Jones, 800-555-1212


Commuter Airline Task Force, POC: Ronald Brittain, 800-555-1212





NOTE:  The point of contact (POC) and phone number are REQUIRED for Functional mailbox comments.








Bulletin Boards





There are no defined standards for bulletin board names; however, the following guidelines are established to ensure that the use of bulletin boards work efficiently in the FAA's cc:Mail network.





While it is recognized that over time, many bulletin boards have already been established, all new bulletin boards that are regional or national in scope must be coordinated by cc:Central before they can be propagated to the rest of the cc:Mail network





cc:Central will maintain a registry of bulletin boards, which includes the name of the bulletin board, as well as the purpose, point(s) of contact, and POC phone numbers.  All cc:Mail administrators should use this registry for local bulletin boards, as well as national bulletin boards to avoid possible conflict in the future.  There have been many times when a local bulletin board became national in scope as people request the information contained on these bulletin boards.  By registering a bulletin board name (even for local bulletin boards), it ensures that it is available for future regional or national use without conflicting with bulletin boards on other post offices.  It shall be recognized that this registry is a "first-come, first-served" system, and shall be the tiebreaker in the event there exists a conflict in bulletin board names.  Since cc:Mail does not allow comments for bulletin board entries, this registry will serve as a central location for determining ownership and points of contact for cc:Mail bulletin boards.





The names of all existing bulletin boards shall be sent to cc:Central for the registry.





cc:Central will also ensure that information about regional and national cc:Mail bulletin boards are posted on the FAA's Intranet Web Site.  This will allow other organizations to contact the correct personnel to enable receiving new bulletin board information.





Existing entries in the directory shall be required to change to conform to this standard. 








Bank Shot Mailing Lists





Bank shot mailing lists allow for efficient delivery of messages to large numbers of people.





Bank shot mailing lists that represent everyone at a particular post office will adhere to the following convention:





·	The first character shall be a "#" (pound symbol).


·	The next characters shall be the post office name.


·	The last character shall be a "#" (pound symbol).





For example, the bank shot mailing list for AWAAIT300 would be "#AWAAIT300#.  This would be a mailing list created at the AWAAIT300 post office containing the names of every customer on that post office.





NOTE:  Maintenance of these bank shot lists can be automated, so the administrator does not have to ensure that all new entries get posted to the list.  Contact cc:Central for more information.





At the hub post office, an entry shall be created in the cc:Mail directory (not a mailing list) as a remote customer.  For example, a remote customer entry for the above example would be #AWAAIT300# at AWAAIT300.  Do this for each of the other post offices the hub polls.  Then create a super mailing list that includes each of these entries.  This process of creating super mailing lists can be carried out all the way to the top of the cc:Mail network tree.  Since the "super mailing lists" are actually addressed as if they were customers at a post office, the names of these super mailing lists should include the words "Mailing List".





Examples of Bank Shot Mailing Lists:





·	#AWAAFS300# - a local bankshot list representing all the customers on the AWAAFS300 post office


·	#AWAAVR20# - a local bankshot list representing all the customers on the AWAAVR20 post office


·	#AWA AVR HQ Mailing List - a super mailing list referencing only the bank shot lists on "AVR Headquarters" post offices.  This mailing list would allow efficient addressing to customers at the following post offices:  AWAAVR, AWAAFS1, AWAAFS200, AWAAFS300, AWAAFS400, AWAAFS800, AWAAIR1, AWAAIR100, AWAAIR200, AWAAIR500, AWAAAM, AWAAAI, and AWAARM.


·	#AWA AVR Dulles Mailing List - a super mailing list referencing only the bank shot lists on the "AVR Dulles" post offices.  This mailing list would allow efficient addressing to customers at the following post offices:  AWAAVR20, AWAAFS230, and AWAAFS500.


·	#AWA AVR All Mailing List - a super mailing list referencing all the AVR-wide post offices.  This mailing list would allow efficient addressing to customers at all the post offices on both the #AWA AVR HQ Mailing List and the #AWA AVR Dulles Mailing List lists.





NOTE:  Bank Shot Mailing Lists  should not be propagated to the entire cc:Mail network directory unless there is a requirement for the entire network to use these lists.  If the list  is set up for strictly local organizational use, it need not be propagated to the entire network.  Each cc:Mail Administrator should review the directory and request removal of those lists that shouldn’t be FAA-wide.


Existing entries in the directory shall be required to change to conform to this standard. 








Mailing Lists





Mailing lists are generally implemented at a local post office and are not propagated to the rest of the cc:Mail network.  The cc:Mail requirement for mailing lists is that an entry must be in the directory in order to be in a mailing list.





Mailing Lists will not be propagated by any region.  If PO A needs to have access to a Mailing List maintained by PO X in region Y, then the cc:Mail Administrator of PO A should contact the Admin of PO X to get the pertinent information so that they can add the entry in PO A manually.


     


This will keep unnecessary Mailing Lists out of the directories and maintains leaner databases for easier customer use.


     





NOTE:  Mailing Lists  should not be propagated to the entire cc:Mail network directory unless there is a requirement for the entire network to use these lists.  If the list  is set up for strictly local organizational use, it need not be propagated to the entire network.  Each cc:Mail Administrator should review the directory and request removal of those lists that shouldn’t be FAA-wide.


Existing entries in the directory shall be required to change to conform to this standard. 








Aliases





Aliases may be implemented at a local post office, but will not be propagated to the entire cc:Mail network.





NOTE:  Aliases should not be propagated beyond the home PO, with the exception of contractor PO names.








NOTE:  Local Bank Shot Mailing Lists, Mailing Lists, Aliases, and Bulletin Boards should be hidden.  When directory sychronization takes place in the future those items wouldn’t be propagated.  Administrators should maintain a record of hidden entries for their own accountability.
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cc:Mail Naming Standards Quick Reference





The below information serves as a quick reference for FAA cc:Mail Naming Standards for the cc:Mail administrator to use.  This reference does not include specific examples.  Please see the body of the document for examples.





Customer Mailbox Names





A Customer Mailbox Name can consist of up to four tokens with the following character length limitations:





·	Given Name (First Name) - 32 characters max


·	Middle Initial - 5 characters max


·	Surname (Last Name) - 64 characters max


·	Generational Qualifier - 3 characters max, with a hyphen separating it from the last name 





Customer Mailbox Name entries are expected in the following format.  The brackets indicate that the token is optional:





·	LastName[-GenQual], FirstName [MI][-CTR or CTR]





Post Office Administrator Names





·	Administrator names will not be the name of an actual customer, they shall be a general PO admin name.    They will not be propagated.





Post Office Names





·	The first three characters of the name shall be the regional identifier where the post office is located.


·	The next characters are the highest level organization that the mailbox supports.


·	A -CTR shall be the last to indicate this is a contractor post office  OR


·	A -GFCTR  shall be the last to indicate this is a government furnished contractor post office.


·	Non-FAA POs shall be identified by the regional identifier of the HUB that communicates with it.


·	All post office entries shall be in upper case.





Organizational/Functional (O/F) Mailboxes





The format for organizational mailboxes is as follows:





·	9<space>RegID<hyphen>1stOrgDesig<hyphen><hyphen>2ndOrgDesig<hyphen><hyphen>3rdOrgDesig... 





The format for functional mailboxes is as follows:





·	9<hyphen>RegID<hyphen>1stFuncDesig<hyphen><hyphen>2ndFuncDesig<hyphen><hyphen>3rdFuncDesig... 





The limit of the length of the organizational identifier is 64 characters.





Comments Field





The comments field should be used to provide the following information:














·	Customer Mailbox Comments - include information such as the customer's organization, the customer's phone number,  the customer's job title, and/or the contractor's company name


·	Post Office Comments - post office major organization and the phrase "Post Office" or "PO", the cc:Mail administrator and phone number, and/or the SPX/IP address or polling phone number


·	Organizational/Functional Mailbox Comments - the POC name and phone number and the purpose of functional mailbox.  The POC name and phone number are required for O/F mailbox comments.





Bulletin Boards





There are no defined standards for bulletin board names; however, all new bulletin boards that are regional or national in scope must be approved by cc:Central before they can be propagated to the rest of the cc:Mail network.  cc:Central will also maintain a registry of bulletin boards, which includes the name of the bulletin board, as well as the purpose, point(s) of contact, and POC phone numbers.  All cc:Mail administrators should use this registry for local bulletin boards, as well as national bulletin boards to avoid conflict in the future.





Bank Shot Mailing Lists





Bank shot mailing lists that represent everyone at a particular post office will adhere to the following convention:





·	The first character shall be a "#" (pound symbol).


·	The next characters shall be the post office name.


·	The last character shall be a "#" (pound symbol).





Mailing Lists





Mailing lists are generally implemented at a local post office and are not propagated to the rest of the cc:Mail network.  The cc:Mail requirement for mailing lists is that an entry must be in the directory in order to be in a mailing list.





Aliases





Aliases may be implemented at a local post office, but will not be propagated to the entire cc:Mail network.  Except non-FAA post office names.
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LOTUS ORGANIZER COMMENTS








It appears that Lotus Organizer uses the comment field of cc:Mail for the 


following information


     


        #!# Start of Organizer Data Flag


     


        >02 OrganizerCalendarPath


     


                Specifies the network path to this Organizer file (i.e., 


                apps\ccmail\cc6\org2\orgfiles\jford.or2


     


        >03 OrganizerCalendarServer


     


                Specifies the network file server name and volume (i.e., 


                avr001ax\work


     


        >04 OrganizerAgentName


     


                Specifies the name of the scheduling agent for 


                this organizer file (i.e., ~OrgAgAVRHUB)


     


        >07 OrganizerServerUser


     


                Specifies the network account for accessing Organizer files 


                on file servers that users may not be connected to


                (i.e., ORGACCT)


     


        >08 OrganizerServerPassword


     


                Contains the password for the account name specified in 


                field ID 07 (i.e., NONE - password is displayed with 


                asterisks)


     


        >09 OrganizerServerName


     


                Specifies alternate file server name for an organizer 


                entry (i.e., AVR001S1)


     


        >10 OrganizerEntryType


     


                Specifies the Organizer entry type: 1) Scheduling 


                Agent, 2) Person, 3) Resource, 4) Room,


                and 5) File Server (i.e., 2)


     


        >12 OrganizerFreeTime


     


                Specifies free time access:  1) Organizer 1.x direct 


                access, 2) Organizer Release 2.1 direct access - 


                which allows separate multiple values with commas (i.e., 2)








        >14 OrganizerVolumeAlias


     


                Specifies the Netware Volume Alias


     


        #!# End of Organizer Data Flag


     


Note that not all these fields will necessarily be present.  My own Organizer 


entry is as follows (split into two lines in this mail message, but is actually 


one single line in the comments field):


     


        #!#>03avr001ax\work>02apps\ccmail\cc6\org2\orgfiles\JFORD.OR2 


        >04~OrgAgAVRHUB>102#!#


     


Note that my entry is over 80 characters long and consists of fields 03, 


02, 04, and 10.


     


Notice that the entry for the Organizer Agent (in my case ~OrgAgAVRHUB), 


is:


     


        #!#>101#!#


     


This entry uses only field 10.
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Internet Email Addressing Guidelines


Headquarters Supported Users Only





05/13/99





This document is intended for the cc:Mail users in the Regions of AAL, ACE, AEA, AGL, ANE, ANM, ASO, ASW and AWA.





Internet E-Mail Addressing Guidelines for: ACT, AMC or AWP users, click here.





The Federal Aviation Administration cc:Mail program provides Internet E-Mail access for every FAA employee with a cc:Mail account. Your


Internet ID has been added to our E-Mail network!





All Internet IDs at the FAA are automatically added to the FAA mail system in the exact same format as your cc:Mail ID appears. A typical


Internet ID at the FAA would be in the following format: "Firstname.M.Lastname" or "Firstname.Lastname" if no middle initial is used.


Shorter versions of the names are not supported.





So, your entire Internet mail address at the FAA HQs would be:





Firstname.Lastname@faa.gov or Firstname.M.Lastname@faa.gov, depending on whether you have a middle initial in your cc:Mail ID.





Example HQ-FAA Internet IDs would be:





John.Smith@faa.gov or





Jane.E.Smith@faa.gov or





John.CTR.Smith@faa.gov or





Jane.E-CTR.Smith@faa.gov or





John.Smith.Jr@faa.gov or





John.E.Smith.Jr@faa.gov or





John.CTR.Smith.Jr@faa.gov or





John.E-CTR.Smith.Jr@faa.gov





To send mail to Internet users via cc:Mail, follow these steps below:





   1.From your cc:Mail screen, create a new message and type in the post office entry, "FAAinternet", from your directory and press


     "ENTER". 


   2.Enter the FULL INTERNET ADDRESS of the person you want to communicate with in the box provided, (on the Post Office Addressing


     Screen). 


   3.Press "ENTER", and continue with your message as you would with any other cc:Mail message. When done writing your E-Mail


     message, just send it out like a regular cc:Mail message and it will be delivered through the Internet automatically! It's that easy!





Keep in mind your Internet E-Mail ID is constructed by using your cc:Mail account name at the FAA, but replaces spaces with the period


character "." (John Doe = John.Doe). The full ID would be as follows: John.Doe@faa.gov. This is the ID to give to persons outside the FAA.





(Note!: If you are supported by ACT, AMC or AWP, DO NOT use this standard!!)





You can test your own Internet mail ID by sending a test message to yourself. Just address the mail message to your own FAA Internet ID


using the same steps described above in steps 1-3.





Please keep in mind that E-Mail delivery times across the Internet can vary according to time of day and traffic loading across the Internet as a


whole.





For further assistance, please contact your local cc:Mail administrator.





------------------ Other notes about cc:Mail and the Internet ------------------





Internet E-Mail at the FAA is intended only for official government business use.





File sizes over 5 megabytes are restricted for Internet traffic at the FAA and will NOT be sent or received. Messages over 5 megabytes will be


deleted WITHOUT notice. 





File attachments in cc:Mail that are sent through the Internet can be problematic if users are sending files which contain Binary data.





cc:Mail makes this easy on it's users by automatically decoding attachments that come from the Internet (if necessary). To a cc:Mail user, no


additional work is required.





The safest solution in all cases is to incorporate the attachment into the body of the message. Simply Cut and Paste between Windows


programs if possible. If that isn't possible, try to save the attached documents into .TXT format (delimited format if necessary). Those files


always travel just as they were, and require no encoding or decoding.
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Appendix 4





Internet E-Mail Addressing Guidelines for AMC Supported Users


(for HQ, AWP and ACT users, refer to your naming standards guideline document)








The Federal Aviation Administration cc:Mail program provides Internet E-Mail access for every FAA employee with a cc:Mail account. Your Internet ID has been added to our E-Mail network!





All Internet ids at the FAA are automatically added to the FAA mail system in the exact same format as your cc:Mail ID appears. A typical Internet ID for an AMC supported user would be in the following format: "Firstname_M_Lastname" "Firstname_CTR_Lastname" or "Firstname_Lastname" if no middle initial is used. Shorter versions of the names are not supported.





So, your entire Internet mail address at the Aeronautical Center would be:





Firstname_Lastname@mmacmail.jccbi.gov or Firstname_M_Lastname@mmacmail.jccbi.gov,


depending on whether you have a middle initial in your cc:Mail id.





Example AMC-FAA Internet ids would be:





John_Smith@mmacmail.jccbi.gov or





John_Smith-Jr@mmacmail.jccbi.gov or





Jane_E_Smith@mmacmail.jccbi.gov or





John_CTR_Smith@mmacmail.jccbi.gov





John_CTR_Smith-Jr@mmacmail.jccbi.gov 








To send mail to Internet users via cc:Mail, follow the steps below:





    From your cc:Mail screen, create a new message and type in the post office entry, "INTERNET", from your directory and press "ENTER". 





    Enter the FULL INTERNET ADDRESS of the person you want to communicate with, in the box provided, (on the Post Office Addressing Screen). 





    Press "ENTER", and continue with your message as you would with any other cc:Mail message. When done writing your E-Mail message, just send it out like a regular cc:Mail message and it will be delivered through the Internet automatically! 








It's that easy!





Keep in mind your Internet E-Mail ID is constructed by using your cc:Mail account name but replaces spaces with the underscore character "_"  The full ID would be as follows: John_Doe@mmacmail.jccbi.gov   This is the ID to give to persons outside the FAA.  





(NOTE!: if you are supported by HQ, AWP or ACT, DO NOT use this standard!!)





Appendix 4     





You can test your own Internet mail ID by sending a test message to yourself.   Just address the mail message to your own AMC Internet ID using the same steps described above in steps 1-3.





Please keep in mind that E-Mail delivery times across the Internet can vary according to time of day and traffic loading across the Internet as a whole.





For further assistance, please contact your local cc:Mail administrator.





Other notes about cc:Mail and the Internet 


------------------------------------------ 





Internet E-Mail at the FAA and MMAC is intended only for official government business use.





File sizes over 5 megabytes are restricted for Internet traffic at the FAA and MMAC. 





File attachments in cc:Mail that are sent through the Internet can be problematic if users are sending files which contain Binary data.





cc:Mail makes this easy on it's users by automatically decoding attachments that come from the Internet (if necessary). To a cc:Mail user, no additional work is required.





The safest solution in all cases is to incorporate the attachment into the body of the message. Simply Cut and Paste between Windows programs if possible. If  that isn't possible, try to save the attached documents into .TXT format 


(delimited format if necessary). Those files always travel just as they were, and require no encoding or decoding.
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Internet E-Mail Addressing Guidelines for ACT Supported Users


(for HQ, AWP and AMC users, refer to your naming standards guideline document)





The Federal Aviation Administration cc:Mail program provides Internet E-Mail access for every FAA employee with a cc:Mail


account. Your Internet ID has been added to our E-Mail network! 





All Internet IDs at the FAA are automatically added to the FAA mail system in the exact same format as your cc:Mail ID


appears. A typical Internet ID for an ACT supported user would be in the following format: "Firstname.M.Lastname"


"Firstname.CTR.Lastname" or "Firstname.Lastname" if no middle initial is used. For some with special needs, Internet aliases


(shorter versions of the names) are available. 





So, your entire Internet mail address at the William J Hughes Technical Center would be: 





Firstname.Lastname@tc.faa.gov or Firstname.M.Lastname@tc.faa.gov, depending on whether you have a middle initial in your


cc:Mail ID. 





Example ACT-FAA Internet IDs would be: 





John.Smith@tc.faa.gov or 





John.Smith-Jr@tc.faa.gov or 





Jane.E.Smith@tc.faa.gov or 





John.CTR.Smith@tc.faa.gov or 





John.CTR.Smith-Jr@tc.faa.gov or 





John.E-CTR.Smith@tc.faa.gov 





To send mail to Internet users via cc:Mail, follow the steps below: 





From your cc:Mail screen, create a new message and type in the post office entry, "INTERNET-ACT", from your directory and


press "ENTER". 





Enter the FULL INTERNET ADDRESS of the person you want to communicate with, in the box provided, (on the Post Office


Addressing Screen). 





Press "ENTER", and continue with your message as you would with any other cc:Mail message. When done writing your E-Mail


message, just send it out like a regular cc:Mail message and it will be delivered through the Internet automatically! 





It's that easy! 





Keep in mind your Internet E-Mail ID is constructed by using your cc:Mail account name but replaces spaces with the underscore


character "." The full ID would be as follows: John.Doe@tc.faa.gov This is the ID to give to persons outside the FAA.  The only


exception to this is if you have an internet alias.  In that case your ID would be alias@tc.faa.gov 





(NOTE!: if you are supported by HQ, AWP or AMC, DO NOT use this standard!!) 





You can test your own Internet mail ID by sending a test message to yourself. Just address the mail message to your own ACT


Internet ID using the same steps described above in steps 1-3. 





Please keep in mind that E-Mail delivery times across the Internet can vary according to time of day and traffic loading across the


Internet as a whole.  Please also keep in mind that, while people can send you mail at John.Doe@faa.gov this goes through


Washington and will take longer to get to you. 





For further assistance, please contact your local cc:Mail administrator. 





Other notes about cc:Mail and the Internet 


------------------------------------------ 





Internet E-Mail at the FAA and WJHTC is intended only for official government business use. 





File sizes over 5 megabytes are restricted for Internet traffic at the FAA and WJHTC. 





File attachments in cc:Mail that are sent through the Internet can be problematic if users are sending files which contain Binary


data. 





cc:Mail makes this easy on it's users by automatically decoding attachments that come from the Internet (if necessary). To a


cc:Mail user, no additional work is required. 





The safest solution in all cases is to incorporate the attachment into the body of the message. Simply Cut and Paste between


Windows programs if possible. If that isn't possible, try to save the attached documents into .TXT format (delimited format if


necessary). Those files always travel just as they were, and require no encoding or decoding.
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