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INSIDER TOOLBOX

How Do You Manage
a Listserv?

1.

Keep a copy of the welcome letter.
When you successfully sign up with

a listserv, they’ll send you a welcome
message. This letter will contain tips
for sending your mail, as well as how
to unsubscribe from that mailing list.
You should store this message either
on your computer or print a hard copy
and make a folder of listservs that you
belong to.

. Check your e-mail daily. Some listservs

will send several messages daily. Others
will send one message in the form of a
digest. This is one long message con-
taining several responses to the listserv.
Other listservs send messages weekly,
and others are very sporadic. Regardless
of how this listserv shares information
with the group, you need to make a
commitment to check your e-mail daily.
Remember that the Web server that
stores your incoming e-mail messages
only has so much disk space.

Following threads of discussions. By
signing up with a listserv, you are not
obligated to respond to all messages,
or to any message. Pick and choose
the topics that interest you. Look

at the subject line of the incoming
messages to see which thread of
discussion is being addressed in that
message. In large listservs, several
different threads of discussions

will be ongoing at one time.

. Help when you can. The purpose of

listservs is to share information. Help
individuals in a query whenever you can,
because someday you may want help
locating information. Sometimes it is
better to respond to just an individual
rather than sending your message to
the entire listserv group.
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5. Unsubscribe if you'll be gone. If you

plan on being gone for more than a
week and will be unable to check your
e-mail, you should unsubscribe from
the list then you can re-subscribe when
you return.

. Use a meaningful subject line. When

people receive mail from a listserv, one
of the first pieces of information they
look at is the subject line. Most people
will keep the same subject line when
they respond to a particular thread of
discussion. Some people will delete
unread messages simply because the
subject line announces a topic that they
are not interested in. This saves time for
many people. If you subscribe to a high
volume listserv, you'll appreciate those
messages that have clear, meaningful
subject lines.

Sending attachments. Never send
attachments with e-mail messages to
individuals or to the listserv without
prior permission from the recipient.

. Cross posting. If you are posting the

same message to several listservs, at
the beginning of your messages state,
“This message has been cross posted to
(names of other listservs).”

Source: www.siec.k12.in.us/west/edu/list-
manl.htm.

10 Tips for Sending
Listserv Messages

1. When responding to a listserv, keep
your messages brief.

2. Include a portion or a summary of the
message you are responding to, but
don’t forward the entire message.

3. Stick to the topics intended for dis-
cussion on the listserv. If you deviate
from the intended discussion topics,
someone may recommend a listserv
more suited for your thread of discus-
sion.

4. Don't use all upper cases when writ-
ing. This is thought of as shouting.

5. Have an opening and closing in your
message such as dear... and bye...

6. Be careful when using humor in your
messages. Use emoticons to get
across your emotions.

7. Don’t send meaningless messages
with no content, such as “l agree!”

8. Identify yourself. This could be your
first and last name and possibly your
school or place of business.

9. Avoid flaming individuals on the list-
serv. If you have a conflict with an
individual, settle it by private e-mail
messages.

10.Don’'t be critical of people’s queries
posted to the listserv. Many people
are newbies to the listserv. Send them
a private message and “gently” make
suggestions if you think it is war-
ranted. We're here to learn, share and
grow from each other.

Source: www.siec.k12.in.us/west/edu/list-
man3.htm.




