Helpful Hints, Rules, and Etiquette for the ListServ

1. ALWAYS BE COURTEOUS. 

ListServ subscribers are expected to observe the ordinary standards of courtesy for business communication. No personal attacks. 

2. DO NOT RESPOND TO THE ENTIRE LIST.

Please consider carefully before submitting a REPLY to the entire list. There are many instances when it's much more appropriate to send email directly to the individual who posted. The value of the list to individual members goes down as the percentage of irrelevant posts goes up.

3. DO NOT RESPOND UNLESS YOU HAVE SOMETHING TO OFFER.

If you do not have any information or cannot help someone posting a request, then do not respond to the request.

4. ANNOUNCE YOUR EXPECTATIONS UP FRONT.

Please observe these etiquette conventions when posting a message:

· If you don't expect/want a response, type "DO NOT RESPOND TO THIS MESSAGE" at the beginning of your posting.

· If you need immediate assistance, type "URGENT RESPONSE NEEDED" at the beginning of your posting.

· If you are sharing information, type "FOR YOUR INFORMATION ONLY" ath the beginning of your posting. (Remember to let people know whether or not you expect a response.)

5. ACKNOWLEDGE YOUR FELLOW MEMBERS' OFFERS TO HELP YOU.

If you post a request for information/assistance, please thank each person who responds to your request by offering information/assistance.

6. UPDATE THE LIST RE STATUS OF REQUEST FOR INFORMATION/ASSISTANCE.

· Please don't leave a request for information/assistance "hanging". People on the list are taking time away from their busy schedules to offer information/assistance. Let the list know when you believe you've received enough information/assistance or when your problem has been solved, i.e., when you no longer need help. 

· Share your success(es) with the group! Let us know that we've helped and how we've helped.

· Conversely, let the list know when you are still struggling with the same problem/issue.

· Don't "go overboard" with your updates. Once should be sufficient.

7. DON'T FILE A COMPLAINT TO THE ENTIRE LIST.

If you disagree with the relevance/usefulness of posted information, don't file a complaint to the entire list. Instead please send an e-mail message to templemb@state.gov and express your opinion. I will address the posting.

8. MAKE SURE YOU POST PERTINENT INFORMATION OR REQUESTS.

This list should be used to share ideas and approaches to problems within the State Department and to solicit assistance with the problems.

9. KNOW WHAT YOU CAN AND CANNOT POST AND DO NOT DISCUSS SENSITIVE INFORMATION ON THE LIST.
The list is not the appropriate forum for such discussions. Listserv messages must not include copyrighted or proprietary information, commercial solicitations, including advertisement for products/services, and obscene or libelous material.

10. PLEASE AVOID THE DREADED "ME TOO!" REPLY.

This is the one which - in its pure form - an entire message (headers, signature, and all) is re-posted to everyone on the list with the addition of the responder's header and signature, plus a single line of text indicating agreement. Consider instead replying to the original poster, or - if your confirmation absolutely must go to the entire group - remove all but the first two lines of the original message. That and the subject will be more than enough for anyone who's interested. 

ENDING NOTE

ListServ was created to allow everyone to discuss problems and issues that face our organization and to make it possible for everyone in the Department to confer on certain topics that are relevant to our work and to keep current on new developments. ListServ is a powerful communication tool. Let us use it the way it's meant to be used. Have fun!

Myrna B. Temple

