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Managing Mailing Lists

Getting Started
1. Is there a list with the same topic?
Before you set up a mailing list, check out whether there are other mailing lists with similar or the same topic. If there’s any, use them as reference and add the owners’ email addresses to your address book for possible future contacts and consultation.

Go to searchable databases of publically accessible mailing lists at:


Liszt >>www.liszt.com

Topica >> www.topica.com

PAML >> www.neosoft.com/interent/paml

TileNet >> www.neosoft.com/internet/lists
Web-based Free Mailing List Hosts: 



Yahoo!Groups >> www.groups.yahoo.com


ListBot >> www.listbot.com


Cool List >> www.coollist.com
2. Who is going to host my list?
Just like in any real situation, you will need a space to get together and start a discussion on the Internet. You need a server that can allow some space for your mailing list to run. 

Free web-based list hosts:


Yahoo!Groups >> www.groups.yahoo.com

ListBot >> www.listbot.com

Cool List >> www.coollist.com

Topica >> www.topica.com

YourMailingListProvider >> www.yourmailinglistprovider.com
      Fee-based mailing list service:


Your Internet Service Provider (ISP)


Check list of providers at www.emailaddresses.com

Desktop-based:

For small lists, you can just use your desktop email client (


e.g. Outlook Express, Eudora, Becky!

3. Which program do I use?
Softwares used to manage mailing lists are called MLMs (mailing list managing programs) or list servers. On mailing list websites, the programs are built into the website. The most widely used list servers are:


LISTSERV >> www.lsoft.com 


ListProc >> www.cren.net 

Majordomo >> http://www.greatcircle.com/majordomo

Lyris >> www.lyris.com

LetterRipPro (Macintosh) >> http://www.fogcity.com/letterrip.html


Listar (Linux) >> www.listar.org
How list servers work:

Subscribers Data >> maintains list of subscribers and their subscription settings.

Message Distributor >> receives messages’ addresses to the list-address and distributes them to subscribers of the list.

The 3 addresses you need:

Administrative Address 
List Address
List Manager Address
4. How do I create my list?
Setting-up >> Ask the listserver’s Site Manager to set up a list space on the in-house list server. If you use a free web-based mailing list, you are guided online to set up and manage your own list.

Must-haves >> 

Name

Description

Policies (private or public, moderated or unmoderated, text format, subscribers’ visibility)

Moderators/managers: single-handed, delegated, co-managed

Archive (yes or no)

Welcome Message + Info File (can be FAQ)



Make sure you have all your must-haves ready on hand.

Go to your web-based host or advise your listserver Site Manager.

If you use a web-based service, follow the online steps.

Subscribe yourself to the list! Have a dedicated list manager email address as a contact-address for subscribers. 

Test the list.

Configure your list to your preferred settings.

Launch your list to its target audience...
...you are set!

Day-to-day Management

5. How do I configure my list?
You have a free hand to control how your list works and you can adjust your list configurations anytime you feel necessary. 

Different list servers have their own configurations procedures and methods. Web-based mailing list services have configuration setting options that can change from time to time. 
Evaluate your list’s environment constantly and be assertive in making necessary configuration changes to keep it comfortable and convenient for the subscribers. 
Update your Welcome Messages, Info File / FAQ, footers + headers.

6. How do I write list’s default-messages?
Automated/default messages are ready-made messages for different events:

A Welcome Message (on subscription) 
Example:

A Farewell Message (on unsubscription) 
An Info File or a FAQ List
Example:

A Header and/or a Footer
Example:

Below is free sample of generic FAQ Page created by Margaret Levine Young, at http://lists.gurus.com
------------------ Beginning of Sample Info File --------------------
******  The listname Mailing List ******* 

The listname mailing list is intended for discussing subject. This file contains instructions and rules for participating. 

              HOW TO SUBSCRIBE 

To subscribe to this list, send a message to administrative address with the following line in the text (not the subject) of the message: 

              subscribe listname yourname 

Replace "yourname" with your actual first and last names (not your e-mail address, which the mailing list system can find in your message headers). Don't include any other text. If you can suppress including a signature in the message, do so. If your name is long or contains punctuation, enclose your whole name in quotes. 

When our mailing list system receives your message, it will send a confusing confirmation message back to. Click Reply to compose a reply, then click Send to send the reply without editing it. This reply confirms that you actually want to subscribe to the message, and that some malicious third-party isn't subscribing you against your will. 

              HOW TO SIGN OFF 

To sign off of this list, send a message to administrative address with the following line in the text (not the subject) of the message: 

              signoff listname 
              HOW TO RECEIVE DIGESTS OR INDIVIDUAL MESSAGES 

 To receive digests of messages (the entire day's message in one long message), send this command to administrative address: 

              set listname mail digest 

              To receive individual messages, send this command: 

              set listname mail ack 

              HOW TO CONTACT THE LIST MANAGERS 

If you have a problem or question about this list or about your subscription, write to the managers at listname-request@hostname. Don't post a message to the list. 

              HOW TO POST 

To post a message to the list, so all the subscribers see it, address your message to listname@hostname. Turn off formatting (HTML or MIME), and don't attach any files to your message. Messages should consist of plain text only. 

              WHAT TO POST 

If you wrote it and it is of general interest to people who are interested in subject, post it. Here are some sample topics: ... 

              WHAT NOT TO POST 

If your message doesn't clearly and directly relate to subject, don't post it. 

Don't continue an irrelevant thread in any way (rebuttal, rebuke, rerun, revision, remark). Don't post "me, too!" or "I don't know!" messages. 

Don't post personal messages to a single subscriber. If mail to a person bounces, write to the list manager to get help contacting that person, but don't post to the list. 

Don't post personal attacks. Make negative remarks about what people said (if you must), but not about people themselves. Do not point out grammatical, spelling, or usage errors. 

If something cute, interesting, or funny is making the rounds (Microsoft or Disney paying for your e-mail, press release about Microsoft God, the origin of spam, etc.), don't post it. 

If you are wondering whether your e-mail works, don't use the list to test it. Instead, send a message to test@gurus.com. A mailbot will reply, usually within a few minutes. 

Here are some topics to avoid: ... 

              OTHER LIST RULES 

Check your facts on anything you post. Do not under any circumstances post virus warnings, chain letters, news alerts, or anything else designed to be "forwarded to everyone you know" to this list. Never post hearsay without checking the fact yourself (searching the Web to confirm the information usually takes only a few minutes). 

Direct all comments or suggestions about the list or this message to the list manager at

listname-request@hostname. 

------------ End of Sample Info File ------------------
7. How do I launch the list?

Get your list included in directories and  other sources of mailing list information on the net!

Send invitation to join the list to hand-picked audience.
Create a website and list it on search engines.
Send message to related lists managers/owners requesting them to announce the list on their lists by including your list’s email address and URL.
Post an announcement at free classified ads sites.
8. Showtime, folks!

As a list manager, you have many faces (((:

The Subscription Manager
The Moderator
The Host
Netiquette-Watcher
List-Owner
If you can’t manage them all....delegate!
Reference:
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