LISTSERV ETIQUETTE SUGGESTIONS

1. Keep messages brief.  Quote or repeat only the relevant sections of the message to which you are responding, and not the complete post (which happens if you hit REPLY and then SEND).  In other words, delete everything that is irrelevant before sending your message.

2. If your response appears to be of general interest, REPLY to the entire list.   If you wish to e-mail an individual, compose a NEW MESSAGE that contains only that person's address.

3. If your reply is simply a “thank you,” agreeing with someone (“Me too”), or a request to receive something that someone has offered to share, please do not reply to the entire group.

4. Use subject headings to convey the topic, especially if you are replying to a previous post.

5. Rather than using copy/paste to post articles to the listserv, copy and paste the “Link” (i.e., http://www.etc.etc. ) if you are able, with a brief description of the article.

6. You cannot send attachments to the listserv.  If you have larger files for the group, you can save them in the “Files” section of the listserv (<http://groups.yahoo.com/group/VTasp/>).

7. Do not use capital letters in your e-mail for emphasis as that is considered to be the same as shouting. Instead, use an asterisk before and after the word or phrase you want to emphasize. 

8.  Do not post actual test items, or anything that gives obvious clues to test items.

9. For interns/students, if you are asking the listserv for professional advice, please indicate that you have already discussed your question with your supervisor.

10. Please don't send jokes, virus alerts or other alerts. 

11. Always remember to protect the confidentiality of clients, students, etc.

12. If you would like others to respond to you directly, please include your own personal email address.
13. Use a BRIEF signature that includes your affiliation (and email address if you like).
14. If you are going to be out of the office for an extended period of time and use an automatic response to your messages that says you are out of the office, please check with your e-mail administrator in order to modify that automatic response so that it does not go out to the rest of the listserv with every posting. 

 15. Pause and proofread your message before sending.

