[image: image1.wmf]Building Program-Based Professional Development


How the National Institute for Literacy Can Help


Tips on Posting Messages to NIFL Lists
· To post a message:
· The simplest way to send a message is to reply to a post (if appropriate, don’t forget to change subject line)

· You can also send a message to the list by typing in the address of the specific list:



assessment@nifl.gov


englishlanguage@nifl.gov


familyliteracy@nifl.gov


healthliteracy@nifl.gov


learningdisabilities@nifl.gov


professionaldevelopment@nifl.gov


povertyracewomen@nifl.gov


specialtopics@nifl.gov




technology@nifl.gov


workplace@nifl.gov
· It is best to write your post in “Plain Text” format (for directions on how to do this, go to: http://www.nifl.gov/lincs/discussions/help/nomime.html ). For more posting guidelines and netiquette advice see

http://www.nifl.gov/lincs/discussions/list_guidelines.html

· Always make connections within your post to the purpose of the list.
· Include your name, affiliation, and email address as a signature, so that people know who you are and how to contact you direct if they choose.
· Don’t forget to include in your subject line the topic of your post. If your reply changes the topic of the discussion, then adjust the subject line to reflect the change.
· Don’t spend “too much time editing!” Don’t let your worries about “typos” prevent you from posting. Just post.

· If you are replying to a post, you may want to copy and paste a specific question or comment from the previous post that you are addressing in your post. You should also delete any trailing messages that are not specific to your reply. When replying to a post, don't feel like you need to read all of the trailing messages. Some folks forget to delete "the extras" when they reply.
· Realize that lists are public domain. For example, if someone “googles” your name, a post that you sent to the list may “pop up” as an entry.
· If you receive your messages in digest format, don’t forget to adjust the subject line so that it does not contain the “digest” notation. Make the subject line specific.
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