Distribution list (DL) application

(Lyris ListManager request)
For use with Sign up for updates web page (ex. http://wwwdev2/projects/swregion/000-sw/dl.htm)

Today’s date: 000









       Last updated: 05.21.14
	FIELD
	DESCRIPTION
	AGENCY RESPONSE

	List type
What type of list do you need?


	Announcement – Only list admin./owners are able to send emails to this list.

Discussion (moderated) – Any member of the list can send emails to the list, however the list admin./owner must approve/reject the email before it is delivered to all list memebers.

Discussion (un-moderated) - Any member of the list can send emails to the list AND the email is delivered automatically without list admin./owner approval (moderation).
	Select one:

 FORMCHECKBOX 
 Announcement
 FORMCHECKBOX 
 Discussion
     (moderated)

 FORMCHECKBOX 
 Discussion
     (un-moderated)

	List name
What would you like your list to be called?

Ex. i3990project@lists.wi.gov
	· NO spaces or underscores.

· Use only lower-case alphanumeric characters (a-z, 0-9), hyphen/dash (-).

· 15 characters or less.
	000

	List email address

Email address to use when sending messages to list members.
	· 000@lists.wi.gov
· Replace 000 with actual list name.
	000@lists.wi.gov

	List description
Description of what the distribution list will be used for.
	· DO NOT use commas, "<", or ">" characters in your description.
· Ex. Provide updates to customers interested in the I-39/90 Project
	Provide info./updates to customers interested in the 000 Project

	List security

How will list members be added to the list?
	Open - Anyone can join, no approval needed.
Private - List admin./owner must approve new members.
Closed - Only list admin./owners can add new members.
	Select one:

 FORMCHECKBOX 
 Open
 FORMCHECKBOX 
 Private
 FORMCHECKBOX 
 Closed

	List owner(s) name & email address(es)

Who will be responsible for maintaining the list (and is likely the person(s) who will be sending messages to the list.)?
	· Each list must have a list owner or owners.
· You can have multiple list owners for one list.
· DO NOT remove the DTSD Admin. or the WCG Admin.
	Name
phone#
emailaddress
Greg Simonis (DTSD Admin)
(608) 246-3815

gregory.simonis@dot.wi.gov 
Nancy Andresen (WCG Admin)
(608) 261-0250

nancy.andresen@dot.wi.gov

	Email submitted content

Note – For DL setup purposes only.
	· Security

· Only list admin./owners can send to the list

· Approval
· Not moderated

· Approve # = 0
· Automatically release = same day


Email completed application to:

DOT Computer Help Desk and CC gregory.simonis@dot.wi.gov and DOTDLWebContentGroup@dot.wi.gov.
W:\TSS\Web\_Publication Editor\Web\Distribution list (aka listserves)\distrlistapp.doc



