


n e-mail network is a system
Abased on a central list of e-mail

addresses which receive e-mails
from a host. When a message is sent
from network address, it automatically
is distributed to everybody who has
joined. This makes it a simple way of
sharing information, advice and sugges-
tions.

There are a few questions to con-
sider prior to establishing an e-mail
network.

*  Does the local have a person
(Network Coordinator) that is
qualified and can dedicate the
time to set up a network system?

*  Does the Network Coordinator
have access to the information
necessary to keep membership
up-to-date?

» s there enough interest among
local union members to partici-
pate and for it to succeed?

If your local plans to go forward, a
sign-up card should be designed first.
The card should automatically include
areas for name, address, e-mail address
and signature. Your local may want
to also consider a check box system
containing categories such as Notifica-
tion of Events, Political Action Notices,
Contract News, Election Information or
Membership Issues that members can
check off. At the bottom of the card, no-
tify members that their e-mail addresses
will be kept confidential.

The next hurdle is the collection of
e-mail addresses. There are a few ways
to encourage members to sign up.

* Include a line for e-mail address
on new member sign-up cards
and urge new members to com-
plete all lines on the card.

* Have sign-up cards available at
union meetings.

»  Offer token giveaways (mouse
pads, pens or pins) for members
who sign up.

* Have a downloadable card avail-
able on your local union Web
site, if your local has one.

e Start an e-mail network with a
sample group of officers, stewards
and activists who will help promote
the network.

After the members contact information
and e-mail addresses have been entered into
the e-mail network, set up distribution lists
according to the check box system on the
sign-up card. Be sure to include a distribu-
tion list for “All.”” Assign the e-mail ad-
dresses to each distribution list according to
what members have checked off. Remem-
ber, members e-mail addresses may appear
on more than one list.

There are a few suggestions that may
save the Network Coordinator a lot of head-
aches, they include:

»  Use spellchecker and/or have some-
one to double check your message to
make sure it is correct.

*  On the From line, always use the
Bcc: to hide member e-mail ad-
dresses.

*  Be sure to use the correct Distribu-
tion list for each e-mail.

* Include a disclaimer at the bottom of
e-mail. (sample below)

This message is being distributed for
informational purposes only, by the United
Steelworkers Local ####. It is intended
for Union Members only and media use
is strictly forbidden without USW Local
####’s permission! To have your e-mail ad-
dress removed from this mailing list, send a
reply to this message with REMOVE in the
Subject Line.

e At the bottom of the e-mail, also
include a way for members to send
e-mail address changes.

Now it is time to test your system with a
test message. Send the first test to the Local
Union Executive Board to see how the note
appears on different computers and for their
opinion on changes. Make your modifica-
tions and send to yourself to be sure the
changes appear correctly. Now you are
ready to use your network. Most people do
not like attachments. If you must include an
attachment, put it into an Adobe .pdf.

Finally, once the e-mail has been sent
out, organize a folder system (preferably
by Distribution list name) for keeping all
messages.



