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From:  Marine Corps University G6

To:    All Hands

Subj:  MAINTENANCE OF EXCHANGE MAILING LISTS

1.  Creation and maintenance of Exchange Distribution Lists (EDLs) will be accomplished at the lowest possible level.  This letter will spell out the procedures to be used within EDCOM for maintenance of EDLs.   

· CREATION:  Creation of EDLs will be accomplished via a unit/section’s ISC.  The ISC will submit a request via the EDCOM G6’s website.  The request will contain:

· Name of the list as it will appear in the GAL.  The name of the list will begin with EDCOM followed by the section/school.

· Example:  EDCOM EWS OFFICERS

· Text description of the list. 

· Example:  A distribution list of all the officers at EWS.

· List of personnel authorized to send to the list.  If use of the list is to be restricted, enclose the name, rank and initials of all personnel authorized to send to the list.  Send permissions may be granted to individuals or other lists.

· List Administrator.  A list of the name(s) who will maintain the list members.  

· Special Instructions: Any special or amplifying instructions.

· LIST MEMBER MAINTENANCE:  Once the list is created, the list administrator(s) will be notified and they may begin populating the list.  They will be solely responsible for maintaining the members of the list. 

· LIST MAINTENANCE:  The following actions will require the list administrator to put in a request to the MCU G6.  

· Adding/deleting a list administrator

· Adding/deleting personnel authorized to send to list

· Changing the list name

2.  My POC is GySgt Horn at 784-4543.

D. P. HENSLEY

Maj      USMC
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