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Send an Email to an ECSU Distribution List 
  

<<< Failure to follow the instructions completely will result in your request being deleted. >>> 

  
All campus‐wide email messages need to be sent directly to the appropriate List Moderator’s email address 
listed below. Only messages received by the List Moderator will be released. 
  

List Moderators 
 
 Employees: (includes Faculty & Staff), send your message to elm@ecsu.edu. 
 
 Faculty: send your message to flm@ecsu.edu. 

 
 EPA Non‐Faculty: send your message to epanflm@ecsu.edu.  
 
 SPA & SPA‐Exempt Staff: send your message to spalm@ecsu.edu. 
 

 Students: send your message to slm@ecsu.edu. 
  

 
Guidelines 
 
Use the following guidelines when sending an email to a distribution lists: 
  

1. Timing:  Send messages in a timely manner for distribution.  If you send an email at 11:30am and your 
event is at noon, your message will probably not be seen. 
 

2. Replying to Original Sender:  You must forward the message instead of simply selecting the reply 
button.  Messages are sent by the List Moderator on behalf of the original sender.  All reply messages 
to the List Moderator will be deleted and you may miss out on that last open spot for training sessions 
or other activities. 
 

3. Subject Line:  Brief summary of the message.  Please do not forget it. 
 

4. Attachments:  All attachments should be exchanged with either PowerPoint, Publisher, Word, or PDF 
format.  The official word processing application at ECSU is Microsoft Word. Remember, adding 
graphics to PowerPoint presentations and Publisher flyers will cause an increase in file size and take up 
valuable mailbox space needlessly. 
 

5. Target Audience:  Make sure your message is reaching the intended and appropriate people. 
 

6. Accountability:  All messages must be sent from your ECSU Email Account. 
 

 
If you have any questions about the use of the Employee, Faculty, or Student distribution lists, please 
contact Tim Barclift at extension 3531 or twbarclift@ecsu.edu. 


