How to Create a New Mailing List
Request Mailing List Form: http://listserv.fnal.gov/request-list.asp
The following are steps to follow when creating a mailing list:

1) You will need to:

a. Identify the email address for the primary owner

b. Provide a name and a brief description for the mailing list.

c. Include a welcome message for new subscribers

d. Identify other owners if applicable

2) Select the appropriate settings for your mailing list: (A brief description of each is provided to enable you to set up the mailing list).

a. List type

b. Subscription option

c. Member information

d. List privacy

e. Archive list

1. Archive privacy 

2. Archive rotation. 

 3) Include any additional comments in the text area provided. This is where you ask for the list to be @opensciencegrid.org

 4) Submit the form.      

Maintaining the OSG Mailing list
When someone subscribes to any OSG mailing list I as an owner receive an email stating the a new subscription has been received for the specified mailing list.  The email will provide a first and last name along with the email address of the subscriber.  I will then subscribe the user to the main osg mailing list OSG@OPENSCIENCEGRID.ORG .  
Maintaining the Participant’s list

Once I hear from Ruth that the user can be added to the Participants’ list which is located at: http://opensciencegrid.org/consortium/partners.html  
I update the page and lookup the affiliation since the initial email does not provide that information.  The participants’ list contains the full name and the affiliation.  
Maintaining the Affiliations List
Once the Participants’ list has been updated I update the affiliations list that is located at: http://opensciencegrid.org/consortium/affiliations.html
Maintaining the Mailing list Web Page

The list will be linked once we move to the new template.  When a new mailing list has been created I will then add it to the page.  

Rut QUESTION:  what happens if someone creates a mailing list and I am not informed?  
