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HOW TO COMMUNICATE DIRECTORY AND E-MAIL LIST SERVE CHANGES TO THE CNPS STATE OFFICE

Primary Directory and E-mail Distribution List Changes:

The State Webmaster controls an e-mail box (changes@cnps.org) for requesting changes to our statewide distribution lists to help reduce the possibility of gaps in getting those lists updated when you have changes in chapter leadership. Any changes in chapter leadership that require updates to the printed and electronic Statewide Directory or communication distribution lists should be forwarded to this new address, which can also be found on the state web site admin page at http://www.cnps.org/cnps/admin.

All staff involved in completing these updates will receive your changes if they are sent to this e-mail box in the format indicated below. Updates will be made within 3 days of the date your change request is received.
When requesting changes to the primary distribution lists and the directory, please forward your request to this new e-mail address and specify the following information: 

1. Chapter name 

2. Position or role to be filled

3. Name, phone number, and e-mail address of the new person filling the role (please add mailing address if desired)

4. Effective date of the change

5. Distribution lists that the person should be added to

6. If another chapter member is vacating the role, please specifically notate whether or not they should be removed from one or several lists.

Changes to Special e-Mail Distribution Lists:

There are also a few distribution lists that are maintained on other sites that you may wish to direct chapter leaders to join. These include the Chapter Membership Chair e-mail list on Yahoo Groups, and the Horticulture Enthusiast list on Google Groups. These lists are maintained by individuals involved in administering related committees, and you will need to request access to them separately from the process above. Instructions for requesting access to those groups is listed at the same link indicated above.
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