CTS WaTech Application for LISTSERV® E-mail
List Hosting Services

	Shaded area for CTS/WaTech processing

	                                             Assign To:  WaTech Listserv Support


Customer & Billing Information:
	Customer Name (Agency/Division Name)
	     


	
	

	Customer Address 
	

	Street Address 
	     


	City, State, Zip Code  
	     


	

	

	Customer Help Desk

	
Phone Number
	     



	
E-mail Address  
	     



	

	Signature/Purchase Authority Name
	     


	
Title  
	     



	
Phone Number   
	     




	
E-mail Address  

	     



	

	Primary Technical Contact 
	     



	
Phone Number  
	     


	
E-mail Address 

	     


	

	Secondary Technical Contact  
	     


	
Phone Number  
	     


	
E-mail Address   

	     


	
	

	Billing Contact  
	     


	
Phone Number  
	     


	
E-mail Address  

	     


	
	

	Billing/Account Code
	     


	     



	
	(Agency #)


	(CTS Account Code)

If you do not have a CTS Account Code, leave this field blank and we will contact your agency’s billing contact.


*This e-mail request is authorization for CTS to charge customer for the service being requested*

	Thank you


	Please complete this form and e-mail it to the WaTech Service Desk - servicedesk@watech.wa.gov


	


List Name
	>The name of a list is a concise name by which the list will be identified. The name should be descriptive but specific.  
>The list name should be about 8 and not longer than 32 characters and should not include a host name (@XYZ.COM). 
>Because the list name will be used as an email address, the list Name CANNOT have any spaces in the name. 
>List names should only use letters and numbers and the following special character: - ,you may use the hyphen as a separator.
>Remember that you will be using the List Name every time you access or post to your list so please be selective with the your List Name that you chose.  If possible, keep this name short.

Example of List Name:  ebs-team  or  wa-state-agency-inforequest


	


List Title

	>The list title should describe the purpose of the list and must fit on one line. A good title could be "The coffee lovers' list" or "The works of Jack Pianist". Choosing a good title is particularly important for public lists, as this is what will be shown when people search Catalist, the catalog of LISTSERV lists. Potential subscribers must be able to quickly identify the purpose of the list just by reading the title.
> The List Title can be up to but not greater then 80 characters including spaces.


List Type

 FORMCHECKBOX 
 Announcement
 FORMCHECKBOX 
 Unmoderated Discussion List
 FORMCHECKBOX 
 Moderated Discussion List 

	>Announcement List: A one-way list used for announcements, newsletters, and similar types of communication. Subscribers are not allowed to post to the list.

>Unmoderated Discussion List: A two-way discussion list, where the list postings are not reviewed by a moderator. Subscribers are allowed to post to the list directly; there is no moderation or editor.

>Moderated Discussion List: A two-way discussion list, where list postings have to be reviewed by a moderator. Subscribers are allowed to post to the list. However, before their postings are distributed to the other subscribers, a moderator (editor) first has to approve them.


List Owner(s)

	Defines the email address of the people who "own" the list. The list owners are responsible for maintaining and controlling access to the list. Every list must have at least one non quiet owner.


	Name
	E-Mail
	Phone 
	Quiet (y/n)

	
	
	
	n

	
	
	
	

	
	
	
	


Who Can Send to the List ?
	For Announcement Lists
Editors: Only specifically designated editors (as well as the list owners) can mail to the list.

For Moderated Discussion Lists
Moderators: Specifically designated moderators must approve messages before they are posted to the list. 
If these will be the same as the owners, leave this blank.


	Name
	E-Mail

	
	

	
	

	
	


Who Can Join the List
 FORMCHECKBOX 
 Open (Anyone)
 FORMCHECKBOX 
 By the Owner (Subscribers request; Owner Adds)
 FORMCHECKBOX 
 Closed (Cannot subscribe; Owner Must Add)
Is the List Confidential 
 FORMCHECKBOX 
 Public (List in http://listserv.wa.gov Archive Index and CataList)
 FORMCHECKBOX 
 Semi-Public (List in Archive Index; Hide from Catalist)
 FORMCHECKBOX 
 Confidential (Hide from both)
	Determines whether the list and its existence should be hidden from the public. Depending on the type of list, you may want to list it on this site's Web Archive Index or in CataList, the catalog of LISTSERV lists, so that potential subscribers can find it. Confidential lists are completely hidden from the public and are not listed in either the Web Archive Index or CataList.

· Public: The list appears on this site's Web Archive Index and in Catalist, where users can search and find it.

· Semi-Public: The list appears on this site's Web Archive Index but is not listed in CataList.

· Confidential: The list is hidden from the public and is not listed on this site's Web Archive Index or in CataList.

Note that even if a list appears on the Web Archive Index or in CataList, its archives are not necessarily open to the public unless you explicitly allow this.


Access to List Archives 
 FORMCHECKBOX 
 Public (Anyone can see the postings; email addresses hidden)
 FORMCHECKBOX 
 Private (Must be subscribed and logged in to list to see online archives)
	List Archives: Archiving is the process of storing old postings to give subscribers access to them. An archive notebook is created on a periodic basis with a collection of the postings for that period. Once the archive has been created, the messages will be grouped weekly or monthly. (Notebook)


	New archive notebook to be created: 
	 FORMCHECKBOX 
Weekly 
	 FORMCHECKBOX 
Monthly (DEFAULT)
	 FORMCHECKBOX 
Yearly
	 FORMCHECKBOX 
No Archives


*This e-mail request is authorization for CTS to charge customer for the service being requested*

	Thank you


	Please complete this form and e-mail it to the WaTech Service Desk - servicedesk@watech.wa.gov


“LISTSERV®” SERVICE
1. General Description of Service

LISTSERV® is a full-featured list hosting service for hosting Email discussion groups and announcement lists. This service is especially useful in disseminating information to various constituent groups. It can also be used as a forum to post questions and to discuss a topic among a group of interested people.

2. Availability Management

The system(s) defined in this Service Offering will be available 24 hours a day 7 days a week with the exception of scheduled maintenance as defined in this Service Offering. The service level goal for this schedule is 99.9, excluding scheduled maintenance periods. CTS agrees to utilize generally accepted information technology management practices and tools, and will make every reasonable effort to meet the service level defined above.

3. Change Management

3.1. CTS technical support staff will be solely responsible for all server, system software installation, configuration changes, software updates and restores on servers supported in the CTS Data Center. All changes to CTS Data Center computing and network environments are managed to promote or provide stability and minimize the impact of the changes to its customers. 

4. Scheduled Maintenance

A weekly maintenance for this service is established for Saturday 8:00 AM to Sunday 6:00 PM. This maintenance window will only be used when necessary (hardware and software upgrades, software patches, faulty hardware replacement, application changes, etc.). CTS will make every effort to perform maintenance according to Customer requirements. CTS will notify the Customer in advance of any scheduled maintenance that will affect availability.

5. Problem Management

The CTS Help Desk is the single point of contact for Customer problem reporting, escalation and notification. CTS will provide immediate Customer notification of identified events that have or may have an adverse affect on service delivery to Customers.

6. Security Management

CTS provides a security system infrastructure that protects its Customers from unauthorized external access.

6.1. The current access control method is through the use of a userid and password.

6.2. Customer will identify staff who have the authority to manage and access the Customer’s LISTSERV® list.

6.3. CTS will secure the platform against known security risks.

7. Physical Environment Management

The CTS Data Center provides:

7.1. Physical security guarded and electronically monitored

7.2. Rack mounted computer systems

7.3. Environmental controls and monitoring of Data Center physical environment

7.4. Fire detection and suppression systems

7.5. Conditioned power 

7.6. Un-interruptible power supply

7.7. Raised floor

8. Restoration Management

CTS is responsible for restoring the system from the last backup in the event restoration is needed.

8.1. CTS and Customer will mutually agree upon a timeframe for restoration, which meets the availability requirements and maximum downtime due to failure.

8.2. Customer restore requests will be completed on a mutually agreed upon timeframe for restoration, which meets the availability requirements and maximum downtime due to failure.

9. Disaster Recovery

CTS does not currently offer hot site or cold site disaster recovery for the LISTSERV® service.

PAGE  
4

