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1. Consider whether 
your 

communication to 
divisions and/or 
departments is 

necessary

2. Decide:
 - What will be sent
 - Audience
 - Channel
 - Timing

3. Draft 
communication, 
using HAF/HoD 

email template if 
relevant

4. Review and 
approve 

communication 6. Request 
permission to send 
to HAF/HoD list (or 

for other list if 
necessary) 

Approval given to 
use list?

7. Consider and make 
any changes required 
for approval and re-

submit request 

5A. Check if another 
Sympa mailing list 
already exists that 
meets your needs

Existing maillist?
5B. Create maillist if 

necessary, using 
guidance provided

 8. Send email
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Step 6
See also:
 Principle 3: The use of 

HAF/HoD mailing lists
 list of approvers for use of 

HAF/HoD list 
 Guidance on use of 

Sympa

Steps 1 & 2
See also:
 Principle 1: The use of appropriate 

channels
 Principle 4: The use of newsletters

Step 3
See also :
 Principle 3: The use of HAF/HoD 

mailing lists
 Email best practice guidance
 HAF/HoD email example 

Steps 5A/5B
See also:
 Principle 2: The Use of existing 

mailing lists and creation of new 
mailing lists

 Key mailing lists 
 Guidance on using Sympa

Other lists

Step 7
See also:
 Principle 6: Issue 

resolution 

Step 8
See also:
 List of approvers 

for HAF and HoD 
mailing lists 

9.Seek feedback 

Step 9
See also:
 Principle 5: Reviewing 

the quality and 
impact of 
communicatiions
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