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NCC Communication Tools and Practices: Focused and Efficient Use
The NCC uses three tools to communicate information to members: an online archive, an email LISTSERV, and teleconferences. This document presents guidelines for the efficient use of these tools.
Online archive

The PRC Program office (PRCO) created and maintains an archive that gives committee members easy access to information about NCC activities. This important resource facilitates the work of the committee and its partners by providing storage for records of NCC business. To get to the archive, go to the PRC Program homepage at www.cdc.gov/prc, and look in the box at the bottom right corner labeled “Password Protected.” Click the link and enter the following log-in information:
Username: NCCmember
Password: Archive09!
The site contains the following sections:

Meetings and Events

Special Projects

Minutes


Resources

Procedures


Contact Information

Subcommittee Files

The Meeting and Events section has a current calendar of all of the regular conference calls for general members, leadership teams, and subcommittees. Please email meeting minutes, completed documents, and updates for contact information to the PRCO’s NCC liaison Sharrice White-Cooper at the following email address: SWhiteCooper@cdc.gov. 
Email LISTSERV

The NCC LISTSERV is an email distribution list managed by Sharrice. Members must contact Sharrice to join the LISTSERV, update their email address, or be removed from the list when they leave the committee. Sharrice also adds non-NCC members (e.g. a PRC’s office administrator) on special request. 
Members can send messages through the LISTSERV using this email address: prccab-l@listserv.cdc.gov. Make sure that you enter the LISTSERV email in your email address book to prevent your email filters from directing NCC messages to your junk mail box. When you send mail to this address your message goes to the entire distribution list. 
When Sharrice sends an email through the LISTSERV, you will get an email with this “From” address: 

Discussion forum for PRC community advisory board members [PRCCAB-L@LISTSERV.CDC.GOV]; on behalf of; White-Cooper, Sharrice (CDC/ONDIEH/NCCDPHP).

Note that Sharrice is identified as the author of the message after the phrase “on behalf of.”
Responding to messages sent to the LISTSERV
When using the LISTSERV, remember this tip: consider whether or not you should hit “Reply.”         
When you use the Reply function, your message will go to everyone on the LISTSERV. Using Reply may generate unnecessary email and sometimes creates confusion about who needs to respond to information. You may want to reply only to the author of the message.
There are three ways to find the address of a LISTSERV email’s author so that you can respond to him/her directly: 

1. Look for the sender’s contact information in the body of the email, especially in the signature block. (Including your contact information in signatures is great habit to adopt.)

2. Look up the sender’s email address in the Contact Information section of the archive.
3. Look at the very end of the LISTSERV “From” line and copy the sender into a new message, e.g.:
NCC member Jane Q. Public sends a LISTSERV message to the NCC from her email address, which is circled below:

Discussion forum for PRC community advisory board members [PRCCAB-L@LISTSERV.CDC.GOV]; on behalf of; Public, Jane Q. [Jane.Q.Public-234@COMBLAST.NET].

Thoughtful use of the LISTSERV will reduce email clutter and help ensure the appropriateness of messages to the entire group. Please use discretion when you send mail or participate in LISTSERV discussions and make sure your comments are of concern to everyone on the distribution list.
Guidelines for participating in NCC conference calls

The NCC holds a monthly conference call for all members and sends an agenda through the NCC LISTSERV prior to the meeting. Leadership and subcommittee calls also take place on regular schedules. Go to the Meetings and Events section in the NCC archive to find an up-to-date calendar for all the scheduled calls. If you hold a leadership position on a committee or special project group, please make sure that the schedule is up to date. If you need to make changes, please email them to Sharrice in the PRCO. Here is the NCC monthly call information:
Day: Second Tuesday of every month.

Time: 4:30–5:30 pm, Eastern Time.

Call in information:
Number: 1-866-830-1012
Passcode: 9805872 

For all calls, please remember to mute your phone when you are not speaking to reduce background noise. Press the mute button on your phone or press *6 (star six); to unmute, press *6 again.
Presented by the Prevention Research Centers Program office liaison Sharrice White-Cooper: SWhiteCooper@cdc.gov / 770-488-5148. 


