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...mail servers
routinely strip
attachments that
look even slightly
suspicious.
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The art of attachments

hat follows is a discussion on 'best

practice in relation to the dissemi-

nation of information via e-mail to
groups'. I'm often asked about ALIA's policy
(and also ALlAnet's policy: the two are not
always congruent) on sending attachments by
e-mail. It is becoming a very hot topic, if only
because so many people are having difficulties
with the process. But before we launch into
technical possibilities and limitations, it would
be useful to take a step back and consider the
broader picture.

E-mail communications are now so fre-
quent that many believe that it is ubiquitous.
It is not — far from it — but for the sake of
this discussion, let us assume it is. There are
many factors to be considered before an accu-
rate assessment can be made of the best way to
disseminate information, and to communicate
via e-mail.

We already have in place codes of ethi-
cal conduct [http://alia.org.au/alianet/e-lists/
netiquette.html is a good place to start] and
advice on how to use the medium, but often
these codes are overlooked for the sake of ex-
pediency. In these 'drag-and-drop’ times, it is
all too easy to add an attachment to a broad-
cast e-mail and assume that ‘communication’
is achieved.

Far from it. E-mail is an unusual tool, in
that what is written is not always what can be
read. Mail software (often referred to as 'ap-
plications', or 'packages') varies enormously
from desktop to desktop and the 'go-betweens',
such as mail servers (found at both ends, and in
places in between), can be and are configured
in a myriad of ways: all of which can conspire
to make mail attachment transport and delivery
precarious at best.

Aspects to consider in the equation:

Cost

Mail sent is free, but mail received costs. This
is why we get so much spam. It is also why so
few of us consider the 'payload’ we send. How
different it would be if we had to pay to send
e-mail. Consider the ramifications of sending
to an e-list of 7000 subscribers. Now factor in
sending a bulky attachment. The charging re-
gime in Australia is based upon bytes received
(you might pay a flat rate to your ISP, but the
rates charged reflect assumptions made about
bytes of data received).

Communication value

There is a distinction between sending an e-
mail to an individual and sending to a group.,
few people consider (the 'drag-and-drop’
mentality again) the implications of sending
large amounts of information to large groups
of people. In this age of information overload,
we often assume that broadcasting to many is a
quick and effective way of communication. This
may be true, but the opposite is also true: the
value to a recipient low if s/he is merely one of
many receiving the same information, it may be

11107723z

disregarded (no personal value is perceived).
Targeted mails, on the other hand, can add a
great deal of value into the information.

Virus potential

Plain-text e-mails (that are plain, unformatted
readable text in the body of a message) can-
not transmit viruses. Attachments, however,
are an easy method of transmitting viruses, tro-
jans, and other nasty surprises. When the most
popular operating system on this planet started
building 'useful' tools to better integrate e-mail
with the operating system, this weakness was
rapidly exploited by virus-makers. Consequent-
ly, mail servers routinely strip attachments that
look even slightly suspicious, in order to pro-
tect the end-user and remove the risk of virus
propagation. Unfortunately, most mail servers
have to be configured to be more aggressive
that most end-users would like, but this is the
price we pay for ‘integration'.

Payload

Many mail users are unaware of the impact an
attachment can have on the overall size of the
mail message. This article can be used as an ex-
ample: the plain-text version of this article will
be less than 10 kilobytes, but if | were to send
it as a formatted attachment in, say, Microsoft
Word, it would easily blow out to 20 times this
amount — or much more (50 times or great-
er) if | was not careful about how | saved the
document. This might seem a trivial concern in
these broadband times, but the impact on the
recipient can be severe. Cost has already been
mentioned, but many recipients will have their
mail account blocked if the server/ISP limits
are exceeded. And some mail software cannot
display some document types: so the commu-
nication could be lost altogether.

Strategies for dealing with this dilemma

Is there a better way? Charts, images, complex
layouts, tables and colour information can con-
tribute to richer and more informative commu-
nication, and there are times when they are
unavoidable. So, here's some tips about getting
the message across economically.

The best strategy of all is to place the docu-
ment on a server (web server, or ftp server) for
access, and point the recipients to the URL, but
with a teaser to encourage the recipient to view
and download the document. This way, those
who have the inclination or capacity to view
it will do so — at less expense to their mail
account and less strain on the mail transport
system.

If you can't do this (not everyone has a
friendly web server at their disposal), then
make sure that the document is saved with-
out all included revisions (‘Save as..." does the
trick), and then name it with the following con-
siderations:

e Avoid long filenames (stick to less than
20 characters in total to be safe). Create
names with no spaces or unusual characters
like slashes and ampersands, which can up-
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set some mail servers. Do not include more
than one full-stop (reserve this for the delim-
iter between the filename and the document
type).

« Make sure that the filetype is appropriate:
*.doc' for Word documents, or better still,
save the file as an RTF document and an
"rtf* filetype. Ensure that your operating sys-
tem is not hiding the filetype, or you might
end up with a filename like ‘document,
doc.rtf — which invokes the wrath of the
mailserver (see the first point above).

e Do not use macros a file for transmission,
they will arouse suspicions on mail serv-
ers.

e Make sure that your file contains no virus or
trojan. Run your anti-virus software!

e If you send an attachment to an e-list, you
will most likely compromise the web archive
of the e-list, if one is kept: most e-list server
software cannot deal with attachments very
well.

One last point: many mail servers are set
to remove virtually all attachments in a vigor-
ous, aggressive manner: so all this prepara-
tion might be for nought. But before you vent
your spleen at the system administrator's dra-
conian, megalomaniacal rules, consider the
fact that 99.99 per cent of computer viruses
are propagated by attachments. ]

Library technician
educators meet at neXt2005

n enthusiastic group of library

technician educators welcomed

the opportunity to meet with
members of ALIA's Education Reference
Group during neXt2005 where they ex-
plored a broad range of issues relating
to implementation of the revised Mu-
seums and Library/Information Services
National Training Package. Some twenty
library technician educators and other
interested stakeholders discussed the
skill sets employers require of library
technicians and considered how these,
and higher skill levels which might be
expected in the future, relate to the dif-
ferent qualifications offered within the
package. Other issues discussed includ-
ed requirements for work placements as
part of course delivery, the entry of pri-
vate providers into the market (and the
implications of this in relation to the re-
sponsibilities of Registered Training Or-
ganisations such as theTAFE institutions)
and credit transfer arrangements for stu-
dents seeking to articulate to library and
information studies at university.

A key outcome of the meeting
was reaffirmation of ALIA's role as a
recognising body that regularly visits
institutions offering library technician
courses. However, given that the Assoc-
iation had significant input into the
development of the training package and
that courses are subject to the quality
assurance mechanisms set out in the
Australian Quality Training Framework,
the course recognition process might
better focus on resourcing and course
delivery issues.

Library technician educators con-
gratulated the Association on provid-
ing this opportunity to meet during
nexXt2005 and reiterated the importance
of ALIA's role in bringing together edu-
cators and other stakeholders in such
fora. Using feedback obtained at the
meeting the Education Reference Group
will be developing a draft model for
course recognition at library technician
level. ]

President Gillian Hallam and directors invite members

r<T
Australian
Library and
Information
Association

Agenda and rules of meeting

to join them and delegates of the National Advisory Congress for the

ALIA General Meeting

The General Meeting of the Australian Library and Information Association will be held at 5:30pm on
Friday 25 November 2005 at ALIA House, 9-11 Napier Close, Deakin ACT, followed by drinks.

AGENDA

1 Notice of convening meeting
2 Apologies
3 Special resolution: motion
That the constitution of ALIA be amended by
special resolution to allow for the election of
all directors by the membership-at-large.
In all locations listed below:
Clause 13.3 (a) (i)
Clause 13.3
Clause 13.3
Clause 13.3

RULES OF MEETING

1 The only items that may be raised under general business are those of an informal nature, or those
that are within the scope of the business already laid down. Motions of a substantial nature relating
to items not covered in the notice of the meeting will not be allowed.

2. If any item of urgency arises which is not within the business of the meeting, the chairperson has
the power to accept it without notice or rule that due notice must be given

3. All motions additional to thoseon the printed agenda and in accordance with rule 2, and amendments,
shall be in writing, signed by the movers (forms will be provided), and delivered to the chair.

4. When addressing the chair, the person desiring recognition will properly identify themselves, giving
his or her name and affiliation. Only ALIA members may speak.

5. Debate shall be limited to three minutes for each speaker, no speaker may have the floor twice on
the same question until all who wish to speak have spoken.

Clause 135
Clause 13.6
Clause 13.6
Clause 13.6 (a) (iii)
Clause 13.6 (b)
Rationale and specific changes to the ALIA
constitution can be found on ALIAnet
at: http://alia.org.au/governance/
meetings/2005.general.meeting.htm|
Moved: Gillian Hallam, ALIA president
Seconded: Dagmar Schmidmaier AM,
ALIA vice-president

(a)
(@)
(@)
Clause 13.3 (a) (v)
(b)
(a)
(@)
(a)

4. General business
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Proxies. To be valid, proxies must be in the form set out in the Constitution —item 8.2 and be in
the hands of the ALIA executive director, ALIA, PO Box 6335, Kingston ACT 2604, e-mail address:
enquiry@alia.org.au, by 6:00pm on 23 November 2005. Proxy forms must not specify how the
holder of the proxy isto vote on specific areas. A proxy must also be a member. A form is available
from ALIA National Office or on ALIAnet at hitp://alia.org.au/governance/meetings/general.
meeting.2005.proxy.htm!

By general consent, if there be no objection, or by a two-thirds vote, any rule governing the debate
may be suspended.

The chairperson's rulings on procedural matters may not be debated. The reference for rules and
their interpretation by the parliamentarian will be Joske's The law and procedure at meetings in
Australia, 8th ed, 1994. A parliamentarian will be appointed to advisethe chairperson on procedures
and to assist in determining the results of a poll of members present if necessary.

All members are invited to attend. RSVP to: Mary Ann R)_/an,
ALIA National Office, ph 02 6215 8214, maryann.ryan@alia.org.au
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