Mailing Recruitment Project
MES Program Assistant

Project Description: 
In 2011 the MES Program Assistant searched university websites with the intent to find programs that would serve as strategic recruitment contacts for the MES program.  Websites were searched for degrees, programs, and colleges that typically proceed undertaking an MES.  The interdisciplinary nature of an MES degree makes it hard to narrow down these programs, however there was effort to limit one school to no more than five contacts.  Priority was given first to interdisciplinary, sustainability, and/or environmental studies program before specific disciplines.  Career Centers and Advising Offices were also sought out for almost every university.  Program disciplines listed include: cultural studies, biology, ecology, anthropology, geography, forestry, social work, geology, political science, etc.  Primary contacts were either Directors of specific programs or colleges, or the department chair for a specific degree.  

The initial contact with schools/programs/departments was a mailing project in which each contact received an outreach letter, an MES brochure, and MES poster (sent Oct-Dec 2011).  A follow-up email was then sent to the primary contact listed to ensure receipt of materials and inquire on level of interest.  As of Spring 2012, 177 program contacts, from 60 colleges in the US and Canada, were sent outreach materials.  These universities were contacted first because they had received some sort of “green” recognition through popular sources (e.g. Sierra Club’s list of greenest schools).

The long term goal of the MES Mailing Recruitment Project is to establish an ongoing connection with university schools and programs.  Each year there should be some form of communication and mailing of recruitment materials.  The list of contacts should be expanded to eventually include Liberal Arts Colleges, International Programs, etc.
Resources/Materials (found in: Outreach – Contacts – Mailing Schools Recruitment Project)

· Contact List: excel sheets with contact info and dates last contacted
· Green Schools (contacted first in Oct 2011)

· Liberal Arts Schools in Undergrad Programs excel sheet (contacted first in Oct 2012)

· Letter to include with brochure (update yearly)

· Mailing Labels

Tasks to Complete:

· Continue research on liberal arts colleges and add to existing list
· Clean up remainder of Undergrad Program excel sheet 

· Investigate International schools/programs

· Investigate more Social Science programs

· Focus more on student clubs and organizations
Future Work: 

· Create Online “brochure” to send out

· Contact each person individually via phone: begin with Career and Advising Centers to figure out most strategic way to distribute materials to students.

Timeline
· Send Brochure, Outreach Letter, and additional promotional materials (newsletter & poster) – should be done in FALL QUARTER (October)
· Send follow-up email to confirm received materials TWO WEEKS LATER
· In email ask if they would like to be part of a re-occurring mailing list (newsletters, updated brochures, etc.) 

· In email ask if they have additional suggestions for contacts in schools

· In email ask if would like to get updates and brochures via email
· Add those that reply with interest on Newsletter Mailing list

· Reminder email that deadline to apply is approaching, let students know! – EARLY WINTER QUARTER (January)
· Newsletter Mailings – END OF EACH QUARTER

· Second Mailing: Postcard

· Follow-up email

· Email electronic flyer

· Third Mailing: Outreach letter, Brochure, & Poster
· Follow-up email

· Email electronic flyer
