College Recruiter Checklist

PREPARATION

1. After returning from Ft.Jackson or completing the OCR Course complete the processing of applicants that are already in your funnel.

2. Complete a meticulous "Close Loop" of your systems. 

· Follow up on and purge your systems.

· Complete a USAREC Form 991 (DEP/DTP assumption form) and transfer all of your DTP’s.

3. Then "Cut sling load" on your former recruiting station!

·  Turned in your key and report to the University for duty.

· Ensure that there is a clear understanding with your CLT that this is not an "Additional duty" is a fixed assignment.  They will be losing you as an "On-Production Recruiter" and your slot is now empty at the station.

· Ensure that the Commander and BN Staff are aware of the support requirements that will exist – IM, Supply, GOV, 

4. Meet with your PMS to sit down and discuss:

·  Mission – have you already signed for one for the quarter you are entering?

·  logistical support,

·  his command philosophy,

·  the fact that you are working for (2) MACOMS with expectations from both

· Discuss with the Commander that any potential enlistee would be screened to make sure that we couldn't help them with ROTC.

5. Provide the Commander a copy any of the USAREC Documents they may need and not have:

· "Post Secondary Recruiting Plan"

· MOA

· OCR Missioning Guidance

6. Establish your work area:

· Where will your desk/area be

· Where can you park the GOV/POV

· What is the phone line situation?

· Is one available?

· Long Distance Access?

· Does USAREC need to get a line installed, or pay for Long Distance?

· Establish your laptop

· Do you have a way to connect to the Internet?

· Does the school have a LAN?

· Does the Department have a computer room, or do you have access to another computer with Internet access until your Laptop is set up?

· Set up an alternate account with www.hotmail.com

· Get your E-mail address up

· Does the Department or the school have an IMO that can assist you? If not get the BN IMO to assist you

· How will you work supply issues not handled by your BN?

OPERATIONS

1. Once on the ground get with your ROO and do an intensive analysis of the past/historical operations

· Obtained a copy of the latest MAP (Last Years) and the latest SITE VISIT Report.  Analyze this to see where the program had been, currently is, and where it is projected to be.  It might not be a pretty picture!

· Ask the Commander specific fact finding questions like:

· "Why were cadets disenrolling",

·  How many Basic Camp cadets were identified, how many shipped and how many completed?  If the #’s are different, why?

· What is the relationship with the local high schools?

2. Establish an Operations and Analysis Board to identify your area of operation. This identifies all of the high schools (Private, public, & parochial). The community college campuses and other universities which may be a part of you ROTC Battalion are also listed, as well as the closest major installation (i.e. Ft. Bliss, etc.) and the main base hospital.  

3. Next analyze the five (5) Campaign plans that Cadet Command operates from to meet it's mission sets.  Look at what the department had been doing and what the results were.

4. Identify what systems are needed to track leads, center of influences (COIs).  (

a. One recruiter found stacks of leads/prospects, but had no idea if they had been contacted, interviewed, contracted/lossed, or what.  He suggested the USAREC Lead refinement system (LRL) and they have implemented it.

b. They have set up a binder for the USAREC Form 998 cards to keep the COI/VIP information which keeps blueprint information, referral history, and last contact info.  This is good for your birthday/holiday greetings and to have handy for the Commander if he/she decides to visit a high school and hasn't met or spoken with the POC lately.

5. Marketing plan:  

a. Questions to ask

· What was our budget and how much was left?

· How was it being spent?

· What is the status of brochure materials on hand/ordered? (From a recruiting perspective, if you walk into a recruiting station and walk directly to the Recruiting Publicity Items (RPI/brochures) stock room and the quantity there is enormous it means one of two thins:  Either the Station Commanders/ Recruiters are not working their respective areas of operation and are waiting for the proverbial    "Walk-in" or they have exhausted their stock and have just been resupplied.)

· Where are your information racks located??  Is that the best place for them? (directly in front of the Financial Aid office is a good place)

· Are you a CAP school?

· Are there print ads in local papers?  What is the cost? Is it specifically Targeted?

· Do you have ads in the High School papers?

· Do you have ads in the local base newspaper?  Are you being charged for these? (you shouldn’t be)

· Bench Ads??

· What is the effectiveness of each of these mediums?? Can the advertising dollars be better spent in one area more than another?

· Are there Basic camp and general information posters on the campus?

b. Develop a tracking system to keep up with our posting efforts.  (See attached file)  This system tracks what was posted, where, POC and phone number. 

c. We then identified the referral source network that needed to be developed.

· University recruiting Office, develop a great mutually supportive relationship here!

· Financial Aid Office, get Face to face contact with the Director.  He’s a Great contact!

· Registrars' Office

· Faculty and Staff(E-mail and face to face)

· Department Heads(E-mail and face to face)

· Counselors(E-mail)

· Student Orientation Department(CRITICAL!  Face to face and planning meeting, They usually hand out some kind of folders to the new students.  Try to get front billing for a poster/flyer in every packet!

· Student Government(Leadership training/partnerships under development)

· Scholarship Department

· Career Services

· Veterans Service Representative

· JROTC Battalions(Via e-mail, or in person) (Some recruiters have established a"COM-NET" to set up a "Mutually Supportive" communications channel and to establish a monthly status report on their cadets' scholarship applications to keep them informed!)

· Area High Schools:  

· Principles

· Counselors

· Teachers

· Local area USAR/ARNG units: (Meet with all unit commanders and sell the SMP program. Personally visit the units during drills and post every work section, face to face training with first line                                 leaders.  SMP classes/briefs at major commands.  Face to face briefings with the Brigade Commander and CSM, face to face training with unit retention NCOs.  Face to face meeting between the PMS and the USAR Brigade Commander.)

· Local Recruiting Stations, Face to face meetings between the PMS and the local Recruiting Company                               Commander/1SG are helpful sometimes.

· CSM of the Army SMART Program:  (Ft. Bliss units soldiers through use of referral cards (USAREC FM 1133)and e-mail)

· Reserve Component Transition/Separation NCOs   

· Private and Parochial schools(Untapped Market)    

· Local MEPS:  (Get on the ASVAB distribution list in order to have a listing of students that are                  identifiable 1-3A' and are college bound.  Target specific recruiting)

· Local Chambers of Commerce(Community Business Leaders)

d. In order to get the message out quickly one recruiter "Shot-Gunned" an e-mail letter to everyone on the university "Global List".  It identified who he was, the program, the monetary benefits to the students, and the life/leadership skills obtained.  It also gave a quick pitch for Basic camp, as well as the benefits the Army offered for students who found college was not for them right now, either because of grades, or due to financial difficulties.  He had several personal responses and numerous Faculty/Staff and department head inquiries requesting more information for themselves and their students.  

e. Web Development:  Don’t let your web page suck!                 

· establish a link from the Local Post homepage.

· Post down-loadable applications.

· Contact local high schools and obtaining permission to establish a link on their home pages.  

· Establish links from the local community college campuses.

f. University Database:  Request targeted specific student listings of all freshmen and sophomore students that have ACT/SAT scores that meet scholarship qualifications and that meet the age requirements. Develop high-speed Basic Camp and three-year scholarship letters and mail them out.

g. Established table display days in the student union.  Get some powerful PC compatible speakers to show the adventure videos and special options videos that you can get on CD, or that are on the Army Website.  Airborne sounds pretty good in surround sound!

h. Conduct Nursing briefs.  Established a dynamic working     relationship with your PNE School.  Identify health magnet schools in your area to establish rapport with and to develop into feeder schools.  Established "Green to Gold" briefings at the base hospital and currently coordinating Nursing tours for the various wards for prospective cadets.

i. Established a Campaign Task board to keep us on track and to establish quantifiable goals.

j. Nurture the "Cross enrollment agreement" with any local community colleges.  Conducted a meeting with the key players involved both at the college and with the Directors of Army instruction for the JROTC Battalions.  The community college might be able to help market this and provide free advertisement/TV time.

k. The local Cable Company has a community bulletin board that can advertise your scholarship opportunities and Army opportunities for free.

Be 1000% about the business of recruiting prospective cadets as well as good recruits for the Army.  As we identify students that do not meet scholarship qualifications, these can be told about Reserve opportunities.  Troubled students (financial problems, academic problems) who are considering not returning and Graduates without follow-on plans from college, can be steered toward active duty.  This program will take time to get up and running, however, once it is running like a newly rebuilt engine, it will produce far beyond imagination!

