
Organization	is	very	important when	labeling	files	and	
the	subject	line	in	emails.

EX:
SCHOOL	NAME_GRAD	PROG
or
SCHOOL	NAME_GRAD	PROG_CORRECTIONS
or
SCHOOL	NAME_SCHOLARSHIPS	SECTION…ETC

The	information	you	will	email	us	
will	be	copied	and	paste,	by	us,	
into	the	programs	we	have	
already	created.	We	recommend	
you	do	spell	check	and	check	for	
any	extra	spaces,	incorrect	
information,	or	misspelled	
words.

SAMPLE



Make	sure	to	label	each	list	
accordingly
--------------------------------à

SAMPLE

You	may	use	excel	files	as	
well.	Whichever	is	easiest	
for	you.



You	are	only	responsible	
for	your	campus	
administration	info.	On	the	
bottom	of	the	last	page.

SAMPLE



SAMPLE
We	realize	that	there	will	
be	information	added	,	
edited,	and	deleted	in	the	
process	of	working	on	
these	programs.	We	ask	
that	you	take	2-3	days	to	
review	as	much	as	possible	
that	way	we	can	minimize	
the	number	of	E-MAILS	
sent	back	and	forth.



In	some	cases	like	the	
scholarship	information	we	
suggest	you	highlight	the	
line	of	information	that	will	
be	edited	whether	that	be:	
adding,	deleting,	or	
changing	the	line.	Please	
be	specific	as	to	what	we	
will	need	to	do:	“Add	Line”	
,	“Delete	Line”,	or	“Update	
Line”.	You	may	use	a	color	
coding	system	as	well	if	
that	helps	you.

SAMPLE

Our	main	goal	is	to	get	
these	changes	done	for	
you	as	quickly	as	possible	
to	be	able	to	go	to	print	
and	meet	your	deadline	in	
a	timely	manner.


