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Contacting the School 
DO... 

•  Start with your own school even if you are doing others as well.  It will make you feel more confident speaking first with someone you (hopefully) know. 

• Call the school. While email and internet are wonderful inventions, they do not replace the sound of a human voice. Any counseling office or teaching staff will be much more receptive if you put in the effort and make the phone call.
• Make sure to mention the Alumni Association and Alumni Scholars Club immediately. 
• Have some dates in mind, but be flexible with them. If the school is having finals or days off, work around their schedule.

•  Tell them the presentation is geared toward current seniors who have applied to UCLA (the deadline will be closed at the end of November).  Ask to do the presentation at lunch or in a leadership class (if offered) and ask them to advertise through the campus daily bulletin or other means. 

•  Remember to ask if they have a computer/projector/screen available for your presentation.  If they don't make sure you can adjust to get all of the information across without the power point

• Try to make the presentation fun and professional. While you are not from UCLA Admissions, you are still representing the Alumni Association, so make sure to uphold its image.

DON'T…
• Cal without practicing (or physically writing out) what you are going to say.  Cold calls can be difficult and it is important to make a good first impression. 

•  Ask them to pull too many special favors in terms of setting a presentation. Make sure it will not be too taxing on the school.
•Take no for an answer! It might be a bit more difficult to persuade a school if you have no personal connections, but it will most definitely be worth it. Keep trying

Your phone call should be directed towards the head of counseling or perhaps an assistant principle (you can find their phone numbers on the school web site and should call between 9am and 5pm Monday - Friday) and should sound something like this:

"Hello, my name is ______ and I'm calling on behalf of the UCLA Alumni Association, Alumni Scholars Club. I am calling to see if your school would be interested in having me do a presentation about UCLA and the UCLA Alumni Association scholarship on your campus for seniors and prospective UCLA students. I will put on the presentation and bring all necessary materials, but I need your help in contacting and assembling your students as well as helping me find an appropriate time and location for the presentation. Would you be interested and/or are you the right person to talk to regarding this matter? (If not ask to be transfered to the right person)...."

Make sure to mention that you are UCLA student, not an admissions officer, and have some dates in mind (most likely the week of Dec 15 - 19).

