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LESSON TITLE:  Conduct list prospecting

TOTAL LESSON TIME: 1 hour

REFERENCES:  Volume 1 Guide Book for Recruiters
INSTRUCTOR PREPARATION: 

1.  Ensure all media and student materials are set up in the large classroom.

2.  Review power point presentation.

3.  Review lesson plan.

SAFETY PRECAUTIONS: N/A                                            

INTRODUCTION 








                   (5 Min)
(ON – PPT 1)

1.   GAIN ATTENTION:  We know that not everyone can be a Marine, but what we need to know is who the people are that can be a Marine. So we must develop a way to organize the names of those we have to choose from so we can start our selection process. We have all found during our adult life that our names have been placed on someone's list for the purpose of contacting us and trying to sell us their product. This lesson will show you how to develop your own lists and begin prospecting those lists.

(OFF – PPT 1/ON PPT - 2)
2.   OVERVIEW:  The purpose of this lesson is to provide the student with the basic information to conduct list prospecting by covering the organizing of lists, the List Contact Sheet, the List Scheduling Card, and the Canvas/Referral List.

Instructor’s Note: Have the students read the learning objectives to themselves and look up when finished.

3.   LEARNING OBJECTIVES:  

a.   TERMINAL LEARNING OBJECTIVES:  Without the aid of references, identify in writing the   

five stages to effectively conduct list prospecting in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11)

     b.  ENABLING LEARNING OBJECTIVES:

         (1)  Without the aid of references, identify in writing what determines which lists to 

         schedule for prospecting in accordance with Guidebook for Recruiters Volume I,  

         MCO P1130.76.  (8411.4.11a)

(2)  Without the aid of references, identify in writing the skill  of list prospecting in 

          accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11b)

         (3)  Without the aid of references, identify in writing the two system parts that organize 

         lists in accordance with Guidebook for Recruiters Volume I, MCO P1130.76. (8411.4.11c)

         (4)  Without the aid of references, identify in writing the purpose of list folders in 

         accordance with Guidebook for Recruiters Volume I, MCO P1130.76. (8411.4.11d)

         (5)  Without the aid of references, identify in writing when to prepare list folders in 

         accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11e)

         (6)  Without the aid of references, identify in writing the three categories of list folders in 

          accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11f)

         (7)  Without the aid of references, identify in writing how list folders are subdivided and 

         coded in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  ( 8411.4.11g)

(8)  Without the aid of references, identify in writing the purpose of the list contact sheet 

         in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11h)

         (9)  Without the aid of references, identify in writing what must occur before prospecting 

         on list contact sheets in accordance with Guidebook for Recruiters Volume I, MCO   

         P1130.76.  (240,,8411.4.11i)

         (10)   Without the aid of references, identify in writing the rules of a list contact sheet in 

         accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11j)

         (11)  Without the aid of references, identify in writing the purpose of phone-a-grams in 

         accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11k)

(12)   Without the aid of references, identify in writing the purpose of the list scheduling card in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11L)

(13)  Without the aid of references, identify in writing when to prepare a list scheduling 

         card in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11m)

(14)  Without the aid of references, identify in writing the seven areas in the list  information section of the list scheduling card in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11n)

(15)   Without the aid of references, identify in writing when a name is considered  scrubbed in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11o)

(16)   Without the aid of references, identify in writing when to update a list scheduling card in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11p)

(17)   Without the aid of references, identify in writing what is required with a list scheduling card once a list has been scrubbed in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11q)

(18)  Without the aid of references, identify in writing the purpose of the canvass/referral list in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11r)

(19)  Without the aid of references, identify in writing where a canvass/referral list is maintained in accordance with Guidebook for Recruiters Volume I, MCO  P1130.76.  (8411.4.11s)

(20)   Without the aid of references, identify in writing the purpose for cross referencing a     canvass/referral list in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11t)

(21)   Without the aid of references, identify in writing the four actions to be taken with a canvass/referral list of names obtained from area canvassing in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.11u)

(22)   Without the aid of references, identify in writing the four actions to be taken with a 

         canvass/referral list of names obtained from referrals in accordance with Guidebook for Recruiters   

         Volume I, MCO P1130.76.  (8411.4.11v)

4.  Method/Media:  This lesson will be taught by the lecture fromat aided by a power point presentation. It will be reinforced by demonstration and application in the group room 

Instructor’s Note: Explain the instructional rating forms to the students.
5.  Evaluation:  The students will be evaluated on these learning objectives by a written exam designated as the 3RD term or the final.

(OFF – PPT 2/ON BLANK SCREEN)

TRANSITION:  Are there any questions on what we will be covering or how you will be evaluated? 

Then lest take a look at the mission for list prospecting.

BODY: 









                   (53 Min)

1. Mission: (3 MIN) (OFF –BLANK SCREEN/ON – PPT 3) The mission determines which lists will be scheduled for canvassing. 

2.  Skill of List Prospecting:  List prospecting is the skill of systematically contacting names on lists and determining whether or not the names are true prospects. 

3. Organize Lists:  There are two systems that help organize and schedule list prospecting. They are as follows:

    

a.  List Folders which contain List Contact Sheets.

   

 b.  List Scheduling Cards.
(OFF – PPT 3/ON BLANK SCREEN)

TRANSITION:  Are there any questions thus far? Q: What determines when you schedule a list? Now let’s take a look at the purpose for list folders.

4.  The Purpose for List Folders: (5 MIN) ( OFF BLANK SCREEN/ON PPT 4) The purpose for list folders is to contain a list or collection of names compiled from various sources and  organize them to effectively prospect. 

(OFF – PPT 4/ON BLANK SCREEN)

TRANSITION:  Are there any questions on the purpose for list folders? Q: What determines when you schedule a list? Then lets take a look at the purpose for list folders.

5.  Preparing List folders: ( 6 MIN) (OFF BLANK SCREEN/ON  PPT-5) List folders are prepared immediately upon receipt of a list. 

(OFF PPT-5/ON PPT-6)

6.  Categories:  The three categories of List Folders are as follows: 

    
a.  Active. Those lists currently being worked and have names remaining to be prospected.

    
b.  Inactive. Those lists that are scrubbed and all action is completed.

    
c.  Pending.  Those lists with names of persons not yet age or education qualified.

(OFF  PPT-6/ON PPT-7)

7.  Subdividing and Coding:  List Folders are then subdivided and coded by either school or zip code. For example:

    
 a.  95HSSA1:  1995 seniors from a high school in area A1.

    
 b.  95Z92140:  1995 seniors from the area with the zip code 92140.

(OFF PPT-7/ON BLANK SCREEN)

TRANSITION: Are there any questions on list folders? Q: What are the three types of list? Then lets take a look at the purpose of list contact sheets.

8.   List contact sheets: (10 MIN) (OFF BLANK SCREEN / ON - PPT 8) The purpose of List Contact Sheets is record and track the recruiter's efforts in contacting names. 

9.  Reasearch:  Before prospecting List Contact Sheets, addresses and telephone numbers are researched for each name. 

(OFF PPT-8/ON PPT-9)

10.  Rules:  The rules for the use of List Contact Sheets are as follows:

Instructor’s Note: Refer the students to the Volume I, CH. 3, Figure 3-J-2 to view a list contact sheet

     a.  Entries always start with a date and time that the prospecting activity was made.

b.  Only the standard abbreviations shown below will be used on the list contact sheet:                    
[image: image1.wmf] 

(1)  PG = a phonagram must be sent.

 

(2)  

 

PG = a phonagram has been sent.

 

(4)  HV = a home visit must be made.

 

(5)  

 

HV  = a home visit has been made.

 

(6)  NA = no answer.

 

(7)  NPL = no phone listed.

 

    (8) NHLM= Not home left me

ssage(annotate who left the message)

 

 (9)  NHCB =  No home call back.( annotate best time to call back)

 

(3)  

 

PG = a phonagram has been returned and the address is no good.

 

(OFF PPT-9/ON PPT-10)
c.  After a phone and address search, if there is no phone listed for a name, enter "PG" in the  

          comments section.

     d.  Always try to make contact by telephone first. If there is no answer, make an appropriate 

          comment in the comments section and take the following steps;


            (1)  Never recall an "NA" during the same time of day.



(2)  After four "NA's", put "PG" in the comments section.



(3)  Send a Phone-a-gram (PG) to verify the address.



(4)  Be sure to add the date the PG was sent.

     e.  Schedule home visits only for those names whose PGs are not returned, as this usually means 

          the address is valid.

(OFF PPT-10/ON PPT-11)

     f.  If a PG generates a walk-in to the RSS, talk to the prospect and, if workable, make up a PAC 

         and check the “PC” block on the list contact sheet.

     g. Whenever contact is made with a name on the list, make the following annotations on the list 

          contact sheet;



(1)  Circle the activity used for the initial contact.



(2)  Place an "X" in the M, A, E, W (morning, afternoon, evening, weekend) block that 

                              applies to the time that initial contact was made.



(3)  Enter the date/ time and write a brief description of the results of the contact in the 

                              comments block.

(OFF PPT-11/ON BLANK SCREEN)

TRANSITION:  Are there any questions on list contact sheets? Q: What are the three annotations that must be mde upon initial contact with an applicant? Then lets take a look at the purpose of phonograms.

11.  Phonograms:  (3 MIN) (OFF BLANK SCREEN/ON PPT-12)The purpose of a Phone-a-gram (PG) is to verify addresses and prevent wasting time. They are used prior to scheduling a Home Visit (HV).

Instructor’s Note: Refer the students to the Volume I, CH. 3, Figure 3-N-2 to view how a phonogram is prospected.
(OFF PPT-12/ON BLANK SCREEN)

TRANSITION:  Are there any questions on phonograms? Q: What is the purpose of the phonogram? Then lets take a look at the list scheduling card.

12.  List Scheduling Card: (OFF BLANK SCREEN/ON PPT-13) The purpose of the list scheduling card is to systematically schedule the lists for prospecting.  

13.  Preparing:  The list scheduling card is prepared concurrently with the list folder and list contact Sheets. 

(OFF PPT-13/ON PPT-14)

14.  Seven Areas:  The seven areas in the list information section of the list scheduling card are as follows:

Instructor’s Note: refer the students to the Volume I, CH. 3, Figure 3-J-1 to view a list scheduling card

    a.  School or zip code - enter the name of the HS or zip code.

    b.  Grad year - the year that the students on the list graduate.

    c.  Source - the source of the list.

    d.  Date obtained - the date the list was initially received.

    e.  Date to contact sheets - the date the names where transferred to List Contact Sheets.

    f.  Date active - the date the recruiter began prospecting names on the list.

    g.  Totals - this subsection indicates the total names on the list; totals by gender and by class size.

  (OFF PPT-14/ON PPT-15)

15.  SCRUBBING NAMES:  A name is considered scrubbed when one of the following occurs;

    
a.  A PAC is made.

    
b.  The prospect is disqualified for mental, moral, physical, etc.

    
c.  The prospect is hostile.

    
d.  The prospect has returned to the second semester of a four year college.

    
e.  The contact has already enlisted into military service.

    
f.  A PG is sent to the prospect's house and is returned undeliverable.

(OFF PPT-15/ON PPT-16)

16.  Update: the cumulative list status section of the list scheduling card each time the list is used.   

17.  After List is Scrubbed:  Once the list is scrubbed, the List Scheduling Card is attached to the List Folder and both are filed as inactive. These are retained for 3 years from the date the list became active.

(OFF PPT-16/ON BLANK SCREEN)

TRANSITION:  Are there any questions on the list scheduling card? Q: What is the purpose of the list scheduling card? Then lets take a look at the canvass/referal list.

18.  Canvass/referal list: (5 MIN) (OFF BLANK SCREEN/ ON PPT-17) The purpose of the canvass/referral list is to record AC contacts and referral activities as they occur. 

19.  Maintaining:  The Canvass/Referral List is maintained in the S&R Book.    

(OFF PPT-17/ON PPT-18)

20.  Cross Referencing:  The purpose for cross referencing a Canvass/Referral List is to ensure that duplicate names from other sources are eliminated before they are placed into the working file.  

(OFF PPT-18/ON PPT-19)

21.  ACTIONS FROM AC:   The four actions to be taken with a Canvass/Referral List from an AC are:

Instructor’s Note: Refer the students to the Volume I, CH. 3, Figure 3-N-1 to view a canvass referal list
    a.  Cross reference it to the appropriate HS or zip list.

    b.  If name is on the list and contact has not been made, write down that AC contact was made, 

         circle AC on the List Contact Sheet, check PC and fill out a PAC. Write results of the AC on  

         the PAC and enter an action date for the next contact.

    c.  If name is not on the list, add the name to the List Contact Sheet, indicate that the contact was 

         made by AC, and scrub it by filling out a PAC.

    d. Update the List Scheduling Card for total names on the list, and the number scrubbed due to 

        AC.  

(OFF PPT-19/ON PPT-20)

22.  ACTION FROM REFERRAL:The four actions to be taken with a Canvass/Referral List from referrals are:

     a.  Record the name on the Canvass/Referral List with as much information as you can get.

     b.  Research the name by checking the HS lists. if the name is not on the list;

          Check the phone book to get enough information to contact the referral.

          Call the person who gave the referral to have them get additional information needed 

           to make contact.

     c.  Once the prospect is contacted, add the name to the appropriate HS or zip list and  

           make the appropriate remarks on the List Contact Sheet.

           If the name is on the list, put any additional information on the List Contact Sheet and scrub 

           the list appropriately.

       d.  Be sure to update the total count and activity portion of the List Scheduling Card.

TRANSITION:  Are there any questions on the canvass/referal list? Q: What is the purpose of cross referencing the canvass/referal list? 

(OFF PPT-20/ON BLANK SCREEN)

SUMMARY   








                   (2 Min)
So far we have covered the organizing of lists, the List Contact Sheet, the List Scheduling Card, and the Canvas/Referral List. Those of you students with instructional rating forms fill them out at this time and everyone else take a ten minute break

NI =  Not Interested


NH = Not Home
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(1)  PG = a phonagram must be sent.







(2)  







PG = a phonagram has been sent.







(4)  HV = a home visit must be made.







(5)  







HV  = a home visit has been made.







(6)  NA = no answer.







(7)  NPL = no phone listed.







    (8) NHLM= Not home left message(annotate who left the message)















 (9)  NHCB =  No home call back.( annotate best time to call back)







(3)  







PG = a phonagram has been returned and the address is no good.




















