INSTRUCTIONS FOR CREATING CONTACT GROUPS

Create a record in your software to track your general activity of the Scholarship Program.  Enter “2002 Scholarship” in the Last Name Field and schedule all Calls, Actions, and Meetings in the Time Line Calendar through 10/11/2003.  Mark each of your contacts with the appropriate information listed below.
Newspapers 

Name; Title (News Editor); Name of Newspaper; Street Address; City, State, Zip; Phone, Fax and E-mail Address; Class- PE (Public Relations, Newspaper); Status – L; and Group List – Media

Radio Stations 

Name; Title (News Director / Public Service Director); Name of Radio/ Television Station; Street Address; City, State and Zip; Phone, Fax and E-mail Address; Class- PA (Public Relations, Radio); Status- L; and Group List- Media

Television Stations 

Name; Title (News Director/ Public Service Director); Street Address; City, State, Zip; Phone, Fax and E-mail Address; Class- PV (Public Relations, Television); Status – L; and Group List - Media

Organizations 

Name; Title (President/ Organization); Name of Organization; Street Address; City, State, Zip; Phone, Fax and E-mail Address; Class – PO (Public Relations, Organization); Status – L; and Group List- Civic

Schools  (Include Public & Private High Schools; 2-yr and 4-yr Colleges/Universities)

Name; Title (Guidance Counselor); Name of School; Street Address; City, State, Zip; Phone, Fax and E-mail Address; Class – PG (Public Relations, Schools); Status- L; and Group List- Schools.

Sales Ally: Once you have obtained your contact information, you can begin the process of keying the information into Sales Ally.  Standard Fields such as Contact Name, Company Name, Mailing Address, Owner (MGR/LIS), Phone, Fax and Nickname are used in the same manner as other records in Sales Ally.   Note additional Fields that will be used: Title, Class and Status. Please note salutation Mr. or Ms. As you key the information into your records.

