E-mail Check-List

Please check to be sure that your email addresses are ready for the survey fielding by attending to the following.

· The excel file is complete and has no blank fields or missing information in any category.

a. The email list covers the years of interest.

b. All individuals on the email list have completed the program or certification pathway. None are currently enrolled individuals who are more than one month away from graduation.
c. The emails have been tested and are operational, including correcting or deleting non-operational emails.

d. The email list has been sorted to remove duplicate email addresses and duplicate individuals.

e. All email addresses include the corresponding program or credit status of the individuals included, using the program name or certification pathway that is recognizable to them.

· All graduates/alumni have received notification from your Department representative that they will be invited to participate in a survey from the Utah Education Policy Center at the University of Utah on behalf of your Department. (Please see institutional letter template that can be used to send to graduates.)
