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Purpose

The purpose of this handbook is to provide GAHEA members with the
information they will need:
s to explain the Virtual Education Fair and its advantages to their
associates
¢ to explain the Virtual Education Fair concept to potential clients/
customers
e to walk individuals through the Virtual Education Fair process
e to schedule a Virtual Education Fair with their business contacts
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Introduction

In today's world of electronic communication, virtual meetings and fast-paced decision-making, it
is hard to find a convenient meeting time for even a small group of employees. When employees
are scattered at various locations, cover 24/7 shifts, travel frequently, etc., the GAHEA Virtual Edu-
cation Fair offers an alternative to the traditional on-site Education Fair.

What is a Virtual Education Fair?
It is an opportunity for individuals to explore educational options for themselves and their family
through the privacy of their computer and in the comfort of their home or office. The individual
selects:

» programs of interest at the right degree level

« preferred formats, including online, day, weekend, or evenings

» desirable contact guidelines, including by phone, email or mail, as well as time of day

And the information they request is on its way. No more campus visits or annoying calls.

The GAHEA Virtual Education Fair

The GAHEA Virtual Ed Fair is a tool available which allows individuals and/or company employees
to explore educational opportunities via their computer. By completing a three-page online form,
you will make contact with the GAHEA members who offer programs of interest to you.

Reminiscent of an ald county fair, the Virtual Education Fair allows individuals to explore the
"booths (schools)” of interest to them and get additional information on programs that fit their
interests and lifestyle.

Rather than receiving constant blind calls and mailings from schools, the Virtual Education Fair
allows you to select the schools that have the programs you want to pursue. You then tell those
schools what information you desire and in what ways and at what times it is most convenient to
contact you.

Two Sources of Contacts

Individuals:

Once the Virtual Education Fair is released, individuals who locate the site can use this resource.
You may direct individuals you meet to the site as well. It will always be “up” and available. Once
the person completes the three page form, their request will be sent to the appropriate institutions
for response.

Corporate Sponsored:

GAHEA members can schedule Virtual Education Fairs for their corporate clients. In that case the
company will be given a unique link to their site and their logo will be displayed (if they agree).
Otherwise the Virtual Education Fair works just like the one for an individual.

GAHFA Virtual Education Fair
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GAHEA Member Responsibilities

Each GAHEA member institution has up to three institutional representatives with one of those
individuals designated by their institution as the GAHEA Lead.

Any one of the institutional representatives can schedule a Virtual Education Fair (see page 6-7 for
details). However it is critical to the success of the Virtual Education Fairs for each member insti-
tution to manage the following processes:

Keeping your contact information updated:

Your GAHEA Lead is responsible to communicate information on changes at your institution
to the GAHEA web contact (dramsey@spsu.edu). Three representatives of each institution can
be listed on the GAHEA site (unless your institution pays additional membership dues for addi-
tional representatives). Please be sure to keep that information updated as individuals leave,
new people are hired, phone numbers change, etc. For the VEF to work properly, we need to
know to whom to send the contact information. It is also important that your web link is cor-
rect so that individuals can go directly to your page to explore if they wish,

Providing updated program information for the VEF database as requested:

The Virtual Education Fair is database driven. Approximately every six months institutions
will be asked to make changes, corrections and additions to this database information. This
request goes to the GAHEA Lead. If your institution fails to respond in a timely manner, the
GAHEA database will have errors in it (affecting all inquiries) and your institution may miss
contact emails.

Determining an internal process for responding to inquiries:

The email alerting member institutions that scmeone has requested information is sent to all
three institutional representatives. It is critical that the GAHEA Lead develop and monitor an
internal process in your institution that determines which person responds to the inquiry. We
do not want to overload contacts with duplicate information but we do want to make sure they
get responses as requested. Please send an email to <officers@gahea.org> describing your
internal process to assure only one response per institution.

Assuring that the contact’s expressed wishes are honored:

Individuals completing the Virtual Education Fair form indicate their contact preferences.
Some may want a phone call at home, others a call at work. Still others may prefer email or
regular informational mailings. Most people will also have a time of day preference for the
contact. It is critical to the success of the Virtual Education Fair that all institutions honor
these requests and make the contacts in the way and at the time requested. Do not simply
put these names in your database to continually get mailers or calls.
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Sample email your institution will receive based on inquiry

Degree level sought: Bachelor's
Interest area: Business, Accounting and Finance

NOTE: if you do not offer a degree program at this level in this area, the prospect has
specifically requested information from your institution. Please be sure to follow up even
through your programs may not meet the requirements indicated,

Delivery requirements:
Distance: TRUE
Classroom: FALSE
Days: FALSE
Evenings: TRUE
Weekends: FALSE
NOTE: This prospect information was not screened for delivery requirements. This prospect
may have requested a delivery mode you do nat offer. You should consider whether you have
potential alternatives that may satisfy this prospect.

To: dramsey@spsu.edu

Subject: TEST: Virtual Ed Fair Prospect Information

From: Education_Fair@GAHEA.org

Date: Tue, 30 Jan 2007 13:38:36 -0600

X-Junkmail-Status: score=10/50, host=mail.spsu.edu

X-Junkmail-SD-Raw: score=unknawn,
refid=str-0001.0A080208 45BFYECE.009A s5=1 fgs=0.
ip=209.135.140.145,
50=2006-09-22 03:48:54,
dmn=5.1.5/2006-01-31

Virtual Education Fair Prospect Information; Contact ID: 79
Sponsor name:

Date and time of contact: 2007-01-30 14:38:36

Because of running in the test systerm, this was sent only to you,
If in the production system, this message would have been mailed to:
adewberry@oglethorpe.edu aelkowitz@brenau edu atianta.center@erau edu Banks1lh@cmichigan.edu

This notice was sent to the following GAHEA member institution(s):
American Intercontinental Unlversity
Brenau University
Central Michigan University in Atlanta
Clayton College and State University
DeVry | Keller University
Embry Riddle Aeronautical University
Georgia Military College
Georgia Perimeter College
Mercer University
Oglethorpe University
Reinhardt College
Shorter College

Southemn Polytechnic State University

Spring Hill College

Strayer University

Troy University {Atlanta)

University of Phoenix
Every GAHEA contact in these institution{s) has received a copy of this notice. It is up to each
institution to coordinate contact with the prospect.

Prospect’s given name:  Gloria
Prospect's family name:  Ramsey
Zip: 30047

Email: dramsey@spsu.edu

Cell: 7707137337

Best way to contact: cell or email
Employer: SPSU
Highest degree: Master's degree

GAHEA Virtual Education Fair



Scheduling a Virtual Education Fair

Any institutional representative can schedule a Virtual Education Fair. As you visit with corporate
contacts, think of the Virtual Education Fair as another tool to serve their needs. You may schedule
an Education Fair on site for a company and, for the same company, a Virtual Education Fair may
be useful for employees who are at other sites or are traveling throughout the week. At another
corporate client, they may prefer the Virtual Education Fair to an onsite fair.

To schedule a Virtual Education Fair, you will need to work with your client determine the follow-
ing:

s What period of time (one week, one month, etc.) do they want the Virtual Education Fair
to be available to their employees? Select a start date and an end date. The reason we
suggest a specific start and end date rather than an open-ended process is to encourage
the company to market this opportunity among employees. People are more likely to take
action if there is a “limited time offer”. Also, after the Virtual Education Fair has ended, you
can collect data showing "“hits” and take this to your contact to celebrate success and/or to
discuss more productive marketing techniques for the future.

s What company logo and/or introduction do they wish to have listed at their Virtual Educa-
tion Fair link? We can post a company logo if we are provided with a GIF, JPEG or PNG
image and the permission to use the

| Gaugag @ Georgin Higher Education Alliance
logo. See sample logo placement at , ﬁ‘}'ﬂ@“ B A T
right. We can also provide a custom- | ] DT v S
ized su‘btltie §uch as “.Nurses' Week Edgcation 70 & WELLGTAR. v v st
Education Fair”, if desired. ' * " -
e How will the client market the Virtual e T o v e e S T e A
Education Fair to his/her employees? Gl
The availability of the Virtual Educa- | o i gy —
tion Fair must be communicated to all | P
employees frequently throughout the e titae )
campaign just as an onsite Educa- St s e e e et g s
tion Fair requires good communica- e T e

tion and marketing. Make sure your
client has a solid plan in place to let
everyone know when and how to access the Virtual Education Fair. The information on the
Virtual Education Fair will be reached by a unique web link. Encurage your contacts to use
corporate email to distribute the links so that visitors can “just click” to go the The Virtual
Education Fair.

As each Virtual Education Fair is concluded, GAHEA can provide you with information on the
number of individuals who took advantage of the opportunity to explore educational options. This
information may be useful in general as you discuss this option with other clients and specifically
with your current client as they consider when to schedule other onsite and virtual programs.
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Virtual Education Fair
Schedule Request

GAHEA Representative:

Member School:

Your email:

Day Phone: Evening Phone:

Name of Business:

Company Contact Name:

Address:

Phone: email:

Is company logo to be used on the VEF site? Yes No

If yes, please describe logo:

Preferred VEF Start Date (Please allow at least one week for set-up):

VEF End Date:

Please have your company representative send an email providing permission for GAHEA to use
the company logo for this purpose. Have them attach a GIF, JPEG or PNG image of the logo to that
email. Please send email to: dramsey@spsu.edu

GAHEA Virtual Education Fair



The Virtual Education Fair User Experience

This section walks you through what the user sees as he/she participates in a Virtual Education
Fair. You will want explore the VEF yourself and probably take your corporate clients through the
process to show them how easy it is to use.

Step 1:
Go the GAHEA home page and click on the Virtual Education Fair logo.

GAHEA
sYSTEN Georgia Higher Education Alliance

ALLIANCE

T
T

M Logn
ik The Georgia Higher Education Afiance ((BAMEA) is 3 consortium of colieges and universines

that provide quadty accredited degree progams
specifically dexigred 1o mest the educational needs of Georgin’s working sdult students

Qur Members
AMmencan Interonboantal University Qglethorpe Lniversity
Brensu Unbeersity Remhardr College

Laniral Mechigen Winversty i Alkanla e College
Clayion Colege and State University Southen Polytechnic State Undversity

RENE L KEhel UDIEISITY ap0ong Hi CORgE
Embey Hiddie Agronautical Universiny SLigver Uneversity

Gegiga My College Tegy Motyersiy (Atlantal

Gewcgia Penmele: College Uneversidy of Phosnix

Mecces Universay

Camtades cogynghe § S04 2004 Decrgin Wighar Bdutsbes Alliinde
Dunmrnd by prrgramming roem Thy Sokeaes Gaste o0 Cramars Debyachair Srame Unioarsiy
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The Virtual Education Fair User Experience

Step 2:
Complete the three-page form as directed. This general takes no more than 3-5 minutes, espe-
cially if the individual has thought about their program interests.

GAHEA , Georgia Higher Education Alliance |
TEST ——

mm:“‘“fﬁ"‘mg )/ SYSTEM Find Schools that Fit Your Requirements

|

L] At | Advateees | TAD 1 Costesl

This three- page form vl heip you find the Georgia Higher Education Allacste member schois that best B your requirement for a
degres. YOu CAN USA This farm 10 request Information from the achools that have programs you want. Information that you
provide wil be used in accordance with our Divacy Rolcy. You are on the first of three pages.

Part 1: Your Goals |

Chaoose degres level sought - —_— - - — '

Bichant 4 s Wil GRgIee IyETs

— Choose an ared of iInterest

Area of Interest
At and Desgn -~
- Chooss courve delivery preferances and schadule ~ —— - —_— ‘
Delivery Preferences Schedule Prefersnces
Classroom [ On Lne [ Days ¥ Cwvemngs [F Weekands &

TROCK s D Ay ‘

See “Privacy Policy”, page 16, and “"Degree Levels”, page 15, for explanation.
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The Virtual Education Fair User Experience
Step 2 (Continued)

GAHEA Q L Georgia Higher Education Alliance
, SYSTEM Find Schools that Fit Your Reguirements

You are on page two of three pagec

Part 2! Your Schools

— Choose schools

im0 Bl | Adwarmasn | RAD )

The:scrioos ihet are m Dold offer peograms in

hat you can Bnd out made ataul the programs

Yo can alao recues! indormiabon from olhier s

= American INTersoonnEal Universiy
[ Brenau University

[ Cientral Michigan Universiy n ABanta

] Clayton College and Stiate Uinnoerully

[ Dmvry { wgder Unversity

[ Embry Readie Aeronautical Lnnessty

] Seorgua Miary, Coleps

[ Geongia Pecmeter Colege

[0 Mercsr Uneversty

e e yOu Nive CHOSEN 0N e previous page I e nexd step you Can regues!

migrrnation foen (hese schools You can memove 2 school B your Sikrmalion reques] by un-chiecking A beiow

B @ sthook nari s 3 hypetink [Diue o purphe and underined) citking the school name wil open teer Wieb page it a rew amdow 50

the schonl olters

hools that ane memters of the Geongia Higher Education Allance by cheriking fhes

naimes Howewes you shioukd know that schoois Not ot bokd o ol offer prograens &1 198 2188 you seiecied on (he previous page

L Cglethome University
¥ Rsmbard: Geliege
[ shoner Cotege

g

I spong Ml Cotege

[ Strayes Unieersity

1 Troy Universty (ARanta)

[ university of Bhoenis
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The Virtual Education Fair User Experience
Step 2 (Continued)

Georgia Higher Education Alliance
Find Schools that Fit Your Requirements

Yol are on the last pf three pages,

Part 3: Your information

— Intormation about you

ot | Alost | Advasagel

1 tA9

I Contaet

* WG MES @ reguiied Rem

Your given name (hrst name). - [Saly
Your sEname (@st or tamily name) - [Sugent
Piease [rowige SUTCE CONECT INfGraten 10 GE0T LS 10 reacn you. (GIRGI)
sagress 1) Somewbas i
[
oy [papaners
state [GA  zip -P01Z7 Required tor statistcs (gipiain)
wome teephone  |123-456-7800
Work wsephone | 1234567050
el teispnone 1734567050
Olher lesephione 123456780
| E-mat [sstudant@emaicom  Required If you want &-mailed Confimation
Bast way 10 contadt you  cell o ermed . . '
Bast iné 10 COMALLYOU  mormngs
Empioyer ueft . | (i)
FEas0 fof S AD0UT FOW DNenaoLs eOUCaAloN, Work Expenence, &nd ﬂn}'zn&w &5t an;lm e S SE&TWE pOu DEfIer
Current edut aton vel « Assoceale's degres v
Previous oegrees oo
WOk BXperente o rcrare

Ohar COmments

ol S

By epriling I3 Rrm U MOV IO DO CONBCT DY GAHEA Memder SO0 CRECHED o1 Yl SA0VISLE DEPR WHERE SULTASONG SRenng MEr Bl Vo

[ Serd Vou Requvet |

See “"Contact Information”, “Zip Code”, and "Employer Information”, page 16, for explanation.
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The Virtual Education Fair User Experience

Step 3:
Read the summary of your requests.

Georgia H_igher_l':ducation Alliance
Thank You

Blome | Abost | Adeariesss | DAl | Contace

Thank You!
Your nforrnation s been sent Lo representatives of the schools you Selected. You shoulkd expect to Yiear troan them shortly,
It you provided your emad address, we will send an sutomans confinming MEessage in slectrome mad
The information that you provided will be Lseqd n accordance with Our rvacy pobcy,
Explore your chosen schools
IFyoiu'd IKe to exphiare further, hire are INKK to the schooks from which you have requestad nfarmanon:

» AMEnNcan Intercontinental Mversiy
Brene. Uniyersly

= Beinhardt Lodege
* Southern Polytechok State University

Step 4:
Exit the site.

GAHEA Virtual Education Fair
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The Virtual Education Fair User Experience

Step 5:
If you elect to provide your email address you will receive a confirming email like the one below
within a couple of minutes.

Ta: dramsey@spsu.edu

Subject: TEST: Your Virtual Education Fair Request

From: Education_Fair@GAHEA.org

Date: Tue, 30 Jan 2007 13:38:36 -0600

X-Junkmail-Status: score=10/50, host=mail spsu.edu

X-Junkmail-SD-Raw: score=unknown,
refid=str-001.0A090207 45BF9EC5.0115.55=1.fgs=0.
ip=209.135.140.145,
50=2006-09-22 03:48:54,
dmn=5.1.5/2006-01-31

Dear Gloria Ramsey,

This is an automatic message sent as the result of use of our Web form at
hitp://www.gahea.org/vef

Your request for information has been received by the Georgia Higher Education
Alliance and has been sent to the following member institutions:

American Intercontinental University
Brenau University

Central Michigan University in Atlanta
Clayton College and State University
DeVry / Keller University

Embry Riddle Aeronautical University
Georgia Military College

Georgia Perimeter College

Mercer University

QOglethorpe University

Reinhardt College

Shorter College

Southern Polytechnic State University
Spring Hill Caollege

Strayer University

Troy University (Atlanta)

University of Phoenix

You should expect to hear directly from each member institution shortly.

Best regards,
Georgia Higher Education Alliance

Step 6:
Respond to the information you receive from the institutions highlighted to select the institution
that best meets your needs. Then you are ready to get started!

GAHEA Virtual Education Fair
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The Virtual Education Fair User Experience

Expanded information at the site — Drop-down Lists Detail

This theee-page form wil help you Tind the Georg
degren. You can use this form to reguest informi
provite vl Be usad N ACEOPIBNNE WIth ur Qosiac

FPat 1. Your Goals

Cheose degree love! seugnt
r Chanan decues laenl s ought .
_Canhenis
ASIoE=00"1

‘Bachalors
Foot Bacc alaue ot
Mastei's

Educsban Speriphs!
Frakussranal
Cgctoegl

I— LNOOSE COUTES ORNVETY Prererences and sc

Dalivery Freferances

"Choose degree level sought”
Certificate
Associate’s
Bachelor’s
Post Baccalaureate
Master’s
Education Specialist
Professional
Doctoral

"Please select an area of interest.”

(Certificate)
Arts and Design
Business, Accounting and
Finance

Computers and Information

Technology
Construction

Education

Engineering and Engr
Technology

English and Literature
Journalism, Writing and
Broadcasting

(Assaciate’s)
Arts and Design
Aviation and Aeronautics
Biological and Life Sciences
Business, Accounting and
Finance

Computers and Information
Technology
Construction

Criminal Justice
Education

Engineering and Engr
Technology

English and Literature
Health Professions and
Sciences

History

Journalism, Writing and
Broadcasting
Marketing, Advertising and PR
Mathematics

Physical Sciences
Political Science
Psychology

Religion and Philosophy
Social Sciences
Telecommunications

(Bachelor's)

Architecture

Arts and Design

Aviation and Aeronautics
Biological and Life Sciences
Business, Accounting and
Finance

Computers and Information
Technology

Construction

Criminal Justice

Education

Engineering and Engr
Technology

English and Literature
Health Professions and
Sciences

History

Journalism, Writing and
Broadcasting

Languages

Marketing, Advertising and PR
Mathematics

Nursing

Physical Sciences

Political Science
Psychology

Religion and Philosophy
Social Sciences
Telecommunications

GAHEA Virtual Education Fair
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(Post Baccalaureate)

Business, Accounting and
Finance

Computers and Information
Technology

Education

Health Professions and
Sciences

Journalism, Writing and
Broadcasting

(Master's)

Aviation and Aeronautics
Business, Accounting and
Finance

Computers and Information
Technology

Construction

Criminal Justice

Education

Engineering and Engr
Technology

Health Professions and
Sciences

Journalism, Writing and
Broadcasting

Marketing, Advertising and PR
Nursing

Political Science

Psychology

Religion and Philosophy

(Education Specialist)

Education

(Professional)

Health Professions and
Sciences
Religion and Philosophy

(Doctoral)

Business, Accounting and
Finance
Education



The Virtual Education Fair User Experience
Expanded information at the site

Help with Degree Levels

Certificate: A program that prepares you with knowledge, a skill, or a trade. Itis not a
college degree, but some courses you take in a certificate program may apply toward a
college degree. Look into certificate programs if you want to take classes in a subject, but
are not currently seeking a college degree.

Associate: A two-year college degree. The associate's degree may prepare you with a
skill or trade, or to continue onward to a bachelor's degree. Generally you must have a
high school diploma or GED to be accepted into an associate degree program.

Bachelor: Usually a four-year college degree; some bachelor's degrees take longer than
four years. Generally you must have a high school diploma or GED to be accepted into a
bachelor's degree program.

Post Baccalaureate: A course of study that follows the bachelor's degree and provides
additional preparation in a specific discipline, such as preparation to enter a master's
program in a field that was not your undergraduate major. It is not a college degree;
usually people who complete a post baccalaureate program receive a certificate of
completion. Generally you must have a bachelor's degree to be accepted into a post
baccalaureate program.

Master's Degree: The master's degree provides additional study beyond the bachelor's
degree in a particular discipline. Generally you must have a bachelor's degree to be
accepted into a master's program.

Education Specialist: The education specialist, or Ed. S. degree is an academic degree
designed for individuals who want to develop additional skills or knowledge in the field of
education beyond the master's degree level, but do not wish to pursue a degree at the

doctoral level. A master's degree is usually a preprequisite for entry into such a program.

Professional: An advanced degree that prepares graduates to practice a profession such
as medicine, dentistry, or law. Holders of professional degrees often have the title
"doctor.” Generally you must have a bachelor's degree to be accepted into a professional
degree program. (In this classification, professional degrees at the master's or bachelor's
level, such as Master of Divinity, are listed with the bachelor's and master’s levels.)

Doctorate: An advanced degree that prepares the graduate for teaching or research.
Generally you must have a master's degree to be accepted into a doctoral program,
however some schools offer a combined master's and doctoral program and accept
students with bachelor's degrees.

GAHEA Virtual Education Fair
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The Virtual Education Fair User Experience

Expanded information at the site

Virtual Education Fair Privacy Policy

Information you provide on these forms will be sent to schools you selected, where it will
be used according to each individual school's privacy policy to send you material you have
requested concerning enroliment in that school.

A copy of the information will also be retained by the Georgia Higher Education Alliance,
where it will be used for statistical and quality improvement activities. Information retained
by GAHEA will not be released to other third parties.

Your Contact Information

Because your privacy is important to us, we have not made any particular item of contact
information required. We want you to select the contact methods that suit you best. (We
do ask for your ZIP code, which we use for statistics.)

However, we need enough contact information to get in touch with you. So, please provide
your postal address or your email address, or at least one telephone number. Of course,
you can provide more contact information if you'd like to.

Why We Ask for Employer Information

We ask for information about your employer for two reasens. First, many employers offer
full or partial reimbursement for your education expenses; we may be able to help you
. finance a part of your education that way.

Second, we work with employers to help them improve the education of their associates,
By tracking responses by employer, we can help them find the most effective ways of
reaching associates who want to further their education.

Your ZIP Code

Knowing the geographic areas we reach will help us to serve you and other potential
students better. The easiest way for us to find that out is to ask for your ZIP code. Please
give it to us even if you prefer not to provide your complete postal address. Thanks!

GAHEA Virtual Education Fair
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The Virtual Education Fair Flyer for corporations
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What is a Virtual Poutues witk GAHEA
Education Fair? To schgdule a traditional
Education Fair on your company

It's a chance for your employees site at a date and time
to explore educational options for convenient to you...
themselves through the privacy of and/or...
their computer and in the comfort To schedule a Virtual Education
of their home or office. Fair to allow employees at distant
They can select... sites or who are traveling to

. explore their educational options.
 programs of interest at the

right degree level CONTACT
» preferred formats, including officers@gahea.org
On"n?' day, weekend, or i-’!;kkf C. Palamiotis
evenings Southern Polytechnic State University
« how they wish to be BARSSaas
contacted — phone, email or
i mm
el | GAHEA T
And the information they request is GEQRGIA of cousies Al ::Er:wm% ikl
on its way. No more campus visits
or annoying calls.

EDUEE‘#&E DEGREE PROGRS MS SPECIFICALLY DESIGNED
AULIANCE T2 ST T FRUCATORAL mEeos O
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