INTERNATIONAL ADMISSIONS

Annual Recruitment and Enrollment Plan

This summary document is an overview of the priorities, programs, events, and communications used in international student recruitment at Portland State University.


PRIORITIES:  

Item/event priorities are recorded for planning purposes.

PROGRAMS/EVENTS:  
Fairs, recruitment events, programs and other outreach efforts.

COMMUNICATIONS:  
Mailings, phonecalls, e-mail messages, or chats to target populations.  
                                    CATEGORIES






  COMMUNICATIONS



                             Students


FTF
First-Time Freshman






C
Chat (Online)


TR
Transfer (undergraduate)






EM
E-mail


UG
All Undergraduates (Freshman & Transfers)




F
Fair


IELP
Intensive English Language Program (IELP)



IS
Information Session













MM
Mass Mail (USPS)
           

                Other







PM
Personalized Mail (USPS

ISSS
International Student & Scholar Services




SV
School Visit

NSP
New Student Programs






T
Telephone/Telecounseling

AUGUST

PRIORITIES 

· Preparations for Linden Educational Services Tour to India in September.

· Packing and shipping materials for Linden Educational Services Tour to India in September.

· Preparations for Linden Educational Services Tour to Northeast and Southeast Asia in October.

· Packing and shipping materials for Linden Educational Services Tour to Asia in October.

· Preparations for Linden Educational Services Tour to the Middle East in October/November.

· Preparations for Royal Thai Scholar Recruitment event in Bangkok in October.

· Preparations for OCSC International Education Fair in Bangkok in October.

· Notifying applicants of pending documents required for admission decisions.

· Urgent, priority processing for late fall applicants.

· Rushing I-20 issuance for fall admits.

PROGRAMS/EVENTS
· Fall NSP Orientation Programs 

· FSARC (Faculty Special Admission Review Committee) for UG students seeking conditional university admission.

· IELP (Intensive English Language Program) Information Session for students wishing to change to degree-seeking status.

· Summer Commencement

· Information sessions with special programs groups of students and faculty from overseas (hosted by Extended Studies)
COMMUNICATIONS
· EM

Immediate notification of application receipt (sent daily) to international applicants (all levels), both inside and outside US    (responsibility: international admissions student employees).

· EM

Immediate admission “congratulations” notification the moment an international student is admitted in Banner (responsibility: international admissions evaluator).

· EM

Notification of pending documents needed for I-20 issuance, included with emailed admission notification or sent separately as additional, but inadequate, documents arrive (responsibility: international admissions evaluator).

· EM

Notification that admission packet has been mailed and related Fedex/DHL tracking number when available (responsibility: international admissions student employees).

· EM

All new UG and PB international prospects: important reasons to consider Portland State, application links, encouragement of timely application for priority processing, explanation of rolling admission with no deadlines, and conditional admission with ESL restriction (responsibility: Niko and ARR mailroom). 

· EM

All new GR international prospects: important reasons to consider Portland State, application links, and encouragement of timely application for priority processing (responsibility: Niko and ARR mailroom). 

· EM

E-newsletter (when available and appropriate) to all new international prospects (responsibility: Paula and Niko).
· EM

Online chat invitation (2 weeks prior to chat) and follow-up reminder (2 days before chat) to all international prospects, applicants, and admits for future terms (responsibility: Niko)

· C

All international prospects, applicants, and admits for future terms--multiple chat sessions to coincide with different time zones (responsibility: Karen will coordinate time/date and recruit other Portland State chat participants such as ARR staff, ISS staff, selected currently enrolled international students, and housing representatives).  
· MM
Viewbook, UG international application, & departmental brochure to FTF prospects with US addresses (responsibility: Niko and ARR mailroom).

· MM
Viewbook, Transfer Guide, UG international application, & departmental brochure to TR prospects with US addresses (responsibility: Niko and ARR mailroom).

· PM

New international UG admits with 4.0 GPA and/or first-in-class (responsibility: International Evaluator will forward names and contact information to Agnes for response and appropriate college/department referral).  
· EM

Current Portland State students from India asking them to alert family/friends/alums about September visit to India (responsibility: Paula and/or recruiter and Niko).

· EM

Indian prospects (all levels) regarding September India travel schedule (responsibility: Paula and/or recruiter and Niko).

· EM

Indian applicants (all levels) for terms beyond the current fall quarter regarding September India travel schedule (responsibility: Paula and/or recruiter and Niko).

· EM

Educational advisors/counselors in India regarding September India travel schedule (responsibility: Paula and/or recruiter and Niko).  
SEPTEMBER
PRIORITIES 

· Final preparations for Linden Educational Services Tour to India in September.

· Preparations for Linden Educational Services Tour to Northeast and Southeast Asia in October.

· Preparations for Linden Educational Services Tour to the Middle East in October/November.

· Packing and shipping materials for Linden Educational Services Tour to Middle East in October/November.

· Preparations for Royal Thai Scholar Recruitment event in Bangkok in October. 
· Packing and shipping materials for Royal Thai Scholar Recruitment event in Bangkok in October.
· Preparations for OCSC International Education Fair in Bangkok in October. 
· Packing and shipping materials for OCSC International Education Fair in Bangkok in October. 
· Notifying applicants of pending documents required for admission decisions.
· Urgent, priority processing for late fall applicants.

· Rushing I-20 issuance for fall admits.

· Rushing urgent I-20 issuance for fall admits whose SEVIS records were transferred late to Portland State.

· ESL student registration for fall quarter.

PROGRAMS/EVENTS
· Fall NSP Orientation Programs

· New International Student Orientation

· New Student Week

· Student Convocation

· Fall term begins.

· International Student President’s Welcome Reception hosted by the President’s Office, Office of International Affairs, and the Alumni Assocation.

· Party in the Park

· Multicultural Reception for New Student Week

· FSARC (Faculty Special Admission Review Committee) for UG students seeking conditional university admission.

· IELP (Intensive English Language Program) Information Session for students wishing to change to degree-seeking status.

· Information sessions with special programs groups of students and faculty from overseas (hosted by Extended Studies).
COMMUNICATIONS
· EM

Immediate notification of application receipt (sent daily) to international applicants (all levels), both inside and outside US    (responsibility: international admissions student employees).

· EM

Immediate admission “congratulations” notification the moment an international student is admitted in Banner (responsibility: international admissions evaluator).

· EM

Notification of pending documents needed for I-20 issuance, included with emailed admission notification or sent separately as additional, but inadequate, documents arrive (responsibility: international admissions evaluator).

· EM

Notification that admission packet has been mailed and related Fedex/DHL tracking number when available (responsibility: international admissions student employees).

· EM

All new UG and PB international prospects: important reasons to consider Portland State, application links, encouragement of timely application for priority processing, explanation of rolling admission with no deadlines, and conditional admission with ESL restriction (responsibility: Niko and ARR mailroom). 

· EM

All new GR international prospects: important reasons to consider Portland State, application links, and encouragement of timely application for priority processing (responsibility: Niko and ARR mailroom). 

· EM

E-newsletter (when available and appropriate) to all new international prospects (responsibility: Paula and Niko).

· EM

Online chat invitation (2 weeks prior to chat) and follow-up reminder (2 days before chat) to all international prospects, applicants, and admits for future terms (responsibility: Niko)

· C

All international prospects, applicants, and admits for future terms--multiple chat sessions to coincide with different time zones (responsibility: Karen will coordinate time/date and recruit other Portland State chat participants such as ARR staff, ISS staff, selected currently enrolled international students, and housing representatives).  
· MM
Viewbook, UG international application, & departmental brochure to FTF prospects with US addresses (responsibility: Niko and ARR mailroom).

· MM
Viewbook, Transfer Guide, UG international application, & departmental brochure to TR prospects with US addresses (responsibility: Niko and ARR mailroom).

· PM

New international UG admits with 4.0 GPA and/or first-in-class (responsibility: International Evaluator will forward names and contact information to Agnes for response and appropriate college/department referral).  
· EM

New Student Week events.

· EM

Preview Day (international prospects and applicants with US addresses)

· MM
Preview Day postcard (international prospects and applicants with US addresses)

· EM

Current Portland State students from Singapore, Malaysia, Thailand, Vietnam, Taiwan, Hong Kong, Korea, PR China, and           Japan asking them to alert family/friends/alums about October visits in Asia. 

· EM

Prospects (all levels) from Singapore, Malaysia, Thailand, Vietnam, Taiwan, Hong Kong, Korea, PR China, and Japan regarding October Asia travel schedule.

· EM

Applicants for terms beyond the current fall quarter (all levels) from Singapore, Malaysia, Thailand, Vietnam, Taiwan, Hong Kong, Korea, PR China, and Japan regarding October Asia travel schedule.

· EM

Educational advisors/counselors in Singapore, Malaysia, Thailand, Vietnam, Taiwan, Hong Kong, Korea, PR China, and Japan regarding October Asia travel schedule.

OCTOBER
PRIORITIES 

· Final preparations for Linden Educational Services Tour to Northeast and Southeast Asia in October.

· Final preparations for Linden Educational Services Tour to the Middle East in October/November.

· Final preparations for Royal Thai Scholar Recruitment event in Bangkok in October.

· Final preparations for OCSC International Education Fair in Bangkok in October.

· Notifying applicants of pending documents required for admission decisions.
· Urgent, priority application processing for winter applicants.

· Rushing I-20 issuance for winter admits.
· Immediate entry of data from contact cards collected on Linden Educational Services Tour in India.

· Immediate entry of data from contact cards collected in Bangkok at Royal Thai Scholar event and OCSC Fair.
· Promote Preview Day to international students currently studying at US high schools.

PROGRAMS/EVENTS
· New International Student Orientation Programs at the end of first week of winter term for late arrivals.

· FSARC (Faculty Special Admission Review Committee) for UG students seeking conditional university admission.

· IELP (Intensive English Language Program) Information Session for students wishing to change to degree-seeking status.

· Information sessions with special programs groups of students and faculty from overseas (hosted by Extended Studies).
COMMUNICATIONS
· EM

Immediate notification of application receipt (sent daily) to international applicants (all levels), both inside and outside US    (responsibility: international admissions student employees).

· EM

Immediate admission “congratulations” notification the moment an international student is admitted in Banner (responsibility: international admissions evaluator).

· EM

Notification of pending documents needed for I-20 issuance, included with emailed admission notification or sent separately as additional, but inadequate, documents arrive (responsibility: international admissions evaluator).

· EM

Notification that admission packet has been mailed and related Fedex/DHL tracking number when available (responsibility: international admissions student employees).

· EM

All new UG and PB international prospects: important reasons to consider Portland State, application links, encouragement of timely application for priority processing, explanation of rolling admission with no deadlines, and conditional admission with ESL restriction (responsibility: Niko and ARR mailroom). 

· EM

All new GR international prospects: important reasons to consider Portland State, application links, and encouragement of timely application for priority processing (responsibility: Niko and ARR mailroom). 

· EM

E-newsletter (when available and appropriate) to all new international prospects (responsibility: Paula and Niko).

· EM

Online chat invitation (2 weeks prior to chat) and follow-up reminder (2 days before chat) to all international prospects, applicants, and admits for future terms (responsibility: Niko)

· C

All international prospects, applicants, and admits for future terms--multiple chat sessions to coincide with different time zones (responsibility: Karen will coordinate time/date and recruit other Portland State chat participants such as ARR staff, ISS staff, selected currently enrolled international students, and housing representatives).  
· MM
Viewbook, UG international application, & departmental brochure to FTF prospects with US addresses (responsibility: Niko and ARR mailroom).

· MM
Viewbook, Transfer Guide, UG international application, & departmental brochure to TR prospects with US addresses (responsibility: Niko and ARR mailroom).

· PM

New international UG admits with 4.0 GPA and/or first-in-class (responsibility: International Evaluator will forward names and contact information to Agnes for response and appropriate college/department referral).  
· EM

Preview Day promotion (international UG prospects and applicants with US addresses)

· MM
Preview Day postcard (international UG prospects and applicants with US addresses)

· EM

Current Portland State students from Jordan, United Arab Emirates, Kuwait, Bahrain, and Saudi Arabia asking them to alert family/friends/alums about October/November visits to the Middle East. 

· EM

Prospects (all levels) from Jordan, United Arab Emirates, Kuwait, Bahrain, and Saudi Arabia regarding October/November Middle East travel schedule.

· EM

Applicants for terms beyond the current fall quarter (all levels) from Jordan, United Arab Emirates, Kuwait, Bahrain, and Saudi Arabia regarding October/November Middle East travel schedule.

· EM

Educational advisors/counselors in Jordan, United Arab Emirates, Kuwait, Bahrain, and Saudi Arabia regarding October/November Middle East travel schedule.

· EM

Students met during September Linden Educational Services Tour in India.

· EM

Educational advisors/counselors met during September Linden Educational Services Tour in India.

NOVEMBER
PRIORITIES 

· Notifying applicants of pending documents required for admission decisions.
· Urgent, priority application processing for winter applicants.

· Rushing I-20 issuance for winter admits.
· Immediate entry of data from contact cards collected on Asia Linden Educational Services Tour.

· Immediate entry of data from contact cards collected on Middle East Linden Educational Services Tour.
· Immediate entry of data from contact cards collected during Royal Thai Scholar Recruitment event in Bangkok.

· Immediate entry of data from contact cards collected during OCSC International Education Fair in Bangkok.

· Students met during these the Asia Linden Educational Services Tour in October.
· Educational advisors/counselors met during these the Asia Linden Educational Services Tour in October.

· Follow-up with students met during these the Middle East Linden Educational Services Tour in October/November.

· Follow-up with educational advisors/counselors met during these the Middle East Linden Educational Services Tour in October/November.

· Follow-up with students met during the Bangkok Royal Thai Scholar Recruitment event in October.

· Follow-up with educational advisors/counselors met during the Bangkok Royal Thai Scholar Recruitment event in October.

· Follow-up with students met during the OCSC International Education Fair in October.

· Follow-up with educational advisors/counselors met during the OCSC International Education Fair in October.

PROGRAMS/EVENTS
· NSP Orientation Programs

· Preview Day

· FSARC (Faculty Special Admission Review Committee) for UG students seeking conditional university admission.

· IELP (Intensive English Language Program) Information Session for students wishing to change to degree-seeking status.

· Information sessions with special programs groups of students and faculty from overseas (hosted by Extended Studies).
· Portland and Seattle NACAC Fairs
COMMUNICATIONS
· EM

Immediate notification of application receipt (sent daily) to international applicants (all levels), both inside and outside US    (responsibility: international admissions student employees).

· EM

Immediate admission “congratulations” notification the moment an international student is admitted in Banner (responsibility: international admissions evaluator).

· EM

Notification of pending documents needed for I-20 issuance, included with emailed admission notification or sent separately as additional, but inadequate, documents arrive (responsibility: international admissions evaluator).

· EM

Notification that admission packet has been mailed and related Fedex/DHL tracking number when available (responsibility: international admissions student employees).

· EM

All new UG and PB international prospects: important reasons to consider Portland State, application links, encouragement of timely application for priority processing, explanation of rolling admission with no deadlines, and conditional admission with ESL restriction (responsibility: Niko and ARR mailroom). 

· EM

All new GR international prospects: important reasons to consider Portland State, application links, and encouragement of timely application for priority processing (responsibility: Niko and ARR mailroom). 

· EM

E-newsletter (when available and appropriate) to all new international prospects (responsibility: Paula and Niko).

· EM

Online chat invitation (2 weeks prior to chat) and follow-up reminder (2 days before chat) to all international prospects, applicants, and admits for future terms (responsibility: Niko)

· C

All international prospects, applicants, and admits for future terms--multiple chat sessions to coincide with different time zones (responsibility: Karen will coordinate time/date and recruit other Portland State chat participants such as ARR staff, ISS staff, selected currently enrolled international students, and housing representatives).  
· MM
Viewbook, UG international application, & departmental brochure to FTF prospects with US addresses (responsibility: Niko and ARR mailroom).

· MM
Viewbook, Transfer Guide, UG international application, & departmental brochure to TR prospects with US addresses (responsibility: Niko and ARR mailroom).

· PM

New international UG admits with 4.0 GPA and/or first-in-class (responsibility: International Evaluator will forward names and contact information to Agnes for response and appropriate college/department referral).  
· EM

Students met during October Asia Linden Educational Services Tour.

· EM

Educational advisors/counselors met during October Asia Linden Educational Services Tour in India

· EM

Students met during October/November Middle East Linden Educational Services Tour.

· EM

Educational advisors/counselors met during October/November Middle East Linden Educational Services Tour.
· EM

Students met during October Bangkok Royal Thai Scholar Recruitment event.

· EM

Educational advisors/counselors met during October Bangkok Royal Thai Scholar Recruitment event.

· EM

Students met during October OCSC International Education Fair.

· EM

Educational advisors/counselors met during October OCSC International Education Fair.

DECEMBER
PRIORITIES 

· Notifying applicants of pending documents required for admission decisions.

· Urgent, priority application processing for winter applicants.

· Rushing I-20 issuance for winter and spring admits.

PROGRAMS/EVENTS
· NSP Orientation Programs

· FSARC (Faculty Special Admission Review Committee) for UG students seeking conditional university admission.

· IELP (Intensive English Language Program) Information Session for students wishing to change to degree-seeking status.

· Information sessions with special programs groups of students and faculty from overseas (hosted by Extended Studies)
COMMUNICATIONS
· EM

Immediate notification of application receipt (sent daily) to international applicants (all levels), both inside and outside US    (responsibility: international admissions student employees).

· EM

Immediate admission “congratulations” notification the moment an international student is admitted in Banner (responsibility: international admissions evaluator).

· EM

Notification of pending documents needed for I-20 issuance, included with emailed admission notification or sent separately as additional, but inadequate, documents arrive (responsibility: international admissions evaluator).

· EM

Notification that admission packet has been mailed and related Fedex/DHL tracking number when available (responsibility: international admissions student employees).

· EM

All new UG and PB international prospects: important reasons to consider Portland State, application links, encouragement of timely application for priority processing, explanation of rolling admission with no deadlines, and conditional admission with ESL restriction (responsibility: Niko and ARR mailroom). 

· EM

All new GR international prospects: important reasons to consider Portland State, application links, and encouragement of timely application for priority processing (responsibility: Niko and ARR mailroom). 

· EM

E-newsletter (when available and appropriate) to all new international prospects (responsibility: Paula and Niko).

· EM

Online chat invitation (2 weeks prior to chat) and follow-up reminder (2 days before chat) to all international prospects, applicants, and admits for future terms (responsibility: Niko)

· C

All international prospects, applicants, and admits for future terms--multiple chat sessions to coincide with different time zones (responsibility: Karen will coordinate time/date and recruit other Portland State chat participants such as ARR staff, ISS staff, selected currently enrolled international students, and housing representatives).  
· MM
Viewbook, UG international application, & departmental brochure to FTF prospects with US addresses (responsibility: Niko and ARR mailroom).

· MM
Viewbook, Transfer Guide, UG international application, & departmental brochure to TR prospects with US addresses (responsibility: Niko and ARR mailroom).

· PM

New international UG admits with 4.0 GPA and/or first-in-class (responsibility: International Evaluator will forward names and contact information to Agnes for response and appropriate college/department referral).  
· EM

PSU Friday promotion (international UG prospects and applicants with US addresses)

· MM
PSU Friday postcard (international UG prospects and applicants with US addresses)

JANUARY
PRIORITIES 

· Notifying applicants of pending documents required for admission decisions.

· Urgent, priority application processing for last-minute winter term applicants.
· Rushing I-20 issuance for spring admits.

· Rushing urgent I-20 issuance for winter admits whose SEVIS records were transferred late to Portland State.

· ESL student registration for winter quarter.

· Notification of scholarship possibilities and deadlines.

PROGRAMS/EVENTS
· New International Student Orientation Programs prior to the first day of winter term.

· Winter term begins.

· New International Student Orientation Programs at the end of first week of winter term for late arrivals.

· FSARC (Faculty Special Admission Review Committee) for UG students seeking conditional university admission.

· IELP (Intensive English Language Program) Information Session for students wishing to change to degree-seeking status.

· Information sessions with special programs groups of students and faculty from overseas (hosted by Extended Studies).
· PSU Friday (international students studying in area schools)

COMMUNICATIONS
· EM

Immediate notification of application receipt (sent daily) to international applicants (all levels), both inside and outside US    (responsibility: international admissions student employees).

· EM

Immediate admission “congratulations” notification the moment an international student is admitted in Banner (responsibility: international admissions evaluator).

· EM

Notification of pending documents needed for I-20 issuance, included with emailed admission notification or sent separately as additional, but inadequate, documents arrive (responsibility: international admissions evaluator).

· EM

Notification that admission packet has been mailed and related Fedex/DHL tracking number when available (responsibility: international admissions student employees).

· EM

All new UG and PB international prospects: important reasons to consider Portland State, application links, encouragement of timely application for priority processing, explanation of rolling admission with no deadlines, and conditional admission with ESL restriction (responsibility: Niko and ARR mailroom). 

· EM

All new GR international prospects: important reasons to consider Portland State, application links, and encouragement of timely application for priority processing (responsibility: Niko and ARR mailroom). 

· EM

E-newsletter (when available and appropriate) to all new international prospects (responsibility: Paula and Niko).

· EM

Online chat invitation (2 weeks prior to chat) and follow-up reminder (2 days before chat) to all international prospects, applicants, and admits for future terms (responsibility: Niko)

· C

All international prospects, applicants, and admits for future terms--multiple chat sessions to coincide with different time zones (responsibility: Karen will coordinate time/date and recruit other Portland State chat participants such as ARR staff, ISS staff, selected currently enrolled international students, and housing representatives).  
· MM
Viewbook, UG international application, & departmental brochure to FTF prospects with US addresses (responsibility: Niko and ARR mailroom).

· MM
Viewbook, Transfer Guide, UG international application, & departmental brochure to TR prospects with US addresses (responsibility: Niko and ARR mailroom).

· PM

New international UG admits with 4.0 GPA and/or first-in-class (responsibility: International Evaluator will forward names and contact information to Agnes for response and appropriate college/department referral).  
· EM

Hawaii Orientation invitation to all applicants and admitted UG students in Japan and other close proximity Asian countries (applicants will be encouraged to complete admission process as quickly as possible in order to be eligible to participate).
· EM

PSU Friday promotion (international UG prospects and applicants with US addresses)

· EM

Notification to all prospects for future terms of scholarship possibilities and deadlines.
· MM
Request for Viking Scholar nominations to HS counselors (for international students studying in area high schools)

FEBRUARY
PRIORITIES 

· Notifying applicants of pending documents required for admission decisions.

· Urgent, priority application processing for spring term applicants.

· Rushing I-20 issuance for spring admits.

· Notification of scholarship possibilities and deadlines.

PROGRAMS/EVENTS
· FSARC (Faculty Special Admission Review Committee) for UG students seeking conditional university admission.

· IELP (Intensive English Language Program) Information Session for students wishing to change to degree-seeking status.

· Information sessions with special programs groups of students and faculty from overseas (hosted by Extended Studies).

· PSU Friday (international students studying in area schools)

COMMUNICATIONS
· EM

Immediate notification of application receipt (sent daily) to international applicants (all levels), both inside and outside US    (responsibility: international admissions student employees).

· EM

Immediate admission “congratulations” notification the moment an international student is admitted in Banner (responsibility: international admissions evaluator).

· EM

Notification of pending documents needed for I-20 issuance, included with emailed admission notification or sent separately as additional, but inadequate, documents arrive (responsibility: international admissions evaluator).

· EM

Notification that admission packet has been mailed and related Fedex/DHL tracking number when available (responsibility: international admissions student employees).

· EM

All new UG and PB international prospects: important reasons to consider Portland State, application links, encouragement of timely application for priority processing, explanation of rolling admission with no deadlines, and conditional admission with ESL restriction (responsibility: Niko and ARR mailroom). 

· EM

All new GR international prospects: important reasons to consider Portland State, application links, and encouragement of timely application for priority processing (responsibility: Niko and ARR mailroom). 

· EM

E-newsletter (when available and appropriate) to all new international prospects (responsibility: Paula and Niko).

· EM

Online chat invitation (2 weeks prior to chat) and follow-up reminder (2 days before chat) to all international prospects, applicants, and admits for future terms (responsibility: Niko)

· C

All international prospects, applicants, and admits for future terms--multiple chat sessions to coincide with different time zones (responsibility: Karen will coordinate time/date and recruit other Portland State chat participants such as ARR staff, ISS staff, selected currently enrolled international students, and housing representatives).  
· MM
Viewbook, UG international application, & departmental brochure to FTF prospects with US addresses (responsibility: Niko and ARR mailroom).

· MM
Viewbook, Transfer Guide, UG international application, & departmental brochure to TR prospects with US addresses (responsibility: Niko and ARR mailroom).

· PM

New international UG admits with 4.0 GPA and/or first-in-class (responsibility: International Evaluator will forward names and contact information to Agnes for response and appropriate college/department referral).  
· EM
Hawaii Orientation invitation to all applicants and admitted UG students in Japan and other close proximity Asian countries (applicants will be encouraged to complete admission process as quickly as possible in order to be eligible to participate).

· EM
PSU Friday promotion (international UG prospects and applicants with US addresses)

· T


Reminder call to HS counselors for Viking Scholar nominations (for international students in area high schools)

MARCH
PRIORITIES 

· Notifying applicants of pending documents required for admission decisions.

· Urgent, priority application processing for spring term applicants.

· Rushing I-20 issuance for spring, summer, and fall admits.

· Rushing urgent I-20 issuance for spring admits whose SEVIS records were transferred late to Portland State.

· Notification of scholarship possibilities and deadlines.

PROGRAMS/EVENTS
· New International Student Orientation Programs prior to the first day of spring term.

· New International Student Orientation Programs at the end of first week of spring term for late arrivals.

· FSARC (Faculty Special Admission Review Committee) for UG students seeking conditional university admission.

· IELP (Intensive English Language Program) Information Session for students wishing to change to degree-seeking status.

· Information sessions with special programs groups of students and faculty from overseas (hosted by Extended Studies).
COMMUNICATIONS
· EM

Immediate notification of application receipt (sent daily) to international applicants (all levels), both inside and outside US    (responsibility: international admissions student employees).

· EM

Immediate admission “congratulations” notification the moment an international student is admitted in Banner (responsibility: international admissions evaluator).

· EM

Notification of pending documents needed for I-20 issuance, included with emailed admission notification or sent separately as additional, but inadequate, documents arrive (responsibility: international admissions evaluator).

· EM

Notification that admission packet has been mailed and related Fedex/DHL tracking number when available (responsibility: international admissions student employees).

· EM

All new UG and PB international prospects: important reasons to consider Portland State, application links, encouragement of timely application for priority processing, explanation of rolling admission with no deadlines, and conditional admission with ESL restriction (responsibility: Niko and ARR mailroom). 

· EM

All new GR international prospects: important reasons to consider Portland State, application links, and encouragement of timely application for priority processing (responsibility: Niko and ARR mailroom). 

· EM

E-newsletter (when available and appropriate) to all new international prospects (responsibility: Paula and Niko).

· EM

Online chat invitation (2 weeks prior to chat) and follow-up reminder (2 days before chat) to all international prospects, applicants, and admits for future terms (responsibility: Niko)

· C

All international prospects, applicants, and admits for future terms--multiple chat sessions to coincide with different time zones (responsibility: Karen will coordinate time/date and recruit other Portland State chat participants such as ARR staff, ISS staff, selected currently enrolled international students, and housing representatives).  
· MM
Viewbook, UG international application, & departmental brochure to FTF prospects with US addresses (responsibility: Niko and ARR mailroom).

· MM
Viewbook, Transfer Guide, UG international application, & departmental brochure to TR prospects with US addresses (responsibility: Niko and ARR mailroom).

· PM

New international UG admits with 4.0 GPA and/or first-in-class (responsibility: International Evaluator will forward names and contact information to Agnes for response and appropriate college/department referral).  
· EM
Hawaii Orientation invitation to all applicants and admitted UG students in Japan and other close proximity Asian countries (applicants will be encouraged to complete admission process as quickly as possible in order to be eligible to participate).

· EM
PSU Friday promotion (international UG prospects and applicants with US addresses)
· T


PSU Friday and housing (international UG prospects and applicants with US addresses)

· MM
Viking Scholars Invitation (international students studying at US high schools)
APRIL
PRIORITIES 

· Notifying applicants of pending documents required for admission decisions.

· Urgent, priority application processing for spring term applicants.

· Rushing I-20 issuance for summer and fall admits.

· Rushing urgent I-20 issuance for spring admits whose SEVIS records were transferred late to Portland State.

· ESL student registration for spring quarter.

PROGRAMS/EVENTS
· New International Student Orientation Programs prior to the first day of spring term.

· Spring term begins.

· New International Student Orientation Programs at the end of first week of spring term for late arrivals.

· Viking Scholars Reception.

· PSU Friday (international students studying in area schools).
· Hawaii Orientation and Reception.

· FSARC (Faculty Special Admission Review Committee) for UG students seeking conditional university admission.

· IELP (Intensive English Language Program) Information Session for students wishing to change to degree-seeking status.

· Information sessions with special programs groups of students and faculty from overseas (hosted by Extended Studies).

COMMUNICATIONS
· EM

Immediate notification of application receipt (sent daily) to international applicants (all levels), both inside and outside US    (responsibility: international admissions student employees).

· EM

Immediate admission “congratulations” notification the moment an international student is admitted in Banner (responsibility: international admissions evaluator).

· EM

Notification of pending documents needed for I-20 issuance, included with emailed admission notification or sent separately as additional, but inadequate, documents arrive (responsibility: international admissions evaluator).

· EM

Notification that admission packet has been mailed and related Fedex/DHL tracking number when available (responsibility: international admissions student employees).

· EM

All new UG and PB international prospects: important reasons to consider Portland State, application links, encouragement of timely application for priority processing, explanation of rolling admission with no deadlines, and conditional admission with ESL restriction (responsibility: Niko and ARR mailroom). 

· EM

All new GR international prospects: important reasons to consider Portland State, application links, and encouragement of timely application for priority processing (responsibility: Niko and ARR mailroom). 

· EM

E-newsletter (when available and appropriate) to all new international prospects (responsibility: Paula and Niko).

· EM

Online chat invitation (2 weeks prior to chat) and follow-up reminder (2 days before chat) to all international prospects, applicants, and admits for future terms (responsibility: Niko)

· C

All international prospects, applicants, and admits for future terms--multiple chat sessions to coincide with different time zones (responsibility: Karen will coordinate time/date and recruit other Portland State chat participants such as ARR staff, ISS staff, selected currently enrolled international students, and housing representatives).  
· MM
Viewbook, UG international application, & departmental brochure to FTF prospects with US addresses (responsibility: Niko and ARR mailroom).

· MM
Viewbook, Transfer Guide, UG international application, & departmental brochure to TR prospects with US addresses (responsibility: Niko and ARR mailroom).

· PM

New international UG admits with 4.0 GPA and/or first-in-class (responsibility: International Evaluator will forward names and contact information to Agnes for response and appropriate college/department referral).  
· EM

PSU Friday promotion (international UG prospects and applicants with US addresses)

MAY
PRIORITIES 

· Notifying applicants of pending documents required for admission decisions.

· Urgent, priority application processing for summer and fall term applicants.

PROGRAMS/EVENTS
· PSU Friday (international students studying in area schools)

· FSARC (Faculty Special Admission Review Committee) for UG students seeking conditional university admission.

· IELP (Intensive English Language Program) Information Session for students wishing to change to degree-seeking status.

· Information sessions with special programs groups of students and faculty from overseas (hosted by Extended Studies).

· International Night (and other country-region specific cultural nights such as India Night, Saudi Arabia Night, Africa Night, etc.).

COMMUNICATIONS
· EM

Immediate notification of application receipt (sent daily) to international applicants (all levels), both inside and outside US    (responsibility: international admissions student employees).

· EM

Immediate admission “congratulations” notification the moment an international student is admitted in Banner (responsibility: international admissions evaluator).

· EM

Notification of pending documents needed for I-20 issuance, included with emailed admission notification or sent separately as additional, but inadequate, documents arrive (responsibility: international admissions evaluator).

· EM

Notification that admission packet has been mailed and related Fedex/DHL tracking number when available (responsibility: international admissions student employees).

· EM

All new UG and PB international prospects: important reasons to consider Portland State, application links, encouragement of timely application for priority processing, explanation of rolling admission with no deadlines, and conditional admission with ESL restriction (responsibility: Niko and ARR mailroom). 

· EM

All new GR international prospects: important reasons to consider Portland State, application links, and encouragement of timely application for priority processing (responsibility: Niko and ARR mailroom). 

· EM

E-newsletter (when available and appropriate) to all new international prospects (responsibility: Paula and Niko).

· EM

Online chat invitation (2 weeks prior to chat) and follow-up reminder (2 days before chat) to all international prospects, applicants, and admits for future terms (responsibility: Niko)

· C

All international prospects, applicants, and admits for future terms--multiple chat sessions to coincide with different time zones (responsibility: Karen will coordinate time/date and recruit other Portland State chat participants such as ARR staff, ISS staff, selected currently enrolled international students, and housing representatives).  
· MM
Viewbook, UG international application, & departmental brochure to FTF prospects with US addresses (responsibility: Niko and ARR mailroom).

· MM
Viewbook, Transfer Guide, UG international application, & departmental brochure to TR prospects with US addresses (responsibility: Niko and ARR mailroom).

· PM

New international UG admits with 4.0 GPA and/or first-in-class (responsibility: International Evaluator will forward names and contact information to Agnes for response and appropriate college/department referral).  
JUNE
PRIORITIES 

· Notifying applicants of pending documents required for admission decisions.

· Urgent, priority application processing for summer and fall term applicants.

· Rushing urgent I-20 issuance for summer admits whose SEVIS records were transferred late to Portland State.

· ESL student registration for summer quarter.

· Review publications and make edits as appropriate for the next recruitment cycle.

· Inventory publication stock and order quantities necessary for fall overseas recruitment activities.

PROGRAMS/EVENTS
· New International Student Orientation Programs prior to the first day of summer term.

· Summer term begins.

· New International Student Orientation Programs at the end of first week of summer term for late arrivals.

· FSARC (Faculty Special Admission Review Committee) for UG students seeking conditional university admission.

· IELP (Intensive English Language Program) Information Session for students wishing to change to degree-seeking status.

· Information sessions with special programs groups of students and faculty from overseas (hosted by Extended Studies).

· Spring Commencement.

· Multicultural Commencement Ceremony.
COMMUNICATIONS
· EM

Immediate notification of application receipt (sent daily) to international applicants (all levels), both inside and outside US    (responsibility: international admissions student employees).

· EM

Immediate admission “congratulations” notification the moment an international student is admitted in Banner (responsibility: international admissions evaluator).

· EM

Notification of pending documents needed for I-20 issuance, included with emailed admission notification or sent separately as additional, but inadequate, documents arrive (responsibility: international admissions evaluator).

· EM

Notification that admission packet has been mailed and related Fedex/DHL tracking number when available (responsibility: international admissions student employees).

· EM

All new UG and PB international prospects: important reasons to consider Portland State, application links, encouragement of timely application for priority processing, explanation of rolling admission with no deadlines, and conditional admission with ESL restriction (responsibility: Niko and ARR mailroom). 

· EM

All new GR international prospects: important reasons to consider Portland State, application links, and encouragement of timely application for priority processing (responsibility: Niko and ARR mailroom). 

· EM

E-newsletter (when available and appropriate) to all new international prospects (responsibility: Paula and Niko).

· EM

Online chat invitation (2 weeks prior to chat) and follow-up reminder (2 days before chat) to all international prospects, applicants, and admits for future terms (responsibility: Niko)

· C

All international prospects, applicants, and admits for future terms--multiple chat sessions to coincide with different time zones (responsibility: Karen will coordinate time/date and recruit other Portland State chat participants such as ARR staff, ISS staff, selected currently enrolled international students, and housing representatives).  
· MM
Viewbook, UG international application, & departmental brochure to FTF prospects with US addresses (responsibility: Niko and ARR mailroom).

· MM
Viewbook, Transfer Guide, UG international application, & departmental brochure to TR prospects with US addresses (responsibility: Niko and ARR mailroom).

· PM

New international UG admits with 4.0 GPA and/or first-in-class (responsibility: International Evaluator will forward names and contact information to Agnes for response and appropriate college/department referral).  
JULY
PRIORITIES 

· Notifying applicants of pending documents required for admission decisions.

· Urgent, priority application processing for fall term applicants.

· Rushing I-20 issuance for summer and fall admits.

· Rushing urgent I-20 issuance for summer admits whose SEVIS records were transferred late to Portland State.

· ESL student registration for summer quarter.

· Review publications and make edits as appropriate for the next recruitment cycle.

· Inventory publication stock and order quantities necessary for fall overseas recruitment activities.

PROGRAMS/EVENTS
· New International Student Orientation Programs prior to the first day of summer term.

· New International Student Orientation Programs at the end of first week of summer term for late arrivals.

· FSARC (Faculty Special Admission Review Committee) for UG students seeking conditional university admission.

· IELP (Intensive English Language Program) Information Session for students wishing to change to degree-seeking status.

· Information sessions with special programs groups of students and faculty from overseas (hosted by Extended Studies).

COMMUNICATIONS
· EM

Immediate notification of application receipt (sent daily) to international applicants (all levels), both inside and outside US    (responsibility: international admissions student employees).

· EM

Immediate admission “congratulations” notification the moment an international student is admitted in Banner (responsibility: international admissions evaluator).

· EM

Notification of pending documents needed for I-20 issuance, included with emailed admission notification or sent separately as additional, but inadequate, documents arrive (responsibility: international admissions evaluator).

· EM

Notification that admission packet has been mailed and related Fedex/DHL tracking number when available (responsibility: international admissions student employees).

· EM

All new UG and PB international prospects: important reasons to consider Portland State, application links, encouragement of timely application for priority processing, explanation of rolling admission with no deadlines, and conditional admission with ESL restriction (responsibility: Niko and ARR mailroom). 

· EM

All new GR international prospects: important reasons to consider Portland State, application links, and encouragement of timely application for priority processing (responsibility: Niko and ARR mailroom). 

· EM

E-newsletter (when available and appropriate) to all new international prospects (responsibility: Paula and Niko).

· EM

Online chat invitation (2 weeks prior to chat) and follow-up reminder (2 days before chat) to all international prospects, applicants, and admits for future terms (responsibility: Niko)

· C

All international prospects, applicants, and admits for future terms--multiple chat sessions to coincide with different time zones (responsibility: Karen will coordinate time/date and recruit other Portland State chat participants such as ARR staff, ISS staff, selected currently enrolled international students, and housing representatives).  
· MM
Viewbook, UG international application, & departmental brochure to FTF prospects with US addresses (responsibility: Niko and ARR mailroom).

· MM
Viewbook, Transfer Guide, UG international application, & departmental brochure to TR prospects with US addresses (responsibility: Niko and ARR mailroom).

· PM

New international UG admits with 4.0 GPA and/or first-in-class (responsibility: International Evaluator will forward names and contact information to Agnes for response and appropriate college/department referral).  
