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The mission of the Class Correspondents is to 

foster and strengthen relationships between 

Alumnus/a and Alma Mater while soliciting 

support for the College’s mission. 
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THE CORRESPONDENTS 

There are 91 active Class Correspondents, all of whom participated in Class Mail Fall 2011.  

 

CLASS CORRESPONDENTS   STATE CORRESPONDENTS 

2000 6   Kentucky 51 
2001 6   DC 6 
2002 8   Ohio 5 
2003 6   Tennessee 4 
2004 5   Illinois 3 
2005 7   Maryland 3 
2006 10   North Carolina 3 
2007 9   Texas 3 
2008 6   Virginia 3 
2009 8   Alabama 2 
2010 11   Michigan 2 
2011 9   New Jersey 2 

TOTAL 91   Arizona 1 
    South Carolina 1 
    INTERNATIONAL 2 

FEMALE 43     

MALE 48     

 

 

Note: There are two married couples participating as a single correspondent. These couples are counted as 1 in 

these counts. 
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PROCESS 

This is the model used to plan the Class Mail project. Some processes were altered slightly to adapt to 

unforeseen circumstances.  

 

 

 

 

 

 

 

 

 

 

 

 

Feedback from each of these tasks is included later in this report, accompanied by suggestions for improvement. 

CONTACT ALLOCATION (pt1) 

This is a one-time process 

that must be completed by all 

new correspondents - using a 

Qualtrics form to rate the 

strength of their relationship 

to each of their classmates.  

CONTACT ALLOCATION (pt2) 

All members of the class are 

assigned to a Correspondent 

as a ‘Contact’. Lists are shared 

via email, and Correspondents 

have an opportunity to 

decline or exchange contacts. 

FIVE MINUTE LETTER  

Correspondents use a 

Qualtrics form to create their 

own letter. Letters can follow 

three basic templates or can 

be almost entirely 

customized.  

LETTER PROCESSING 

Office of Development puts 

together letters and emails a 

PDF proof to Correspondents. 

Letters are then printed with 

pledge cards and envelopes.  

 

BATCH MAILING 

Office of Development mails 

letters to Correspondents in 

packages. Packages were 

mailed in three batches with 

different drop dates. 

SIGN AND SEND 

Correspondents receive 

letters and personalize each 

one. When this is complete, 

letters are ‘dropped’ in the 

mail. 
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FIVE MINUTE LETTER 

The Five Minute Letter (FML) tool was designed in-house using Qualtrics software. Although not without 

problems (see Feedback section), the tool allowed Correspondents to create their own solicitation letter in a 

very short amount of time. 

 88 Correspondents (97%) used the FML tool to create a letter. The remaining 3% used a standard letter 

created by the Office of Development. 

Correspondents had the following customization options: 

 Formatting – choice of seven fonts 

 Opening Paragraph – choice of standard opening or write your own 

 Main Body – choice of three different options or write your own 

 Closing Paragraph – Choice of two standard options 

Correspondents could customize various parts of the text for the letter. 

 37 (42%) were fully customized (wrote their own opening paragraph and main body). 

 17 (19%) were partly customized (7 wrote their own opening paragraph, while 10 wrote their own the 

main body). 

 34 (39%) used one of the standard templates. 

There was a choice of three options for the main body of the letter, using three different focus points, described 

as nostalgia, financial aid, and rankings. Forty-one Correspondents used a template for the main body. 

 31 (75%) chose the nostalgia themed letter. 

 6 (15%) chose the financial aid themed letter. 

 4 (10%) chose the rankings themed letter. 
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EXPENDITURE 

ITEM COST COST PER INDIVIDUAL LETTER 

Envelopes 201.02 0.06 

Paper 51.17 0.02 

Return Envelopes 189.52 0.06 

Pledge Cards 74.92 0.02 

Postage (Stamps) 1408.00 0.44 

SUB TOTAL $1,924.64 $0.60 

   

Package Envelopes 21.84 0.01 

Package Postage 536.45 0.16 

SUB TOTAL $558.29 $0.17 

   

TOTAL $2,482.93 $0.77 
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EARLY INDICATORS 

It is expected that the Class Correspondents will be a positive force for alumni relations, but in these early 

stages, the only tangible way to measure success is by the gift income we receive. That said, it is too early to 

report final numbers for the Class Mail project. Gifts will continue to come in for the remainder of the fiscal year 

in response to this mailing and our current Phonathon program, so a comprehensive analysis will take place 

after June 30, 2012. 

 

Once the current Phonathon program concludes at the end of November, we will be able to look at short term 

results. This data will be published in December 2011 and made available to Correspondents. Until this time, 

this review offers a more anecdotal approach to reporting outcomes. 

 

ANECODTAL SUCCESS STORIES 

At October 31, 2011, the fall Phonathon season was halfway complete. At this point… 

 Over $30,000 has been recorded in gifts and pledges from members of the participating classes.  

 62% of donors to date have increased their gift from the last fiscal year. 

 10% of donors to date have increased their gift from the last fiscal year by $100 or more. 

 There has been many positive notes and electronic messages received by Correspondents with promises 

to contribute to Centre later in the fiscal year.  

 Our phonathon callers have received positive comments from individuals who received a letter from a 

classmate. There have been no negative reactions to speak of. 
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SURVEY RESPONDENTS 

Correspondents had the opportunity to complete a short survey regarding their experience in the Class Mail 

project. 

 

CLASS SURVEY 
RESPONDENTS 

PERCENTAGE 

2000 4 67% 

2001 3 50% 

2002 6 75% 

2003 6 100% 

2004 3 60% 

2005 4 57% 

2006 7 70% 

2007 3 33% 

2008 4 67% 

2009 5 62% 

2010 8 73% 

2011 5 55% 

TOTAL 58 64% 
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RECEIPT OF LETTERS 

 36% of respondents reported that some letters were damaged upon receipt. This was almost entirely 

minor damage, such as slightly wrinkled edges and frayed corners. Several respondents suggested 

mailing letters in a box/cardboard envelope or stuffing envelopes before mailing.  

 7% of respondents reported that something was missing from their package. This was usually a reply 

envelope or a stamp.  

 

TIME COMMITMENT  

 34% of respondents reported that it took between 20 – 40 minutes to sign and mail their letters. 

 43% reported that it took between 40 and 60 minutes. 

 22% reported that it took more than 60 minutes. 
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PROJECT RATING AND SUGGESTIONS FOR IMPROVEMENT 

 VERY GOOD GOOD INDIFFERENT BAD VERY BAD 

Contact Allocation Task 26 (45% 28 (49%) 2 (3%) 2 (3%) 0 

Five Minute Letter Tool 37 (64%) 17 (30%) 2(3%) 2 (3%) 0 

Letter Signing Task 31 (53%) 26 (45%) 1 (2%) 0 0 

Project Time Commitment  34 (59%) 22 (38%) 2 (3%) 0 0 

Overall Ease of Project 42 (72%) 16 (28%) 0 0 0 

Explanation of Project 44 (76%) 14 (24%) 0 0 0 

Overall Class Mail Project 35 (60%) 22 (38%) 1 (2%) 0 0 

 

98% of respondents gave the overall project a ‘good’ or ‘very good’ rating.  
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CONCLUSIONS 

1. The level of customization available for the Five Minute Letter was extremely popular, and some 

Correspondents even expressed an interest in having more options in the future. While customization 

will continue to be a central feature of the program, we will also have to seek ways to streamline this 

process. It is also important that Correspondents get an opportunity to view their completed letter 

promptly after creating it (automating this would be ideal). 

 

2. We will look into alternative methods for shipping the packages of letters to avoid damage.  

 

3. The timeframe between receiving letters and the drop day needs to be extended. A more flexible drop 

date (e.g. September 2011) might be appropriate. 

 

4. We need to feedback information to Correspondents more promptly (e.g. when a gift has been made) and 

also open better channels for Correspondents to feed information to the Office of Development. One thing 

that is in the works to improve this is a web-based reporting system that will allow Correspondents to log 

into CentreLink to see a list of their contacts and their respective giving status.  

 

5. Further to this, we should develop a logistics plan for Correspondents to properly thank their contacts 

once a gift has been made. 

 

6. There will be an opportunity for Correspondents to exchange contacts at the end of the year. This will 

allow the relationships that are working to strengthen and to try something new with those that are not.  

 

7. We will seek to recruit some new Correspondents for some classes that are not at target. This will occur 

in the spring, so that new Correspondents will begin working in the fall. 
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OPEN TEXT RESPONSES FROM SURVEY 

Correspondents suggestions are listed here, with our comments (if applicable) on the right. Suggestions were 

grouped to avoid duplicating responses to similar ideas.  

CORRESPONDENT SUGGESTIONS DEVELOPMENT RESPONSE 

CONTACTS 
Perhaps this is due to my input to the contact allocation, but there were a fairly sizable 
number of contacts that I do not know. It made personalizing those letters somewhat 
difficult. Overall, I think that this is a great idea and the first effort is off to a good start. 
-- 
I think we probably needed one or two more people to help (particularly those that are 
from different friend circles).  That would have really cut down on the amount of time 
required but also would reduce the number of letters I sent under my name to folks that I 
barely knew. 
-- 
If it is important to make personal contact we should thank those who contribute by 
handwritten thank you cards as well. We should see this through from beginning to end. 
Otherwise it isn't very personal. 
-- 
Class size makes the contact allocation process cumbersome. 
-- 
Some of the contacts I was assigned did not graduate from Centre. Although they might fit 
into the "alumni" category, it felt a bit unnatural to send them a letter talking about why I 
love Centre and how they should give money when they transferred away at some point. I 
certainly don't mind signing their letter, but I wonder how many non-graduates give 
money to make the time and postage worth it. 
 

 
This will likely always be a problem, 
but we are working on ways to 
improve the allocation process to make 
it as effective as possible for future 
classes. There will also be an 
opportunity to make changes to contact 
lists at the end of the year. 
 
We will be looking to recruit some new 
correspondents to each class for next 
year to ease the workload. This is more 
problematic in some class than others.  
 
It is certainly in the plans for 
Correspondents to personally thank 
their contacts - the only concern is the 
logistics of letting you know when a 
contact has made a gift. We are 
planning to do this for the current year. 
 
Many alumni who did not graduate 
from Centre are still good donors. We 
use a philosophy that it is for the 
alumnus to decide whether or not to 
give, and we should not decide for 
them. Most ‘non-graduates’ who do not 
want to give ask us not to solicit them 
anymore, at which point we stop. This 
said, it is absolutely worth evaluating 
the cost-effectiveness of all segments, 
and we will do this for this group.  
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CUSTOMIZATION  
I liked the customization feature of the letters (and how there were several templates); 
that said, once I knew who my contacts were, I realized that I would have used different 
approaches for different people if I had that flexibility (for instance, the "ranking" letter 
might work better with 6 of my contacts whereas the "good memories" approach would 
work better for the rest). I realize it probably is too complicated to be able to choose 
different templates for different people but if this could be accomplished relatively easily, I 
think it could help with responses. 
-- 
It might be good to be able to personalize the greeting.  "Dear So and So" seems a little 
frigid for communicating with friends or peers our own age. 
-- 
I realize this may be a tremendous mail merge challenge, but it would be great to 
personalize these letters based on whether a person has given this year, whether they've 
given recently, or whether they've given nothing at all.  I don't want to come across as tone 
deaf when asking for the contribution, but I understand the logistical challenge in making 
this work. 
-- 
It might be a good idea to send PDF proofs of the letters (or an Excel sheet with all the 
classmates' names and addresses as they will appear on the mailing materials) before 
printing and mailing to the Class Correspondents. If we have the chance to correct names 
and addresses before the letters, pledge cards, and envelopes are printed, this will 
minimize the corrections that need to be printed and re-sent to the Class Correspondents 
and save a little money. 

 
These are all great ideas, and if we can 
figure out efficient ways to put them 
into action, we will. Some will be easier 
to incorporate than others, but all are 
at least somewhat feasible. 
 
 

INFORMATION 
I'm not really sure if this is something that the Alumni Office can entirely control, but I 
noticed that several of my recipients' addresses were not the most up to date (the ones I'm 
good friends with). Especially the individuals that are currently abroad - they may not 
receive their letters for up to a year. I had to personally call the Alumni office and update 
my mailing address in DC. It would improve the quality of the correspondence, at least for 
recent (1-3 years) graduates, to make a more wide-sweeping effort to update contact 
information before/following graduation.  
-- 
I could be wrong, but it seemed that some of the listed addresses were probably peoples' 
parents' home addresses. I'm wondering if there's a good way to make sure we have up to 
date contact info so the letters actually reach the intended recipients. Also, it would be 
good to write "Do Not Bend" on the envelope containing all the letters, etc. so they arrive 
in nice shape. 
-- 

 
We will work on a method of sharing 
addresses prior to future mailings so 
that Correspondents have a chance to 
make changes if need be. 
 
Contacts can either tell Correspondents 
directly or anybody in the Alumni 
House if they change their address. It 
can also be updated online by logging 
into CentreLink.  
 
The College does engage in a pre-
graduation survey of all seniors – the 
problem is that many people do not 
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Another thing I noticed is that it looked like at least a couple of the addresses I used are 
probably old addresses (i.e...they were home addresses from when the student still lived 
at home rather than their most recent residence). I know that you all have to use the 
addresses on file with the school but if we continue to have the same contacts in future 
correspondences, who should I suggest my contacts reach out to at Centre to update their 
addresses? 

know their address until after they 
graduate. We are always looking for 
ways to obtain new addresses. 
 

MAILING PACKAGES 
I would have already stuffed the envelopes with the pledge card and return envelope so 
that the class agents only had to sign the letter, fold it, and stuff in front. 
-- 
I think it would be nice to use Centre envelopes. 
-- 
I'm not sure that I really want so many people to have my home address. I know most of 
these folks, but there were some that I never met. I'd prefer if the return address on the 
envelope was a Centre address or something. 
-- 
Overall, I felt this project required very little time commitment and was very easy to 
complete.  The primary improvement I would suggest is to change the shipping method of 
the letters to prevent damage. 
-- 
I would mail the letters in a cardboard box or something like that. Also, the envelopes and 
the letters did not contain Centre on them at all. I would say if the seal or CENTRE was on 
there somewhere it might be more impactful. 
-- 
Already discussed via email but perhaps a hard mailer would prevent wrinkled/damaged 
letters. Maybe even separate stacks for the envelopes, letters and pledge cards to prevent 
the wrinkle down the middle? Although - some people might not want to match them up 
again when stuffing (or the odds of a mistake might increase too?).  
-- 
We may want to consider another way of stuffing the mail in the large envelope sent to 
class mail participants.  Mine had shifted and had to be reorganized.  However, for those 
that didn’t it was really helpful to have it pre-stuffed. 

 
We absolutely need to figure out a 
better way of transporting packages to 
the Correspondents. Probably the most 
logical thing to do here is pre-fold 
letters and tuck all pieces under the lip 
of the envelope. Letters would then be 
in a smaller, more solid stack and less 
likely to get damaged. This would also 
save a little time for the 
Correspondents. 
 
We are open to the idea of using some 
sort of Centre logo on the envelopes, 
but one of our core goals is to make 
this authentic and clear that the letters 
really do come from the 
Correspondents and not the College. 
With this in mind, an idea we have for 
next time is using sticky address labels 
with a Class Correspondent logo. This 
will tie it to Centre without being 
official Centre stationery. 

MISTAKES 
I received myself in the packet, with my old home address. It certainly makes sense to 
assign me to myself for administrative purposes, but there was a stamp on the envelope 
that no one can use now. Those costs add up! 
-- 
I had to put extra postage on the envelope for my contact in Ireland. Not a big deal since I 
noticed it, but that could have been a kink in the plans. 

 
Both of these were mistakes and we 
apologize! 
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GENERAL POSITIVE COMMENTS 
Think it is well organized and easy to participate in. 
-- 
I think the class mail project went off without a hitch! 
-- 
Let's just see how successful the project turns out and if it's worth pursuing in the future. 
I'm sure it'll be pretty successful though. 
-- 
I thought the organization of management was great. I would have been able to take on a 
larger group of alumni if that would be helpful in the future. 
-- 
I think this is a FABULOUS idea!!! Very well thought out, planned, etc.! You all covered 
even the little details. I was highly impressed! Here is what someone wrote on my FB wall:  
"your letter just made my day! hahahaha I can't wait to be your LA tour guide, make it 
happen! But for real best give Centre money letter EVER. Hope all is well, I can't wait for 
more letters!" 

 
Thanks! 
 
 
 
 
 
 
 
 
 
 
 
 
James Barnard likes this. 

TIME COMMITMENT  
The window of time from getting the letter packet to 'drop date' was too small (essentially 
2 days).  Should have more time. I only found out drop date when I opened the packet.  
Should be made known further in advance so we can better schedule our lives if 
possible/necessary. I had virtually no free time during the window to do them b/c of prior 
commitments (which could have been lightened w/ some advance notice) and would have 
missed the drop date had I not stayed up until 2am on Sunday to finish. 
-- 
I just needed a couple extra days because the letters arrived on a busy weekend 
-- 
Everything has been well explained and prepared, making my participation very easy.  
Unfortunately, I have been in the midst of a recent move and beginning a new job and 
failed to send out my letters on time.  I am so sorry for this and hope that I haven't messed 
up the process too much.  Thank you for letting me participate, and I look forward to 
seeing the results! 
-- 
If possible for next time - it would be excellent to have the package about a week before 
the drop date. As it turned out - I received my letters on Thursday and was leaving for a 
work trip Friday thru Sunday. I still got them out on Monday as hoped but having a few 
extra days flexibility would have been nice. 

 
This is something we will work to 
improve in the future – more lead time 
between mailing packages and the 
drop date of letters. In the future, we 
might consider a more general 
“September 2011” as the date, giving 
Correspondents more flexibility. 
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These additional comments were also submitted in the survey. We did not feel it necessary to respond to any of 

these comments – but some were moved to the previous section when a response was warranted. 

ADDITIONAL CORRESPONDENT COMMENTS 

I love this.  Very proud of Centre for doing this. 

Good times! 

I really liked being able to add personal notes on the letters and customized each note as much as I could. I am excited to see if/what 
any of my contacts donate. Before knowing the outcome, it is hard to fully evaluate the effectiveness so I look forward to seeing the 
results in the next couple of months. 

Very simple process and not too burdensome; much easier than I had even anticipated. 

I think that the project went well! 

The entire project seemed very organized and well thought out. I'm sure a lot of time was put in to the project behind the scenes. 

I think it went well. I'm looking forward to seeing the results. 

From beginning to end, the process went smoothly from my perspective.  I hope our efforts will be successful.  

I think it's a great effort - I'll be interested in seeing the success metrics. 

None, I think this is a good format, and I hope it will result in an increased number of gifts. 

I'm really excited about this, and I hope that we're able to serve as help outside of requesting financial assistance.  Maybe something 
for homecoming? 

I think this is a great idea, it makes it a little more personal, especially with the handwritten notes along the margins. 

To this point, the Class Mail project is a very simple and easy to understand process.  James Barnard did an excellent job of working 
with me from start to finish.  For me to have access to the Development office, whether by phone, email, or Facebook, made me feel 
much more comfortable with each task.  Their directions were clear and concise, and James was more than willing to address what 
few small issues arose during the contact allocation.  From the perspective of a Correspondent, I would this stage of the project to be 
a great success. 

From the perspective of a correspondent, I thought it was a really easy and painless process.  No suggestions and I'd be happy to do 
it again next year. 

I thought it was great. Not only did I enjoy the opportunity to work with Centre again but it gave me the opportunity to connect with 
friends. I look forward to helping Centre in the future. 

I thought that you all made this as easy as possible for us, which I appreciated. Thank you! 

I would totally do it again! 
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Great idea.  I'm looking forward to seeing the success. In the future, I might suggest following this type of solicitation with email (for 
folks for whom we have email addresses). 

I think this is a terrific approach.  I am excited to learn about your success! 

The paper was of a very poor quality as were the envelopes/return address printing.    

I enjoyed it- personal mail means so much more than a lot of letters about new buildings on campus 

Glad to be part of it! It is a great fundraising tactic. I may share the idea with my high school development team. 

Wonderful! I feel very privileged to have been a part of this little project! I would be happy to do anything in the future that requires 
more alumni contact. I love my alma mater! 

I really enjoyed catching up with people and letting them know I would be sending some mail. I look forward to hearing their 
responses about the Class Mail project. 

I think it is an interesting idea. It has been run very well by James. A lot of thought has gone into this and a lot of planning and 
preparation.  

I was really impressed with the multimedia tools available to coach us through the project. There must be some very computer-
savvy people working on this. Nice job! 

I wish I knew more of the people on my list. 

Good idea. Good job. 

Overall - I think this went well! Especially for the first time. The communication from James has been clear and concise. Happy to be 
part giving back to such an incredible place. Thank you!  
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