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Introduction
At this point of time AIESEC does not have a standard matching engine that works well enough. Therefore there is a constant need to find new ways of matching forms efficiently. The basic thing to keep in mind is that your chances of matching your form are directly proportional to how well connected you are with the world. The greater the number of SNs you get in your mailbox the greater the chances of matching your form. The greater the number of people who get your TN in their mailbox the greater the chances of your form being matched. 

I have been involved in matching quite a few TNs and SNs and so I think I have a pretty good idea of how to go about the process of matching. Hence this attempt and sharing my knowledge with you. But remember this is not meant to be an exhaustive list of ways that you can use to match. This is merely all the ways that I can think of. So use your common sense and innovate.

Matching Procedure

· Here is the procedure you are expected to follow after a TN form is 'raised'.

· Actively match the TN using all methods you can think of that are not in violation of Exchange Standards or LC matching policy. A list ways I can think of are listed in the next section.

· Document all the resumes you get for the traineeship in a file. You don't necessarily have to keep paper copies of everything. A folder on your computer that has all the resumes can serve the purpose. Mostly the resumes you get will be in different formats and most of them will be incomplete. Ask all students who show interest in your TN for a) SN resume b) SN wishes 
c) Letter of introduction d) CV and whatever other information the company asked you to get for all the resumes that you present to them (like maybe a photograph).

· In case a resume you get is better suited for another TN pass it on to the person handling this other TN. This implies that you must know exactly what all TNs need to be matched in your local committee, what are the requirements for those TNs and who is responsible for matching them.

· In the normal course of events once you get a resume you should give all the TN details to the student and once the student sends you his/her acceptance note then pass it on to the company manager and ask him/her to give you an acceptance/rejection.

· In some cases where the company insists they want to see a few resumes before they accept you would have to do the above 2-3 times over.

· If at all for some reason you are presenting resumes to the company without the students having sent you their formal acceptance note. Let the company guy know that after he/she accepts a student you will have to confirm with the student that he/she wants this traineeship and only then the traineeship can be finalised.

· When the company manager accepts a student get him to sign and stamp the company acceptance note. A standard format of this note is available at the AIESEC DI resource center at http://members.tripod.com/aiesecdi  (the one on the DI resource center is a slight modification of the international standard)

· The company acceptance note must be conveyed to the student immediately after you get it. You can either fax it to the student. Or if you have access to a scanner scan it, attach it to an e-mail and mail it to the student. I have found the latter method to be more convenient and reliable.

· So once this is done you should have a traineeship file that contains the JQ, the student resume, the student acceptance note and the company acceptance note. (apart from the company profile and the material you might have collected before you approach the company)

Student Acceptance Note
· Different LCs use different formats of the student acceptance note. Just make sure it has all of the following:

· Student name

· Company name

· ID number of the SN form on insight

· ID number of the TN form on insight

· Start and end dates of the traineeship

· Signature of the student

· Signature of the LC exchange responsible

Different Ways of Matching a TN

· Here is a list of ways of matching a TN

· Send it to the US direct matching e-mail address i.e. match-tn@lists.us.aiesec.org 

· Send it to the Dutch direct matching e-mail address i.e. match-tn@aiesec.nl 

· Send it on Matching Asia Pacific List i.e. match-asia-pacific@lists.aiesec.org 

· Send it to as many exchange controllers and national committees around the world as you can. A list of e-mail addresses is available with your VPP.

· If the TN requires a match from a particular region/country, get the list of all e-mail addresses of LCs in that region/country and mail the TN to them.

· Subscribe to int-exchange. A lot of times you get an idea of what kind of SNs someone might have through some message on the list.

· Keep adding the e-mail addresses of all exchange controllers/LCPs/LCs who send messages on int-exchange or any other list for that matter, to your database. 

· Subscribe to in-out and be alert for an SN that matches your TN.

· Make sure all the TN details are available on your LC web-page.

· Let your e-mail signature contain the web-page address where all the forms from your LC are listed. That way everyone you send a mail to gets to know about your LC web-page and you increase your chances of matching.

· Check your mail regularly. I check mail 5 times a day and it doesn’t take much time, but increases your effectiveness on e-mail greatly. Twice a day should also be fine. If you get a mail about an SN that might be a match for your TN, mail the concerned student/LC x-controller immediately with all the details regarding the TN.

· Participate in matching sessions on IRC. I haven't found them to be very effective but at least you get to tell some people about what kind of TNs are available in your LC and give them your web-page address so that they can check out the TNs for themselves.

· If there is some AIESECer from your country/LC visiting another country give him/her all the details regarding the TN and ask him to look for match while he/she is there.

Show a sense of urgency in matching your form even if the start date of the traineeship is a long time from now. Matching is a little chaotic in the AIESEC world and so you are going to face many student breaks. You might under-estimate the time required for matching a TN. 

What are 'All the Details regarding the TN'?

· Immediately after the TN is raised prepare a standard mail that contains all the details regarding the TN that you can send anyone who is interested or might have a prospective match for you. Here is what all this mail should contain.

· The complete JQ as the company filled it up (not as it appears in insight)

· Some additional information about the company that you as account manager can give the student. e.g. Something about the company office, the company environment, experience of the company with a past trainee, etc.

· A link to the online Reception Package.

· It helps to add a line saying 'we've had over 20 trainees in the past two years and they've been pretty happy with our reception.' No need to brag excessively about your reception activities though, the student will see a detail of that on the online reception package.

