Communicating With Inquiries to Encourage Applications

The purpose of this process is to build good relationships with students.  To do this, we must establish rapport, first gather and then provide information, answer questions and overcome objections.  Then we can ask for and acquire a commitment from the prospect.

Inquiry communication timetable:

Day 1: Upon receiving an inquiry, the Graduate College will respond immediately with:

We're pleased to hear that you're considering Radford University for pursuing your graduate degree.  We received your inquiry, as our office handles all inquiries into graduate programs here at Radford.  We will be happy to assist you with any questions you may have.   You will be receiving further information from us shortly.

Day 2: Within 24 hours from our first communication, the Graduate College will respond with (program specific example below): 

We are delighted that you are considering Radford University to pursue your graduate degree!  I am attaching a document  (program flyer from Graduate College)  to this email that contains information about the M.A. and M.S. in Criminal Justice here at Radford.  Further details about the program can be found at the department website at http://crju-web.asp.radford.edu/crjugrad.htm.  The current Program Coordinator for Criminal Justice is Dr. Lori Elis.  She can be reached at lelis@radford.edu.  Dr. Elis is a good resource for specific questions you may have about the program.

Please contact us if you need further assistance.  We look forward to working with you throughout the application and admission process!

Day 5:  Within 72 hours from our second communication, the Graduate College will send out:

Financial aid is available in a number of forms, including graduate assistantships.  If you want to be considered for a graduate assistantship, it is important to remember that assistantships are awarded to students who are classified as full-time degree-seeking students and are based on merit as determined by their program coordinator.  Please refer to our financial aid website at:  http://www.radford.edu/content/financial-aid/home.html for other sources of aid.
The first step in the process is to complete an application for graduate admission.  Complete the application online from our website at:  http://www.radford.edu/gradcollege/ .
Please contact us if you need further assistance.  We look forward to working with you throughout the application and admission process! 

Day 8:  Then it is the departments’ turn.  Within 72 hours of the financial aid email being sent out, we expect that program coordinators or their designees will send out a personal email with an invitation to visit RU. 
I will be happy to work with you to prepare a template with a response that you can tailor as needed for your program.
Day 15:  The following week, we expect that program coordinators or their designees follow up with a telephone call asking open ended questions such as:

What piqued your interest in this department?

What are some of your major interests (as a person?  Academically?)? 

What about your background do you feel fits in with our program?
How often do you think about getting a Master’s Degree?

What do you consider the benefits of getting a Master’s Degree?

How are you planning to finance your education?  What might we do to help?

Allow me to share ….about our program.

What further information can we send you?

When is a good time for you to come visit our beautiful campus?
Do NOT ask if they received the info we sent.  Do NOT ask questions that will require only a yes/no answer.  Make the inquirer feel important—find out about them.  Use words like ‘help’ and ‘share’ in your open ended questions.
Day 20:  The Graduate College will send out a general email postcard two weeks after we send out the information on Financial Aid to remind inquirer of RU.



Day 30:  The department needs to prepare an information sheet on career opportunities and placement rates for your program.  Any pertinent facts and information needs to be incorporated in this communication.  This needs to go out to the students next.
I will be happy to work with you to prepare this information for your program.  The Graduate College can arrange for this to be sent out once prepared.
Lay out 10 compelling reasons to be in this program at RU.  Position your program—what is your niche?  What makes you unique?  What are the benefits of this program to the prospective student?
Day 35:  Program coordinators or their designees then follow up with a telephone call to position your program.
Day  40:  The Graduate College will send out a general mailing about the University and Radford (Chamber of Commerce Relocation Guide and the like)
I will be happy to work with you to prepare a script for your program’s call.  
At this point, we should have a student visit and application in place.
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