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1st Call

1st Email

Day 2
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Day 1
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Day 5

2nd Text

2nd Call

2nd Email

Week 4

3rd Text

3rd Call

3rd Email

Week 5
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Student Assigned

Student Responds

Initial Scheduled

Virtual Meeting

Summary Email

Confirmation Email

No Follow-up

Urgent

Next appt. 
within 3 days.

Scheduled
Generally, schedule 

next appt. within 
2-3 weeks.

Pending

One Week

Inquiry Email

Final 
Outreach

Three Weeks Before 
Start of Semester

Repeat as needed.
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Initial 
Outreach

Sent Automatically to 
Mentor and Student


