
“Building Relationships with Lutheran School Visitors” 
Friendship Ablaze 

 

INQUIRY 
Ask how they heard about you! 

Send out Information Packet w/ 
personal letter (Same day) 

Make notes for personal follow-up 
Enter Student Data in Prospective 

Data Base 

Parent/Student Applies NO 
YES 

First: Follow up 
phone call 

2-4 Days after 
Packet 

Second: 
Send Principal’s 

Letter 
(1 Week) 

Student 
Accepted 

NO 

Send 
Notificat

ion 
Letter 
(Same 
Day) 

YES 

Send Acceptance Letter 

NO Purge from 
Database 

Third: 
Send Postcard 

Stating  “We still 
have time” 

Fourth: 
Phone Call to 

inquiries not yet 
applied 

Still Interested 
Not Applied 

Repeat 2 Semesters 

YES 

Transfer 
Student? 

YES      NO 
Have other 

school 
transcripts been 

received? 

NO     YES 

Send “transcripts 
not Received “ 

Letter 

If no response 
after 2 Weeks 

place a phone call 

First: 
Send Registration Due Letter 

Second: 
Place a follow-up phone call 

to schedule a registration 
appointment. 

Response From 
Student 

Student Registers

YES   NO Retention Begins! 

First: 
Send Register 

Now” Reminder 11 
Days prior to 

Registration for 2 
Semesters 

Second: 
Place Phone call 

on last day of 
Regular 

Registration 
(Repeat 2 

Semesters) 

No Response 
After Two 
Semesters: 

 


