
Advising Communication Plan Template 

 

 

Below is a suggested communication plan which includes recommended messaging, sample communication text, and weeks in which these 

communications could be sent out. The extent to which these messages are applicable, and the appropriate sender, will vary by advisor and 

department.  

Recommended 

Week 

Recommended Month 

(Semester) 

Topic Recommended Audience Sample Text 

University Sets May (Summer) College orientation initial 

welcome 

Deposited first years and offered 

transfers 

Orientation email 

University Sets June (Summer) Virtual Advising and 

Registration Sessions 

All deposited new students Virtual Advising & 

Registration email 

Week 0 August (F) / January (S) Advising introduction and 

availability 

All assigned advisees Start of the semester 

availability email 

Week 0 August (F) / January (S) Warning and probation 

outreach/resources for success 

All advisees on warning and 

probation 

Academic probation and 

warning resources email 

Week 0 August (F) / January (S) Outreach to seniors with 

missing degree requirements 

Seniors with missing 

requirements on DARS 

Missing graduation 

requirements email 

Week 0 August (F) / January (S) Satisfactory Progress 

Notification (Policy 91) 

Students who miss a success 

marker 

Satisfactory progress 

towards degree email 

Week 1 August (F) / January (S) Under 12 credit warning Part-time advisees Under 12 credits email 

Week 1 August (F)/January (S)  Deadline to Add Reminder All advisees Deadline to add reminder 

email 

Varies by college August (F) / January (S) Apply for College/Department 

Awards 

Qualifying senior advisees Apply for awards email 

Week 2 September (F) Corps of cadet plan of study 

workshop 

All advisees in the Corps of 

Cadets 

Corps of cadet planning 

workshop email 

Week 2 or 3 September (F) Corps of cadet plan of study 

campaign 

All advisees in the Corps of 

Cadets 

Corps of cadets campaign 

email 

Week 3 September (F) / February (S) Senior Graduation Checklist Graduating seniors Graduating senior email 

https://docs.google.com/document/d/1VpIHI8qn0j3cnkN3tq68DpFRQqAp712zJLSvVheOKy4/edit
https://docs.google.com/document/d/1AuikM8LQFEq0DpoCnhMS70KdlTam-iaSb33JPGSWPrY/edit?usp=sharing
https://docs.google.com/document/d/1AuikM8LQFEq0DpoCnhMS70KdlTam-iaSb33JPGSWPrY/edit?usp=sharing
https://docs.google.com/document/d/1GFFP2mconH0bzcHVebiC8MILuu0wUb4xM1Sb6Cs7L0o/edit?usp=sharing
https://docs.google.com/document/d/1GFFP2mconH0bzcHVebiC8MILuu0wUb4xM1Sb6Cs7L0o/edit?usp=sharing
https://docs.google.com/document/d/1LMePNPHwfdQfqDRqZld-tISeAlBAkmaprZ4UnuJ-E0w/edit?usp=sharing
https://docs.google.com/document/d/1LMePNPHwfdQfqDRqZld-tISeAlBAkmaprZ4UnuJ-E0w/edit?usp=sharing
https://docs.google.com/document/d/1OJHfZlY322tVK6QpEpFYI0GBmMIkaL6P3ydotxK8nSg/edit?usp=sharing
https://docs.google.com/document/d/1OJHfZlY322tVK6QpEpFYI0GBmMIkaL6P3ydotxK8nSg/edit?usp=sharing
https://docs.google.com/document/d/1rGk3gRK9w-rXs2YGsPvvIPRFzsiWHpcoD1WmdRkkzkU/edit?usp=sharing
https://docs.google.com/document/d/1rGk3gRK9w-rXs2YGsPvvIPRFzsiWHpcoD1WmdRkkzkU/edit?usp=sharing
https://docs.google.com/document/d/1tZ95SojqilNl1vB51kWLJYfon_z2EUc9G4oqQKPkXgI/edit?usp=sharing
https://docs.google.com/document/d/1LZIPEpwl6UCA1yrpK76y9ZXwEtM2P1BHQaghTfWKd_A/edit?usp=sharing
https://docs.google.com/document/d/1LZIPEpwl6UCA1yrpK76y9ZXwEtM2P1BHQaghTfWKd_A/edit?usp=sharing
https://docs.google.com/document/d/1__yvqES_W3YdyOQ1pbqh_Wjitq_ieS7S6BFE5N9UAE8/edit?usp=sharing
https://docs.google.com/document/d/1YYp2BqVvYGcyuAHai4sTK69SuwjCYkzmICCM9IZyHWc/edit
https://docs.google.com/document/d/1YYp2BqVvYGcyuAHai4sTK69SuwjCYkzmICCM9IZyHWc/edit
https://docs.google.com/document/d/1Qb5H7W2mRtVajASCF7McbkurvNSMXQnVzVavZCTSraE/edit
https://docs.google.com/document/d/1Qb5H7W2mRtVajASCF7McbkurvNSMXQnVzVavZCTSraE/edit
https://docs.google.com/document/d/1ISUai7H8pkQGo7U1GMIjFDqnXbWu59J0hqPQnvDTQuE/edit?usp=sharing


Advising Communication Plan Template 

 

 

Recommended 

Week 

Recommended Month 

(Semester) 

Topic Recommended Audience Sample Text 

Week 3 September (F)/February (S) Campus resources overview All advisees Campus resources email 

Week 4 September (F) / February (S) Degree application reminder All students who have not applied 

for degree 

Application for degree 

email 

Week 6 September (F) / February (S) Drop deadline reminder All assigned advisees Drop deadline email 

Week 6 September (F) / February (S) Grade mode deadline All students (but must have 30 

credit hours at VT) 

Grade mode deadline 

email 

Week 7 (F) / (S) Registration advising outreach 

(Course Request) 

All assigned advisees (except 

graduating students) 

Registration advising 

outreach email 

Week 8 October (F) / March (S) Course request open/close 

reminders 

All assigned advisees Course request reminder 

emails 

Week 9 October (F) Unsatisfactory midterm grades 

outreach 

New students with low midterm 

grades 

3 or more U grades email 

Week 9 October (F) / March (S) Last day to resign All assigned advisees Resignation deadline 

email 

Week 11 November (F) / April (S) Outreach for no course 

requests submitted 

Advisees w/o course requests 

(except graduating students) 

No course request email 

Week 11 November (F) / April (S) Initial College commencement 

information 

Graduating seniors college commencement 

info email 

Week 12 November (F) / March (S) Exam rescheduling deadline 

reminder 

All assigned advisees Reschedule final exams 

email 

Week 13 or 14 November (F) / March (S) Drop/add reminder All assigned advisees Registration advising 

email 

Week 14 or 15 November (F) / April (S) Senior Exit Survey -- First 

Destination Survey 

Graduating seniors First destination email 

Week 15 December (F) / April (S) W grade deadline reminder All assigned advisees W grade request deadline 

email 

https://docs.google.com/document/d/1RN2VBVHkdOori9kqhcX8sMe4qwHii1CG/edit?usp=drive_web&ouid=102814390051924867386&rtpof=true
https://docs.google.com/document/d/1iSPBgFrquYEeADyxxqsq9pnOAbZSkug9s_0vJrYOusY/edit
https://docs.google.com/document/d/1iSPBgFrquYEeADyxxqsq9pnOAbZSkug9s_0vJrYOusY/edit
https://docs.google.com/document/d/13UhnGqf6814alV7Kkol993e2bILzMkCNEe3_y_-9o9k/edit
https://docs.google.com/document/d/1-sXtZaeyzFdfGvuxkcPcpEmu1qU8oOMi/edit?usp=drive_web&ouid=102814390051924867386&rtpof=true
https://docs.google.com/document/d/1-sXtZaeyzFdfGvuxkcPcpEmu1qU8oOMi/edit?usp=drive_web&ouid=102814390051924867386&rtpof=true
https://docs.google.com/document/d/18U_H4oAspowe7u2lscmZGNLs2qhrR6-K1EXL1ujef1I/edit#heading=h.3nk6c6yawg9h
https://docs.google.com/document/d/18U_H4oAspowe7u2lscmZGNLs2qhrR6-K1EXL1ujef1I/edit#heading=h.3nk6c6yawg9h
https://docs.google.com/document/d/1ODAXXV0SFSREw4FkO_YAaT0nltpNn9xzzMnHflenJ_k/edit?usp=sharing
https://docs.google.com/document/d/1ODAXXV0SFSREw4FkO_YAaT0nltpNn9xzzMnHflenJ_k/edit?usp=sharing
https://docs.google.com/document/d/16GUgGWKpWC8TmJHTP3AzwF72hmEizpnM/edit
https://docs.google.com/document/d/1JYi4BbbuUh9c9EwYUmBNYTT6-CQsXegKCYAHtLhjtGI/edit
https://docs.google.com/document/d/1JYi4BbbuUh9c9EwYUmBNYTT6-CQsXegKCYAHtLhjtGI/edit
https://docs.google.com/document/d/15my50SQqEiGvFEW8LYst5rxY3b9eLFm4/edit?usp=drive_web&ouid=102814390051924867386&rtpof=true
https://docs.google.com/document/d/1LHdmGOufFg8WhRAxaFlZdEiovxDYBdasnubSVIrzxM4/edit
https://docs.google.com/document/d/1LHdmGOufFg8WhRAxaFlZdEiovxDYBdasnubSVIrzxM4/edit
https://docs.google.com/document/d/1PG-V7lee5C7CPNxebpem8A1rJyhBtnL6udAwKeTN03g/edit
https://docs.google.com/document/d/1PG-V7lee5C7CPNxebpem8A1rJyhBtnL6udAwKeTN03g/edit
https://docs.google.com/document/d/1ZRHmhnLbiJiY3u5mFSCJCcA029q_emFlM2udksvWbps/edit
https://docs.google.com/document/d/1ZRHmhnLbiJiY3u5mFSCJCcA029q_emFlM2udksvWbps/edit
https://docs.google.com/document/d/1oY4mUhSfezOQdJ2bxo-yfm2qqayqW-exZCT6eZ88Cl8/edit
https://docs.google.com/document/d/13f5yHm18qLZvjAmu7NeoVLwaA9aYhUPb/edit?usp=drive_web&ouid=102814390051924867386&rtpof=true
https://docs.google.com/document/d/13f5yHm18qLZvjAmu7NeoVLwaA9aYhUPb/edit?usp=drive_web&ouid=102814390051924867386&rtpof=true
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Recommended 

Week 

Recommended Month 

(Semester) 

Topic Recommended Audience Sample Text 

Week 15 December (F) / May (S) Outreach about winter/summer 

academic deadlines and how to 

drop their last class 

Students enrolled in 

winter/summer classes 

Winter/Summer deadlines 

email 

Week 15 December/April College commencement 

information reminder 

Graduating seniors College commencement 

info. reminder Email 

Week 16 December (F) / May (S) End of Semester Advising Email All students End of semester advising 

email 

Week 18 December (F) / May (S) Academic standing notification - 

first probation 

Students on academic warning, 

probation, suspension 

First academic probation 

email 

Week 18 December (F) / May (S) Academic standing notification - 

second probation 

Students on academic warning, 

probation, suspension 

Second academic 

probation email 

Week 18 December (F) / May (S) Academic standing notification - 

first suspension 

Students on academic warning, 

probation, suspension 

First academic 

suspension email 

As needed  College Career Fair 

announcement 

All students College career fair email 

As needed  College/Department 

Scholarships 

All students College scholarships 

email 

6 weeks after the 

end of term 

February (F)/June (S) Dean's List Notification Students on dean's list Dean's list notification 

email 

 

 

 

 

 

https://docs.google.com/document/d/1B9r6cJoi-wjfVsZfHLBqtL6J3HRCFQKOgoPjoSplwgA/edit?usp=sharing
https://docs.google.com/document/d/1B9r6cJoi-wjfVsZfHLBqtL6J3HRCFQKOgoPjoSplwgA/edit?usp=sharing
https://docs.google.com/document/d/1LHdmGOufFg8WhRAxaFlZdEiovxDYBdasnubSVIrzxM4/edit
https://docs.google.com/document/d/1LHdmGOufFg8WhRAxaFlZdEiovxDYBdasnubSVIrzxM4/edit
https://docs.google.com/document/d/1C6R3vPuV0_iOFIKJNIifcEOBfVXhxYsUgUqJYEabTYs/edit?usp=sharing
https://docs.google.com/document/d/1C6R3vPuV0_iOFIKJNIifcEOBfVXhxYsUgUqJYEabTYs/edit?usp=sharing
https://docs.google.com/document/d/1tfDHZI2xEANvnjh2bSyGXaqSBe3o_Xl6yj8y_9VyPJ8/edit?usp=sharing
https://docs.google.com/document/d/1tfDHZI2xEANvnjh2bSyGXaqSBe3o_Xl6yj8y_9VyPJ8/edit?usp=sharing
https://docs.google.com/document/d/1RCRztf_KCyIbs91YuJhHqS1r1JvzKprRksiGsbN8na4/edit?usp=sharing
https://docs.google.com/document/d/1RCRztf_KCyIbs91YuJhHqS1r1JvzKprRksiGsbN8na4/edit?usp=sharing
https://docs.google.com/document/d/1ev_02a85lJz4PHBXm_4oJOBJlu88oP_bM62jd5ahIiU/edit?usp=sharing
https://docs.google.com/document/d/1ev_02a85lJz4PHBXm_4oJOBJlu88oP_bM62jd5ahIiU/edit?usp=sharing
https://docs.google.com/document/d/17QIAPbJP_0IF2M0eOFPVzXnRDD_1PYFbe3_yeCHcV_o/edit?usp=sharing
https://docs.google.com/document/d/1Yi4x9WS3SVTH9sH0_yButP9cUTVIj50xwHomv9EaUxo/edit?usp=sharing
https://docs.google.com/document/d/1Yi4x9WS3SVTH9sH0_yButP9cUTVIj50xwHomv9EaUxo/edit?usp=sharing
https://docs.google.com/document/d/1HAek-eY_HAxSA5wiyUc2dopt8FqJsB96KzrkT2FtAks/edit?usp=sharing
https://docs.google.com/document/d/1HAek-eY_HAxSA5wiyUc2dopt8FqJsB96KzrkT2FtAks/edit?usp=sharing

