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3 COLLEGIATE RECRUITING SOP 

 

 

CHAPTER 1: INTRODUCTION 

The purpose of this SOP is to outline the difference in college recruiting and High 

School Recruiting and to offer guidance and best practices from a successful 

college recruiter’s point of view. The following SOP will make be a guide but also 

leaves room for personalization in the approach. This is a way to recruit, not the 

only way. These methods have been improved year to year for the past 4 years and 

this SOP is a collaboration of lessons learned over that time period.  

 

 

CHAPTER 2: PROSPECTING 

(1) Enrollment List: Generally these lists are used to conduct telephone 

canvassing or to send Emails outs in order to generate interest. Skillful telephone 

canvassing and innovative emailing approaches will also yield high return with 

regard to the time invested. OU is very user friendly and will give you any 

information they are legally able to.  A typical request consists of Name, phone 

number, email address, physical address, age, class (i.e. freshman, sophomore, etc). 

Graduate students are requested on a separate list. Drop lists cannot be requested 

through the school, rather they must be created by the RRNCO. The list is 

available once every semester. It can only be requested after late enrollment is 

complete (typically 2 weeks after the semester begins.) It takes approximately 2 

weeks for the school to process the request. The list is requested via the open 

records office or registrar’s office.  

 

 

(2) ROTC Cadet List: This is a list given to the RRNCO directly from OU 

ROTC. It is a list of cadets by name and MS class with contact information. It is 

beneficial if this list also comes with information regarding whether the cadet is on 

Scholarship, in the Guard or the reserves. This list can be given by the Rue or the 

Guard Liaison.  

 

(3)  Referrals: College students are scattered all throughout your units. Most 

soldiers join, at least in part, for education benefits. Incentivizing the college 

students in your units to bring you leads is paramount to your success. Sometimes 
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the Guard sounds “too good to be true” and having someone in the applicants same 

situation can give you credibility.  

 

(4) Events: In the college market, events are not typically useful as lead generating 

tools as you will already have a list of every student and a way to contact them. 

Events are more useful to an RRNCO as a branding opportunity and as a way to 

get your face out there. At OU most events will cost money to attend and will take 

significant planning to prepare for, so it is important to identify events you are 

interested in at the beginning of the year and pair with ROTC , Student Veteran 

Association or other student organizations, when funding is limited.  

 

(5) Email: The email list is the bread and butter of the OU market. One email per 

month is recommended. A breakdown of what to target each month is listed in the 

monthly breakdown in Chapter 6 and example emails can be found in the attached 

email template. The email can be sent to up to 1,000 students at at time. The 

student emails should be listed in the bcc line of the email and the to line should 

have your email address. The amount of responses can be overwhelming so you 

can choose to send ½ of the list at a time to help manage the bulk. The way the 

responses are managed can make or break your year. (see example excel 

spreadsheet applicant management) 

 

(6) Telephone: Cold Calls are important. Not all students will receive the email so 

this is a way to reach the rest of your population. You should strive to have 15 

telephone conversations each week. Text messages should only be used to follow 

up after another form of communication has been tried. Text is very personal and 

the students will not respond to invasive marketing in that way (I learned this the 

hard way).  With 20,000 students at OU you will need to call or text 250 people 

every work day in order to get through your list by the end of the semester.  

 

 

 

CHAPTER 3: ROTC 

(1) School Relations 

The relationship between ARNG and the OU ROTC is critical to your success. It 

can become the cornerstone of success for all parties involved or a source conflict 

and pain for both parties. Before you should expect any type of assistance from 

school officials, or to be accepted by the students, you must first establish 
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rapport and credibility. You must first convince officials that you have their 

students’ best interest in mind. They need to know that your interest in their 

students goes beyond enlisting them and extends to a genuine concern for 

their future.  

 

(2) Rules of Engagement 

a. Do not recruit National Merit Scholars, you will lose access to the students. 

b. Do not bash the Reserves, only tell the differences. 

c. You cannot enlist a freshman with less than 30 hours as an 09R unless they 

get a minuteman scholarship. You can enlist them as a normal enlistment 

though.  

d. You cannot enlist a student that has been released from their ROTC contract 

until they are officially release, which can take up to a year.  

e. Bring as many new students to the program as you take out of the program, 

or more.  

f. Know your routes. (see attached ROTC Routes handout) 

g. Stay involved 

h. Service after the sale is a must 

 

Chapter 4: Organization 

 

Good organization skills are critical in this position. With 20,000 students and 

multiple prospecting approaches it is easy to get overwhelmed and lose sight of 

priorities.  “The System” as I call it will aid you in keeping applicants moving 

along to contract day without getting lost. There are 5 categories in the system, 

Initial, Shell, Closing, Processing, and Admin/DQed. The goal is to move the 

applicant through the process as quickly as possible.  

 

(1) Initial Phase 

The initial phase encompassed all new applicants who are scheduled to 

interview. I use a spreadsheet to keep track of all of these applicants. I have 

had as many as 70 applicants in this category at a time so having a digital 

record/list is important so as not to let anyone slip between the cracks. Until 

the applicant has filled out the 1st page of the application or has stopped 

responding to communications they stay in this category. Simply highlight 
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the names and make notes to the side to indicate if they are likely to move 

along in the process. Your job during this phase is to interview the applicant, 

make notes of their interests, suggest a path, and get them to commit to the 

next step which would either be taking the ASVAB or filling out an 

application. I always strive to have them bring the application in when they 

report for the ASVAB. 

 

(2) Shell Phase 

The shell phase is where you move applicants once they have filled out the 

application and returned it to you. The shell phase should be used as an 

indicator of which applicants from the initial phase are serious and can be 

pushed to the next phase. Applicants should not remain in the shell phase for 

very long. A week is average in this market because of school/work 

schedules, but as soon as they are moved to the Shell phase they should have 

a date to move to closing. During the shell phase your job is to build the 

packet and create the closing documents. You also view their ASVAB score 

and taking into account their interests construct a list of jobs for them to 

choose from. When you get them to commit to a closing day you want to 

entice them with the promise of sitting down and nailing down the details 

such as job, contract length, bonus options, and training dates. You also 

want to let them know to bring their core documents to the next 

appointment. If parents would like to meet you that would happen during 

this phase as well.  

 

(3) Closing Phase 

Pick a job, pick training dates, and discuss which semester will be missed if 

applicable. College students need to see a clear cut plan laid before them. 

Map out the entire 3 or 6 year contract so they can see where they will be at 

each point. Their questions will be mostly surrounded around how much 

school they can expect to miss to include training, possible deployments, 

time during the month for extra assignments. Address all concerns and get a 

100% commitment. Sign all documents, make copies of core documents, and 

pick a day to go take the physical and sign their contract.  Make sure that 

everything you need to project the applicant is completed at this meeting. 

College students are bad at time management and are already strapped for 

time, if you make it more difficult they will lose trust and also get frustrated, 

possibly dropping contact all together to avoid the extra stress.  
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(4)  Processing Phase 

The applicant has picked a day to go to MEPS. Build the packet, upload the 

documents, reserve the job, and get student loan repayment approved if 

applicable. Make sure to get the college transcript and enrollment letter for 

promotions and the ability to go to training at a later date.  

 

(5) Administration/ DQed Phase 

This is a filler phase. If the applicant needs med docs or legal docs, is 

overweight, or awaiting a medical issues to meet the minimum time limit, or 

has a RBJ date, or is needing a waiver, put them in this category. Check in 

periodically and help the applicant retrieve the needed documents. 

Remember to submit the med reads and waiver documents in a timely 

manner. 

 

 

You should keep a spreadsheet or white board with all of your 

leads/prospects/applicants and know where they are in the process at all 

times. Having a list in front of you will keep you organized and make sure 

you don’t forget to request that document or follow up with someone. 

 

CHAPTER 5:  Month-by-Month Overview 

 

July 

July is the month that your school program officially begins. As a best business 

practice, you should have contacted 100% of your summer list by the end of July. 

Contact school officials for appointments to discuss new or changed ARNG 

programs, confirm this year’s school policies.  Look online or meet with school 

officials to find out the dates of career fairs, big social events on campus, football 

schedule, and sponsorship opportunities. Submit your marketing requests early so 

as to not miss out on events. Restock RPI racks, take out a back to school ad in the 

campus paper, contact ROTC to see what events you can piggy back on. 

Make an appointment to discuss the upcoming school year with the ROTC 

department and to schedule time in front of those students. Offer your services as a 

Soldier, SME to assist the ROTC instructors in the classroom. You can target your 

drop list in July as well to target students who will be feeling disheartened by 
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watching their friends go back to school, and not being able to join them. Focus on 

our ability to get them back to class.  

 

August 

Request your fall enrollment list about a week after school starts. They cannot fill 

the request until after late enrollment so you can expect it about the 1st week of 

September typically. Contact the ROTC and volunteer to assist in leading 

PT or calling cadence during runs. Orientation week is the week before classes 

start to ask to bring food or assist in some way. The Sooner Halloween 5k is right 

around the corner so make sure to prepare for that in advance. Remember that the 

school faculty is working and it is often hectic in preparation for classes to start. 

Always schedule an appointment prior to going to the ROTC to prevent a strained 

relationship with the faculty. Contact enlistees currently in college and utilize them 

to the fullest extent. Ensure they understand the “Stripes for Buddies” program and 

energize them to solicit interest in the ARNG. There is typically a Rock the Block 

or Welcome event back organized by student services, reach out and see if you can 

bring an inflatable or set up a table. Move-in Days for the surrounding college 

apartments is a good way to get your face out there, they will usually let you put 

your material in their welcome packets as well.  

 

September 

Offer to help with the ROTC hotdog stand on football games. 

Setup a football tailgating event.  

Your fall enrollment list should bring you in enough appointments to meet your 

monthly mission for both September and October. You will mostly get out of state 

freshmen that have not heard of the program before, new freshman from Oklahoma 

that have already heard about the Guard and now see the value of the education 

benefits, or sophomores and juniors that have heard the message several times and 

are finally ready to see what we are all about. The people you meet with this month 

will go back and talk to their friends about the appointment so make sure you are 

leaving a good impression, even if the Guard is not a good fit for that individual.  

 

October 

October is the perfect time to harp on the tuition benefits the Guard offers. Many 

students are starting to feel pressure from the emails regarding their bursars 

account. You are also able to get summer training easily or pitch missing spring 

semester without much pushback at this point.  
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November 

As a best business practice, you should contact 30% of your enrollment list via 

phone by the end of November.  

Basketball season begins. Distribute new schedules for the basketball season. 

Assemble and offer a color guard for the opening home game.  

Prior to Thanksgiving, many student organizations gather food baskets for needy 

citizens. Offer your assistance and get involved. Offer your recruiting office as a 

collection point.  

Observe Veterans Day by planning something with the Student Veteran 

Association. 

Fall Break is during this month so plan for most students to be headed home for 

Thanksgiving and for Campus to be closed for a portion of the month.  

 

December 

As a best business practice, you should contact 50% of your undergraduate list by 

the end of December.  This is the end of the semester and Students will be out from 

around 15 December until January 5th. Make sure your funnel is full before Winter 

Break Begins. 

 

January 

Request Spring Enrollment list.  Make a drop list by comparing the fall list to the 

spring one (remember that many first-year college students do not return to school 

after the first semester). Reach out to the students that did not return via phone and 

see if they are in need of financial assistance. For students that are enrolled in 

Spring semester send an email that focuses on Summer Training/Internship credit. 

Most students will be actively seeking a summer job or internship during this time. 

There is also usually a career fair of some sort during early spring.  

 

 

February 

For seniors, it is their last Semester. Regardless of plans they may have made, they 

are now more aware of what this final semester indicates and for some the reality 

that they do not have a job lined up, and will have to start paying back their loans 

is starting to sink in. Make sure to mention Student loan repayment and the ability 

to move easily to other states in your emails. Also, mention Graduate school 

benefits as well like FTA. 

 

March 

This is the time to target your freshman ROTC class for 3 year minuteman 

candidates. They have had enough time at this point to decide which branch they 
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are most interested in and figure out if ROTC is the right path for them. You 

should also focus on Money for your mass email this month. Spring break has the 

effect of making the less fortunate students realize how good the higher income 

students have it with their expensive spring break destinations. This will have some 

seeking the opportunity to make more money while also having time to spend it. 

Bursar bills start to get serious during this month as typically a freshman will not 

be able to enroll in the next semester until the bill is paid. March is advising month 

so they will be looking for a way to pay the thousands of dollars they owe without 

resorting to private loans.  

 

April 

Summer seats will be pretty much gone at this point so you will need to pitch 

missing fall semester, sometimes depending on the job, you will have to pitch 

missing 2 semesters. This can be difficult, however some of the students you talk 

to will not be able to attend classes in the fall anyway due to an outstanding 

balance. Getting back to school is their goals so coming back 6 months later is 

better than never. The OU BIG EVENT is during this month and is a good way to 

get your recruits involved on campus.  

 

May 

Finals will have everyone stressed to the max during May. After finals all the 

students will head back home for the Summer. Request the summer enrollment list 

and email that, but text or call your Spring list. Also get with the ROTC and ask for 

their incoming Freshman leads.  Hit up your soon to be shippers for last minute 

referrals for promotions before they leave.  

 

 

 

 

June 

Summer school should be in full swing, as well as campus tours and preparation 

for the upcoming school year. Start scoping out events to get involved with in the 

Fall.  


