Your Organization


Annual Special Appeal Planner    
Use this planner to schedule the time you will need to send quarterly special appeals to your members.

	Tasks/Timing
	Week
	
First Quarter:

_______________
	
Second Quarter:

________________
	
Third Quarter:

_______________
	
Fourth Quarter:

________________

	Subject/Topic:
________________


	
	
	
	
	

	Mail Date: ________________

(Postage Check Deposited)
	0
	
	
	
	

	Labels/Disk & Printing to Mailshop
	-1
	
	
	
	

	Artwork to Printer
	-2
	
	
	
	

	Newsletter Mailed
	-2
	
	
	
	

	Final Copy Approved
	-2.5
	
	
	
	

	Final Copy Circulated
	-3
	
	
	
	

	First Draft Comments Rec'd
	-4
	
	
	
	

	First Draft Circulated
	-4.5
	
	
	
	

	Printing/Production Bids
	-5
	
	
	
	

	Segmenting/Quantities Set;

Incentives Confirmed
	-5
	
	
	
	

	Mail to:

________________


	
	
	
	
	

	Research
	-6
	
	
	
	

	Topic Determined
	-7
	
	
	
	


