Campaign Form

2011

Campaign: Iowa State University


	Task
	Deadline

/

Dates
	Who
	[image: image1.jpg]



	Information/Contacts

	Get permission to participate in campaign
	June 
	Mark
	
	

	
	
	
	
	

	Date of campaign 
	
	
	
	

	
	
	
	
	

	Get 2 disks with employees addresses
	
	
	
	 

	
	
	
	
	

	Need ______ brochures, pledge forms, Dear Colleague letters, #9 envelopes, and #10 envelopes
	
	
	
	

	
	
	
	
	

	Warm-up letter to Past Donors
	
	
	
	

	    Compose letter 
	
	
	
	

	     Get addresses from Jami
	
	
	
	

	     Prepare mail merge
	
	
	
	

	     Sign and stuff letters
	
	
	
	

	    Send letter out
	
	
	
	

	
	
	
	
	

	Dear Colleague letter
	
	
	
	

	    Obtain signatures
	
	
	
	

	    Compose letter 
	
	
	
	

	    Deliver materials (letter, brochure, pledge form, #9 return envelope) to Mailing Services in Cedar Rapids
	
	
	
	

	    Pick up on-campus mailing & deliver to ISU
	
	
	
	

	    Take off-campus envelopes to Post Office to mail
	
	
	
	

	Past Donor Letters sent 2nd week November
	
	
	
	

	PR
	
	
	
	

	     Press Release
	
	
	
	

	     Letter to the Editor
	
	
	
	

	     Other
	
	
	
	

	
	
	
	
	

	Follow-up phone calls  
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Thank-you notes to workplace friends/

 letter-signers (include totals)
	
	
	
	

	
	
	
	
	

	Thank-yous to contributors
	
	
	
	

	
	
	
	
	

	Write up report of what happened during campaign/

 things to remember for next year, etc.
	
	
	
	


Notes (any additional PR, important dates, new information etc):

Any fairness issues?

How did we do with this campaign?
What can we do to improve?

Campaign Managers (List primary manager first): 





Mark and Chris





Workplace Coordinator: ____________________________________ Title: ____________________________





Phone: _______________________ Email: ____________________________ Fax: ______________________





Address: _________________________________ City/State: ________________________ Zip: ___________












