























































































































































































































































































































NRCC Starter Manual

key campaign members should be involved with this process. The public rela-
tions person or fundraising person might have suggestions to maximize use of
the candidate’s time when visiting a certain area, attending a particular event
or speaking to a certain group.

An advance schedule is prepared by the scheduler to include specific commit-
ments and planned activity. The advance schedule should block off time by
months and then weeks between the beginning of the campaign until Election
Day. This advance schedule is based on the scheduling strategy and campaign
plan. It should include the basic time-frame set forth in the campaign plan.

This advance schedule is a loose timetable for the candidate’s activity. The
timetable should remain flexible so the campaign can adapt to the changing

political situation of the campaign. At the same time, the timetable will need to
stick to basic campaign strategy.

On a daily and/or weekly basts, the scheduler will prepare an itinerary for the
candidate. This lists the minute to minute daily schedule complete with direc-
tions, notes on the meetings and contacts. For major events, the scheduler
should also prepare a briefing sheet. A sample itinerary and briefing sheet are
included in the attached appendix.

Responding to Requests

Outside requests for the candidate will be made by phone, mail or directly to

the candidate and campaign members. As stated before, get these requests in
writing,.

Requests come in two forms: specific date and open date. The specific date
request requires a definite time and date for the candidate to appear, while the

open date asks for the candidate’s appearance sometime within a certain time-
frame.

The first step is to respond to the definite turn-down events. These are the ones
that hold no interest for the candidate and campaign and afford no political
benefit. These requests also include those in irreparable conflict with a pre-
scheduled campaign event. Although there’s no hope the candidate will attend
these events, keep the paperwork for future reference. Send a letter of regret
over the scheduler or campaign manager’s signature — not the candidate’s.

Next, you're left with the maybes. This is where your campaign’s decision-
making system kicks in. Consult with the designated key campaign members
about the maybe requests. The scheduler should know everything there is to
know about the request before consulting with the decision-making committee.
Go as far as checking out the sponsors and event, calling a political contact in
the area, pinning down what's expected of the candidate, the number of atten-
dees and the names of key people attending.
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If a decision is made to accept the request, send an acceptance letter over the
candidate’s signature. File the request in a special “active acceptance” file ac-
cording to date.

If a decision can’t be made, respond with a pending letter over the scheduler or
campaign manager's signature. Keep the pending requests in chronological
order and note what action has been taken. Don’t forget about the pending
requests. Try to issue a definite decision as soon as possible. Keep in contact
with the group. Don't keep them hanging, but don't commit if you can't.

Try not to make commitments too far in advance. Most groups can bear not to
have a definite commitment until two weeks in advance. Don't commit to some-
thing and then cancel — unless extreme circumstances prevail.

Sample form letters for acceptance, regret and pending responses are included
in the attached appendix. You'll find you may need additional letters to cover
special circumstances. You may also want to compose your own special form
letters. Form letters save considerable time, especially when the campaign
heats up and there are numerous requests to which you must respond. That's
when a computer system with word processing can be extremely helpful, if the
campaign can have access to one.

Filing

No scheduler is better than his or her files. Although it seems menial, the
scheduling files are probably the most active files needed in a campaign. They
should be organized to have the material available at a moment’s notice.

There are several ways to file scheduling materials. We recommend the more
simple the system the better. In most cases, you'll need to have duplicate files

to account for dates and geographical areas. And, you'll need files for pending
requests, acceptances and regrets.

Be sure to keep all pending requests in one folder, in order, by date. Once a
decision is made — move it to the regret or accept folders. Also, keep your
regret files in good order, and note action made with the request. These are the
ones likely to haunt you in the future.

The duplicate system codes acceptances, regrets and pending requests by date
and geographical area. Some people color-code each month. Put all open date
invitations in a general file pertaining to a specific month. The other filing se-
quence is by geographical area. This should be consistent with the areas cho-
sen by the targeting in your campaign plan. This filing system will give you the
information needed to analyze areas in which the candidate is spending or not
spending his or her time.

Keep all information about each event clipped together. As additional informa-
tion comes in, be sure it's included with the paperwork on the event.

107



NRCC Starter Manual

Schedule Book

The scheduler’s most important tool is the schedule book. This often is a loose-
leaf binder that should never leave his or her sight. Take it home with you,
never leave it on your desk unattended and don't lend it to anybody. Lock it in
your trunk when you go out to lunch. Don't take it to public places.

Here are some basic sections to be included in the scheduling book. You'll
probably think of additional ones, but these are the basics:

Advance Schedule

This shows a week’s worth of events at a time. Once an event is approved it
goes on this schedule. Note the time of day, date, the event, location, contact
person and phone number. The advance schedule also includes legal political
dates, holidays, historic dates and notes large public events for easy reference.
This helps in briefing the candidate.

Itinerary

This is the final step in scheduling. A complete schedule for the day or week.

This includes all vital information about the event, directions, times, location,
contacts, etc.

Maps

Include the ones you'll need access to the most, such as road maps of the
district or region of the state.

Name Lists

Include lists compiled in the district inventory such as the leader list, contact
list and phone/address list.

Target Areas
The list of your campaign’s geographical targets.
Form Letters

Samples of your various form letters sent in response to requests. Include their
codes if on computer.

Master Campaign Calendar

Include the campaign plan’s general timetable.

108



NRCC Starter Manual

Others' Schedules

Include schedule information for other people associated with your campaign,
such as the candidate’s spouse and surrogates.

Dos and Don'ts

We hope this explanation of campaign scheduling will be helpful to you and
your campaign. It may seem like a lot of material to digest and implement at
first. Once you've established a routine you're comfortable with and one that
works well for your candidate, you'll be up and going! As a matter of review,

here are some general “dos” and “don’ts” to follow when scheduling your candi-
date.

Dos

* Do confirm all appointments, accepted invitations and appearances as
promptly as possible and in writing.

.

* Do have the candidate on time at all times.

* Do have only one place for scheduling information and only one per-
son handling it.

* Do have the candidate be appreciative for every invitation and eager to
attend. But also have the scheduler get in touch for specific accep-
tance or rejection of each request.

* Do give written directions. Check all directions twice. Get room num-
bers, telephone numbers and other guideposts to get the candidate to
the destination.

* Do give the candidate some rest time.

* Do find the candidate appropriate escorts.

¢ Do brief the candidate before each event and debrief the candidate
after each event.

Don'’ts

* Don't accept invitations for low priority locations because everyone
else who ever won went there.

* Don't forget to inform key leaders and organizational people of the
candidate’s appearance in their area.
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* Don't ever break the schedule.
¢ Don't cancel any event.
* Don’t spend time with those you know will vote against you.

* Don’t accept any invitation until you have first checked with your
written schedule.

* Don’t hold off responding to a request if it is in the pending category.

Thank the contact for the invitation and explain a decision can't be
made yet.
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Sample Appearance Questionnaire

Event Date of Event Date Received____ ,
Sponsoring Organization
Address
Telephone (O) » (R)
Type of Event: Breakfast Luncheon - Dinner
Reception Meeting Parade
Rally Picnic
Other (Specify)

Event Location (Include Street Address)

Telephone

Chief Officer of Organization

Address

Telephone (O) (R)

Principal Contact (if different from above)

Address

Telephone (O) . (R)

Proper Dress For Event Is Spouse Invited?
Time of Event (Begins) (Ends)

Other Persons Who Will Be At Head Table and Receiving Line Include:

Officials rMedia Attending?
Candidate Requirements
Introduction by
Completed by. Date
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Sample Acceptance Letter

Thank you so much for your kind invitation to (name of event) on

(date) at (time) . I'm delighted to accept, and look

forward to being with you and your guests.
I am enclosing a biography and some background information for your use,

and have asked __(scheduling director) to contact you for further details.

Again, thanks for thinking of us, and we'll see you soon.

Sincerely,

Candidate

NOTE: Whatever the event, mention it and the name of the organization and the time and date in the
body of the letter. Also, if the candidate is going to be able to stay for only part of the event, say so
clearly in the acceptance letter. Then the Scheduler should indeed contact the host.

Sample Turn Down Letter
On behalf of (candidate) , I thank you for your kind invitation
requesting him/her to __ (appear, speak, participate) in your

(organization/event) on__ (date)

a) However, because of a prior commitment on that day, he or she will be
unable to attend.

b) However, he or she will be in _(place) on that day attending the legislative
session and will be unable to attend.

c¢) However, he or she is scheduled to be in__ (area of state or county) .
(Candidate) has asked that I extend his or her best wishes to you and

your _(members, guests, etc.) for a most successful (meeting, dinner, etc.).
Again, many thanks for your invitation — keep us in mind for another event.

Sincerely,

Campaign Manager/Schedule Director
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Sample Pending Letter

Thank you for your kind invitationto______(candidate) ____requesting
him/her to

your

(organization/event) on (date)

However, at this time he or she is tentatively scheduled to be in

(place-county,out-of-state) . Ifit is possible for us to let you know later

this month to confirm the appearance, please contact me at (phone) ., Or,if you

would like us to have someone speak for the candidate, we will be most pleased to

arrange it.
Thank you for your interest, and we look forward to hearing from you.

Sincerely,

Campaign Manager/Schedule Director
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Sample Briefing Sheet

Champaign County Annual GOP Lincoln Day Dinner

Holiday Inn-East/6:00 p.m. Cocktails
Champaign 7:00 p.m. Dinner

This invitation was extended by county Chairman Jack Hershfeld
who is the longest serving Republican County Chair in the state (15
years). He will meet you at the lobby door and escort you to the Ambas-
sador Room. Approximately 800 people attend this traditional dinner.

You will be seated at the head table along with Congressman
Smith, state Senators Tom Ewing and Stanley Weaver, and state Repre-
sentatives "Bare” Woodyard, Virgil Wikoof and Ed McBroom.

You will be giving the keynote address this evening . . . about 20

minutes on grassroots politics with an acknowledgement of Chairman
Hershfeld's service.

County Chairwoman Colleen Brunner will not be there due to an
illness in her family. Some other dignitaries who will be in attendance:

Mr. Brad Minnick, one of your early financial backers.

Mrs. Judy Wright, owner of Wright Manufacturing.

Mrs. Lila Jones, who hosted a reception for you.

You were in Champaign last month to announce your New Farm

Programs. In addition, you spoke at the Chamber of Commerce lunch
and attended Mrs. Jones' fundraiser for you.
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