Lawrence University
2005-06 Class Agent Timeline

	September 15
	Lawrence
	Mails information packet to all class agents, including:
• Class Agent Handbook for 2005-2006


• Fiscal Year 2004-2005 Results Report
• Class Agent Options Form

	October 15
	Class Agents
	Read through information packet.  Return completed CLASS AGENT OPTIONS FORM (postmarked) by Saturday, October 15.

	November 1
	Class Agents
	Submit text for agent-written letter, postmarked by Tuesday, 
November 1.

	November 5
	Lawrence
	Sends thank-you postcards to agents to sign, personalize, and mail.

	December 15
	Lawrence
	Sends printed letters to class agents to add personal greetings, notes, and signatures.

	January 16
	Class Agents
	Return personalized letters to Lawrence, postmarked by Monday, January 16.

	February 1
	Lawrence
	Mails class agent letters to all alumni classes.

	February 5
	Lawrence
	Sends thank-you postcards to agents to sign, personalize, and mail.

	March 1
	Lawrence
	Mails draft of second appeal text to all class agents.

	April 1
	Class Agents
	No fooling!  Return modified second appeal text to Lawrence.

	May 1
	Lawrence
	Mails second class agent letter, with agent’s signature electronically printed on it.

	May 6
	Lawrence
	Sends thank-you postcards to agents to sign, personalize, and mail.

	June
	Class Agents
	May choose to help their class giving totals by making reminder calls/e-mails/notes to classmates who have not yet renewed their gift.

	June 30
	Lawrence
	Our fiscal year ends!  All gifts must be in to Lawrence.

	Mid-July
	Lawrence
	Sends fiscal 2005 results to agents, plus thank-you postcards for agents to sign, personalize, and mail.


