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	CAMPAIGN PROGRAM SCHEDULE

	

	WEEKS BEFORE RETREAT
	20
	16
	15
	14
	13
	12
	11
	10
	9
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	+1

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	CONFIRM DATE WITH PASTOR
	X
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	SET UP APPOINTMENT WITH PASTOR
	X
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	CONTACT RETREAT REGIONAL COORNIDATOR
	X
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	REVIEW COMPUTER PRINTOUT AND SET UP ACTION COMMITTEE
	X
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	HOLD ORGANIZATIONAL MEETING
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	POST NOTICES IN BULLETIN
	
	
	X
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	X
	X
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	ARRANGE FOR A  SPEAKER
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	PUT UP POSTERS
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	DRAFT LETTER OR INSERT FOR THE BULLETIN
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	LIST POTENTIAL RETREATANTS
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	CONTACT POTENTIAL RETREATANTS
	
	
	
	
	
	
	
	
	
	X
	X
	X
	X
	X
	X
	X
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	SPEAKER
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	FOLLOW UP RESERVATIONS
	
	
	
	
	
	
	
	
	
	
	X
	X
	X
	X
	X
	X
	X
	
	

	SEND IN RE4SERVATIONS
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	X
	X
	
	

	TRAVEL ARRANGEMENTS
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	X
	
	

	ATTEND RETREAT
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	X
	

	FOLLOW UP ON CANCELATIONS
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	X

	

	This campaign program gives you a total perspective of your program from beginning to the end and indicates what particular steps should be followed and when. Review this schedule often and read the instructions for each step carefully. Plan ahead each step along the way and if necessary discuss them with your Regional Coordinator

	

	Implement your own methods for carrying out these steps and use the approach that is best suited for your particular parish


REGIONAL COORDINATOR HANDBOOK
5 MONTH CONTACT:

· Check and see if the parish leader is willing and able to take on the responsibilities of a parish leader.

· Have the parish leader put the retreat on the parish calendar.

· Give the parish leader 2 weeks to get the above done then call the leader back and get their report on the above.

· Ask the parish leader if they have the latest parish leaders handbook. If not get them a copy. Also ask them if they have a copy of a printout of who has made a retreat in recent years. If they don't contact the retreat house and have a copy sent to them.

· Give the parish leader your phone number and or e-mail address and assure them help is just a call away.

· Let the parish leader know you will be calling them in a month and at that time they should be prepared to submit a list having the names of co-leaders and those who will be working on their retreat. Schedule the day and time you will be calling. Fill out a parish retreat status report and make sure the report is turned in to the retreat league President at the next regional meeting. If you can not attend the regional meeting at Notre Dame (this can be done by e-mail if so desired).

THANK THE PARISH LEADER FOR TAKING ON THE RESPONSIBILITY OF A PARISH LEADER. NOTRE DAME RETREATS HAPPEN BECAUSE OF THE GOOD WORKS DONE IN THE PARISHES.

4 MONTH CONTACT:
· Ask the parish leader, who did they get for co-leaders and those who will be working on the parish retreat team.

· Make sure they have the computer printout of recent retreatants.

· Suggest the parish team divide up the different tasks, and if it is at all possible try to attend the meeting.

· Remind the parish leader should NOW put a retreat notice in the bulletin. Ask the parish leader to save you a bulletin with the notice in it. Notre Dame is starting a file of all bulletin notices and next year copies of all the notices will be available. This will give parishes leaders ideas for next years retreat notices.

· Suggest asking the pastor for a list of new (men, women) so you can contact them about making a retreat. Also the pastor if he has any suggestions for possible retreatants.
· Remind the parish leader now is a good time to post in the church a poster or something with the dates of the parish retreat weekend and who to contact to make a reservation or for more information.

· Remind the parish leader to check with the pastor if it is OK to have someone from the speakers bureau to talk at the Masses and if it is OK have someone from the committee call the president of the speakers bureau and set up an appointment to have someone come in and talk.

· Remind the parish leader that if they have any questions or problems you’re only a phone call or e-mail away.

· Let the parish leader know that you will be calling them in a month to see how things are going. Schedule the day and time you will be calling. Fill out a parish retreat status report and make sure the report is turned in at the next regional meeting. If you can not attend the regional meeting at Notre Dame (this can be done by e-mail if so desired), or mail it to the retreat house attention: President of the retreat program.

THANK THE PARISH LEADER FOR TAKING ON THE RESPONSIBILITY OF A PARISH LEADER. NOTRE DAME RETREATS HAPPEN BECAUSE OF THE GOOD WORKS DONE IN THE PARISHES.

3 MONTH CONTACT:

· Remind the parish leader they should be putting more notices in the bulletin. Remind the parish leader to save you copies of all notices they use.

· If you couldn't attend the organization meeting ask the parish leader to fill you in on what went on at the organization meeting.

· Remind the parish leader that if they have any questions or problems you’re only a phone call or e-mail away.

· Let the parish leader know that you will be calling them in a month to see how things are going. Schedule the day and time you will be calling. Fill out a parish retreat status report and make sure the report is turned in at the next regional meeting attention President of the retreat program. If you can not attend the regional meeting at Notre Dame (this can be done by e-mail if so desired).
THANK THE PARISH LEADER FOR TAKING ON THE RESPONSIBILITY OF A PARISH LEADER. NOTRE DAME RETREATS HAPPEN BECAUSE OT THE GOOD WORKS DONE IN THE PARISHES.

2 MONTH CONTACT:

· Remind the parish leaders they should make up a letter or insert for the parish bulletin. Samples can be found in the parish leaders hand book. Ask them to save you a copy so that they can be added to the package of sample handouts you will be giving to all of your parish leaders.

· Suggest now is the time to contact the men on his parish retreat list. (Let each member of the parish retreat team choose who they want to contact.)

· Remind the parish leader that if they have any questions or problems you’re only a phone call or e-mail away.

· Let the parish leader know that you will be calling them in a month to see how things are going. Schedule the day and time you will be calling.

· Fill out a parish retreat status report and make sure the report is turned in at the next regional meeting attention President of the retreat program. If you can not attend the regional meeting at Notre Dame (this can be done by e-mail if so desired).

THANK THE PARISH LEADER FOR TAKING ON THE RESPONSIBILITY OF A PARISH LEADER. NOTRE DAME RETREATS HAPPEN BECAUSE OT THE GOOD WORKS DONE IN THE PARISHES.
1 MONTH CONTACT:

· Remind the parish leaders they should follow up on the people who wanted to make a retreat, but who didn't make a commitment.

· Remind the parish leader send a complete list of those who are going to make a retreat to the retreat house no later than 2 weeks prior to their retreat weekend. Reservations can be made after the deadline. The parish leader must call the retreat house to see if space is available. The following information should be included: name, address, city/town, zip code, phone number, e-mail address, single room or double with (name the person and any special needs.

· Remind the parish leader to make sure they all have rides to the retreat house (especially 1st timers) If needed give them directions on how to get there and let them know approximately how long it will take to get there. Give them a sample map or written directions.

· Suggest to the parish retreat leader to schedule a parish meeting at the retreat house to pick next years parish retreat team.

· Suggest taking pictures that can be used in next years campaign.

· Remind the parish leader that if they have any questions or problems you’re only a phone call or e-mail away.

· Fill out a parish retreat status report and make sure the report is turned in at the next regional meeting attention President of the retreat program. If you can not attend the regional meeting at Notre Dame (this can be done by e-mail if so desired).

THANK THE PARISH LEADER FOR TAKING ON THE RESPONSIBILITY OF A PARISH LEADER. NOTRE DAME RETREATS HAPPEN BECAUSE OT THE GOOD WORKS DONE IN THE PARISHES.

FOLLOW UP CONT ACT:

· A week after the retreat weekend you should contact the parish leader and find out the following:

· Did they get a letters for retreatants who were not able to make the retreat with dates of retreat weekend that have space available. If not see to it that they get as many copies as they need. Ask the parish leader to make sure the ones who missed the retreat get a copy.

· Ask the parish leaders if the have any comments or suggestions about the retreat or our parish recruiting program

THIS TIME ESPECIALLY THANK THE PARISH LEADER FOR ALL THEY HAVE DONE FOR HELPING GET PEOPLE FROM THEIR PARISH TO MAKE A RETREAT.
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