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PRINTED MATERIALS TIMELINE – SAMPLE
An Event Sponsored by the SMBC Upreach Ministry

Tuesday, June 4, 2013
Location: Springhill Multipurpose Room
PRINTED MATERIALS TIMELINE

Invitation

· Monday, February 5

Determine invitation format

Finalize guest categories/list

Determine name of event

Determine who is writing copy

Determine who is designer

· Week of February 19

Invitation copy finalized and approved 
· Monday, February 26

All invitation and map info to Designer

· Monday, March 5


All guest names/address to Event Coordinator
· Friday, March 9


Receive initial invitation proofs
· Friday, March 16 


Return corrected invitation proofs to Designer

· Week of March 19 


Alterations of invitations by Designer

Determine postage rates and purchase
· Friday, March 23


Receive invite package back from Designer 

· Monday, March 26


Invitation sent to Ministry Leader Sponsor for approval

· Monday, April 2


Invitation approved by Ministry Leader
Release invitation package to printer 

· Week of April 9


Final proofing of addresses Event Coordinator
· Monday, April 16
 

Invitation package picked up from printer
Delivered to mail house
· Monday–Thursday, April 16-19 
Process invitation mailing 
· Friday, April 20


Mail invitation

· Monday, April 23


Guests receive invitations (6 weeks prior to event)
· Friday, May 18


RSVP due date
Program

· Obtain all necessary photos/bios for program

· Monday, April 9


Initial program copy to Designer

· Monday, April 23


Receive initial program proof

· Friday, April 27


Return corrected program proofs to Designer

· Week of April 30 


Alterations of program by Designer

· Friday, May 4


Receive program back from Designer

· Monday, May 7
 

Program sent to Ministry Leader for approval

· Friday, May 11


Program approved by Ministry Leader 

· Monday, May 14
 

Release program to printer

· Friday, May 18 


RSVP due date
· Monday, May 28 


Program delivered 
· Monday, June 4 


EVENT
