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Scheduling the candidate’s time 

 
There is a lot to do on a campaign, but an organized and well-run schedule will keep the campaign on track 
and ensure you are not wasting the candidate’s time. 
 
When building a schedule, start by having a conversation with your candidate. Discussing the following items 
will set you and the candidate up for scheduling success!   
 
Scheduling logistics 

• What calendar system are you going to use? 
o Does that system need to be set up on the candidate’s mobile device? 

• What is the approval process for meeting and event requests? 
• How early in the morning should you schedule meetings? 
• How late in the evening is the candidate able to work? 
• What are some preferred locations for meetings? 
• Always remember to consider travel time, time for eating and other basic needs. 

 
Candidate’s time  

• If the candidate is working another job, there are additional considerations to maximize everyone’s 
time: 

o What part of their day is dedicated to the campaign? 
o When the candidate is at work, are you able to contact them? If so, how?  

§ If you should not be contacting the candidate, what is the plan for urgent and time-
sensitive situations? What constitutes an urgent issue?  

• When is the candidate setting aside time to see their family?  
o Along with family time, are there other family obligations that the campaign must respect?  

§ I.e. Taking the kids to school every morning, or previously scheduled events.  
• Does the candidate tend to run late?  

o If so, schedule in buffer time between meetings or events.  
• Does the candidate need assistance wrapping up meetings? 

o If so, agree on the tactic you will use to politely interrupt meetings to stay on schedule.  
• Does the candidate need reminders for their schedule? 

o Reminders the night before or morning of? Should you call, text, email? 
 
Other considerations 
• Always include a day of contact for the meeting or event. Things happen and you might have to 

reschedule.  
• Keep track of any follow-up needed after each meeting or event. 


