Editorial Calendar Letter

Date: [Insert Date]

To: [Team/Recipient Name]

Subject: Editorial Calendar for [Month/Year]

Dear [Team/Recipient Name],

| hope this message finds you well. Please find below the proposed editorial calendar for our

upcoming publications for [Month/Year]. This plan includes key topics, publication dates, and
responsible team members.

Editorial Calendar

Publication Date Topic Format Assigned To
[Insert Date] [Insert Topic] [[Insert Format] |[Insert Name]
[Insert Date] [Insert Topic] [[Insert Format] |[Insert Name]

Please review this calendar and let me know if you have any changes or additions. Your input is
valuable in making our upcoming publications a success.

Thank you for your collaboration.
Best regards,

[Your Name]

[Your Position]

[Your Contact Information]



