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Here's what
we'll cover

What do
production
managers do?

Workflow &
Scheduling

Getting the best
price, quality &
delivery

Package specs

Mail Shop

Personalization

Data Processing

Printing
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Postal Logistics

Reporting




g - e
What do production managers doe

* Manage complex projects

* Maintain strong client and supplier relationships
* Key partner in creative development

* Resource for new package formats

* Sourcing experts

* Master multi-taskers
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What you need 1o geft starteaq:

v Budget:
- Package costs
- Postage costs

v Strategy and audience
v" Artwork

v"Mission requirements:
- Union suppliers, environmental certifications

v"Donation processing requirements
v Timing
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Workflow &

Scheduling
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Managing Products, Services and

Stakeholders

* Use a scheduling tool that works for everyone

* Discuss timelines with partners — involve them early!
* Work back from the mail date

* Review the complexity of the package — do any components need

longer lead times?
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Managing your project workflow

. Strategy/Design/Production J
e Two simultaneous tracks

* Functions are interdependent ' |
==

Pre-press/ Laser
Printing Personalization




A Typical Project Timeline

Concept Data Variable

Processing Data

65 Days 25 Days 14-21 Days 12-16 Days 10-14 Days 7-10 Days
before before before before before before
Mail Date Mail Date Mail Date Mail Date Mail Date Mail Date
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Bid & Procurement
Process
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To get the best price/quality/delivery:

|

* Bid to your network of suppliers’ strengths
* Volumes, formats, turnaround time will drive supplier selection
® Specialty suppliers include:

e Address labels

e “Handwritten” appeals

e Membership cards

e Oversized/dimensional

e Premium items

e Domestic/International

* Get at least 5 competitive bids per component/function
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To get the best price/quality/delivery:

P

* Accurate specs are a must
* Be open to options
* Be aware of hidden costs: plates, dies, set-ups, deliveries

o If the price is too good to be true...

11
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Package
Specifications
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Package Specifications

* Define every detail — leave no room for assumptions

z." £

* Understand the end product and the most efficient
production method

e Will the components be generic or personalized?
* Do the specs meet postal requirements?
* Mock up the package

13
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Component Sizes

* Generic or personalized/variable data

e Cut sheet vs. continuous form
e Flat and finished

-

Dear Religious Coalition Supporter

1 v boen working for reproductive justice foe & long time. But in al those years | have
ever been 4s anxious about the dismantlng of Roe 1. Wiade as | am todsy:
In208,
coes 0 eprodutive health care. Bus the yar, or th (st e hose. s were very clealy
desinod o chalnge Ko e~ calcge the right belies i can i efors the
e magorty ofthe U.S, Suprerne Court

For cxample, s st e s bk ancrlaugh o ponsttioa) 20 veek srtion
bans. The most recent was on the ballo in AThuquergue, New Mexico, earie this month,
o scre hsthe riing e behind hs Pl niative was Operaton Rescue e

including our dear frieod
B B i s wes unscd dowr s v chor & o year a5,

become. And hey
life - her sexvality and fe

et maral ageney, and her fiture.

 You and I
Feproductive justice, have 4 special place in this fight.

This Kepedte Relgons ConliconfrReprdoctive i (RCRC) endths
ﬁ;lwm(m:\-nd iowns ik Albuquerque,Jocksan, Mk .. wherever our o
needed. We 1o 1 Tont o egSATTES GouTTooms AR woene's e nder e,

With your suppoet, RCRC is doing what no secular organization can — mecting these
o grond

pe campassionate
¢ health care fo every waman i this country

repred
Bt o e only just begining 0 gain back some of the ground thar's besa lost. And in
2004 i

everbeen. So.we have 1o be our strongest

That's why RCRC is lausching our 2013 YEAR-END FUND DRIVE today.
i is our most important fundraising effort of the year, and | hope you will
Step up with 3 genervus gif right away.

Your CRC today soies

{over, lease)
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Paper Stock

* Weight
¢ Finish/Color ]

uuuuuu

Ao Your Lirst-clss Stomp s o0 adelsmensl A
9+ on behalt of the Chiiren!

:
:

BUSINESS REPLY MAIL
FIRST-CLASS MAIL  PERMIT NO. 2057

POSTAGE WILL BE PAID BY ADDRESSEE

Retugees
deserve

a better
shelter
than this.

o

[TV R T TR orpol

=

INHGR today!

Bije

Your cause.‘ ’ Our effect.™
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Paper Stock ”

& Printed on recycleg paper
* Special Requirements:

e Union A
ﬁugo PRINT;
e Forestry Stewardship Council 20 =
e Recycled Paper racr conoes
e Corn window envelope film
)' PRINTED WITH
* Soy Inks XZ|SOY INK|  (§EarthFirst’ , e
' PLA Film from
@ ingeo' plants

uuuuuuuuuuuuuuuuuuuuu
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Fold Instructions

TI0 CLL] e

Half fold Tri fold Accordion fold
Many
Variations! g;lj@ E E ]m E L1
Z fold Gate fold Double gate fold

;: :Z?

Fold in half then hall Elglfll:iln Panel 4is upside down Half fold & tri fold ]m
before folding

Double parallel fo fenchfod e \__J Owetea”
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Form Set-up

* Identity what “Flies

18

the Package” = the
mailing address
visible on the Outer
Envelope

/ .

8-1/2”

Reply Portion

Gutter/Take out
F---oooooooommoommmm=f . for Drop-Cut

Top of Letter — Flies

the Package
14//

Dropcut (Gatefold) Form Set-up




|
Form Sef-up: Example o

* Letter and reply

i
. i
both personalized, Letter i Reply

printed on same ié/ Slit 1

sheet |

i

* No need to match l

i

data !

Interstack Form Set-up
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Perforations so a part
can be torn off easily

Reply slips
Coupons/tickets
Member cards
Involvement devices

NATIONAL MUSEUM of WOMEN in the ARTS

It YOUR MEMBERSHIP CARD TODAY

See You at the Fall Garden Festival!

L1 YES! I'm joining PHS today with this Membership gift. | have enclosed the Membership Certificate that corresponds to the
Member kevel at which [am joining, along with my donation. Please send me my Member Card!*

1 Household (3 plants + 1 show ticker) $75 ] Household (3 plarts + 3 show tickets) $95
[ Household! (3 plants + 2 show tickets) $85 Tl Household (3 plants + 4 show tickets) $105
Please tear off the Membership Certificate for the

level at which you are jolning and retues it aloay
with this form.

PLEAST SEE RTVIRST SIDE TOR PAYMEINT OFTIONS.

* I yows o mot roceive yosr Member Cand w tewe for
ostival don T werry, Wellhore s

the
Membs ¢ event!
PHS « 100 North 20th Street, 5th floor, Philadelphia, PA 191031495 « PHSonlineorg PERFS
..........................................................................

PERF

Membership Renewal Confirmation

MBS CANTICATE NERAERS P CRRTINCATE MEMBEE I CLRTMATE MLMRERINIP CENTIICATE
HOUSEHOLD g HOUSEHOLD - HOUSEHOLD : HOUSEHOLD
3 plants + | 3 plants + : 3 plants + . 3 plants +
1 show ticket . 2 show tickets . 3 show tickets ' 4 show tickets

$75 E $85 ; $95 : $105

®PHS \ ®PHS \ ®pPHS \ ®pHS

NATIONAL MUSEUM of WOMEN in the ARTS

Bije

Your cause.‘ ’ Our effect.™
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& GIFT CONFIRMATION FORbM*

wwe World Wildlife Fund 1250 Twanty-Fourth Strost, N « PO. Box 96555 « Washi DC 200777789 +

YES, I’'m enclosing my generous gift to WWF in the amount shown. Please use
my donation to help protect threatened species and their habitats!

* Sewd Hhis amount
ov wove Foday and
For oredit card cinations, see reverss sida. — ©FREE
ek Ui b i yeu do ot wan! WA Lo shire your conlact nloration,(sase ses s 20 e ceeatsy | VECEIVE your FRE
WWF Tiger Totes

aud Water Bottle!

ez 0 s e 3 e ol S B
Fieasa e your G aatla e World Wildifs Fund and
il it wh thz form in e oA, WA is
I8 T et e sfrct unra: 08 of M3 char ke
1 5 A8 e T ot alkvae

P EASE CETACH AT FERFORATION 55 NTT FRFL AS£FT) SNE FELRN A H Y00 €1~

Your cause. |}

Our effect.™



e

|
Printfing Inks: CMYK & PMS Spot Colors

* CMYK for full color work
* PMS for spot colors — for

22

logos or other precise color
needs — often used with
black ink for less costly 2
color print projects

Pantone Matching
System provides
precise colors

Four-Color Printing

uuuuuuuuuu
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Inks — Bleeds and C
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WWORLD WILDLIFE FUND | 16-Month Calendar

overage

Aipnjpupsw

They are not
worthless.

*'y}4p3 UO S)pWIUD pasSngn ISou 8y}
BuOWD 8Jp S)DWIUD pawanf KJ0}oD 4

Your cause.

Our effect.™
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Envelope Printing E A"

. : ;tO C]:( » So C uStOIIl priI lted / (!({r} ((};tlx‘\; et T i hcon ‘,
"'R“I)l‘m&'n\;o!‘:ﬂ Washington, DC 20005
and conv erted

101C€

With Roe at its most vulnerable,
we need to be at our strongest. \

e Dimensions, artwork

P =
1-1/4 X 4-1/2 \
Py gl - R 2013 YEAR-END FUND DRIVE L

* Single window, double
window, size, positioning,
window film material
(plastic, corn)

STUYL30 804 30I5M 335
*** Y16 noA-yuey} [e1o0ads e Jo 8910yd INOA

€3 30% Post-consumer m

Your cause. Our effect.™
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Why Should | Consider Gang Printing¢

P

* Running multiple print projects at once to save money

* Do you have same components used throughout your annual program

that you can print upfront?
e Forms, envelopes, urgent-gram shells
* Can you join a larger multi-client print run?
e Calendars, member cards, etc.

* Inventory management

25
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Determining Print Quantity

e Larger print quantity vs. mail quantity due to spoilage factor

* Overall mail volume

* Number of panels/drops

* Form formats — multiple components printed on one form?

* [s project produced on machines only? Is there any handwork?

uuuuuuuuuuuuuuuuuuuuu
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Proofing Procedures

e PDF Proofs — view on screen

* Live color proofs on actual
paper stock

® Press checks for important color
projects — approve photo
quality

* What does your team require?

* Build proofing steps into
schedule

uuuuuuuuuu
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Data Processing Pointers Quality

e File Layout — shows all your data details Control Steps
e Make sure all required data fields are populated Prevent
e Exclude fields that are not needed Errors

* Critical Reports to ensure accuracy

e Data Scans — Audit of your mail data — state counts, list code counts, incomplete
records

e Gift ask data reports

e NCOA (National Change of Address) Reports
e Acquisition List of Lists & Suppression Files

e Is the quantity as you expected? jm

28



Variable Data Pointers

* Types: Inkjet, Laser,
Real handwriting,

autopen faux

handwriting, digital

printing

* Clearly identity

variable data

* Fonts, point sizes,

ositioning

29

Jl“y Stephens full name

icompany

alternate 2 address
alternate address 1
delivery address
city state zip

IMB

XXXSample Q. SampleXXX
XXXAnyStreetXXX
XXXAnyStreetXXX

nytown, USA 12345XXX

e X724

s %’(///1(')/({/

H 14 Agei Sust bvile RSVP Test 08 nas 1 31441 TEST CF CARRIER: 5-1/4 X 7-1/4 + 1/1=PMS 369
24# CREAM RECYCL STOCK

B ———]

postage NP meter

[pka C
[test letter

illy Stephens
Dear XXNAMEXX,

As a generous supporter of City Harvest, you already know that your
contributions fucl our food rescue operations

But to meet the current needs of New York City food pantries and

sup kitchens, | am reaching out to invite vou to join 8 dedicated group of
donors we call our Rescue Partners

Rescue Partne
cach month so that City
trucks running day and night supplying the good food that feeds so many
hungry New Yorkers

make a special commitment to give a gencrous gift

Harvest always has enough resources to keep our

With more New Yorkers strug
families amid cuts to the Supplemental Nutrition Assistance Program
(SNAF unemployment or underemployment, we urgently
need more Rescue Partners

gling to feed themselves and their

nd prolon

That is why we hope you will step forward to become a

City Harvest Rescue Partner by making a pledge of $10 or $15
amonth. Some Rescue Partners choose to make pledges of
$50 or even more, but the level of your support is completely
up to you. What matters most is that we can count on your
contribution each and every month

You see, if we know ahead of time that we can expect a donation
from you, we can plan me ck out new
and for food.
across the

effectively and continue to se

sources of good food 1o keep up with the city's growing d
There aro nearly two million city residents who are facing hu
five boroughs, and your steady, dependable contributions will allow us to

step up and continue to help them feed themselves and their families

Even a modest
a year. For example:

nthly gift cun really add up over the course of

+ 2510 monthly contribution will help rescue 500 pounds of food

+ 2 S15 monthly pledge will help feed two kids cach month all
year long

+ or a $50 gift cach month will help feed six senioes for an entire year

With your help, we will deliver 46 million pounds of food this ycar—
an average of 3.8 million pounds a month and 126,000 pounds each day!

ST LETTER: 6-3/4 X 10 + 1/2=PMS369 OVER PM$294, BLACK
REAM RECYCLED STOCK « LASE "

e

116 Al St Wt RSP To 39 & LASER-TIMES 11/13 qon 260

full name
Pkg © icompany
jalternate 2 address
jalternate address 1

From delivery address b

XXXSample Q. SampleXXX  [City State zip ly Stephens
XXXAnyStreetXXX 6 East 32nd St. Sth Fir
XXXAnyStreetXXX New York, NY

XXX Anytown, USA 12345XXX 10016-5422

Dear Jilly,

1 am very pleased to accept your invitation to become a Rescue Partner and make a
monthly gift in support of City Harvest’s mission to help feed hungry New Yorkers

1 would like to become a City Harvest Rescue Partner by making a monthly, tax-
deductible gift in the amount of

Qs QOs1s QOs25s Qss0 0S100 QOther § (suggest i $10)

Q Automatic Electronic Funds Transfer (EFT) from my bank account. I'm enclosing a
check with my first monthly gift

Q Please charge my monthly Rescuc Partner gift to my credit card.

OAmerican Express  OMasterCard  QVISA

Account Number Expiration Date

Signature

O Monthly check. 1'm enclosing a check for my first monthly gift. (You will be mailed
a monthly reminder notice.)

Q Sign up online at cityharvest org/rescue. When using this optig
need to send in this form.

understand that I have the right to change opefiicel this agreement at any time. [775
of cach gift will appear on my bank or pe€Git card statement and will serve af

SIGNATURE (Even if you sigs] under your credit card account num

QSHPCI  QSHPCLS QSHPC2 QOther §

Your cause. || J Our effect.™




Mail Shop
Specifications
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Mailshop Checklist

v Know supplier’s requirements and capabilities
v Clearly identity each version and its specific requirements
v"Material Delivery Notification
v Inventory codes
v Quantity
v How piece will arrive: packaging, flat, folded, multiple up on form
v"Trim and fold specs
v Insertion Order
v" Postage due date and details
v Live stamp affixing? Inkjetting? Other special instructions
v Mail date(s)!

31
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Insertion Order e

e ase Aoy

¢Aepoy uopoe axey

aseayd nof jiim ‘leainins J1ey3 uo 3sej Bupyon 3209 ayl Yum

* What component
is “flying the
package” (address
visible on outer

envelope)?

* [s window
position accurate?

e What's the first

LU CEERT
*** s3e0 Jeasb ||e aJe Aoy ‘piedoa) Jnwy [nyneaq pue

eue1 oy "196y yueoyiubew ay) "psedoa] Mous oAISN|o BYL

“sarads Aaid jo

pue

Nongeoft g
5. POSTAGE

Work Viife
g

Tiger Totes
& Water Bottle

when you support WWF today!

ee inside for details!

¥
o
@<
W

item donor sees
when opening
envelope?

32



—

Postal Logistics
Strategy
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Pay attention to Postal Logistics!

* Reduce postage costs

* Speed delivery

* Skipping postal steps gives you more predictable in-home dates
* Track your mail delivery

* Now more important than ever with recent postage increases!

uuuuuuuuuu
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Drop Shipping

* Reduces postage
cost

-
0
J| ]
.
v

Destination SCF\ 7 N
v:w, : :'
N

-

Local Post Office

}

©

Origin SCF Origin NDC Residence

* Speeds delivery

* Factor in freight
charges

35




Commingling
¢ Your mail is

combined with

other mailers for

deeper volume
discounts

36
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Destination Scx N
///’//\\

Mail Shop

l Commingler
N
\ //

L
Local Poiz Office

Local Post Office

Destin‘ation NDC




- e
ﬂprojec’r is in the mail... but there's
still more to do!

* Budget Reconciliation & Invoicing

* Mail Tracking: Online tracking services and seeds
* Mailing samples

* Results Analysis

* End of Project Recap & Learnings

uuuuuuuuuu
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Key Takeways to ensure a successful

mailing

* Get suppliers involved in the planning stages of your project

e Are they the best fit?
e Can they meet your timeline?

e Stay on schedule — meet your critical dates
e Provide accurate and detailed instructions

* Build partnerships! Strong relationships pay dividends when
challenges arise

* Develop Quality Control processes and checklists

* Each project is a learning opportunity T C

uuuuuuuuuuuuuuuuuuuuu
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Thank Youl!

Leigh Ann Doyle
Production Management Group

401.290.0667
leighann.doyle@pmgdirect.net
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