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What do production managers do?

*Manage complex projects

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

*Resource for new package formats

*Professional multi-taskers

*Ensure quality control




What you need to get started:

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



Workflow &

Scheduling




Managing Products, Services and
Stakeholders

*Work back from the mail date

*Review the complexity of the package — do any components need
longer lead times?

*Discuss timelines with partners — involve them early!

*Use a scheduling tool that works for everyone



A Typical Project Timeline

'®I Project Timeline
Variable
M n

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

Data

Processing




Managing your project workflow

Strategy/Design/Production J

———
interdependent | |

Pre-press/ Laser
Printing Personalization

*Two simultaneous tracks

—=n




Bid & Procurement
Process




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:
> Address labels

> “Handwritten” appeals
> Membership cards

> Qversized/dimensional
° Premium items

> Domestic/International



To get the best price/quality/delivery:

*Accurate specs are a must

*Be open to options

*Be aware of hidden costs: plates, dies, set-ups, deliveries

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




Package
Specifications s




Package Specifications

*Define every detail — leave no room for assumptions

*Understand the end product and the most efficient production
method

*Will the components be generic or personalized?
*Do the specs meet postal requirements?

*Mock up the package




Component Sizes

*Generic or personalized/variable data
*Cut sheet vs. continuous form

°Flat and finished

Dear Religious Coalition Supporter,

1 hivve been working for reproductive justice for a long tme. But in all those years | have
niever been s anxsous aboul the dismantling af Boe v, W as 1 am todsy.

In 2013, palitical extremists ance again enacted dowens of new restrictions on o waman's
nceess 1o reproductive health care. Bus this year, for the first time, those lnws were very clearly
designed to challenge Koe itself — a chalkenge the far-right belicves it can win before the
comservative miagonity of the LS. Supremse Court.

Fioe example, this year we fought back an anslaught of unconstitutional 20-week abartion
bans. The mast recent was an the hallot in Alhuquergue, New Mexico, earlier this month, 1t's
i secret that the driving force behind this ballo initiative was Operation Rescue, an extremist
g‘w that b been linked to the killers of several shortion providers, including our dear friend

. George Tiller, wh was gunned down in his charch a few vears ago.

This is further evidence of just how mdicalized the apponents of reproductive justice e
become. And they will stop a1 nathing less than complete cantral of every facet of 0 woman's
lifie — her sexuality and fertilicy, her moral agency, and her future,

Unless we stop them, You and 1, as people called by our Faith o work for
reprodustive justice, hve a special place in this fight.

This year, you helped the Religious Coalition for Reproductive Chaice (RCRC) lead that
fight in cities and towns like Albuguerque. Jackson, Milwaukes ... wherever our voice was
neaded. We lad it in front of legislitares, courtrooms, and women's clinics under siepe.

With your support, RURC is doing what no secular organizatson can — meeting these
igious extremists on their own ground. We are using the moral authority of our diverse faith
traditioms 1o counter their hateful rhetaric and spenk ot for comprehensive, compassionate
reproductive health care for every woman in this country,

But we are anly just beginning wo gain back some of the ground that's been lost. And in
2004, we will face & new wave of attacks an warmen. and Roe wall be the meost valnerable it has
ever been. S we have 1o be aur strangest.

That's why RCRC is lamsching owr 2013 YEAR-END FUND DRIVE today.
This is our st i portant fundraising efTort of the year, and | hope you will
step up with a generous gift right away.

Yinar year-end cantribution o RCRC today will help us speak up and make our veses
heand like pever hefare, at a time when women and Gmilies hive never needed us more,

Hover, plense)
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Paper Stock
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Paper Stock

Special Requirements: »
> Union & Printed on recycled paper

> Forestry Stewardship Council P ,
€ TRADES | M) [COUNCIL B
> Recycled Paper s 2 ‘1@
> Corn window envelope film m;;'i_
6?" Earthl:il's_t® made FEC* CO00000
> Soy Inks R
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d =3 S
SOY INK . >




Printing Inks: CMYK & PMS Spot Colors

*CMYK for full color work

*PMS for spot colors — for

logos or other precise color S
needs — often used with black Blue . Green
ink for less costly 2 color print Black

projects Red

Pantone Matching

System provides
Four-Color Printing precise colors



Inks — Bleeds and Coverage [k

2419011 TPMG (Rev 1/20) Black 163 Red
FOR COLOR BAEAK ONLY - MOT FOR COLOR MATCH
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100 5 GIFTS THAT GVE BACK... SUPPORT CONSERNATION FRONTUME HEROESOOLLCOLLECTION

\WORLD WILDUIFE FUND | 16-Month Calendar

ightra your bliday seasan with wilife

el

&

Ga ouline for more ham 100 afogtions and addtions WWF apgarel and gear:

worldwildlife.org/give

11.800.CALL WWF

Visit warldwildiife erp/give or call 1500 CALL WWF




Fold Instructions

]

L

2 1 3 2 1
Half fold Tri fold Accordion fold
4 o) ol E
Many
R Z fold Gate fold Double gate fold
Variations!
T q 4 | 4|1 5|6
4|3, 1 2 | 1 \ 1 3|21
‘\\\ '
Fold in half then half again Panel 4is upside down Half fold & tri fold
Double parallel fold before folding ffo fo
French fold

e




Form Set-up: Example

8-1/2"
Identifies what Reply Portion
“Flies the Package” Gutter/Take out
= the mailing for Drop-Cut
address visible on et efeiaelafafeietefefeieieieieiel [ -
the outer envelope Top of Letter

Flies the Package
14"

Dropcut (Gatefold)
Form Set-up




Form Set-up: Example

* Letter and reply both

personalized, printed . 8.1/2"
on same sheet
* No need to match data Letter Reply
- Slit 11”

Interstack Form Set-up




NATIONAL MUSELIM of WOMEN in the ARTS

Perfs

ACTIVATE 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 I am joining, along with my donation, Please send me my Member Card!®

¢ Pe rfo rati O n S SO a p a rt O] Household (3 plants + 1 show ticket) $75 ) Household (3 plants + 3 show tickets) 595

[0 Household (3 plants + 2 show tickets) 385 T Household (3 plaris + 4 show tickers) $106
Please bear affl the Membeeship Centificate far the

can be torn off easily e

PLEAST SEE REVTRST ST FOR PATMENT OFTIONS

= I s ol et ey Mesnber Card i teme for
the Fall {rarslen Festival. don'l werry, Well haw s
Micswibicr List at the ciwnt!

L]
o Re p Iy S I I pS PHS « 100 Narth 20tk Street, 5th Boor, Philsdelphia, A 19103-1495 « PHSonline.org ﬁﬂm
T o e T e o e s T T s T T TPt AN AU PP [ e g Yoo P - SR, A == -
'

SRR ERSN P CRATIEMCATE : WERRERSHIF CRRTIRICRTE ] R CRRTRCATE ] MEMRERSHIP CERTIRICATE
HOUSEHOLD ] HOUSEHOLD ' HOUSEHOLD H HOUSEHOLD
3 plants + ] 3 plants + 1 3 plants + H 3 plants +
° . 1 show ticket ] 2 show tickets : 3 shaow tickets I 4 show tickets
Coupons/tickets A e
*rus : 2pHS ! 2pHS ; 2rHS

*‘Member cards 3

Membership Renewal Confirmation

°Involvement devices

NATIONAL MUSEUIM of W
1250 New York Avenue, NW, Washi




GIFT CONFIRMATION FORM
wwr World Wildlife Fund 1250 Tuenty-Fourth Strest, MWW » RO, Box 88555 « Washinglon, DC 20077-7789 = weildwi

fo.org

(] YES, I'm enclosing my generous gift to WWF in the amount shown. Please use

my danation to help protect threatened species and their habitats!
*
Q * Sema this amaunt
ov wore todey emd. I
For credt car sinations, 562 19erss Side.
3 Plessss chanck Ui bus 1y s ot were WWF Lo shisrs your ot informalion, \heass aee e s e deta

receive your FREE
WIF Tiger Tobes
ol Werker Bottle!
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Envelope Printing

e Stock vs. custom
printed and
converted

 Dimensions, artwork

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

. d}e &uﬂ& 1413 K Street, NW + 14th Floor
[ﬁfﬂep &'}ﬂyﬂ%{u— Washington, DC 20005

10102

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

1-1/4 X 4-1/2

778 LEFT &/8 BOTTOM 2013 YEAR-END FUND DRIVE

O Prrtedanreyedpaper

1-1/8 X 4-1/2
7/8 LEFT, 5/8 BOTTOM

5 30% Post-consumer

1-3/8 x 4-1/2
7/8 Left, 2-5/8 Bottom

FREE GIFTS ENCLOSED
¥ Greeting Cards Pockst Calendar
v Address Labels " and morel

STI¥L30 Y04 305M 335
- Jib noA-yuey) [e1oeds e Jo 821040 INOA




Should | Consider Gang Printing?

*Running multiple print projects at once to save money

*Do you have same components used throughout your annual program that you
can print upfront?

> Forms, envelopes, urgent-gram shells

*Can you join a larger multi-client print run?
> Calendars, member cards, etc.

*Inventory management & schedule alignment



Determining Print Quantity

*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?




Proofing Procedures

*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




Managing your project workflow
=N J
I

Pre-press/ Laser
Printing Personalization

=




Data Processing Pointers ,
/ Quality

File Layout — shows all your data details Control Steps
> Make sure all required data fields are populated

> Exclude fields that are not needed

Prevent
Errors

Critical Reports to ensure accuracy

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

> Gift ask data reports

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

° |s the quantity as you expected?



Variable Data Pointers

Types:

* Inkjet

* Laser

* Real handwriting

e Autopen faux handwriting
e Digital printing

Clearly identify variable data

Fonts, point sizes, positioning

Jilly Stephens flname

company
alternate 2 address
alternate address 1
delivery address
city state zip

IMB

XXXSample Q. SampleXXX
XXXAnyStreetX XX

XXX AnyStreetX XX
XXXAnytown, USA 12345XXX

RS8P Seequested

(CH 14 Apnl Sust invae RSVP Teat 05E naa 1 31441 TEST CF CARRIER: 5-1/4 X 7-1/4 = 1/1=PMS369
24# CREAM RECYCLED STOCK

postage NP meter

pkg C
test letter

illy Stephens

Dear XXNAMEXX,

As a generous supporter of City Harvest, you already know that your
contributions fuel our foo rescus operations.

But to meet the current needs of New York City food pantries and
soup kitchens, | am reaching out to jnvite vou to join a dedicated group of
doners we call our Rescue Partners.

Rescue Partners make a special commitment to give a generous gift
cach month so that City Harvest always has enough resources 10 keep our
trucks running day and night supplying the good food that feeds so many
hungry New Yorkers.

With more New Yorkers struggling to feed themselves and their
families amid cuts (o the Supplemental Nutrition Assistance Program
(SNAP) and prolonged unemployment or underemployment, we urgently
need more Rescue Partners

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
550 or even more, but the level of your support is complotely
upto 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 more effectively and continue 10 seek out new
sources of good food o keep up with the growing demand for food.
There are nearly two million city residents who are facing hunger across the
five boroughs, and your steady, dependable contributions will allow us to
step up and continue to help them themselves and their families.

Even a modest monthly gift can really add up over the course of
ayear. For example:
« 2510 monthly contribution will help rescue 500 pounds of food
+a$15 monthly pledge will help feed two kids cach month all
year long

* or 3 350 gift each month will help feed six seniors for an entire year

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

Gity Harves, Inc East 32nd St. Sth Fir.  New York, NY 10016-5422

31441 TF;\T LETTER:6-3/4 X 10 « 1/2=PMS369 OVER PMS294, BLACK
IS 608 CREAM RECYCLED STOCK « LASER=12/14

3414 hor Sk e AT amne 2

full name
company
|alternate 2 address —
alternate address 1

From: delivery address

XXXSample Q. SampleXXX  [city state zip ly Stephens

XXX AnyStreetXXX 6 East 32nd S Sth Fir.
New York, NY

XXXAnytown, USA 12345XXX 10016-54:

Dear Jilly,

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

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

asio Os1s Os$25 OS50 0OS100 OOthe $ (suggest

‘minirmam $10)

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

0O Please charge my monthly Rescuc Partner gift to my credit card
OAmerican Express  OMasterCard  QVISA

Account Number Expiration Date
Signature

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

O Sign up online at cityharvest.org/rescue. When using this optio
need {0 send in this form.

By signing below, I hercby authorize
debit my bank account each month in the amo
understand that I have the right to change o cel this agreement at any time. 775

of cach giftwill appear on my bank or peéit card statement and will scrve af g o0 g

QS$HPC1 OSHPCLS QSHPC2 QOther §

116 Apel S 1 ISV Tt 0S8 & LASER-TIMES 11/13 3mns 2P




Mailshop
Specifications




Mailshop Checklist

v Clearly identify each version and its specific requirements

v"Material Delivery Notification
* Inventory codes

* Quantity
* How piece will arrive: flat, folded, multiple up form

V' Trim and fold specs
v'Insertion Order

v"Postage due date and details
v'Stamp affixing? Inkjetting? Other special instructions?
v"Mail date(s)!



Insertion Order T
sertio e
£5 gz i
58 o &
*What component is !
ying the package 1 L
B i3 4
1<l £7 1§ i
(address visible on outer il by
E“E,S 33
envelope)?
i bty
3 S

°Is window position
accurate?

Tiger Totes
& Water Bottle

when you support WWF today!
See inside for details!

ers
Burmaien e (Parihers s sumaias) =5
FSC Shass:
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*What’s the first item
donor sees when
opening envelope?
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-as 3,200
Jeft in the
wild...




Postal Logistics
Strategy




Pay attention to Postal Logistics!

*Reduce postage costs

*Faster, more predictable delivery

*Skipping postal steps gives you more predictable in-home
dates

*Track your mail delivery!

Now more important than ever with postage increases!



Commingling

Your mail is combined
with other mailers for
deeper volume discounts

L
Destination NDC

Origin SCF .
Origin NDC

Residence




Drop Shipping

* Reduces postage cost
* Speeds delivery
* Factor in freight charges

- . /

Origin SCF Origin NDC Residence




Your project 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



Key takeaways to ensure successful mailing

*Get suppliers involved in the planning stages of your project
> Are they the best fit?

> Can they meet your timeline?
*Stay on schedule — communicate milestones and track progress
*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



Thank You!

Leigh Ann Doyle
Production Management Group
Production Manager
Senior Specialist Mail Design & Postal Procedures

401.290.0667
leighann.doyle@pmgdirect.net

Your cause.‘ ’ QOur effect.™
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