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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

M

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 Variable

Processing

Data




Managing your project workflow

. Strategy/Design/Production J
*Two simultaneous tracks _
interdependent

Pre-press/ Laser
Printing Personalization

lmﬂ




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
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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
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Dear Religious Coalition Supporter,

1 have been working for reproductive pustice foe a loag time. But in all those years | have
never been as anxsous sbout the dismantling of Roe v. Wiade as | am todsy.

In 2013, political extremists ance again enacted dazens of new restrictions on a woman's
aceess to reproductive health care. But this year, for the first time, thase laws were very clearly
designed 10 challenge Koe itself — a chalkenge the far-right believes it can win before the
coeservative magority of the U.S. Supreme Court.

For example, this year we fought back an onslaught of unconstitutional 20-week abortion
bans. The most recent was on the ballot in Albuquergue, New Mexice, earlier this month, It's
no secret that the driving force behind this ballot initiative was Operation Rescue, an extremist
g:u&hm has boen linked to the Killers of several abortion providers, including our dear friend

. George Tiller, who was gunned down in his church a few years ago.

This is furtber evidence of just bow rdicalized the oppanents of reproductive justice have
become. And they will stop at pothing Jess than complete control of every facet of a woman's

life — her sexvality and fertilicy, her moral agency, and her future.

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

This year, you helped the Religious Coalition for Reproductive Choice (RCRC) lead that
fight in cities and towns like Albuguerque, Jackson, Milwaukes ... wherever our voice was
needed. We ded it in front of legislatures, courtrooms. and women’s clinics under siege.

With your suppoet, RCRC 15 doeng what no secular onganizaton can — meeling these
religious extremists an their own ground. We are using the moml authority of aur diverse faith
traditions to counter their hateful rhetoric and speak out for comprehensive, compassionate
reproductive health care for every woman in this country.

But we are only just beginning 1o gain back some of the ground that's been lost. And in
2014, we will face a new wave of attacks on women, and Roe will be the most valnerable it has
ever been. So we have to be our strongest.

That's why RCRC is launching our 2013 YEAR-END FUND DRIVE today.

This is our most important fundraising effort of the year, and | hope you witl

step up with a generous gifl right away.

Your yearsnd contribution to RCRC today will help us speak up and make our yoses
lik ime W mili v bl [}
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Paper Stock

*Weight
*Finish/Color m
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Paper Stock

Special Requirements: p
> Union & Printed on recycled paper

> Forestry Stewardship Council
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Printing Inks: CMYK & PMS Spot Colors

*CMYK for full color work

*PMS for spot colors — for

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

projects

Pantone Matching

System provides
Four-Color Printing precise colors



Inks — Bleeds and Coverage [ReEESS
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Fold Instructions

]

LT

2 | 1 3 |2 |1
Half fold Tri fold Accordion fold
( Lo Rl Sl
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A Z fold Gate fold Double gate fold

Variations! B

T | 4 | 4 5|6 4

4 | 3 2 D ; 2 . 1 1 3| 2|1 1
U '

Fold in half then half again Panel 4is upside down Half fold & tri fold

Double parallel fold before folding ffo fo

French fold
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Form Set-up: Example

8-1/2"
|dentifies what Rep|y Portion
“Flies the Package” Gutter/Take out
= the mailing for Drop-Cut
address visible on Foo-oooooooooooooooooooooooooo] <
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 MUSEUM of WOMEN in the ARTS
DC 200

e Al See You at the Fall Garden Festival!

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

¢ Pe rfo ra t i O n S S O a p a rt [1 Household (3 plants + 1 show ticker) $75 ] Household (3 plants + 3 show tickets) $95

] Household (3 plants + 2 show tickets) $85 Tl Household (3 plants + 4 show tickets) S105

Please tear off the Membership Certificste for the

can be torn off easily R

PLEAST SER REVIRST SDE TOR PAYMEINT OFTIONS.

* f yous o ot receive yoser Member Cand w tewe for
the Fak Garden Festival, don Y werry, Welharea

- Member List at the event!
[ ) PHS « 100 North 20th Street, 5th floor, Philadelphia, PA 19103-1495 « PHSonlineocg ‘.ﬂ
------------------- LI S o G e e o, g, . B, e VS, 9225, . w7 S S 4
' L .

SEMSERIHIT CANTINCATE 4 WERRERS P CRRTICATE | MENREE S CLETHATE H MEMAERINIE CENTIICATE
HOUSEHOLD { HOUSEHOLD A HOUSEHOLD ! HOUSEHOLD
3 plants + 4 3 plants + 4 3 plants + . 3 plants +

1 show ticket ' 2 show tickets ' 3 show tickets ' 4 show tickets

*Coupons/tickets g5t Tast b st b i
Tris  da BPHS e PPHS N PPHS

*Member cards

Membership Renewal Confirmation

°Ilnvolvement devices

NATIONAL MUSEUM of WOMEN in the ARTS
1250 New York Avernie. NW, Washington, DC 20005. 39
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wwre World Wildlife Fund 1250 Twenty-Fourth Street, NW « PO. Box 96555 +
[

GIFT CONFIRMATION FORM
DC 20077-7789 « 3lif

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!
x

* Sema this awount -
C ov move koday ond
For credt card donations, e rsveres side. N FREE
3 Plesae oheck lle box i you d ot wani AW Lo share your oontact infarmation, ghssse ses rorrse o o ceeatsy | veceive you FREE g
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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)

(l{qﬁg—?“‘u& 1413 K Street, NW e 14th Floor

’ A n
/’IR(’[]I’O( &ﬂy’e% Washington, DC 20005

« Y
1

o1ce

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

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

© Prired on recyclod paper e

7/8 Left, 2-5/8 Bottom

1-3/8 x 4-1/2 ’

FREE GIFTS ENCLOSED
v/ Greeting Cards
V/ Address Labels

2013 YEAR-END FUND DRIVE

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

¥/ Pocket Galendar
and more!

STYL30 HO4 305N 335
*** 1B noA-yuey] [e1o0ads e Jo 82104 INOA

a 30% Post-consumer




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
= 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
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

{full name
lcompany
[aiternate 2 address =
[alternate address 1
From: delivery address .
XXXSample Q. SampleXXX  [city state zip ly Stephens.
XXXAnyStreetXXX
XXX. Street XXX
XXXAnytown, USA 12345XXX 10016-5422

Dear Jilly,

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

Types: | -
|
]llly Stephens full name

. company

i I n kJ et alternate 2 address
alternate address 1

delivery address

* Laser
* Real handwriting —
e Autopen faux handwriting

XXXAnyStreetXXX
XXX Anytown, USA 12345XXX Dear XXNAMEXX,

.« . . .
o D | | t a I r | n t | n O Sign up online at cityharvest org/rescuc, When using this optiop
As a generous supporter of City Harvest, you already know that your need to send in this form.

contributions fucl our food rescue operations

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

Qs Qs1s Qs2s Oss0 Os100 QOther S (suggested miniumn $10)

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

O Please charge my monthly Rescue Partner gift to my credit card.
QAmerican Express  OMasterCard - QVISA

Account Number Expiration Date

Signature
,

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

a monthly reminder notice.)

By signing below, I hereby authorize City Harvest to gefficr charge my credit card or

But to meet the current needs of New York City food pantries and debit my bank account cach month in the amoungef the pledge indicated above. 1
soup kitchens, | am reaching out (0 invite you (o join a dedicated group of understand that I have the right to change opefcel this agreement at any time []F5
PP P RN S i i R Bt of cach gift will appear on my bank or ge€lit card statement and will scrve
RS LS Seequested
. . . . Pactsis ks d bl T rr—
C I ear I yi d enti fy varia b I e d ata e S A S S S T T T [ pe—p——————
cach month so y Harvest always has enough resources to keep o
14 Ao st o R Tom 56 mas 1 31441 TEST CF CARRIER: 5-1/4 X 7-1/4 » 1/1=PMS369 ol sautlng ey snd iight sepplylig e §ood food thas Toeds 30 iy O While | canngseept your invitation to become a City Harvest Rescue Pagner
! 24# CREAM RECYCLED STOCK bungry New Yorkers. time, | wpufd still like to help by making a special one-time gift in the amolt of

familics amid cuts to the Supplemental Nutrition Assistance Program
(SNAP) and prolonged unemployment or underemployment, we urgently

Fonts, point sizes, positioning

City Harvest Rescue Partner by making a pledge of $10 or $15
a month. Some Rescue Partners choose to make pledges of
$50 or even more, but the level of your support is completely

pto 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

sources of good food 1o keep up with the city
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 monthly gift can really add up over the course of
ayear. For example:
+ 2310 monthly contribution will help rescue 500 pounds of food

*a$15 monthly pledge will help feed two kids cach month all
year long

* or a $50 gift each month will help feed six seniors for an entire year

With your help, we will del
an average of 3.8 million pounds a

et 46 million pounds of food this year—
month and 126,000 pounds cach day!

City Harvest, I ast 320d St Sth Flr.  New York, NY 1001654

31441 TEST LETTER: 6-34 X 10 + 1/2=PMS369 OVER PMS294, BLACK
7% 608 CREAM RECYCLED STOCK o LASER«12/14

3414 Aot St bt A T smne 21




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 Live stamp affixing? Inkjetting? Other special instructions
v"Mail date(s)!
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*What component is
“flying the package”
(address visible on outer
envelope)?
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°Is window position
accurate?

Tiger Totes
& Water Bottle

youzen (R puw Sunpeod

when you support WWF today!

See inside for details!

*What’s the first item
donor sees when
opening envelope?

WFAIB9 1212

—as 3,200
left 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 recent postage
increases!



Commingling

Your mail is combined
with other mailers for
deeper volume discounts

N
/\\

| ﬂlr

Local Post Office

L
Destination NDC

Origin SCF -
Origin NDC
Residence




Drop Shipping

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

Destination SCF / Y
TS
w gt

=
Local Post Office

Y
N

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.‘ ’ Our effect.™
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