The Pre-Production Process

WHAT YOU NEED TO KNOW FOR SUCCESS

PRESENTED BY: Traci Cacioppo ¢ Vice President, Production @thelukenscompany



About the
Presenter

@ thelukenscompany

» 30 years in the industry

» Mail shops and agencies
» Commercial and nonprofit
» Manager and mentor

» Collaborator

» Production geek



Presenter Notes
Presentation Notes
Survey Audience
What is their role – Account, production or both


What We’ll Discuss

» Communication

» Scheduling

> Budgeting

> Art and data release
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Communication

» Establish communication channels

> Create a positive environment
= Everyone is working towards one

goal
= Delivery and response will set the

tone

> Be specific with what you need
= All details matter, no matter how

small

> Never assume
bbb by
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Set Expectations

> Never over promise

> If you are unsure, give yourself time
to get the correct answer

> Prevent misunderstandings with
detailed schedules

> If the unexpected happens—and it
will—stay positive and provide
solutions
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/ 2 ———— Scheduling

» Be informed

» Plan ahead
» Build the schedule

> Mark your calendar with the key
dates

> Create account and production
schedules
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Be Informed, Plan Ahead, & Be Prepared

State of the Industry Expected Events Unexpected Events

Track Your Mail
e Political mail

* Holidays « USPS consolidation of
« Office closures facilities
« Natural disaster

« Shipping disaster

» Paper increases,
allocations & shortages

 Shipping delays
 Postage increases
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Building Your Schedule

Questions to Ask

> What is the expected in-home/mail date?
> What are the package details?

= Letter, flat, or dimensional P
= Will the envelope need to print and convert ? .
S 3 °

= Specialty items: labels, calendar, brochure, cards, etc.
=  Premium items: ornament, medallion, rosaries, etc.

> How is the job mailing? s ?
= FC, FC Presort, Non-Profit, Drop Ship/Commingle or \b | o
Standard : -

e

> Are there scanlines?
= What are their requirements?
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Key Due Dates
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Art

Data

Postage
Suppression File
INn-Home Date(s)

Mail Date(s)
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March 2024 Acquisition Campaign
#12546

TLC Deliverables Client Deliverables

week of: 11-Dec x [Strategy to client

Account

S h d I x |Strategy feedback/approval due to TLC
C e u e week of: 25-Dec TLC closed

week of: 1-Jan TLC closed 1/1
x |Pricing to client Images due to TLC
x |1st round art/copy due to client

week of: 8-Jan x |1st round art/copy feedback due to TLC
x |Postage invoice to client x |Price estimate approval due to TLC

week of: 15-Jan TLC closed Monday, 1/15

x |2nd round art/copy due to client
x JList recommendation to client
x |Data request to client
week of: 22-Jan x |2nd round art/copy feedback due to TLC
x |List recommendation approval due to TLC
x [Mail plan to client for package IDs
week of: 29-Jan x |3rd round art/copy feedback due to client
List cutoff Data & Package IDs due to TLC
week of: 5-Feb Final art approval due to TLC

Art releases to print

week of: 12-Feb Print proofs due

week of: 19-Feb TLC closed Monday, 2/19

Mail file & instructions to vendor Print proofs approval due
BREs due to vendor (2/20)
week of: 26-Feb Setups expected Postage due to TLC

Suppression file due to TLC (2/29)

week of: 4-Mar Setups approval due to TLC

week of: 11-Mar |Mail Date: March 11, 2024

week of: 18-Mar

week of: 25-Mar Mail Date: March 25, 2024
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Production
Schedule
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@ thelukenscompany

AICFY24
Aocount Manager: Elirabeth
PFroduction Manager: Traci

TLE job #

MP bailing, Type
Mail Date - Planned
Mail Cate - Actual
Mailshop

Current Status

12546

NP Lacal Entry - drop ship
T1172024 B 3/25/2024
 BAUMI&IIS2Z4 ]
Calrmark

Mailed. Waiting on invoice and final mail file

Drerview: Due Actual Haotes
.-‘ll Aelpase Zﬂ _ DE 2/6, Lir '1.15-2“3
|Data Aelease/DCl 1 | 2 |
[Suppressian File zm | was |

il Date - Orop 1 s 31 |

Ml Date - Drop 2 S EEE

Balling 5ubmitted ) | |

Wik 121

| Bid out with vendors = - TAz3 | st
Estamate wath AT lient w5 [

|Estimate Approved wza |

"-.:I'mﬂ:d;p r-slin'l;lﬁhm"l - [

[P released to vendor 20

IPrinling:

|AriCopy Released
I“1||'|I Proofs Received
i‘lu'll-i‘ll.'ll'.l‘s --::|.'l| o
Dlu.l'.DPIPnrlnn.l.'li:IH.m:

OF 6, s

!

Ciopry Released [if not with Ar)
'=M Pre pa e Pr ;;-‘I,, ciion Matri'DF Instx
:l.na mlease-’:ﬂ:n
uFFN'E"i-ﬁ rcn H|[‘
[ ||p;l Courts
|Dutput Counts
Setups Redeived
|Setup AevdewRevision Rounds
":.l'lnp-. Approved

|Inzertion Signafis Approved

.f.f.f.f.-"'.f/f o .-"'".f" ".f O
i ( e (,,;' R /'}-’Z}-:Z—-:’V./x:’z.'.?:’{Z{VX.-
N

e —
/.-/5/:-//"'/-2

Recy'd late 31
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RICFYZ4 _March 24 AcgLap 25
Account Manager: Elzabsth
Production Manager: Traci

TLEC job # ‘IZHE

NP Mailing Type MP Local Entry - diop <hip
Mail Date - Manned [i— _3!!1!’:.'1!'34 g.m'_ﬁmm- R
Mail Date - Actual AMN2024 & 3-"251'2-1
Mailshop Calmark
Current Status o

|overview: Due Actual Hotes
[Postage: S ey [ e ey
|Postage reguest sent o Accounting/Clent v & 178 118
:_LIE PS Prownoticn {ID0TS submession MIA MA
| USRS Promoticn {IDVTSI} approval MiA LY
;ll"l'.ﬂ""IES Defivery Art Released k71 7
{informed Delivery Setup

|Mailing

[9C pulls X | 2 _
|Dreg 1 311

i'I.'.'u:-n F s |
-clumim.ewu

[Pastal Receipts | anzeans |

|Eounts by Code | 3

|Firal Mail File 328

Snadhworks Tracking
|Billing Submited
?wﬁlu'
|Sarmpiles




Budgeting

» Production needs

» Strategy and mail plan

= Control
= Testing

> Postage and postal
promotions
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Strategy

&
Mail Plan

@ thelukenscompany

Overall mail quantities
= Control package(s)
= Test packages(s)

Panel information
= Audience
= Personalization

Components/Package

= Envelopes: OE, CRE or BRE

= Forms: letter, letter/reply, reply, survey
= Insert: buckslip, brochure, notecard

Postage treatment

= Rate: NP, FC, FC Presort, standard

= Type: stamp, indicia, meter, faux
cancelation, multi-stamp




Production
Details:
Component

m Qty

= Envelopes:
« Window vs. Closed faced
- Window size & position

= Size: flat and finished

= Stock: weight, type & color

= Ink: PMS, CMYK, varnish

= Prints: 1sheet/2pg, 2sheet/4pg

= Bindery: trim to size, perfs, folds,
slit/nest/fold, nesting
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Production
Details:

Component = Overs or no overs
= AAs

= Qty of hard copy proofs
= Handling and shipping costs

= Extra quantity or client
samples
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Production = Sort the file
oy * NDC/SCF (presort/drop ship)
Details: I?ata . Zip (commingle)
Processmg = Personalization
* Inkjet OE - single or double
nead
- Laser:

o Simplex or duplex
o Number of versions

= Seeds or suppression files
needed

Mail tracking
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Production
Details: Mail
Shop

@ thelukenscompany

Number of inserts
Match mailing
Postage affixing

Does the client require a
hand signed lot




Account Mail Plan

tkenscompany
Panel Panel 1: Lapsed Control Panel 2: Lapsed Tast Fanel 3: MidLevel
Drescription Main Drop Mazin Drep Mazin Drop
Carrier #1051 #10 5L #1051
Letter 8.5 x 11 Letter Control, 8.5 x 3.5 Reply, matte stock 8.5 x 11 Letter Control, 8.5 x 3.5 Reply, matte stock 8.5 x 11 Letter Control, 8.5 x 3.5 Reply, matt:
BRE #2 BRE #2 BRE #2 BRE
Insert Buckslip CONTROL Buckslip COUPON TEST Buckslip CONTROL
MAIL DATE 10/30/2023 10/30/ 2023 10/30/2023
Offer %10 off %10 off no offer
MazilCode PkEg ID (for scanline) Quantity MailCode Pkg ID [for scanline) Guantity MazilCode Pkg ID [for scanline)
JE  Output Oty Nth 24 10MMBDM G 2410MMBDM G Length 2410 MF MDM Gt Leng
64,061 38,938 39,914
194,500
5
,300 Total (ACQ) = 114,647
000 Total (LAP} = 79,852
000 = ubtotal 194,499
Total [LH} = 5353
TOTAL 195,034
Total Control = 07,811
Total Test= o7 223
Total Main Drop = 195,034
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Production RF
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RFP Mail Date
Qty 6117/2024
éData Due :

NCTE:

Include necessary owers for all print components.

Please populate all cells in gellow.

Print Component Spacs Qty Cost/b Total Cost

OSE #11 CF(45° x 10 375"y 70 % Matte: 40 bleeds 25,000 50.00

BRE #8 CF(3.B75" xBRE7S"Y 2B% White Wave 150 25,000 50,00
B.57 147 BO# White Offset; 401 51it, Kest, Fald

Letter/Repl 25,000 50.00

SRR in Thirds: Final Reply Size isB .5 %35°

Insert#1 B.5°x3.5% B0%White Offset; 440; K bleeds 25,000 50.00
BT L 4% WEVS” 4 .

Inserte? B*xD.E75" Flat4” x DEYS” folded; 704 Glaoss 25000 50.00

44 Bleed

TotalPrintCests  $0.00
Total Cost

DP & Mailshop Specs Cost/M

Canvert data file, provide input‘output cavnts,

laser & Inkjet set up for campanents, presar . i o0

DPfPe rsonalization

Simplex laser letterfreply. Inkjet OE, slit/nestffald

Mailshop letterfreply insert 4 inta envelape 3-pt match 25000 50,00
({letterfrephy, BRE and OE), seal, apply stamp.mail
Eamples Send 25 Jahn Q Samples ta EWTH 25,000 w000

Postage MNP Rate 25000 5000

thelukenscompany

Mail Date
Qty 6772024
180,000iArt Due

Data Due

Qty Cost/h Total Cost

180,000 5000
180,000 5000
1ED.000 5000
1B0.000 5000
1EQ.000 5000

“Total Print Costs $0.00

Cost/M Total Cost

10,000 5000
1B0.000 5000
160,000 5000

1E0,000
DP & Mailshop Costs

Mail Date
Qty 617/2024
250,000;Art Due

Data Due

Qty Cost/M Total Cost

250,000 §0.00
250,000 50.00
250,000 £0.00
250,000 £0.00
250,000 £0.00
“Total Print Costs &

Qty Cost/M Total Cost
250,000 50.00
250,000 £0.00
250,000 £0.00

250,000

Mail Date
Qty 6/17/2024
400,000{Art Due |

Data Due

Oty LTost/M Total Cost

400,000 50.00
400,000 50.00
400,000 50.00
400,000 50.00
400,000 50.00
Total PrintCosts
Qty Tost/B Total Cost
400,000 50.00
400,000 50.00
400,000 50.00




Now What... We Have a Change

How to address changes to the budget

» Communicate the change > Prepare costs and provide
clearly - when it happens updates
= No surprises o Ema.il, call or both to all
= To all parties affected Ealrltles 4
T = Follow procedure -
> WhaFare the implications change order form?
" Time » Updated budget and
= Money schedule
= Both
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Time to Release to the
Supplier

> Review all components

= Match to mail plan & budget
= Specs & slugs correct
= Confirm fit
 All pieces are machinable

* Reply fits in the CRE/BRE
> PDFs
> Laser & personalization copy included
> Preflight the data file

= Confirm all personalization fields
are populated
> Provide mail instructions/matrix

» Purchase order



Q)

Thank You

Traci Cacioppo
Vice President, Production
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