Your Organization

Direct Mail Prospecting Campaign Calendar
Use this calendar to anticipate the specific tasks needed to conduct a successful direct mail prospecting campaign. Planning begins at the bottom of the calendar.  Negative numbers indicate number of weeks before the mail date.  Give yourself ample time to develop and distribute your first campaign package.  You may be able to shorten this timeframe once you have experienced one or two campaigns.

Your Organization
Direct Mail Prospecting Campaign Calendar
	Tasks\Timing
	Week
	
1st Quarter
	
2nd Quarter
	
3rd Quarter
	
4th Quarter

	Theme:
	
	
	
	
	

	Mail Date: _________________

 Postage check deposited
	0
	
	
	
	

	Labeling and inserting
	–1
	
	
	
	

	Printing to mail shop
	–1.5
	
	
	
	

	Merge/purge approved;

 Data sent to mail shop
	–2
	
	
	
	

	Lists to data processing

  Source codes assigned
	–3
	
	
	
	

	Final art to printer

  Quantities confirmed
	–3
	
	
	
	

	1st draft art completed
	–4
	
	
	
	

	Final copy approved
	–5
	
	
	
	

	2nd draft comments returned
	–5
	
	
	
	

	Design concepts due
	–6
	
	
	
	

	2nd draft circulated
	–6
	
	
	
	

	2nd draft written
	–6
	
	
	
	

	1st draft comments returned
	–7
	
	
	
	

	Meet with designer re: concept
	–7
	
	
	
	

	1st draft circulated
	–7
	
	
	
	

	1st draft written
	–8
	
	
	
	

	List orders placed
	–8
	
	
	
	

	Copywriting research
	–9
	
	
	
	

	Revenues/costs projected:

  Testing/quantities set

  Offer confirmed

  Format confirmed

  Vendors identified:

    Designer

    Copywriter/editor/buddy

    Printer

    Data processing

    Mail shop

    List broker
  Lists selected
	–9
	
	
	
	

	Strategic issues addressed
	–10
	
	
	
	

	Past campaign data updated
	–11
	
	
	
	


