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Production Management is more than 

ink on paper….

Collaboration

Research

Negotiation

Management

Service

 Innovation

Flexibility

Focus



Production Attributes

What Matters?

 Quality 

 Cost

 Timeliness

Added Value:

Creativity 

Knowledge

Greater Efficiencies



 Designs that Work

 Budget

 Scheduling

 Price and Supplier 
Selection

 Printing

 Data Processing

 Personalization

 Mailing

Making the Pieces Fit



Direct Mail Production

The Power of Print 











































Successful Production:  Starts with…



Design – Feasibility Discussion

 If it’s a test - new concept – discuss the ‘end 
product’ in great detail

 Using the tools of the trade – paper samples, 
color, folded ‘dummies’ to help interpret the 
desired outcome

 If it’s a control – what are the opportunities for 
improvement



Design and the USPS - Compatibility

 Each Classification has specific guidelines:

• Letter

• Postcards and Double Postcards

• Flat

• Non Flat Machinable

• Periodicals

• Catalog

 Types of Postage

Stamp – Philatelic Options

Meter – Can be Customized

Indicia – Can be Customized

Helpful website: http://pe.usps.gov to reference the DMM

http://pe.usps.gov/








Design Compatibility
ASPECT RATIO

 In order to qualify for 
automation rates, 
cards and letters 
(think envelopes and 
self mailers) must be 
rectangular 

 Pieces that do not 
meet aspect ratio can 
mail, but not at 
automation rates 

 To determine aspect 
ratio compatibility, 
divide length by the 
height: 

 Minimum is 1.3”

 Maximum is 2.5”





USPS Design Standards

Return Address - Must not extend to the right more than half the length of the 

piece. The bottom edge of the address must not extend down more than one 

third of the height of the piece.

Address Window - address within the window must be 1/8" from all edges of 

the window



Scheduling



Schedules – From art release to delivery

 Start at the ‘end’ and work backwards to define 
the starting point

 The Budget will help to define the schedule

 Define expectations - early, on schedule, late, 
before noon!

 Identify the ‘elephant in the room’ – special paper 
order? Union only? Die requirement?

 Rush, standard, airfreight – from 24 hours to 90 
days – anything is possible









Scheduling

Production Scheduling Tips

 Production days = business 
days 

 Increased information reduces 
misinterpretation (details 
matter)

 Seasonal Flux – quality, cost, 
timeliness, August through 
December - all hands on deck



Budgets and Supplier Selection



Supplier Selection

 Identify the most important 
attribute(s)

 The Budget will help to define 
the selection of service 
partners

 Bidding – a process for 
identifying ‘fair’ market value 

 Room to Negotiate? 

 F.O.B – Beware the acronym -
ask questions!

 Proven Partnerships





Printing



Traditional

 Most Efficient – Roll or sheets; quantity 
supports choice

 Good to great print quality; cost effective

 ‘Make ready’ increases spoilage

 Versions can be costly

 Full Range of PMS colors + 4cp

Printing





Printing 

Digital or Variable Data Printing (VDP)

 Efficient
 High Quality
 Customized targeted marketing for a 1-1 approach; 100% 

variable copy and images
 Perfect for print under 10m
 Minimizes inventory, cash flow management, outdated copy
 Toner-based, eco-friendly







Printing

Sustainable Focus:  More with Less

 Reduce – Reuse – Recycle

 Variables:  Recycled, recyclable, sustainable, compostable, 
biodegradable

 Post -Consumer Waste; Chain of Custody Certified (COC) paper 
AND printers – FSC,  SFI

 Vegetable based inks

 Out - Non recyclable plastic, metallic inks and laminates

 In – Recycled and recyclable plastic; ‘Windows’ made from wood 
or corn

 Location – Location!  Print location and final destination makes a 
difference; reducing the carbon footprint

 Windpower as an alternative energy source





Paper Options



Paper – Weight, Grade, Finish

Reducing the paper 
weight and grade

 Tinted stock vs.  
specialty color stock

 Identifying 
opportunities to gang 
purchase/print 

“Paper costs CAN account 50% of  the cost per 

component – consider…”



Paper

Grade Choices Can Reduce Costs – Grade Example

Savings to print on Grade 2 vs. Grade 3 at 1.185MM - $13,426.00 in savings

Calendar - Grade 2 to Grade 3 - 8 1/2 x 10-7/8

Grade 2 Sterling 

Dull

Grade 3

Orion Satin

$230,000.00

$235,000.00

$240,000.00

$245,000.00

$250,000.00

$255,000.00

1

Grade 2 Sterling Dull

Grade 3 Orion Satin



Data



Programming & 

Data Processing

 Interpreting the data 
segmentation - mail plan 

 Selecting data segments; 
application of ‘in/out’ 
quality control checks 

 Merging pre-print with 
personalized content –
name, address, giving 
history

 Understanding USPS 

requirements for the class of 
mail and address hygiene





Data Processing

Presort Instruction Requirements

 Mail Classifications – Letter, 
flat, parcel, NFM, postcard, 
periodical

 Piece weight and thickness for 
each unique mail segment/ 
package

 Postage rate – standard, first, 
auto, presort, periodical

 Postage Type – stamp, meter, 
indicia

 Mail Tracking – Add ‘seeds’,  
append an IMB (Intelligent Mail 
Barcode)



Data Processing
Data Hygiene – Reducing Undeliverable Mail

 The USPS 2010 Goal -
Reduce UAA mail by 50%  

 2 million new addresses are 
added each year

 Over 41 million residential 
changes of address changes 
are filed each year; over 
50mm moves

 In 2008, the USPS handled 8 
Billion pieces of UAA mail = 
5% of all mail delivered -
60% attributed to Standard 
Mail – cost $1.979 Billion





Data Processing

Prepping mail for finer „sorts‟ will reduce costs –

 Drop Shipment 

 Commingling

 Co-palletizing

 Local Entry



Personalization



Personalization

Most Common Methods

 Cut sheet laser – cost per 
sheet

 Continuous form or roll 
laser – cost per inch

 Inkjet – cost per inkjet 
head









Mailshop



Mailshop

Insertion and Mailing Quality Control Steps

INSERTION ORDER

 Approval to insert and affix postage

LIVES

 Approval to mail

 Last opportunity to check quality and 
accuracy – one or two samples per 
segment







Mailshop

Avoid these common errors!

 Width of insert is exceeds width of 
envelope

 Insert is ‘too tall’ for the envelope

 Weight exceeds one ounce- 1st class

 Matched components have the same 
name & address



Mailshop

Reviewing postal statement accuracy

 Quantity

 Postage rate

 Maildate 



 Reconcile with each 
use; out with the old 
and in with the new

 Inventory Codes allow 
for quick reconciliation 
and easy tracking

 Common Problem – You 
don’t have enough 
inventory to finish the 
project

Mailshop

Inventory Management



Thank You!

Cheryl Keedy

ckeedy@psmail.com

703-734-4523

www.productionsolutions.com

mailto:ckeedy@psmail.com

