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Schedule: Deadlines 
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Direct-Mail Company
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 Day 1: Get creative summary to client
 Day 17: List plan due from broker
 Day 27: List plan to nonprofit
 Day 41: Lists ordered
 Day 49: In-house data request to nonprofit
 Day 56: Outside lists, in-house lists, and list of people who have asked not to receive mail are due to the merge company
 Day 66: Final art approved by client
 Day 70: Proofread art and copy
 Day 73: Instructions, mail plan, and art delivered to production firm
 Day 76: Data released to production company
 Day 105: Mailing date
 Day 115: Send to donors that show up more than once
Want to be better organized? Visit philanthropy.com/resources for details about this and other tools.
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