Print and email invitations should be sent/mailed 5-6 weeks prior to the event. To meet that target, your action items are 10 weeks and 8 weeks before the event as shown below:
 
Your Print Invitation Deadlines (10 weeks before event):
 
10 weeks before event: Request preliminary count and mailing lists and give marketing team all the information they need to ensure the printed invitation goes out on time.
· Submit list requests
· Request preliminary list count: Make "Request Due Date" 9 weeks before event
· Request mailing list: Make "Estimated Mailing Date" 7 weeks before event
· Submit StratComm job request
· Fill out the Event Invitation Template document and put it in our Project Intake folder when submitting your request
 
Your Email Invitation Deadlines (8 weeks before event):
 
8 weeks before event: Request email lists and give data team all the information they need to ensure your email invitations go out on time. 
· Submit list requests
· For initial email request: Make "Estimated Emailing or Calling Date" 5-6 weeks out from event
· For follow-up email request: Make "Estimated Emailing or Calling Date" 2 weeks out from event
· Submit content to data team at folder link you receive when you schedule your email
· Submit StratComm job request only if there is no print piece and a graphic is needed

Here are Production Timelines:
· Print: 
· 1 week design/write
· 1 week for you to approve/review preliminary count list from data team
· 1-2 weeks to print; within this window you have 1 week to review mailing list from data team
· 2 days for distribution to drop in the mail
· Email: 
· 1 week for StratComm to produce email header graphic, if one is needed
· 1 week for data team to build email
