	LETTERBATCH  ·  LETTER OPS
Review timeline emails
Ask for real timing, then keep everyone on it.
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Copy an email, fill in the yellow parts and send it. The numbers match the Next email column in the Review timeline workbook.
When to use each one
	Email 1: Ask each reviewer how long they need
	Before you set any dates. Send one to each team.

	Email 2: Ask the printer or mail house
	Before you set any dates. Their time counts too.

	Email 3: Share the plan
	Once you've counted back from the arrival date.

	Email 4: Review request
	The day a team's turn starts.

	Email 5: Reminder
	When the Timeline tab shows a step At risk.

	Email 6: Tell a team the date is at risk
	When a step shows Late, or a due date has passed.

	Email 7: Edits need another look
	When changes affect a team that already reviewed.

	Email 8: Tell the owner and ask for a decision
	When the banner on the Timeline tab says Late.


Email 1: Ask each reviewer how long they need
Send it: Before you set any dates. Send one to each team.
	Subject: How long do you need to review [notice name]?
Hi [name],
We're planning [notice name]. The letters must arrive by [must-arrive date].
Before I set the schedule, could you tell me:
•  How long do you need from the day you get the draft?
•  Is that calendar days or business days? Which holidays do you observe?
•  Does anyone need to review before you do?
•  Can you review at the same time as [other team]?
•  If edits come back, how long do you need for a second look?
•  Who covers for you if you're out?
Please reply by [date]. I'd rather plan around your real timing than guess.
Thanks,
[Your name]


Email 2: Ask the printer or mail house
Send it: Before you set any dates. Their time counts too.
	Subject: What do you need to mail [notice name] by [date]?
Hi [vendor contact],
We need about [number] letters to arrive by [must-arrive date]. Could you tell me:
•  What's the last day you can take final files?
•  How many workdays do printing and inserting take?
•  Do you need us to approve a proof? How long do we have?
•  Which mail class do you suggest, and how long should it take to reach [area]?
•  Are there any days you're closed or already full?
Please reply by [date], so I can build this into the schedule.
Thanks,
[Your name]


Email 3: Share the plan
Send it: Once you've counted back from the arrival date.
	Subject: Review schedule for [notice name]: your dates
Hi everyone,
Here's the schedule for [notice name], counted back from the date the letters must arrive.
Must arrive: [date]
Mails: [date]
Final files to the printer: [date]
[Team]: starts [date], finishes by [date], then goes to [next team]
[Team]: starts [date], finishes by [date], then goes to [next team]
[Team]: starts [date], finishes by [date], then goes to [next team]
Several of these steps wait on each other. The whole plan has [number] workdays of buffer.
If your date may slip, please tell me as soon as you know. Early warning gives us options.
Thanks,
[Your name]


Email 4: Review request
Send it: The day a team's turn starts.
	Subject: Please review [notice name] by [day, date and time]
Hi [name],
[Notice name] is ready for your review: [link to the draft].
What I need from you: [one specific thing to check].
Please finish by [day, date and time]. [Next team] starts right after you, so this date holds up the next step.
Please make your changes in this file with Track Changes on. If you have no changes, reply to let me know.
Thanks,
[Your name]


Email 5: Reminder
Send it: When the Timeline tab shows a step At risk.
	Subject: Reminder: your review of [notice name] is due [day]
Hi [name],
A quick reminder that your review of [notice name] is due [day, date and time]: [link to the draft].
[Next team] is waiting to start once you're done.
If you need more time, please tell me today so I can adjust the plan.
Thanks,
[Your name]


Email 6: Tell a team the date is at risk
Send it: When a step shows Late, or a due date has passed.
	Subject: [Notice name] is at risk: I need your review by [date]
Hi [name],
I want to flag a timing risk on [notice name].
Where it stands: your review was due [date]. The printer needs final files by [date].
What's at risk: without your review by [date], the letters will arrive after [must-arrive date].
What would help: can you finish by [date]? If not, could someone cover, or could we split the review?
Please let me know by [day and time]. I'm happy to talk it through.
Thanks,
[Your name]


Email 7: Edits need another look
Send it: When changes affect a team that already reviewed.
	Subject: Changes to [notice name]: please look again by [date]
Hi [name],
[Team] made changes that touch the part you reviewed. Please look only at these:
•  [Change, and where it is]
•  [Change, and where it is]
The changes are tracked here: [link to the draft].
Please reply by [day, date and time]. If these are fine, a quick OK is all I need.
Thanks,
[Your name]


Email 8: Tell the owner and ask for a decision
Send it: When the banner on the Timeline tab says Late.
	Subject: Decision needed: [notice name] may miss its arrival date
Hi [owner],
On the current schedule, the letters will arrive on [date]. That's [number] workdays after [must-arrive date].
What happened: [one sentence, about the timing and not the people].
Here's what we could do:
•  Shorten [step] to [number] days, if [team] agrees.
•  Run [step] and [step] at the same time.
•  Use a faster mail class, at about [cost].
•  Move the date, if the rule behind it allows that.
I need a decision by [day and time] to keep these options open.
Thanks,
[Your name]


These emails help you plan timing. Check any date set by a rule against your program, contract or policy.
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