STAGE 2: SYSTEMS & PATIENT EDUCATION

IMPLEMENTATION TIMELINE for DIRECT MAIL: TWO WEEKS

Preparation:
Q Assign Responsibility for Mailing

Week 1: Complete the following action items:
[ Select the patient group you wish to target
(] Determine the number of Direct Mail Pieces to be sent

[ Order Direct Mail Pieces: Select One Option

= Service Announcement Letter/Flier: X number printed on Letterhead/# of
Envelopes

= Patient Education Newsletter: Customized Artwork to Printer and Order
X number of copies (# to be mailed)
= Postcards: X Number of Postcards

[ Print Patient Name & Address Labels or Download to Excel
Spreadsheet

[ Purchase Postage

Week 2: Complete the following action items:
Q Apply Address Labels
L Apply Postage
QO stuff Envelopes (Service Announcement Letter)
Q Deliver Mailing to Post Office
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