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Glossary of List Terms

GLOSSARY OF LIST TERMS
AVERAGE GIFT A metric describing the average donation, calculated by dividing the donations/dollars received, by the number of donations.
CIRCULATION PLAN What you are mailing, to whom you are mailing, when you are mailing, and what the forecast results are, based on history and analysis.
CLEARANCE REQUEST The process involving you sending to your Broker the proposed mailing piece and description of the offer, so the Broker can submit the sample, offer details and proposed mailing date to the List Manager for approval.
CONTINUATION The subsequent use of a list, after its first, Test mailing. A Continuation can be a quantity other than using the entire universe of names available. 
CPD or COST PER DONOR This calculation tells you how much you spent to obtain a donor. Almost all organizations acquire donors at a cost. The calculation is made by taking the amount of money received, subtracting the variable cost to mail, and dividing the remainder ($) by the number of new donors acquired.
CTRAD or COST TO RAISE A DOLLAR This calculation tells you how much it cost you to raise one dollar. The CTRAD figure for acquisition can be anywhere from $2.50 - $6.00 to raise one dollar. The lower the CTRAD figure is, the better! CTRAD is calculated as the total in-the-mail cost divided by total dollars received.
DATABASE A database is a collection of meaningful, actionable data derived from a mailer’s on-going direct marketing activities. A Database usually consists of (at least) Donor name and address, donation amount(s), donation date(s), Source Code(s), Gender, Language, Offer Type. It can also include Geographic information and Demographic information about the Donors. All the data must be maintained/refreshed/updated for the Database to be a useful marketing tool.
DECOYS These are “seed” names that are put into each list rental so that the use of the list by the Mailer can be tracked. Also, your own mailings can be tracked for deliverability and condition of your delivered mailing pieces.
DONOR ACQUISITION  Acquiring a new donor for your organization. 
EDIT DROPS The term given to names “dropped” out of the Merge-Purge because they are records (usually addresses) that can not be corrected by the software, or because they are Intra-File Duplicates, or because there is a mismatch between the Street, the City and the State. As a renter, you do not pay for Edit Drops. As a List Owner you want your list to be updated and maintained often (monthly or quarterly) to minimize the incidence of Edit Drops to maximize your list rental income and potency of your own mailings.
ENHANCEMENTS Typically these are Demographic attributes like Age, Income, Presence of children, Age of the Donor, etc., that are added to the names on your House File. The addition of Enhancements enables a List Owner to better understand who the Donors are, and enables the list to be rented to a larger number of mailers. 
EXCHANGE  Trading your list for someone else’s list, of the same quantity, quality and value.
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GROSS INPUT The starting number of names introduced into the Merge-Purge. Typically, the Gross Input is the quantity of names you ordered, and is never more than the number of names shipped.
HOUSE FILE  Your Donor File (Active and Lapsed Donors), your Email File, your Inquiry File.
HOUSE FILE MAINTENANCE  Usually undertaken by your Service Bureau, and involving additions to the file (adding new Donors, recording new donations from existing Donors), Deletions from the file (various reasons), segmentation of the file—organizing the Donors by Recency of Donation, Frequency of Donation and Monetary value of the Donation.
INC/M or INCOME PER THOUSAND PIECES MAILED This metric describes the amount of income you received per 1,000 pieces mailed. It is calculated by dividing the total donations received by the number of (thousand) pieces mailed.

INDEX  A technique that standardizes results so we can see how lists performed. If the performance of all the lists in a mailing is averaged, the average Index result for the lists is 100. If the very best list has an index of 150, then it performed at one-and-a-half times the class average for that mailing. By using an index, we can see how well lists performed against each other in a particular mailing. This is particularly helpful when looking at lists mailed at various times of the year (seasonality). 

INTER-FILE DUPE A names that appears on multiple, different, outside lists identified by the Merge-Purge.
INTRA-FILE DUPES A name that appears within a list more than once. Intra-File Duplicates can be deducted from your list rental invoice—you do not have to pay for them, but you must provide merge-purge reports to prove the point.
LIST BROKERAGE New-Donor Acquisition from List Rentals or List Exchanges, undertaken using a List Broker—like Estee Marketing Group.
LIST MANAGEMENT When your List Manager (like Estee Marketing Group) selectively, responsibly markets your Donor File to other qualified direct mailers, earning income for you.
LIST RENTAL  Paying to use an outside list for one-time use, unless otherwise arranged by your Broker.

LIST RENTAL FULFILLMENT  The sending—by email, or on diskette, or by FTP—of your Donor File from your Service Bureau (see below) to another Service Bureau for Merge-Purge processing (see below) prior to being mailed.
LIST SOURCE The marketing medium which produced the name(s) you are renting. Examples are Direct Mail, Direct Response TV, Radio, Insert Media, Paid Search, Organic Search.
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MAIL DATE PROTECTION Making sure that other Mailers are not renting/mailing your House File at the same time or mailing a similar offer that competes with your mailing.
MAIL PREFERENCE SERVICE (MPS) A free service offered by the DMA (Direct Marketing Association). People can put their name on the MPS file to have mailers take their name off of lists and mailings. All DMA 
members must use this list to keep from mailing to consumers who request that their names are not to be mailed.
MERGE/PURGE This process assembles all the outside lists you are renting, and merges them together, after standardizing the addresses. Duplicate names and addresses are identified, and purged. It also matches the outside lists against your own house file, so that you can purge the names that you already own from the outside file(s). Merge Purge also configures the mailing "string" to meet Postal Service requirements.
MULTI or MULTI-BUYER The name of a person found on more than one outside list. If the person, for example, is found on 3 rental lists, you may mail that person 2 more times without extra list rental cost. If on 4 lists, you may mail that person 3 more times at no extra list rental cost, etc. 
MULTI-DONOR A donor who gives more than once to you in a given time period. They are very valuable!

NET NAME ARRANGEMENT This describes a pricing arrangement tied to larger mailing volumes. A standard net name arrangement says a mailer will pay for 85% of the names they rent, unless they mail more than 85%. Then they will pay for the actual names mailed. This helps bring down the costs for the list. We traditionally obtain net name arrangements for mailers that are lower than 85%, some as low as 50%, reflecting larger rental and mailing quantities, and the very real presence of Inter-File Duplicates ("rental multis").
NET OUTPUT The number of names for any Code being mailed. This is, the quantity of names that came from the Merge-Purge being mailed. Not all names from the Merge-Purge are mailed; some can be held back for a mailing one week or one month later, for example. 
NIXIES A catch-all term that means address records that are not valid and can not be corrected by the Merge-Purge software. Nixies are not mailable and are deductible from the list invoice sent by your Broker.
NCOA National Change of Address service. Administered by the United States Postal Service, it is a requirement that within 90 days of mailing, your mailing file addresses be updated to postal service standards.

OUTSIDE LIST A list owned by someone else that can be rented, or obtained via exchange.
OMIT PRIOR ORDER or PRIOR ORDER OMIT An instruction by the List Broker to the List Manager on a Continuation Order to ensure the mailer receives previously unmailed names from a previously used list. 
RENTAL LIST A list rented for one-time use, unless otherwise arranged by your Broker, in writing, in advance.
RESPONSE RATE A measure of response to your offer, calculated by dividing the number of responses by the number of pieces mailed, expressed as a percentage.
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ROLL-OUT CPM The cost of a mailing piece calculated at “Roll Out” quantities, not the much smaller Test quantities. Roll-Out CPM is used to evaluate the results of Test mailings against a Control offer/piece.
SEASONALITY Mailings perform differently at different times of the year and this is called Seasonality. We use seasonality to determine when to mail different packages, and to estimate the results of mailings at different times of the year.
SCF Sectional Center Facility, a Postal Service designation that is both a physical structure and is the designation given to the first 3 digits of the Zip Code. SCF’s are regional HQ facilities for the Postal Service, processing mail for that region. 
SELECTION CRITERIA Selections requested by the mailer to improve the forecasted results. eg., “$5+ Donors”, “SCF’s 010 to 041”, “Female 13-24 Month $10+ Donors”. Selections cost extra if the list is being rented, usually $5/M to $10/M for each selection.
SERVICE BUREAU An outside company that performs various data processing tasks such as Merge-Purge, List Rental Fulfillment, House File Maintenance, Postal Pre-sort, etc.
SINGLE DONOR A donor who has donated once in a given time period.
SOURCE CODE The term used to describe the coding mailers use to identify the original source of a Donor. eg., Source Code A123 might mean “a name we rented from List X”. For the life-cycle of that Donor on the mailer’s file, the Donor will forever be tagged/described as a Donor from List X, to differentiate the Donor from a group of other Donors whose Source Codes indicate they came from Facebook, or a TV story/advertisement. Source Codes are our Donors’ “birth certificates”. 
SUPPRESSION FILE  Your internal list of all the people that do not want to receive mail from you, and people to whom you do not want to send mail. This file is used each time you mail, to remove these people from your mailings.
TEST CPM The actual, variable Cost Per Thousand of a Test mailing. Used for accounting purposes, but not analysis purposes. 
VARIABLE CPM The cost “in the mail” of a mailing piece, including variable costs only. Variable costs include printing, lettershop, list rentals, merge-purge processing and postage. Creative costs are not included in the variable CPM calculation, but are spread across multiple mailings for which the Creative is used, over time.
For additional information or clarification, please contact Chris Ragusa, CFRE, President and CEO of Estee Marketing Group by telephone at (914) 235-7080 ext. 19, or by email cragusa@esteemarketing.com.
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