
Engagement Project Timelines 
 
Below is an overview of the ideal time allotment for various projects to ensure success, 
from the day a project is confirmed with the marketing team to the day the final product 
is required. We have built in time for your materials to be in the market for effective 
promotion. Turn around time depends on the scope of your specific project and the 
volume of jobs already in the marketing team’s queue.  
 
Engagement Projects 
 
Printed Invitation  3 months  (60 business days) 
 

Copy review and final approval (1 week), design/quotes/approvals (2 weeks), 
potential external approvals (1 week), printing (2 weeks), mail prep (1 week), 
distribution (giving 5-week notice to guests)  

 
Brochure   2 months  (40 business days) 
 

Copy review and final approval (1 week), design/quotes/approvals (2 weeks), 
potential external approvals (1 week), printing (2 weeks), distribution (2 weeks in 
advance of opening/event) 

 
Poster    2 months  (40 business days) 
 

Copy review and final approval (1 week), design/quotes/approvals (2 weeks), 
potential external approvals (1 week), printing (2 weeks), distribution (2 weeks in 
advance of opening/event) 

 
Postcard   2 months  (40 business days) 
 

Copy review and final approval (1 week), design/quotes/approvals (2 weeks), 
potential external approvals (1 week), printing (2 weeks), distribution (2 weeks in 
advance of opening/event) 

 
Ad    2 months  (40 business days) 
 

Ad booking/quote/approval (2 weeks*), copy review and final approval (1 week), 
design/quotes/approvals (2 weeks), potential external approvals (1 week), 
distribution (2 weeks in advance of opening/event) *May need longer depending 
on outlet 

 
 



 
 
 
Website Listing  6 weeks   (30 business days) 
 

Copy review and final approval (1 week), image selection/approvals (1 week), 
posted (4 weeks in advance of opening/event) 

 
Enews    6 weeks   (30 business days) 
 

Copy review and final approval (1 week), image selection/approvals (1 week), 
potential external approvals (1 week), distribution (3 weeks in advance of 
opening/event) 

 
Social Media Support 1 month  (20 business days) 
 

Scheduling, notice for live posting/potential quote/approval (4 weeks). Copy 
review and final approval (1 week), image selection/approvals (1 week), posting 
(2 weeks in advance of opening/event) 

 
Media Release   1 month   (20 business days) 
 

Scheduling (4 weeks). Copy review and final approval (1 week), potential 
external approvals (1 week), distribution (2 weeks in advance of opening/event) 

 
Sign (on foam core)  2 weeks   (10 business days) 
 

Copy review and final approval (2 days), design/quotes/approvals (3 days), 
printing (1 week)  

 
Sign (on paper only) 1 week   (5 business days) 

 
Copy review and final approval (2 days), design/quotes/approvals (2 days), 
printing (1 day)  

 

 

 



 

Exhibition Projects  

Catalogue 3 months  (60 business days) 
 
Scheduling (3 months). Copy review and final approval (2 weeks), 
design/quotes/approvals (4 weeks), printing (6 weeks) 

Didactics/Graphics  7 weeks  (35 business days) 
 

Copy review and final approval (1 week), design/quotes/approvals (2 weeks), 
potential external approvals (1 week), printing (2 weeks), time for install (1 week) 

 
Brochure   6 weeks  (30 business days) 
 

Copy review and final approval (1 week), design/quotes/approvals (2 weeks), 
potential external approvals (1 week), printing (2 weeks) 

 
 
 


