
 

Email marketing, especially an e-newsletter, is the most cost-effective way to stay in touch with 
clients and prospects. There are 3 parts to creating and distributing an E-Newsletter or other 
marketing emails: Setup, Production and Delivery. 

The Write Touch Inc. (TWTI) can provide any or all of these services. Here are the processes 
with cost estimates and explanation of each part.

1.  Setup (one-time cost*) includes:
• Set up a secure account through Constant Contact.
• Create a format template using company colors, logo, contact info, etc.
• Upload images (client provided).
• Upload databases from Excel spreadsheet (client provided). The database can be 

segmented for different mailings and a contact can be in multiple lists. The databases 
must comply with anti-spam rules.

• Run tests of template and revise as needed.
• Create auto response copy for subscriber signup, email forwarding and database 

change processes; and HTML code for website subscribe button. Note: client is 
responsible for putting subscribe button and links on their website.

 Logo and any company graphics must be supplied as jpg or gif files. Images (photos, 
illustrations) can also be purchased on image websites. Such purchases may require 
additional costs for research time, review and purchase cost of images.

 * Call or email for current prices and hourly rate for services beyond those listed.

2. Production includes:
• Writing, editing/rewriting or proofreading copy.
• Adding graphics, pictures, links, etc.
• Test email, revise, retest.
• 6 month minimum contract required (see monthly cost estimates below).

 The monthly contract fee depends on the amount of content and whether it's to be written, is 
already written and needs editing (with revisions) or just needs proofreading. Other factors: 
use of archive feature; help with headlines and subject lines; number of graphics, links and 
other non-static information that is to be included. 

 Based on content decisions and variables, a fixed monthly fee can be established.  The 
following estimated monthly fees assume 1 newsletter per month.

• Low end: $200-$350; all copy and graphics provided by client; TWTI will proofread, 
insert in template, test and revise as needed.

• Mid-range: $300-$450; rough draft and graphics provided by client; TWTI will review 
and revise copy; assist with other content; proof, insert, test and revise as needed.

• High-end: $400-$650; Topic only provided by client; TWTI to research and write 
article; assist with other content; proof, insert, test and revise as needed.

NOTE: there's a separate direct charge from Constant Contact (see chart below).
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3. Delivery (launch emails)
 Once an email is proofed and ready to be sent, the database lists (to be sent to) are 

assigned and the send is scheduled (immediate or based on date and time). The sending of 
an email is included in the production costs above.

 Tracking statistics provided for number sent, bounced, opened, forward, and links clicked.
 Database is automatically updated for new subscribers and opt-outs (unsubscribe).

Additional Notes 
• If Client chooses to perform any of these functions, training can be provided at regular 

hourly rates. Other proofing, editing, writing services are available on a package 
discount basis (call for details and pricing). 

• Additional services requested by client and provided by TWTI are invoiced monthly at 
TWTI’s then current hourly rate. Such services may include:
 Database maintenance including uploading and/or segmenting additional lists.
 Document formatting and use of archive feature for linking to “rest of the article”.
 Additional image search and acquisition.
 Delivery statistics analysis or report creation.
 Building new template formats.

Constant Contact Costs:
 TWTI uses Constant Contact, the leading online email marketing software company to 

host e-newsletters, other email and survey marketing and related databases. A software 
and hosting fee paid to Constant Contact varies according to the size of the database 
(i.e. number of email contacts). Other optional fees noted below may also apply. These 
fees are paid directly by client to Constant Contact through secure credit card 
processing on the client's private account. A 60-day free (limited use) trial is available.

 The fees are as follows:

0 - 500 Contacts 501 - 2,500 2,501 - 5,000 5,001 - 10,000 10,001 - 25,000
$15 / month $30 $50 $75 $150

Prepay for 6 months: 10% discount; Prepay for 12 months: 15% Discount.
Non-profits receive 20% discount for 6 month prepay and 30% discount for 12 month prepay.

Surveys and Event Marketing can be added for additional nominal costs.
 The following optional features are recommended:
 MyLibrary Plus option:
 $5/month. Base account only allows 5 images to be downloaded to your Constant 

Contact account. This feature allows an almost unlimited number of downloaded 
images, plus more file management tools, pdf files and a library of stock photos.

 Archive option:
 $5/month. Turn your emails into web pages after you've sent them out; setup an 

archive home page with access to any previous emails.
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