STANDARD MAIL & DISCOUNT PROGRAMS
Mail and print services offer optional customized discounted bulk mailing programs for mailings consisting of 200+ envelopes or 50 lbs.  Depending on your delivery needs and advance planning, these programs can reduce your postage costs considerably and, in many situations, even give you faster, more accurate delivery.  Postage cost reductions can run as high as 50% less than individual piece rates.

These presort/bulk mailing programs are available to all parts of the United States and we provide discounted mailings to many foreign countries.  Contact Mail and Print Services director at extension 7282 to discuss your options.

Before producing a bulk or specialized mailing, include Mail and Print Services Director in your mailing arrangements to ensure your mailing program is timely and cost effective.

ADVANCE NOTICE IS REQUIRED
Advance notice is required to effectively handle and process bulk or specialized mailings.

Notice is needed to insure the following items are available:

· Appropriate size and quantity of enclosures (envelopes, mail trays, bags, etc.)

· Mail Center personnel and equipment to process the mailing (printing, folding, tabbing, inserting, etc.)

· Sufficient postage on deposit.

· If we know about the mailing, you may get ahead of others that call; sometimes we are very busy and will do the one that we know about first.  If the timeline is important to you, then put us in the loop.

If you are not sure of anything concerning a mail piece call.
We want to help.

MAILING INFORMATION
· 200+ pieces or 50 pounds – each piece not over 16 ounces.  There are size, thickness and weight restrictions for different sizes of mail pieces, i.e. aspect ration of 1.3 to 2.5 required for postcard.

· MPS can insert up to 2 letters, and a BRM envelope or card, or other piece – not over three pieces into a #10 envelope.  We do not insert into larger envelopes.  This must be done before bringing it to MPS.  If using flat size envelopes, they must be sealed before bringing to MPS.

· The generation of address lists for distribution is the responsibility of the mailer.  MPS offers computer generated direct impression addressing.  We can accept most floppy 3-1/2”, CD Rom and also email attachment.  Please let us know if it is an Excel document, Access, tab or comma delimited, etc.

· Bring us a disk, etc. to run our CASS certified program so we can obtain the best discount by certifying the address and applying a barcode.

· We will imprint the names for you onto #10, flat size piece (if not to thick).  If using labels, we can imprint the labels and you can put them on the mail piece.

More Mailing Information

If your envelope does not have the bulk permit, we must put postage on every piece, please see us to order special envelopes or let us imprint the permit along with the address.
Your mail piece MUST HAVE Southwestern Oregon Community College in the first line of the return address, your department i.e. Mail and Print Services in the second line, 1988 Newmark Ave in the third line:

SOUTHWESTERN OREGON COMMUNITY COLLEGE

MAIL AND PRINT SERVICES

1988 NEWMARK AVE

COOS BAY OR 97420

When doing an “out of the ordinary” design or content please have ample time for us to submit a mock up to the USPS for approval.

Hand Bulk Mailings

You will get the best possible service if you:

· Let us know about the mailing in advance.
· Let us see the design so we can catch anything that might have been missed, schedule any needed work such as tabbing, folding or inserting.  If there is time we would like to submit a mock up to the USPS for approval
· Have the mailing in zip code order, and the number going to each zip code, if you are doing a hand-sort.
· Large envelopes must be sealed.
· CAPITALIZE EVERTHING IN THE ADDRESS
· Use 2 letter state abbreviations
· Eliminate all punctuation (except the hyphen between ZIP code and plus four
· Use common abbreviations i.e. ST, RT, AVE, LN

Make sure the place where you want the mail delivered appears on the line immediately above the city, state and zip code line:

123 W MAIN ST STE 400 or PO BOX 125

If both the street address and the P O Box are on the same line, the mail piece will be delivered to the P O Box.  The physical address and the P O Box may have different zips.  You can check on line at USPS.gov for correct zip codes.
Examples of content not allowed for Non-profit rates

· Any information concerning a raffle or raffle tickets for a fundraiser not allowed using any class of mail.

· List of donors, sponsors or contributors allowed, but not a description, address, phone number, as this is considered advertising.
· Travel, insurance and finance cards are not allowed to be advertised.  There are some exceptions that may be eligible, obtaining USPS approval is best before the mailing.

Hand or Automated Bulk Non-profit mailings

Please ask questions, get us in the loop and happy mailing while saving dollars![image: image1.png]



