Bulk Mailings – General Information
Checks are cut on Tuesdays and Thursdays so plan accordingly. (A check must be cut before a bulk mail can go out.)

Please bring a bulk mailing to the Controller’s Office five days in advance (depending on the day) of when you want it to be mailed to allow for our processes.

If you wish to use the postage machine (for sealing), ask us ahead of time to use the machine, but make sure it is well in advance of when you want the mailing to go out.

Our postage machine will print the bulk mail postage paid stamp on the envelopes; otherwise you can get your envelopes or postcards preprinted with this stamp at Media Services.  All pieces must have the postage paid stamp affixed in the postage area.
Remember that a bulk mailing means that every piece is exactly the same. (The same envelope, same amount of paper, the same color paper, the same contents, etc.)
When we receive the bulk mailing it must be ready to go. (Pieces must be numerically in order by zip code, envelopes must be sealed, postage paid stamp must be in postage corner, a DPO must be filled out with the account number to be used.  Pieces are to be addressed so that they will feed “landscape” style through the postage machine.
Most importantly we need a total number of pieces.  We will not do the counting so please be prepared.  Also please include a list of all the zip codes being used and how many pieces are going to each zip code.  This will be used as backup for the DPO.  The main information we need is the total number of pieces that are going to 898—  zip codes and how many are going to other zip codes.
Once we have received everything from you and make sure that everything is good to go, Gim or Justine will fill out the bulk mailing form and the remainder of the DPO. We will retrieve authorized account signature, put the bulk mailing in the appropriate container (if needed), and check everything over.

After the bulk mailing is ready to go, security will take it with the check to the Elko Postal Annex with the other outgoing mail.  This takes place between 2:00 pm and 3:00 pm.
We know that this is a long and confusing process, but we appreciate your cooperation.  Remember that the reason we do these bulk mailings is to save the college money, not to make your life harder.  Thank you for PLANNING AHEAD.
First Class Bulk Mailing

· Contents are personalized or data is different on each piece (i.e. student passwords, personal student info)
· Mailing is 500 pieces or more
Third Class Bulk Mailing
· Contents are not personalized, contents are all exactly the same
· Mailing is 200 pieces or more

