BULK MAIL INSTRUCTIONS
(200 pieces or more qualifies as bulk mail)
*Please allow a two week lead time from the time your bulk mail is delivered to the mailroom until it is sent out.*
“Request for Bulk Mailing” form
1. Columns 1 & 2 list each zip code beginning with 945XX (example 94558, 94559, 94510, 94590, 94589, etc.), and how many pieces for each zip code.  You will need to do the same for columns 3 & 4 for all other zip codes outside of 945XX.  (This even includes zip codes that have 1 piece.)  Total each column 2 & 4.  For your grand total add columns 2 & 4.  
2. Attach a copy of the contents being mailed to your form.
3. The form must be completely filled out with both signatures from the requester and the person who authorized it.
4. Submit your completed form to be approved by the Vice-President, Business & Finance prior to mailing.  This will ensure that there are adequate funds available to process your request.
Preparing Bulk Mail

Please make sure that bulk mail is prepared properly or it will be returned by the Post Office !
· Each piece to be mailed must be exactly the same and have a bulk mail stamp, with the non-profit code, in the upper right-hand.
· All envelopes must be individually sealed.
· All 8 ½ x 11 sheets must be folded in thirds and sealed with adhesive dots.  The post office requires that the sheet be sealed by placing a piece an adhesive dot 1-inch in from the edge on both sides.  See example below:

	Placement of Tabs or Adhesive Dots
for 8 ½ x 11 sheets

	Address sheet with the folded side on top.  
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	To seal, place 2 pieces of tape or adhesive dots (start 1-inch in from edges) at the bottom opening of the sheet.


Presorting Bundles
Prior to bringing your bulk mail to the Mail Room, please arrange items into numerical order by zip code and rubber band like numbers together.  Each bundle (of envelopes, postcards, or folded sheets) should be no more than 6-inches thick.  Please use a thick rubber band around each bundle.

Presort the mail and label bundles according to the guidelines listed below:
	Napa

Bundle 1
	All the Napa zip codes (94558, 94559, and 94581).

	Remaining 945XX’s

Bundle 2
	All the rest of the 945XX.

	All Other Zip Codes

Bundle 3
	All other zip codes.


**PLEASE NOTE:  BULK MAIL WILL BE RETURNED if the above procedures are not followed.  If you have any questions or concerns, please feel free to contact Shipping & Receiving at Ext. 3340. Thank you.
REQUEST FOR BULK MAILING

(Attach a copy of the contents being mailed)
Date:  ___________________________________

Requester:  _______________________________

Department:  ______________________________

Extension:  _____________

Reason for Request:

List each zip code and the total number of pieces for each zip code.

	Column 1
	Column 2
	Column 3
	Column 4

	945XX

Zip Codes
	How Many Pieces
	All Other

Zip Codes
	How Many Pieces

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total for Column 2
	
	Total for Column 4
	


Grand Total (add both totals from column 2 & 4):  _________________

Signature of Requester:   ______________________________________

Authorized By:  _____________________________________________




               Budget Center Manager

	For Business Office Use Only:

	Date Received:                                              Authorized By:
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