OFFICE OF MAIL SERVICES INFORMATION FORM


	Customer Information:          DATE FILLED OUT:_ ________________                                               

TITLE OF MAILING:_____ __________________________________________________________             

ACCOUNT #: __________________ USER REF:__ ___________________

DEPARTMENT:___ _______________________________________________________________

DEPARTMENT ADDRESS:__ _________________MC-________

CONTACT FOR MAILING:__ _______________________________________________                    

PHONE:__ ______E-MAIL:___ ____________FAX:_ ____________

CONTACT FOR MAILING LIST(S):__________________________________________________

PHONE:________________E-MAIL:________________________________FAX:______________ 

Production Information:
DESCRIPTION OF MATERIAL(S): 

 Please attach a sample of the piece to be mailed.  For mailings with multiple components, please specify the order in which they are to be inserted.

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

MAIL, USING ADDRESSES PREPARED BY: (Circle or Highlight one)

A.  PRE-ADDRESSED                                             COUNT: _______________           

B.  PRESSURE SENSITIVE LABELS                     COUNT: _______________

C.  3-UP or 4-UP CHESHIRE LABELS                   COUNT: _______________

D.  INK JET WITH ELECTRONIC FILE(S)           (ALWAYS INCLUDE A RECORD STRUCTURE)
                         FILE NAME(S) AND SOFTWARE:                                              COUNT(S):         FIELD(S) TO BE PRINTED ON LABEL:

___________________________________________________________     ___________________     ___________________________________

___________________________________________________________     ___________________     ___________________________________

___________________________________________________________     ___________________     ___________________________________

___________________________________________________________     ___________________     ___________________________________

___________________________________________________________     ___________________     ___________________________________

PREFERRED SOFTWARE OR FORMATS:          

ASCII, comma delimited                              
Microsoft Excel                          ASCII, fixed length

Microsoft Access                                                                        



DATE(S) TO BE MAILED:__________________________________________________________________________            A              S             T

DEPARTMENT APPROVAL SIGNATURE:___________________________________________________________     

                                                                                        OFFICE OF MAILING SERVICES JOB NUMBER:__________________________________


METHOD OF MAILING

DOMESTIC CLASSES:

First Class – Domestic single pieces weighing 13 ounces or less.

Presorted First Class – Groups of 500 or more individually addressed domestic addresses sorted for postage discounts.

Priority Mail – First-Class mail weight more than 13 ounces.

Express Mail – Provides next-day or second-day delivery of letters and packages.

Presorted Standard– Groups of 200 or more pieces of reproduced information in identical terms, of individually addressed domestic addresses sorted for postage discounts.

Standard A Nonprofit – Groups of 200 or more pieces of reproduced information in identical terms, of individually addressed domestic addresses sorted for postage discounts.  There are restrictions on the subject and contents of mail in this class.

Media Mail – Books, films catalogs, records and other educational material.

Library Mail – For books, films, educational or cultural materials mailed to or from educational institutions, museums, libraries and other such organizations

Parcel Post – Single packages and parcels weighing between 1 and 70 pounds, and not required to be mailed First-Class, where postage is charged by the single piece weight and the zone to which the piece is sent.

INTERNATIONAL CLASSES:
Airmail– Used to send both letter-post items and parcel post packages to most foreign countries.

Global Express – Reliable high-speed mail service to certain countries.  There is no service guarantee. 

Global Priority Mail – An accelerated airmail service that provides customers with a reliable and economical means of sending correspondence, documents, printed matter, and light-weight merchandise items to certain foreign destinations.

Parcel Post – Resembles domestic zone-rated Standard B Mail.  Merchandise is permitted, but not personal communications. 

Air Parcel Post - Refer to Parcel Post above, but will travel to country by air.  The maximum weight is 20 pounds. Both Parcel Post classifications can be insured.

Economy Mail – Includes letter-post and parcel post transported by surface.

Economy Books – Books and Sheet Music weighing less than 4 pounds.

SPECIAL SERVICES:
Registered Mail – Provides added protection for valuable and important mail, and gives evidence of mailing and payment in case of loss or damage.  This service is always mailed First-Class.

Insured Mail – Applies to Standard Mail, and includes standard items sent at Priority or other First-Class rates.  When using the insured service you can obtain payment for loss, rifling or damage of mail.

Certified Mail – For First-Class mail only.  This service provides a receipt to the sender, and a record of delivery at the addressee’s post office.

Return Receipt – Can be used with any of the above services, and is a receipt showing the Mailpiece has been delivered.

SPECIAL CARRIERS:

UPS – United Parcel Service

Fed Ex – Federal Express

SAMPLE OF PERMITS TO BE USED


FIRST CLASS


 US POSTAGE


PAID


PERMIT #75


CHAMPAIGN IL





NON PROFIT ORG


US POSTAGE


PAID


PERMIT #75


CHAMPAIGN IL





PRESORTED


FIRST CLASS 


US POSTAGE


PAID


PERMIT #75


CHAMPAIGN IL





PRESORTED STANDARD


US POSTAGE


PAID


PERMIT #75


CHAMPAIGN IL





Please Highlight 


METHOD(S) OF MAILING(S):


(see back for definitions of the following)


1ST CLASS


Presorted 1ST CLASS


PERIODICALS


PRESORTED STANDARD (Bulk)


NONPROFIT


UPS / Next Day / 2ND Day / Ground


CAMPUS MAIL


AIRMAIL


AIR PARCEL POST


ECONOMY LETTER POST(Intl only)


ECONOMY PARCEL POST(Intl only)


ECONOMY BOOKS


OTHER __________________________





REGISTERED MAIL  $______________


CERTIFIED MAIL        ______________


INSURED                    $______________


RETURN RECEIPT      ______________





OTHER (see back)___________________











OTHER INSTRUCTIONS:





____________________________________________________________





____________________________________________________________





____________________________________________________________





______________________________________________________________





________________________________________________________




















Highlite and fill in line with appropriate information:


FOLD:________________________________________


# OF INSERTS:________________________________


MATERIALS IN ZIP  ORDER?__________________


 HAND COLLATE/NEST________________________


LASER PRINTING_____________________________


HAND STAPLE OR HAND  SEAL:________________


WRAP/PACK:_________________________________ 


CUT/BURST/TAB:_____________________________ 


OTHER:  (attach separate sheet, if necessary)


___________________________________________________





_______________________________________________________








LASER IMAGING ADDRESSES ON MATERIALS





FILE NAME____________________________________





SOFTWARE____________________________________________





CAN FILES BE COMBINED?                    YES                     NO





DELETE DUPLICATES?                            YES                     NO














                                                                       Office of Mail Services – 333-6101                                            J:\SHARE1\DOCS\INFOFORM.DOC                           Or Fax us at 244-3460                                                                              06/24/08

