BULK MAIL CHECKLIST

 Create your mass mail document.

 Print the labels in the proper order.

 Print the mass mail documents in the proper order (same as labels).

 Label the envelopes in order.

 Sign all letters.

 Collate/stuff the envelopes.

 Seal the envelopes.

 Run the envelopes through the postage machine at XX cents each with no date.

 Bundle the envelopes by zip code using USPS Guidelines.

 Sack the bundles using USPS Guidelines.

 Fill out the statement of mailing form.

 Figure out the difference between postage metered onto envelopes and postage due.

 Either affix a postage label with $ difference to the statement of mailing form OR take a check to the post office when you deliver the sacks.

 Deliver the sacks to the local post office bulk rate receiving unit.

