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I. PURPOSE
To provide guidelines for Social Services Agency’s (SSA) outgoing mail to qualify
for mail discounts and Bulk Mail rate.
II. POLICY
All employees are encouraged to use the most cost effective way for outgoing
mail, or when discounted and bulk mail rate applies while mailing a minimum of
200 pieces of mail that are of the same size and weight. Bulk mail must meet
specific mailing requirements of the United States Postal Service (USPS). The
use of USPS mail discounts and bulk mail rates are beneficial to the Agency as
this is one of the methods to minimize mailing costs.
III.

DEFINITION
Bulk Mail - Generally used to describe commercial mail and is synonymous with
commercial, business, or advertising mail (Source:
http://pe.usps.com/businessmail101/glossary.htm). The term "bulk mail" refers to
specific minimum quantities of mail that are prepared as a specific class of mail
at reduced postage.
Barcoded Mail - Mail that is prepared according to USPS standards so it can be
scanned and processed by automated mail processing equipment such as a
barcode sorter.

IV. PROCEDURE
In compliance with the USPS requirements for automation of mail to obtain
maximum discount services, SSA will require specific bar coding and addressing
features. The following steps are outlined below.

Planning and Completion of Outgoing Mail
1. Requestor’s Responsibilities:
(a) Contact SSA Forms Control at 714-825-3218 during the planning stage
to consult and plan the printing, bindery, mailing project, and other
needs. During this phase, the Requestor must provide the following
information:
(1) Anticipated number of pieces to include inside each mailing
envelope (i.e.: letters, fliers, pamphlets, Business Reply Mail
envelopes, etc.);
(2) Expected size and number of mailing envelopes and applicable
Post Office Box numbers for both mailing envelopes and Business
Reply envelope, if they are used; and
(3) Expected mailing date.

(b) Ensure that the zip codes must be in sequential order with the
envelopes being identical size and weight. Zip code determines bulk
rate based on amount of digits – all five gives best rate. SSA Mail
Machines do not provide Bulk Mail Rate.
(c) Provide the following information to SSA Forms Control staff at least
two weeks prior to the mailing date:
(1)
(2)
(3)
(4)

Completed Blue Requisition;
Mock-up of one completed stuffed envelope with all components;
Electronic artwork for each component;
Electronic client/customer list with separate fields for the following:
 Client name(s) with separate fields sorted by first and last
names; and
 Street address with separate fields for street address, city,
state, and zip codes.

2. Forms Control Staff Responsibilities
(a) Provide initial consultation with requestor to customize requirements
based on needs;
(b) Maintain the discount and bulk mail artwork and the Post Office
Accounts;
(c) Provide information to County Publishing Services Office and/or
vendor, including estimated number of prints and mail date(s); and
(d) Provide requestor with estimated costs.

3. County Publishing Services Office/Vendor Responsibilities
(a) Use USPS Software to presort the clients’ list, verify addresses
viability, and add the Intelligent Bar Codes;
(b) Arrange completed mail in mailing trays;
(c) Prepare information sheets for mailing trays; and
(d) Either arrange for mailing or send to Centralized Operations for
postage and mailing.

