
providing you and your agency 
with as much information as 
possible SMS will continue to 
disseminate this newsletter.  
Therefore, if there are topics that 
you think need to be addressed 
in the newsletter, please contact 
us.  The “SMS Mail Services 
Guide” and website are compre-
hensive resources readily avail-
able to you and your agency.  
Feel free to contact any of our 
SMS staff should you or your 
agency need assistance with mail 
services.  

If you have any questions or 
concerns please call me at (804) 
236-3292 or email me at 
maurice.pegram@dgs.virginia.gov.  
SMS welcomes all suggestions 
you may have to help us improve 
our operations and meet your 
agency’s needs.  

Thank you for your continued 
support of the Department of 
General Services’ (DGS) 
State Mail Services (SMS).  
My name is Maurice Pegram 
and I serve as the Administra-
tive Mail Supervisor for 
SMS.  In 2007, I was asked 
by DGS leadership to assist 
with helping to further the 
growth of the Common-
wealth’s mail consolidation 
initiative.  I have more than 
20 years of customer service 
experience and five years of 
postal training, including 
service with the United States 
Postal Service and serving in 
an Army Reserve postal com-
pany.   I am excited about the 
prospect of continuing Vir-
ginia’s efforts in optimizing 
mail efficiency and security 
and ultimately generating 

more savings.   

In a joint effort between the Com-
monwealth Postal Roundtable and 
DGS, we have worked to establish 
a cohesive relationship with other 
state agencies.  Comprised of rep-
resentatives from  agencies that 
manage large mail operations, the 
Roundtable meets regularly.  At 
our most recent meeting in Febru-
ary, we discussed the information 
received from the “Mail Opera-
tional Review” and how the new 
ideas are to be implemented.  
Meeting minutes have been posted 
on the SMS website. 

I look forward to working with 
each of you.  State Mail Services 
and its staff will continue to focus 
on customer service and finding 
additional ways to provide mail 
efficiency and cost savings to those 
it serves.  In our commitment to 
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Wednesday,  April 16, 2008 

10:00am 

Monroe Building 

Conference Rooms D&E 

All state agencies in 
the Richmond Metro-
politan Area are en-
couraged to send a 
representative to this 
Mail Forum.  The Fo-
rum will cover updates 
of mail consolidation, 
cost savings opportuni-
ties for agencies, and 
U.S. Postal Service 
updates.   



The 2006 Virginia Acts of Assembly – Chapter 3, Item 73 E. 
directed agencies located in the Richmond metropolitan area to 
participate in a consolidated mail function.  
Item 73 E. language: 

E. The Department of General Services shall, in con-
junction with affected agencies, develop, implement, 
and administer a consolidated mail function to process 
inbound and outbound mail for agencies located in the 
Richmond metropolitan area.  The consolidated mail 
function shall include the establishment of a central-
ized mail receiving and outbound processing location 
or locations, and the enhancement of mail security 
capabilities within these location(s).   
 

Since July 1, 2006, over 50 agencies in the Richmond metro-
politan area have worked together to implement a consolidated 
mail operation.  The consolidation efforts by these agencies 
have resulted in the following estimated cost savings and avoid-
ance: 

 
• $110,000 savings from the reduction in the number of 

postage meters leased by state agencies 
• $40,000 savings from the elimination of contractor pro-

vided mail courier services 
• $1,400,000 in cost avoidance by agencies using a contract 

operated mail presort service for standard letters 
• $17,000 in cost avoidance by agencies using contract 

operated mail presort service for flats 
• $306,000 in cost avoidance by agencies using a state 

managed centralized inter-agency mail service 
 
Agencies participating in the consolidated mail function con-
tinue to collaboratively discuss and explore other mail process-
ing costs efficiencies at regular mail forums.  If your agency 
would like any additional information about the services avail-
able from the consolidated mail activity, please visit the SMS 
website or contact us. 

original for use in the future when you are sending mail for 
that same budget or cost code and mail type. 

 
Remember, all outgoing mail should be separated by budget or 
cost code then bundled with a paper clip or rubber band. A com-
pleted Metered Mail Card must be attached to each bundle. Cre-
ate a separate bundle and use a separate Metered Mail Card for 
each budget or cost code against which your mail is to be 
charged. Mail that lacks a completed Metered Mail Card will be 
returned. All envelopes should be facing the same way. Do not 
mix stamped mail or no-postage necessary envelopes together 
with the mail that requires metered services. 

SMS offers customers the ability to create metered mail cards 
via the SMS website.  SMS customers use these cards to choose 
how they want their mail to be processed and postage to be 
billed. The online form generates a unique barcode that auto-
mates the processing of your mail.  Next time you send U.S. 
mail, discover how easy it is to use! 
 
In two simple steps you can use the Online Metered Mail Card: 
1. Go to the Online Metered Mail Card on the SMS website 

(http://sms.dgs.virginia.gov)and enter the appropriate infor-
mation in the form. 

2. Print the webpage after submitting. This will create a 
unique barcode for your card. You may photocopy this 

Summary of Estimated Cost Savings/Avoidance Achieved  

Online Metered Mail Card  
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Roundup Time 

The Postal Service spends millions of dollars every year to re-
plenish mail transport equipment inventory. Therefore, the 
USPS is rounding up excess mail transport equipment. This in-
cludes flat tubs, letter trays and sleeves, rolling stock (including 
hampers and cages), pallets and mailbags. If your agency is not 
using these items, please return them to USPS inventory. 
 

Small quantities of mail transport equipment can be returned to 
your Post Office or nearby processing and distribution facility. 
For large quantities of equipment such as pallets or hampers, 
complete a pickup request at http://fast.usps.com/fast/mtereturns. 
 
Contact SMS if you have any questions or would like to return 
excess inter-agency envelopes for reuse. 



On May 12, 2008 the USPS will adjust prices impacting all 
classes of mail. This is the first of what are expected to become 
annual price increases each May. 
 
Pricing Highlights 

• A First-Class Mail stamp will cost $0.42. Customers can continue 
to use the Forever Stamps that they purchased prior to May 12th 
at $0.41, even after the price change. 

• No change in the First-Class Mail single-piece additional-ounce 
price 

• Lower additional-ounce price for presorted First-Class Mail let-
ters. 

• Lower pound price for Standard Mail saturation and high-density 
flats 

 
Since 1971, whenever the USPS wanted to revise pricing they 
needed to file a rate case, a complex proceeding that involved 
long lead times and several regulatory reviews. With no pre-set 
limits on what could change, mailers sometimes faced signifi-
cant increases and new sets of rules. That all changed with the 
passing of the Postal Accountability and Enhancement Act. Un-
der the new rules, price increases for most services are now lim-
ited to the rate of inflation, as measured by the Consumer Price 
Index. The Postal Service no longer needs to file a rate case, 
instead they must publish new pricing at least 45 days in ad-
vance. 

For additional information visit the USPS website at: 
www.usps.com/prices.  As always, SMS is available to consult 
with agencies to better help them understand these changes and 
how they will impact operations and budgets. 

make it difficult to process. This increases cost from $0.17 to 
$0.20. By knowing the guidelines or asking SMS for help, you 
can design mail pieces to meet letter-size dimensional require-
ments and avoid nonmachinable characteristics. 

• Send Postcards- While postcard rates will rise under the price 
change, the cost would still be 36% less than sending a letter. 

• Utilize Flat Rate Boxes- The USPS has added a new larger box 
size to its line-up of flat-rate Priority Mail offers. Along with 
existing letter and box sizes, you can ship to any U.S. destina-
tion for one low price. Contact SMS to receive Priority Mail 
boxes and supplies. 

• Use Electronic Return Receipts- The USPS has increased the 
cost of paper-based return receipts (Green Cards) to $2.20, giv-
ing mailers the opportunity to save $1.20 every time they opt 
for electronic return receipts instead.  SMS can provide your 
agency with this software allowing you to create electronic 
return receipts for free. 

Visit the SMS website for additional information on cost savings 
opportunities for agencies’ mail operations. 

SMS is committed to assisting agencies in maximizing there 
postal budgets, while saving money.  For additional information 
regarding cost saving opportunities, please attend the April 16th 
Mail Forum. The following are a few cost saving tips: 
• Use Letter-size Dimensions- With the rates for single-piece 

flats increasing by three cents, the price difference between 
flats and letter-size mail is even greater. By conforming to 
letter-size dimensions, you can save $0.41 per piece. 
◊ Design mail pieces to meet letter-size dimensional re-

quirements. You have a lot of flexibility to create mail-
ings of different sizes and still qualify for the lower letter-
size rates. If consulted during the early stages, SMS can 
help you properly design your mail piece. 

◊ Convert flat mail to letter-size mail (up to and including 
3.5 ounces) with a single fold. This concept is important 
if your are currently mailing between one and 22 pages in 
a flat envelope. 

• Avoid Surcharges- The “nonmachinable surcharge” is as-
sessed when First-Class Mail letters are designed in ways that 

New USPS Postage Increases  

Cost Saving Opportunities with the New Rates  
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Select Rates for First-Class Mail Current New 

Single-Piece Letter (first ounce) $0.41 $0.42 

Single-Piece Flat (first ounce) $0.80 $0.83 

Single-Piece Parcel  (first ounce) $1.13 $1.17 

Each Additional Ounce $0.17 $0.17 

Nonmachinable Surcharge $0.17 $0.20 

Presorted Letter  (first ounce) $0.373 $0.394 

Presorted Flat  (first ounce) $0.699 $0.727 

Automation Letter – 5-digit (first ounce) $0.312 $0.324 

Automation Flat – 5-digit  (first ounce) $0.383 $0.364 

Postcards $0.26 $0.27 

More Info: www.usps.com/prices 

The USPS and PitneyBowes websites 
provided content 



Contact SMS 
1910 Darbytown Road 
Richmond VA 23231  
Mail Stop Code: 194-16 

Phone: (804) 236-3592 
Fax: (804) 236-3595  
Email: StateMail@dgs.virginia.gov 

Services Provided by SMS 
• Outgoing postage metering service 
• Inter-agency mail delivery & envelopes 
• Incoming mail delivery 
• Courier routes that cover over 100 miles daily with almost 

150 stops 
• Late pick-up collection boxes 
• Business reply envelopes 
• Electronic processing of certified mail 
• Website to serve as a central location for disseminating infor-

mation (including two comprehensive guides that cover postal 
services and mail security) 

• Presorting letters and flats through vendors 
• Mail consulting and training 
• Mail permits and assistance with bulk mailings 
• Security screening 

collecting USPS and inter-agency 
mail. In addition, SMS can apply 
postage to agencies’ outgoing let-
ters and parcels while also imple-
menting comprehensive strategies 
to create secure mailing environ-
ments to protect customers and 
employees. SMS also provides 
consultation to all agencies con-
cerning any questions or problems 
they may have regarding mail. 
 
The SMS staff is dedicated to pro-
viding a safe, accurate, timely, and 
cost effective service. Please con-
tact us for additional information. 

State Mail Services (SMS) is a 
business unit of the Department of 
General Services that provides 
consolidated mail operations for 
state government in Richmond.  It 
offers a one-stop approach to meet 
all postal and shipping needs in-
cluding most services that are sup-
plied by the U.S. Postal Service. 
This centralization of mail ser-
vices can provide agencies with 
cost saving opportunities and in-
creased security. 
 
SMS operates courier routes to 
agencies throughout the Richmond 
metropolitan area delivering and 

About SMS 

Visit us on the Web! 
http://sms.dgs.virginia.gov 
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Vision 
Our goal is to develop partner-
ships to provide the optimum in 
mailing efficiency, mail security, 
cost savings, and customer ser-
vice. 
 
Mission 
State Mail Services in conjunc-
tion with all affected agencies 
manages a consolidated mail op-
eration to process both inbound 
and outbound mail for state 
agencies in the Richmond metro-
politan area. 
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