Agency Mail Operations Assessment

Agency Mail Operations Assessment
Commonwealth of Virginia
Please complete the following form.  If you have any questions about this assessment or appropriate responses, please contact State Mail Services (SMS).  When completed return to SMS. 

State Mail Services (SMS)

1910 Darbytown Road
Richmond, VA 23231

Phone: (804) 236-3592
Fax: (804) 236-3595

StateMail@dgs.virginia.gov
	Agency & Contact Information

	Agency Name:
	     

	Agency Number:
	     

	Office or Division Name:
	     

	Name of Agency Contact:
	     

	Position/Title:
	     

	Email address:
	     

	Phone:
	     
	Fax:
	     

	Agency Address:
	     

	Mail Room Location:
	     


	Postage Equipment  (Please identify both the meter and machine model numbers)

	Postage Equipment Manufacturer (ex: Francotyp-Postalia, Hasler, Neopost, Pitney Bowes):
	     

	Meter Model Number:
	     
	Monthly Meter Rental Cost:
	     

	Machine Model Number:
	     
	Machine is:
	 FORMCHECKBOX 
 Rented    FORMCHECKBOX 
 Owned

	Date Leased or Purchased:
	     
	Lease Expiration Date:
	     

	Monthly Lease Fees for Machine and Scale (if applicable):
	      
	Annual Maintenance Fees:
	     


	Mail Services and USPS Accounts

	Does Your Agency Utilize a Courier to Deliver or Pick Mail From the Post Office:
	 FORMCHECKBOX 
 No    FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 Not Sure
	If Yes, What is the Annual Cost:
	     

	Does Your Agency Utilize a Caller Service with the USPS:
	 FORMCHECKBOX 
 No    FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 Not Sure
	If Yes, What is the Annual Cost:
	     

	Does Your Agency have a Post Office Box(es):
	 FORMCHECKBOX 
 No    FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 Not Sure
	If Yes, How Many:
	     

	What is the Annual Cost for Post Office Box(es):
	     

	Does Your Agency Utilize Any Other Service (ex: Bulk/ Presort/ BRE Fee):
	 FORMCHECKBOX 
 No    FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 Not Sure
	If Yes, Please List Services and Annual Costs:
	     


	Incoming Mail

	How Do You Measure Volumes of Incoming Mail:
	 FORMCHECKBOX 
 Number of Tubs    FORMCHECKBOX 
 By Weight    FORMCHECKBOX 
 Piece Count   
 FORMCHECKBOX 
Estimate    FORMCHECKBOX 
 Do Not Measure   FORMCHECKBOX 
 Other

	If Other, Please Specify:
	     

	If you measure by weight, do you have a formula for the average number of pieces per pound:
	 FORMCHECKBOX 
 No    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 Not Sure
	If Yes, Provide Formula:
	     

	Please Indicate the Average Daily or Monthly  Mail Volume for All Mail Types Your Staff Handles:

	Type
	Average Daily Pieces
	OR
	Average Monthly Pieces

	USPS Letter Mail
	     
	
	     

	USPS Flat Mail
	     
	
	     

	Business Reply Mail
	     
	
	     

	Registered/Certified
	     
	
	     

	Express Mail Packages:
	     
	
	     

	   USPS Express
	     
	
	     

	   DHL
	     
	
	     

	   UPS
	     
	
	     

	   FedEx
	     
	
	     

	Inter Agency Letters
	     
	
	     

	List Other Types:
	     
	
	     

	     
	     
	
	     

	Please indicate any significant issues that cause a large variation in daily or monthly incoming volumes.  This includes items like special annual mailings and should not be included in the above average counts:

	     

	How many pieces of incoming mail require research to determine a complete or correct address:
	Average Daily Pieces
	OR
	Average Monthly Pieces

	
	     
	
	     

	What is the process for conducting research:
	     

	Does your agency use a mail code system to sort incoming mail (ex: mailstop numbers): 
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    FORMCHECKBOX 
 Not Sure

	Outgoing Mail

	How Do You Measure Outgoing Mail:
	 FORMCHECKBOX 
 Meter Reports    FORMCHECKBOX 
 Estimate    FORMCHECKBOX 
 Do Not Measure  
 FORMCHECKBOX 
 Other

	If Other, Please Specify:
	     

	Please Indicate the Average Daily or Monthly  Mail Volume for All Mail Types Your Staff Handles:

	Type
	Average Daily Pieces
	OR
	Average Monthly Pieces

	USPS First Class Letters
	     
	
	     

	USPS First Class Flats
	     
	
	     

	USPS Bulk/Standard Mail
	     
	
	     

	Registered/Certified
	     
	
	     

	Inter Agency Letters
	     
	
	     

	Registered/Certified
	     
	
	     

	Express Mail/Packages:
	     
	
	     

	DHL
	     
	
	     

	UPS
	     
	
	     

	USPS Express
	     
	
	     

	FedEx
	     
	
	     

	List Other Types:
	     
	
	     

	     
	     
	
	     

	Please indicate any significant issues that cause a large variation in daily or monthly outgoing volumes.  This includes items like special annual mailings and should not be included in the above average counts:

	     

	How does your agency prepare the outgoing mail:
	 FORMCHECKBOX 
 Internally and Deliver to USPS  
 FORMCHECKBOX 
 Send to a Presort Vendor   

	If your agency presorts, what vendor do you use and what percentage of your outgoing mail qualifies as first class presort:
	
    Vendor

     
	Percentage

     

	Do you utilize agency staff in preparing outgoing mail?
	 FORMCHECKBOX 
 No    FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 Not Sure
	If yes and SMS begins handling your outgoing mail will those staff resources be redeployed to other areas in your agency?
	 FORMCHECKBOX 
 No    FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 Not Sure


	Additional Notes

	Please list anything you feel is unique to the mail operation at your agency:

	     


	Notes (for use by SMS)

	Date and Time of Site Visit:
	     

	Site Visit Conducted By:
	     

	Other notes about this mail operation:
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