
Online Metered Mail Card 

1. Visit the SMS website 
(http://sms.dgs.virginia.gov) 
and click on the Online Metered 
Mail Card. 

2. Type in your Mail Stop Code. 
This can be easily looked up on 
the website. 

3. If necessary, enter your budget 
or cost code that has been al-
ready been approved by SMS. 

4. Enter your name and phone 
number. Which will be used if 

SMS has any questions about 
your mail. 

5. Select services and class or 
leave blank if you want the mail 
sent in the most economical 
manner. 

6. Click the submit button and you 
will be directed to a webpage 
with your unique information. 

7. Print this webpage and attach to 
the bundle of outgoing mail. Re-
member to attach any USPS 
forms for requested services. 

Serving Government. Serving Virginians. 

 SMS now offers customers 
the ability to dynamically create 
metered mail cards via the SMS 
website.  SMS customers use 
these cards to communicate how 
they want their mail to be proc-

essed and postage to be billed. 
The  online form generates a 
unique barcode that automates 
the processing of your mail.  Next 
time you send U.S. mail, discover 
how easy it is to use!  

How to Use: 

(804) 236-3592       •        http://sms.dgs.virginia.gov        •        StateMail@dgs.virginia.gov 

STATE MAIL SERVICES (SMS) 

DEPARTMENT OF GENERAL SERVICES 

Contact 
SMS if you 

have  
questions 
or need 

assistance. 
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