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STATE MAIL SERVICES (SMS)

DEPARTMENT OF GENERAL SERVICES

Serving Government. Serving Virginians.

Online Metered Mail Card

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!
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2 Department of

State Mail Services

General Services

DGS > SMS > Services >Metered Mail Card

SMS Home

About SMS State Mail Services Online Metered Mail Card

Seniices This form must be completed and attached to each bundle of outgoing mall to be metered by SMS. Create a separate
Mail Security Metered Mail Card for each budget or cost code againstwhich your mail is to be charged.

FAQs

Mail Stop Code:] i l * Totals a five digit number assignad by SMS.

Forms & Publications

Conta

o Agency Budget or Cost Cade:|

If Agency Budgst or Cost Codz is blank the postage will b charged to the agency’s default account. Ml wil not be accepted without 3 complate )

Sender's Name:

If nothing is checked, S$MS will meter the mail in the most economical manner.

" FirstClass
" Priority Mail
" Presort Standard/Bulk Mail

Intemnal tracking numbers agencies have submitted to ShS,

Phaone: I— .
™ Certified Mail
‘ (USPS Form 3800)

[~  Delivery Confirmation Mail

(USPS Form 152)

Signiture Confirmation Mail
(USPS Form 152)

Is

u Contact\
SMS if you
have
questions
or need
assistance.

_J

(804) 236-3592

How to Use:

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.

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

. http://sms.dgs.virginia.gov

SMS has any questions about
your mail.

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

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

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

. StateMail@dgs.virginia.gov
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