
SMS MAIL 
COLLECTION 

BOXES 
      State Mail Services (SMS) is a 
unit of the Department of General 
Services that provides consolidated 
mail operations for state govern-
ment in Richmond, Virginia.  SMS 
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. 
The centralization of mail services 
can provide agencies with cost 
saving opportunities and increased 
security.   

      SMS operates courier routes to 
agencies throughout the Richmond 
metropolitan area to deliver and 
collect USPS and inter-agency 
mail. In addition, SMS can apply 
postage to agencies’ outgoing let-
ters and parcels. SMS implements 
comprehensive strategies to create 
secure mailing environments to 
protect our customers and em-
ployees. SMS also provides consul-
tation to all agencies concerning 
any questions or problems they 
may have regarding mail. 

      The SMS staff is dedicated to 
providing a safe, accurate, timely, 
and cost effective service. 

      Please contact us for additional 
information. 

ABOUT SMS 

State  Mai l  Ser vices  
(SMS) 

Department of  Genera l  
Services  

Serving Government. Serving Virginians. 

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

State Mail  Services (SMS) 

SMS Services 

• Security Screening 

• Inter-Agency Mail 

• Postage Metering 

• Mail Consulting 

• Training & Educational Opportunities 

• Business Reply Mail 

• Electronic Confirmation Services 



State Mail Services (SMS) offers col-
lection boxes to assist state agencies 
with their mailing needs.  To read 

more about 
SMS and its 
services, 
please consult 
the back of 
this brochure. 

 

The SMS col-
lection box is similar to the boxes 
used for U.S. mail.  These boxes will 
benefit agencies when they need to  
mail something after an SMS courier 
has visited their 
office.  These 
boxes will allow 
for late picks-up 
each state work 
day.  There will 
be no collection 
on holidays or when state offices are 
open less than a full day. 

If you have any questions about the 
boxes, please contact SMS. 

Mail Card, SMS cannot process the 
mail. 

Prohibited Items 

U.S. mail that is stamped.  These 
should be placed in the nearest USPS 
mail box. 

Packages or large tubs of mail.  If you 
have a large amount of mail, contact 
SMS for a special pick-up. Leaving 
mail outside the collection box is a 
security risk.   

Improperly addressed mail because 
SMS will have to return it to the 

sender. 

 

All U.S. mail 
that is in the 
box before 

3:00pm will be sent to the Post Office 
the same day and inter-agency mail 
will be delivered the next morning. 

 

How to Use 
The SMS collection boxes can be 
used for inter-agency mail or mail that 
needs to be metered by SMS. 

Inter-Agency Mail 

Inter-agency mail should be placed in 
an appropri-
ate interof-
fice enve-
lopes and 
addressed 
with the fol-
lowing information: to mail stop, 
name of person receiving, the office 
name or floor/room number, your 
mail stop to serve as the return ad-
dress. 

Mail to be Metered 

Agencies that are customers of SMS 
may place outgoing U.S. mail that 
needs to be metered in the collection 

box.  Before placing in 
the collection box all 
envelopes should be 
sealed and a SMS Me-
tered Mail Card should 

be securely attached to each bundle of 
mail.  Without a completed Metered 

http://sms.dgs.virginia.gov  

SMS COLLECTION 
BOXES 

Location: 

Monroe Build-
ing Lobby 

Pick-Up Time: 

After 3:00pm each 
work day 

Accepted Items: 

Inter-Agency Mail 

Mail Metered by SMS 

For More Information Visit: 
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