
Addressing for Success 
Serving Government. Serving Virginians. 

To ensure the 
fastest mail 
service at the 
lowest cost, 
please make 
sure your mail 
is readable by 
high speed 
sorting 
equipment.   
 
 
Seal or tape 
shut all 
envelopes 
containing 
more than 
three sheets of 
paper.  

Recommended Standards: 

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

STATE MAIL SERVICES (SMS) 

DEPARTMENT OF GENERAL SERVICES 

• Machine printed (typed or computer generated) with black ink.  
• Maintain uniform left margin.  
• Use font size of 10 or 12 points.  Preferred font is Sans Serif, common examples are Arial and 

Helvetica.  Gothic, italicized, highly stylized or script fonts should not be used.  
• Use all uppercase letters (capitalized). 
• Use standard abbreviated state name and correct zip code.  
• Nothing should be printed on the bottom 5/8 inch of any letter size envelope.  
• When using window envelopes, make sure the complete address is always visible. 
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1 Attention: MR JOHN DOE 

2 Department Name:  OFFICE OF STATE SERVICES 

3 Firm Name:  DEPARTMENT OF COMMONWEALTH SERVICES 

4 Street Address: 2022 COMMONWEALTH ST 

5 Delivery Address:  PO BOX 528 

6 City, State & Zip Code+4:  RICHMOND VA  23219-3424  
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