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• Consolidated Mail Operations Update

• Cost Savings Opportunities

• Presort Services Update 
(Art Leonard, General Manager PSI /Pitney Bowes, Presort Services)

• U.S. Postal Services Update 
(Merritt Foster, Account Manager, USPS)

• Questions and Feedback

Agenda

Consolidated Mail Operations -
Mail Forum



Consolidated Mail Operations

2006 Acts of Assembly
Item #81E.

The Department of General Services shall, in conjunction with 
affected agencies, develop, implement, and administer a 
consolidated mail function to process inbound and  outbound mail 
for agencies located in the Richmond metropolitan area.  The 
consolidated mail Operations shall include the establishment of a 
centralized mail receiving and outbound processing location or 
locations, and the enhancement of mail security capabilities within 
these location(s). 



Services Provided by State Mail Services (SMS)
• Outgoing postage metering service
• Inter-agency mail delivery & envelopes
• Incoming mail delivery
• Courier routes that cover over 100 miles daily with almost 150 

stops
• Late pick-up collection boxes
• Business reply envelopes
• Electronic processing of certified mail
• Website to serve as a central location for disseminating 

information (including two comprehensive guides that cover 
postal services and mail security)

• Presorting letters and flats through vendors
• Mail consulting and training
• Mail permits and assistance with bulk mailings
• Security screening
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Consolidated Mail Operations

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



Collective Agency Savings/Cost Avoidance – Approximately $1.873M

– Reduction in number of postage meters
• From 53 to 28
• Annual savings approximately $110K

– Eliminate courier services
• Annual savings approximately $40K

– Presort letter cost avoidance (includes data from all agencies using DGS presort 
contract)

• January ’07 to January ’08 approximately $1.4M

– Presort flats cost avoidance (includes data from all agencies using DGS presort 
contract)

• February ’07 to February ’08 approximately $17K

– Inter-agency mail delivery cost avoidance 
• November ’06 to January ’08 approximately $306K 
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Opportunities to Increase Cost Savings/Avoidance
- Inter-agency mail use and addressing 

- Double sided printing 

- Using the proper envelopes - flats versus letters

- Proper mail addressing

- Presort - how to use service 

- Mail piece design and quality control – use SMS as consultants
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Inter-Agency Mail Use

Documents sent from State Agency to  State Agency, within the SMS service area, 
must be sent via SMS Inter Agency.  Doing so, saves on USPS Postage and 
documents are delivered the next day or sooner.  See the SMS mail stop locations 
and mail stop codes on the SMS website.
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Addressing Inter-Agency Mail

Consolidated Mail Operations

To ensure prompt delivery, mail should be printed clearly in ink or 
typed and addressed as follows:

Addressee’s Mail Stop Code: 194-02

Name: John Doe

Division/Office (if known): Office of State Services

Floor or Office Number (if known): Room 412

‘From’ and Sender’s Mail Stop Code: From 150-04

If you know the addressee’s room number you do not need to include 
division/office.



• New Inter-Agency Envelopes

Customers should turn in their old inter-
agency envelopes.  New envelopes were 
designed to provide a standard process 
for addressing inter-agency mail. To turn 
in old or to  receive new inter-agency 
envelopes, contact SMS.
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Using Proper Envelopes

- Flats
-- Standard:  11 ½” long, 6 1/8” high, and ¼” thick
-- Not larger than:  15” long, 12” high and ¾”

thick

- Letters
-- Standard:  5” long, 3 ½” high, and .007” thick
-- Not larger than:  11 ½” long, 6 1/8” high and 

¼” thick
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Using Proper Envelopes
Flats vs. Letters

- Using envelope 6 1/8 inches high x 9 inches long and by folding documents in
half = cost to send .41 

- Using flat = cost to send .80
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Double Sided Printing

- Double sided printing of documents whenever possible saves the
Commonwealth cost on paper and mail.
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The following address format is recommended to ensure efficient handling 
and expeditious delivery by the USPS:

No Handwritten

1 Attention Line: MR JOHN DOE

2

3*
4

5*
6*

Department Name Line: OFFICE OF STATE SERVICES

Firm Name Line: DEPARTMENT OF 
COMMONWEALTH SERVICES

Street Address Line: 2022 COMMONWEALTH ST

Delivery Address Line: PO BOX 528

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

* Mandatory
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Presort Mail 

- Discounted First Class mail option made available by the USPS

- USPS discounts postage when mail is provided in zip code order

- DGS and agencies work in partnership with PSI/ Pitney Bowes to maximize 
presort opportunities

- Mail envelope must have type written address to qualify for presort 
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Mail Piece Design and Quality Control

- USPS has specific specifications 

- Partner with SMS and USPS on design of mailers and envelopes

- Possible opportunity for additional cost avoidance particularly 
with special/high quantity mailings

- Talk to SMS before you create a large mailing
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Point of Contact

Maurice Pegram
Administrative Mail Supervisor

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

StateMail@dgs.virginia.gov

State Mail Services



ART LEONARD
GENERAL MANAGER

PSI PITNEY BOWES
PRESORT SERVICES



Pitney Bowes
PSI Presort Services

A Perspective on the 
Commonwealth of Virginia

Pre-Sort Mail Initiative



         
December 2006 

Commonwealth of 
Virginia Operational 

Reviews 
 

 

     

  

2008   Senator Walter Stosch Delegate Chris 
Saxman Chief Emeritus Bill Leighty Chief of Staff 

Wayne Turnage Senior Advisor Tim Bass 

  

Energy Usage   

 

   

  

Fleet Management  Senator Ryan 
McDougle Mail Processing Operational Review Team Delegate Mark Sickles 

  

Mail Processing   
Bobby Myers 

Department of General 
Services 

Maurice Pegram 
Department of 

General Services 

Patti Higgins Department of 
Taxation 

David Mc Greevy 
Department of 

General Services 

Harold Moore Department 
of Treasury 

  

Printer/Copier/Paper 
Usage  Jennifer Parker Senate 

of Virginia 

Thomas Rozman 
Department of 

Laobr & Industry 

Robert Young Department 
of Treasury 

Robert Gleason 
Department or 

General Services 

Joe Damico Department of 
General Services  

  

Real Estate  Operational/Cost 
Efficiencies 

Performance 
Measures Mail Security Communication 

and Education Mail Reduction 

  

Receivables  Presort     
  

Return-to-Work Policies 
and Procedures  Presort Study Group 

(20) Agencies     

  

Solid Waste Management  Pitney Bowes PSI 
Presort Services     

  

Travel  Department of Motor 
Vehicles State Mail Services Department of Social 

Services 
Industries for the 

Blind 
Department of 
Transportation 

 

Water Usage  Department of 
Taxation 

Virginia 
Commonwealth 

University 
Employment Commission 

Virginia 
Department of 

Health Professions 

Disability Determination 
and Rehabiliative Services 

$1.5 Million 
Postage Savings 

2007 

 
               

  
  Approximately (30) Non-Participating Agencies   $0 Postage 

Savings  
 

Commonwealth of Virginia Mail Operational Review



The Budget Shortfall $45k Challenge
What would your answer be if you were told to come up with 
$45,000 in annual recurring savings?

Employee Related
Eliminate a permanent full time position
Reduce benefits by 10% on 30 people
Cut hours to 35 per week on 10 employees indefinitely

Reduce or Eliminate Services
Increase Fees for Services
Invest in efficiencies

How fund it when no money is available?
Who approve it in today’s environment?
What if it doesn’t work?
What are the risks?



An Opportunity To Shine

DGS Has already created the $45k Opportunity through the 
Presort Mail Contract

There is no impact on staffing levels or pay
Requires no change in your services
The investment has already been made

DGS invested in the establishment of the presort contract
It is available to all State Agencies within 60 miles of 
Richmond
Can be utilized with or without SMS metering services
No risk!  It is a proven mechanism for real savings



But We Don’t Have Enough Mail!

Don’t be so sure
2,500 pieces of presort letter mail per day yields an annual 
savings of $45,000!

You met the $45k challenge
The savings is every year, not just the first!

1,000 pieces per day yields an annual savings of $16,000 per 
year!
New Contract Modification provides for presorting of “flats”
Mail sent on behalf of the Agencies via third party mailing entities 
may provide further savings opportunities.



Presort Savings are real and consistent

1/1/07 - 
1/31/07

2/1/07 - 
3/4/07

3/5/07 - 
3/31/07

4/1/07 - 
4/28/07

5/1/07 - 
5/26/07

5/27/07 - 
6/30/07

7/1/07 - 
7/28/07

7/29/07 - 
8/25/07

8/26/07 - 
9/29/07

9
1

January '07*February '07* March '07 April '07 May '07 June '07 July '07 August '07 September '07 Oc

Total @ Full Rate Postage 695,602$   788,488$   737,644$   591,052$   446,410$   916,624$   756,920$   738,529$   767,520$   $ 

Total @ Presorted Letter Cost 572,018$   641,975$   614,614$   485,812$   381,292$   789,800$   640,824$   625,684$   650,034$   $ 

Total -SavingsThru Presorting 123,584$   146,513$   123,030$   105,240$   65,117$     126,823$   116,096$   112,845$   117,487$   $ 
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There Really Is No Reason To Wait

PSI can meet with you to discuss the 
opportunity
Savings can begin within days or weeks
Some “Time Sensitive” mail may present a 
challenge

Can discuss same day processing
May have to send some mail full rate
May have to ask “is it worth saving 15% on 
postage to delay the mail one day?



Good News Travels Fast

PSI presents all the agency savings to each agency, SMS, 
and DGS every month
Savings can be communicated at the agency level as a 
reoccurring cost-saving initiative
SMS documents the savings for all agencies
The Presort Study Group is informed of the effectiveness 
ongoing efforts to expand participation in the presort mail 
contract
DGS and the Mail Operational Review Committee present 
periodic progress reports to legislative members on the 
leadership team
Final progress reports are provided to the Commonwealth of 
Virginia Operational Review Oversight members 



Merritt Foster
Account Manager

United States Postal Service



Questions or Feedback



http://sms.dgs.virginia.gov

Please Complete and Turn 
In Your Forum Evaluation
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