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Mission Statement:

State Mail & Distribution Services (SMDS) is a full service mail processing and
distribution operation. Our mission is to provide a cost effective and
comprehensive mail and distribution system for our customer agencies. Our goal is
to assist all state agencies and political sub-divisions in taking full advantage of
our postage and freight discount programs and to assist them in minimizing their
mail finishing costs. This is achieved through extensive automation, consolidation,
and on-going customer training efforts.
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General Information

Address

Street Address — 250 North 1950 West, Suite C
Salt Lake City, Utah
(Just north of the Tax Commission Building)

Mailing Address — PO Box 141106
Salt Lake City UT 84114-1106

Hours of Operation
SMDS is open Monday through Friday from 3:00 AM until 7:00 PM, except
holidays.
The business office is open Monday through Friday from 7:00 AM until 5:00 PM.

Contact State Mail & Distribution Services

Main phone number, 801.323.4300
Fax Number, 801.323.4310

Web Site:
www.purchasing.utah.gov

State Mail & Distribution Services
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Employee Contact Information:

Job Description Name Phone Number Email

Program Manager Scott Sutherland 801.323.4306 ssutherland@utah.gov
Mail Design Analyst Joel Davidson 801.323.4302 joeldavidson@utah.gov
General Services Supervisor David Wade 801.323.4303 davidwade@utah.gov

Accounting

Jeremy Bateman

801.323.4312

jpbateman@utah.gov

Front Desk/Accounting

Pamela Kelley

801.323.4300

pkelley@utah.gov

Fleet Service/Mail Tracking Service

Justin Faris

801.323.4301

jfaris@utah.gov

Supervisor — A.M.

Brian Davis

801.323.4307

bjdavis@utah.gov

Supervisor — P.M.

David Sandos

801.323.4307

dsandos@utah.gov

Assigned Areas
Addressing Services

Contact Person
Joel Davidson

Phone Number

801.323.4302

Email
joeldavidson@utah.gov

Best-way Shipping Consultation

Joel Davidson

801.323.4302

joeldavidson@utah.gov

Business Reply Mail

Joel Davidson

801.323.4302

joeldavidson@utah.gov

Certified/Registered Mail

Brian Davis (AM)
David Sandos (PM)

801.323.4307
801.323.4307

bjdavis@utah.gov
dsandos@utah.gov

Courier Service David Wade 801.323.4303 davidwade@utah.gov
Brian Davis (AM) 801.323.4307 bjdavis@utah.gov
Express Mail and Accountable Mail | David Sandos (PM) | 801.323.4307 dsandos@utah.gov

International Mail

Brian Davis (AM)
David Sandos (PM)

801.323.4307
801.323.4307

bjdavis@utah.gov
dsandos@utah.gov

Parcels and Flats Mailings

Brian Davis (AM)
David Sandos (PM)

801.323.4307
801.323.4307

bjdavis@utah.gov
dsandos@utah.gov

Statements or Invoices

Jeremy Bateman

801.323.4312

jpbateman@utah.gov

US Postal Service Mail

Joel Davidson

801.323.4302

joeldavidson@utah.gov
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Agency Mail Preparation Responsibilities

Separation Requirements

Please bundle and/or separate your outbound mail as follows, attaching a separate
State Mail Authorization Card (SMA Card) to each bundle.

Computer Generated or Typed — All standard letter-size mail addressed
mechanically, using appropriate font and addressing standards. This mail, if
printed in a readable font and using the automation compatible standards
(discussed in greater detail later in this Guide) will be processed on the Optical
Character Reader (OCR) at a discounted postage rate (up to 10.5 cents per
piece discount).

Non-Readable (Hand Written) Mail — All standard letter-size mail addressed in a
non-readable font or addressed by hand. This mail will not be processed on the
OCR and does not qualify for postage discounts. Every effort is made to achieve
automation discounts for our customers. Therefore, we discourage hand-written
addressing of official state correspondence.

Parcels and Flats — All mail exceeding the maximum dimensions of letter mail
(see page 42), and all packages, tubes, and boxes. If the items cannot be
bundled together, please attach an SMA card to each item.

Other — Any mail that does not fit into one of the above four categories (i.e.
foreign, Certified, Registered, Express, UPS, FedEx, and DHL).

Bundling Requirements

For automation purposes, all mail within the same bundle must be faced the
same direction and all flaps must be either up or down.

Since we cannot seal envelopes thicker than %2” on our automated equipment,
the customer must seal all thick envelopes prior to sending them to us for
postage.

To secure the bundle of mail during transport, a rubber band must be placed
around all bundles of envelopes. Also, to secure the contents, all overstuffed
pieces must be sealed prior to sending them to us for processing.

To accommodate billing, postage and processing, a copy of an SMA card must
be attached to each bundle.

State Mail & Distribution Services _
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Courier Pickup

SMDS couriers are on very tight schedules. They provide mail distribution
services to over 500 customer locations each day. These schedules must be
maintained so that all mail can be processed and delivered to the USPS by their
established deadlines. Couriers are encouraged to accommodate customer
requests, within reason.
However, while our
couriers are prohibited
from leaving a stop prior
to the normal dispatch
time, they have
permission to leave the
stop at the established
time if the mail is not
ready.

Please have your mail
ready for the courier at
your normal dispatch
time. (For a schedule of
the stop times, follow
the link on our website).

http://purchasing.utah.gov/general-services/state-mail/
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State Mail Authorization Cards (SMAC)

Generate a SMAC Card

State Mail Authorization Card Account #: MA0000
NS Account |Fund Dept [Unit [4pprop [Activity |Function  |Program  [Phase
| | l | | | |

Department: ACCOUNT TITLE:

Issued to:
Customer & Invoice contact Agency: Direct contact information appears in this box.
information appearsin this box. Phone:

Email:

Date Issued: MM/DD/20YY

Print Log ID:
Special Instructions:

rI’\l\ [[I [ D

I AIVANL AN

AMA AMA

Only AUTHORIZED users can access the site statemail.utah.gov
If you can't access it, please contact your division representative who receives State
Mail invoices. They will assist you in getting your new SMAC Card.

Please limit “Mail Today” SMAC cards to mail that needs a same-day postmark for legal
purposes. The Mail Today task rate is $2.00 per envelope. The Standard card allows
you to presort your mail and offers a potential discount on postage prices.

Standard access users will receive a one-time password to their email address each
time they log in. The new website is http://statemail.utah.gov
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Change of Address

Alert SMDS in advance if your office is planning to change locations. Send a
notice to Scott Sutherland, Manager, at ssutherland@utah.gov indicating your
new location, your old location, your new telephone number(s) if applicable, and
update the name of contact person. Our courier routes are typically full. As such,
we request that you locate the mail drop-off/receiving area in close proximity to
the entrance of your building or suite.
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Mail Services

Postage Class Eligibility
First Class

e Postage is based on the letter price that applies to the weight of each
addressed piece.

e First-Class Mail letter prices are charged per ounce or fraction thereof; any
fraction of an ounce is considered a whole ounce. For example, if a piece
weighs 1.2 ounces, the weight (postage) increment is 2 ounces. The
minimum postage per addressed piece is that for a piece weighing 1
ounce.

e Bills and statements of account must be mailed as First-Class Mail (or
Express Mail).

e Mail containing personal information must be mailed as First-Class Mail
(or Express Mail). Personal information is any information specific to the
addressee.

¢ Mail containing handwritten or typewritten material must be mailed as
First-Class Mail or Express Mail.

e Any matter marked "Postcard" or "Double Postcard" must be mailed as
First-Class Mail or Express Mail.

e The price of First-Class Mail includes forwarding service to a new address
for up to 12 months.

e The price of First-Class Mail includes return service if the mail piece is
undeliverable.

e First-Class Mail is the only class of mail eligible to receive the following
extra services: Registered Mail service and Certified Mail service.

e All presorted First-Class Mail letters must:

o Meet the basic content standards for First-Class Mail.

o Weigh 3.5 ounces or less.

o Be part of a single mailing of at least 500 pieces of Presorted First-
Class Mail.

o Meet the applicable physical automation compatible standards.

o Bear a delivery address that includes the correct ZIP Code or
ZIP+4 code and meets the automation compatible standards.

e The Move Update standard. The Move Update standard is a means of
reducing the number of mail pieces in a mailing that require forwarding or
return by the periodic matching of a mailer's address records with
customer-filed change-of-address orders received and maintained by the
USPS. For the purposes of this standard, address means a specific
address associated with a specific occupant name. Addresses subject to
the Move Update standard must meet these requirements.

State Mail & Distribution Services
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Standard

e Postage is based on the price that applies to the weight (postage)
increment of each addressed piece.

e Standard Mail prices are based on the weight of the pieces as follows:

e The appropriate minimum per piece price applies to any Standard Mail
piece that weighs 3.3 ounces (0.2063 pound) or less.

e A price determined by adding the per piece charge and the corresponding
per pound charge applies to any Standard Mail piece that weighs more
than 3.3 ounces.

e Standard Mail consists of mailable matter that is neither mailed nor
required to be mailed as First-Class Mail nor entered as Periodicals
(unless permitted or required by standard) and that weighs less than
16 ounces. Standard Mail includes matter formerly classified as Standard
Mail (A) and third-class mail.

e Personal information may not be included in a Standard Mail mail piece
unless all of the following conditions are met:
o The mail piece contains explicit advertising for a product or service
for sale or lease or an explicit solicitation for a donation.
o All of the personal information is directly related to the advertising
or solicitation.
o The exclusive reason for inclusion of all of the personal information
is to support the advertising or solicitation in the mail piece.
o Mail containing bills or statements of account may not be entered
as Standard Mail.
¢ Mail containing handwritten or typewritten matter may not be entered as
Standard Mail.
e Standard Mail may receive deferred handling. Service objectives for
delivery are 2 to 9 days; however, delivery time is not guaranteed.
e Standard Mail provides economical prices for mailings of 200 or more
pieces or 50 or more pounds of mail.

Media

e Media Mail prices are based on the weight of the piece without regard to
zone. Single-piece applies to pieces not mailed at a 5-digit or basic price.

e The USPS does not guarantee the delivery of Media Mail within a
specified time. Media Mail might receive deferred service. The local Post
Office can provide more information concerning delivery times within its
area.

¢ Mailable matter that is neither mailed or required to be mailed as First-
Class Mail nor entered as Periodicals, may be mailed as Media Mail.

e Only these items may be mailed at the Media Mail prices provided they
meet specific guidelines. Call SMDS for more information.

State Mail & Distribution Services
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Library

Books, 16-millimeter or narrower width films, Printed music, whether in
bound or sheet form, Play scripts and manuscripts for books, periodicals,
and music and. Printed educational reference charts designed to instruct
or train individuals for improving or developing their capabilities

Library Mail prices are based on the weight of the piece without regard to
zone.

The USPS does not guarantee the delivery of Library Mail within a
specified time. Library Mail might receive deferred service. The local Post
Office can provide more information concerning delivery times within its
area.

The items described in this section may be mailed at the Library Mail price
when sent between: (1) schools, colleges, universities, public libraries,
museums, and herbariums and nonprofit religious, educational, scientific,
philanthropic (charitable), agricultural, labor, veterans, and fraternal
organizations or associations; (2) any such institution, organization, or
association and an individual who has no financial interest in the sale,
promotion, or distribution of the materials; or (3) any such institution,
organization, or association and a publisher, if such institution,
organization, or association has placed an order to buy such materials for
delivery to itself:

Books, consisting wholly of reading matter, scholarly bibliography, or
reading matter with incidental blank spaces for notations and containing
no advertising, except for incidental announcements of books.

Printed music, whether in bound or sheet form.

Bound volumes of academic theses, whether in typewritten or duplicated
form.

Periodicals, whether bound or unbound.

Sound recordings.

Other library materials in printed, duplicated, or photographic form or in
the form of unpublished manuscripts.

Museum materials, specimens, collections, teaching aids, printed matter,
and interpretive materials for informing and furthering the educational work
and interests of museums and herbariums.

Bound Printed Matter

Bound Printed Matter (BPM) prices are based on the weight of a single
addressed piece or 1 pound, whichever is higher, and the zone to which
the piece is addressed. The non-presorted price applies to BPM not
mailed at the Presorted or carrier route prices.

Bound Printed Matter (BPM) is a subclass of Package Services and must:
Meet the basic USPS standards.

State Mail & Distribution Services
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Non-Profit

Express

Weigh no more than 15 pounds. Pieces might be subject to other
minimum weights or dimensions based on the standards for specific
prices.

Consist of advertising, promotional, directory, or editorial material (or any
combination of such material).

Be securely bound by permanent fastenings such as staples, spiral
binding, glue, or stitching. Loose-leaf binders and similar fastenings are
not considered permanent.

Consist of sheets of which at least 90% are imprinted by any process
other than handwriting or typewriting with words, letters, characters,
figures, or images (or any combination of them).

Not have the nature of personal correspondence.

Not be stationery, such as pads of blank printed forms.

Consist of mailable matter that is neither mailed or required to be mailed
as First-Class Mail nor entered as Periodicals.

Only organizations that meet the standards in (Go to www.usps.com for
more detailed information) 1.2, Qualified Nonprofit Organizations, or 1.3,
Qualified Political Committees and State or Local Voting Registration
Officials, and that have received specific authorization from the USPS may
mail eligible matter at any Nonprofit Standard Mail price, including
Nonprofit Enhanced Carrier Route prices.

Specific authorization is required to mail at Nonprofit Standard Mail prices
and may be used at any Post Office with PostalOne! access. Mailers are
required to confirm authorization at non-PostalOne! Post Office locations
before mailings will be accepted at Nonprofit Standard Mail prices.

Pieces mailed at the Nonprofit Standard Mail prices must meet the USPS
standards for any other discount or price claimed.

An organization may be authorized to mail at the Nonprofit Standard Mail
prices if it is not organized for profit and none of its net income inures to
the benefit of any private stockholder or individual.

Express Mail postage is charged for each addressed piece according to its
weight and zone.

Express Mail items are charged the 0.5-pound price for items up to 0.5
pound. Items over 0.5 pound are rounded up to the next whole pound. For
example, if a piece weighs 0.25 pound, the weight (postage) increment is
0.5 pound; if a piece weighs 0.75 pound, the weight (postage) increment is
1 pound; if a piece weighs 1.2 pounds, the weight (postage) increment is 2
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pounds. Except for the Express Mail Flat Rate Envelope, Express Mail
prices are based on weight and zone.

e Express Mail is an expedited service for shipping any mailable matter, with
guaranteed delivery, subject to the standards below. Express Mail
International is available between the United States and most foreign
countries (see the International Mail Manual).

Payment Type

SMDS offers two payment programs. These programs produce postage savings
for automation-compatible letters and flats. One program is for mail with a pre-
printed indicia. The other program is for mail that has been metered by SMDS.

Indicia (Imprint) Mailings SMDS processes standard imprint mailings on the OCR
each morning before we transition to our presorted first class metered mailings.
Due to the limited volume of Imprint Mailings and limited equipment time
available for these mailings, SMDS requires two-days to process Standard rate
Imprint Mailings.

Imprints can be used for First Class or Standard mailings. The minimum for
Standard Imprint mailings is 200 pieces and 500 pieces for First Class imprint
mailings (USPS requirements). Standard mailings can achieve up to a 50%
savings over First Class mailings. However, since the USPS assigns a lower
priority to Standard mailings, delivery can take a little longer for Standard
mailings. The USPS has specific guidelines for the Imprints. The acceptable
format for First Class and Standard Imprints is presented below.

PRESORTED PRESORTED
FIRST-CLASS STANDARD
U.S. POSTAGE U.S. POSTAGE
PAID PAID
SALT LAKE CITY, UT SALT LAKE CITY, UT
PERMIT NO. 4621 PERMIT NO. 4621
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Combined Mailing

The vast majority of the state’s mail is metered, bar-coded, and presorted on the
OCR. SMDS can combine presorted first class imprint mail along with presorted
first class metered mail. This program produces savings up to $0.105 per piece
for one and two ounce letters—that is approximately $1,000,000 per year in
postage savings. In order to provide this service, the mailer has to adhere to the
addressing standards discussed on page 34 of this document

The requirements for presort (Imprint and Combined Mailing) OCR mailings
include:

Addresses are printed in acceptable fonts

OCR zone is kept clear of extraneous information

Staples are not allowed

Tabbing must be at the top of the mail piece

Maximum thickness is V4 inch for letter size mail and % inch for flat size mail.

Shipping

State Mail has shipping contracts with FedEx, UPS and MSI Worldwide Mail.

FedEx and UPS provide domestic Ground Shipments for the state. Delivery time
for ground shipments is 1-5 business days (3-7 business days to and from
Alaska and Hawaii). Delivery is available to every business throughout the US
and every residential address throughout the 50 states. Packages up to 150 Ibs;
up to 108 inches in length and 165 inches in length and girth. FedEx and UPS
also offer same day, overnight, 2"4 day and freight deliveries.

MSI Worldwide Mail provides International shipping for the state. MSI’s
international network offers direct posting options to nearly any country in the
world.
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Computer Generated Addressing and Ink Jetting

SMDS offers computer generated direct impression addressing (labeling) and
address ink jetting (preferred method). Address files can be processed
electronically from a number of different programs provided the files are
formatted properly. If labels are used, they must be properly formatted and
applied at the correct location on your mail-piece. Courier or Arial fonts are
preferred. Proper formatting of the address label and the electronic address file is
crucial. Therefore, if you are going to use SMDS to print the address label or you
are going to use Ink Jetting, it is imperative that you contact Joel Davidson at
801.323.4302 for planning and scheduling of the job.

Send your Excel, Access, csv, character delimited... address file to
statemail@utah.gov
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Folding

SMDS utilizes 2 automated high-speed folders with a processing capacity of
20,000 pieces per hour. The most common fold is a C-Fold (Letter Fold);
however, we can accomplish a wide variety of unique folds. Due to USPS self-
mailer guidelines and inserting equipment restrictions, do not use or request a “Z”
fold. Our folding equipment can handle paper sizes of 872 X 11, 8/2 X 14, and 11
X17.

Please call in advance to schedule a work order for these services.
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Inserting

We offer standard inserting and intelligent inserting services. SMDS can insert
letters and inserts into window and non-window envelopes (#9, #10, #10.5...).
The intelligent inserter should be used for jobs that consist of multiple and
variable inserts/forms to be mailed to the same recipient The inserter
accomplishes this by reading optical control marks or barcodes that have been
applied to the mail piece.

Before submitting a request for folding and inserting, we will be glad to examine
sample forms and envelopes to ensure that the materials are properly designed
to be processed on our automated mail processing systems and are suitable for
automation postage discounts. We can also offer suggestions for size and shape
requirements to keep your mailing costs as low as possible. Please call in
advance to schedule a work order for these services.
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Metering and Sealing

SMDS utilizes 5 high-speed automated postage meters with a processing capacity of
24,000 pieces per hour. After inserting contents into envelopes, the mailer must ensure
that all envelope flaps within a bundle are either up or down. An hourly rate will be
charged if SMDS personnel have to re-orient or re-organize the