
*NEW*

SUNMAN CHAMBER OF COMMERCE

BULK MAILING INSTRUCTIONS

1. YOU WILL NEED AT LEAST 200 PIECES OF MAIL TO USE THE PERMIT.

2. PICK UP BULK MAIL STAMP AT FCN BANK OR SUNMAN TOWN HALL.  $20.00 (CASH) DEPOSIT IS REQUIRED TO BORROW STAMP.

3. STOP AT SUNMAN POST OFFICE OR ANY POST OFFICE TO PICK UP U.S. POSTAL TRAYS (OR) WHEN YOU GO TO BATESVILLE POST OFFICE, YOU WILL NEED TO SWITCH YOUR MAILINGS TO THE U.S. POSTAL TRAYS.  **NO CARDBOARD BOXES, BAGS, ETC… WILL BE ACCEPTED.   BULK MAILINGS HAVE TO BE PRESENTED TO POST OFFICE IN U.S. POSTAL TRAYS.

4. STAMP ALL YOUR PIECES OF MAIL AND RETURN STAMP WITHIN TWO BUSINESS DAYS.

5. USING THE FIRST THREE DIGITS OF THE ZIP CODE OF 410, 450, 451, 452, 453, 454, 455, 458, 459, & 470, PUT THESE IN ONE (OR MORE) U.S. POSTAL TRAYS.  (THESE FIRST THREE DIGITS OF THE ZIP CODE INCLUDE EVERYTHING IN THE GREATER CINCINNATI POSTAL DEPT).  COUNT THE NUMBER OF MAILINGS.

6. WHAT YOU HAVE LEFT THAT DOES NOT MEET THE REQUIREMENTS IN THE ABOVE #5, PUT IN A SEPARATE U.S. POSTAL TRAY.  COUNT THE NUMBER OF MAILINGS.

7. BE SURE ALL MAILINGS ARE FACING ONE WAY IN THE U.S. POSTAL TRAYS.
8. FILL OUT THE YELLOW HIGH-LITED AREAS ON THE ENCLOSED “POSTAGE STATEMENT-STANDARD MAIL-EASY NONAUTOMATION LETTERS OR FLATS” FORM.  DO NOT USE WHITE-OUT ON THIS FORM.  ALSO, SEE EXAMPLE BE SURE EVERYTHING IS FILLED OUT CORRECTLY.  IF YOU ARE MAILING NONMACHINABLE ITEMS (SUCH AS PENS, KEY CHAINS, ETC…) OR THE PIECES WEIGH MORE THAN 3.3 OZ – PLEASE CALL TERESA MARTINI FOR DETAILS.  
SECOND PAGE OF FORM:

· ON LINE B1: 

i. NO. OF PIECES:  TOTAL OF #5 ABOVE

ii. TOTAL POSTAGE:  PRICE X NO. OF PIECES

· ON LINE B2:

i. NO. OF PIECES:  TOTAL OF #6 ABOVE

ii. TOTAL POSTAGE:  PRICE X NO. OF PIECES

· AT THE BOTTOM OF PAGE 2 – PART B TOTAL:  ADD LINES B1 & B2 AND PUT IN GRAND TOTAL.

FIRST PAGE OF FORM:

· MAILER’S MAILING DATE:  PUT IN DATE

· NO. & TYPES OF CONTAINERS.  TRAYS:  # OF TRAYS

· TOTAL PIECES:  ADD BOTH #5 & #6 ABOVE AND PUT GRAND TOTAL HERE

· TOTAL POSTAGE:  PUT GRAND TOTAL FROM SECOND PAGE
· NET POSTAGE DUE:  INSERT GRAND TOTAL AGAIN

· SIGNATURE OF MAILER OR AGENT:  SIGN YOUR NAME

· PRINT NAME OF MAILER OR AGENT SIGNING FORM:  PRINT YOUR NAME

· TELEPHONE:  YOUR TELEPHONE NUMBER

9. TAKE THE FORM AND YOUR MAILINGS TO THE BATESVILLE POST OFFICE located at 3 West George St, Batesville, IN  47006 – MONDAY THROUGH FRIDAY FROM 8:30AM TO 3:00PM.  NO EXCEPTS, YOU MUST BE THERE AFTER 8:30AM OR BEFORE 3:00PM.

10. MUST BE PAID IN CHECK OR CASH – POST OFFICE WILL NOT ACCEPT CREDIT CARDS FOR BULK MAILINGS.

IF YOU HAVE ANY QUESTIONS, PLEASE FEEL FREE TO CONTACT TERESA MARTINI AT 812-623-8811 OR EMAIL:  MARTINI@HUFF.COM.  ALL THE ABOVE MUST BE COMPLETE BEFORE TAKING TO BATESVILLE POST OFFICE. 
