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If you have any questions????Don’t be afraid to ask!



Mail Shop
What is a Mail Shop?

A mail shop is an 

independent company that 

specializes in preparing 

direct mail packages for 

mailing.

Partnership, not just a vendor

o Dedicated Account Manager

o Onsite Visit

Production schedules

• Know your due dates (art/data, proofs, 

set-ups, insertion, postage)



CASS
(Coding Access Support System)

Certify NCOA
(National Change of Address)

Confirm Postage Type

– First Class | Standard | Non-Profit –

Mail Shop 

Data & Postage

Send Data with Data Instructions

Merge/Purge
With multiple Data Sets

Deceased 
Suppression



Receiving Materials
• Inventory management system

• Supply advance notification of pending arrivals with identification information 

• Lettershop should notify client of materials arrival with scans of delivery 
receipts and of actual materials

• Quantities are not weight counted, typically cartons are physically counted and 
cross-reference against the supplied packing slip Call, email or both!



Warehousing materials

• The paper crunch and paper stockpiling is 
affecting warehouse availability

• Printers are purchasing more stock for future 
needs well in advance

• Higher volumes of client supplied materials 
need to stored creating a capacity strain

• Need to recycle obsolete inventory and 
request suppliers to hold onto forward 
thinking purchased inventory



Art Proofs
o Verify quantities, multiple versions, 

paper stock, ink colors

o Hard copy proof needed?  Press 

check?

02

Insertion Order

04

Set Ups
o Data Dumps

o Review extremes (longest 

name, address, salutation, 

dollar asks)

03

Data Counts

01

Approval process 

is vital – Expect what 

you Inspect!



Insertion Order and Scan Approvals

• Approval of insertion order, by each panel, with all coded materials indicated

• Scans of both sides of all components to approve codes and matching copy

• Fanned out scan to see components are in the correct order



Mailshop machine inserting

• Typical #10 SLW package with 4 inserts a 2-way match

• Could be a no match situation if only 1 personalized piece 
which could then fly the window

• Let’s assume two pieces have variable (read/read match)

• Look at a scenario with a 3-way read/print match

• Sequence number vs. camera matching systems



Mailshop machine inserting

With a windowed envelope, this would be a 2-way read/read matchWith a closed face envelope, this would be a 3-way read/print match

Sequence #

2d Barcode



Mailshop machine inserting

• Make sure the inserts fit into the package!

• Common upfront mistake: does RE fit into carrier?

• Common downstream mistake: does reply fit into the RE?

¼”
¼”



• Conventional wafer sealing for automation postal rates

• Spot Fugitive glue can also be used to seal certain self mailer format

• Machinable single and multiple postage stamps (coiled)

• Non-machinable single and multiple postage stamps (commemorative)

• Image metered mail or affix printed meter strips

• Auto-apply traditional labels as well

• USPS approved post-it note applications

• Can personalize with multiple head inkjetting

Mailshop machine affixing

Emmy Miller

The Jones Group

342 Marietta St. N.W

Suite #3

Atlanta, GA  30313



Handwork
Capabilities



Kitting and Fulfillment

• Multi-component, multiple versions, static copy or multi-way matching

• Assemble, pack-out, label and either mail or shipout



Unique Capabilities

Unique Enhancements

o Paperclip, Commemorative Stamps,                         

Jiffy Bags, Boxed Mailings

o Real Pen (Auto Pen)

o Hand Writing

Handwork Capabilities



First in the 

mailbox gets the 

donation

24-72 hour turn, 

even same day is 

a possibility

In-house inventory 

from the mailshop

or bulk buy your 

branded materials 

and have mailshop

store

Get your 

message out fast

Mailings of an 

urgent nature, 

seize the 

moment, time is 

of the essence

Rapid Response

Be prepared – cut 

through the red 

tape and create an 

emergency mailing 

response team and 

already have buy-in 

from them

<< Keep it simple – timing is the most important factor >>

01 02 03 04 05 06



Method of Mailing

Post Office Drop Co-Mingle

Postage Paid Up Front
o Escrow Account

{{

Drop Ship



After the Mailing

Postal 

Receipt
3607R – Mailing 

Transaction 

Receipt

Leftover 

Materials
Recycle / Store for 

future use / Send 

to client

Samples

Sent

Invoice



Any Questions


