
Mailing Services Information

The Mailroom Department provides onsite distribution of 
incoming and outgoing mail.  We offer a wide range of mailing 
options such as USPS first class mailing, bulk mailings, 
certified, return receipt, priority and international mailing.  
Our services also include UPS and FED-EX.  

To ensure proper mail charges, always write your department 
name or budget number on the envelope by the return address.  
Although individual names are helpful, it takes time to look 
up what department you are in.  Bundle or paperclip multiple 
letters. 

Do not over stuff a letter envelope.  If it is over a ¼ inch 
in thickness it has to be charged as a parcel, which is very 
costly.  If tri-folding letters makes it too thick, fold it in 
half and use a 6x9 envelope.  They are the same price as 
regular sized envelopes. 

In order for Marian to receive a 5 cent discount per letter 
you must leave ¾ of an inch open on the right bottom of 
envelopes when applying the address.  It has to be kept clear 
for the bar-code.   Do not write anything below the city, 
state and zip. 

Avoid putting non-machinable items such as pens, coins, keys, 
clips, ID’s, credit cards etc. in a regular envelope. They 
risk being destroyed by postal machines.  Padded envelopes can 
be purchased in Graphic Services. 

Do not use gel, glitter or red pens when addressing envelopes. 
The postal machines cannot read them well and it delays mail. 
Use only black or blue pens. Use typed labels when possible. 
If handwriting envelopes, please print.   Hand writing that is 
too stylized or simply illegible for the postal machines to 
read, delays the mail piece.  In addition to costing more, 
handwritten items tend to be processed slower by presorting 
and postal equipment.  

International mail must always have the country written in the 
address. 

If you are mailing a book and want it to go as media mail, 
which is very inexpensive, please write “book” or “media mail” 
on the outside of the package.  Binders are not considered 
media mail.   



Postcards, brochures or booklets with our mailing permit 
imprinted on the postage area can only go as a bulk mailing 
which requires 200 or more pieces.  Please cover up the permit 
if you are going to be mailing it first class. 

The UPS driver for Marian comes between 10:30 and 12:00.  
Please have UPS packages to the mailroom before that time to 
insure pick up for that day.  All outgoing USPS mail is 
processed and picked up at 3:05. 

BULK MAILINGS

The requirement for bulk mailings is 200 or more pieces. 
Mailing bulk is very inexpensive, however if the mail piece 
is not deliverable, it will not be forwarded or returned to 
Marian.   International addresses cannot go bulk. The 
Postal Service has very strict rules regarding bulk mailing 
that must be followed.  The addresses MUST be in zip code 
order from lowest to highest before being brought down to 
the mailroom. If using an envelope, everything has to be 
identical inside, including the mailing envelope.   Please 
consider the time frame for an event and prepare your 
mailing early. The mailroom also needs time to prepare the 
mailing to the specifications required by the Post Office. 
The delivery time for bulk pieces is 4-7 days.  During the 
month of December they can sit up to 14 days before being 
processed at the Milwaukee Post Office.    


