Mailing and Material Management Services

BULK MAIL WORK ORDER FORM

	
	ACCOUNT NO.
	     
	DATE
	     

	
	DEPARTMENT
	     
	PHONE
	
	FAX
	     

	
	BUILDING
	     
	ROOM
	     
	MAIL CODE
	     

	
	CONTACT
	     
	eMAIL
	     

	

	1.
	NAME OF JOB:
	     
	JOB NO.
	     

	2.
	STOCK:(Indicate Qty)
	BOXES
	     
	TRAYS
	     
	PIECE COUNT
	     

	3.
	STOCK PROVIDED TO MMMS ON:
	     

	4.
	CLASS OF MAIL:
	FIRST CLASS  FORMCHECKBOX 

	PRESORTED FIRST CLASS  FORMCHECKBOX 

	LETTER NON-PROFIT   FORMCHECKBOX 

	CAMPUS MAIL   FORMCHECKBOX 


	
	
	OTHER  FORMCHECKBOX 

	     
	

	5.
	ADDRESSES:
	QUANTITY
	     
	

	
	
	PRE-ADDRESSED  FORMCHECKBOX 

	INKJET  FORMCHECKBOX 

	
	
	
	
	
	
	

	
	eMAILED/DISK:
	eMAIL FILE(S) TO:
	addresscleansing@usc.edu
	NO. OF RECORDS
	     

	
	FILE NAME(S)
	
	SOFTWARE
	     
	DATE SENT
	     

	
	FIELD NAMES FOR OUTPUT:
	LINE 1
	     

	
	
	LINE 2
	     

	
	
	LINE 3
	     

	
	
	LINE 4
	     

	6.
	Do you have any FOREIGN?
	YES   FORMCHECKBOX 
   NO   FORMCHECKBOX 

	If yes, how do you want to mail it?

(Envelope required)
	     

	7.
	Do you want a RUSH?
	YES   FORMCHECKBOX 
   NO   FORMCHECKBOX 

	(RUSH is service + 40% - Turnaround time within 3 working days)
	

	8.
	Do you need these SERVICES?
	
	
	

	
	Folding   FORMCHECKBOX 

	Inserting   FORMCHECKBOX 

	Permit Indicia   FORMCHECKBOX 

	Laser Print   FORMCHECKBOX 

	Meter   FORMCHECKBOX 

	Seal   FORMCHECKBOX 

	Copy   FORMCHECKBOX 

	Merge   FORMCHECKBOX 


	
	Duplication Identification*  FORMCHECKBOX 

	Mail Code Sortation   FORMCHECKBOX 

	NCOA*  FORMCHECKBOX 

	CASS*  FORMCHECKBOX 

	Hand Matching  FORMCHECKBOX 

	IT Doc Services   FORMCHECKBOX 


	9.
	SPECIAL INSTRUCTIONS:
	     

	
	     

	
	     

	
	     

	
	

	10.
	SIGNATURE:
	

	
	Dept. will be notified of any discrepancies and job will not proceed until dept. approves any necessary changes.
**Please provide extra supplies, for setup and testing, remaining supplies will be returned to you.

	
	

	
	* ADDRESS CLEANSING DISCLAIMER

The address cleansing service is provided by Mailing and Material Management Services at no charge to the campus.  We make every effort to ensure the information we provide is accurate; however, we rely on you to check the accuracy of your address list after the cleansing process.  If you find errors after the initial cleansing of your address list, we will repeat the cleansing process in an attempt to correct any remaining issues.
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