Towson University
Mailing Services
Provider: VSP
Contract Term: 9/1/09 - 8/31/10

All prices include 3.2% program fee
"per M" indicates price per thousand

A

B.

C.

Pick-up of materials

Preparation of mailing addresses:

1. Convert discs or e-mail to mail house system

Convert tapes to mail system

2. Dedupe (find, purge, and merge) multiple mailing lists

3. Run list through PostalSoft program to standardize
addresses, verify 5 digit zip, and append zip+4 and carrier
routes to maximize postage discounts

4. Provide client mailing list after disk conversion in digital
format in either Access or Excel, address must be formatted in
separate fields: first name, middle name, last name, address,
city, state, zip

5. Prep in jet disk

6. Ink jet addresses onto envelopes

7. Prep Cheshire labels disk

8. Prepare Cheshire labels

9. Affix Cheshire labels onto mailing pieces

10. Affix adhesive labels onto mailing pieces

11. Match labels to mail piece according to assigned tracking codes
if codes are in order

if codes are not in order

12. Print label (to cover indicia)
Cost of labels

Affix self-mailer with clear perforated tab

1. Machine tab
2. Hand tab
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2009-2010
$ 33.000
$ 12.250
$ 12.250
$ 12.250
$ 23.250
$ 5.500
FREE
N/C
$ 24.000
N/A
N/A
N/A
$ 30.450
$ 15.550
$ 17.700
$ 10.450
$ 10.450
$ 14.500
$ 37.550

per trip
flat fee
flat fee

flat fee

flat fee

if sent in mail
if e-mailed

per M
per M
per M
per M
per M
perM
perM
perM

per M

per M
per M






