The University of New Mexico

Mailing Systems

Print to Mail

Job Order Form

Fax to 277-5012

Date:
Department:
 PR#:


Contact:
 Phone:
 Email:


Alternative Contact and Phone: 


Piece Count:
Subject of  Mailing:


1. Choose a Class of Mail:

	( Nonprofit Standard (Bulk)*
	( Presorted First Class (500 pieces or more)
	( Campus

	( Presorted Standard (Bulk)*
	( First Class
	     (Skip to No. 7)


* “Bulk” refers to the class of mail rather than the quantity of mail. Please be sure your mailing meets bulk requirements.

See our website: http://mailingsystems.unm.edu/indicia.htm for an explanation of mail classes and which indicia to use.
· Top of Form

Bottom of Form

2. Describe your Database (must be in a field based format):

	( Excel File (*.xls)
	( ASCII Comma Delimited (*.csv)
	( Campus List (Skip to No. 7)

	( Access File (*.mdb)
	( ASCII Tab Delimited (*.txt)
	( Other:



Name of File(s):


Name of Excel sheet or Access table/query:


Name of Suppression List (if applicable): 


3. List fields to be printed:

	1.

	6.

	11.


	2.

	7.

	12.


	3.

	8.

	13.


	4.

	9.

	14.


	5.

	10.

	15.



***Please use only 2 “Address” or “Street” fields***

4. Additional list information:

	( Yes
	( No
	Does your list include field names?

	( Yes
	( No
	Do you need duplicates removed?     If yes, by: ( Name     OR by:      ( Address

	( Yes
	( No
	Do you have a suppression list?


Special List Instructions:



5. Additional Printing Requests:

Top of Form

	( Print indicia

	( Print return address:        ( Include logo
__________________________________________________________________________

	(Give us your return address
including your MSC)
__________________________________________________________________________

	
__________________________________________________________________________


Bottom of Form


6. Database to be submitted via:


	( Secure FTP (visit  http://mailingsystems.unm.edu/ftp.htm  for instructions)

	( Email to mailingsystems@salud.unm.edu

	     If emailing, please make your subject line relevant and specific


7. Campus Mailings

Please Choose from the following options:

	All Campuses
	Main Campus
	Health Sciences Center
	Branch Campuses

	( Departments
	( Departments
	( Departments
	( Departments

	( Faculty
	( Faculty
	( Faculty
	( Faculty

	( Staff
	( Staff
	( Staff
	( Staff

	( Admin Assists (choose 1, 2, or 3)
	( Admin Assists (choose 1, 2, or 3)
	( Admin Assists (choose 1, 2, or 3)
	( Admin Assists (choose 1, 2, or 3)

	( Deans Directors
	( Deans Directors
	( Deans Directors
	( Deans Directors

	( Deans Dirs Chairs Assoc. Dirs
	( Deans Dirs Chairs Assoc. Dirs
	( Deans Dirs Chairs Assoc. Dirs
	( Deans Dirs Chairs Assoc. Dirs

	( GATA
	( GATA
	( GATA
	( GATA


Our lists are updated daily and contain the most recent employee information.

We automatically check for duplicates if you choose multiple lists that could contain duplicates.

( I would like to provide my own campus list. I certify that is updated and correct.

(You can check MSC’s at our website:  http://www4.unm.edu/postal )

File Name(s) – please include extension: 


Database to be submitted via:


	( Secure FTP (visit  http://mailingsystems.unm.edu/ftp.htm  for instructions)

	( Email to mailingsystems@salud.unm.edu

	     If emailing, please make your subject line relevant and specific


8. Mail Piece

	( Is being printed by UNM Copy Center (277-8267)

	( Is being printed by an outside printer to be delivered to Mailing Systems (expected delivery date: _____________________________)

	( Requires a special pick up from my department. (Please call 277-4124 when the mail piece is ready for pick up)


Extra Pieces (be sure to provide extra pieces for machine setup, jams, etc.)

	( Return the extras to my department via the next available campus mail route

	( Call me pick to up my extras at Mailing Systems


9. Additional Services Requested

	( Inserting:
	( Folding (available only with Inserting service)

	( Reply Card / Envelope
	( Letter-fold



	( 8 1/2” X 11” Sheets 
	No. of Sheets: 

	( Z-fold



	( Other:

	( Collate



	( Sealing (letter size only)
	( Tabbing*    (( Transluscent       OR        ( Clear Tabs)

	( Order Business Reply or outgoing envelopes: Please contact us at 277-4124 for more information.


* For letter size pieces, the fold must be at the bottom of the piece. Otherwise it will require 2 tabs.

Special Instructions or Comments:


***********************************************Office Use Only**************************************************

Date Mailed:
  Completed by:
  Piece Count:


Unqualified Pieces:
  Campus Pieces:
  How Extras were Returned: ___________________

Comments:


Revised 4/10/2006
















