[bookmark: _GoBack]Hartwick College - Mail Job Specification Form

Current Date:	________________________

TO:		Vendor Business Name:  	         ____________________________________________________
		Vendor Contact Name:  	         ____________________________________________________
                          Vendor E-mail: 		         ____________________________________________________                
		Vendor Phone:			         ____________________________________________________                 
                          Vendor Fax:                                       ____________________________________________________
Estimated Total Postage Amount:  Required two-weeks in advance of mailing date!  Please note below.

FROM:		Department Contact Name:            ____________________________________________________
		Department and Division Name:     ____________________________________________________
		Department Contact Voice Mail:    ____________________________________________________
		Department Contact E-mail:            ____________________________________________________ 
		Account # to be charged:               ____________________________________________________
Mailing Job Title:                                ____________________________________________________

1.	Vendor File Format Needed:		         ____________________________________________________

2. Files Provided:

	File Names
	# Records
	Foreign/Domestic (must be separate files)

	A.
	
	
	

	B. 
	
	
	

	C. 
	
	
	

	D. 
	
	
	



You must have a minimum of 200 pieces or 50 lbs to qualify and produce any bulk or mass mailing by postal requirements.

3. Class of Mailing:

_  _1st Class      (letter size 1oz.)
_  _1st Class      (non letter size 1oz.)
__   Non-Profit (letter size)
__   Non-Profit (non letter size)
Detailed description of classes of mail and rate discounts may be provided by your Mailing House. 
Estimated postage is the amount of domestic pieces multiplied by class of mail.

4. Estimated permit postage amount:____________ / __________  Estimated mailing date: ___________
                                                                          (outgoing    /  reply mail)
(This information is required in advance for postage to be applied to the mailing permit(s))

Please provide a brief description of the mailing:  _____________________________________________________
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________

