
Welcome to:

“3 Simple Ways to Reduce Mail Costs”



A few words from Doug Locklair, Section Manager

• LA County taxpayer costs savings 
through reduction of our postal 
expenses

• Processes to save money are 
already in place

• It’s up to us to make these ‘3 
Simples Ways to Reduce 
Mail Costs’ common sense to 
common practice!   



Facilitator: Erik Warner, MQC

• Postal Education Highlights
– Instructor: USPS Mailpiece Quality Control Specialist Certification
– Member: Mail Systems Management Association and USPS Postal Customer 

Council
– Published author in mailing industry publications 

• Postal Operations Highlights
– Managed a mail hub for a PBMS client in NJ for 3 years

• Presorted 1st class mail
• Pouch system for domestic & international locations

– Mail education consultant for PBMS customers



Today’s Agenda

• About WebEx 
• Course Objectives
• What’s in it for me?
• How mail is handled
• 3 Simple Ways to Reduce Mail Costs



About WebEx

• Total session time: 45 minutes
• Participants have no speaking capabilities
• Down load program slides at the end
• Questions?  dlocklair@isd.co.la.ca.us



Course Objectives

By the end of this session you will know:

• what happens to mail after it leaves your desk

• how you can save LA County tax payers $$$

• the 3 simple mail preparation habits that can 
get you mail to it’s destination faster and 
cheaper  



Why are we doing this and what’s in it for me?

• Mail used to be sorted by hand

• Equipment at the post office now automates sorting, actually 
reads the address.  Other equipment prints a barcode 

• Post office extends a discount to mailers who automate, less work 
for them

• Increasing speed and accuracy of your mail delivery

• Proper addressing- professional appearance



Where does the mail go after it leaves my desk?

• Mail is gathered from around the county and trucked to the 
Mail Center for processing

• There it is prepared for the post office automation 
machines by turning the address into a barcode

• The bar-coded mail is placed into specific mail trays and 
delivered to the post office  

• Post office equipment reads the barcodes and sorts the mail 
in “walk sequence” for the letter carrier

• The letter carrier delivers the mail to it’s destination



3 Simple Ways to Reduce Mail Costs

• Use the correct envelope

• Type, don’t write

• Address the address without distress!



1. Using the correct envelope

• Dimensions: height, length, thickness

• Size: big ones (flats) and ‘regular’ ones (#10s)

• Envelope color and fancy designs

Dimension Minimum Maximum
Height 3-1/2” 6-1/8”

Length 6” 11-1/2”

Thickness .007” ¼”



1. Use the correct envelope
Size: big ones (flats) and ‘regular’ ones (#10s)

Flat size
12 1/2 x 10

#10
9 1/2 x 4

• Don’t send 1 or 2 page 
documents in a flat

• Fold and place in a #10

• Post office charges an 
additional fee for 
flats with only 
several papers in 
them  



1. Use the correct envelope
Envelope color and fancy designs

Paper Stock Colors – Good

Erik Warner
PBMS
2000 Hamilton Street 
Philadelphia PA 19103

Erik Warner
PBMS
2000 Hamilton Street 
Philadelphia PA 19103

Erik Warner
PBMS
2000 Hamilton Street 
Philadelphia PA 19103

Erik Warner
PBMS
2000 Hamilton Street 
Philadelphia PA 19103

Erik Warner
PBMS
2000 Hamilton Street 
Philadelphia PA 19103

Erik Warner
PBMS
2000 Hamilton Street 
Philadelphia PA 19103

Erik Warner
PBMS
2000 Hamilton Street 
Philadelphia PA 19103

Erik Warner
PBMS
2000 Hamilton Street 
Philadelphia PA 19103



1. Use the correct envelope
Envelope color and fancy designs

Paper Stock Colors - Poor

Erik Warner
PBMS
2000 Hamilton Street
Philadelphia PA 19103-1817

Erik Warner
PBMS
2000 Hamilton Street
Philadelphia PA 19103-1817

Erik Warner
PBMS
2000 Hamilton Street
Philadelphia PA 19103-1817

Erik Warner
PBMS
2000 Hamilton Street
Philadelphia PA 19103-1817

Erik Warner
PBMS
2000 Hamilton Street
Philadelphia PA 19103

Erik Warner

PBMS

2000 Hamilton Street

Philadelphia PA 19103

Erik Warner
PBMS
2000 Hamilton Street
Philadelphia PA 19103-1817

Erik Warner
PBMS
2000 Hamilton Street
Philadelphia PA 19103-1817



2. Type, don’t write

Poor

• Times New Roman

• Anything fancy

• Bold or italicized

• Big or small

Good

• Arial in 10, 11 or 12

• Courier New in 
10,11 or 12

• Century Gothic in 10 
or 11



3. Address the address without distress!
Good envelope hygiene

2 ¾”

5/8”

Postage

6 ¾”

ERIK WARNER
1115 ROWAND COURT
CHERRY HILL NJ 08023-1918

Optical Carrier Clear Area  (OCR)



3. Address the address without distress
Proper addressing

• Non address data MAIL STOP 10-29
• Attention line ERIK WARNER
• Company name PITNEY BOWES
• Delivery address 2000 HAMILTON STREET
• City, State, Zip PHILADELPHIA PA 19130

• Use the above address format
• Complete address, straight and in the proper area 
• Proper abbreviations, CA not Calif.
• Zip code a must!  Zip + 4 were possible



3. Address the address without distress
Window Envelopes

Look out for:
• Poorly placed inserts
• Passing the “Tap Test”
• Extra information inside of OCR area

Creative Hyperlinks
15719 Larkspur Street
Sylmar, CA  91342



Postal Education:
where to go for more information

Pitney Bowes web site: www.pb.com

Post office web site: www.usps.gov

Zip code look up: www.usps.com/zip4/

jennifer.bonilla@pb.com
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