Greetings from Consolidated Mail Services (CMS). As the primary mail contact, this information was
directed to you for use within your agency. Please distribute to your managers and coworkers as needed.
If the contact information is incorrect we would appreciate being updated at (360) 664-9507.

Welcome!

CMS welcomes the City of Lacey and the Department of Social and Health Services (DSHS) Children’s
Administration Sky Valley and Bellevue offices as the newest customers to take advantage of the
program’s great rates and high-quality service. You can find CMS customer mail stops by using the PO
Box/Mail Stop Listings tool.

Pink slips

The pink slip is your mailing instruction form or work order that ensures proper routing and charge-back for
your agency’s mail. Errors on your pink slip could result in a delay in delivery of your mail. Learn more
about filling out and ordering pink slips.

Partnering with CMS saves agencies time, money

Last year, the lease for the mail metering machine used by the DSHS Smokey Point office ran out. Instead
of leasing a new one, the office took CMS up on an offer to take on the metering service so staff could
focus on the agency’s core business. According to DSHS office supervisor Mikki Proctor, they were so
happy with the service, DSHS has asked CMS to take on mail metering at three other north Puget Sound
locations. “We've seen time and cost savings and we don’t have to worry about machine maintenance,”
Proctor said. “We're really happy with the excellent staff and customer service from CMS.”

More ways to save

Sometimes a simple change can mean thousands of dollars in savings. Enterprise Services can help you
find solutions.

e DES Mail Services, Production Services and Printing & Imaging worked with the Employment
Security Department to utilize our innovative new print re-engineering service that modernizes
formatting and barcoding for a significant tax mailing. As a result, a 172,000 piece mailing was
quickly upgraded for added integrity and minimal cost.

e One agency recently saved more than $22,400 in processing fees, mailing rates, and staff time
simply by changing the envelopes they use for a large annual mailing.

e Small changes and technological advances can have significant impacts, so it's often helpful to
regularly evaluate your communications._Learn more about how CMS can help you.

Signature instructions for FedEx

FedEx has different options to obtain proof of delivery to residential addresses:
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e Indirect Signature means anyone can sign for a package upon delivery.

e Direct Signature means only the addressee can sign for a package.

e Adult signature can cost more and requires the recipient to show valid identification proving they
are 21 or over.

If no option is selected, FedEx will not obtain a signature at a residence. When filling out a shipping label
to a residence, consider if a signature is necessary and choose the option that best fits your needs.

Learn more in person

Consolidated Mail Services is offering a free, general information training session on Thursday, Feb. 12,
9a.m. — noon, at our Olympia location. We'll provide an overview of services, cost-saving solutions,
tutorials and an opportunity to get answers to those confusing mail questions. We will end the session
with a tour of our facility, so you can see how your mail is handled.
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