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COBB COUNTY MAIL SERVICES GUIDELINES
Cobb County generates several million pieces of mail each year.  The goal of the Mail Services Department is to process this mail in the most efficient and cost-effective manner.  
Discounted Postage  
If outgoing mail is addressed in accordance with the following guidelines, postage can be reduced by approximately eight ($0.08) cents per piece.  This adds up quickly considering the volume of mail.
Address
The postal scanner reads the envelope from the bottom up; therefore:

· Place the city, state, and zip on the last line of the address.  Do not use a separate line for the zip code.
· Place the complete street address or post office box, including apartment number or suite number on the address line that is second from the bottom.
· Other parts of the address must be above the two bottom lines.

· Do not leave blank lines in the two bottom lines of the address.

· Do not underline the address

· Do not place other information below the address lines.
Font
Use a font with vertical, unadorned characters, such as “Arial” or “Times New Roman”.  The scanner cannot read italics, bold type, or small fonts where characters are touching. 
Labels 
Labels must be applied straight and in the regular address section of the envelope.
Window Envelopes
When using window envelopes, the entire address should show through the window.  Other words, numbers, or characters should either be above the recipient’s name or not be visible through the window at all.  If on the same line as the address or below the address line, the scanner will attempt to read these extra characters as part of the address.
Handwritten Envelopes
Handwritten envelopes can be read by the scanner if they are clear, legible, and contain the full address (including zip code) on the last two lines.  
Glossy / Slick Envelopes and Card Stock 
Please do not use glossy, slick envelopes or postcards, including items made with Tyvek®, which is a plastic material.  The postage ink will smear or rub off; and the bar code sprayed on by the Post Office will not adhere to the surface of these envelopes and postcards.

Examples of Addressed Envelopes
The following page contains an example of a correctly addressed envelope.  

The two subsequent pages contain six examples of incorrectly addressed envelopes.  
Have Questions or Need Assistance?
The Mail Services Department will be happy to answer any questions you may have.  For assistance, please contact Herb Wilkerson at 770-528-1150.
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Incoming Mail
Please examine your department’s incoming mail each day to make certain your customers are using your correct address and the full name of your department and/or section.  If Mail Services cannot determine where the mail should be delivered, it must be opened.
Return Addresses 
All outgoing mail must have the return address of the Cobb County Department sending out the mail.  

· A Cobb County return address is considered to be official County business, which gives Mail Services the authority to use County postage.  

· The return address is needed in order to track postage by department.  
Envelopes

Postage cost less for a letter size envelope than a large (flat) size envelope.  A one ounce letter costs $.44 compared to a one ounce flat envelope at $.88.  Mail Services recommends using the smallest envelope in which the material will fit to save postage as long as the envelope is not over-stuffed resulting in not be able to seal properly.
Red Envelopes
Please do not use red envelopes for County mail (including holiday cards).
The U. S. Postal System requires that we use red postage ink, which cannot be detected on a red envelope.  
Addressing Inter-Office Mail or Ponies:

When addressing inter-office ponies, use the recipient’s full name and the full name of their department.  Please don’t use initials as departments.  Please write-in the name of the sender and originating department, so that Mail Services will have a contact name in case there is a question about the mail.  If the inter-office pony does not provide a space for the sender’s name and department, you may write it in or use an address label.
Inter-departmental mail should not look like outgoing mail.  If you use regular white envelopes for inter-departmental mail, please mark it “INTER-DEPARTMENTAL MAIL” in large letters.

The following Departments receive inter-office mail.  
Please refer to this list when addressing inter-office mail.
Adult Detention
Animal Control

Aquatic Center

Board of Commissioners

Board of Equalization

Budget and Internal Audit Department

Business License

C-Mar Credit Union

Child Support Enforcement

Child Support Receiver

Circuit Defender

Civic Center

Cobb Bar Association

Cobb Community Transit (CCT)

Code Enforcement

Communications

Community Development

Community Development Block Grant (CDBG)
County Attorney’s Office

County Manager’s Office

Department of Public Safety Director’s Office

Department of Public Safety Training Facility

Department of Transportation (including Roads, Transit, McCollum Airport)

District Attorney’s Office

East Cobb Government Service Center

Economic Development

Elections and Registration

Extension Service

Finance Department

Fire Department

Fleet Maintenance

Georgia Probation Management

Government Services Administrator

Health Department

Human Resources

Information Services

Law Library

Legal Aid

Library

Magistrate Court

Marietta City Government

Marietta Post Office (Lawrence Street)

North Central Georgia Law Enforcement Agency

Parks, Recreation and Cultural Affairs

Planning and Zoning

Police Department

Departments receiving inter-office mail (continued):
Pre-Trial
Print Shop

Prison Unit (formerly Corrections Department)

Probate Court

Property Management

Purchasing

Records Management

Risk Management

Senior Services

Sentence Enforcement Payments

Sheriff’s Office

Soil

Solicitor’s Office

Solid Waste

South Cobb Government Service Center

State Court Administration

State Court Clerk’s Office

State Court Felony Probation

Superior Court Administration

Superior Court Clerk’s Office

Superior Court Felony Probation

Superior Court Real Estate Division

Support Services Agency Director

Tag Office (Main)

Tax Assessor’s Office

Tax Commissioner’s Office

Traffic Violations Bureau

Voluntary Probation

Water Department

Water Department Warehouse

Accountable Mail:

“Accountable Mail” is defined as mail that has a tracking number, such as certified mail, registered mail, or a UPS packages.  The Mail Services Department maintains a log of accountable mail and will be happy to assist you if mail is lost or delayed.   We ask you not to refer customers directly to Mail Services to inquire about mail as they cannot provide the information that is needed to trace it.       

Regular outgoing mail and inter-office mail cannot be traced because it does not have a tracking number.
Mail Services Window Hours:  

We maintain window hours so that the mail staff has uninterrupted time to sort and process the mail in order to meet the postal pick-up deadlines. Our mail window is open during the follow hours:


8:00 am – 10:00 am  


1:00 pm – 2:00 pm  


4:00 pm – 5:00 pm

If you have a rush item or an emergency when the window is closed, call Mail Services at 770-528-1150 or knock on the window and we will be happy to assist you.
Timetables / Deadlines:
Mail must be in the Mail Services Department at least thirty (30) minutes prior to the following carrier pick-ups.  Otherwise, it will go out the next day.  
· UPS pick-up time is 4:30 p.m. Packages must be in Mail Services 
by 4:00 p.m.
· Certified Mail is taken to the Post Office at 2:30 p.m. Mail must be in Mail Services by 2:00 p.m.
· Regular Mail is picked up by Postal Carrier daily at 11:00 a.m. and 3:30 p.m.  Mail must be in Mail Services by 10:30 a.m. and/or 3:00 p.m.

· Lock-Bags must be in Mail Services by 8:30 a.m. for same day delivery.

· Inter-Office Mail (Ponies) must be in Mail Services by 8:30 a.m. for same day delivery.
Proper Placement of Certified Mail Paperwork on Envelopes:

Place the green and white Certified Mail paperwork next to the return address.  Do not cover the return address, the “send to” address or the portion of the envelope that is reserved for the postage.  Place the green card on the back of the envelope, face down.  See example of proper placement on the following two pages.
















Printing and Copy Paper:
Upon request, Mail Services will pick up your department’s printing or cases of copy paper.   We will notify you that your shipment is being held for you on the loading dock of 10 East Park Square or in the small mail room on the 1st floor of 100 Cherokee Street.  Due to limited space in both areas, please arrange for pick-up of your packages as soon as you are notified. 

When ordering printing or copy paper, please provide complete information for your department, including a contact person’s name.  For example, if an order reads Superior Court, it could be for Superior Court Administration or the Superior Court Clerk’s Office. 
Sealing of Envelopes:

Our mailing equipment can seal regular, letter sized (#10) envelopes, but cannot seal envelopes larger than 4” by 10”.  You must seal those before sending them to Mail Services.

Sorting and Bundling Outgoing Mail:

Our new mailing equipment can process envelopes whether the flaps are up or down.  Also, it no longer matters if envelopes are “nested”.   

When preparing outgoing mail, please bundle the mail into the following categories:

· Hand written mail

· Sealed mail

· Unsealed mail 
· Certified or registered mail
· Mail that contains postage stamps or postage-paid mail

· International mail.  Please flag this mail as it requires additional postage

· Inter-office mail (ponies)

Mis-delivered
Mail:

If you receive mail that does not belong to your department, please return it to the Mail Services with a note as soon as possible rather than delivering it to the correct department yourself.    If Mail Services is not made aware of the problem, the mail will continue to be delivered incorrectly.
Also regarding mis-delivered mail, we ask that you not write directly on the envelope.  Place corrections or instructions on a note and attach it to the envelope.  

Services Offered by the Mail Services Department:

· The Mail Services Department will weigh your personal packages and let you know the amount of postage required, however, we do not sell postage.  

· Mail Services will obtain zip codes for you.  You may also determine zip codes by calling 1-800-275-8777; or by logging on the United States Postal Service website at www.usps.com.  Click on “Find a ZIP code”. 
· Mail Services is also happy to accept your personal, stamped mail and deliver it to the Post Office for you.

United Parcel Service (UPS):

Cobb County has an exclusive contract with UPS.  Do not utilize other overnight or express mail vendors.  
Write your return address and the recipient’s name and address on the package.  Mail Services will print a label.  
There are many different classes of UPS service, so please put a note on the package advising Mail Services when the package needs to reach its destination.  (For example, if a package needs to arrive by 2:00 p.m. the next day, we won’t spend the extra postage to have it delivered at 8:00 a.m.)
UPS cannot deliver to a Post Office Box.  Please obtain a physical street address.   If a Post Office Box is the only address available and you need “next day service”, please contact Mail Services at 770-528-1150 to make arrangements for an alternative mail vendor.
Bulk Mail:


The use of bulk mail is a less expensive method of sending high volume mail pieces that can be prepared and mailed well in advance of the date needed.  There is a 3 to 10 day delivery period.  Please contact Mail Services for help in determining whether this would be a viable solution for some of your mailing needs.
Please send all bulk mailings through the Mail Services Department rather than presenting them directly to the Post Office.  Also, if your department uses a vendor for bulk mailings, please request that they provide copies of the postage statements (Form 3600) to the Mail Services Department.    

Personal Mail:
Please do not have personal mail or packages sent to you through the County’s mail system.
Department Moves, Employee Transfers or Employee Name Changes:

Please notify Mail Services when any of the following changes occur:

· When a department moves from one location to another;
· When an employee leaves Cobb County;
· When an employee transfers to a different department;
· When an employee has a change in name.
Post Office Endorsements:
If mail is returned to you by the Post Office, it may contain information that will tell you why the mail was returned.  Examples of these endorsements are: 

Insufficient Address; 
Moved-Left No Address; 
No Such Number, 
No Such Street, 
Not Deliverable As Addressed – Unable To Forward.  
Please contact Mail Services if you have questions about the endorsement. 
Detecting Suspicious Mail:
The following are examples of mail or packages which are considered suspicious by the Post Office: 
Mail or packages that are wet or are leaking a liquid substance; 

Mail or packages that are leaking a powdery substance; 

Mail or packages that have a strange smell; 

Mail or packages that are making a noise or a ticking sound;  
Mail or package with wires protruding;
  
Packages weighing over 13 ounces which contains an excessive amount of postage;

Packages that are hand-addressed with no return address.

If your office receives suspicious mail or packages from an outside source, please contact the local police department immediately and follow their instructions.  
If you have additional questions about suspicious mail, please contact the Marietta Post Office at 770-590-9771 or 770-426-3795. 
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EXAMPLE OF CORRECTLY ADDRESSED ENVELOPE





EXAMPLE OF CORRECTLY ADDRESSED ENVELOPE





RETURN ADDRESS:


Your Department Name 


Your Department Street Address


Your Department City, State, Zip Code





Mr. Joe Doe, President


The Wonderful Company


2800 Century Office Park


1204 Peachtree Street, NW, Suite 304


Atlanta, Georgia 30309-4598





Street Number, Street Name, Direction and Suite Number must be on 2nd line from bottom of address





City, State, and Zip Code must be on the last line of address





This space is reserved for postal bar codes. code





EXAMPLE OF CORRECTLY ADDRESSED ENVELOPE





Remove extra spaces.





Do not underline


the address.





If other information is necessary, it should be placed above the name


If below the address, the scanner will read these characters as the address.





On window envelopes, the complete address should be the last two lines that show through the window.











Huntington Vinings LLC


455 E Paces Ferry Rd, Suite B


Atlanta, GA 30305





Re: 17-0952-0-128-0 Tax Year: 2004


3306 Paces Ferry Ave Bldg 3





Dear Property Owner:








EXAMPLES OF INCORRECTLY ADDRESSED ENVELOPES





Remove extra space





Mary J. Coleman


422 Walton Way, SE


Smyrna, GA 30082-3854





RETURN ADDRESS:


Your Department Name 


Your Department Street Address


Your Department City, State, Zip Code





SARAH KAUFMAN


136 DODD STREET





MARIETTA, GA 30062





RETURN ADDRESS:


Your Department Name 


Your Department Street Address


Your Department City, State, Zip Code





RETURN ADDRESS:


Your Department Name 


Your Department Street Address


Your Department City, State, Zip Code





EXAMPLES OF INCORRECTLY ADDRESSED ENVELOPES





The suite number should be located on same line with street address.








This is too low.  Nothing should be written below the address line





EXAMPLES OF INCORRECTLY ADDRESSED ENVELOPES





EXAMPLES OF INCORRECTLY ADDRESSED ENVELOPES





RETURN ADDRESS:


Your Department Name 


Your Department Street Address


Your Department City, State, Zip Code





RETURN ADDRESS:


Your Department Name 


Your Department Street Address


Your Department City, State, Zip Code





RETURN ADDRESS:


Your Department Name 


Your Department Street Address


Your Department City, State, Zip Code





Treat a PO Box number like a street address.  It should be located just above city, state, and zip.


Other information must go above.





RETURN SERVICE


REQUESTED





CLASSIC USA 


1925 SHILOH ROAD


SUITE 100


KENNESAW, GA 30144





SUNTRUST BANK 


PO BOX 4418


MAIL CODE 0633.3132


ATLANTA, GA 30302





CHARLES D. GRAHAM


2900 CHAMPION ROAD #1


ATLANTA, GA 30341-4100





EXAMPLE OF PROPER PLACEMENT OF CERTIFIED MAIL PAPERWORK ON FRONT OF ENVELOPE





RETURN ADDRESS:


Your Department Name 


Your Department Street Address


Your Department City, State, Zip Code





Do NOT cover return address





MR. AMERICA


123 NORTH AMERICA DR.


ANYWHERE USA 00000





Do NOT cover postage area 





Do NOT cover the “send to” address 





EXAMPLE OF PROPER PLACEMENT OF CERTIFIED MAIL PAPERWORK ON FRONT OF ENVELOPE





EXAMPLE OF PROPER PLACEMENT OF CERTIFIED MAIL PAPERWORK ON BACK OF ENVELOPE





EXAMPLE OF PROPER PLACEMENT OF CERTIFIED MAIL PAPERWORK ON BACK OF ENVELOPE
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