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5-digit code that identify your
delivery location in the OSMS
system. 

PICKUP OSMS PROCESSING DELIVERY RECIPIENT

3:15 PM

3:15 PM
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ChemicalsFlammable
Materials

Liquids

Sharp or
Metal Objects

Glass Items Hazardouz
Materials

Separate by
Cost Code

Attach
Metered Mail
Card

Align
envelopes
neatly

Leave flaps
open if sealing
is needed

Free delivery
between state
agencies

Morning
pickup →
same-day
delivery

Afternoon
pickup → next-
day delivery

Folding

Insertion

Assembly /
Collating

Address
Printing

Monthly invoices
include: 

Postage
UPS charges
Special service
fees

Payment due within
30 days. 

Use cost codes to
track postage
usage. 

Use OSMS services
to save time, reduce

costs, and ensure
secure, reliable

delivery. 

Certain items cannot be sent through standard
mail systems and require special handling. They
may damage equipment or create safety risks.

Proof of
mailing

Proof of delivery

Coverage for
loss or damage

Highest level of
security and
tracking

Proof that mail
was delivered



ABOUT THIS 

GUIDE
This guide provides state agencies and employees with the information needed to
effectively send, receive, and manage mail through the Office of State Mail Services (OSMS).

It covers:
USPS mail services 
Inter-agency mail 
Package delivery 
Special services 
Mail preparation requirements 

The goal is to ensure mail is handled
accurately, securely, and efficiently.

OSMS, part of the Department of General
Services, provides centralized mail services for
agencies in the Richmond metropolitan area.

OSMS functions as:
A mail processing center 
A consultation resource for agencies 

ABOUT 

Using OSMS helps reduce postage costs,
improve delivery speed, and ensure secure
handling of mail.

WHY USE OSMS?

OSMS supports agencies through:
Daily mail pickup and delivery 
USPS mail processing and postage
application 
Inter-agency mail delivery 
UPS package shipping support 
Mail security screening 
Mailing consultation and cost-saving
guidance 

WHAT OSMS PROVIDES

OSMS
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Mail is dispatched to
USPS once daily 

~ 3:15 PM

HOURS OF OPERATION
OSMS operates Monday through Friday, 7:00 AM –
4:00 PM, and follows the Commonwealth holiday
schedule.

During inclement weather or closures:
Routes may be reduced 
Only one delivery cycle may occur 

Agencies must notify OSMS prior to relocating to
avoid disruption in service.

Provide:
Current location 
New address (building, floor, room) 
Contact person 
Move dates 

Mail stop codes remain the same and will
continue routing correctly

CHANGE OF ADDRESS

GENERAL

INFORMATION
MAIL STOP CODES
Mail stop codes identify delivery locations within
OSMS routes. Each location:

Has a unique 5-digit code 
Is tied to an agency location 
Remains consistent even if the agency moves 

Including the correct mail stop code ensures
accurate delivery.

Some items cannot be processed through standard
mail systems and require special handling. Examples:

Liquids or chemicals 
Glass or fragile items 
Metal or sharp objects 
Flammable or hazardous materials 

These items can damage equipment or cause injury.

Always contact OSMS before sending unusual
items.

NON-MAILABLE ITEMS
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The right envelope protects your
contents and ensures smooth
processing and delivery. 

Large envelope
(not rigid).

Box, tube, or rigid
container.

Thin 
(     0.007")

MAIL PIECES & 

ENVELOPES
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CHOOSING THE RIGHT ENVELOPE
Selecting the correct envelope ensures protection and proper processing.

Oversized envelopes → contents shift and tear 
Overfilled envelopes → may burst 
Weak materials → may fail during processing 

WINDOW ENVELOPES
Window envelopes reduce labeling but
must be used correctly:

Address must remain fully visible 
No extra text in window 
Must not shift during handling 

UNUSUAL SHAPES & SIZES
These may require extra postage:

Square envelopes 
Tubes or rolls 
Oversized packages 

Contact OSMS if unsure.

Envelopes
may tear or
fail in sorting
equipment

Contents shift
inside and
may tear or
crease. 

Envelopes
may burst or
open during
processing. 

No envelope. 
Printed on card
stock.

Standard
business
envelope. 

Up to 1/4" 
(     0.25")

Up to 3/4" 
(     0.75")

Variable 
( based on size

and weight)

Notices
Reminders
Announcements

Bills
Letters
Documents (few pages)

Forms
Catalogs
Documents

(multiple pages)

Parcels
Large or bulky items
Fragile items

Contact OSMS if you are unsure
about size, shape, or thickness. 

Seal envelopes securely. 
Avoid using paper clips,
staples, or tape. 

Ensure addresses are complete
and visible. 
Use the right envelope for the
right job. 



STANDARD ABBREVIATIONS

USPS

MAIL
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ADDRESSING MAIL
Use the standard format:

   NAME / ATTENTION
   DEPARTMENT
   AGENCY NAME
   STREET ADDRESS or PO BOX
   CITY STATE ZIP+4

ADDRESSING GUIDELINES
Use ALL CAPS 
No punctuation (except ZIP+4 dash) 
Left-align text 
Use USPS abbreviations

Incorrect addressing may cause delays
or returned mail.

Use USPS-approved abbreviations for:
States (VA, NY, etc.) 
Directions (N, SE, etc.) 
Units (APT, STE, RM) 

Refer to USPS Publication 28 for

Abbreviations for: 

State, Directional, and Military State

Street Suffix. 

Secondary Unit

https://pe.usps.com/text/pub28/28apc_002.htm
https://pe.usps.com/text/pub28/welcome.htm
https://pe.usps.com/text/pub28/welcome.htm
https://pe.usps.com/text/pub28/pub28apb.htm
https://pe.usps.com/text/pub28/pub28apc_002.htm
https://pe.usps.com/text/pub28/pub28apc_003.htm
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Letters and
documents

Invoices and
Statements

Personal
correspondence

Small,
lightweight
items

Important
documents

Time-sensitive
items

Larger or
heavier items
(over 1 lb.)

Cross-country
shipments

Newsletters

Catalogs and
flyers

Mass
communications

Marketing
materials

Urgent
documents

Time-critical
shipments

Legal or
regulated items

Next-day
delivery needs

Boxes and
parcels

Heavier or
bulky items

Online orders

Equipment and
supplies

Affordable

Reliable

Includes
postcards,
letters, flats,
and small
packages 

Faster than
First Class Mail

Includes
tracking

Up to 70 lbs. 

Lower postage
rates for high
volumes

Requires
presorting and
proper
preparation

Fastest
delivery

Guaranteed by
specific time

Includes
tracking and
insurance (up
to $100)

Multiple
service levels
available

Tracking
included

Up to 150 libs.
(see service
for limits)

mailings
to ensure
discounts.  
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SHIPPING

UPS DELIVERY
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PACKAGE DELIVERY (UPS)
The Commonwealth requires agencies to use the statewide UPS contract.

OPTION 1: 
SHIP THROUGH OSMS

Complete UPS Shipping Form 
Attach to package 
Leave for pickup 

OSMS will process shipment, arrange delivery,
and bill the agency monthly. 

OPTION 2: 
SHIP DIRECTLY WITH UPS
Agencies may:

Create UPS account 
Print labels 
Schedule pickup 
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Ground

2nd Day
Air®

Next
Day Air®

Next Day
Air Early®

Next Day
Air Saver®

Cost-
effective
ground
shipping
for most
packages

Faster
delivery for
time-
sensitive
shipments

Next
business
day
delivery by
end of day

Earliest
next day
delivery
option
available

Cost-
saving
next day
delivery
option
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provides
proof of

mailing and
delivery.

provides proof
of  delivery

with the
recipient’s
signature.

provides a
copy of the
recipient’s
signature.

Limits delivery
to the

addressee or
authorized
individual. 

Provides
financial

protection
for vaulable

items. 

Highest level
of security

and tracking. 

Special
instructions

added to mail
(e.g., Fragile, Do

Not Bend).

Provides
electronic record
of delivery (date,

time, and
location).

Allows recipients
to reply at no cost

to them.
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OSMS

SERVICES
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MAIL CONSULTATION
OSMS offers free expert guidance to help agencies manage mail efficiently and reduce costs. Contact OSMS:

Before large or unusual mailings
For help with USPS, UPS, or OSMS services
To improve mail design and save on postage
Before purchasing postage equipment

OSMS can provide consultation, training, and tailored solutions to meet your needs.

UNKNOWN OR MIS-ADDRESSED
MAIL
If mail cannot be delivered:

OSMS will attempt to identify recipient 
Mail may be delayed or returned 
Inter-agency mail may be opened to determine
routing 

SPECIAL PICK-UPS
Available for:

Large mailings 
High-volume shipments 

Contact OSMS in advance.
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FOLDING
Documents can be
machine-folded for
large mailings and
inserts.

OTHER

MAIL SERVICES

18

Additional mail preparation services are available through Virginia Industries for the Blind (VIB). These
services help agencies manage large or complex mailings more efficiently.

INSERTION
(ENVELOPE
STUFFING)

Materials can be
automatically inserted
into envelopes to save
time and improve
consistency.

ASSEMBLY &
COLLATING

Multiple documents
can be organized,
grouped, and
assembled in the
correct order for
distribution.

COMPUTER
GENERATED
ADDRESSING
Addresses can be
printed directly onto
mail pieces or labels
for cleaner formatting
and faster processing.

Contact OSMS before large mailings to coordinate preparation services and scheduling.

MAIL SECURITY
All mail is screened using security equipment to
detect harmful items.

OSMS staff are trained to identify suspicious
mail and handle it safely.

These processes help protect employees,
facilities, and mail integrity.

BILLING
OSMS provides monthly invoices that include:

Postage usage 
UPS charges 
Special service fees 

Payment
Invoices are due within 30 days.

Cost Code Tracking
Agencies may submit cost codes to track postage
usage internally. Mail sent without a valid cost
code will be charged to the agency’s default
account.

Contact OSMS with any billing questions or to
update cost codes.
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