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Preliminaries

Check that sufficient budgets for 
postage. Check size and weight 
of items to minimise postage 
costs.

Use Mailsort
Must be over 2000 
items sorted in 
postcode area. Stamps 
and book available from 
Finance (Charlotte 
House). Envelopes can 
be stamped in advance 
of stuffing

Advise staff teams of mailshot 
going out and advise STF of 
mailshot going out.

Find out if STF sending 
newsletter, and if possible 
to include mailshot along 
with it.

Check to see if any other mailshots 
planned within Housing so that they 
can be co-ordinated to save costs.

Appoint co-ordinator to act as single 
point of contact for mailshot

Advise Legal and Admin and/or 
Mailman of estimated number of 
items and date to be sent.
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Preparation

Drafts of all letters, leaflets and inserts should 
be passed to Policy and Information team for 
proof reading and to ensure compliance with 
Plain English and Corporate Standards

Decide who is printing letters and inserts. 
Arrange with Admin re photocopier/printer 
availability and times. Sort mailmerge/labels.

Use letter folder and 
enveloper to stuff 
envelopes where 
practicable. Check with 
Finance on availability 
and requirements.

Ask STF to review documents for readability.

Check availability of 
Conference Room and 
book it for appropriate time 
(1 ½ days for 2000 items). 
Better to book too long so 
that task can be completed 
with all items staying in 
room until finalised

Seek volunteers early for 
stuffing/stamping/labelling/f
olding process.

Check that sufficient stocks of paper/headed 
paper/labels/envelopes and lay aside or order 
as necessary (Check budgets). Check 
addresses fit window envelopes.

Provide information to 
staff teams and STF of
contents and give advice 
on dealing with enquiries 
regarding the mailshot.

Stamp or label envelopes 
in advance of stuffing
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Printing/copying and stuffing

Ensure that all inserts and envelopes 
are ready and in conference room.

Depending on number of inserts, 4 to 6
people can stuff envelopes comfortably 
in Conference Room

Once stuffing complete, envelopes to be 
put in boxes or bundled together, and 
put in admin office for collection by 
mailman.

Arrange with team leaders to ensure 
cover remains for section, and to sort 
rota for stuffers.

Advise all staff that copier is going to 
be used for a period of time. This 
should be in advance of the stuffing 
dates booked for the Conference 
Room.

Print or copy runs should be done in 
smaller batches which allows other staff 
to use the copier/fax if they need to 
without interrupting large batches. Put a 
notice on the copier “Please contact X if 
you require use of the photocopier/fax”
X can then contact that person when the 
batch finishes
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