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Bulk Mailing with Mail Merge Request Form

Please complete the form and submit it with a request to 2847@apsva.us for assistance.  If you need assistance completing the form or more information please contact Francis Fuller at x2149 or by email at francis.fuller@apsva.us.  If you need to escalate your request please contact the Service Owner, Terance Proctor, Director, Service Support Center at x6029.
	APS Department/Office
	

	Date of Request
	

	Requester Name
	

	Contact Phone Number
	

	
	
	
	

	Bulk Mailing with Mail Merge
	This is a mailing where the requestor provides the letter, the list of recipients, and the bulk mail provider creates the documents and mails them.

	File Name of file containing the names and addresses of the recipients.
	

	Send to Address Style

(e.g. “To the Parents/Guardian of …)
	

	 Return Address:

Name

Department/Office

Address
	 Arlington Public Schools

[                                       ]

1426 North Quincy Street

Arlington, VA 22207-3646


	Text – page 1 [ File Name ]
	

	Text – page 2 [ File Name ]
	

	Text – page 3 [ File Name ]
	

	 
	
	
	

	Mailing Detail


	Number of Pieces:


	 Envelope Size:
	Window Envelope

( Yes or No )



	
	Standard:


	First Class:


	APS Logo

( Yes or No )


	Delivery Detail
	   Latest Required Postmark Date:



	
	Required Delivery Date:



	For Internal User:

	2847 Ticket Number
	

	Vendor Contacted by/Date
	

	Date Mail received at Ed Center
	

	Date Mail picked up by vendor
	


