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MAILING APPROVAL/TRACKING

Step 1: The College mail room will not send out large office mailings (100 or more pieces) unless they have been edited and approved by the Office of Publications. This form is used for that approval and must be signed by the Office of Publications. The form is available at N:\Publications Office\Publications Forms/”Mailing Approval/Tracking” and on the Web at www.smcm.edu/publications/Mailing_Approval_Tracking.
Step 2: Attach a sample of the mailing to your completed mailing approval form when you send the job to the mailroom.  The mailroom deadline for same-day processing of large mailings is 2 pm. Call the mailroom for a pick-up to ensure that your mailing gets to the mailroom by 2 pm. NOTE: letter-sized envelopes do NOT need to be sealed but all other-sized envelopes DO NEED to be sealed before the mailroom will accept them.
If a commercial mail house is processing the publication for mailing, send your completed mailing approval form with a sample of the mailing to the Office of Publications.
Name of Individual Writer Responsible for this Piece:

Title of Mailing:

Originating Office/Individual:

Approximate number of receiving addresses:

Description of mailing list (prospective students, theater patrons, etc.):


Signature of Department Director/Chair:


Director/chair has approved content


Signature of Office of Publications Editor:


Editor has approved content  


Editor has approved design (if applicable)  
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