
Date Bulk Mail sent to the Mount Mailroom or 

outside company

# of Pieces being sent

Description of item being mailed (i.e., Homecoming 

postcard, Reunion weekend, MAF)

Cost center number (and project code , if applicable)  

to be charged for mailing.

Person Responsible for Mailing (Please Print) Authorization to charge cost center above

Extension #

College of Mt. St. Joseph
Bulk Mailing

** Completed forms need to accompany items being mailed to the Mailrroom. **


