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Mission 
To provide efficient, cost-effec�ve, and customer-focused daily sor�ng, delivery, inser�on, and pos�ng services to State 
of Alaska agencies located in Juneau. 

Core Services: 

• Retrieves, sorts, and distributes State incoming mail from the United States Postal Service.
• Receives, sorts, and delivers interagency mail.
• Completes high volume scheduled inser�ng services.
• Receives, processes, and posts State outgoing mail (examples: IRIS vendor warrants, HRM payroll warrants, and

annual tax documents).

Actual fees for services will be collected annually based on your agency’s pro-rata share of the annual cost needed to 
operate each cost center. Billing for services will be handled via ITI/ITA. 

Service Level Outcomes 
Central Mail Services is dedicated to providing outstanding customer service. Any ques�ons regarding customer service 
or performance should be addressed to the Central Mail Services Manager.  
Contact Op�ons: 

Customer Service Feedback Form (URL) 
Phone: 907-465-6546 
Email: doa.ssoa.cms@alaska.gov 

Central Mail Services 
Incoming Mail 
Central Mail Services (CMS) serves as a post office hub for State agencies based in Juneau. On days that both CMS and 
the United States Postal Service are open, CMS picks up mail from the U.S. Postal Service and transports the mail to of 
the CMS mailroom.  

Using the secure environment of the CMS mailroom, CMS sorts mail using established agency mail stops. Incoming USPS 
mail is sorted and ready for pick-up or delivery by 9:00 a.m. and interagency mail is sorted throughout the day upon 
receipt. 

Agencies with scheduled Service Stops (URL) have their mail (both USPS and interagency mail) delivered and picked up. 
Agencies not scheduled for Service Stops collect and drop off their mail at the Central Mail Services mailroom, located on 
the 7th floor of the Juneau State Office Building. 

Agencies wishing to make changes to their Mail Stops, Service Stops, or mailing address are encouraged to submit a 
Change Request Form (URL). 

Hours of Opera�on: 
7:00am – 4:00pm Monday – Friday 

Mailroom is closed when State holidays are observed. 

https://stateofalaska.sharepoint.com/sites/DOA/SSoA-CMPS/Central%20Mail%20Library/Forms/AllItems.aspx?id=%2Fsites%2FDOA%2FSSoA%2DCMPS%2FCentral%20Mail%20Library%2FCMS%20Customer%20Service%20Feedback%20Form%2Epdf&parent=%2Fsites%2FDOA%2FSSoA%2DCMPS%2FCentral%20Mail%20Library
mailto:doa.ssoa.cms@alaska.gov
https://stateofalaska.sharepoint.com/sites/DOA/SSoA-CMPS/Central%20Mail%20Library/Service%20Stop%20Schedule.pdf
https://stateofalaska.sharepoint.com/sites/DOA/SSoA-CMPS/Central%20Mail%20Library/Forms/AllItems.aspx?id=%2Fsites%2FDOA%2FSSoA%2DCMPS%2FCentral%20Mail%20Library%2FCMS%20Change%20Request%20Form%2Epdf&parent=%2Fsites%2FDOA%2FSSoA%2DCMPS%2FCentral%20Mail%20Library
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Outgoing USPS Mail 
Agencies must legibly address and provide a Mail Stop code on all outgoing USPS mail. Preferably, the Mail Stop code 
should be above the return address on the envelope or box. CMS runs outgoing USPS mail through postage meters and 
postage is charged to these Mail Stop codes and billed back to agencies. See below for an example: 

MS **** 
State of Alaska Agency 
PO Box 11#### 
Juneau, AK 99811-#### 

 

 Leter Recipient 
123 Any Street 
Anchorage, AK 99502 

 
The Mail Stop code is **** and the Service Stop code (or ZIP + 4) is ####. 

To take advantage of lower USPS rates, CMS staff sort outgoing mail by the des�na�on’s zip prior to dropping off at the 
USPS Post Office. All outgoing mail received by 1:45 will be dropped off to USPS the same day, provided both USPS and 
CMS are open. 

Agencies wishing to make changes to their Mail Stops are encouraged to submit a Change Request Form (URL). Postage 
statements (URL) are available for agencies wishing to track their postage costs. 

Interagency Mail 
To send interagency mail within Juneau, either an interagency envelope or rou�ng slip may be used. A rou�ng slip 
template can be found on the Central Mail Services SharePoint site (URL). Agencies are responsible for procuring 
envelopes for their use. 

Please refer to the Service Stop schedule to determine the code to use for the receiving agency (URL). 

High Volume Inser�on Jobs 
Central Mail Services partners with agencies and the DOA-OIT Print Shop on large volume mailouts. CMS has specialty 
mailroom equipment designed to quickly collate, fold, and insert documents (leters, pamphlets…) into envelopes and 
apply postage. These inser�on machines can be configured for a variety of different jobs. Examples of current jobs 
include: 

• IRIS FIN Vendor Warrants 
• IRIS HRM Payroll Warrants 
• Re�rement and Benefit Checks 
• Unemployment Insurance 
• Risk Management Checks 
• Permanent Fund Dividends 

If your agency is interested in learning more about this service, please reach out to the Mailroom Manager to discuss job 
specifica�ons. Depending upon the job, Op�cal Character Recogni�on (OCR) lines may need to be applied to the print 
job in order for the machine to properly collate. Once all the details have been iden�fied agencies can email the Job 
Request Form (URL). 

https://stateofalaska.sharepoint.com/sites/DOA/SSoA-CMPS/Central%20Mail%20Library/Forms/AllItems.aspx?id=%2Fsites%2FDOA%2FSSoA%2DCMPS%2FCentral%20Mail%20Library%2FCMS%20Change%20Request%20Form%2Epdf&parent=%2Fsites%2FDOA%2FSSoA%2DCMPS%2FCentral%20Mail%20Library
https://soaancpwrbi-prd.soa.alaska.gov/PBIReports/report/IT%20Services%20and%20Delivery/Reports/SSoA%20Reports/CMPS/CMPS%20Postage%20Usage
https://stateofalaska.sharepoint.com/:b:/r/sites/DOA/SSoA-CMPS/Central%20Mail%20Library/Interagency%20Routing%20Slip%20Form.pdf?csf=1&web=1&e=oJlCQb
https://stateofalaska.sharepoint.com/:b:/r/sites/DOA/SSoA-CMPS/Central%20Mail%20Library/Service%20Stop%20Schedule.pdf?csf=1&web=1&e=3HhASW
https://stateofalaska.sharepoint.com/sites/DOA/SSoA-CMPS/Central%20Mail%20Library/Forms/AllItems.aspx?id=%2Fsites%2FDOA%2FSSoA%2DCMPS%2FCentral%20Mail%20Library%2FCMS%20Job%20Request%20Form%2Epdf&parent=%2Fsites%2FDOA%2FSSoA%2DCMPS%2FCentral%20Mail%20Library
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Addi�onal Services 
Central Mail’s standard for sending outgoing USPS mail is first-class, providing that the mail piece is within USPS 
specifica�ons.  If the mail piece exceeds the limita�ons, then CMS will select the next lowest class postage. Agencies may 
also request alterna�ve mailing rates and addi�onal informa�on can be found on USPS’ website (URL). 

Agencies may also request the following add-on services. Note that some of these services require forms to be atached 
to the mail piece and an accompanying “Firm Book” USPS form 3877 (see example on page 6). If you have any ques�ons 
or need USPS supplies (flat-rate boxes, flat-rate envelopes, forms, etc.), please contact Central Mail Services at (907) 465-
2259. 

• Priority Tracking – Provides tracking updates an item travels to its des�na�on, including the date and �me of 
delivery or atempted delivery. Available for domes�c US deliveries only. USPS Form 888 is required. 

• Cer�fied Mail – Provides sender with a mailing receipt where sender can electronically verify if the mail piece 
was delivered or if a delivery atempt was made. Available for domes�c US deliveries only. USPS Form 3800 is 
required. 

• Return Receipt – Provides sender with evidence of delivery showing the recipient’s signature. Available for 
domes�c US deliveries only. USPS Form 3811 is required. 

• Signature Confirma�on – Before delivery, the recipient must show an acceptable primary ID with a clear photo. 
USPS Form 153 is required. 

• Restricted Delivery – Sender specifies who can sign and receive the mail piece.  Recipient must show an 
acceptable primary IT with clear photo. The mail piece must be marked “Restricted Delivery.” 

• Insured – Protect your mail piece up to $5,000 against loss or damage. Form 3813 (under $500) or 3813-P (over 
$500) must be atached. 

• Registered – Protect your mail piece up to $50,000. Registered Mail must bear the barcoded red Label 200, or a 
non-barcoded red Label 200-N. 

• Foreign Mail – For interna�onal mail. 
o If package weighs 1lb – 3lb 15 oz a USPS Customs Declara�on Form 2976 is required to be atached. 
o If package weighs 4lbs or more a USPS Customs Declara�on Form 2976A is required to be atached. 

Online Postage 
Central Mail Services only provides services to agencies located in Juneau. Other postage solu�ons are available for 
agencies located in other communi�es. Employees can u�lize their PCards to purchase postage online and download 
postage labels. A few retailers that provide this service are listed below. 

USPS (URL) 
Stamps.com (URL) 
Pitney Bowes (URL) 
Endicia (URL) 

Other Delivery Service Providers 
Central Mail Services only partners with the United States Postal Service. Agencies have the op�on to work directly with 
other delivery service providers. Please remember when doing so to provide your agency’s physical address as Central 
Mail cannot accept mail from other carriers. 

DHL (URL) 
FedEx (URL)   
UPS (URL)  

https://www.usps.com/ship/mail-shipping-services.htm
https://www.usps.com/ship/online-shipping.htm
https://www.stamps.com/
https://www.pitneybowes.com/us/shipping-and-mailing/shipping-software/pitneyship.html
https://www.endicia.com/
http://www.dhl.com/
http://www.fedex.com/
http://www.ups.com/
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Safe Mail Handling 
Please review poster #84 from USPS (last page). For addi�onal federal safety informa�on, refer to USPS Publica�on 166 
(URL). 

Emergency Numbers 
Juneau Police Department  907-586-0600 
US Postal Inspector   907-562-8790 
Juneau Fire Department   907-586-5322 
Juneau Mailroom Employees  907-465-1100 op�on 3, or 907-465-2259 

https://about.usps.com/publications/pub166/pub166_v04_revision_112019_tech_toc.htm
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No return  
address.

Restrictive  
markings.

Sealed
with tape.

Misspelled words.

Badly typed
or written.

Unknown powder
or suspicious  
substance.

Possibly mailed 
from a foreign
country.

Excessive 
postage.

Oily stains, discolorations,  
crystallization on wrapper.

Strange odor.

Excessive tape.
Rigid or bulky. Lopsided

or uneven.
Incorrect title or
addressed to title only.

Protruding
wires.

Poster 84
September 2006

PSN 7690-07-000-7097 To order this poster, call 1-800-332-0317.
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