To prepare postcard or letter:

1. Go to post office website – www.usps.gov
2. Look for the link for “Online Services”, and then the link for “Send Letters or Postcards”, and then the link for “Customized Correspondence” (the “Premium Postcards” are more expensive)

3. Use the “Sign In” link to enter your username and password.  If you don’t have a username and password, the sign-in page has a link for new users to register.

4. Follow the Step-by-Step instructions.  If sending a postcard, first download their template and design your postcard.  For a regular letter, I don’t think they have a template.  Once you are done designing the postcard/letter, you upload the file to their website.

To upload member addresses spreadsheet:

1. Get the latest member database spreadsheet from the membership chair

2. Go through the spreadsheet and DELETE all rows EXCEPT those for current paid members (the rows are color-coded, and the membership chair can tell you which colors correspond to members in good standing)

3. Create a new Excel spreadsheet with the following columns:  FirstName, LastName, AddressLine1, AddressLine2, City, State, Zip  (no spaces in the column names)

4. Copy the columns from the member database spreadsheet into the corresponding columns of the new spreadsheet. 

5. Look through the columns in the new spreadsheet to make sure they have valid text.  Some of the rows might have comments like “may be an old address” or “(need email address)” instead of valid text, so you might have to do a little editing.

6. Save the new spreadsheet.  This is the one to upload to the post office.  Once the file was uploaded and checked, a message was displayed saying there were several “non-standard” addresses, and an option to delete them was provided.  I opted to leave them in.  I think the ones in question were some of the student section addresses.

Note about mailing date:

To make sure the post office has time to process the order and print/label/mail the postcard or letter, make sure the order is placed a week or two before you want them to mail it out.  Once the postcard/letter is mailed out by the post office, allow about a week for it to reach all of the members.

