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What is outbound mail?

Outbound mail is critical business communication sent 
outside the business.  Transactional documents such as 
Invoices, Credit Notes, Statements and Promotional pieces 
are mailed from companies every day.

Companies have several options when handling the 
distribution of documents: Print and mail documents in-
house; print, envelope insertion and have a mail service pick 
them up for mail discounts; or outsource the entire print and 
mail function as a service. Most customers in the midmarket 
print their own documents, put them into envelopes and 
send them to their customers or suppliers. Outbound mail is 
usually managed in a mail room. Mail room managers have 
to respond to requests from all the departments and ensure 
that everything is printed and mailed out accurately and on 
time.

Smarter Outbound Mail

What are the main problems?

According to the Association for Information and 
Image Management, 43% of print and mail room 
managers want to reduce costs and improve speed.

Some of the problems: 

 Sending an invoice to an incorrect address results in   
 missed or late payments.

 Preparing the mail for an inserter that stuffs    
 envelopes with varying numbers of pages requires   
 inserter control barcodes or OMR marks.

 Security (correct document in correct envelope)   
 requires manual validation.

 Postal sorting can be very important and can lead to  
 significant mail discounts in some countries.

 Restructuring documents to minimise the quantity   
 of papers being printed is not an easy task for many   
 companies. 

 Comingling options to fit two documents such as   
 invoice and credit note in a single envelope can   
 greatly reduce mail costs but has proven to be a   
 challenge  to manage.

  Most software do not provide multi-channel   
 document delivery capabilities such as direct mail or  
 digital delivery.

Target buyers and what they want: 

1. The mail room manager needs to cut down on 
manual handling of paper, automate repetitive tasks 
and reduce envelope weight by optimising content.

2. The IT manager wants a solution that easily adapts to 
the company’s systems and processes.

3. The CFO expects to save on postage and consumable 
costs and transition to electronic mail.

What to ask? 
1. How many documents do you send by mail every 

month?

2. Are you able to easily send your customer 
communications by email?

3. Do you struggle with returns and misplaced invoices?

4. Do you know your monthly mailing costs? Are you 
able to automatically create postal reports?

5. How do you check that the right piece of paper is in 
the right envelope?

6. Do you have a process for detecting data entry errors? 
If so, what is the labour cost?

7. What is your error rate and how much time is spent 
resolving errors?
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