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INTER-AGENCY MAIL GUIDELINES

1. All inter-agency mail must have complete, legible addresses which include the following:

2. When using inter-agency (letter-sized) envelopes, a return address with the following 
information must be included:

3. Inter-agency envelopes should be used for all inter-agency mail, when possible.  In 
situations where inter-agency envelopes cannot be used, clearly write or stamp “Inter-
Agency” in the upper right hand corner of the letter or package, using red ink or 
highlighting. 

Solutions messengers is limited to mail that is no greater than the equivalent of 3 “paper 
case” sized boxes. Special arrangements may be made for large pickups by calling our 
mailroom at 573-751-1436.

5. When addressing the reusable inter-agency envelopes, make sure all previous addresses 
are marked out or covered with a label.  Please do not write in between previous addresses.

6. Sealing inter-agency mail is the responsibility of the sender. Heavy duty tape is 
recommended for sealing large non inter-agency envelopes. Please do not use staples to 
seal inter-agency envelopes.

7. When sending large mailings, please bundle mail together by department/location.

8.        This mailing service does not include personal mail sent from one agency to another.
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Agriculture, Department of

Conservation, Department of

Corrections, Department of
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Health and Senior Services, Department of

Higher Education, Department of

House of Representatives

Labor & Industrial Relations, Department of

Legislative Research
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Missouri Consolidated Health Care Plan

Missouri State Employees Retirement System
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Public Safety, Department of

 

Revenue , Department of

Senate

Social Services, Department of
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