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QUESTIONS AND RESPONSES 

 

1. Are both envelopes open window or poly window? 

Please verify that the #10 is either a window envelope or a regular envelope.  If it is a regular envelope, 

this would mean the letter would need to be matched to the addressed envelope when inserting. 

Does the #9 envelope have a window? 

 

The #10 envelope is a regular envelope – no window. 

The #9 envelope is also a regular reply envelope to fit inside the #10 envelope – no window. 

 

2. Is the University open to the option of an alternative bid using #10 window envelopes instead of #10 

regular envelopes? 

 

No. 

 

3. Is the University open to the option of setting up a Mail Permit in the awarded vendor’s City/State, if the 

awarded vendor is located outside of the Huntsville, TX area?  Which would allow the vendor to mail 

the letters at Non-Profit postage rates?  (If not, we would plan to ship the letters via truck to the 

Huntsville Post Office.) 

 

The SHSU Alumni Relations Department does not have a problem with the post mark being 

outside Huntsville, TX. 

 

4. Is the letter printed on face only? 

 

Yes. 

  

5. When would the art work be available? 

 

6 weeks prior to each mailing. 

 

6. Is the artwork the same for each project?  If not, can we still print everything at once to save on costs? 

 

The artwork will be different for each mailing but the specs should be similar.  You will not be 

able to print both at the same time because the letter for the August 2012 mailer will not be ready 

until Summer 2012. 

 

7. Would we be able to order envelopes for both mailings at the same time? 

 

For outer #10 envelope – No. 

For reply #9 envelope – Yes. 
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8. Would we be able to order letterhead for both mailings at the same time or would there be possible 

changes to the body of the letter? 

 

No, you would not be able to order letterhead for both mailings as there will be changes to the 

body of the letter. 

 

9. Is there a sample letter available? 

 

Please see sample letter from February 2011 attached.  Letters for February and August 2012 will 

be similar but vary in content. 
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