
 

 

 

Guidelines on Emailing List Files and Deadline Dates 
 
E-MAIL 
 

 The e-mail address is: lists@envelopecenter.com. 

 Please include your Account number (File Number) in the subject line of every e-mail. 

 Include your Church name, city, state, contact name, and phone number in the body of the e-mail. 
 
FILE ATTACHMENT 
 

 Sending your files by E-mail requires you to send your complete, current, updated mailing file whenever due. 

 We do not look for data changes between the last file you sent and the current file. 

 The file you send will always take the place of your previous file in our system. 

 When you send your file, it is a good idea to name it after your account number. 

 Please do not try inserting your file into the message body of the e-mail. Your file must always be attached to the e-
mail as a separate document.   

 If your file is a spreadsheet and it has multiple tabs, we will use whatever worksheet it opens up with.   

 Please do not send individual changes; we will not make individual changes to e-mailed files. 
 
 
FILE DEADLINE 
 
Your normal file deadline is date-based but it is subject to adjustment, depending on whether or not it falls on a normal 
business day.  If your normal file deadline happens to fall on a weekend or a holiday, then your list will be due the morning of 
the previous business day. 
 

 For example, if your list is normally due by the 20th, and the 20th falls on a Sunday, then your list will be due by the 
morning of Friday the 18th(assuming Friday the 18th is not a business holiday). 

 Your list is due by 9:00 AM Eastern Standard Time. 

 It is not necessary to wait for the deadline day to send in your lists. You may send in your new file anytime between 
your deadline dates.  

 If possible, please do not send in more than one file between monthly, bimonthly or quarterly deadline dates. The file 
deadline date represents the latest day we can accept a new file. It is not a deadline for making changes to a file you've 
already sent. 

 If we do not receive a new file by the deadline date, we will use the current list we have on file from the previous 
mailing. 

 
E-MAIL REMINDERS 
 
An e-mail reminder is sent several days prior to each file deadline. 
 

 The e-mail reminder is always sent to the e-mail address from which we received the previous list. 

 You will receive the e-mail reminder even if you have already sent in your list. 

 The reminder has your contact information already, so if you have not sent in your list by the time the reminder is 
received, you may simply attach the file to the reminder and send it back. 

 If your list is ready to go before you receive the reminder, please send it anyway, as described above. 
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