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What is Hybrid Mail?
· Hybrid Mail enables staff to send physical letters straight from their PC.  The electronic file is automatically sent to a central mail-house where it is printed, enveloped and sent by Royal Mail at a fraction of the cost of current processes and postal costs.  

· All post is tracked up until the point of postage.  Each envelope is sent with a unique barcode so any returned post is received back at the mail-house and scanned (not opened) and sent back to the sender electronically.

· Hybrid Mail is Information Governance compliant and safer and faster than any of the posts systems the Trust currently uses.

· Post is sorted at the central mail house before Royal Mail picks it up, therefore the company (and the Trust) can benefit from increased postal savings.

· Letters are sent the same day.  Transport to post room and post room delays are removed. 

The system is intuitive:
· If a postcode does not match the address line then the sender will be notified and the letter will not be sent.

· We can set rules like ‘send the letter first class if the appointment is within 5 days’ time, otherwise go 2nd class’.

· If there are regular attachments that go with certain letters you can put a ‘tag’ on the template and the attachments will be automatically sent with that letter.
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· Stage two of the project will look at adding in email addresses instead of physical postal addresses if we have patient consent.

Cost Savings:
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Examples:  
Charter House Spend 2016/2017
46,802 post items = £26,929 (postage only)
With Hybrid Mail = £14,976 = Savings of £11,953 (Plus staff time/envelopes/print etc…)

Alie Street Spend 2016/2017
61,429 post items = £28,799 (postage only)
With Hybrid Mail = £19,657 = Savings of £9,142 (Plus staff time/envelopes/print etc…)

Vicarage Lane Health Care Spend 2016/2017
74,011 post items = £28,177 (postage only)
With Hybrid Mail = £23,683 = Savings of £4,494 (Plus staff time/envelopes/print etc…)
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