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The NEW Managed Digital
Mailroom Model:
A guide to modernizing your mailroom,
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Executive Summary

The mailroom rarely makes it to the top of anyone’s priority
list. But the truth is that it drains more time, money,
and focus than most leaders realize. Paper piles mean
delays, lost documents, courier costs, and staff tied down
with work that doesn’t move the business forward.
Fixing the mailroom is one of the fastest, easiest wins in the back office. Done right,
it delivers results in days, not months: faster access to information, fewer errors,
lower costs, and people freed up for higher-value work.
This guide explains:

The hidden costs of the traditional mailroom

Why modernization matters now more than ever

How the digital mailroom works in practice

The measurable results you can expect

How WCD can help you move from paper
to performance

If the mailroom is sitting on your desk as another
problem to solve, this will show you how to take
it off your plate and turn it into a clear

win for the organization.
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The NEW Managed
Digital Mailroom Model

On the surface, the mailroom looks about as exciting as...
well, watching envelopes pile up.

Fix it, and you unlock one of the fastest, most visible wins in your business. The payoff
shows up in days, not months, and it’s a change your team and your organization will notice.

In today’s back office, the Managed Digital Mailroom is built to solve real
operational challenges with a human-led, tech-enabled approach. It runs on:

Al-enabled tools that read and extract data, eliminating the
need for staff to key in information line by line.

Smart documents that can be tagged, indexed, and searched
instantly instead of disappearing into file cabinets.

Automated workflows that route information instantly to the right
person, without someone walking it across the office.

Actionable data that shows leaders how much work is coming
in, where it’s getting stuck, and what it’s costing.

Human insight applied to solving problems, making decisions,
and serving customers, not sorting envelopes.

A managed staffing model that takes the hiring, training, and supervision burden off
your team and puts it with specialists who run back-office operations every day.

The Results

A mailroom you don’t have to think about anymore. No piles, no chasing, no guessing,
just a function that runs itself and delivers real value back to the business.
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The Real Cost of a
Traditional Mailroom

— On paper, the mailroom looks simple: open, sort,
T S) deliver. In reality, it’s one of the most expensive and
frustrating paper-based processes left in the office.

Time wasted on low-value work: Skilled staff spend hours
opening envelopes, sorting, scanning, and printing — tasks that
consume resources but deliver no real business value.

Slow delivery of critical documents: Invoices, contracts, and HR letters take days
to reach the right person. Remote and hybrid employees are left waiting even longer.

High courier and mailing costs: After office consolidations or location changes,
couriers move mail between sites at a high cost and with even more delay.

Delays ripple across the business: The mailroom is the front door for
finance, HR, legal, and customer documents. When it is slow, everything
downstream, including payments, contracts and service levels slows too.

Lost or misplaced documents: Critical documents are lost or
misplaced, sparking fire drills, late fees, or compliance risk.

Security and compliance risks: Paper handling and
scan-to-email create exposure that is hard to track or audit.

Processes that only live in people’s heads: Many mailrooms rely on a
single person with “tribal knowledge”, so processes are often undocumented,
making it difficult to scale or transfer when key team members move on.

The traditional mailroom is more than an outdated and unsustainable model. Left

unchecked, it will continue to be a driver of unnecessary cost, risk, and frustration
across the organization until it is fixed.
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Why it Matters Now
More Than Ever

The traditional mailroom isn’t just inefficient, it’s out of step
with where organizations are headed. Market forces, workforce
expectations, and regulatory demands are raising the stakes.

Aging workforce, Growing compliance demands
undocumented processes Regulators expect secure handling,
Too much knowledge lives in audit trails, and accountability.
people’s heads. As experienced Manual paper processes make
staff retire or move on, critical compliance harder and riskier.

steps vanish with them.

Data left untapped

Staff expectations Mail is data-rich, but as paper

New generations won’t tolerate it delivers no incremental value
repetitive, low-value tasks. If the to the business. Digitization

work isn’t modernized, turnover unlocks insights that help leaders
rises and engagement falls. make better decisions.

Ongoing cost pressure Sustainability pressures

Manual sorting, courier fees, and rework Paper-heavy processes, courier
drain resources at a time when leaders miles, and offsite storage don’t align
are expected to do more with less. with environmental or ESG goals.

Compared to other modernization efforts, fixing the mailroom is a low effort, low

touch, high impact opportunity. With the right tools and team, transformation can
start in days, not months and have a positive effect on the entire organization.

wcdconnect.com 4q
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How the Modern
Mailroom Works

Traditional mailrooms handle paper with people. A modern,
managed mailroom handles documents with a mix of Al
and operators. Here’s what that looks like in practice:

Intelligent Routing

At intake, documents are digitized and automatically classified:
invoices go to Accounts Payable, HR letters go to the right
manager, contracts go to Legal. No manual sorting, no scanning
to a shared drive, no wondering where something ended up.

Built for Complexity
Whether it’s compliance rules in Finance, privacy requirements in HR,

or multi-document case files in Legal, the system adapts. Rules are
embedded, exceptions are tracked, and everything is auditable.

O

Fast, Secure Access

Documents land in secure digital inboxes with permission controls,
collaboration tools, and full audit trails. Remote and hybrid teams
get what they need in minutes, without compromising control.

Integration Ready
Digitized mail connects directly to the systems you
already use, like SAP, SharePoint, or OpenText. Documents

show up where your teams already work.

Managed for You

WCD can run the daily operation for you. You don’t have to hire,
train, or manage mailroom staff. We handle intake, routing,
exceptions, and reporting, so your people never have to.
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The Business Case

Why move to a Digital
Mailroom Model?

A Practical Model to Ground
the Numbers

Consider a company with 5 office locations
and 5,000 employees handling approximately
250,000 pieces of mail annually. Typically,
this requires 5-10 full-time mailroom clerks,
costing between $275,000 and $500,000
annually in salaries and benefits alone.
Additional expenses include mailroom
equipment, software, physical storage,

and courier fees.

The corporate mailroom is evolving rapidly.
Organizations that modernize their mail
management gain powerful advantages

in cost efficiency, speed, accuracy, and
compliance. Here’s a clear look at why
moving to a digital mailroom is a smart
choice for enterprises with multiple
locations and large mail volumes.

Hard Numbers That Matter

Annual labor cost

Processing time/document
Courier / Mail Costs

Error rate

Storage cost

Software Costs
Equipment Costs

Compliance risk

Productivity impact

Payback period
ROI (3-year)

5-10 FTE clerks @ $55K fully loaded each
= $275K-$550K

2-4 days
$5K-$15K/month ($60K-$180K/year)
5-10% human error

File rooms (500-1,000 sq. ft.) @ $35-50/sq. ft.
= $18K-$50K/year, plus offsite

Scanners, OCR, workflow tools: $1K-$3K/
month

Sorting stations, printers, bins: $1K-$2K/month

High (manual, fragmented processes with
weak audit trails)

Staff time diverted to low-value work

N/A

N/A

40-60% reduction in staff and overhead
costs (e.g., $110K-$330K savings)

< 1day, often same-day
50-70% reduction ($18K-$54K/year)

<1% with automation (98-99% accuracy)

Minimal (secure cloud-based storage)

Included in managed service
Included in managed service
Low (secure access + full audit trails)

20-30% productivity gain for business
teams

6-12 months typical

150-250%

**These figures are benchmark estimates only. Every mailroom looks different — your savings will depend on your unique
business case. For a precise ROl model, book a discovery call with our team.
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What about ancillary costs?

Mailroom equipment and related infrastructure (sorting stations, scanners, software,
bins, and couriers) don’t go away but they transform with outsourcing:

Equipment and software costs are shifted to the provider, usually yielding
additional savings on capital investments and maintenance costs.

Courier and inter-office delivery costs decrease significantly due
to more efficient routing and reduced volume of physical handling.

Physical storage needs shrink significantly as digitization
reduces paper retention requirements.

Overall, this leads to lower total mail-related costs alongside
better service quality and compliance.

The staffing trade-off: control vs. agility.

Keeping mailroom staffing in-house means fixed salary and
overhead costs plus ongoing management responsibility.
Outsourcing trades this for scalable, agility, predictable
service fees and access to specialist expertise in
compliance, risk management, and technology.

Plus, outsourcing frees your internal teams
from the daily drag of mail handling, letting
them focus higher up the value chain.

Bringing the numbers home.
Grounding these improvements in clear, relatable numbers—
like locations, employees, and mail volumes and makes the benefits tangible.

The WCD Managed Digital Mailroom isn’t just an upgrade; it’s a transformational
shift that turns mail from a costly burden into a streamlined, strategic asset.
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Inside The WCD Managed
Digital Mailroom Model

A modern mailroom doesn’t look like stacks of envelopes and people hunched
over bins. It looks like a process that runs itself — with technology doing the
sorting and a managed team making sure it all flows. Here’s how it works:

Mail is captured WCD runs the operation for you
the moment it arrives You don’t hire or train staff to keep
Paper, email, e-forms, and portal this moving. We manage intake, apply
submissions all enter the same intake. rules, monitor exceptions, and keep
Instead of sitting in bins, each item the reporting current. The flow is ours
is scanned or captured immediately. to run, the results are yours to use.
Documents are understood, Access is instant and secure

not just scanned Staff see their documents in

Al reads the content and pulls out controlled digital inboxes, with audit
the important details — vendor trails and permission settings already
names, invoice totals, employee applied. Remote teams get the same
IDs, case numbers. This data access as if they were

makes each document usable, on-site, without delay.

not just a digital picture.

The information feeds

Rules do the routing your business systems

Each type of mail follows the path Captured data flows into ERP,

it should. Invoices go straight into Accounting, CRM or other records
Accounts Payable, HR documents platforms. Documents show up
route to the right manager, contracts where people already work, enriched
are grouped for Legal review. No with the metadata needed for
manual handling, no guesswork. compliance, reporting, and retention.

The result is a mailroom that runs like a utility, always on, always accurate,
and invisible until you need it. What used to be a daily distraction becomes
a managed service that delivers speed, security, and real business value.
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Why WCD

Most organizations think of the mailroom as a small, tactical
function. We know better because we’ve been there. WCD

has staffed mailrooms, managed back-office teams, and seen
firsthand how much time, cost, and frustration builds up when
paper drives the process. That experience shapes how we
deliver The WCD Managed Digital Mailroom today.

We’re professional rethinkers
We’ve been leading digital transformation projects for over 70 years.
Seriously. 70 years. That’s before digital transformation was even a buzzword.

We understand the work at ground level
Not as consultants peering in, but as operators who have lived your daily pain.

We focus on people, not just process
Change only works when staff buy in. We design with adoption in mind,
so improvements stick.

We take it off your plate
You don’t hire or manage a team. We handle the people, the process, and the
reporting. It runs, and you don’t have to think about it.

We deliver results quickly
Our QuickStart approach gets you live in about 5 days, so the payoff
is visible right away.

WCD isn’t here to sell you a platform. We’re here to take a burden off your team and replace
it with a service that runs like clockwork and delivers more value to your organization.
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Ready to get the
mailroom off your plate
and on to ¢

The fastest way to see if the WCD Managed Digital Mailroom
is right for you is to book a Discovery Call today.

A .

In 30 minutes, we will:

Confirm the scope of your mailroom and biggest pain points
Identify where the quick wins are and how to capture them
Determine if a digital mailroom is right for your organization

Calculate anticipated ROl based on your mailroom’s

requirements
_ /

It is low effort, high impact, and gives you a clear view of
how quickly the burden can come off you and your team.

m Build A Better Book a
Back Office @ \ Discovery Call

Today!
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