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12-10-00 PURPGSE

This chapter establishes Departnent policy for the provision
of efficient, uniformand economcal mail and nessenger

services.

12-10-10 GENERAL POLICY

A. Mail reading inmil facilities should be limted to those
pi eces of mail that cannot otherw se be correctly routed,

usual 'y those which are inproperly addressed.

B. Ml delivery points should be established according to need
by agreement between the custoner organization and the head
of the mail facility.

c. Detailed local operating procedures should be suppl enented
as required by the maintenance and use of the Postal Manual -
Chapter 1, Post O fice Services/Donestic and Chapter 2
International  Mil. O her Post O fice and General Services
Admi ni stration issues and guides should be used as appropriate.

12-10-20 | NCOVI NG MAI L

A, Al incomng mail shall be receivedin the mail facility,
opened when necessary, and routed according to the loca
mai|l routing guide. Normally, envelopes are attached to and
routed with incom ng comunications.

B. Registered and Certified mail shall be signed for byauthorized
mai | room personnel upon delivery by the Post Office. Those
enpl oyees, in turn, shall require the addresses to sign Form
HEW 40 (Messenger Receipt Card) showing the date and time of
receipt. (See Exhibit X12-10-1.)

C. Ar Mil and Special Delivery mail shall be handled in the
same manner as first class mail. Ml that is tagged for
i mredi ate handling shall be pronptly handl ed according to
instructions on the tag.
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PATL AND VaSSIWOCT 0 SERVITES

(12-10-~ 70-C con tinued)

Postal matter that i S marked in such a nmanner as to indicate that the
contents areintended solely for the addressee is not to be opened by
anyone but the addressee. i‘hen any such material is opened inadvertently,
it shall tie resealed by the opening unit andmarked "Cpened in error”

or some simlar designation.

E. Cash and negotiable instruments received shall be adequately controlled
and saf eguarded. & responsi bl e enpl oyee shall be designated to enter
in alog, as available, the name and address of the -remtter and type
and anount of receipts. nelivery of such receipts shall be madeto an
appropri ate agent cashier or collections unit. Local instructions will
be issued to supplement this policy, as required. Ml control activities
such as date and tine stamping of bids should be done by customer or-
gani zations rather than by the central mail facility. Mail Control
Card HEW73 and sinilar controls wll be maintained at action- points,
as necessary. (See Exhibit 12-10-1.)

12-10- 30 ouTGOING MAIL

A, The nost economcal class and type of mail service consistent with the needs
shal | be used.

BR. all outgoing mail shall be forwarded to the central nmail facility at
regul ar intervals throughout the day to avoid peak | oads at the end of
the day. COficial mail is notto be dropped into building mail slots.

G+ Regulations prohibit the inclusion of borders, markings, slogans or de-
signs on mailing envel ope | abels, etc. Requests for exceptions shall
be directed to the Ofice of Admnistration, Office of the Secretary.

D. Because of the volune of Christmas mail , all bulk nailings of supplies,
publications, books, forms or other printed matter should be withheld
fromthe mails for the period December 1 through Decenber 26 of each year.

E. _Consolidated Mailings. Al first class nmail directed to the sane address
shal | be consolidated by the nail facility, and, as volune permts,
di spatched in one envelope. Mail to installations for which consolidated
mai lings are authorized shall be forwarded tothe mail facility in mes-
senger envelopes. Mail facilities shall nmaintain preaddressed envel opes
for consolidated mailings,

¥, Segregation by Type and (ass of Service. yail facilities shall segre-
gate mailings according to type of mail and class of service desired
and place in separate mail bags, properly | abel ed. Bags and labels may
be obtained fromthe | ocal post offices. Were there is insufficient

material to warrant bagging separately, itemsintended for air nail and/
or special delivery shall be tied separately, properly marked, and
pl aced on top of bundles of ordinary letters.

FEYVE PAL ADMINT STRATION Supersedes p. 2, TN-70.8 TN-T1.16 (9/20/71)
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MAIL AND MESSENGER SERVICES 12=-10-30

G Local and Out-of-Town. T0 expedite handling by the Post Office,

I.

Je

separate "Local” and "Qut-of-Town™ Mail, and tie with addresses
facing the same way. Labels for use on each type may be obtained
fromthe local Post Office.

Perishable Biological Materials Via International Majl

1. Perishable biological materials may be trausmtted in the
postal union nail omly as Ietter.packa?es (packages paid
at letter rate having weight |imt of four pounds, six
ounces, except 60 pounds for Canada). These packages must
bear distinctive violet labels. Labels will be furnished
by the U S. Postal Service to |laboratories making witten
application. (See Chapter 2 of the Postal Manual for
condi tions, dimension restrictions, and [ist countries

agreeing to accept materials.)

2. Perishable biological materials may be transnitted by parcel
post.  See Directory of Intermational Mai | regardi ngindividual

agreements W t h vari ous countries.

Envelopes, Cards. aud Self-Milers

1. Standard size cards and envel opes, especially small envel opes,
shoul d be used whenever practicable. These are available
through HEW ordering channels.

2. Self-mailer type matter prepared wthout envel opes or vvrapﬁers
nust be sealed or secured so that it may be handled by machi nes,
and ot herwi se conform to Post Office regul ations.

3. New types of nmiling pieces not of standard format or design
shall be submitted to the U S. Postal Service for prior
approval as to oconformance with postal requirements. \When
prepared in Washington, D.C., a specimen shal|l be submtted
to the Division of Majl Classification, Bureau of Operations,
U S. Postal Service. When prepared at a field office the
speci men ghould be submitted tothel ocal postmaster.

Postal Quidelines for Automatic Miil Processing

Whenever possibl e, outgoing mail shoul d be prepared in accordance
wWith the "Guidelines for Preparing U.S. Governnment Mail," trans-
mitted by the General Services Administration Bulletin FPMR=-B~22.
Optical Character recognition and other automatic processing

equi pnent in the postal centers throughout the United States
require the application of the these guidelines.

m-71.16 (9/20/71) Super sedes p.3, TN-T0.8 GENERAL ADMINISTRATION



MATL, AND MECSENGER SERVICES Page L

(12-10-30)

K. Return Address Limtations

Return addresses on mail pieces, |abels and the like, should not
exceed five lines. If it is necessary to identify each
conponent of a nultiplex organization in a return address,

this may be acconplished by entering the title of the departnent
fol lowed by the action office and fol | owed by the organization
code as indicated by Chapter 8-660f the General Admnistration
Manual .

L. Two Letter State Abbreviations

Two | etter state abbreviations authorized by the US.

Post al Service are permissible f Or USE om outgoing mail throughout
t he Department When used in conjunction with tﬁ% ZIp code.

They are particularly applicable where space can be saved in

the addresses contained in the various automated addressing

systems and their output.  They should not beused on letters
placed in w ndow envel opes.

12-10-40 MAIL CLASSES AND SERVI CES

The four classes of mail and certain special services which nay
be used when necessary to modify their use are as fol | ows:

A Casses of Mil

1. First-dlass Mil. Use first-class for mail requiring the
hi ghest priority surface handling.

2. Second-Class Mail.  Second-class mail is used for newspapers.ami
periodicals. The Department of HEW does not uset his cl ass.

3. Third-Gass Mail., Printed material and parcels weighing |ess
than one pound qualify for third-class.

L. Fourth-Glass Mil. Printed material and parcel s wei ghing one
pound and over qualify for fourth-class. Fourth-class is
comonly referred to as parcel post.

To effect econony and a reduction in the issuance of SF-1103,
Covernment Bills of Lading, the Conptroller General has directed
all agencies to use parcel post for shipment of mailable Govern-
ment mterials. The use of freight or express shall be restricted
t0 materials classed as not mailable and to shipnents that exceed
wei ght and size limts for parcel post. (See Postal Manual.)

GENERAL ADMINISTRATION Supersedes p. ¥, TN-70.8 TN-T1.16 (9/20/71)



MATT, AND MESSENGER SERVI CES 12-10-10

B. Special Mail Services. These services shall be kept at a mninmum
to avoidadditional costs to the Government. If nore detailed
information is needed than that provided bel ow, customer offices
shoul d consult with appropriate officials in charge of mail
facilities. Requests for special mail services are made via
Form HEW=-76, Mailing Instructions

Air Mail Service. Normally, this service is used when nore than
2L, hours trme can be gained and where the distance is over 500
mles. Dispatching air mail on a Thursday or Friday iS normally
not feasible If regular mail wll reach the destination on a
Monday. Were the recipient is an organization that receives and
processes mail on a 24 hour shift basis or operates seven days

a week, exception would be in order.

Qertified Ml Service. Certified mail service is used for dispatch

where a record is needed of the sending and receipt of important
Papers s%ch as certain |egal or personnel docunents. (See C bel ow
or  uses.

| nsured Mail Service. Insured mail service is used for parcel post.
Use mninum fee unless otherw se required.

Registered Mail Service. Registered mail service is used to protect
val uabl e and important mail and provide evidence of delivery and
receipt.

Return receipts shall be requested only when proof of delivery nust
be made a matter of record.

Special Delivery should be used only under exception& conditions,
usual Iy for mail requiring immediate action outside the Government
agenci es.

Speci al Handling provides t he nDst expeditious handling avai |l abl e
for fourth class mail only. It is not used for special delivery.

C.  The mpjor characteristics of registered and certified majl
services are as foll ows:

Registered Ml (postage'at Certified Mail (for firgt-
first-class orairmail rate class donestic use orly).
nust be paid). Lower special fee charged.
Additional sealing devi ces may -Must be seal ed. No restric-
be used but not over inter- tion on additional sealing
sections of sealing flaps on devi ces.

envel opes

™-71.16 (9/20/71) Supersedes p. 5, TN=-TO0.8 GENERAL AIMINISTRATION
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12-10-L0
Aut henticated mailing receipt Mailing receipt prepared by
furni shed sender by post sender.
of fice.
Sender's return receipt Sane.
service.  (Cptional.)
Restricted delivery service Same.,
to addressee only. (Optionél.)
Conpl ete mailing records No record kept at the Post
kept at the Post Office Office. _ _
recorded in transit and Not recorded in transit.
separated fromother mil. Handled with first-class
Receives additional security mai | without separation,
if warranted.
Control led at Post Office of Not charged to carriers.
address by charge-out to Carriers identify mail by
del ivering enpl oyees. endor sement rul es governing.
Signed delivery kept two Sei ne.

years by Post Office.

Postal indemity provided, No indemity provided.
subject to limtations of

Governnent Losses in Shi pnent

Act (5 U.S.C. 13k, 13ka~h) if

value decl ared and fee for value

paid. | ndemmitynot pai df or

articles mailed under "Postage

and Fees Paid" rei nbursenent

arrangements.

12-10-50 MESSENGER SERVICES

A.  Regularly schedul ed pickup and delivery service shall be provided
for all offices of the Department. |t ghsll:

1. Be of sufficient frequency to meet the operating needs of the
offices served end mininze the need for special messenger
Services.

2. Provide an even flow of incomng and outgoing commrunications
t hroughout the regul ar workday.

GENERAL ADMINISTRATION Supersedes p. 6, TN-70.8 ~~-71. 16 (9/20/T1



MAI L AND MESSENGER SERVI CES 12-10-50

Messenger personnel shall be assigned to the central mail facility
wherever possible so that assignnent of routes will not be dupli-
cated and manpower utilization will be nore effective.

O fices served by messengers shall provide one "IN" and one "QUT"
box (plainly narked) for receipt and dispatch of conmunications.
These boxes shall be placed as nearas possible to the entrance

of the office which is to serve as the pickup and delivery station,

Desk-to-desk distribution of communications within each office

shal | be the responsibility of respective offices. \Wenever
practicable, conbined pickup and delivery stations shall be
established for offices functionally related or occupying continuous
interconnecting  space.

Urgent mail which nust be dispatched after the [ast regular messenger
pi ckup shall be delivered by the originating office or the clearance
point to the mail facility for dispatching.

Speci al messenger service shall be furnished, provided messengers
are available, the need is urgent, and regular service wll not
suffice.

Duties assigned to messengers shall be in keeping with the mssion
of the central mail facilities. Requests for other services shal
be referred to the mail room supervisor or other appropriate
officials for resolution

Material distributed by the mail and messenger activities shoul d
normal Iy be limted to comunications sent or received in the
conduct of Departmental or Agency business. The distribution
material prepared by enployee groups will be handled in accordance
with the HEw Personnel Manual where it deals with "Emnployee =
Managenent Cooperation.” COther material that is questionable
shoul d be brought to the attention of the mail room supervisor or

other appropriate officials.

TN-71.16 (9/20/71)
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Form HEW-U4Q

"MESSENGER RECBIPT CARD"

HEW-40

MESSENGER RECEIPT CARD

Deacription

Dﬂ“ B L TR ]
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From

Addressed to

Building

Time Received

Messenger,.

Time Delivered .

.....................

Receivedby ...

Form EEW-73 (MAIL CONTROL CARD") - 5-part Snapout

58701
T U.S GOVERNMENT PRINTING Orr cr 1967 264 D83

FROM:

CONTROL NO.

SUBJECT AND DATE:

DATE REC'O.

[OUE DATE i

REFERRED (t 1}

2)

(3}

(4)

DATE:

REPLY SENT TO:

DATE RELEASED

REMARKS ACKNOWLEDGED «DATL
O
NO ANSWER NEEDED
O xxram wrevnd

rzw'-n

REV. 3-86) MAIL CONTROL SCHEDULE

REMOVE THIS COPY ONLY=~ DO NOT SRPARATE REMAINING COPIES
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