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12- 20-00 PURPOSE.

This chapter establishes department policy for the use of official mailing
indicia and provides instructions for the payment of postage fees on all
official mail.

Ref erence: U S. Postal Service Manual, Part 137, "Oficial Mil," and the
U S. Postal Service "Payment fcr Oficial Mail" current wear.

12-20-10 DEFI NI TI ONS

A. Indicia mnil is mail sent with the phrase "Postage and Fees Paid"
substituting for a postage stanp ea the envel ope, mailing |abel,
self-miler, etc.

B. Postal Service Unit (Psy) is an HEWunit or group c¢i vritawhem
the U S. Postal Service has granted :postal mailing cede znumber.,
HEW Postal Service Units and their respective nmailing code zumbers

are:
Mai | i ng
Post 21 Service Units Code ¥uzber
1. Ofice of the Secretary (includes): 391
Ofice for Gvil Rghts
2. Ofice of Human Devel opnent Services 353
3. Public Health Service (includes): 396

O fice of Assistant Secretary for Health

Al cohol, Drug Abuse, and Mental Health
Adnmi ni stration

Heal t h Resources Adm nistration

Food and Drug Adm nistration

National Institutes of Health

Heal th Services Adm nistration

Center for Disease Control
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4. Education Division (includes): 395
Ofice of Assistant Secretary for
Education

National Center for Education Statistics
O fice of Education

5 National Institute of Education 398
6. Health Care Financing Administration 392
7. Social Security Adm nistration 397

12-20-20 USE OF OFFICIAL MAILING INDICIA

A. The term"official mail" applies exclusively to the business of the
government of the United States. Any matter transmtted under an HEW
indicia must pertain to official departnent business. Any other use is
prohibited.

Each Postal Service Unit nust have its mailing code nunber printed on
all its indicia mail.

B. Postal Service Units cannot use the mailing code nunber of another PSU

C. HEWenpl oyees responsible for the printing of indicia mail covers
(envel opes, |abels, cards, self-mailers, etc.) should insure that:

1. The approved eagle symbol, the HEW indicia, and the appropriate
mai | ing code nunber are printed in the upper right corner of
the address side, as shown below

.4

———
L
U.S.MAl

*(insert appropriate miling code nunber)

This marking nust be printed. It cannot be handwitten, type-
written, or hand-stanped on the envelope.

2. The nane of the department, the nane of the appropriate Posta
Service Unit, and the appropriate return address, including the
Zip Code, are printed above the notation, "Oficial Business" and
"Penalty for Private Use $300" in the upper left corner of the
address side, as shown in the follow ng exanple:
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DEPARTMENT CF HEALTH, EDBEATEON; AND WELFARE /oé&rnw /&u/u

OFFI CE OF THE SECRETARY
WASHI NGTON, D. C. 20201

OFFICI AL BUSI NESS
PENALTY FOR PRI VATE USE $300

D. Never use indicia envel opes for personal or unofficial mail, even
if you place stanps on the envelope. This prohibition also applies
to the personal mail of hospital patients. Never'use a governnent
envel ope of any kind for personal correspondence.

E. Ofices served by an interdepartnental nessenger service, (i.e., the
United States Official Mail and Messenger Service in Washington, D.C. ==
Run- St op- Servi ce) should use this service to the fullest extent
possi bl e. Use Standard Form 65, U S. Government Messenger Envel ope,
for this mil whenever possible. O herw se, use a plain envel ope.

Show agency stop numbers on the envel ope.

F.  Departnent enployees may, if for purposes of official business, supply
to menbers of the public printed reply envel opes or |abels printed with
indicia and pre-addressed to a Federal Governnent office or' officer.
These should be supplied for the sake of convenience in having persons
submt information for official purposes

Project officers may supply envel opes or |abels to departnment
contractors for use in accordance with contractternms and U S.

Postal Service Regul ations. The envel opes nust bear'the printed
return address of the department over the words "Oficial Business.”
Never use the nane and return address of a private person or firmon
an envel ope utilized for official mailing. This includes envel opes
mai l ed by a contractor as well as envelopes used in reply to a
contractor's inquiries

HEW Postal Service Units that have contractors performng mailing
services which interface with the U S. Postal Service nust obtain

a pernmt for the contractor before such mailings may be entered into
the mailstream

Wien a special mail service is required, supply a reply envel ope or

| abel preprinted with the type of special nmil service desired. Users
of reply envel opes or |abels may not add their own markings for these

Servi ces.

G. Never supply envel opes or |abels to an individual or concern

1. If lawor regulation require the requested information
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2. If the requested information pertains primarily to the person's
own business with'the Government (e.g., a clain, a persona
matter, orthe application for Federal funds under a grant
program

3. Forreplies to a mailing list circularization; however, self-
addressed cards or envel opes without the official mailing indicia
may be provided for the use of respondents to circularizations of
mailing |lists.

12-20-30 USE OF POSTAGE STAMPS FOR OFFICIAL MAIL

A.

B.

12

Departnment employees shoul d use postage stanps for official mail when
the use of an indicia woul d hanmper their tasks (e.g., when the success
of investigative work performed by the department woul d be jeopardized).
The officials listed in paragraph 12-20-40B, or their designess, can
authorize the purchase of such stanps.

The department will reinburse enployees in foreign countries for
foreign stanps purchased for official business.

Department enpl oyees should return stanps supplied by an inquirier
If the stanps are not affixed to a self-addressed envel ope.

-20-40 PAYMENT FOR POSTAL SERVI CES

Law requires government agencies to reinburse the U S. Postal Service
for all official milings.  Such reinbursenent can be made from any
funds available to an organization. For the purpose of postal service
billing, HEW is divided into seven Postal Service Units (see paragraph
12-20-10B). FEach PSU negotiates, consistent with department policy,
directly with the U S. Postal Service for payment of postal charges.
Each PSU shal |l send its postal service paynents to:

Di sbursing O ficer
U. S. Postal Service
New York Postal Data Center

Mai n Post O fice Building
New York, New York 10099

To obtain further information regarding the payment of USPS char ges,
contact:

Chief, Postal Managenent Branch

Di vision of Admnistrative Services
O fice of Managenent Services
Ofice of the Secretary

The U S. Postal Service bills each Postal Service Unit quarterly on
the basis of an annual estimate prepared by the PSU and furnished to
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the US. Postal Service by Septenber 1. This estimate should be

based on the preceding year, correlated with projected volune trends
As an alternative reinbursenent procedure, HEW Postal Service Units
may use the Sinplified Intra-Governmental Billing and Correction
(SIBAC) System which provides for the automatic montlily transfer of
funds from Federal agencies to the U S. Postal Service. The officials
listed bel ow are responsible for preparing and submtting the posta
service estimtes of their respective PSuU’s.

Postal Service Unit Responsiblef fi ci al

Ofice of the Secretary Director, Ofice of Minagenent
Services

O fice of Human Devel opnent Director, Ofice of Adminis~

Services tratlon and Managenent

Education Division Assi stant Commissioner for
Admi ni stration

National Institute of Education Assistant Director for Admnis-
tration and Managenent

Public Health Service Deputy Executive Officer

Social Security Administration Associ at e Commissioner for
Managenent and Administration

Heal th Care Financing Administration Director, Division of
Admi ni strative Management
Service

€. Regional administrative officials are responsible for conducting respective
regional mail counts in accordance with prescribed procedures as set
forth 4n this chapter.' Regional POC units, including Office of the
Secretary, will submit their postal service estimtes to their parent
or primary funding organization.

D. The U'S. Postal Service annually distributes the format for reports
of annual mailing estimtes. Capies of the current format can be
obtained fromthe Chief, Postal Managenent Branch (see paragraph
12-20-404).

E.  The Postal Managenent Branch, Division of Adnministrative Services,
0S, will furnish to each Postal Service Unit by August 15 of each year
a report of the actual mailings for that agency made by the Printing
and Visual Systems Branch, DAS-CS.

F. Departnental policy provides these three methods for estimating annua
mail costs:
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1.

G. Esti

An actual count of the nunber of pieces of mail and conputation

of postage payable over a representative one-week period occurring
each half of the fiscal year. This is the mninmum sanpling
mandat ed by the U S. Postal Service and the random weeks to be
used are selected by the Postal Service. The departnment

strongly recommends a one-week count occurring each quarter of

the fiscal year. The anount of postage for these periods wll

be averaged and projected into an annual estinate.

NOTE: A count by weight may be substituted where a conversion
bet ween wei ght and nunber of pieces has' been cal cul ated
by the mailing facility and approved by the USPS. Due to
the wide variation in types and classes of mailings, a
department -wi de conversion table is not feasible.

Program workl oad figures may be used in lieu of sanpling by those

organi zati ons which can establish ratios between program workl oads
and total postage costs. Under this nethod, periodic sanplings of
special surface mail are necessary to verify trends.

A beginning inventory of indicia itens, plus acquisitions, mnus
closing inventory may be used as an estimate of postage costs. In
this nmethod, a periodic sanPIing of special nmail services is
necessary to deternmine total nmailing costs.

The Chief, Postal Managenent Branch (see paragraph 12-20-40A)
can provide detailed information regarding inplementation of the
met hods descri bed above.

mat es of postal service costs shall include:

Al'l official matter entered in the U S. Postal Service such as

first-class mail, special delivery, registered nail, certified
mai |, foreign mail, parcel post, periodicals, postage due items
where postage woul d ordinarily be paid upon delivery, proof of

mai lings, reply cards or envel opes, return receipts, etc.

Adj ustments for vol um nous mailings occurring in other than the
sanpl e period or for planned increases or decreases in prograns
whi ch woul d affect the anmount of nail

The final reinbursement anount must be fully docunented with respect
to type and size, class, quantities and rates applied in accordance
with the U S. Postal Service current format. Postal Service Units
wll submt summary data with a copy of its procedures for sanpling
and estimating fiscal year totals tothe Manager, Covernnent

Revenue and Exami nation Branch, USPS, as soon as possible at year
end, but no later than Cctober 31.
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H. Mil sanmpling to determne estimates of postal service costs shal
not include:

1. Express Mil. 'Express mail is billed separately fromthe rest
of postal usage.

2. Actual mailings by the Government Printing Ofice. The U S Posta
Service will bill Postal Service Units separately for their GPO
mai | i ngs.

3. Milings made by printer-mailer contractors engaged through the
Government Printing Office or through other channels must be
accounted for and docunented on an individual basis.

|. Postal Service Units should include funds to -cover the paynent of
postal services in their annual budget requests. Postal Service
Units can reinmburse the USPS for postal services fromany funds
available to the PSUs. |n nost instances, a PSU will distribute
postal service costs among the various conponents of the PSU.  Some
suggested nmethods for allocating postal service costs to conponents
are:

1. By past experience adjusted to.reflect known changes.
2. By reports of fndicia itenms procured by components.
3. By the number of staff producing correspondence in the conponent.

4. By workload data or other management docunents
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