MAIL MANAGEMENT BULLETIN
FY 2014
August 14 — September 14

1315 East West Highway (SSMC3/Suite 3866)
Silver Spring, MD 20910
Office: (301) 713-2411
Fax:  (301) 713-2303

Welcome to the NOAA/USPS mailing and shipping bulletin! The home of new and exciting
postal information!

Have you enjoyed the summer? It’s time for back to school and more traffic!

Your contacts for NOAA’s Mail Management functions:
Rita E. Argueta— NOAA Mail Manager, (301) 713-2220 x181
Floyd Creecy — National NOAA Mail Manager, (301) 713-2411 x165

It is really important that you read the information provided in the bulletins. The mail
bulletin provides the most up-to-date, cost-saving, and correct information regarding
NOAA mailing procedures and safety.

You are encouraged to suggest fresh and interesting postal topics. Please feel free to submit
changes and/or offer suggestions to make this bulletin useful and beneficial to you and everyone
who reads it. It would be appreciated if you would pass this information along and notify us of
anyone you know who is responsible for mail and is not receiving this bulletin.

POSTAGE METERS

Postage Information
“Save Time with New Postage System”

Currently locations that use postage stamps have the option to utilize Endecia.com (a GSA
vendor) to purchase their USPS stamps. This will save you time by eliminating the need to go to
the post office to buy stamps. Additionally it will save time and effort by eliminating the need for
manual reporting. All these benefits and there’s no monthly cost to the user. YAHOOOOO!
That’s right, no cost to have the ability to purchase your stamps online. All you have to do is
print them from your desk. No need to go to the post office. Endicia.com will also do the
reporting for you for free. That’s right | said “FREE” that means no money.

If your location desires to take advantage of this opportunity you must contact your Mail
Management Team Rita Argueta at rita.e.argueta@noaa.gov or Floyd Creecy at
floyd.creecy@noaa.gov to have your account activated.
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“Postage Stamps Accountability”

A few locations have opted to use USPS Postage Stamps for mailing. The Mail Manager must
report all mailing and shipping expenditures to the Department annually. In order to report those
expenditures all locations using postage stamps are required to manually provide reporting to the
Mail Manager. Each location will be provided a spreadsheet. You will be required to submit the
report monthly to the Mail Manager. Look for your spreadsheet in the mail soon.

If you have any questions pertaining to manual reporting please direct them to the Mail
Management Team Rita Argueta at rita.e.argueta@noaa.gov or Floyd Creecy at
floyd.creecy@noaa.gov to have your account activated.

“Save Postage Funds by Choosing Envelope Size Wisely”

The following article suggestion was sent in by Virginia Reed of the National Marine Fisheries
office in Woods Hole, MA. Virginia writes:

“I very often see wasted postage from various areas. | most recently received a T&A error
report (one page & 6 others not needed) in a large brown envelope. These "other"” pages had no
information | needed on them at all. They had very large numbers, dots and lines all over them--
probably computer generated. 1'm sure they meant something to someone but not the end user of
the one page. Not sure why they can't just send the one page.”

White business size #10 envelope:
$ .48 (metered) with up to four sheets of regular size paper
$ .69 with five sheets
Large brown envelope (9.5 x 12""):
$ .98 with just one sheet of regular size paper
$ 1.19 with 2-6 sheets
$ 1.40 with 7 sheets

Even Stevie Wonder can see the savings!

By clearly marking envelopes containing books, magazines, CD's, pamphlets, etc.; these items
can be mailed at the media mail rate which is much less than first class and priority rates.

“Thank you FP USERS”

If your location has a Franco Postalia (FP) meter and you have been executing a zero reset
because you did not download any funds during a month, THANK YQU!
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For all Franco Postalia (FP) locations, if you have not downloaded any funds to your postage
meter in the last 30 days please execute a zero reset. All you have to do is attempt a postage
download and select a value of $0.00 as the amount to be downloaded. Please repeat this
procedure during any month that funds are not downloaded to the postage meter.

Completing this procedure allows the NOAA Mail Manager to collect data regarding your pieces
mailed and postage used on reports from FP. This data must be reported to the Department of
Commerce to comply with GSA requirements. We appreciate your prompt attention to this and taking
the time to keep us informed.

Mail Safety & Security

Safety and Security

“Employee Keeps Everyone Safe”

Kudos goes out to Barbara Gerych, Administrative Assistant at the OAR Great Lakes
Environmental Research Laboratory in Ann Arbor, Michigan.

On July 17, 2014 Barbara identified a suspicious piece of mail during her inspection of the mail
at her facility. She remained calm and followed the emergency procedures at her location and
contacted the identified authorities. Barbara also took the time to contact the mail management
team keep to them informed, as well. Her vigilance provides security for everyone at the Great
Lakes Environmental Laboratory. Thank you Barbara!

Keep a suspicious mail poster up in your office. A suspicious mail poster can be ordered from
the USPS, FBI or copies can be made from the PDF provided on the mail management website
at: http://www.corporateservices.noaa.gov/facmd/logistics_management/mail_management/

“Wear Gloves When Handling Incoming Mail”

Wearing gloves will reduce your risk of being exposed to a potentially hazardous contaminant.
Yes, this will reduce your risk. It will not eliminate the possibility of a threat but wearing gloves
can reduce your exposure if it were to occur. The use of gloves can help provide safety by
protecting team members from dangerous germs including Anthrax along with a host of other
contaminants.

To further decrease your chances of exposure to a risk, the use of a mask along with wearing
gloves is the best way of providing cost affective safety for the possibility of contaminations
from fluids, powered or airborne germs when opening mail.

If you, someone on your team, or someone you may know, needs mail security training or
additional information on mail security please call or email your mail management team listed at

the end of the bulletin.
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“How to Limit Exposure to a Suspicious Substance in the Mail”

+«»+ Develop an emergency plan in response to a known or possible exposure to a suspicious
substance.

«+ Train workers how to recognize and handle a suspicious letter or package.

+¢ ldentify a single point of contact to open mail.

+«+ Screen all mail for suspicious letters or packages.

+«+ Do not open mail in an area where other personnel are present.

« If appropriate, have personal-protective equipment (gloves, masks, etc.) available for

employees who handle mail.

MAILING AND SHIPPING

“Domestic Small Package Shipping”

This topic, Domestic Small Package Shipping, is outside of the scope of the mail management
program for which this bulletin is dedicated towards but it’s a method of shipping that you might
be using. A website is under development as we speak concerning domestic small package

shipping.

NOAA is currently under the DDS2 domestic small package shipping program that utilizes the
UPS as the provider for such shipments. The DDS2 contract is set to expire on September 30,
2014. Beginning October 1, 2014, NOAA will be participating in the next generation of the
domestic small package shipping, DDS3. The DDS3 is a multi-award contract: the UPS and the
Federal Express will be providing domestic small package shipping services for NOAA.

If you have any questions concerning the DDS3 Domestic Small Package program, please
contact us or your line office small package shipping contact.

Mail Management

Information
“For your Reference”

All past mail bulletins as well as mail management guidance is posted on the Mail Management
website at:  http://www.corporateservices.noaa.gov/facmd/logistics_management/mail_management/

“Your Mail Management Team”

Rita Argueta, NOAA Mail Manager, (301) 713-2220, ext 181, rita.e.argueta@noaa.gov
Floyd Creecy, National NOAA Mail Manager, (301) 713-2411, ext 165, floyd.creecy@noaa.gov
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