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Marcelle Bousson
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ASSESSMENT # 3

Mail Services and Shipping

1. Give short answers to the following questions:

i. What is meant by the term ‘Non-Address Information’ Provide examples?
 Non-Address Information is when the printing appears in or near the OCR read area and it could cause the piece of mail to be rejected.
Make sure no portion of the return address appears in the read area, or it will cause it to reject it.
“To ensure that the equipment locates and reads only the delivery address, non-address information (advertising copy, company logos, etc.) that must appear in the read area should be positioned above the delivery address line…”
· Brentwood Advanced Secretarial and PA Course – Unit 3: Mail Services and Shipping

ii. What is postal automation and how can it be beneficial? 
Postal automation help you clean up your list and add valuable ZIP + 4 (5-digit zip code plus 4-digit addendum) and carrier route information. The benefits are mutual, is more accurate and readable for your company, and provides faster sorting of mail and fewer undeliverable.
      To clean up your list you can: 
2. Standardize your address list, making sure cities match the zip codes on the list. 
3. Change all characters to uppercase for increased readability by automation equipment.
 4. Correct minor misspellings and add missing directions and suffixes.
 5. Validate or correct each five-digit zip code.
 6. Add the extra digits of ZIP + 4 codes. 
7. Give you a report on any address that cannot be coded. For example, you’ll discover which address needs an apartment or suite number to be complete ServicesMail or which address does not exist as given.

· Brentwood Advanced Secretarial and PA Course – Unit 3: Mail Services and Shipping


iii. List several examples of hazardous and illegal items that cannot be posted.  

· All kinds of poison or matter containing poison 
· All snakes, turtles, spiders, poisonous animals (except scorpions), poisonous insects, and poisonous reptiles.
·  All disease germs or scabs.
· All explosives, flammable material, and mechanical, chemical, or other devices or compositions that can catch fire or explode

· Brentwood Advanced Secretarial and PA Course – Unit 3: Mail Services and Shipping

2. For a package to arrive in good condition at its destination, it’s important to observe four basic principles in packaging your shipments. Discuss.  

Packaging Use a corrugated container…. They come in a variety of strengths and weights.
           (3 basic types: single-wall, double-wall, and triple-wall containers.)

Box that is large enough … To protect the contents from punctures, tears, or rips on the corners or side of the box when turning in transit.

Protect the contents.
It may be a good idea to wrap the contents in plastic. Use wadded-up newspaper, air bubble pack, foam peanuts …
The packing material should be placed on the bottom, on all four sides.

Close the box securely.
Use car-ton sealing tape, water-activated paper tape, or water-activated reinforced tape (Most shipping companies, including the USPS, will not accept boxes tied with string. Nor should you use masking tape or regular cellophane tape)


     Use the proper labeling.
· Make sure you include the full address and a zip code
· Your company’s return address 
· pack a copy of the label with all the identifying information inside the box so if the outside label is damaged or removed
· Place the labels on the top, secure it with several strips of clear carton sealing tape over the label to prevent it from falling off.

· Brentwood Advanced Secretarial and PA Course – Unit 3: Mail Services and Shipping


3. Provide examples of when Insurance, Registered Mail and Special Handling may be required. Explain the benefits of each.  

Insurance for any lost or damage packages with contents valued. It’s beneficial to insurance your packages to not be at lost when the Royal mail failed to deliver your package in a good condition or is lost.
can be purchased for third- and fourth-class Mail, as well as for Third- and Fourth-Class matter that is mailed at the Priority Mail or First-Class Mail rate Insurance coverage up to $25,000 can be purchased on registered mail, the most secure service offered by the Postal Service. For articles insured for more than $50, a receipt of delivery is signed by the recipient and filed at the delivery post office.

Registered Mail for valuable and important mail. 
Registered articles are placed under tight security from the point of mailing to the delivery office, registered mail is the most secure option offered by the post office. providing added protection for valuable and important mail. Insurance may be purchased on domestic registered mail up to $25,000 

Special Handling for parcels contents that require additional care in transit and handling. (live poultry or bees)
Special handling is available for Standard Mail only, including insured and COD mail. This service provides preferential handling to the extent practical in dispatch and transportation. Special
· Brentwood Advanced Secretarial and PA Course – Unit 3: Mail Services and Shipping
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