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TIPS THAT SAVE YOU TIME AD MONEY

REMEMBER. MAIL IS NOT FREEN!

1. USE THE PROPER SIZE ENVELOPE
Be sure 1o use the smallest size envelope thatis appropriate. Fold your
carrespondence if t all possible. This simple act can save you 23 cents or more; &
savings that really adds up.

2. USE THE PROPER ADDRESS FORMAT
Vour addresses must be typed, and in "All Capital" letters without punctustion (except
the hyphen betweenthe Zip+4)

3. USE CONSOLIDATED MAIL WHENEVER POSSIBLE

Consolidated mail sentto other miltary installations is called Pouch mail. Keesler
offers pouch mail service to 84 CONUS bases. Itis sert as Priority mail five days a
week and often reaches its destination faster than mail sentvia First Class. This
provides an inexpensive altemative to First Class or Priority mail and you can use an
envelope or Standard Form 65 (Holey Joejthousand miler)to send consolidated!

4. UTILIZE PRIORITY MAIL
Consider Priority Mail instead of other carriers when mailing on a Friday if delivery on
the following Monday is & reasonable objective.

5. OPTION FOR RECIEPT OF DELIVERY
A delivery receiptfor routine shipments can be obtained by enclosing a
self-addressed pre-metered postcard with the shipment Requestthe addressee
date the card and mail itback The costis 20 cents for a premetered reply card




[image: image2.png]Ul 6. PACKAGING
Reduce the size and weight of the material you use for packaging, This intum
reduces your postage costs

7. CONSULT YOUR ADO
Your unit ADO (activity distibution office), ususlly in your arderly room area is your
firststap for postal questions. lfthey are unable to help - please give us & call

The cost of mailing varies with each classification

Oversized/Underweight Mail

First Class, Standard, and Inemational Letter Class mail weighing one ounce or less
is

non-standard® ift exceests any afthe following size standard limits

111/2" in length

ar

£ 1787 height

ar

174° in thickness

ar

15 aspect ratia (Jength divided by height) daes nat fall bewween 1
to 1.3 and 1 to 2.5 inclusive.

*There s an additional charge on each piece of mail that is found to be
non-standard
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non-standard

In addition, pieces which are less than the following dimensions are non-mailable
in the USPS and will be retumed to you

31/2"in height
ar

5inlength

ar

007" in thickness (thickness of a postcard)

First Class Mail
Any mailable matter may be meiled as First Class mail. The following examples are
considered First Class matter and must carty postage at First Class or Priority mail
retes,

1), Matter wholly or partally hand-riten or type-writen (incluing identical copies
prepared by automatic typewiter), originals or carbons, invaices, (exceptwhen
accompanying the matter to which they relate), postal cards and postcards

2) Matter sealed and closed against postal inspection. Bills and statements of
account regardless of methad of preparation or quantity of identical pieces mailed,
except authorized enclosures in or atachments to Standard mail

3). Price lists with writerrin figures changing terns or prices

4). Any Business Reply mail

5). Blank printed forms filed outin writing, including canceled or uncanceled checks.





[image: image4.png]LI B). A computer printout may or may not be First Class matter. |t depends on the
content Contact BITC for additional information
“Ityou are not sure ifits First Class, ask us!

Discounted rates are available for 250 ar more letier sized pieces.

Cost:
102-$032 70z-$170
207-$055 Boz-$193
307-$078 90z-§216
407-$101 100z-$239
507-$124 1102-§262
60z-4147

Dimensions:
Minimum of 3' Hx 41/4" L
Maximurn of 6.125" Hx 115" L
Cannot exceed 0.25 in thickness

Alternatives: Third Class, Pouch

Priority Mail
AllFirst Class mail exceeding 11 ounces and not exceeding 70 pounds is
considered Priority mail and, atthe option of the mailer. any mail weighing 11 ounces
orless. There is no minimum weight limitation. There is a fat rate up to two pounds
Use Priority mail when 2to 3 day service is desired

Cost:
107t021bs-$3.00





[image: image5.png]Return

4lbs-§5.00
5 lbs- $6.00
Over Ibs, price is determined by the destination zip code

Dimensions: Limited o 108" in combined length and girth,
See Figure 5 HOW TO MEASURE A PARCEL

Alternatives: Fourth Class, Pouch
NOTE: Priority mail s a 2 day service between B4 major markets, ie. Aflantato
Dalles or Chicag to New York When using Priority mail, we recommend use of
Priority envelopes available atno charge thiough BITC.

Discount rates are available for 300 or more pieces.

Standard Mail (A)
The following is considered Standard Mail matter:

Circulars  Catalogs
Booklets  Newsletters

Merchandise Product Sarmples
Photographs Printed Matter

Each piece of Standard mail mustweigh less than 16 ounces. Anything heavier must
be mailed as Fourth Class or Priority mail. Reduced retes are available for mailing
200 r more pieces





