The Office of Research Compliance
present

Mail 101 - Mailing, Shipping and
Receiving, Including Research Shipments

March 16, 2023



Session Agendo

Tips on mail & package prep to minimize postage cost & maximize service

Service differences between usingrESESEERSSERCRS ClEX

How to prepare for a department move and have the mail follow you

What is campus mail and what can be sent

How to locate package tracking resources

How to prepare large items for shipment and what paperwork is necessary

How to place orders with vendors & prepare P.O.s to avoid shipping surcharges
What Marketing Mail (bulk mail/nonprofit) services are available & how to use them
USPS Postal Rate Increases, Address Validity & how it affects me

How to order mailing materials through Supply Logic to have Mail Services prepare & mail
your project

When you must screen a shipment with Research Compliance and why

Who to call for information and advice
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Mail Services is the campus liaison to the USPS, UPS
and eCampus textbook Service for campus

We provide shipping consultation and resources to
the entire 01003 campus community

We administer the University's postal permits and
safeguard our nonprofit mailing license by verifying
compliance with federal regulations for design and
content

We assist Student Affairs and Campus Life desks with
misdirected and unclaimed student mail and
package searches
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We collaborate with the § College Courier network

"% Distribution Services receives and delivers shipments and
equipment to buildings that may have delivery challenges or
lack a loading dock.

T Al of these services are paid for by university funds and are free
and available to every UMass dept and affiliates

¥ postage is recharged weekly to individual speedtype accounts.

™ The annual postage expenditure for the Amherst campus is
approximately one million dollars.



* Mail Staff consists of 2 FT employees, 2
of our Mall staff are Certified
Specialists in Mailpiece Design and
Mail Center Management.

 Distribution staff consists of 6 FI
employees, all of whom are frained
Hoisting Engineers licensed by the
state of Massachusetts



Breakout Sessions: 4

» Mail Services: Campus/First-class mail, compliance and
rate change, miniRESNNESSEIENCOSsT adnd Mmaximize service

» Marketfing Mail (Bulk Mail): Program mailings, address lists,
compliance and available services, Supply Logic ordering
for Marketing Mail jolbs.

» Distribution Services: Prepare large items for shipment,
placing orders with vendors & prepare P.O.s to avoid
shipping surcharges

» Research Compliance: When you must screen a shipment
with Research Compliance and why





https://www.umass.edu/mail/
https://www.umass.edu/mail/

Conicliais 8

Rob Leveille - Mail Services Supervisor Direct Line 413.545.1084
rleveille@admin.umass.edu Homepage: www.umass.edu/mail

Customer Service Call Line: 413.577.9500

Todd Zaganiacz — Marketing Mail Lead Direct Line 413.545.3158
Toddz@admin.umass.edu Homepage: www.umass.edu/mail

Customer Service Call Line: 413.577.9500

Kevin Billieux — Technical Assistant Distribution Services Ofc 413.545.3313

kbilieu@umass.edu Homepage:www.umass.edu/mail

Ellie Kurth — Export Control Compliance Specialist e 113.545.5201

gkurth@umass.edu Homepage: hitps://www.umass.edu/research/research-compliance
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Caomielisstdell. . .
...What is ite

Campus mail is any communication that conducts
University business and will remain on the Amherst
Campus.

There is no postage charge to send campus mail!

How does our mail system work?

» Maill Services picks up Incoming USPS mail from the Post
Office weekdays at 8:30 and 10:00 am.

» We add campus mail o the inbound USPS mail and deliver
to the designated mailrooms in campus buildings.

» Outgoing building mail is collected once daily during
delivery.



Who is responsible for mail in

campus buildingse

>

For single occupant buildings, sorting responsibility is
designated by building coordinator or office
manager.

Mail sorting within multi-department buildings is
typically shared by all building residents.

Sorting routine is established by the building
coordinator or the largest mail-stakeholder in the
building.

Duties are shared at the direction of the
Coordinator or appointee with other departments
sharing sorting responsibility.



What happens to the mail that
Is collected from my building<¢

>

>
>

Outgoing mail is sorfed by requested class of service

ALL USPS or UPS Packages require a digital shipping label

Our staff keys in the shipping label when required, adds
postage and dispatches to carrier daily
(UPS at 3pm , USPS QIS SENSIRN

Postage is paid using your department’s postage
speedtype account for recharge.

‘Pack & Ship' program through our Marketing Mail office for
high volume shippers.

EMS Webview browser app for high-volume shippers. Allows
entry of your own shipping labels to expedite the process.



How should mail be addressed?

Correct Address Label Formats

FACULTY AND STAFF EXAMPLE

Recipient Name Jonathan Glass-Beaker

Department Name Chemistry

Room and Building Lederle Grad Research Tower Rm 374
Street Address 710 N Pleasant St

Amherst MA 01003-plus 4 Amherst MA 01003-9305

CAMPUS MAIL CAMPUS MAIL

Recipient Name Rob Leveille
Department Mail Services
Building and Room # 120 Tillson Farm Rd - Rm 121

STUDENT RESIDENCE HALL STUDENT RESIDENCE HALL

Recipient Name Jane Q. Student

Residence Hall - UMass Oak Hall - UMass

Street Address & Room # 143 Commonwealth Ave rm 438
Amherst MA 01003 - Plus 4 Amherst MA 01003 - 9253




INnfro 1o Letters, Flats and Parcels:

What is a Letter ¢

Dimension

Height

Length

Thickness

-
11172
max.
Minimum
3-1/2 inches

Einches

0.007 inch

Maximum

6-1/8 inches

11-1/2 inches

1/4 inch

S



What envelope should | use? 4

When appropriate, use a #10 envelope with
applicable University branding for your department.

» Triangle flaps process much better through our high speed equipment.
Avoid square-flap invitation envelopes.

> White envelopes are the best choice; Avoid dark or fluorescent
co’ors. Meter Imprints are red and must contrast with the envelope
color.

» Blue or black ink ball-point pen, or printed label

Simple Font such as Calibri, Arial or sans serif between 8 & 16 pts
Fancy script fonts will confuse the USPS OCR camera.

Omit all punctuation.

> Size correctly for contents, should not be able to shift. Contents
creased, not puffy or bulging.

> Window Envelopes require the address to be fully visible including the
zZip code. There should be 1/8 inch white space between the address
and the window edges on the envelope.

> Speedtype on envelope.



2023 USPS Posiage Increase 7

Letters and Postcards

The proposed Mailing Services price changes include the following:

Proposed Prices

FCM International Postcards $1.40 $1.45

FCM International Letters (1 oz.}

There will be no change to the additional-ounce price of single-piece letters and flats, which remains at 24 cents. The Postal Service is also sesking price adjustments for Special
Services products including:

s Certified Mail * Money order fees
* Cost to purchase insurance when mailing an item * Post Office Box rental fees

As operating expenses continue to rise, these price adjustments provide the Postal Service with much needed revenue to achieve the financial stability sought by its D

America 10-year plan. The prices of the U.S. Postal Service remain among the most affordable in the weorld.

« Letter mail increases $0.03 to $0.63 for a one-ounce letter
« Postcards increase $0.04 to $0.48

International letters include postcards and increase $0.05 to $1.45



2023 USPS Posiage Increase 3

Priority Mail Classes

The proposed domestic Priority Mail Flat Rate retail price changes are:

Current Prices

Large Flat Rate Box £22.45 2.80

The complete Postal Service price fili with prices for all products can be found on the PRC website under the Daily Listings section at pro. ily. For the Shipping
Services filing, see Docket No. CP2023-42.

The Postal Service provides additional resources to assist customers regarding the price changes. These tools include price lists, downloadable price files and Federal Register

Natices. This information will be available on the Postal Service's Postal Explorer website at pe ceChange/Index on Wednesday November 16, 2022

The increases in the Priority Mail Class are:
- Medium Flat Rate Box increasing $0.05 to $17.10

- Large Flat Rate Box increasing $0.35 to $22.80



Certified Mall 10

» Certified Barcode placement must avoid meter imprint.

» Return Receipt on back of envelope.

CERTIFIED MAIL

IMIEHIN

7017 2kL80 0000 0895 5121

SENDER: COMPLETE THIS SECTION COMPLETE THIS SECTION ON DELIVERY

B Complete items 1, 2, and 3. A. Signature
B Print your name and address on the reverse X
so that we can return the card to you. S e
B Attach this card to the back of the mailpiece, S eehve By Crinsc fame)
or on the front if space permits. .
1. Article Addressed to: D. s delivery address different from item 12 [J Y
If YES, enter delivery address below: [ No

3. Service Type [ Priority Mail E
‘ 0 Adult Signature
| O Adult Signature Restricted Defivery .
O Certified Mail®
j} 9590 9402 3091 7124 1779 85 1 Certified Mail Restricted Delivery
B Sokect o Dobvery Restricted Delivery [ Signature
T2, Article Number (Transfer from service labe) L gy Fleahi " 0 Signature

7017 2ka0 gopoo 0895 5121 o lnze’urasdsaloailﬂasuicledbellvew Restricted
: 4381 1' July 2015 PSN 7530-02-000-8053 Domestic Return Receipt |

=




INnfro to Letters, Flats and

11
Parcels:

what is a FlChss

Flat-Size Mail

For automation rabes, s&a sira standards i CA20.

Dimension Minimum Maximum
Height  6-1/8"" 12°
Length 11-1/2°" 15°

Thicknass 0.250° (1/4")* 34"

" Must excesd af least one of thesa
hather-SiFe MAXImLTS.

*Do not use clasp-envelopes. If you have inventory to use leave clasp flat.
The clasp and flap must be taped over with shipping tape



INnfro 1o Letters, Flats and
Parceiss

12

What is a Parcel ¢

70lbs or less

Parcels
Dimension Minimum Maximum
Height 5" 17°
Length 6" 34"

—' —7 . Thickness  1/4" 17°
. Weight 6or8oz* 35 Ib.

* For details, see machinable parcel
criteria in 4.1¢.

*Keep packaging as compact as possible. Allow enough space to add
bubble wrap, air pillows or foam peanuts for protection.



Confracted Shipping Services 13

USPS works closely with Mail Services to maximize the customer
experience with services provided. Dedicated customer service
rep, close relationship with Amherst Postmaster

UPS is on contract to provide negotiate rates for shipping. Better
tracking visibility, more expensive and less customer services
than USPS.

FedEx does not provide regular daily service to campus like USPS
and UPS. Less reliable incoming delivery, no relationship with Mail
Services.

DHL predominantly handle international shipping, and inbound
delivery. No relationship with Mail Services.



Understanding 15
USPS liiGiE Sias!

tsity of Massachusetts Amherst visit  Apply

TAGE AND FEESPAID iy
RIORITY MAIL

Jec 12 2017
Mailed from Z1P 11356
PM Cutic 10 Zove 2

Mail, Distribution & OpScan Services

Campus Mail Domestic & International Mail m Order Forms & Requests OpScan Services

PlusPrice

MAIL 2-DAY

CERTIFIED MAIL
USPS Shortcuts

[T =

h
}————-——-——-———J 2017 2LA0 0000 0895 5121

USPS TRACKING #

SHIPTO:

ELIZABETH BOGDAHN
] UNIVERSITY OF MASSACHUSETTS AMHERST
! 70 BUTTERFIELD TER
l AMHERST MA 01003-9242

L

9405 7102 0098 6632 358039

f
USPS TRACKING M

LRI

200 1929 9091 5100 1503 94
ELELTRINIL RATE APPROVED #96990151

BOK § or g




Campus Mail to

he Five Colleges 4

> Mail can be sent t

O

- Amherst College - Hampshire College

- Mount Holyoke

- Smith College

- Five Colleges Inc.

» Pickup at 120 Tillson 9 am, Mon — Fri

» Write a complete
were sending first

delivery address as if you
class mail.

> To the left of the address, write:
"VIA & College Courier™



Personal Mail Policy 17

Personal mail is any mail that has a return address that is not @
campus address.

Personal mail should never be processed using a speedtype
account or bank card.

UPS Campus Ship or Worldship accounts should never be used
to process personal mail. In spite of advising that UPS discounts
extend to faculty, staff and students, there is no reliable
mechanism in place to assist with personal use of these rates.

USPS & UPS prepaid return service (A.R.S. or R.S.) labels and mail
that is imprinted with “Postage Paid” or “No Postage
Necessary” can be mailed. Leave in out-going stamped mail.

USPS Postage for personal mail can be purchased at the
customer service window at 120 Tillson Farm Road during
regular business hours.



International Mail Preparation

>

>

All Int’l mail that is not a letter requires a customs form.

Package Shipping Preparation Form for Domestic & International
Packages found on Mail Services webpage

Custom forms must be digitally submitted when posted; hand-
written forms are not accepted.

USPS Requires Country name to be fully written out
(ho abbreviations)

Both USPS & UPS now require a Harmonized Tariff Code. There is a
look up link on Mail Services home page. Research Compliance
can also assist.

Write Air Mail or Par Avion to the left of the address, on an angle.
For any research shipment, foreign or domestic, Research

Compliance must approve the shipment and recipient prior to
contacting Mail Services. May be directed to eShip Global.



Mall Services Contact 19

Rob Levellle - Mail Services Supervisor
Direct Line 413.545.1084

rleveille@admin.umass.edu

Customer Service Call Line: 413.577.9500

Homepage: www.umass.edu/mail



mailto:rleveille@admin.umass.edu
http://www.umass.edu/mail

Distribution Services

Physical Plant Receiving, Central Receiving

» Capable of receiving all sizes of trucks and freight
» Pallets, Crates, Lab equipment, computers

» Deliveries to all departments on and off campus
» Opscan Services Deliveries

» Outbound shipping- UPS, FedEx, returns, freight

**For shipments that contain hazardous materials,
please contact Environmental Health & Safety for
assistance.


Presenter Notes
Presentation Notes
Slide 1 Overview of our services 
This is a basic overview of the services provided by Distribution Services, located in the Physical Plant on UMass campus. This overview is designed to assist staff members who may find themselves responsible for ordering items that may need to be shipped to campus, or who may need to ship items from campus. 
We are located on the first floor of the Physical Plant building, at 360 Campus Center Way. We are sometimes called Central Receiving or Physical Plant Receiving, however Campus Distribution is the preferred term for several reasons. Central Receiving can be confused with Campus Center receiving, located in the Parking Garage beneath the Campus Hotel. Physical Plant receiving can be confused with the loading dock located on the North side of the building, which is for Custodial Supply warehouse. Both terms can be confused with Central Stores, which is also located in the Physical Plant building, but is not equipped to receive items from most couriers. 
We are a full service receiving and loading dock, equipped to receive freight items off tractor trailers and parcels from couriers such as Fed Ex and UPS. We have docks that can accommodate large trailers, forklifts and other equipment to move freight and many other items shipped to campus.We deliver to any on campus location and some off campus locations.We manage freight and parcels shipped from campus 


pus Center Way

: R g i



Presenter Notes
Presentation Notes
Slide 2 
Most large items arrive at our docks on tractor trailers or flatbed trucks.  



For the most accurate directions
to the facility entrance, use:
N 42 23.5639 W 72 31.9924

If- II" ;'.I- irth

Agricuhuml
Enginssring
B uilding Morth

Agrculiural
Enginesnng
Budding
Centra

Agnoultura’
Enginasnng
Buidding

wiith

Distribution Services
134 Physical Plant

Receiving Docks:
360 Campus Center Way

N 42235639 W72 31.9924



Presenter Notes
Presentation Notes
Slide 3 Finding the Docks 
If you need to come to the dock to inspect your freight, outbound or inbound, or to have a package processed for shipping via UPS, you would enter from Holdsworth Way. The Campus Center Way address is the exit, and it is one way. 
GPS will bring you to the second floor entrance of the physical plant building. If you enter via this entrance, stop at the service desk and they will call us or give you directions to find us on the first floor, just off of the elevator. 



Distribution Services Staff

= o
\Y v
L

Jim DeRoy Kevin Billieux

Mark Kosloski Dave Morneau Kenny Perkins

(RY


Presenter Notes
Presentation Notes
Slide 4 
Distribution staff 





Receiving Small packages 5

UPS, FedEx and other small package carriers will deliver
parcels directly to your location on campus.

It Is Imperative that you provide a clear shipping address
on the PO or verbal. When ordering from your suppliers
INsist on the following formai:

Your Name and Department

Building and Room Numiber or Suite Number (very
important)

University of Massachusetts

Your Street Address,

City, State ZIP

Signatures are usually required


Presenter Notes
Presentation Notes
Slide 5 Parcel Deliveries 
 
We receive Fed Ex, UPS, DHL and small couriers as well for the Physical Plant administration staff, trades staff and Alterations staff. We also accept packages for Reslife staff.We have daily UPS and Fed ex deliveries. UPS has two trucks on Campus, and we see both of them each day. Fed ex also has two trucks on Campus, one for express packages and one for Ground level service. These are two different companies, and it is beneficial to familiarize yourself with the level of service provided and the origin of the delivery route. Fed ex express originates in the Hatfield depot, and requires a signature at the delivery point. Fed ex ground originates in the Chicopee depot, and does not require signatures at the delivery point. When ordering items to be delivered to Campus, the address should be as specific as you can make it. This way if it does come to our dock, we are able to find the end recipient more efficiently. (note address example on slide 5)Smaller box trucks and couriers should be able to deliver directly to you if you have ordered something, however for various reasons items come to us. Some couriers contract to deliver only to a central point on campus or may have trouble finding entry points to certain buildings. Many will deliver directly to your office, such as WB Mason. 


For Freight deliveries

» Name / Dept

» UMASS DISTRIBUTION SERVICES
» 360 CAMPUS CENTER WAY

» AMHERST, MA 01003-9248


Presenter Notes
Presentation Notes
Slide 6 Freight Deliveries 
 
Large items or items over 150 pounds will more than likely arrive on a larger truck. Many couriers offer lift gate services, but many building access points do not accommodate larger vehicles. Larger vehicles can also cause increased traffic congestion on Campus during the school year, and it is better to have them come to us. We can move them later in smaller trucks and have better access to many of the buildings on campus. Your name and the department name should be enough for us to contact you when it arrives. A purchase order  number can usually be found on the packing list, which can give us more information. These items should be addressed to us at 360 Campus Center Way with your name on the address label.  
At this point I would like to note that this differs somewhat from how CEMS would like the addresses to appear on the labels for all hazardous materials and chemicals that will be sent to 179 Lederle.  
 
It is important to note that if there is a liftgate charge or limited access delivery charge on your waybill and the truck did not come directly to you, you should call the courier and have those fees waived. 



UPS surcharges Actual invoice

Page 3 of 6

- UPS FREIGHT LTL
UPS F+€ight TEMPERATURE CONTROLLED

REMIT TO:
P.O. BOX 650690

DALLAS, TX 75265-0690
ORIGINAL FREIGHT BIL

SHIP DATE ORIGIN FREIGHT BILL NO. Net Amount Due
03-08-2016 GAR 795667412 $ 586.77 USD

CONSIGNEE: 16514837 P.O. NO
AOCOI94916 Payment Due

UMASS AMHERST
%LIFE SCIENCE LAB B NO. 08

240 THATCHER RD RP 424888 04- 2016
AMHERST, MA 01003 ADY SCAC DATE BEY SCAC

SHIPPER: 34356140 BILL TO: 02841001
UNIVAR UMNIVERSITY OF MASSACHUSETTS

100 N SAM HOUSTON RD 380 CAMPUS CENTER WAY
MESQUITE, TX 75148-2742 M.IHER_E‘-_‘_I'_. MA 01003

PCs | HM | PKG DESCRIPTION WEIGHT NAFC CLASS
=+ SHIPMENT REWEIGHED ***
DR |CHEMICALS NOI 315 OE0D00-00
78.00% DISCOUNT
001850 LTL FUEL ADJUSTMENT
012000 UMITED ACCESS PUDEL
03000 PROTECT FREEZING FEE
002500 REWEIGH FEE
00152-GAR ORIGINAL WGT/REWEIGH
SHIPMENT WEIGHED AT GAR.
WEIGHT DECLARED AS 00152 LBS
ACTUAL WEIGHT IS 00315 LBS
ADDITYONAL DELIVERY INFO.
RCVNG HRS 7AM-3PM
012500 LIFTGATE SVC-DEST
50 CUBIC FE -
TBFAX4 ACCT #
** FREEZABLE PRODUCT **
TR RN Anem L
SARAH PERRY 413 545 6435
UPGF 6180 0144950
UPGF 560 10/26M5CN 12638
1 TOTAL 315
AMOUNT DUE 586.77 COL

If you have questions regarding this invoice, please contact Customer Service at 1-800-333-7400.



Presenter Notes
Presentation Notes
Slide 7




Presenter Notes
Presentation Notes
Slide 7 Outbound Packages and Outbound Shipping 
 
If you have an outbound package that is small enough to carry, you may leave it in your mail room. The mail clerks will pick it up and bring it to us for the courier to pick up during their scheduled stops each day 
UPS packages can either be labeled by you or if you attach the address and a departmental speedtype number we can generate a label for you through UPS Worldship. 
Please type label information so they are legible 
Fed ex and other shippers will need a label already affixed to package 
Please use only approved packing materials. No medical tape or duct tape. 
We can provide some packing materials, but it is best to keep some on hand for your needs. 



9

UPS Surcharges 10

“on-call” pickup at your desk - $6
per cal
Daily Site pickup - $13.50/wk

~uel surcharge +

Residential surcharge +

Delivery area surcharge +
Extended Delivery area surcharge
i

Undeliverable return- $21.90
Address Correction surcharge $18.



Presenter Notes
Presentation Notes
Slide 8


Tracking Packages

BAD ADDRESSES HAPPEN
CONFIRM DELIVERY WITH TRACKING NUMBER
DISTRIBUTION OFFICE 5-5082 JIM

MAIN DOCK PHONE 5-3313

10


Presenter Notes
Presentation Notes
	
Slide 8 Tracking Packages 
In many cases, even if you have configured your shipping information properly, a label may not contain all the relevant information. This happens for various reasons, such as a third-party shipper that has received an order from the company you have ordered from. They often do not get all of the information you have provided. In these cases, it is recommended that you track your shipments so that you know when they arrive. This means staying in contact with the vendor, and making sure they provide you with tracking details. Often we can help you to find the package, as we will accept packages addressed to campus even if the recipients information is not on the label or on the packing slip.
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Presenter Notes
Presentation Notes
(Slide 9) We hold these packages in a special area of our warehouse, and they can be easily found in our internal tracking system if you call looking for a package with a tracking number. Please note the staff members in Distribution who may sign for your packages, on slide 4- the tracking information from the shipper should show a consignee signature for the delivery. If it is one of our names, you are on the right track by contacting us at the numbers listed on the previous slide (8)

https://www.ups.com/WebTracking/track?loc=en_US



OUTBOUND FREIGHT %



Presenter Notes
Presentation Notes
Slide 10 Outbound Freight 
If you are shipping out larger freight, we will pick it up for you at your building and hold it in our warehouse for the trucking company to pick up at our dock. Some buildings have full service docks, such as Conte, but space is limited. It is best to contact us, and use our services for outbound freight whenever possible. We can provide some services such as shrink wrapping pallets of loose items and strapping items to pallets. We do not build crates. In general, specialty crates can be purchased for your items. 
We can help process shipping papers such as the Bill of Lading, but we will need some information from you.  There is now a web request form on the Mail Services website to request outbound mailings and shipping.  New regulations require Harmonized Tariff codes which can make shipping documents more complimented. When we receive a request, we will process the shipment for you .


https://forms.office.com/pages/responsepage.aspx?id=C4vQe5UzwU2Uu9Cy5WpJfxoKpr4ppTpKvfprUk_GD8RUMkpSMlhUUEhLVUlFMFozM0ExNDBMRkVYWC4u&sid=729ed2ba-dba3-4909-90db-a214303d5667
https://www.trade.gov/harmonized-system-hs-codes

OPSCANS AND E

BLUEBOOKS FOR EXAMS



Presenter Notes
Presentation Notes
Slide 11 Opscan Services and Bluebooks for Exams 
Our involvement with Opscan services includes keeping in storage the scoreable exam sheets and the bluebooks for written exams. We deliver these to your office when you  order them through Printshop Pro on the print Webdesk website https://umass.webdeskprint.com/ 
 
We will deliver all scored Opscans to a staffed office in your department. Signatures are required for these items. Please include professors name room number and building on the Opscan services job ticket , so that it will appear on the outside of the sealed envelope. 


https://umass.webdeskprint.com/PSP/app/PSP_Start.asp

W
E
L
COM
E

7




500 pieces for First-Class Mail (for discount postage) (maximum 16 ounces). /
200 pieces or 50 pounds for Non-Profit Mail
The size and shape of your mail piece will affect the price you pay.

2023 Rates (effective 1-22) (per qualifying piece)







Imprint Meter impression
indicia

~Or~

* THE COST FOR NON-PROFIT POSTAGE IS ABOUT ONE THIRD OF THE COST OF FIRST CLASS.

How long will Bulk Mail delivery take as opposed to First Class?

* FIRST CLASS ON AVERAGE IS 3 TO 5 DAYS TO GET TO THE DESTINATION.

* BULK MAIL CAN TAKE UP TO TWO WEEKS IF TRAVELING ACROSS THE COUNTRY.



Create or acquire an address list.
Check and verify data accuracy.
Make corrections before submitting.

Abbreviate as much as you can as long titles do not always fit.

Send ONLY the information we need to print on the piece. /
NO hidden rows, columns or formulas.

Before preparing the job for print we run the list through

NCOA (National Change of Address) for cleansing and address

move updates.

Alumni lists come to us already cleansed.
Proper Database Design can be found at /

https://www.umass.edu/mail/sites/default/files/resource-files/database_design_memo_1.pdf



Proper Database Design

IMPORTANT NOTE:
DO NOT hide any cells, columns or rows.
s Please delete any data not intended to be

included.
DO NOT use any formulas or lookup tables
Your data file should follow this format: + Flat file format ONLY
Maximum 65 characters Max 50 Max 80 Max 50 Max 50 Max 24 | Max 2 | Max 8 Max 24 Max 50
delivery
prefix | first | mid | last | suff | company title address alt address city st zip country campus
Mr John M Doe Jr Apex Inc V.P. 175 Main St Apt 1 PO Box 2 Boston MA | 01201
Country Campus
- Field can also Name mail and
It is acceptable to . ; spelled out 5 college
Full name in a single field is also insert additional Cogltj‘t'g :L;]art],qgg:;or ionULL for address?es
acceptable but it impacts the integrity of columns for Dept. Customs must be
locating duplicate records I\ilricgn?Ncl)arxotS%e(rer::re)r acceptance unique

Proper design and maintenance of your database will:

e Reduce postage costs
e Reduce mail preparation costs
e Improve delivery and recipient results

Q. How do | go about correcting addresses in my database?

A. There are several tools available from Mail Services, many at no
charge, that offer address update and correction resources depending
on the age and condition of your database.

Tips for successful database management-

Have written guidelines and standards for data entry personnel to follow
Keep one master list- do not use secondary or shadow lists
Aggressively pursue address updates and make corrections promptly
Request a list of bad addresses whenever you send a mailing

Call Mail Services at 5-2488 for database consultation and advise

Remember- your mailing is only as good as the quality of your addresses
“An address is not like wine—it does not get better with age” anonymous

Wwmaaffpwsersicharleswordidatabase_design_memo.doc
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Augusta Savage Gallery UMassAmbherst | Augusta Savage Gallery NSHSPI'POﬁ:aOrgi :
S. Postage | §

103 New Africa House

University of Massachsuetts PAID

180 Infirmary Way ADDRESSRIOOIIONG Permit No 2 |
Ambherst, MA 01003 SHOUUIDIHAVEIBEEN[SPUITEPR®APERIAY4 Amherst, MA

A126120

Portraits in Red: Missing & Murdered Indigenous

Women & Girls

Nayana LaFond

January 30 - May 12, 2023

Opening Reception: Monday, January 30, 5-7 p-m.

Artist Talk: Wednesday, February 8, 6 p.m.

Striking portraits of Indigenous women and girls raise awareness and bring healing to
victims and their loved ones

R Caa

WL H-“..-’v“‘;,c:-

This exhibit is presented in partnership with UMass’ Women of Color Leadership Network.

Additional events: AUTO**ALL FOR AADC 060
Avery Joi Quartet 97108
Wednesday, March 1, 7 p.m. REBEL MCKINLEY ]
Vocalist Avery Joi leads this Western MA Jazz/Neo-Soul/R&B ensemble comprised of ROBERT F. KENNEDY CHILDREN/S ACTION CORPS | EXPERIMENT WITHS
Jazz in July Alumni 15 PAPINEAU ST

HOLYOKE MA 01040-3417

This event is in partnership with The Jazz In July Program.
How We Go Missing: Anishinaabe Theater Exchange 'IIIIIII"'Hull'l'lH"II'IIH'I""'l“'||i|||||]|lll”|"l|ll

Friday, April 21, 7 p.m. _ . _
Stories of Indigenous relatives through performances of survivance against colonial

violence, lateral violence, and invisibility
This event is in partnership with UMass’ Women of Color Leadership Network.

GALLERY HOURS: M, T 1-7 pm; W-F 1-5 pm

All events are free and open to the public
located in New Africa House near University Health Services LEAVING'’ADEQUATE SPACE FOR’ADDRESS PRINTING

413.545.5177 www.fineartscenter.com/augusta

et D O e




Most common reasons delivery addresses fail

Missing Street Number (example = Broad Street)
Missing Apt or Suite Number (example = 23 Broad Sireet)
Incorrect Street Number (example 23 should have been 27)

Simple Spelling Errors (example 23 Round Cicrle = Circle, Street most
common misspelled).

Spaces between street address / Apt (example = 23BroadSt Api12B)
PO Box incorrect (example = BOX 48 or 48 PO BOX)

Address database not kept up to date (example deceased persons,
business closed)

2 Streets listed (example = 23 Broad Street 37 Apple Street)

6500 people an hour file an address change request with the USPS
3.4 billon dollars in undeliverable non-profit mail in 2022
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Better Quicomes.

Quote & Question Form for UMass

UMass has partnered with SupplyLogic to be the preferred supplier of printed
material and branded merchandise.

Campus *

® UMass Amherst
(C) UMass Boston

) UMass Dartmouth
() UMass Chan

() President's Office

() UMass Lowell

QUOTE INSTRUCTIONS

For orders of items not featured on the portal, such as mailings or special projects. Please
use the link below to request a quote or ask questions to a SupplyLogic representative.
Note that all fields with a red * are required

Upon receipt of the Quote Request, SupplyLogic will provide the quote, a confirmed
schedule, contact information and details regarding how to provide artwork to SupplyLogic.

Naote that UMASS requires a Buyways Purchase Order Number be submitted to SupplyLogic
(DSSL HOLDINGS LLC) in order to begin production. Production times will begin upon receipt
of this PO.

Project Details

Project Title *

Job Number
If Applicable

Project Type *

Choose the one that best fits this project.

For Stationery Items, please see the SupplyLogic Punchout in Buyways.

(O Flyer/ Letter (O catalog (O Poster () Signs () Invitation
() Postcard () Mailing Package (Letter)  (_) Brochure (folded pages)




() Bulk ship to 1 location
@ Bulk Mailing (Multiple locations)

() other (See Comments)

AMHERST Campus Only: If mailing, who will prepare & distribute the mailing?

Choose one.
If choosing UMass Amherst Mail Services, click the link below to log in and complete the
mailing portion of this request.

https:/fumass.webdeskprint.com/PSP/Appnet/PrintOrderPublic/L anding.aspx?LPID=4

S IWI A () UMass Amherst Mail Services () supplyLegic

Better Qutcomes.

Mailing Date

QUOte & QUEStion Form for UMaSS Please indicate the date this project is expected to mail

UMass has partnered with SupplyLogic to be the preferred supplier of printed 5]
material and branded merchandise.

If unchecked, provide details in comments.
["] confirm that art file contains an indicia & speed type number

Proof Required *

@ Yes, Digital

() Yes, Hard Proof shipped to my location

() Mo Proof Required

File Upload

Please provide an art example (if available) or any additional support materials. If
requesting a quote for multiple items, please attach a listing with specifications. If you
choaose "Multiple Items" - attach a listing of items and specifications here.

If Mailing with SupplyLogic, separate instructions will be provided for secure sharing of the
mailing list. Do not attach here.

(PDF, Excel or Word files are welcome)




Let us help make your bulk mailing a success.

Contact us at 545-3158 for
pre-preparation assistance.

We can discuss with you the

placement of the address panel and piece material.

Dimensions of the piece.
Letter rate vs Flat rates. (self-folded mailer)

Finalizing your production work order placing
your job on our radar. This form can be found
online under Mail Services/Order Forms
and Requests.

https://umass.webdeskprint.com/PSP/app/PSP_Start.asp



Additional Services Available through
Mail Services

Inserting (from one to multiple insertions)

Matching (from one to multiple insertions)

Tabbing (folded self mailers)

Folding (single or multiple sheets)

Labeling and Addressing (direct print or address labels)
Sealing

NCOA address updates



MAIL SERVICES CONTACT

i Todd Zaganiacz _
i toddz@umass.edu _%

i 413-545-3158 _/
/,




UMassAmbherst

The Commonwealth’s Flagship Campus

Export Control Training

for

Mail Services 101

March 16, 2023

Gabrielle (Ellie) Kurth
Export Control Compliance Specialist
Office of Research Compliance (ORC)



Enforcement Examples

Texas Tech, 2003 UMass Lowell, 2007 Princeton, 2021
* Dr.Thomas BtJ-tI'er |  Exported items subject to * Exported animal pathogens
exportgd Yersinia pestis to EAR to SUPARCO in India (ECCN 1C351) to countries
Tanzania without a license without license. including U.K., Canada,
‘ E)I(:s(:?;iccai?c::moll\lumber « SUPARCO on a U.S. Australia without a license
(ECCN) 1C351 government restricted-party  « Controls apply to certain
. list (Entity List) biological materials even if
 Reported missing to FBI :
37 400 civil v, 2 * |tems could be exported materials are attenuated or
iea;s . ;Ir\i/sloaegisz'rt without a license, but not to widely available
privileges denied for 10 a listed entity * $54,000 civil penalty
years « $100,000 civil penalty,

suspended, 2-year
probationary period

Portions excerpted from 10/6/2020 presentation by U.S. Department of Commerce, Bureau of Industry and Security (BIS) to members of the
Association of University Export Control Officers (AUECO).



Export Control Regulations

* What are Export Controls?

» “Export controls” are U.S. laws and regulations that
restrict the export of sensitive items, information, and
services to foreign nationals, within and outside of the
United States, and to foreign countries.

* Export controls also restrict activities within certain
countries and with designated institutions, entities, and
individuals, even if no controlled items are involved,
through sanctions programs and restricted-party lists.

* Why are they imposed?
eIl f * To protect national security and achieve foreign policy
rrTTl ] objectives.
|




UMassAmbherst

What Is An Export'?

* Export
* An actual shipment or transmission out of the United States, including
the sending or taking of an item/defense article out of the United States,
in any manner (e.g., ship, hand-carry, electronic transmission, etc.)

* Deemed Export

* Releasing or otherwise transferring technology/technical data? or
source code to a foreign person in the United States; such a release is
deemed to be an export to the foreign person’s most recent country of
citizenship or permanent residency (for ITAR, to all countries in which
the person has held or holds citizenship/permanent residency).

* The release of export-controlled technology can occur through a visual
inspection (such as reading technical specifications, plans, blueprints,
etc.), a discussion, or through practice or application.

* 1See 15 CFR § 734.13; 22 CFR § 120.17.

* 2Technology and technical data are broadly defined terms that include information required for the
| design, development, production, manufacture, assembly, operation, repair, testing, maintenance or
B modification of items/defense articles. This includes information in the form of blueprints, drawings,
photographs, plans, instructions or documentation.




Primary Export Control Regulations and

Enforcement Agencies™

Homeland Security Investigations (HSI)

Primary Export Licensing Agencies

U.S. Dept. of State
Directorate of Defense Trade
Controls (DDTC)

U.S. Dept. of Commerce

Bureau of Industry and Security

(BIS)

U.S. Dept. of Treasury
Office of Foreign Assets Control
(OFAC)

* Regulates Export & Licensing
of Single-Use Defense Articles
(mulitary and space applications)

¢ (Controlled Items List:
- U.S. Munitions List (USML)

* Regulations Defined By:
* “ITAR

*  Violations Enforced Under:
* AECA

* Regulates Export & Licensing of
Dual-Use Commodities
(Commercial & Military Applications)

* Controlled Items List:
- Commerce Control List (CCL)

» Regulations Defined By:
*EAR

«  Violations Enforced Under:
EAA/TEEPA

» Regulates Licensing of
Transactions involving
sanctions & embargos

* Comprehensive & Selective
Regulations may apply to:
+  Countries
+ Companies
» Individuals

» Regulations Defined By:
+ Sanctions/Embargos

» Violations Enforced Under:
« IEEPA

Excerpted from presentation by Special Agent Jacquelyn Metzger, Homeland Security Investigations, at the 2017 AUECO

Conference. (*Other agencies also impose export controls, but these impact universities most often.)

UMassAmbherst
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What types of items might be
subject to export controls?

* Examples:

e Sensors and lasers

* Computers and specialized software
* GPS/GNSS equipment

* Night-vision equipment or cameras (e.g., high-
speed, infrared, underwater)

* Drones
* Biological/chemical materials
» Mass spectrometers

These items may be classified for export, but will not
necessarily require a license to ship

Even if your item is not controlled, we still need to
screen the recipient, affiliation, and destination
country



. UMassAmbherst
What shipments need to be s

for export controls?

All international shipments and certain domestic shipments must be screened

for export controls

* Export controls apply even if the item is being shipped to the country where it was
manufactured

* Key questions to assess:

1. Is the item controlled for export to the destination country?

2. What will the item be used for?

3. Isthe recipient on a U.S. government restricted-party list?

4,

Is the destination country or recipient subject to U.S. government sanctions?
e Sanctions may be targeted towards specific goods, companies, or individuals

e Sanctions may also be comprehensive (Iran, Syria, North Korea, Cuba, certain regions of
Ukraine)

7



Flow chart for approval of shipm

ORC and EH&S are ORC and EH&S screen

automatically notified based and approve through

Is the item:

1. A research material
(e.g., newly-synthesized
material),

2. Hazardous (e.g.,
lithium-ion battery or
various chemicals), or

3. Biological (e.g.,
bacteria, animal
specimen). Is this an

international

shipment?

on the information you
provide (e.g., material, longer if we have
destination)

Use eShip

Note: It may be appropriate to use other carriers (DHL, UPS,
FedEx) for certain international shipments of equipment. In these
situations, you still must request screening from ORC.

eShip (~1-24 hours;

guestions)

Use the Mail Services
Global webform. ORC will be
automatically contacted to
screen the shipment. (You
can also contact ORC for
screening if you do not use
the webform
)

Use Mail Services
(ORC screening not

needed)



mailto:gkurth@umass.edu

How can | speed up the SCré UMassAmbherst

0rocess?

Be as clear as possible when describing the shipment
* |tem to be shipped, what it’s made from, and intended use
e Recipient (person and their organization)
* Destination address

* For equipment, provide the name, model #, and value (or a link to the item on the manufacturer’s
website!)

Welcome to UMass Mail & Distribution Services

search this site Go
Campus mail service is provided to students, faculty, and staff of
the Five College community for University related businessA.
UMass Mail & Distributions Services offers: Compl lance
e Incoming/outgoing mail pickup and on-campus delivery Information
e Campus inter-office mail delivery « eShip Global

e Bulk mail services

« Mailpiece design assistance —

e 5 college campus mail pickup and delivery e §
= Distribution services

= Campus mail supplies

* OpScan Services intake and processing USPS Shortcuts

Start your mailing order online today! e Zipcode Lookup

e Export Controls

» Shippirgtazardous-Materials

* Shipping Prep Form for
Domestic & Int'l Packages
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Other ways we can assist you

* Commercial invoices and item

descriptions of Massachusetts Amherst

College of Natural Sciences

* Customs documentation (or Department of Geosciences
p e r m itS) SHIPPED TO: SHIPPED FROM:

Pole Position Logistics AS Ray Bradley
Adtn/: Arctic Capacity/Henrik Lassen/Bradley |Dept of Geosciences,

e I_a rge international Shlpments Of Port iof Longyear 627 N. Pleasant Street

9170 Longyearbyen, Svalbard Univesity of Massachusetts Amherst

research equipment NORWAY Amherst, MA 01003

Phone: 413-545-2120 Cell: 413-512-1487

DESCRIPTION OF SHIPMENT AND CONTENTS

Supplies for scientific expedition to northern Greenland

EMPLOYER IDENTIFICATION NUMBER (EIN]: 04-3167352

DECLARATIONS

There are two 12v batteries in this equipment (in box #1)

Export control Harmonized
Estimated classification tariff system

value number code (U.S.
BOX No Qty ltem Description/use [usD] (ECCN) Schedule B)
1 Zarges aluminum box
1 UWITEC sampling gear Supplies 5100 EAR99 9015.80.8040
1 Van Doren water sampler & messeng'sampling egipment 200 EAR99 9015.80.8040
10



Other ways we can assist you

* Harmonized tariff codes/Schedule B
numbers

* Required for all international shipments

(except documents)

UMassAmbherst

Harmonized Tariff Schedule of the United States Revision 2 (2023)

Annotated for Statistical Reparting Purposes

XVI
85-36
Heading/ [Stat. Unit Rates of D
Subheading |Suf- Article Description of 1
fix Quantity General Speci
8517 Telephone sets, including smartphones and other telephones
for cellular networks or for other wireless networks; other
apparatus for the transmission or reception of voice, images
or other data, including apparatus for communication in a wired
or wireless network (such as a local or wide area network),
other than transmission or reception apparatus of heading
8443, 8525, 8527 or 8528; parts thereof:
Telephone sets, including smartphones and other
telephones for cellular networks or for other wireless
networks :
8517.11.00] 00 Line telephone sets with cordless handsets................. No....c...... Free?
8517.13.00| 00 SMArPRONES.....ce e No..e... Free

Harmonized Tariff Codes Now Required

Effective March 1,
2023, USPS customs
forms require the
Harmonized Tariff
Code (HTC) be
included for everything
shipped internationally,
except documents. UPS
has had this in effect for
years.

There are two search
tools that we recommend to help determine the proper HTC - The U.S.
International Trade Commission HTS search tool and The U.S. Census
Bureau search tool. Both of these tools will provide up to a ten-digit
Schedule B number (which includes the six-digit HS code). The six-digit
HS code is required on the customs form(s). Should the code be more than
six digits, you need only include the first six digits.

Click this link to view an info
de Administration, titled Understanding Your

Products HS Code.

35% 11




Export Control Contacts and Resources

* Ellie Kurth, Export Control Compliance Specialist
e gkurth@umass.edu
e 413-545-5201

* Dan Sacco, Sr. Associate Director, Office of Research Compliance

e dansacco@research.umass.edu
e 413-545-3468

* UMass export controls Website _
(https://www.umass.edu/research/compliance/research-safety-and-
security/export-controls)

Exportlc)ontrols Website (https://www.umass.edu/research/compliance/research-safety-and-security/export-
controls

12
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