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Mail

management
Mail management

should be
planned

to

provide
the most direct and immediate

flow of
mail

to the
point of

action Mail
operations

include mail
handling

methods and
procedures

such as

receiving opening, sating,
time

stamping, routing, recording,
all

controlling
and

following up.

Among factors influencing
mail

handling arrangements
are

size
and

complexity of
the

agency,
volume and

type of
mail and location

of buildings.
Consolidate mail and

file operations
If

possible,
the mail and

files of an office
should be

consolidated and
physically

located
together Benefits

wh will which will whiltare

(1)
routing

will be more accurate (2) searching
Service willbe

faster
and more

efficient

(3) any
need

for
maintenance

of duplicate
locator

files
will be avoided (4)the assignment

of file symbols
will be more accurate (5) combined

operations
will

require
less

space,equipment
and

personnel 16,
experienced personal

can be
shifted

more
readily from

task to task to

meet
varying

Work loads. No
price of

mail should be controlled more than one
point

in an
agency

Coordinate
routing All mail both

incoming
and

outgoing
should

befully
coordinated

by
routing

it to all interested
offices.

At the same time it is

important
not to circulate

materials
unnecessarily

to
offices

that have no real need
for the

information
Use

special equipment. Under the night uncumstances the use of special equipment will
greatly

expedite
mail

handling
and increase the gener

al
efficiency of

the mail and
file

unit
Large

agencies may find
it economical to use much

labor-baving
devices as the

following envelope

opening
machine cautomatic envelope sealing

machine (automatic) sorter
(liafty

and
pigeon

hole type addressing
ma chine (and related

equipment)
In each case the estimated

benefits
to be

gained through use of
the

equipment
must be

weighed against
its cont This evaluation should be band on actual workload

and should take into account: (1) the initial and maintenance corts
of

the equipment
(2)the volume

of
the Work (3) the

speed
with which this work must be

proceeded The
suit indicate that the

equipment
will

materially benefit operations
its

purchase
is

juslified

adequate space layout
A good space layout

is as
important

in the mail and
file

Plan

unit as in
any

other
office

or
shop. The unit should be so located that

heavy
mail

sacks and
packages

can be con

veniently
carried in

from port office
truck. In addition

it should be located as near the center of the
agency's offices

as
possible

in order to

be
readily

accessible This will also promote more
efficient mewenger

service.

The
flow of

work within the unit should be
carefully planned,

and the

eguipment layout arranged accordingly If possible
there should be two doors

to
facilita

the entrance and exit of messengers
The work

flow should be to

arranged that
incoming

mail at a
point

close to one door and
processed for

dispatching
near the other. Furniture and

equipment
should be laid out so
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there is little ormo
backtracking

in the
flow of mail and

transportation
distances

are cut to a minimum

Maintain
periodic

reviews - When mail and
messenger operations

have beenstudied

revised where
necessary

and installed the administrator or
supervitor

should not

consider that his task is
completed Periodic reviews

bya responsible official
are

necessary
to enture that these

operations
continue to

function on
a found basis

giving satisfactory
service at a reasonable cost

Correspondence management.

Plain letters.

Simplicity
must be the

greatest
virtue

of
all

plain
letters But a good plain

letter must have

too this 4-5 badge of honors (1) shortness (2)
amplicity

(3)
strength (4) sincerity

For shortness There are two tests
for telling

whether a letter is too
long

One is who then it
says

more than need be said The other is whether it takes too many words
for

what it

must
say.

M
applying

the
formula for

shorter letter it is well to remember that letters can

also be too short
Information

that will
give

the reader a learer
understanding

does not add
length and words that lend

countery of
tune are not useless Hereunde

are 5 rules
for

shortnets

1. Don't make a habil or
repeating

what is said in a letter you answer

2, Avoid needless words and needless
information True

brievity of expertion consists

of saying
what is worth

saying
and avoid tedious details about

things every
man

can
supply

for himself
3. Beware of roundabout

prepositional phrases
-

Replace roundabout
preportional

phrases
with

single prepositions
4. Watch out for nouns and

adjectives
that derived

from
verbs,

5-- Don't
quality your

statement with relevant "if"
For

simplicity
- For

simplicity
these rules must be

followed
1- Know your subject

so well
you can discuss it

confidently
and naturally

3 use short words, short sentences and short
paragraphs:

short words make

letters more talkable shout oentences make them more readable

3.
compact

Don't
separate closely

related
parts of sentences,

4- Tie
your thoughts together

to
your reader can

follow you from one toanother

without
getting

lost.

For
strength

- Rules for thength
1- use concrite, specific

words

2. use more active verbs The
ways to strengthen

letters and at the same time to

shorten sentences one to use fewer pattive
verbs and more active words. The



word
passive suggests

that too
many

verbs
of

this
form

weaken letters while the

word active suggests
that verbs of that

form
make them

stronger
3- Don't

explain your
answer

before giving
it. Give answers

straightaway,
then

explain
if necebary

4, Don't
hedge. - Hedged

statement loode
forcefulness

Bendes the reader
may get

the idea the writer does not Know what he is
talking

about

For
Anicerity

- Rules
for Anicerity

1- be human - Write in human terms if you want your sincerity
to shine through

your
letter Use

personal pronouns,
the

proper
names

of
the people you write

about, names that stand
for

human
beings.

2- admit mistakes. The writer who ad mits mistakes in
plain language

is herer
of

convincing others
of

his
Anicerity

3- don't overwhelm
your

reader with intentives and emphatics Useless
emphalic

give
the reader the

impression
we are

laboring
to

put
our

facts
across

They

may
even lead him to believe who are

trying
to convince ourselves

4- don't be
obsequious

or arro gant The found
of

a letter is
pleasing if

it is
simple

dignified
and

friendly

x A

Form letters

A form letter is a letter
printed

or otherwise
rejnoduced

and stocked in advance of
its

actual use There are certain standard that all
forms

letters should meet. when a form
letter

falls
below these standards we

get poorer quality
and higher cort. When it rises above

them
get

a
quality

of
saving

bonus
for exceptional performance.A

form
letter is

appropriate if (1) it is about a routine business or
informational

matter

(2) it is not in
fact

a
personal matter (3) it is not a

message
that will

bring grief
or Keen

disappointment
to the reades

If
We want

people
to read

form letters and read them
easily,

we must aim at this

standard (1) short sentences
averaging

not more than 21 words (2) short words not more

than 165 syllabes to 100 words (3) personal references
about

4 personal references per 100words

A letter must be
designed

in a number of ways
that are attractive as will as considerate

of
the

typist.
There are hix standards

designs for form letters (1)plain for
letters that will not

require fill.
ins in the

body
(2) alined

fill..
in :

for arranging fill-
ins that fall in the

body
of the letter in the

left margin
alinement (3)

itemized fill.
in for grouping fillins such

as names, dates and amounts in one
place under colum

headings
(4) check list: for

optional stale ment (5)
reference

number
for optional

statements
printed

on the back

of the letter (6) form
like for letters which are

part
box type form

Form letters are
usually reproduced in standard letterhead sizes The standard

sizes for
(1) letterheads and memo-andums: 8"x 10 1/2", 7"and 8"x 5 1/4 (2) portal



cards 3 1/4"x5 1/2"

Aform letter is a
sharp

device
for cutting conespondence

corts Hence all administrative

employee responsible for the program
should look

for
means to stimulate the use

of form
letters

When a
form

letter becomes inactive or obsolite announce the
fact

to the
staff immediately

and see that the
surplus

is removed from myply
cabinets and derks

x

& a

Guide letters -

Guide letters are drafted in advance
of

their actual use but
they

are not
printed They

are

typed
to look and read

exactly
like

individually
dictated letters

They
are

useful
when

printed
letters are impractical or when

typed
letters are more

appropriate
than

printed
ones

Guide letters are
often

useless or
impractical

and are
no help

at all
forthore

unutual or

unforeseeable questions
which are always plentiful enough

to keep us in
practice

on our dietation

Moreover when it comes to routine business
consespendence

they

are seldom as
practical

and

economical as
junited form letters

But when
printed

letters
fail

because
of variations in

outjiel matter,guide
letters can be

turned out with endless combinations or
paragraphs

and are more economical than
printed

ones.

Developing
a

guide
letter

hystem
- We can

develop
a
guide

letter
system by following

then seven
steps

step 1 Collecting
Have one extra

copy
made

of
each

typed
letter and memorandum.

Collect the
copies long enough

to
get a fair sampling

step 2 -
Sorting

- Make up a shoul list
of"Key "hibjects

like the
principal subjects in a

filing
system.

Sort the collection of copies accordingly
step

3 -
Inventorying

- Take one
Key subject

at a Time and listThe
repetitive

letters
by

then
specific topics

step
4.

Organizing
- Take the

topics from the
inventory,

and make an index to the letters.

Step
5 -

Drafting
Take the

repetitive
letters on each

topic
and

draft guide
letters or

paragraphs
to

replace
them

step
6.

Testing-
Find out how well the

guide
letters Work by trying

them outmi

actual Trachice

step
7-

Packaging.
Put the guide letters

together
in a

compact
derk

file
where

They
can be

carly found and
followed

How good a
guide letter

system
is it will not

operate smoothly
and

profitably
without adequan

supplies
and adequate training.

To put guide
letters to work

follow
then

suggestions
(1) set

an installation date on which the new
system

will
begin

to
operate

(2) See that there are

enough letter
files for each letter, typist

and reviewer to have one
of

his own (3) Plan a

simple
work

procedure
and

put
it in

writing
(4) Conduct

training
classes

for
the

people
who will use the letters 15) announce who will be

responsible for keeping
the

guide
letters

up
to date (6) design

a
simple form for

work
reporting

to be
prepared weekly



every
two weeks or once each month (7) finally

ask the
official responsible for

the
subject

matter to inhoduce the new system
with his endorsement and

hisappeal for
it

full

utilization

& a

Records
management

Each Federal
agency

is
required by

the Federal Records Act of 1950 to establish and maintain

a wards
disposition program

to keep
its records

moving
out

of high cost office space
and

filing

equipment
as

rapidly
as desirable

tuch a
program

includes two chief elements the retirement of
non current records to

economical
torage

and the
disposal of

records not
warranting further presentation

under

even the most economical
storage

conditions

Transfer
to centers, however, merely

involve a
transferof custody

or a new location of files

The
only way

to avoid
perpetual expantion of

wood
storage opace

and
constantly increating

masses
of records his in

vigorous disposal of
unneeded records

The
Key

to an
effective

records
disposition program

is the
agency

records control
syndom

schedule which lists and describes the records
of

the
agency,

and shows when
they

shall

be retired to a center or other
storage space

and when those not
warranting indefinite

retention shall be
disposed of

Even the best records control schedules however are
of

little value unless
they

are

systematically applied
to the record

of
the

office
when records become inactive in the

regional office they
shall be

transferred
to the

nearest Feveral Records Center Records are considered mactive when
they

are
referred

to less

than once a month
per

cubic foot of
material involved, i.e., if we have

votile
cabinets 116 who

feet)
and

they
are

referred
to

only
twice a week then

they
are

sufficiently
inactic to hansfer

to a Federal Record Center

Normally
it is recommended that

eligible
records

normally
be

hanffered
or

disposed of
once a year Neviation

for
such a timetable

may
be advisable

if
records accumulate

very

rapidly
In

summary
the exact time

of
actual

disposal
05

hansfer of particular
records should

depend on two
factors

(1) regardlin of
schedule

authorizations agency personnel
should not

dispose of
records

if
such records are Hill needed

by
the

agency for
administrative, legal

or

fiscal
minimumpurpose

(2) the cost
of

handling

records
for disposal

or
thansfer

should be
kept

toa

Careful timing of disposal
and

hansfer
action will hold down the costs

of handling
the

records. Technically additional records become disposable or
hansferable every day of the

year but to take action so
often

would be uneconomical and
inefficient

To avoid this

several
factors

must be considered (1) records should be
disposed of

and
hanffered during



slack
periods if possible The guide

rule should be to
interfere

as little as
pomble

with current

operations
(2) it seldom

pays
to

dispose of
or

transfer
records

invery
small

quantities
This is

the reaton records should not be
disposed of

or
transferred

more
often

than once a
year

(3)
files

should be cut
off penodically

so as to make their
disposal

or
transfer

as
eary

as

possible
(4) in order to

dispose
of a block

of files
it

may
be

necessary
to remore from the block

certain documents of
folders of continuing

value fuch extraction
of

documents
of folders from

larger files
is called

screening.
It is

exhemely
un economical to screen on a

paper-on-paper
bain

and
normallyeconomicalsavings

in
space

or
quipment

are not
sufficient

to
qualify screening

because
there are more alternatives

hansfer
the

file
intact to a records center where

they
can be

retained until
they

are
disposable

as a whole or
microfilm

the
file

intacl if the records

to be retained are
of permanent

or
very long

time value

when records have been
identified

as
eligible for transfer

or
disposal,

the
transfer

or
disposal may

take
place

mione ofseveral ways Transfer may
be to an

agency holding area, records center, or
depository

a Federal Records Center or under
very

unusual circumstances to the National Archives. Disposab may
be

by sal, salvage,
donation on destruction

Files
management.

The
process of putting papers into the

files
should be to

planned
and

practiced
that it will be

accomplished
without waste motion. Proper file

chawer
labelling

should enable the
file

clerk to go

directly
to the drawer where the

first paper
is to be

filed
These

steps
should be studied for for

economy of
motion (1) the

filing shelf
with

paper already
attached should be hooked onto the

handle
of

the nearest
file

chawer to right
on

left of
the one to be used (2) note the

file designation

of
the

toppaper
tobe

filed
(3) on

opening
the

file
drawer noteguide cards to determine

approximate
location (4) note

folder
lavels to determine

questic
location (5) of if papers

are
fastened

between

lover sheet, lift folder half way
out

of
the drawer, tilting

the folder
at an

angle gread open
the

folder
with one hand, remove contents with other hand, leaving folder

still in its telted

position
(6)

hansfer
contents to

filing shelf
and add

papers
to be

filed
7)

for
contents on

edge
to

align them if
loose

filing

is used (8) if papers
are

fastened
to

file folder,
remore

folder

from
awer

only after
the

folder
in back

of
it has been filted to mark the

spot for replacingA contribution to lake and speed offiling
is the

properuse of file
drawers. Then

sequence of
use, exterior

identification of contents, and volume of contents in relation to
capacity

ment attention

to the more ument records should be maintained in
file

drawers which
provide

the most direct

natural access Under this
arrangement

records
of previous years (normally

less active) will be

in the her accessible
file

drawer.
Types

and status of woods, subject categories and date heaks

should be shown on drawer labels and
sufficient

room should be
provided

inside
file

drawers

for anticipated expantion
and case

of reference.



Jelection of types of folders
should

labels

be
governed by particular

needs However to
ease, speed offiling

these
principles apply:

(i)
folder,

should be
uniform,

both as to kind and the
hige

and
type of file

identifications
shown on them (2)

folder
tabs should be direct lines rather than in

staggered

positions
(3)

folders
should be

placed
in a

conspictions, uniform position
(4)

folders
should contain

no more than the maximum amount of
papers for which

they
were designated.

As with
folders different styles of guide

cards exist
for

various
types offiles.

Those
for

alphabetical filing may
be obtained in

expandable
sets

ready for use Those
for subject files

usually
need to be

arranged according
to the

particular files
involved and must have labels.

General uses
for

their arangement and use
follow

(1)guide card inserts should be
uniform

(2)guide card tabs should be in direct lines
from front

to back
of file

drawers rather than in

staggered positions
(3) guide

cards should be
provided only

with amount needed, time too

many actually
slow down

reference

special
articles

of equipment
and

supply
can

further speed up the
getting of papers

into the

files.
Filing

shelves
free

both hands
for filing

Birth and hold
papers

next to the
file

chawers

being
used

Filing
stools lessen the awkwardness and

fatigue fet filing
into lower

file
chawers.

Colored
signals can be used to

distinguish
current year file folder.

small
supplies of

new
folders

fasteners,
dividers and corer sheet, rubbu

stamps
etc should be

placed
An as to be

comminity
at hand to the maximum number of

users
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