1.  MAIL PROCESSING
1.1	Organization around the processing of mail
Mail processing is concerned with all forms of handling, collection and delivery of letters, printed matter, packages and the like: mail processing runs like a red thread through the daily practice of an office or business. Every employee can make his own contribution to the organization of the mail processing. For example, take into account the time at which the mail of the company is brought to the USPS; make sure that you combine letters for one addressee as much as possible; keep informed of the USPS discounts for batch mail.
The mailroom does not generally come first when it is a matter of purchase of equipment. Still it is worthwhile to carry out daily recurring time-consuming operations using a suitable machine. The organization around mail processing is not the same in each company, but the intention is that you obtain some understanding of it so that you can help this organization to run as accurately and efficiently as possible.
1.2	Incoming mail
Private mail goes unopened to the addressee. Incorrectly delivered mail is sent to the correct addressee or returned to the USPS with the mention “Return to sender”.
[bookmark: _GoBack]Except the unopened letters each letter receives a stamp showing the date of arrival. This is generally the simple way. It can also be the task of the mailroom that a stamp indicates by whom the letter was opened, for which department it is intended and who handles the letter. The letter can even be provided with a storage number in relation to the archive register.
The incoming mail is recorded at the different departments or, in small firms, at a central point. This can be done in a special mail book or with the aid of a computer. Later it can be checked who has received the letter and whether it has been answered. With the aid of a computer this is simple, because YOU can look up the letter via the date as well as via the subject or the sender. Not all mail is recorded, advertising for example is not, but all mail that must be answered is recorded.
1.3	Outgoing mail
At the end of the day the outgoing mail is collected to be sent. However, before a mail item is ready for dispatch some activities must still take place in a particular sequence.
1.3.1	Addressing
A correct addressing ensures that a mail item reaches the addressee as quickly as possible. The first line is intended at a correct addressing for the name of the addressee. If there is a situation of the attention of a person (Att.), this comes on the second line. On the line before the last one the house number and street name are placed. The last line contains the postcode and the city name. 
1.3.2	Checking and recording
The date of the handling as well as the name of the person or the department by whom the work is handled is stated for every letter in the (outgoing) mail book or in a computer file.
1.3.3	Folding, folder insertion, sealing and sorting by mail item
After the correct addressing, checking and recording the folding of letters or brochures as well as the filling of envelopes can begin. Subsequently the mail items are sealed and sorted by type.
1.3.4	Franking and dispatching
The amount that must be paid for the transmission of a mail item, is closely related to the nature of the mail item and the weight of it. Besides the division into letters, printed matter, small packets etc., the quantity can also determine the level of the postage rate.
All information about franking, special services, etc. is to be found in the booklet "Postal Rates" that is obtainable at every post office. It is an essential aid for everyone that sends mail.

