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Scope Statement
The Department of Administrative Services, State Services Division/Publishing & Distribution (P&D) offers both interagency mail shuttle service and a large volume delivery service to state agencies and counties located in the Salem area and along the I-5 corridor from Portland to Eugene. These services are designed to effectively meet the interagency shuttle transportation and delivery needs of state agencies, and have been doing so successfully for over 30 years.

OAR Authority Governing State Mail
Delivery Services

DIVISION 40

MAIL/DELIVERY SERVICES
125-040-0001

Definitions
As used in this chapter unless the context requires otherwise:

(1) “Department” means the Oregon Department of Administrative Services.

(2) “Interagency Mail” means:

(a) Mail that is not legally required to bear United States Postage; and

(b) Originates from persons employed in some capacity by a state agency; and

(c) Concerns official business of a state agency; and

(d) Is addressed between state offices, facilities, or agencies.

(3) “Regular Interagency Mail” includes standard letter and manila envelopes weighing up to three pounds. Interagency parcels means items deliverable between state agencies and not exceeding 102 inches in length and girth combined nor weighing more than 50 pounds.

(4) “U.S. Mail” means items which carry U.S. Postal Service postage paid in full on each piece according to its class and weight category.

125-040-0005

Mail Services
(1) Customers. The Department of Administrative Services provides pick up and delivery of U.S. mail, and interagency mail and parcels for state agencies, as defined in ORS 291.002. These services may be extended to local governments by intergovernmental agreement. Private persons and organizations may not use interagency mail and parcel delivery services.

(2) Private mail:

(a) In compliance with U.S. Postal Service regulations, the department will not accept and deliver mail from private persons and organizations unless the mail carriers cancelled U.S. Postal Service postage;

(b) Private mail that does not have cancelled U.S. postage will be stamped “Return for Postage” and sent to the United States Post Office. For example, mail delivered by a professional association for direct distribution to state agency employees will be refused without cancelled U.S. postage;

(c) Items submitted for interagency mail service may be opened and inspected except for sealed letters. The department reserves the right to refuse any item submitted to the state mail system. Items which may be refused include hazardous toxins, biomedical material, disease germs, explosives, personal mail, negotiable instruments such as bonds, cash, bank deposits or bearer instruments, and mail generated by private organizations without indication of cancelled U.S. postage;

(d) Notice of the department’s interagency mail practices will be posted in state mail rooms and pick up and delivery points. Posters are available from the Department of Administrative Services, Services Division, State Mail Operations, 550 Airport Rd. SE, Salem, OR 97310-1543. Telephone 378-4708.

125-040-0010

Delivery Disclaimer

The department is not responsible for timely delivery of time critical mail. Mail senders assume all risk of delay, loss or destruction of mail submitted to the state mail system.

Stat. Auth.: ORS 283

Stats. Implemented: 

Hist.: GS 6-1988, f. 12-1-88, cert. ef. 1-1-89

Interagency shuttle service features

· Eleven drivers in step vans traverse pre-determined routes on a set time schedule every day.

· Collectively the drivers make over 400 stops daily, and transport nearly 12,500 pounds of interagency mail, postal mail, and parcels.

· Incoming interagency mail is sorted for delivery to the agency as addressed. In many cases, it is delivered to its destination the same day.

· Incoming postal mail is routed to metering area at P&D. After it is processed, it is delivered to the USPS. 

· The shuttle picks up parcels and returns them to P&D for shipment via common carrier. 

· Drivers pick up and deliver to a pre-determined location at each stop. The building location may or may not be secure, and the pick-up location may or may not be staffed. (See NOTE below.)
· The contents of interagency mail envelopes and packages are not known to P&D. 

· If the send-to address on the piece is an address that is on a route, the mail piece is sorted to the correct route. If the send-to address is not a route stop, it is returned to the sender with an explanation. If there is no return address, the mail processing and distribution manager opens the item and attempts to determine a destination or return address.

· Special deliveries of negotiable documents, i.e. deliveries outside the normal scheduled routes, are invoiced monthly at published delivery rates.

· This service is funded through biennial assessment to agencies. The assessment is based upon geographic zone and material weight.
Defining characteristics of interagency mail

· Standard 9x12 interagency envelopes with TO and FROM boxes

· Manila envelopes, all sizes, with or without TO and FROM labels

· Small and medium sized packages, with or without TO and FROM labels

· Envelopes and packages bearing handwritten notations, such as “To: Joe . . . From: Marie” 

· Lab samples in taped coolers and vials in sealed bags

· Zipped vinyl bags, differing colors and thicknesses, some locked, some not

· Large manila folders fastened with ties, bearing reversible cardboard address labels

· Toolboxes and other hard cases containing computer tapes

· Sacks of asphalt and concrete (ODOT)
· Archive boxes

· Heavy plastic document envelopes

· Rubber-banded case files 

· Office chairs, computers

· Mail trays 

· Incoming 1st class and standard mail bearing 97310 zip code

· PO box mail and accountable mail picked up and signed for by route driver at USPS – returned to P&D and sorted to appropriate route for delivery

· Completed P&D print jobs (up to 4-5 cartons on shuttle, more on delivery trucks)

· Print jobs from OCE (up to 4-5 cartons on shuttle, more on delivery trucks)

NOTE:

In the context of secure transportation of information assets (the policy under discussion) this is a critical point for agencies to understand:  P&D can only secure what is in its direct control.  Site mail rooms (or the equivalent pick up and delivery points which may not even be a room) are outside of P&D’s scope or control.  Even a securely sealed and delivered package is vulnerable to loss in an uncontrolled mail room or drop site.
Delivery service features
· On-call, pre-scheduled

· Two large delivery vehicles have an enclosed delivery bed, equipped with a hydraulic lift system to keep deliveries safe, dry and easy to load and unload.

· The delivery service is available for pallet-size loads, whether this be large print jobs, office furniture, surplus property, or archive boxes.

· Cost for this service are invoiced monthly at posted rates.

· Delivery requirements that are outside of the scope of normal shuttle route paramenters, i.e. large loads, non-shuttle destinations, special deliveries that do not fit a route timetable, are met through this service. 

Current Security Measures
· Locked delivery vans

· Secure mail facility

· Delivery vans emptied every evening

· Locked holding cage in mailroom for overnight storage

· Locked holding cage in P&D’s shipping area for storage

· Keys to vehicles in locked cabinet in mailroom
Future Plans
· 4-part transmittal/tracking document

Provide temporary paper trail until implementation of tracking system

Ready to deploy
· Enhanced security in delivery vans

Installation of cages, bins, containers

· Procurement process for package tracking system

Features:


Accountable mail tracking

Route management

Chain of custody management

Signature capture capability

· Change in business model
Dispatched courier service

Dedicated vehicle, FTE

Gap Analysis Snapshot
4-Question Survey

1. Do you deliver to more than one agency at this stop?


800 Oregon, 3218 Pringle, etc.

2. Is the building secure? (yes, no)


If it is secure, how do you gain access (key, key card, buzzer, other)

3. Do you pick up and deliver to an unmanned mailroom?


If the mailroom is unmanned, is it locked?  (Yes, no)

4. Do you ever deliver to a reception area, office or cubicle at this stop? (yes, no)
Results: 

· 29% of total daily stops serve more than one agency

· 46% of buildings are secure

· Secure buildings accessed by key, key card, buzzer or

other method

· 33% of stops are to an unmanned mailroom

· Of 121 unmanned mailrooms, only 45% are locked

· 58% of deliveries are occasionally made to a reception area, cubicle, or office
Detailed information available by individual address 

P&D Contact Information

Pat Ivarra


Manager, Mail Processing and Distribution

Voice: 503-373-1709

E-mail: Pat.Ivarra@state.or.us
Jason Lanzafami

Supervisor, Shuttle and Delivery Service

Voice: 503-373-1715

Cell: 503-932-4057

E-mail: Jason.R.Lanzafami@state.or.us
David Garber

Mailroom Coordinator

Voice: 503-373-1327

E-mail: David.Garber@state.or.us
A complete list of shuttle stops is located at: www.oregon.gov/DAS/SSD/PD/index.shtml
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August  2007

TO:
All Interagency Shuttle Customers

To ensure that the shuttle service delivers your mail and parcels accurately and efficiently, please remember these important guidelines:

1. You must include a complete sending address, including first and last name of recipient, agency name, and complete street and city address. If you do not use labels, write or print legibly.

2. You must also include a complete return address (first and last name of sender, agency, complete street and city address.)

3. If your mail is confidential or sensitive, it must be addressed, labeled and packaged appropriately and securely. Given adequate address information, the shuttle service will transport your mail and parcels from one address to another, but keep in mind that the responsibility for safeguarding personal information of citizens, clients and state employees collected in your office rests with you. 

4. Before you put mail in the interagency shuttle tub at your office, make sure the destination actually is a shuttle stop. If you would like to see a complete list of stops serviced by our shuttle system, go to:  http://www.oregon.gov/DAS/SSD/PD/index.shtml   Click on first link under “Resources” on the right-hand side of the page. 

The shuttle service makes over 450 stops and collects nearly 12,500 lbs of mail and parcels every day. We cannot process poorly addressed or inadequately prepared items. Our goal is to provide interagency shuttle service that you can count on. Thank you for taking the time to help us help you!   

Pat Ivarra

Mail Processing and Distribution Manager

SSD/Publishing & Distribution

(503) 373-1709

Pat.Ivarra@state.or.us

_______________________________________________________________________________

Question: How long does it take for interagency mail to go from Portland to Salem? 
Answer: If you put mail to the designated pick-up spot at your location prior to its scheduled pick-up time, it will make it to Salem that afternoon for sorting. Delivery to its designated drop-off location in Salem would occur the next business day.

_______________________________________________________________________________

Question: Can I put my personal mail in with the shuttle mail?            
Answer: No. The State shuttle system can be used only for State agency business. The shuttle picks up and delivers interagency mail and parcels, small quantity print jobs, and USPS mail to be processed and metered at Publishing & Distribution. Personal mail must not be intermingled with the State’s business first class or interagency mail.

_____________________________________________________________________________

Question: Is there a limit on what I can send through the shuttle?          
Answer: Due to truck space and time constraints, we generally limit the size of shipments on the regular shuttle routes to what a driver can take on a hand truck.  This is usually a stack of boxes 4 to 5 feet tall.  Packages may not exceed 108 inches in girth plus length, and may not exceed 50 pounds. Larger shipments must be pre-arranged by calling (503) 373-1727.  We cannot accept poisonous compounds, explosives, flammable compounds, firearms, ammunition, weapons, machinery, office furniture, or controlled substances.

_____________________________________________________________________________

Question: Do you deliver print jobs?              

Answer: If the quantity of your print job is under 4-5 boxes, we will deliver it to any agency on our regular shuttle routes without charge outside of regular assessment.  We can deliver larger print orders, and we can deliver print orders to agencies or offices not currently receiving shuttle service, through pre-arrangement with our delivery services unit (503-373-1727).  Posted delivery services rates will apply. 

_______________________________________________________________________________

Question: How do I get shuttle service to my office?                
Answer: Agencies within our delivery area (I-5 corridor, from Eugene to Portland) can begin shuttle service by calling Jason Lanzafami at (503) 373-1715, or Dave Garber at (503) 373-1327.  Fees depend on your distance from Publishing and Distribution, shipment weights, and how many pick-ups per day you request. We will issue a monthly invoice for our services until the start of the next biennium, at which time we will use incoming and outgoing mail weight data on your location to calculate an assessment to your agency. 

_______________________________________________________________________________
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	Agency Name:__________________________________
	
	Agency Name:________________________________
	

	
	Agency Number:________________________________
	
	Address:_____________________________________
	

	
	Sender's Address:_______________________________
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	__________________    _____________________    ___________________    ___________________
	 
	

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Courier's Name:_________________________________   Date:_____________  P/U Time:_____________
	

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	                                                               Date:_____________Time In: _________    
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	____ Signature Not Available on 1ST Attempt - Will Reattempt  Next Day
	 
	

	
	
	____ Signature Not Available on 2ND Attempt - Item Returned To Sender Same Day 
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	Received By:______________________  Signature:___________________________  Date:_______  Time:_______
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