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SUBJECT: Audit Report — Color-Coding of Standard Mail® and Mail Condition
Reporting in the Northland District (Report Number NO-AR-10-006)

This report presents the results of our audit of color-coding of Standard Mail and mail
condition reporting in the Northland District (Project Number 10XG029NO000). The
objectives were to determine whether employees properly color-coded the mail as well
as accurately counted and reported delayed mail volumes. This is the fourth in a series
of self-initiated reviews addressing the color-code policy for Standard Mail. This audit
addresses operational risk. See Appendix A for additional information about this audit.

For Standard Mail, the color-coding process involves using a series of color tags to
ensure efficient processing in a first-in first-out (FIFO) sequence to meet processing,
dispatch, and delivery targets. A color-coded tag represents the day of the week the
mail arrives on Postal Service premises and denotes the target clearance date from the
facility. Mail condition reports summarize the on-hand and delayed mail volumes of all
classes of mail at each mail processing facility.
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Conclusion

The Northland District’ was not properly color-coding or reporting delayed mail. We
found that:

= Eighty-three percent of the containers were not properly color-coded.
= The correct color was not always maintained throughout processing.
= Delayed mail was not always properly reported. For example, during our first 2
days of observation, employees counted approximately 264,000 mailpieces but
did not report it as delayed.
= The date of the oldest mail on-hand was not always accurately reported.
Once we brought proper color-coding and mail condition reporting procedures to
management’s attention, they took immediate corrective action to have employees
properly tag the mail and accurately report mail conditions.
Color Coding of Standard Mail
Of the 354 staged Standard Mail containers reviewed at both theF
Fonly 61 (about 17 percent) were properly color-coded and the remaining
were not color-coded in accordance with policy. Specifically:
= Tags on 245 containers (69 percent) were missing the time and/or date.

= Color-code tags were missing from 42 containers (12 percent).

= Six containers had the wrong color tags based on the date the mail entered the
mail stream.

We also found that when employees processed mail bearing different color-codes
together; they did not properly re-color-code some of it. Additionally, _ P&DC
employees did not always use the national standardized tag.

These conditions occurred due to:

= Limited color-code training and awareness of the policy.

= Limited oversight by the color-code coordinator.

= Plant personnel failed to tag some containers received at the dock that needed
them.

' We performed reviews at the Minneapolis and St. Paul Processing and Distribution Centers (P&DC).
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Without accurate color-coding, the Postal Service cannot ensure timely processing,
dispatch, and delivery of Standard Mail. Without a date and time on the tag, the Postal
Service cannot determine whether employees processed Standard Mail using the FIFO
method.? Additionally, the Postal Service cannot readily track service standards and
accurately report mail conditions in the web-based Mail Condition Reporting System
(MCRS). Failure to accurately color-code and date the mail could also confuse delivery
units about when the mail needs to be delivered. See Appendix B for our detailed
analysis of this topic.

We recommend the Northland district manager:

1. Train employees to ensure proper color-coding of Standard Mail according to Postal
Service policy.

2. Direct the district color-code coordinator to conduct periodic color-code reviews and
provide program oversight.

Mail Condition Reporting

W underreported delayed mail and did not accurately
report the date of the oldest mailpiece in some cases. Bringing these matters to the
attention of plant management resulted in proper reporting, effective February 25, 2010.

These conditions occurred because:

. m misinterpreted the policy believing they had until
e delivery day to process the mail before reporting it as delayed.
. ” employees did not adequately oversee the employees
performing the mail count.

Not properly reporting delayed volumes may prevent management from making
effective operational decisions. This could also impact customer service without
management’s knowledge. See Appendix B for our detailed analysis of this topic.

We recommend the Northland district manager:

3. Provide mail condition reporting training and oversight to employees.

Management’s Comments

2 Mail is staged and processed based on order of receipt.
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Management agreed with the findings and recommendations. During the audit,
management corrected the deficiencies in the processes. In addition, applicable
employees received color-code and mail condition reporting training, and management
is conducting periodic reviews of the color-coding process. See Appendix D for
management’s comments, in their entirety.

Evaluation of Management’s Comments

The U.S. Postal Service Office of Inspector General (OIG) considers management’s
comments responsive to the recommendations and management’s corrective actions
should resolve the issues identified in the report.

We appreciate the cooperation and courtesies provided by your staff. If you have any
questions or need additional information, please contact James L. Ballard, director,
Network Processing, or me at 703-248-2100.

E-Signed by’ Robert tta;
1EY a‘uthemtlc WI
\!%(3 ;:-/ ¥ S

Robert J. Batta
Deputy Assistant Inspector General
for Mission Operations

Attachments

cc: Patrick R. Donahoe
Steven J. Forte
Jordan M. Small
Sylvester Black
Susan M. LaChance
Erica A Brix
Sally K. Haring
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APPENDIX A: ADDITIONAL INFORMATION

BACKGROUND

Standard Mail is essential to the growth of the Postal Service and is a major factor in its
economic health.® Standard Mail accounts for approximately 47 percent of all mail
volume and 26 percent of the revenue of the U.S. Postal Service per year.* Delivering
Standard Mail timely is important for operational efficiency and customer satisfaction.

The Postal Service uses a system of color-coding to facilitate timely movement of
Standard Mail. The color-coding process requires employees to assign a color to
mailpieces based on the day of the week. This enables easy processing of mail using
the FIFO method. Management updated the color-coding policy on June 17, 2008, with
an effective date of August 29, 2008. In December 2008, management made an
additional update to the policy clarifying reporting requirements. The Postal
Accountability and Enhancement Act of 2006 requires delivery standards be established
for all classes of mail. While standards have not changed, the policy maintains the
integrity of the color-code from processing to delivery. The service standard for
Standard Mail is 3-10 calendar days.

lllustration 1:

A color-code chart at the ||
P&DC provides guidance for
placing the correct tag on
incoming mail.

Policies and procedures for the color-coding system are set forth in Section 458 of the
Postal Operations Manual (POM). The Postal Service is revising the POM to reflect
changes in the new color-coding policy.

In support of the updated policy, management also made changes to the MCRS
categories. Categories such as Plan Failure, Delayed Processing, and Delayed

3 Standard Mail weighs less than 16 ounces and includes circulars, pamphlets, catalogs, newsletters, direct mail, and
merchandise.
4 U.S. Postal Service Annual Report, 2009.
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Dispatch are no longer reported for Standard Mail. The term “Delayed Mail Flow for
Standard Mail” is a new MCRS definition and occurs when mail is not processed,
finalized, or dispatched from a specific operation or facility to ensure delivery by the
programmed delivery day.

OBJECTIVES, SCOPE, AND METHODOLOGY

Our objectives were to determine whether the mail was properly color-coded as well as
whether it was accurately counted and reported.

This is the fourth in a series of audits addressing color-coding and mail reporting at
P&DCs nationwide. We selected the Northland District based on historical delayed mail
reporting volumes.

To determine whether color-coding procedures conformed to the national color-coding
policy, we observed color-coding of Standard Mail at both the

P&DCs during the week of February 22, 2010. We observed mail color-coded at other
facilities, including the Minneapolis Network Distribution Center (NDC)® and Minneapolis
Hub. Additionally, we verified mail counts and reviewed count data reported in MCRS.
We interviewed Postal Service officials and employees, photographed operations, and
observed conditions.

We used computer-processed data from the following systems:
= Web Enterprise Information System

=  Web Mail Condition Reporting System (webMCRS also referred as simply
MCRS)

= Enterprise Data Warehouse

We did not test controls over these systems. However, we checked the reasonableness
of results by confirming our analysis and results with Postal Service managers and
multiple data sources. We conducted this performance audit from February through
June 2010 in accordance with generally accepted government auditing standards and
included such tests of internal controls as we considered necessary under the
circumstances. Those standards require that we plan and perform the audit to obtain
sufficient, appropriate evidence to provide a reasonable basis for our findings and
conclusions based on our audit objectives. We believe that the evidence obtained
provides a reasonable basis for our findings and conclusions based on our audit
objectives. We discussed our observations and conclusions with management officials
on February 25, 2010 and included their comments where appropriate.

® Formerly the Minneapolis Bulk Mail Center (BMC).
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NO-AR-10-006

PRIOR AUDIT COVERAGE
Report Final Report

Report Title Number Date Report Results
Color-Coding of NO-AR-10-005 March 31, 2010 Opportunities exist for the Albany P&DC to
Standard Mail and Mail improve color-coding as well as the counting
Condition Reporting at and reporting of delayed mail. Management
the Albany Processing agreed with the report recommendations.
and Distribution Center
Color-Coding of NO-AR-09-008 August 6, 2009 Opportunities exist for the Santa Clarita P&DC
Standard Mail and Mail to improve color-coding and reporting of

Condition Reporting at
the Santa Clarita
Processing and
Distribution Center

delayed mail to reflect the color-coding and
delayed mail reporting requirements as of
August 29, 2008. Management agreed with
the report recommendations.

Color-Coding of
Standard Mail and Mail
Condition Reporting at
the West Palm Beach
Processing and
Distribution Center

NO-AR-09-006

June 10, 2009

Opportunities exist for the West Palm Beach
P&DC to improve color-coding and reporting of
delayed mail to reflect the color-coding and
delayed mail reporting requirements as of
August 29, 2008. Management agreed with

the report recommendations.
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APPENDIX B: DETAILED ANALYSIS

Color-Coding of Standard Mail

During the week of February 22, 2010, we reviewed 354 containers of Standard Mail at
them for compliance with the national color-coding policy.
We found that only abou percent) were properly color-coded and the remaining

293 were not color-coded in accordance with policy. Specifically:

= Two hundred forty-five containers (69 percent) were missing the time and/or date
from the tag.

= Forty-two containers (12 percent) were missing color-code tags.

= Six containers had the wrong color tags based on the date the mail entered the
mail stream.

See Appendix C for our observations.

lllustration 2:
A color-code tag observed at the
on Wednesday,
February 24, 2010 was missing the
time and date.

We also found when mail bearing different color-codes was processed together, some
of the mail was not properly re-color-coded. Additionally, thei did not

always use the national standardized tag. See lllustration 3.
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The small violet piece of paper
stuck in the frame of this
all-purpose container is intended
to act as a color code-tag.

Causes
These conditions occurred due to:
» Limited supervision and oversight by the color code coordinator.

» First-Class Mail® processing taking precedence over the Standard Mail
processing.

= Plant personnel did not tag some containers received at the dock even though
they needed tags.

» Limited awareness of the policy because some employees were not trained.

A review of training records indicated not all Minneapolis and St. Paul P&DC employees
involved in these operations had received the national color-code training provided
through the Postal Employee Development Center. Specifically:

= 31 of the 42 Minneapolis P&DC managers and supervisors (about 74 percent)
had received documented color-code training.

= 27 of the 33 St. Paul P&DC managers and supervisors (about 82 percent) had
received documented color-code training.

Criteria

According to the national color-coding policy for Standard Mail, color-coding procedures
provide a guide to help maintain service goals for Standard Mail. All Standard Mail will
be color-coded and Standard Mail without color-coded tags will be coded the same
color as the oldest mail in the unit at the time of its discovery. Additionally, all color-code
tags will comply with a standardized national format which will require employees to
enter the date and time of mail entry on each tag. The delivery color-code is based on
the original entry date and time of the mail, not the processing date or time. Additionally,
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the P&DC must develop local procedures to ensure they maintain the correct color-code
for all mail based on its arrival, even when such mail is entered into mechanized or
automated sorting systems.

Effect

Without accurate color-coding, the Postal Service cannot ensure timely processing,
dispatch, and delivery of Standard Mail. Without a date and time on the tag, the Postal
Service cannot determine whether employees processed Standard Mail using the FIFO
method. Additionally, the Postal Service cannot readily track service standards and
accurately report mail conditions in the web-based MCRS. Failure to accurately
color-code and date the mail could confuse delivery units about when the mail needs to
be delivered.

Mail Condition Reporting

During our observations the week of February 22, 2010, Northland District employees
were not accurately recording and reporting delayed mail.

= On February 23, 2010, the Minneapolis P&DC'’s count sheet showed delayed
Standard Mail volume of 52,291 pieces, while the actual count showed 201,501
pieces. This resulted in the underreporting of 149,210 pieces of delayed
Standard Mail.

= Also, on February 23, 2010, the St. Paul P&DC reported 391 pieces of delayed
Standard Mail, while the actual count showed 5,041 pieces. This resulted in the
underreporting of 4,650 pieces of delayed Standard Mail.

= Additionally, when recording the “oldest mail” date in webMCRS, the employee
who entered the data did not always accurately record the date from the
color-code tag.

We could not verify the accuracy of prior reports at the Minneapolis P&DC because the
count sheets® were destroyed after daily MCRS data input. The St. Paul P&DC did not
document the volume of mail on-hand by delivery day; therefore, we were not able to
enumerate the underreported volume prior to our observations. Bringing these issues to
the attention of plant management resulted in the proper reporting of delayed mail and
retention of the count records. See Tables 1 and 2 below.

® There is no requirement to retain the daily count sheets. However, the Postal Service Headquarters is considering
requiring count sheets be retained for up to 1 year.

10
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Table 1: Mail Condition Reporting Observations at the Minneapolis P&DC

On-Hand
Standard Oldest Oldest
Mail Reported Actual Date Date
Date Reported Delayed Delayed | Underreported | Reported | Observed
2/23/2010 716,48 7 52,291 201,501 149,210 | 2/22/2010 2/20/201 0
2/24/2010 583,79 6 13,760 89,310 75,550 | 2/23/2010 2/21/201 0
2/25/2010" 960,68 9 78,372 78,372 0 | 2/23/2010 | 2/23/2010
Total 2,260,97 2 144,423 369,183 224,760

Table 2: Mail Condition Reporting Observations at the Saint Paul P&DC

On-Hand
Standard Oldest Oldest
Mail Reported Actual Date Date
Date Reported Delayed Delayed | Underreported Reported8 Observed
2/23/2010 478,08 7 391 5,041 4,650 | 2/20/2010 2/20/201 O
2/24/2010 390,70 1 4,455 39,083 34,628 | 2/22/2010 2/22/201 0
2/25/2010° 760,69 9 11,142 11,142 0 | 2/23/2010 | 2/23/2010
Total 1,629,48 7 15,988 55,266 39,278

A comparison of the Minneapolis and St. Paul P&DCs delayed mail volumes to similar-
sized sites (Group 1 and 2 plants, respectively) showed large variances. For example,
in fiscal year (FY) 2009, the Minneapolis P&DC’s delayed volume totaled 19.7 million
pieces, while the average for Group 1 plants totaled over 56.5 million pieces. We
believe it is likely that delayed mail at the Minneapolis and St. Paul P&DC’s may have
been underreported for several years. See Table 4 for additional information on delayed
mail reporting.

! Bringing OIG observations to the attention of plant management resulted in proper MCRS reporting as of February
25, 2010.

® The Oldest Date Reported and the Oldest Data Observed were the same, so we noted no problems.

o Bringing OIG observations to the attention of plant management resulted in proper MCRS reporting as of February
25, 2010.

1"
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Table 4: Delayed Mail Reporting

NO-AR-10-006

Minneapolis P&DC

Priority FCM Periodicals | Standard | Packages Total
FY 2006 0 444,99 1 14,596 | 3,554,969 0 4,014,556
FY 2007 1,680 253,09 4 7,554 836,828 0 1,099,156
FY 2008 075,367 0| 3,302,279 0 3,377,646
FY 2009 1,400 21,681 2,134 | 19,687,279 0| 19,712,494

Average Group 1

Priority FCM Periodicals | Standard | Packages Total
FY 2006 77,537 4,328,79 3 9,124,170 | 64,075,061 86,848 77,674,1 34
FY 2007 36,282 3,41545 0 7,905,068 | 58,395,685 84,706 69,825,7 44
FY 2008 24,508 1,617,09 5 3,372,220 | 37,172,993 16,010 42,197,3 77
FY 2009 36,615 1,680,360 3,446,147 | 51,375,671 23,953 56,559,168

St. Paul P&DC

Priority FCM Periodicals | Standard | Packages Total
FY 2006 567 7,505 120,666 | 1,874,731 1,114 2,004,583
FY 2007 040,269 5,454 515,918 0 561,641
FY 2008 043,722 56,153 | 1,478,795 0 1,578,670
FY 2009 2,256 307,18 6 84,279 | 22,077,873 596 | 22,472,190

Average Group 2

Priority FCM Periodicals | Standard | Packages Total
FY 2006 47,705 3,165,87 3| 5,928,385 | 50,560,476 67,267 59,764,183
FY 2007 28,141 2,476,731 3,459,299 | 35,553,272 61,921 41,575,781
FY 2008 38,876 1,736,54 1 2,428,128 | 29,342,070 53,846 $3,593,1 18
FY 2009 38,014 1,806,66 7 1,981,172 | 48,119,910 10,328 51,9534 74

Cause

These conditions occurred because:

» The employee counting the mail misinterpreted the policy believing they had until
the delivery day to process it before reporting it as delayed.

= In-Plant Support employees did not adequately oversee the employees
performing the mail count.

12
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Criteria

According to the national color-coding policy and the policy for mail condition reporting,
reporting delayed mail flow for Standard Mail is necessary to provide an accurate
snapshot of daily facility conditions for Standard Mail. Additionally, employees should
report destinating 5-digit non—delivery point sequenced mail'® as delayed 1 day before
the scheduled delivery day. Finally, the date of the oldest mail for Standard Mail is the
date recorded on any color-code tag affixed to a Standard Mail container at the time of
the count.

The Postal Service’s Network Operations Website, Processing Operations, In-Plant
Training, requires Operations support specialists (OSS) to consolidate and review data
from operations to ensure the integrity of the information collected. Additionally, the
OSS must audit webMCRS by checking volume numbers from the webMCRS report
against manual counts (verifying counts with data collectors) and compliance with color-
coding policies.

Effect
Not properly reporting delayed mail may prevent management from making effective

operational decisions. This could also impact customer service without management’s
knowledge.

10 Destinating 5-digit mail requires additional sorting to the carrier route.

13
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APPENDIX C: COLOR-CODING OBSERVATIONS OF STAGED MAIL

Date | Time Location (g);st::r\::;s M_:_ngl:g Incg;ngpslete Vg'::gg Tag Origin
2/23 | 0540 |Minneapolis P&DC 3-5L 2 2
2/23 | 0545 |Minneapolis P&DC 3-9AC 2 2 No Tag
2/23 | 0545 |Minneapolis P&DC 3-10AC 1 1 No Tag
2/23 | 0550 |Minneapolis P&DC 2-16AC 2 2 No Tag
2/23 | 0550 |Minneapolis P&DC 2-16A 2 2 Minneapolis P&DC
2/23 | 0605 |Minneapolis P&DC 2-10B 43 39 Minneapolis P&DC
2/23 | 0610 |Minneapolis P&DC 2-8AB 8 8 Minneapolis P&DC
2/23 | 0615 [Minneapolis P&DC 2-5AG 4 4 Minneapolis P&DC
2/23 | 0625 |Minneapolis P&DC 2-6AC 23 23 Minneapolis P&DC
2/23 | 0630 |Minneapolis P&DC 2-5C 4 4 Minneapolis P&DC
2/23 | 0640 |Minneapolis P&DC 3-9A7 2 2 Minneapolis P&DC
2/23 | 0642 |Minneapolis P&DC 3-9AM 11 8 3 Minneapolis NDC
2/23 | 0642 |Minneapolis P&DC 3-34 1 1 Minneapolis NDC
2/23 | 0650 |Minneapolis P&DC Ramp 54 1 40 Minneapolis NDC
2/23 | 0655 |Minneapolis P&DC 3-43 11 1 Minneapolis NDC
2/23 | 0655 |Minneapolis P&DC 3-62 8 8 No Tag
2/23 1530 |Minneapolis P&DC 2-12 8 1[Minneapolis P&DC
2/23 | 1530 [Minneapolis P&DC 2-03 1 1 Minneapolis P&DC
2/23 1535 'X"””eap.o"s P&DC 23 18 Minnea polis P&DC
utomation
2/23 1540 | Minneapolis P&DC 14 2 11 Minnea polis P&DC
Automation
2/23 1545 |Minneapolis P&DC 2-10B 10 7 1|[Minneapolis P&DC
2/23 | 1550 |Minneapolis P&DC 2-6C 11 10 1|Minneapolis P&DC
2/24 | 1600 |St. Paul P&DC 4-15 1 1 St. Paul P&DC
2/24 | 1600 |St. Paul P&DC 4-35 12 12 No Tag
2/24 | 1600 |St. Paul P&DC 2-15 2 2 St. Paul P&DC
2/24 | 1640 |St. Paul P&DC 3-Elevator 25 25 St. Paul P&DC
2/24 | 1640 |St. Paul P&DC 3-8C 3 3 St. Paul P&DC
2/24 | 1640 |St. Paul P&DC 3-6D 1 1 St. Paul P&DC
2/24 | 1640 |St. Paul P&DC 3-8D 1 1 St. Paul P&DC
21241640 |30 PAUIPADCLTCS 7 7 St. Paul P&DC
taging
2/25 St. Paul P&DC Dock 12 12 St. Paul P&DC
2/24 | 1625 |St. Paul P&DC 4-6H 18 Minneapolis NDC
2/24 | 1627 |St. Paul P&DC 4-8G 5 1 2|Minneapolis NDC
2/24 | 1630 |St. Paul P&DC 4-8H 4 Advanced Flat Sorting
Machine Rework
2/24 | 1637 |St. Paul P&DC 3-8F 1 1|Prescott River Falls
Post Office
2/25 | 0700 |St. Paul P&DC 4-Flats 7 2 5 St. Paul P&DC
2/25 | 0710 |St. Paul P&DC Auto. Staging 8 8 St. Paul P&DC
2/25 | 0712 |St. Paul P&DC Auto. Staging 2 1 St. Paul P&DC
Totals 354 42 245 6
Error Percent 11.9% 69.2% 1.7%

14
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APPENDIX D: MANAGEMENT’S COMMENTS

LUIWITED STATES
POSTAL SERVICE

May 27, 2010

LUCINE M. WILLIS
DIRECTOR. AUDIT OPERATIONS

SUBJECT: Northland District response to Transmittal of Draft Audit REeport — Color-
Coding of Standard Mail® and Mail Condition Feporting in the Northland District
(Report Number NO-AR-10-DEAFT)

The Northland District agrees with the findings and recommendations identified m the
draft audit report. and have taken the following actions to be in full compliance of the
policies.

OIG Observations from Draft Report, pg.2

Color Coding of Standard Mail

Of the 354 staged Standard Mail containers reviewed at both the Minneapolis and St.
Paul P&DCs, only 61 {about 17 percent) were properly color-coded and the remaining
203 were not celer-coded in accordance with policy. Specifically:

= Tags on 245 containers {69 percent) were missmng the time and/or date.
= Color code tags were missing from 42 containers {12 percent).

= 51x contamners had the wrong color tags based on the date the mail entered the
mail stream.

We also found when mail bearing different color-codes were processed together; some of
the mail was not properly re-color-coded. Additionally. the Minneapolis P&DC did not
alwavs use the national standardized tag.

We recommend the Northland district manager:
1. Train emplovees to ensure proper color-coding of Standard Mail according to
Postal Service policy.

From pg. 8 - Color-Coding of Standard Mail

A review of training records indicated not all Minneapolis and 5t Paul P&DC
emplovyees had recefved the national color-code training provided through the
Postal Employes Development Center. Specifically:

# 31 ofthe 42 Minneapolis P&DC managers and supervisors {about 74
percent) had received documented color-code training.

e 27 ofthe 33 5t. Paul P&DC managers and supervisors {about 82 percent)
had received documented color-code training.

15
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OIG Observations from Draft Report, pg.2
Color Coding of Standard Mail (continued)
2. Direct the district color-code coordinator to conduct periodic color-code reviews
and program oversight.

Northland Actions Taken: Color Coding of Standard Mail

To address observed containers with missing dates and times, missing color code tags,
and wrong color code tags, the Senior Plant Manager, Operations, and In-Plant Support
initiated the following corrective actions to the above OIG recommendations.

1. Traming:

» Northland agrees with the training compliance noted in the report as
74% complete at the Minneapolis P&DC and 82% complete in St. Paul
PeDC.

» Records for Color Code Trammg, course #5120612, at the Minneapolis
P&DC, 5t Paul P&DC, Twin Cities Metro Hub (TCMH) and the
Mimnneapolis/St. Paul NDC were reviewed. Eemaining training for
supervisors and managers who have not completed the training or are
new to their position will be completed by 6/11/10, as outlined below.

= 11 supervisors/managers in the Minneapohs P&EDC
= 2 supervisors/managers in the S5t Paul P&DC

= 4 supervisors/managers in the TCMH

= ] supervisor in the Minneapolis/5t. Paul NDC

» Color code coordinator provided on-site color code refresher training to
7 supervisors and managers at the TCMEH on 3/1/10.

» Color code coordinator sent refresher color code mnformation to PDFs on
3/1/10 (attachment 1).

= Color code coordinator provided refresher tramming for all Mpls IPS staff
on 3/5/10.

-~

2. Conduct Periodic Reviews and Program Oversight:

= IP5 added color coding compliance check list items to AM daily
walkthrough on 2/25/10 for both Minneapolis P&DC and St. Paul
P&DC (attachment 2 & 3)

= IP5S validated color code signage at Minneapolis, 5t. Paul, TCMH and
NDC to ensure it was current and visible to operations, completed
2/27/10 (attachment 4).

16
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= Color code coordmator posted signage at AFSMs to clarify acceptable
color code placards. No scraps of paper or color dots are to be used.
Completed 3/5/10 {attachment 3).

= Color code coordinator started weekly color code andits for
Minneapolis, TCMH, and 5t. Paul on 3/1/10. Each facility 15 audited by
IPS once a week with results tracked for continued compliance
{attachments 6 & 7).

On IPS daily wallithrough and audit result spreadsheets, IPS replicated
the compliance measuring method wsed by the OIG team. The method
mcludes a total of all containers checked, the number non-compliant
containers for each item checked, and the calculated percent to
compliance. The mformation will provide more clarity and identify
improvement areas for supervisors and managers. (attachment 7 shows
total container section added as of 3/4/10)

*  Added color code validation to supervisor’s daily checklist on 5/7/10.
(attachments 8 & 9)

» NDC replicated the Minneapolis weekly andit plan and tracking process
starting 5/10/10.

* Color Code coordinator continues to work daily with MIPS and 5r.
Management to hold all EAS accountable to the results of the aundit and
walkthrough results for compliance. All new EAS will be provided
training on the National Color Code Policy. (on-going action)

= 5r. Plant manager sent a letter on 5/5/10 to EAS at Mimmneapolis, St.
Paul, TCMH, and NDC facilities regarding their roles and
responsibilities to comply with National Color Code Policies.
{attachment 10)

Current Compliance Improvement:
= Minneapolis and 5t. Paul combined have improved color code
compliance by 68% from the February OIG audit. The OIG report (pg.
2} 1dentified 61 of 354 containers in compliance (17%). Current
compliance for the last four weeks is 2307 containers out of 2714
containers checked for total compliance of 85%.

= Minneapolis daily walkthroughs for the past 4 weeks show 82%
compliance.

= 5t. Paul daily walkthroughs for the past 4 weeks show 87% compliance.

= TCMH audits show 90% compliance.
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OIG Ohservations from Draft Report, pg. 3
Mail Condition Reporting

The Minneapolis and 5t. Paul P&DCs underreported delayved mail and did not accurately
report the date of the oldest mailpiece in some cases. Bringing these matters to the

attention of plant management resulted in proper MCES reporting effective February 25,
2010.

These conditions occurred because:

= The emplovee counting the mail misinterpreted the policy believing thev had
until the delivery dav to process the ma:l before reporting it as delaved.

= In-Plant Support emplovees did not provide adequate oversight to the
emplovees performing the mail count.

Mot properly reporting delaved volumes may prevent management from making effective
operational decisions. This could also impact customer service without management’s
knowledge. See Appendix B for our detailed analysis of this topic.

We recommend the Northland district manager:

3. Provide mail condition reporting training and oversight to employees.

Northland Actions Taken: Mail Condition Reporting

To address underreported delaved mail and improper identification of the oldest mail the
Sentor Plant Manager, Operations, and In-Plant Support initiated the following corrective
actions to the above OIG recommendations:

3. Prowvide Mail Condition Reporting training and oversight to appropriate
employees.

= Mmneapolis IPS modeled the 5t. Paul count sheet, as recommended by
the OIG team, for Minneapolis and the TCMH, starting with MCES
reported on 2/27/10 (attachment 11). Past practice in Minneapolis used
hand written count sheets, verbal or email messages to communicate
daily count to supervisor mputting daily MCES report. Daily count
sheets and message documents were not kept on file for future reference.

=  Minneapolis IPS created file system for daily MCRS documents and
manual count sheet from operations. Starting with MCES reported on
2/27/10, daily reports are printed and filed for both Minneapolis and the
TCMH daily in the Minneapolis IP5 office. (attachment 12)

»  Monthly andits for Minneapolis, St. Paul, TCMH, and NDC facilities are
conducted by IPS to validate MCRS reporting procedures and accuracy

between reported volume from operations and IPS count. Based on IPS

4
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Color-Coding of Standard Mail and Mail Condition NO-AR-10-006
Reporting in the Northland District

MCES audits, accuracy and integrity of reperting is currently compliant.
Andits are filed with daily MCES documents.

» Color Code coordmator will train supervisors on reporting MCES as
needed due to staffing changes.

Management Summary of OIG draft audit results

All non-compliant items identified in the OIG draft andit report have been taken seriously
by Morthland Management and have been abated, as noted in the above response. The St
Plant Manager, along with management and support staff at all Northland plant facilities
will continue to ensure the National Color Code policies are strictly adhered to for a
sustained compliance target of 95% or greater. The results will ensure the Postal Service
provides timely processing, dispatch, and delivery of Standard Mail

Gy Yy

Erica A Brix
Senior Plant Manager
Northland District

A
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Color-Coding of Standard Mail and Mail Condition

Reporting in the Northland District

Attachment 1 — Email to P&DF Managers, Color Code Refresher
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Color-Coding of Standard Mail and Mail Condition
Reporting in the Northland District

Attachment 2 — AM Walkthrough Check Sheet — Minneapolis P&DC

T oM

Date:  Offce name: MPFLSPED
Date Reviewer Mame(s):
ALL quasliors
iy IN-PLANT MORNING WALK THRU MPLS P&DC - FY 2010 YIN
1 BAZEMEMNT 3FEES(EIn 100), Elavaior Staging Area - &ra gonfalnare proparly Identdlsd and committed mall
olparad?
Commesnts:
BAZEMEMNT Opsn and Dletribute Staging freas, - Are claging arsac olear of commitisd opsn and distributs
2 oontaimsrs Areas fo review S3PEE West Wall, FBOD poush on WU, Opsn and Distributs dump b, Sub
basemant batte and Express Mall Wuss Open and Distribute Tag 81 properly coanned? Report any Improper
soant fourd
Commesnts:
3 FRICRITY SUB BAZEMENT £54 "High™, 654 "Low™, dump balbs 84, 424 & 444, Exprecs WUC, Dump belkts G-
2 & G- - Are thece areas olsared of commitied mal?
Commesns:
4 Box 3soblon: - o ihe Box 3soblon mall corted on e {0800 A K )T
Commesnts:
5 16t Floor Dook & Dump Ssite .2, ©.3; LOTE 2taging - &re containsrs propery identified and clsarsd of
oommited mall?
Commesnts:
ﬁ 2nd Floor DE staging arsac [IDF-203 owerhsad, Elevator &, Column 2-12AC72-14AE) - Ars containsrs propery
Identifled and oolor oodsc ourrent?
Commesnts:
7 Znd Floor Culllng Dump Bsts 24,26 - Hac all Commitied Mall besn clsarsd ¥
Commenis:
Znd Floor 530,044 Manual - Has Friority Holdowt iTub) In 8PC, any ctaged 22 Bsnsfii checke, nixies, tear.upc
] & poctags dus all besn olsarsd? e G-machine olsar? If nof Includs number of frays.
Commesnts:
9 Znd Floor Loop Mall staging Arsa - Is, If any, Locp mall found, erdifisd and propsrly segregatsd for proper
proosscing?
Comments:
10 2nd Floor LAMM ciaging arsa - Do eontalnsrs have dated placards for LAKM arriving afsr previous nights
CET?
Commesnts:
11 2nd Floor fsar Ups Arsa - &re the Tear Up contalners date ourrent? Report any sontainers over 2 days oid.

12

2nd Floor Standard Mall ctaging Undar VF3 & owvertisad - &ms the Color Coded APC's surrant?

T oM e

2nd Floor West End DECE standard mall ctaging areas] BRE, §1E ihigh), #18 (low], 883, EBE, BE1) - Are the

13 Flaoards ourrert aclor code?
Commens
14 2nd Floor Elevator 3 slaging arsa, Poctags dus, Tear Up, Hixlss - Do the sontalnams Save ourrent dates?
Raport voluma over 2 daye old.
Commesnts:
15 2nd Floor PARE Slaging ; CIOEE 1.2, Eetwesn oolumn 2.70 and 2-7€ - Do contaimers have dafsd Placards?
Raport any PARE over 2 daye old or confalners not Idsntlad
Commesns:
16 grd Floor Manual Flabs - Hawe all sommited flate besn olsarsd from oacss In the 080,078, & 0747
Commesns:
17 FToor danda 37C GLagIng area [Beiwesn an TOlumne. ElBvator & GEaging
oontamers Ideniifed and owrrent color oode?
Comments

18

All wnite troughoud ths bullding mest ues full, sorrest Color Code Placard. 3oraps or 3trips of oolorsd
paper are not asospiabls - Ars unSc woing propar Color Cods Flacards T

|C ommeris
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Color-Coding of Standard Mail and Mail Condition

Reporting in the Northland District

Attachment 3 - AM Walkthrough Check Sheet — St. Paul P&DC
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Color-Coding of Standard Mail and Mail Condition
Reporting in the Northland District

Attachment 4 — Color Code Signage

New Color Code Policy Changes
ORIGINATING STANDARD rmail

mul dibe whomn on the clisrence color code
Raticnally slandardited placacds will ba dlilized, slarting o TE0L Joly 1, 2030

v MalBandian wil apsly & | diy Cleamece Coler Coda for oulgeing slandind mul drop ot glan
+ MalBandian wil apsly & T diy Precessing Coles Cote har BXD Trgs arieisg bom TOMMH o BWC.
+Tie apglicalion of the geocesaing colot code musl b based on the ariginel antry dale snd lims of the

SUN 150D

1 MO 1500

MOH 18:04 - TUE 96-00

TUE 1601 - WED 1500

WED 18:04 - THU 1500
THLU 1608 - PP 8600

FLANT ETANDARD MAIL COLOR CODE
WD GTATES
STARDARD MAL OUTSOMG oo
coLon coo — ORz DAy TWO DAY
ar £ X CLEARANCE PROCESSING
[PRE—— DATOF | COLOR COOE COLDR CODE
PRI 18:04 - BAT $E-00

New Color Code Policy Changes
Mail Processing Operators

Sewtirating mll
“The sppiled coler emaim sith mall thiaugh processing snil Sl
sasiosmily slandsesized placirds wil be ulbized, staning Irem 16:01, July 31, 2000

What are the changes to the DESTIMATING STANDARD mail #

STCMH Enpicysas wil apely & § day Catvery Celee Coa [WOC: & day Dabvary Colo? Cose| te

STANDAND Mall COLOR COOE

ARDC, ADC
CUTaCIRG NED STATES

S-DIGaIT

nemicuE BCF, 3-DIGIT,

GHE DAY TWO DAY | TICE DAY

RO C PE | cosnance | procEsswmc | oeuvemy
owy or | covom cooe | covon cooe | covom cooe

ST T mECEPT|  APPLIED APPLIED APPLIED)

Impact on Dperation Cont'd :
3. Empioyase will DNLY use the official placards, color dote and
colored eirips of paper are not fo be wesd for color coding

anfry
5. Processing mall In FIFO order (First in Firat Out)

4. Fodlow the color coda matrix whan applying color coges at point of

PLANT NTASCARD MAL DRFFTH OF BORT 4r BW1ey

arsssarmaan. | uem | curssen  |uielneana|  soewToer BCF, paT
AATEAAT

oL So0a

ARZET T
W W81 WA W

BATINET  BH M
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Color-Coding of Standard Mail and Mail Condition NO-AR-10-006
Reporting in the Northland District

Attachment 5 - Signage on using proper color code tags

=) Color Code Policy

*Employees must ONLY use the official Placards, COLOR DOTS
AND COLOR STRIPS OF PAPER ARE NOT TO BE USED.

=Employees must enter original entry dates and times on the
placards.

RECEIPT
DATE:

TIME:
STANDARD
MAIL
FOR
DELIVERY
(DAY OF THE WEEK)

Minnsapolle MM P2DC

Minnsapolic MH 6401

10
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Reporting in the Northland District

Attachment & — Color Code Audit Form
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Color-Coding of Standard Mail and Mail Condition
Reporting in the Northland District
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Color-Coding of Standard Mail and Mail Condition NO-AR-10-006
Reporting in the Northland District

Attachment 8 — SDO daily checklists, letters (3™ floor)

MACHINE CHECK / WALK THRU VERIFICATION

3rd Floor
DATE:
Machine walk includes: Maching tops, Stackers, Flacks, stray APCs [ nuifings, ray ine & overflow bells

3rd Floor 500 Committed mail check 500 |
DBCS Il # 32 Staged containers - 2:00 b
DBCS Il # 33 Staged containers - 4:00 f
DBCS Il # 34 2nd Moor rework break-up - 3:30
CBCE Il #35 2nd floor rework break-up - 6:30
DBCS I # 36
DBCSU#37T |
DBCS Il # 38 Final belt checks 00
DBCE VI-EC #65 3rd Floor - 6:30
DBCS 1 #2656
DBCEI# 11
CBCSI1#12 500
DBCS1#13 3TD MAIL PROPERLY COLOR-CODED

13
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Color-Coding of Standard Mail and Mail Condition NO-AR-10-006
Reporting in the Northland District
Attachment 8 (continued) — SDO daily checklists, letters (East end)
MACHINE CHECK / WALK THRU VERIFICATION
East End
DATE:
Machine walk incluces, Machine tops, Stackers, Racks, stray APCe ! nuttings, tray ine & overflow balls
o UTGOING S00 Cutgoing Belt Checks s00
DBCS 1#20 0SS side . o
|DBCS 17 21 OCH sida
'DBCS Il 0SS # 27 Ouerilow
DBCS11OSS # 29 Arga 51
DBCS I # 31 . Strapper =
DBCS IV OSS #45
DBCS 1l LCOCR # 54
DIOSS # 56
DIOSE # &7 ]
DIOSS-EC # 58 y
DIOSS-EC # 59
DIDSS-EC# 60
DIOSE-EC # 61
DIOSS-EC #62
I{}al: MDC on radio with "putgaing @ clear’ orce all machines racks, baits have bean varfiad, i _I
—— ] T —— T T T N P S I e h T T L P [ | e 1 WEEENIT D ] D0 W
END TOUR 500 __ Firsl Bet Checks S00
CBCSI#20 0S8 side
DBCS | # 21 OCR side
DBCS Il OSS # 27 Overflow_
DBCS Il OSS # 29_ § Strapper
DBCS Il # 31
DBCS IV OSS # 45
DBCS Il LCOCR # 54 Commilted mail check 500
DIDSE # 56 |8taged containers - 3:00
DIOSS # 57 Staged containers - B:00
DIOSS-EC # 58
DIOSS-EC # 59
DIOSE-EC # 60 ] 500
DIOSS-EC # 61 STD MAlL PROPEALY COLOR-ZODED il |
|DI0Ss-EC # 62
14



Color-Coding of Standard Mail and Mail Condition NO-AR-10-006
Reporting in the Northland District

Attachment 8 (continued) — SDO daily checklists, letters (West end)

MACHINE CHECK  WALK THRU VERIFICATION
West End / Area 51

DATE: SDO
|ETD MAIL PROPERLY COLOR-CODED
Machine walk includes: Machine tops, Stackers, Racks, Stray APC's / Nuttings, Tray Line & Overfiow Belts
[METRO - by 0445 - 0455 |_SDO [Metrc Belt Checks ED0 |
WB l Area 51 - 0445
LAZ | Strapper - 0445
BLIS |
ELK RWER GCommitted mail check | spo
CHJRD ' |Staged containers - 0200
GMPS | Staged contalners - 0400
HPED | Metro break-up - D430
A3 | Me&tro break-up - D500
AZ2 . Metro break-up - DE00
884 Machine - # 53
804 Machine - # 28
Final Belt Checks | SDO
Ares51-0830 |
West End Tour | spo Sirapper - D630 |
DBCSI# 14 ~ B \West End - 0530 !
DBCSI# 15 |
DBCEI# 16 Committed mail check sSDo
DBCSI# 17 \Wast belt area - 1600
DBCSI# 16 | City break-up - 0600
[DBCSI#H 19 | Staged containers - 0600
DBCSI# 22 \West belt area - 0700
DBCSI# 23 City break-up - 0700
DBCSI# 24
DBCSI# 26 Area 51 End Tour sSoo
DBCSI# 28 DBCSII #40
OBRCSI# 30 DBCSIN# 47
DBCSI# 42 |IDBCSIN # 48 -
DBCSI# 43 |pﬂ1:51||}_¢ 45 |
DBCSI# 44 s DBCSV # 56 |
DBCSI & 50 |oBCSVI-EC % 63 i
DBCSI# 51 Facsm{c#m |
DBRCSI & 57 DBCSI # 36 - CIOSS
DBCSI # 52 |DBDSIH # 46 - CIOSS
15
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NO-AR-10-006

Color-Coding of Standard Mail and Mail Condition

Reporting in the Northland District

Attachment 9 — SDO daily checklist, flats

16

Ipeg =20} LOT G0 A0 PEdEsE S1E D0F ALID DB &) 2

Te =0 100 50 0 PAleep SiRd COp AL I8 meg| O

& VDR D WOReIaa ) U0 PSS O I A LD D IR SERA| &

LeqEEep DU ]| LOGED 14 PRRECEp sSEpUD e LG IR &

Lpeg 5300 LGP0 ADDOL WS Jy Lo phuesd Sield #OF 405 12 @as| §

¥
[
TOE o0 0 JESE 00 [P ISR Oy WS T
Py S0 L0 E0 A pRuEgD SR Gl COey 19 sy |

] LEHLAL B oy 554 [RLETE
(Apguens ou B} LODORL AQ WSADD USE O] SFU 10H 1B SBRA
TRRWENT) T N1 L0 6 | A0 PR0Eer [BFy D05 § o5 £05 405 IE o6
TRaueny "ou g) LLD OLG | 70 PREap Ie 095 425 1B S
“_u__._m..m.._:.u.m.ﬂﬂ OURY LOGE LAY PRUEEE EA0 JINN S
_.-....F_h._.._ GUPY AISERLY L3 A0 UORR SO0 S|4 Of PanmOuiEp JNN 10H IESeps| G
L
&l 300 BAEE DR ey P
LN EE N I E N EEER
P S2d) LOLSL AQDOL WS4y U0 BIED S0 Jiy 10 @] 2
TIOC0k UOEIR0) U0 s Sentl iy B Pod I8 S5 |
S LB B EEEND £ Ine]

S| LA CUL By 0) PR SUE Y LGS [ Sauiuen| T

P OUETN BA SIS SURD LOS  SHULDERY UDUSS LUnudy Suig e s "r.-."r.,_-.._.._ L

il

“N

!

N

]

sinol |
1% "ApRUEN ) S0 S D IO Ol DUICOA, S0 pE L S e UICD ey pnE ALUBL SOH

T Tpenio) Law) pieaEp o) bussiy ae sSuRuoo peipne fURY soH

-]
T FHUIETICY L EEE] oo oo oy oo B DU & e Sos eGP pne AUBI MOH | &
L PRIpnE S Sialisuoo Juey Mol

s opeg

e D g

sinol |y

4 SETE] BCeD 200D [ PR UIEYE LAY P BUSIE DS 18U FUBDILEDE B &)

LAUIN PUE BUED AQUS UIDLID LI LS oD J0j00 a0 LW U_m-.gm&ﬂ_ B pUBDLEDS B 2|

150 Apoo 1000 PAZPIRPLES LM PRNQLESIP B PUEPUESS J8gEN0 B S|

TRRRUEND 00 ) B0 G150 G0 PUE BEp AUS [ELIDND LR,

LEbe) apon 0] RUbLD S1 U0 PaSED apoo 1000 LW pabbey Sin vogesado woy peT oy e 5

bl B o] Red bl e

LB PO 00D L [IA, ECOUBTIOLLICED U PUE BP0 D414 U1 pESsEd i B _u-m._u.._mﬁ ]

o [s=4

et |

EEn

EEN

ooy

[

o |

4

ol |

sanal |y
SUGNSANG) 9500 010

meg

SALEN OO S

20%d SIde U

1SIPPeYD 0as sield

30



Color-Coding of Standard Mail and Mail Condition NO-AR-10-006
Reporting in the Northland District

Attachment 10 — Letter from Sr. Plant Manager to EAS

Mortvkand Prweessing & Distriburion
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Proper colar coding, spplication »f datetime, and MCRS regoiting of Standad defayed nial fow and
recardirg af oldest daa
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NO-AR-10-006

Color-Coding of Standard Mail and Mail Condition

Reporting in the Northland District

Attachment 11 — MCRS count sheet

IBJET BAE T 10 L 0 1000 AE(] ABAER BAEPO L JENNELS A0 IR PEAERO = © NUE | BWEY SA00Y
LTS
425 12
aad UL
CALYO LE 30D OHYO NI )
g3A%130

HIMOL 1334 ONLLAN WYHS WYHT 0983 3EwD

i 8@ jed
SjON BTG SHIANYLNGD S0 HIFWNN SUl SESU) S586ld
AaaapAepung ou o) 3np LvE - WNld .
Idd
nNHL
Idd - MOTT3A aam
MHL = 137908 anit
a3 - NITED ME W
ANl - ADHYHD NNE
...................... wnonos |IINGNSSRIRN] e |
gaAviaa Avad
................. ~ S0va SAWIOL IA0T OO0
133 1Eeg DY LNAOS
I ETIREL] Fd Al
- ' t=
il ‘0 ‘D0
By SUe0 710 L 0 0000 AR A Aue] SARPO L JI SNIELS MO PR PaSER] = £ NUUL | SWE ATy
LTS
105 (2
oo UL
Av0 15300 QHYONYLS
3%

anM 1334 SNLLLNN WYH S

fiq s@|ed
BT LHET I8 SHINYLNGD 40 SIS BU) BB G588

voday (e prepuEls) mold e paiela0 00: vz
20% d ST1diN

18

32



Color-Coding of Standard Mail and Mail Condition NO-AR-10-006
Reporting in the Northland District

Attachment 12 — MCRS documents on file in IPS
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