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DISCLAIMER

This document was prepared as an account of work sponsored by the United States
Government. While this document is believed to contain correct information, neither the
United States Government nor any agency thereof, nor the Regents of the University of
California, nor any of their employees, makes any warranty, express or implied, or
assumes any legal responsibility for the accuracy, completeness, or usefulness of any
information, apparatus, product, or process disclosed, or represents that its use would not
infringe privately owned rights. Reference herein to any specific commercial product,
process, or service by its trade name, trademark, manufacturer, or otherwise, does not
necessarily constitute or imply its endorsement, recommendation, or favoring by the
United States Government or any agency thereof, or the Regents of the University of
California. The views and opinions of authors expressed herein do not necessarily state or
reflect those of the United States Government or any agency thereof or the Regents of the
University of California.



MAIL AND SHIPPING SERVICES
AT THE

HOW-TO GUIDE

s,

Mazl und Sthpzng Servzces are part of the Materzel Man-

" agement Department within-the Admzmstmtzon Division. -

" 'The Mail Rooin provzdes all mail servzce—mteroﬁ‘zce e f."_'
- “domestic, ‘and znternatwnal— fo the LBL. community. The.
Sthpmg Section. processes all sthments other thari mazl

' mcludmg frezght packages przorzty sthments and ex- -

ports , N
‘ " MAIL-ROOM*_ .o SHIPPING: © )
LOCATION : “:VfBldg 69, Rm 101 Elag 69, Rbdﬁfib& L
o BUSINESSHRS “8am. tbé';}m gam:tod30pm
'x, . : __" Monday—Fnday _ Monday-Frlday '
MAIL STOP ' M5 69 102 MS 69 102
TELEPHONE "Ext 5353 Ext 5084




’:f’Locanon of Mailroom cersgrees s nianissaniesie ;
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MAIL SERVICES

P

Outgomg Mall ' o o MR
~All outgomg mail mUSt be at the Mall Room by

: "-’ Nt OO p-m. to be’ dlspatched out the sanie day All "
i U.S.and internatiorial mail leaves LBL at 4:30. p m., .

T Monday through Friday. See the Section on Certl- L
' fied, 'Registered; and Special Delivery. for partrcu— .
s lar cutoff tunes for these spec1al servrces T

Interofflce Dehvery o . o '
* Mail is delivered to, and collected from, the Bulld- ’
:_ irig 507/70/90 complexes twice daily, Allother .
~ Laboratory bulldmgs and LBL units located oh the ’
T uc Berkeley campus recelve mall serviceoricea .

‘ .‘__'day e T _u\'I"-'

n

Authonzed Mall (Ofﬁcral LBL Mall) e
vAuthorlzed mail is mail that is sent out by an .,

. employeeé as part of the performarnice of duties. that
. are directly. related to work under the Department
"~ of Energy contract'or other Laboratory contracts or’ -
. ‘grants.’ Postal fees for authorlzed ma11 are pald

- "'usmg Laboratory funds

Personal Marl R - o
- AUS. Postal Service letter dropt box is located on . .
* " the-west side of the Cafeteria- parkmg lot, next to
. the Wells Fargo Bank. Mail is picked up daily by -
-~ the US: ‘Postal Service aroithd 4:30 p.m. Per Sec.:
1.2'of the RPM “...the Laboratory s mail system
, -may not’ be used for stamped personal mall Yo

v_,l N _', L

Postage Stamps L “to :

. Stamps are available for sendmg authonzed ma1l
(out51de of normal busmess hours. To obtain . I
stamps, fill ouit'a Stock Material Order Form #7600~ -

55659 and have it sighed by a person w1th account

signature authorrty Send the completed formto -« -

... the Mail Room, thie'stamps will be delivered by o
L mterofﬁce mall (see Example 1). i Lo




_ EXAMPLE 1

L sTOcK: MATERIAL ORDER .

c—z LEAQER |ae7c.q4:l;m|«,,azs o l"““ M PEENEE
M‘SASE(‘,QGTAE\I SDA'5I0 ERGINEERING %Algm :

5. 1wl\l|srea 'ae '90 Mwiavint, |
7(_._

%o 5. wsﬂcé SWEE; zgg
US Pesne& STAWS_

eTifote [ E T2

L)
il
s A
§
]
I

UNFILLED TEMS TO BE BACKORDERED
FURNISHED BY ANGTHER SITE YOU
“WILL BE NOTIFIED ON ACTION TAKEN,

Return Address BEEREET ‘ »
- All outgoing, Laboratory mail must have a com- L
~plete returri address, mcludmg the name or- L
. Laboratory group of the sender, the sender s mall IR
" stop(MS), and the Laboratory s, off1c1al address. For R
A example : S
: Dr AB. Researcher/ 50B 5329
+Lawrence Berkeley Laboratory
1Cyclotron Road , "~ . .
Berkeley, Cahforma 94720

v :‘A complete return address not only prov1des your -,
correspondents- ‘with your correct mailing address, .
but also ensures prompt disposition of mail that

_may be returned by the U S. Postal Serwce to: the
"‘Maxl Room A

- ;1'DOME(STIC MAIL © .
Envelopes— letter size . o
+ For domestlc mail use the standard whlte busmess

oo envelope Stock #7530-12682 (see Example 2). Do-
., - mestic mail in this envelope will be handled as
. First-Class mail unless, otherwise requested bythe -

sender. Do not use letter-size air-mail envelopes e
; for domestic mail. ‘Firét-Class mail may be deliv-".
ered locally in'1-2 days; however, delivery time.
- nationally’ varies from 3—5 days dependmg on the

ﬂdestmatxon :

N



PR

B Berkeley,Cahforma 94720 ’

"| 'Dr. A.B: Researcher, 50B-5328""

Lawrence Befkeley Laboraloryv
1 Cyclotmn Road . .

" Dr. MY Colleague L
Physics Department
Brookhaven National Laboratory

Lt

e Envelopes — larger than letter size

' Upton NY11973 :

N

- For items larger t than letter size, use. the flber
" (Tyvec) envelopes. rather than the- manila paper °

‘and in‘many instances will save: the Laboratory

money on postage fees

“J

vFlberEnvelopes . R LA
.Size . ;' Stock# oo
“6in. x9in: . 7530-68827 -
9in. x'12 in. ""7530-6804'8.'»*
10 in. x13i in. 7_530-68049~ S
Labels

Standard Laboratory preprmted labels should be

used for addressmg all packages or envelopes -
larger than letter size. Do riot use these labels for
+ interoffice mail. ‘There are two kinds of labels

-

ﬁ;_ F1rst Class =

Plam (no c1a531f1cat1on)

EXAMPLE 3

avallable from stock (see Example 3)

Stock #7600 64877
Stock #7600 53532

--ones.. The fiber envelopes aré stronger and. hghter.

< . -
FROM: . LAWRENGE BERKELEY LAEORATORV
. UNIVERSITY-OF CALIFORN)A

1 CYCLOTRON ROAD.

- BERKELEY, CALIFOHNIA 84720 USA -

~ FIRST CLASS MAIL"

o

re00-gig77 - 1 AL-877-) (Rev 8:80)

€

LAWRENCE BERKELEY LABORATORY.
UNIVERSITY OF CALIFORNIA

1 CYCLOTRON ROAD .
BERKELEY, CALIFORNIA 94720 USA .

, F_ROM:.’

TO: -

1 L 7600-54532.

§8-557 (Rev, 8/80)

v

\

7



Postage stamps for personal use may be purchased R

: from the LBL Buying Service in the Caféteria nyer o
. on Monday, Wednesday, and Frlday from 11 30.
A m. untll 1 30 p- m

o
v

, Use the F1rst-Class label for domestlc ma1l 1f the o
,‘package or envelope contains original correspori- -+
" dence or manuscripts or if the contents must be - '

' recelved by the addressee w1th1n 3-5 days

" For domestrc mall the plam Iabel should be used
* “for envelopes or packages that contam reprints; .
' reports, copies of articles, books, or. other prmted
* material and that do not have to be delivered = ' ‘
‘within a few. days: These items will be; classified by :
D the Mail Room usmg the most cost-effectlve rate.
. available. Dehvery will take approxxmately 2
' -fweeks o T .
‘ Specral Dehvery Domeshc and Intematlonal '
This service'is not used by'LBL. It is more cost-
- efféctive £o use Federal Express. See Federal -
Express in the Shlppmg Serv1ces sectlon of thlS o
Gmde . o A e

- .Certlfled Marl (Domeshc use only) :
' ‘Use certified mail when you must. have a s1gned -
recelpt for a. letter that is mailed to an addressin ',

' *"the Umted States F1ll out a RECEIPT FOR CERTI- "v
PTED/REGISTERED MAIL, Stock #7600- 55289 (see Lo

o Example 4). The letter, plus the completed form,

must be in the Mail Room before4:00 p.m. in order. B o

- tobe dispatched t the same day “For international .
e '..letters see the Sect1on on Reglstered Ma1l in thls
a Gulde '

) Express Mall c : :

... Federal Express and other pr1vate coutiers are
“handled by Shlppmg—see the Section on Pr1or1ty
Shlpments in this Gulde for mstructlons

h




Y B :_ ce, T Number: . - R PR
ta L . . R ’ Assigned byi. .- A
. ‘RECEIPT'FO/ REGISTERED MAIL e o o

B AT L . L. ” -

For Mailroom Use On'ly .

. ADORESSEE D

* sEnDER S R
T e LS STAEET L ot PERSONMEL

- Acccunt Number ?)7,)7,‘5’91 Bldg ‘ib R‘aoml__éq o

. . ) 'D1str1but1on - Copy 1 for Maﬂ\ng Division (mll be- returned to sender after )
™ ' ..~ number has been affixed) . . .
*Copy 2 for ﬂaihng D\v1$\on fﬂe L

S

SEND BOTH COPIES OF ‘THIS FORM TO MAI[.ROOM e
. : Y .

. .- |2600-55289 (rev..12-72)

I’ackages . CT S
Itis recommended that packages be processed :
through the Shlppmg Section — refer to the Ship- "~
- ping Sectionof.this Guide: However, small pack- -
~ ages.up'to 10 Ib can be handled through the Mail -
Room if they are wrapped properly and are being
: 3ma11ed to a domestic address. ‘They may be putin
the outgoing mail, picked up by. Transportation, of -
-delivered t6 the Mail Room: If the parcel mustbe -
- .- delivered within 3 — 5 days, use a First-Class label
;_otherw1se, use the plam label. :

.

‘ __’Items that require wrappmg, regardless of what

. 'they are, should be sent to Shipping with a com- -
_~-pleted Shipping Document. See the Shipping

“- Section in this Guide for mc)_re mformatlon "

. PN . . Y



o Z‘INTERNATIONAL MAIL

Envelopes — letter size: s T
~ ., iFor 1nternat10nal marl use the dlstrnctlvely marked
o A alr-marl envelope Stock #7530-12675 ( see Example 5)

EXAMPLE 57

R /////////////////////////////////////////////////////
. / Dr.A.B. Researcher 50B-5329 . R
’ Lawrence Berkeley Laboratory ; f e ;" et
leclotron Road e T - .
. / Berkeley California 94720 usa ¢

‘\\\

! l,vaA'AiR_MA,IIL'» L

yooo

C R
',l N ~ -
- . ,Dr M Y Colleague -
BT .+ L. DDivision - o
o ST .CERN " * '
e T, i e Geneva23 Sw1tzerland o F
- Nl " " . EN . A .

AR R

TR SN

/////////////////////////jjj///////////////////////

Envelopes — Iarger than letter srze ',.\4 v o RO
- Use the fiber (Tyvec) envelopes rather than the -’ g

. .- manila’ paper ones for items larger than letter size. ' -

. The f1ber envelopes are stronger and lighter and in =" ..~ = 7

-~ many mstances will save the Laboratory money on BRI :

o postage fees. .See the Domestlc Ma1l/ Envelopes ' '

'Sectlon of this Gu1de for avaxlable sizes and stock

Labels : O
."Use the plain label for all, mternat1onal ma11 enve-
lopes larger than letter sxze, Stock #7600-53532 (see
Example6) S T .
C . L ) ") e e rrom LAWRENCE BERKELEV LABORATOR( . R -
B I O i ! UNIVERSITY OF CALIFORNIA R i R o . K
. e e U e “ . 1'GYCLOTRON AOAD & '
® ‘o _EERKELEV CAHFOHNIA 94720 USA R . ',.
. AP ' o ,
¥ A ) i ’
¢ 7&0(\.&1&5{ P L - :wlt-‘asz Gpev. mmJ
- § an v ’
"‘f ,




(-;“ Materlal that would be sent F1rst Class 1f 1t were T

g domestlc fail should be 1dent1f1ed by | hand print-"’ s
mg or stampmg AIRMAIL in the lower left quad- ey

' rant of the face of the envelope Al

Average dehvery tlme for mternatlonal air ma11 s "
1 7-11 days although materlal sent air mail to . RIS
Europe or to ]apan often arrtves w1th1n 5—8 days )
e AT ('~ AT
For all other 1nternat10nal ma1l such as reprmts, ‘
reports, books, and, prmted material, donotat-~, ;-" .
: -tempt to classxfy it Slmply identify-the contents as
books, etc., and the classification will be made by '
. the Mail Room staff using,the most cost-effective: -
..., rate available. Average dellvery nme is approxr-

SO o k mate1y6weeks “_ R ST PR .
: Reglstered Mail * _ . R
D - Use Reglstered Mall if you must have a rece1pt for a
o 0 letter that is mailed to-ani address outside the' Umted

U on 0 States.” Fill'otit a RECEIPT FOR CERTIFIED/. -
“. 1o L 'REGISTERED MAIL; Stock #7600-55289 (see . _ 4
AT _Example 4).. The letter, plits the’ completed form, e 3
S UL miust be dehvered to the Mail Room, where it w1ll

Co Tl o be processed the next busmess day e

o - Packages

. 7_':-_; P (513 recommended that packages be processed
“re o throuigh'the Shlppmg Section: Refer to the Shlp-
e pmgSechon ofthlsGulde ,‘-‘ e e
Lo S Intematlonal rnall that welghs more than 4 lb or

. contams any matenal other than letters; reports
R e COple§ of artlcles, books or prmted material must
“¥ 77+ 7 besentto.the Shipping Section with a completed

w0 Wi, Shipping Document (see Shlppmg Sectlon of- this -

' ,"Gulde) e Lo

Ay B . ok
o R v' -

, S Internatlonal mall welghmg less than 4 lb and
T '_ L contammg only orxgmal letters, reports .or other
pnnted matter: may be placed in the outgomg ma1l

o

.




Use the plam label and stamp the package AIR
MAIL if it must be delivered within 7-11 days." .. » ¢
{ - Other ‘packages: will be: classified by the Mail Room ISR
e and W1ll take approxxmately 6—8 weeks for dehv- z 1 R
ery A 5 ST ; R

COST COMPARISONS By for a 1 lb package ~' N

. DOMESTIC ; INTERNATIONAL

"‘”Flrst Clags - $2 90\"';.:A1r Mail 4736 - L

Prmted Matter 1.79° Ait Pririted: Matter 5592 -
, BookRate 105 Printed Matter 320 o
a ~,' S leraly Rate ‘ ,0.65."R,Book Rate - ; _ 136

- »."

'-dependmg on the type of materlal and the cla551f1- o
catlon Ty :

»aa.-’

1’; Interofﬁce Marl B I I S A
...~ /Interoffice. maxl mcludes mall addressed to another BN S
C -, o officeat LBL to the' Umversrty of California ; ». ' IR '
e fcampuses at Berkeley, Davis, Santa Cruz, or San o
.7+ " .Franciscd; to the Lawrénce Livermore Natlonal '_ :
.1 7" Laboratory (LLNL); or to.the Department of - S {' o
"+, EnergySan Francisco Field Office in Oakland, CA SR
R Dehvery time w1th1n the Laboratory 1s usually 1 '
r." AR day’. ‘.‘,,,‘ i

. ‘_.V‘L’."'Mall to- SLAC and otherUC Campuses must be P o
i 'sent through theUS Postal Servxce R R

InterofﬁceEnvelopes ' :f‘-r“ St T 'f
v The Laboratory stocks spec1a1 recyclable envelopes )
';' for intéroffice mail, ‘Cross out any previous. ‘ad- - o
.. <l dfessees; :and donot forget to de51gnate the s1te, s

. owelgy LBL LLNL, UCB Campus, étc.;as the last, - ’
o ':, ' entry Do not use LBL labels on mterofﬁce mall ( see '
8 Exumple 7) '

Tl n

BRI

e The Ma1l Room prov1des>recyc1able mterofﬁce . .
L ',v enVelopes atno cost to Laboratory employees who




'__g:g:g\le/' 'Qoeae'rs'
L per. DPS

o lewa T

o | SIfE

5 e

o - B request them Call Ext 5353 and specrfy the sizes’
o roen s and quantltles of envelopes youneed. If you ‘have’
L . accumulated more envelopes than you. need, send .
“-them to the: Marl Room, MS 69-102, ‘with a note U
statmg that they are for recychng Please tie- the g _
v"'; e envelopes together securely 50 that’ they do not get e
o mrxed 1n wrth other 1nteroffrce marl o ’ .

”
¥ v

Cy

Cer e Bulk Mallmg T e t1;.;- o
S .Asa nonproﬁt organrzatron LBL is entrtled to ma11
" certain material through the U.S: Postal Service at a

o o substantral drscount Under our- nonproﬁt permrt o
. . properly prepared materral canbe mailed ata = - "'. -
E e savmgs of at least 60% over standard ﬂrst-class -
.';.;. ‘.v’ v - rates . . il . e :,‘,:/»;»;. - « .
¥ o ‘, i aThree requrrements must be met for bulk ma11 . f e
St 1 There must be at least 200 preces or the total
N werght of the malhng must be at least 50 lb
L *,. ’ \ s ‘J : ' ']_'2' ! ' : a o - '



.3 k It must be domestlc (U S ) marl mternatronal
marl cannot be mcluded ’

R

S ‘Total dehvery trme is from 2—3 weeks, mcludmg
- “internal preparatron and any preparatlon done by
e ,,'an outsrde vendor .

v an iIf you have an unusual srtuatron such as a large
¥ voluie of mail to prepare , call the Mail Room (Ext
.. .. 5353) fof planning assistance beforé you have.. .
©7 7 envelopes printed or make other arrangements o
* The Mail Room would like to help and. may be able R
"to save substantlal amounts of labor and money W

L Marl for Former Employees and Forwardmg Mall .
)+ .. Mailfor former employees, will probably contmue
[ . -tobe sent to the Laboratory for sometime after the

s employee s departure. This mail is delivered to: the 3 '
last known hail stop. wheére a détermination. - N

C ._should be made as to whether the mail is. relevant
. .:. . toongoing Laboratory business or should be.- .- =+ .7

R forwarded to the former employee s new address Cl e

. *1rst and second class U. S Ma1l rs forwarded o v

" other US. destinations wrthout cost.. Srmply wrrte
~or placea label with the new address on the face of -

" :~the mail with a notation “Please Forward.to.” A1r '

v small letters are also forwarded wrthm the U.S. at ,

. no cost;. however, air mail from a forelgn destma- iy . RPN
. ion being : forwarded to another- forergn destrna—: ce e
: x?tron may result in postage costs Ll ‘ RS L

- e

‘ ’Bulk thrrd class mall retumed to the LBL Marl RIS n";f._-'
. . room for forwardmg is-only forwarded if the - S
"¢+ original mailer has certain-endorsement specifica
.. tions guaranteemg payment of additional postage, c
. - such as “Address Correction Requested” or
e ”Return Postage Guaranteed” printed on. the marl

K . item. Iri order to eliminate contmued receipt’ of

. ‘this often’ voluminous materral itis necessary’ to STl
send wrltten noticéto, the marler to dlscontlnue, or _ e .
dro ; frorn th 'r» marlmg list, correspondence to a: NIRRT

s




partxc lar 1nd1v1'-ual The Mailroom will prov1de ‘

«

USPS ”Change o; Ad




A1r Frelght .
Busmess Hours .
Shlppmg
Deferred Air
Export License".

’ Federal Express

Incommg Pnorlty Dehverres .
Internatronal Sh1pments deua:

Method of. Shlpment
* Motor Freight ............
Package Labels Cevinaihe
Packagmg
* Phone extension’ (Shlppmg)
- Priority Sh1pments VN SO
Shlppmg Service Overvxew Ll
Sh1ppmg Docundent " '
- How to. flll out .,
5 Sample feniee e tedan il
Shlppmg Document Slgnatures
: APPROVED BY....

Seseeeresvasereratabse

o .

o AUTHORIZED BY ..... :
Transportatlon and Packagmg .
Umted Parcel Serv1ce (UPS)

S30IAH3S HSNIddIHS



Authonzed Shlpment

The Shlppmg Document R e

L }sample form (see Example 8)

» ;3 See the followmg Sectron on Shlppmg Document S1gnatures “

Yool .. Ao = T T N
W e . f D

. <J~h:

*'f SHIPPING SERVICES

“

. _v,_'iThe Shipping ! Section will package and arrange for the authorrzedv -
-~ shipment of material to any. location by using a number of modes,

- ~An authorized- shlpment is one that is required as part of the per-

s

. formiance of work that is directly related to the DOE centract or other ’

o _;Laboratory contracts or grants. Items ‘are shrpped by United Parcel .

o o CServrce, pnonty carrrers, truck shlp, etc All prrorlty shrpments are
handled by Shrppmg S

<. To-have material shrpped f111 out a Shrppmg Document Stock #7600-
g 55567 as described below. The numbers refer to 1tem numbers on the

' ';1 Enter the present locatron of the mater1a1 to be shrpped Thrs :
, 'T‘mforrnatlon is uged if the material is to be picked up by LBL Trans-

Ry portatron and dehvered to Shrpprng (See the Sectlon on Transp0 rta_j -

s

| Hon and Packagmg in thls Gulde) i.‘f 'v B

. "»2 Enter the name locatlon (mall stop) and LBL telephone extensmn n,

"ﬁ'Ofthesender APEEEPER SR S L _

: 4 See the followmg Secnon on Shlppmg Document Slgnatures w

-4

F v5 Enter the date and the name of the person completrng the form L :

R A ”.r . .

1-

L 6 Enter the LBL account number to whrch the cost of the shlpment ~{ .
o 'w111 be charged : - el

) 7 Enter a purchase order number 1f an 1tem is bemg returned to the -

. seller because it was damaged in shipment, or it is being, returned for- -

‘;8 Enter specxal order number used by procurement when returnmg .

.>1sotope contamers to other Natronal Laboratones TR

S

L repair or credit. Thrs transactron should be handled by procurement_ -
e personnel Lo T . :



9 Enter a Borrow Number if an item has been borrowed from a.
“'source outsrde the Laboratory.. It will have 4 Borrow Number as-
) 51gned by Property Management Whena, borrowed item is bemg
shipped to another location, the Borrow Number is listed-here. In .
_addition to an approval signature, the shipment of borrowed materral
* must be authorized by Property Management. See item #7 1nfthe '

e "’Sectlon on Sh1pp1ng Document S1gnatures in th1s Gurde

10 Enter a Loan Number 1f the Laboratory is loanmg the 1tem(s)
' bemg sh1pped This number must be obtained from Property Man-

~ . agement before shlpment and entered here. See item #8 in the Sectlon i - _

- .on Shlppmg Document Slgnatures in thls Gulde

B .11 Enter a Spec1a1 Receipt Record (SRR) Number wh1ch apphes to v L

. items that are at the Laboratory under spec1al circumstances, ar--
R ranged for by procurement personnel or Property Management. If
~ this is the case, the'proper SRR Number goes in this space, and the -
- shlpment thust be- authorized by Property management Seeitem. #3
in the Sect1on on Shlppmg Document S1gnatures in this Gmde

. ;12 Enter the name and complete street address of the person to whom
the 1tem is'to be dehvered A post offlce box is not adequate

' 13 Indlcate the date you must have the item del1vered The date
-entered here is very important because the method of shipment, : and -

. ‘consequently the cost, will be determined by th1s date The shorter .
Co ,the dehvery t1me the hrgher the cost

N

14 Estlmate the value (m dollars) of the mater1a1 bemg shrpped

.,/

. been made with the recipient before the shipment. ‘Check the box

L labeled PREPAID if the shipping charges are to be charged to the

" Laboratory account. number listed initern #6 above; PREPAID-

' - »DEDUCT FROM INVOICE is used only by procurement personnel

w hX

' ‘Items 16, through 18 are used by procurement personnel only

| 19 Usually leave thrs blank and carefully spec1fy the date that the

. : shlpment must arrive at the destination; the best method of shrpment
- -will'be chosen by Shlppmg However, you may entera code number .
" selected’ from the Method Of Shipment Codes on the right.. If you .. .

;want to use some ofher i means.of sh1pment enter your choice oppo- R .
. 'site OTHER." See the Section.on Method of Shlpment in thlS Gulde for e
L a br1ef descr1pt1on of the common ways of sh1pp1ng ' .

- 15 Check the box labeled COLLECT only when an arrangement has R



. DATE REQUIRED AT DESTINATION

- SELLER S PROPERTY [] A
* LAB. (GOVT) PROPERTY. [X] .

ADDRESS : 3
" Rt. 166. Co]]ege Street &

s ' T . b
PRESENTLOCATIONOFMATERIAL o 5 . B o R
PAGE 1'OF - PAGES' .
 ane S0A. - 6140@ umvsnsnv oF CALIFORNIA o R VOF s PACES
" REQUESTED BY: A MAIL CODE SH'PP'N D UMENT . w_gu;‘o C
" _Suzanne Daly @ an G boc " 28535.5”‘ - B- 70345
~BDG " JROOM - T TUTEXTENSION T FOR CONTRACT NO w7405 ENG. 48. " |DATE | TYPED sv . I S
. 50A 6140 | . 5877- | Or CONTRACT NO. DE-ACO3- 765700098 1/14/87 - @ Steph - b
. APP BY, - (3)- BATE ~ : W”H THE DEPARTMENT OF ENERGY Pug_cHAse ORDER NO. Aceouwr NUMBER )
- MR G | /—/4—5‘7 EI e . D s ©®
RN OY BERKELEY [JSITE 00T ®" @
_ 0 _ N , 9 LéANNo - = - .SRR.‘NQ:U ‘ =
LG s \_,LA'{ D”VERMORE DNEVADA 91850102 @ AR OB
. SHPTO - N T - T == e
o Mt Ho]yoke CoHege SR - ) ; : 4
ATIENTION. E g : > '
: s «Dr. Howard N1co]son - Phys1cs Department \

CITY STATE AND ZIP CODE

0 South Hadley, MA 01075 R

-1/15/87

R VALUE OF, MATER'AL -
s l ,000.00.

. COLLECT .

@ . - - DECLARE VALUE ON WAYBILL
.. < DONOTDECLARE VALUE ON WAYBILL -

METHOD OF SHIPMENT: » _ - ~ T METHOD OF SHIPMENT CODES: -
19 |

. 1. PICK-UP "5, MOTOR FREIGHT

" ENTER CODE - - R —|" "2 PARCEL POST - . 67 HAND CARRY- .
T . |va ues . . 7. ARPARCELPOST’
P o lE FEDERALEXPI . 8

d' ) .smenerum Aumomzsosv. — |

‘9. AR FREIGHT ~ ~ ".'-

¥

. 10.1AB TRUCK "+ '

11. DOE AIRCRAFT

© 12 AIR FREIGHT FORWARDER

_REASON’ FOR SHIPMENT

@ Requ1 red to meet Doub]e Beta Expenment date. TR :

FEDERAL EXP 2. b

,13 DOECOURIER B

C$dTamwvxT s




6L

Des'ckwnoN ,

SERIAL, PROPERTY AN)/OR
"CATALOG NUMBER. . ..

1 2ea| Sod1

N :'
22

d1de Detector, Model No 2011

DOE#533308(:> o
- #503309 -

MATERIAL CLASSIFICATION < :

. ' FOR USE ) g SHIPPING SECTION ONLY

o

.- PACKED BY

oF

NUMBER OF PKGS.

1

- | TYPEOF PKG.

ctn .

WEIGHT

504

EQUIPMENT CKCKEDJV o

T SHPPED BY - B

OF -

© |DATE SHPPED -

1/14/87

_[CARRER -, - -

" Fedex_

R WAVML Wﬁ

342786432

B RECEIVED B —— oAre -
7600-55567 AL 1095 082 . - i e - i
, i SHIPPING MASTER - o

"8-37JWVXSI L o T a f.‘



v

| _'20 In addltlon to statmg the reason for slupment mclude a ]ustlflca-
© . tion for using a pnorxty carrler as requested under #19 Method of -
'..'Sh1pment PR : :

,,.k

v i ) B ’ ) -
21 Number 1tems in sequence unless they wete taken from another

a list, such-as a purchase order, in wh1ch case use the item number %
', from the referenced hst Enter the quantlty of each 1tem included i in L
' ,jthlsshipment e s T ,Kj. : a
' .22 Providea brxef descr1pt10n of the 1tem mcludmg the name of the '
SR manufacturer, the model number and the approx1mate 51ze and REN
s welght : . . - : L

S \4'.23 Enter the DOE /LBL property number 1f apphcable, and / ora’
- ., serial number or, LBL catalog number, or some other means of :
"I‘"ldentlflcatlon Y: B

. '_ 24. Use thls space to declare hazardous materlal or, fraglle, (e g ,
e glass) or other spec1al types of mater1a1

'
¢

St The lower portlon of the form marked FOR USE BY SHIPPING

- ; SECTION ONLY and thé SHIPPING: DOCUMENT NUMBER i in the
. upper nght-hand corner will be completed by Shlppmg A copy of
: fthe completed form w1ll be returned to the requester -

Shlpplng Document Slgnatures . ' '
. " There are two places for 51gnatures on' the form: item 3 APPROVED
o BY and item 4, AUTHORIZED BY. Some shipments requlre both -

T 51gnatures Below are some examples that covermost cases.. Re- -, - R
¢ quests for shlpment that originate from LBL program groups are’ :'_ .

-+ “usually covered by category 5, 6, or 7 below. : B

L Shlpment in connectlon w1th a purchase order ora subcontract is™
: APPROVED BY procurement personnel T

2 Shlpment in"connection with blanket orders or Work-for-Others - - _
accounts is APPROVED BY the buyer coordinator, or person with
 dccount-authority for the group. admmlstenng the blanket order or
C Work for-Others account I : . ’
3. Shlpment of excess or surplus matenal or return of empty contam— ’
ersis APPROVED BYa de51gnated Matenel Management person

. ‘_‘4 Shlpments to dest1nat10ns outside the Unlted States are AP- S
L PROVED BY a person with account authorlty for the requestmg <

3P T AR



-

.' group and must also be AUTHORIZED BY the Property Manager

.~ . 5. Special nuclear source, radroactrve, 1sotop1c, and/or tox1c materlal
o smpments are APPROVED BY a person with account authorlty for
' the requesting group and must also be AUTHORIZED BY the

Env1r0nment Health and Safety D1vrsron ST S -{_' . :

6. Shlpment of records or other pubhcatrons magnetlc tape or photo-

. graphic film is APPROVED BY :a person with account authority for the. .

- requesting group, and AUTHORIZED BY the Archives and Records .~
- . Office. Reports or other. publications may also be approved for shlp- .
... ment by the Techrucal Informatron Department Head or desrgnee N

L7 The return of borrOWed equtpment may't be APPROVED BYa.
* person with account authority for the requesting group. The shrp-
" ment of botrowed items must also be AUTHORIZED BY Property
- - Management.: The. slupment may proceed- without the, signatureof .
. “Property Management if a Borrow Nurhber has beer( a551gned and
L that number is listed as. 1tem #9 on the Shlppmg document

8. Shlpment of alt other 1tems are APPROVED BY a person with
account authority and AUTHORIZED BY Property Management
' This includes mutual exchanges collaborative research return of -
... outside'uset’s property, loans, sales, donatrons, etc "Verbal autho— »
. rization from Propérty Management is permitted, and'in that case''. " -
. Shipping w1ll enter the Property Manager s name-on the Shlppmg
‘ 'Document

Method of Shlpment Codes : ’ " ‘
1. PICK UP: The rec1p1ent of the shlpment Wlll ple up the 1tern from

‘$
2 PARCEL POST Th1s is part of the U.S. Postal Serv1ce——for small
' packages. The package and' completed Shipping Document must be :
- -at Shipping before NOON to be dispatched the same day. Note: UPS
- isthe preferred method of shlppmg small packages and wrll be used.
N 1n most cases ’ ; v

.3 UPS Un1ted Parcel Servrce isa prlvate company that shrps A '33' "
- parcels we1gh1ng up to 70 Ib." This service is used by the’ Laboratory
to ship packages within the Uriited States and Canada and to somie.
-+ _international destinations. The length plus twice the width plus
.. twice the depth cannot exceed 108 in. Packages and Shipping Docu-
o ment must be at Shlppmg before NOON to be drspatched the same’ C
Ry j‘day EERRSE R AR AL e

N

5
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4 FEDERAL EXP 1 Under the Government contract overn1ght B
" delivery is guaranteed (between 8 a.m. and.5 p-m.) to most citiesin -
.theé Uniteéd States as well as some mternatlonal cities., The Labora- .

" - tory uses several services ~ Federal Express, TNT, Emery, etc. ..

" ‘Under the contract, the item must weight less than 70 Ibs: and less

* than 108 in. in length and girth-combined. Shipping will 1 usethe -

. Government rate unléss:otherwise requested. Should you require
- 10:30 am., . guaranteed delivery, mark the Shipping decument - - .°
“#4 AM. Letter or ‘package and Shlppmg Document' must be at .-

: Shrpprng before 2:30.p.m. to be d1spatched the same day -

B 5. MOTOR FREIGHT: ThlS 1s for 1tems that eXceed the size restrlc-
. tlons 1mposed by UPS or parcel post Local dehvery is usually.within - - ;
: the samie week, whereas out-of-town dehvery canl take 2-3 weeks, S0l

L dependmg on the destination. Items that do not require specxal

"~ packaging will be shrpped the same day if recerved at Shlppmg
N before NOON

" 6. HAND' CARRY A Laboratory employee personally carries the -
_item'to the requrred destination. -

7. AIR PARCEL POST Thrs is used for some mternatlonal shrp- o 9

"",.,ments

8. FEDERAL EXP 2 Under the Government contract thrs service is SR

. not available. We are. guaranteed 8'a.m. to 5p.m’ next day service.

Federal Express does offer a priority or 2 day Heavy Weight service ..
“for shipments over 70 Ibs. : The letter or-package and the completed R
Shipping Document must be at Shlppmg before 2 30 p m. to be

: g d1spatched the same day.

9. AIR FREIGHT: This is used for items that are tob large or heavy
for other express services.but must be delivered in a shorttime. ". -+ -

Delivery can be from overmght to 5 days, dependmg on the destina- .~

.+ tion. Ttém must be at Shipping before NOON to be dlspatched the
. same day. If. the sluprnent needs extensive packagmg, it will require -
“more time to prepare Shrpments of- large and /¢ or fragrle 1tems ’

- should be dxscussed with the Shlpplng Sectron

: ’ 10 LABORATORY TRUCK A Laboratory vehrcle w1ll be used to - -
. transport the item. This method is used for some exceptional local '
.~ deliveries and may be arranged through LBL Transportatron (Ext )

. 5404).

- ,11 AIR FREIGHT FORWARDER ThlS method is’ used for unusual
’ »mternahonal shlpments and is arranged through an outsrde shlppmg
broker. Contact Shipping for more information. R :

12 DOE AIRCRAFT: This is not currently used by LBL. - :



d Labels

Transportatlon and Packagmg T TP A

Hazardous Materlals T

[

: .'-N.VJ

L ‘} in Fedex packagmg witha shlppmg document attached The -

e " If you can not meet the 2 30 p m cutoff tlme for Federal Express

13 DOE COURIER ThlS is not currently used by LBL

’Intematlonal Shlpments _— Export Llcense RPN~ :
s An export licetise, Wthh takes 6-8 weeks to obtam from the U S e

= ") , Department 6f Commerce, is required:to sh1p Certain items out of the e

Umted States, If you plan to. ) ship items other than prmted materlal :
out of the country, please Contact Shlppmg (Ext 5084) for gu1dance :

- t..

- Use the standard label Stock #7600-53532 ‘for all packages, domestlc

, and 1nternat10nal Add.the sender’s name and ma11 stop to the “ret:urn - o
T address on the label (see. Example 3) o £

.-+ If your package is wrapped and labeled and you have a completed
.'Shlppmg Document, you'can ‘deliver the package to Shipping in Bldg

69, Room 100; or call Transportatlon (Ext 5404) and they w1ll dehver SRR

. it to Sh1pp1ng

B "If you do not have the proper packagmg materlal ;OF 1f the 1tem needsl e

7 tobe boxed, Shlppmg will package it for you. ‘Custom crating is -
+ - fabricated by the: Carpenter Shop. This can be- arranged directly w1th
i +». . the shop (Ext. 6022) ot coordinated through Shipping: ‘As above, :

- ' prepare the Shippirig' document and dehver all to Shtppmg, or call
- E :Tlansportatlon for p1ck up "

.'».‘ . ‘ X

Shlpments contalmng rad10act1ve or other hazardous materlals must’

- beproperly identified ufidet-item #24 on'the Sh1pp1ng Document o

Spec1a1 packagmg and shlppmg procedures are requlred

Pnorlty Shlpments - Domestlc and Internatlonal

' Shlppmg The itéin should be placed in an envelope, or packaged, as -

R

S The package and'the Shippmg Document mitist be at Shlppmg by S
- 2:30 ) p-Ih. to be dispatched the same day. "A box for priority ship- .- <"\

e ments;is available outside the 50B libraty: “Items should be placed -

B contents are p1cked up at230p mooe LT '. N

SRR . : _lh_qu1red and enter your LBL account number under YOUR INTERQ
NAL BILLING REFERENCE on the a1r blll (see Example 9)

‘Priority shlpments (e, Federal Express DHL, etc) are processed by e -

it were to be placed in the U:S. ‘ail. Fill outaShipping’ Document _ «
- and an address label Include 1ust1f1cat10n for usmg prlonty handhng; o
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The Shlppmg Document glves you the opt1on of usmg Federal
Exp 1 or Federal Exp 21 m the sectlon labeled ME"IHOD OF

tween 8 a m.— 5 p m: In elther case you v lst specrfy and pay R
add1t1onal for Saturday dellvery By usmg the Government rate}.a CoL
whenever p0551b1e you can save about 45% of the costof AM: . -+
dehvery If your letter or package does not. absolutely have to! be o

¥ Some cost Comparlsons of Federal Express and regular First C]ass
’ U S ‘Mail w1th1n the Umted States are glven below /',:'"‘f

llb T eele

Incommg Pnorrty Dehverles TSP S s
' Incomlng prxonty dehverles by the carrler to Shlppmg are logged in,
the proper Laboratory mail stop is added and the item is delivered - -
wrth thé next mailrun: 1fit is too late for the’ regular mail run that .‘: o

‘ day, the addressée is notified by telephone and: may plCl( up the ltem -
at Bulldmg 69. If you have any questlons, call Ext. 5404 ST

Y




o ! wise, ‘does not - necessanly constitute or imply’its. endorsemem

[
i

o

i il Thrs documem was prepared as _an- acmunt of work sponsored«

]'by the United States Govemmem Nenher the United States:

. }Govemmem nor any agency thereof nor The Regents of the
l

Umversuy of Callfomxa,,nor ‘any, of their employees makes any L

warramy, express or ifnpliéd, or assumes any legal habllltv or.
: ,responsnbllny for the accuracy; completeness or: usefulness of’
K _.;any mformatlon apparatus product or process dlsclosed or
. tépresents that its use would not' mfnnge privately- bwned rights.
- Reference herem to any spemf’ ic commercial products process, or
q servicerby "its ‘trade name; trademark, manufacturer, -or- other:’

t
3
L
3
.
1
g
ol
A
i

recommendauon or. favonng by the United SLales Govemment
"]or any agency lhereof Jor. The. Regems of! the Umversny of Ca 1
e [fomla The v1e»zs and opinions of authors expressed herein do |

+ - ;Government - or .any. agency thereof or Thé Regents- of the !
i iUmversny of Caleomra and shall not be: used for advemsmg or
‘ product endorsement purposes - :

i

!

t
lnot necessarily state or. reflect those “of the” Umted States . 1 .

i

i
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