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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 COlTect 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. 
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'; MAIL $E!ivIcEs 
" . , ..... 

Outgo~ng'M~il. , , ',' , ' ,"" , 
. All outgoing illqil'must be,at th~ MailRoom by', ',', 

-', 4:00 p.m. t6,be,'dispatched oufthe same dai All·, " 
U.S. 'arid international inailleaves LBL at 4:30p~m'" . ~' 

, . Monday through Fnday: See the Sectionon Ceiti- ' , .-
,fie.'ct, : Registen~4; and SpecialD~livery for particii~ , 
lar cutoff times foi:, these special services. ", ' " ' 
" ,. ., .. ,'. ', ...... ' .'. ,',.-

, .' " ,InteroHiceDelivery '; ': '" ' 
'Maills delivered to, and coUected from> the Build--

, : ing 50/79/90,cOrhplexes ~ic~ daily: All other " 
Laboratorybuilciings a11:d LBL'units l~ca~edorithe' 
UC 13erkeley campus

c 

receive ma:il,s~rviCe orice a', " 
day .. ""',,,. ' ' '. 

, Authorized Mail (Offida"I LBL Mail)' ' " , 
, A1;lt~orizedn1ailis mail thatis sent out by an ,,' 

:e~ployee as part of.the pei::formanse of duties that' 
'ah~'directlyrelated to work under theDepartme.nt, 

" '~of En~~gy c6n~a~foi o~he~ Laboratory"c~ntracts Of', .' 

,grants'. , PostaiJees. for authorized mail are'paid 
"uslngL~l;>or~tory, fUn~s.,,' " 

:' 
, ' , 

"Personal Mall' i, 

AU$.:PostalServiee Jetter' dr~pb6xis loeate.d' on' 
,thewest side'of the Caf~teria'park.ing lot, next to 
the Wells Fargo B~flk. M~ is picked up daily by 
the U$:,Postal Ser.vice arotIDd 4:'30 p:m:PeiSec., 
1.2 'of the RPM, ~/ .. . ,the Laboratory's mail system 

,may nofbe used for stamped.personal mail." 

I " " 
-Postage Stamps ," ... ' ,," , 

. , Stamps an~ available for sending authoriz,ed mail ' 
',~)U,fside: of,normal business hqurs. To 0b,tain . . . 
stamps, fill mila Stock M~te'riill Order F:orm #7600~ 
55659 and have it signed by a person ~ith ac(;ount, 
signature authority. Send the cci!llpleted form to 
the Mall Roo111,the'stamps will be delivered by , 

. interoffice mail (see Example J). ' 
'. e. .. 

4 
,< • 



,' .... 

.. " EXAMPLE]' 

R~hirn Address , . 
. All outgoing,Lab\=>ratory mail must have aco~­

plete returll ad~ress, inchiding the name or ' 
Laboratory'group o(thesender,the sender's mail, 
stop(MS), ,and the Laboratoryis:official add~ess. For 

.. ex~mple: . " .' '" " . 
. Dr;' A.B.'Researcher/50B~5329 • 

" ',Lawrence Berkeley Laboratory 
1 Cyclotron Road .~' " 

·:Berkeley, California 94720 

,A complete retun~ address not only provides your 
corresponde~tswith your correct mailing aqdress" 
but also ensures prompf dispositicin of mail that 
maybe returned by th~ U.S: Posta} ServiCe to the ' 
Mail Room" . .' '. ' 

">., • 

Envelopes- letter size , 
For dOniestiC'mail use' the standard white business 
envelop'e,Stock #7530-12682 (see Example 2). 'Do- . 

',' ,mestk mail in this ~nyelope will be handled as ' 
. First-Class mail unless. otherwise requested by: the' 
sender. Don!?t, use letter~size; ak'mail envelopes. 

, for q,omestiC maiL Hrsf-Class'mail may be deliv- . , 
" eredlocally 411":':2 days; hpwever, deltverytime ' 
n~tionallyvades from3-5 days, depending' on th,e ': 
d,estinatipn.' " ., ' 

-;" 



- ~ : 

; ", 

Dr,AB: Researcher; SOB-S328 ," 
Lawrence Ilerkeley Laboratory 
1 Cyclotron Road ,', ' 
Berkeley,.Cali,l0rnia' 94720 

, . ~ , 

" 

EXAMPLE2', 

, " 

Dr, M,Y, Coileague 
Physics oepartment 
Brookhaven National Laboratory 
Upton, NY 11973' " 

" ' 

,t' • 

" Envelopes ~ largerthanletter size 
For items la,rger than letter size~ uselhe fiber, 
(Tyvec) envelopes,rather thanthe:q1anila paper " 

,ones., Thefiber envelopes p,re stronger and,lighter 
and l.nwany inst~ll::l.Ceswill save the Laboratory'.: 
inoney, on po~tage fees. " ' 

,Fiber Enve'lopes 
, ': Size 

, J 

Sfock# 
7530~68827 ' 

"7530-68048 
7530-68049, 

" 6in.x 9 in; 
9 in. x'12 in: 

" 

JO in. x l3in.' 

, Labels 
, Standard Laboratory preprinted l~bels shbUld be; 

used for addressing allpilckages or envelopes ' 
: larger than letter size. Do not use thes~ lal:!els for'", 
. interoffice mail. There are two kinds of labels' 
, availa~l~fr~n\-stock(see Eximiple3}:, ' " 

First.Class 
'Plain <'no 'classification) 

,:.Stock: #760b~64877 
'Stock #7600-53532 

.' "EXAMPLE3 

FRO'-!:, - b~~v~~~~iY~;~;~~;OLRA~;~~,ATOAY 
, , 

FROM: •. LAWRENCE BER'KEL,EY LABORATO~Y: .: 
UNIVERSITY OF CAl1FQRNfA 
1 CYCWTRON ROAD 
BERI!;ELEY. CALIFORNIA 94720 US~ 

1 CVCLQTAON ROAD -, 
. BERKELEY. CALlFQRNIA 94720 USA' 

FIRST CLASS MAiL' 
TO; 

'TO: 

7600-6;; 617," 7600-5h32 

6 



,Postag~ stamps' f~r pers'onalusell,lay be purch~sed 
from the LBLBuying-5,ervice in the Cafeteria foyer, ' " 

. ~nMonday, Wedneselay;anclFriday frbmll:30, . 
, a.til: until 1 :30 p.m." - ,. 

" .", . 
,; , 

Use the First-Class label for'domestic mail if'th,e 
• 'pack.age or envelope contains origiria1 correspo~­
dence or manuscripts or if tl}e contents must be : 
· receivedby-the addressee within 3-5 days: 

, \ 

For d.omestic ~ail, the plain' label~hoU:~d betlsed 
'for ~nvelopes orpack~ges that contain repririts~ , 
reports, <;opies of articles~ books, 'or.9ther printed 

, , material and that do .not have to be delivered' , 
\,vithina fe\J days; 'These' items will be,~lassified by 
the Mail Room using the most cost-ef{ectiverate, 
avaiiable. Delivery will take approximately 2, 

,weeks. , 
, , 

Special Delivery - Domestic and International 
This,serviceis,not used py"LBL.' It is more cost­
,effe~tive tous~, Federal Express~ see Federal 
Express in the Shipping Services section Of this 
Guide.'· ;" . . 

.' 

Certified Maii .(Domestic use only) - , , 
Use certified inail when, you must have a signed 
receipt 'fdraletter that is mailed to an address in' 

-:theUn+t~cl Stqtes.Fill alit ti: RECEWTFORCERTI~' -
FlED /REGISTERED MAIL; Stock #7600-55289 (see 

" 'Example 4)~' The letter, plus the conipieted form,' , 
must be in, the Mai,l Room before 4:00' p:m. iribrder 

't9 be dispatched ,the saJ?e day. For international ' 
Jetters, see the Section on Registered Mail in this 
- Guide. '.: . . '" ' ' , ' 

Express Mail. . , 
: Federal Express and'othe~ priviite couriers are 
nandled~y Shippirtg-.:seethe: Section on'Priority 
Shiprnents,tn this Guide for instructions.' ." . · .' \ ~ " ," ~, . " .', .. 

,', ... ~ ,.: , 

7 
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< ,,") 

. ~. "' 

. ' 

>~ •• 

.. , 

. , 

EXAMPLE 4 
" , 

RECEIPT'FO 

A~ORES;EE DR NE.-HL.Y \\J REp :, 
For Ma'ilroom Use O,,!ly· 

L'2?Jq ttMNS-I.·. 

·SENDER 

• ~;me M.<S .$Tf\f-f' '" "Dept. 'P~)o..lt.JH . 
. fccount 'N~niber 2320;' -e I: . 'Bldg.~ Room rul;\ 

Distribution·:.- C"OPy'1 .f~r Ma'i1i-ng Oi''vi~ion: (will .be·r~tu-;'ne·d to ~end~r after 
riumber ha~ been affixed) ", . ' ". ~ 

-. 'Copy 2. ,for.:'IaHing ()iv.ision" file 

.,,', 

. . ': \ . 

Packages. " . . 
It·is ~ecoirime~ded that packages,b,e processed 
through the Shipping Section-..,. refer to ~he Ship~' 
ping Section of this Gui4e; However, srilall'pack­
agesupto,1O Ihcanbehan41edthrough the Mciil 
Room if they are wrapped properly and are being 
mailed to a domestic ,address: 'They maybe put in 
theou'tgoing mail,p~cked up by Transportation, or 

. delivered t6 the Mail Room: If the parcel mli.stbe 

. deliv,ered within,3.-:- 5 days,l,1se a, First-Class label; . 
. otherwise,.usethe· plain Jal?el. 

"Items that require wrapping; regardless of what 
'they are, should be sent to Shipping with a com-

"'pleted Shipping Dpcument. See:theShipping . 
. Section itt this Guide' for more information . 

... 

". . " 

'" 

" 

,8 



" 

,,' .~ 

.'" 

: .' T,' 

'; "INTERNATIONAL MAIL , ',,,,, " . - . 

",:;, 
-' ," ", 

',. Envelop~; -:-letter size: , " , ",<'" 

, , "Foriilternalional mailhse the distinctively marked 
rair~mail en~elope,'Stock#753,b.,.12675 (see Example 5). ' .'.. - , .' .' . . .'.:, ~ 

EXftMPLE 5 ' ; ,f 

~//////////,(///////////////////////~/://///////!//////'l-
/. Dr"AB, Re5!'archer. 508-5329 , """',, ' ',/. "'" 

, ~ LaWrence Berkeley 4lboratory , '< ' ." /' '" ' • ;::: 

/. 1 Cyclotron Road" " ,,', ' /. 
~ Berkeley: Californi~ 94720 USA /. 
/. ,; " ' , ' VIA AIR MAIL ,~ , 

'~' " '<;:::' 
;::: , "';::: 

, 
~ : Dr, 1\1,)-, COIleagu~'~, 
,. '1' ,O.Division ,. 

"::::: CERN " , , , ;::: 
/. " , Geneva,;23' Switzerfand' " "t /. 

.;~ , /. ',' '--, /.' 
~ , ", /. 

Envelop'~si';"';' ,arg~rthan i~tter size,,.. ',.' 
, Us~ the fiber (Tyvec) envelopes rather than the, 

, manila paper ones for item~ larger ,than Jetter size:,,' 
The fiber enveiopes a:restr~nge~ and lighter and,iIi: ' 
manyiU~tances will ,save the Laboratory rponey'on,' 
.postage fees. ,See the D0ni.estic Mail/Envelopes, 
Section of thiS Guide for available sizes and stock" 

." 

'': . 

number', -' ':." ., ," , 

Labels' , ,," .'. ',' , ," " '. " " " • 
" ., .. ' ! 

", ' Use the plain, lab~Hor all.intern~tionallTIail ,en~~-
• Flo • ,lop~s latg"er th~n lett,er size, 'Stoc;k ~760q~53~32, (see 

Exam~le'~): ' ,.', '" ',' ',_,,'" 

, 'I', 

; , 

, EXAMPLE 6' 

FROM: LAWRE;:NCE B.ERKE,L~Y·LAB;AATO~'f 
UNIVERSITY OF CALIfORNIA 
l'CYCLOTRON ROAD' ': ','" 
BERKELEY, CAl.IFORN'IA"94,120 UlS.A '.-

.. TO:'_r:_~:"'_, 

. ,''';'''' 

, .. ,; 

'. i 

.< ' 



,. <, 

\ ' 

'"1 ;",' 

. ','~ ~. '.' . l ' ,,~ • 

.'t. 

1."~· 'I\. 'I. f •• \ . • ~ ~.~. I " ' \, " 

,~ ,.,MateriaHhatwou.ld' be s~nt :First Class' ifit Were' ~ 
.,", '.'~ domestic inaii~houJd b~ identified by himdprin:t.:..' :>, 

',' ' , 'mg or stainpmgAIR:MAtLiI{th~)oly~ileft quad~ ", 
,",' rant of th~face of the enveloF'e~, . "'.,,' . 

:"~.'~':,J':-:' "':' ·-->,i··,:·. '_'\"~~"." .... : . .' .. :.: ...... :'~. ; .. ~{ '.' ; .. .:"".,', 
, . ,A~e!~ge,delivery tim~ fotinternatiohal'ait:ma~lis ',.' , 

, 7'-,l}days, although matel'ia:lsent ali-mail to ~.. > :::' 
'f" "."~Europe or to Japanofte~ariives witliiriS-8'daYs.' -,' 

..... ,.~ . ;,', (~~,~:.~. ,'~. 

,_' ., I. F6;alldtheri_nternatiOriai.~~il s~~h asr~pdnts, " 
, . '; r~ports/!?9?KSi a~d'.pi~ntedinaterial~don6tat- '," t ' ; , 

• ~ • > 

,_,1"' , 

., -tempt to, d~ssify,i't: Simplyiqentifyth~ cOhtent~as~' 
books,'etc., ,~nd th~dassifkat~on~ will be made:by' . 

, the Mai,l Roo~ staff 1..);sing th~ most c,?st-effective, 
" ,; rate available. A~erage delivery time is approxi-

:'m,atelY.,.6. ':'Vee~s .. ,:"~ ,f r t.: ',1',? ?I~ , ~ . -~ ~ I- ' 

~ '~', ~ :. . ': . .. . . . ;: . 
,~ ! ..... < " \ " ..., ~ " 

: RegisteredMail. i'.., ~ " 

,Use Regisfe:r;edMaiUfyouinust have ateceiptfor-a 
" letter that is'in~iled to'arnlddress outside 'the'Unitea 
'St~tes,' Filnjut aRECEIPT FOR CERTiFIED /.: ,,:' 

,)llidISTEREDJvIAlL; Stock#7600~55289 (see .,,; .," 
E;ample 4)'. ,1he letter, :plus.t~e.'~<?~plete,d form" ' ~', ' 

-,. '~.~ must be delivered to the Mail: Room; where it will 

", \ 

bE,? p:C;ce~sed,the ~ex~ qusiness'<iay.,, .' " .... 
. ' .... 

'. Packages: " .,.. ..' ,,', ' . " ,. , . 
. ':';' "I~ IS r¢com~ended th'~t packa,ges. pe processeci '.. 

thro\.igh the- Si1ipping Section: J~efer to the Ship­
ping Section of this 'Guide~' , ":, 
, 'S '.' '." .,' I " . .. ~. 

, > lnh:itnational J1Ic't,il that 'Yeig~'1TI,o·re'tJ.1~t{ 4 lpor ' 
~oithiins' any Ipaterial other tha!l'lettersi :r:epoit's/: . 
<X?pie,sqf.attifie~, bO.Qks; ()r printed ma~eria! ¥lust ' .. 

. be sent to. the Shipping Section with aco~pleted ',' 
-' '." : Shipping E>oc~ment (see Shipping'Section o{this ' 

. 'Guide). .:' ',.', " " '. - ' . 

,~' inte~riati~~al,mail we~gh~g l~ss t-h~~ 4lb,'a~(i.. 
. ". cO,ntainiI).gonly:originalletter~,.repoits,or other ,; 
' •. '. 'prii1ted matteri:i)ay be plclced ,in the outgoing mall.' 

.' , .'., • "'. • • .' ". f 

.... : I 

'" 

. '. ' , . 

.' '. 



~ • j, 

.: r· .. , .... , .. ' 

'. :':;9se'the'pl~in icibel and sta~mp·the:~ackage')\n~ .. 
" ':'>M;AIJ...ifit m4~t ~~d,eF;ver~d,,:,,~thiri 7-11q~ys.' .. ,.r:. . 

,.(. Qth.eq)ackages.wlllbe'~la~slfieq by t~~.Mail~00fl1'· .... 
',:,. 'an~'(~illtak~ a~proxlm~tely .6~ .w¢eks~or <,ieliv~ .:' . /' "' .. ~, 
.~~ry;:: " ,r > , , ' ' 

~, )~,; . ~ , 

,,"',~ ... '<;:9STCOMPARISDNS;~'f?r ~l-'lb p~c1~ag~,':r . J : 
':"',,'" ,.,.' 

:: :', ":" ;:' :'\., ':~' ' .. ',:~ ,'.' .' ',' .<,', 

,'/ .. DOMESTIC . ',;.:-, .· .. :.INTEFNA110NAL: 
.... ;1-' . '. ~. ~, I ,'. ... ' , ." ;.' 

" "·"'.i '" >.' '1<,".""'1 l), "< 

'-First.Class";,,$2.90 . AirMail', ',,~: $7~36'" 
". ··.:printeaMatter .'.:1.79 "Air pdrltedMafter \.5.92 
"" ""Bo~k Rate' ~i05" Pr:iI:tted Matter;: .... j.20' ',' 

. , ;'.,~' Ll.br~Il'y Rate; '.0;'65 \ . ~ookRatE;!. ..;, ~:3~ .. ' 
; , .' . ~ ,4-" '. ',' • .~. ~ ~ • , 

.", ~'.' .': ., .: Po . ..' Ii. " . .. '. ",,' ".,' , J " ~' ...".. ".. " 

. :'~:'N!=>tethat ther~"is~awide vadance.ip. postage ~ates, 
:, '';-. dep~~dirig brt ,the typ~ 9(mC!tei:'iaiandth~ dassifi~ . 
; ", ~cati~rt,' " .' ".: '; ~ c • • .'. '. : ;\\':~:<" .-

( ,,,,, 

! ' interoff'i~e Mail' . ~ ':.' ',;.' ~'. '",' . ": ~ :.': . 
. ' :rnteroffice mail': iitcludes mail :addiessedto .mother 

• ,', . .' ~ • v • ;. ", •. ~ . ".;. . 4' . -, + . 
• ,',office:atLBL; to theUnivefsitY'of:<:alifornia: ., 

&, .....• 'caihp~~~·atBerl<eieY:hlvis,SMtaCrUi;or.San 
. 'Frandscci; to. the LawrenceLivermQreNati6nal' .. 

'. . l:abo,ra~b~y~~LNq;'9r to,th~Departqlent'of . ' .. ' 
J~ne!gy:San Francisco .FieldOfficeinOaklandiC~ .. , . 
D~Jivery't~e ·withinJheLabo~atQ.ry is U:sua~y 1 .' 

'day",,: .. ,' .,:'(.' ,'.: .:, ~.'" . :' <,'> ".'!' 

. '. ',. '(', (,J.,'.,:,"', ~':', '-~"':- " "'~ . ".~~ .,' ':. '." .~: .... , ....... 

'. MalltoSL.AC;:md bther,U,C; camptises'mu~t be 
" .: 's,entt~,ro~gh t~~ u.?::~o~.taI ,Service~ ,,' . 

.. 'f . _ '0. 1, ~ , ,. 

• , . i '. '.'~:': .. ~\: . \. • '.' • ~ .'f ~, ' ( : .... ': , .", < ':~. J' ~: 
, Interoffice Envelopes'.' .. '.: ',·c'., ',. ' : .:," 

,~ ... , 

~ " 

.; "'. 

'. '''' " 

, _I 

- ... ", 
J 

~'. , 

,.. ". . . h . ". :.. " . .... ....,.. . ... 

, ........ ]heLaboratory s~ocks spe'c.ial recydableeny~lopes . ", ., '"'' 

"" • for: inh~rofficemaiL 'Crossqiltany im~vious':a:d~~.· - ' " . 
/qiessees; ;~:r:td.donotfcirgefto desig~qte the'site~ 
) .. e:g., LBL, LLNL, DCB Campus; etc.,-as the last· ...' " . 

entry. 'Do'not,us~ LBL lapels on inter:officemail (see' .,,' 
.'~ ',E,X.ll;n.1P~~,.7.»i. ' ';"';r:' / '1'" :" ,~ 

" ,~~ '. , ' ' . . 
~ , .' ", t . ,'. ", ' .''''~''' " :~~.! . . .:.., ;_.t " .~' ,:. j , " 

.'; Th~Mail RQ9rrl pro~iqes}e<;yclable. interoffice . <. ' 

.' , :. enve~op,es; a~ !l.o cost. t~Lab~~atory:-employees'who, 
., "':" . ';~ , .. \ . 

. ,'. 

~ • • 1 .... 

; t. '"., ~>' 
/".; 

, ' . ~ 
, .,' 

, .~ , 

:11,,>' . , .,' 

':'"," 'j:' 



'." . 
" ~. 

.-, 
;,' .' •• , 'I'", .. : 

, " 

.,' I' 

,. , 

'-: ' 

, 
\~ , 

.~ -

. '" . .' , 
.; - ~. 

'~'.' ~ ,.-

" , .. 

~., ;. . ' 

.. . .:" 

,!', '. ~. '. f 

" ., ~ 

", rt,'" 

I' .-.' nt,,'. 

'-. ! ~ L :", 

~--~--------~~"~~~~\_;~.~~~~.~. -"~'~l ' 

.It ,,' '. ", 

','1":-

-~ . - ,. ~ 

:. '.: '~. ,EXAMPLE]' 
": •• ''1 . :' \ .. ~. ,,} 

- ~. '. 

r' ' r:. 

SAVE ANP IJ~E AGAI~ '. . ' , . 
'.; . 

-" ,,"d • 

. ~. ..... }';.~.l 'Y\""';~. ~', 

.' .. ' z:eq"u~;t' them.;. CallE~t.~35.3 ~na specify'the siz.es'· '~. 
,,', 'Cind quan,titie~ of~iwe~~pe~you need: uyou have' . 

, <).ccurnulated mqre'eriyelopes than you need; ~eria, ,'.: 
·them to theMail Room.MS 69-1Q2, ; wIth' a' rtote ,'. 

,'~tatihg t!iat'they ~r~ f9r r~cycli~g.' PI~ase tie,'the' "~' 
.. e~veI6pes 'together securely so that~hey:'do not-get', . 

~~, mixed'in withotherititeioffice'mail. ' , " '. 
, • ~ 'j ", 

',;:' Bul~M~iling :"'. . " .-.. ',,' ." '." 
," . As a nonprotit organization, LBL is entitled to m'ail 

.. ~'ertain mClterla~ through th~ U.S. Postal, Se~vice at a 

': ,~ .. -. 

.. 

" substanticil discount.'ll1ridetourn:onprofit.p~nhit; .: . 
properly. prepar~dmah';rial can be mailed 'at a ,.' . 

. "sa.ving~of at ~east 60% overstan:da:rd first~da~s ' 
rates ... .' . : < ,," ",,' '~ •• ! •. ; .. , ,;, 

,.T, 

, ". ' '~ --; . . i i:. .. . .' . . 't..' 
-.;; , .{Three .reqlliremEm~s must'be '~e'rf()r bU:~k rri.ail:~ '. 

• - \,' • ',-." " I • • -., • , 

., .' : . ~. ' . . -. . 

.1. ,TheremUsfbeatlea;t 200 pjeces,'~r the total· " 
weight of .th~ rr;ailing' ~ustb~'at least 50; lb:' ~.' ;', 

, It' . '. • • . ", ",' ,', 

'1.'2 
'~,:; ", .j 

" ... , 



, '.> ~ , 
- ',,~,.' 

,". ~, 

, ~ 

, ' 

,- ; 

",' , ".- "~2. ~,ihe'w~igh~,of a singi~ piece' c~nrio{ ex~e~d fIb:' , 
, 'iJrid,all piec~s in].lstbe of the' same weight.;'~' .' ~",' 

-. ", .. .' ,., , ,~ \ " ; . " , ~ ',' 

J 

.J. 

" 

';'. 

." .-

.~'* ~ "." 

""S. Itmust bedom'estic {iJ:s;)rriail;i~fenl~tiorial 
~hllcaimofbe1rich.1I:i~d. <, ' ", '.>' 

" ... ,~ 

,,'Total d~li~ery H~~, is fr0!TI2~3 weel<~; i~~IU:ding 
"internal preparation i1~d,anypreparationdone by , 

'an 0titside v~n.do;,. ~', ~, ' ';, ,~, ", ' 
.... 

,; ." 

" ~ , ' 

" .~. \ . . .... . . , ~ ~" . '. . '.' . ~ 

.' " 'I If Y<?u h~v:e. ~n uriust1a~' $ituatiqn, 'sucl;1 as- ~ large 

, ' 

",volume of mail to prepare,c'all theMagRoo~ (Ext 
5353) fotplaI)-ning assisiince before yo~ have" ; . 
~n:velbpes pririte<:i orma~e otherarrarigeme,nts'. 

• The MailRo()n1 would.. like to help and ,may l;>e able 
'to save; substa:~tial qinOim~sQf labor,and:iIlone{: ' ' 

Mail for Former Employees 'and F6~arding'Mail. , 
, Mailforforp-ler employees:will prob~b~y, c,?ntiJlue' ' '. 

•... 

. .-

, '. to be' sentto the Laboratory forso~etime after the 
employee's dej)(lrtilre,' 'ThislnC)il is qeliveredto the' 
last1<l1own.-m,ailstop where adetermmation , 
should be made as to whether the mailistelevant 

',to pngo.ingLabpratorybtismess or should be. ' , ' 
forwarde~ ~othe for111~r e~ployee'sne»,:a~dtess,.' . ~. " . '. ,", . 

,>. -...,~.. '>/0' • . 

Firstaird second class:lJ.S.Mail i~'fo~~arded to' , " 

other U.S. destinati6n~ withouteost.>Simplywrite' ", " 
01' place ~.Ial:>elwith,'th~ne\:V address ci~th~ face of " 

'-the,mail with a notation "Please Forward to:: Air 
mail letters are also forwarded within the U.S. at' 
rio cost;'howe~er~air ~a'il froni\l f~r~ign desthla­

, Jionbeing forwarded toanotherforeign destirta~ 
tion":may:n~suitin pqstage'c.ost~; :,1.', ",., • 

" , 

Bulk thi~d ~lass,rrt~il'ret4~ed,t'p ,the L,I?L:Mail,. ' , 
room foif~rwardingjso~lyf~rw~rpedif t~e' ',' .: 

, ,~" 'o~iginal mailer has ceitai~,endorseri1entspecifiCa-:', 
,'; , "tionsguariu).teeing payment of addi,tional postage,'; 

.' '~u,ch as:' Addres1? Co~restio~ Requesteq'\or , ,: 
.' , ".- "Return 'Postage Guaranteed II printedonthen}ail " 

~ • , -. ~y' , " 

: . it~m.: In order to elimina.te continued 'receipt' o,f ' , 
, ' tl;lis ,?ften'volumin~)Us inat~rial, it is'ne~essa!-"y to 

',' . 

.. ",'. 

, .... 

.. ~ 

" I 

" t 

.' ~. .',:" 

" 
"';'. 

, ' : .'sendwriHen 'ridtice'to, theinailer to discontinue, or ' 
"; ~,';.:'; '~qrpp:fr~In Jh~it' maili!t£Ji~t; ~~~r~spondence' to~' '" 

',.' r:',:, "" ')}-,.~,."-'''' ,," }'". ",~,,"~.:-' .,:'.." .... " '.~ .... ~, 

",,;:, -.,'- ,. ""."-13.- ,',,> '" .<, 
~, ~.' .' ',I ,I , ~ ~ ..,..- •. :: t " .,. -.' ¥ ~, 

,";" ,,,t'. • ':. .,'".?- l<'~ )'~~'." 
,-," 

,~ .. _',0,' 



' .. ' 
", 

, " 

,,! ;, ">: '~" (' ," ,'''',,~.: ~ .. , 
y,~' , .. :,",,4"-~}'!.'.i:.:' . . "~:. ",,I ~'''.' "tf'l.' 

',p~rH91Jla(inqi~~~d~al/,:fh~;~aiirdoth:~Hrpr9\ride .;:': •• 
,'USP? !/c:}1~ngeo.f:.A,ddr,e,~s'::po§tt~t,ds fO~,thiS:"~,:, 
~'p:UrpdSe ,4pon.'fe,.q~es~;})tI{er~ise!11~ter~ar 0HL", " " '.' 
"ctmtihUe"toarrive 'utitil the in:~ilet pu~ges'the list < , .J~ 
;themselves::" ,,·,~>~:'t"" "',', " 

,": 

,.~,.:"i.h~'~i-,.: .,'" f,,,,,,.', ~>~,,;l' :~"" ,t' 

":··'::~·.I ~.,-f:'·-, .~.~ .. -1,'.:' "" ~.' ,:.' ",,~', .... :~.~, ~"'.;:~ .~.,~'~. 
,QQ~D:prre..:enveJop~/mailJo.f6r~ardtb'Jormer ; ,:.' 

: ";:~pp(dy~~~ ~hlc~ ;tl1if,:r~q~i~e~T~p~'Yin~l{t 9£ ,J ~ ';;~'" 
" ,.>',,;:',' '" ,:':<~P9st.age,;,F.d~1?,\X~gfB~:al:!.iiY~'I?roced\u~WiP,;ClY,oid 

;' ,,' ,it:nrwcessafY'P9~tagec6st,' :;:"" ,; 
',' ~ .,', "t" '\ '.\. ~\ \ ',~'-~,\>::,~: '.""~: l.~ ': ' ".: .. ,' !.~ : ,-< ,;"".\:,,~I "~~ I' ,r". ·i:~·'" 

, ~ .. < "" ~ . o':L!1qeljng; ~Qll~tjrigi .. a:I)d::'E~l\~eh;>p~,! ~t~£firi.g"~ " 
,- i!." I;· ,I, tSL has a con'tractlwithla nonprofit; handicapped: .. t, ',> 

,e, • " cIti:Zehl~ as~~qia:iiori in B~;k¢ley' that perforflls : ';"." ' ,':i' 
,:¥lailing 'preparatioI{'Y<?rk fOr a llOmfnal fee;, If' y~t:i .' '. '" " 
have a hirgejqb of envelope labeling.or 'sthffing or" '<" 

foldhlg, ,sfqpHrig~ c9~la~ing" or'ass~mblini; u,:k ',,0 ." 
"'" '\ ,_ (',' ~ - • , I ' , 

.- \ > 
yez:too! ca~ db the ji?,b wit~ re~s6nable.tu,ritaroun~.,/' 
"Fb~~~fo,~at~~p'c~ll c 0p~5:a:~i~?SI ~~r :5l~~.··: ~ " ',t, "I' 

.. " .:' ~ I 

, ,,~ .~. 'r ' 

" 

. 1 ,i ~ ~ 

'J' "'P: ~"" ~ 

"" .. 

I, 

',,' t I' 

".' 'j' 

,<, .,(-k 

,I" ' t.,· 

,I'; 

" , , 

", t 

" 

'!-,.: 

" ',I' . " 
, : ~ 

. ~' . , , 
• # ., ~ ~ 

" ,'f '. 

_ ' .. ; ... ,,{, -- ).: 

,'~~ .',;'-, r ' ~ 

'.,"k. " •. • 1 

'I'" 

",. ',. ". .. 
.~' ~~ ~~ 

r/; • 

i"~ ._.~~,."\,4 '\'~',;~"'.: ,.:,' 
~~ ~ " ">, '.,,:~ <~,; .' 

1', ":,~ .'~, 
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'".' \ ,SHIPPl~G.,SE~VICES 
.,' " ,1 

Jo"> ; 
.,.INDEX 

c .~. 

,. , " t I,. " . ~ . I. : 

~;~;~r::::.~;,·t:~:.;·,::~'-;:~~:·~(i::E:".:~::i·~:.j. 
Deferred AIr ............................................................................... 22 
Export Lic.ellse .... ~.: ......• , ... ;:· ......... ~ .. :.~ ..... :;.'.· .... ;:.: ..... : .... ; ...... : .... 23 

,:Federal Exp'ress .. · '. . ...... t' ,' ... . 

.. ~aza'~~~:1:i!{:::.~.::::;:~::::~::~;:~::·;··.::::C;:~::::;:j:~ 
'. Incoming Pri.ority Deliveries .:,.: ... L ...... , .. ; .. !. .... : .. : .. ;: .•.. : ... :.24 

Int~~natio'nalSl.ilpm~Dts .: .. ;~ .... ' .. : ... , ...... : ..... :~ .. " .. ;:., ...... : .... :: .. 23 
Labels ..... ;.7;;: .......... ;: ........... ;:.' ... : •. ~.: ...... ~, ...... ::· .... ...... ~ .. ~ ....... :; .. 2q .' 

, .• ~ocation of Shipping .... ~:.';: .. : ... , ... ~.: ........... ; ...... ~.".;.;.:: ...... ; ... : i- . 

r Method of,?hipmen,t· ...... ;; .. ~: .... ~ •. ~ .. J~.: ..... ; •. ; ....... : ........ : ..••. :21~22 ' .. 
• M' F '. h""" . ~ 4' I' . 22 . ,otqr reIg .. t ....... ; .. :.: ............ ; ..... :;.: .... ; .... i ... ; .......... ~;.:.;.;.:: • .... , ".,., 

:, .. :~:~~::~nIt~~~~.::::::,:,:::::·::::::::::::::::·::::.:::::::::~:::::,:.:::::::::::::::::::::;~ . 
" Phone extension'~Shipping): .. : ... : .... :; .. ; ...... ).~ ...... : •• :;::: .... , ... :.1' 

Priority Shipments ... : ... ,'; ...... : ... : ............. :: .. : ..... :.: .......... 23-24 . 
.. Shipping Service Overvi~w ....... : .. :.::· ......... :.: ..... : ..... ~.: ...... ,16 " 

Shipping DOCl,mlent ~', . , ~'. ' . . . 
. . ', _ " How toiill out ... :: ..... : .. :.·.~·:" ....... :.:.: .... , ........ ~ ...... ::' ... :16 . 

. ..' . Sainpl¢: .. ; ... ;::.; .• ~ ..... ~.:; .... : .. ,~ ..... ; ..•. ~ .... ::: ..... ;:< .. :~./.:. i8~19 . 
.shipping DOGull'!eIHSignatu~e? . " ;"... ,,":',. ,~ . ' 

. : :." .' APPROVED BY, ... ~ .... :·.· ..... : ...... ~ .. , ........ ;.;.; .. ;:~ .... : ..... ;:2ci:: 
. "AUTHOruZED13Y ~.: .. :·: .. :: ....... :.:.:.:.:.:.: ........ :.: .. : ..... 11· 
. transport~tion~d fackaging .~ .. : .. , .. ;::.:;~: .... ;:·.;~ .. :.::·;.:~.~., .• 23 . 

: .unih:~d~Parcel'Servite (UPS): ..... :.: ........ ..:..: ..... ,.: .. ; ...... ~ ... , ..... ;21 . 
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": Authorized Shipment ' "..' .': <, :,,":' .:. ,':: : ' .... ' . 
" .', 'The Shipping Section. will pack~ge :artd ,ar~ange for' the,authoriZed, , 

," shiF)luento.f material to any location bycising a 'nU¢per ,ofinodes: ", ' 
, • An auth'oi-ized-shipzpentis one thati~ required as part of the peJ:"~ '.. ; , , . 

" . , ',', formanc,eofwotkth~t i!) dir~ctly r~lah~dto th¢DOE~ontfad o,rother ' 
, , ,,' Laboratory con!racts or gran~s. Items are shipp~d by 'Ynit~d Parcel .' ~ 

Service; prio~ty carriers, truck~ ship, etc. All 'priority shipments are 
" , 

~ ~andled ~y ,Shipping. . '. .. : ,~ " " ' 
• :/, '::. '~"'.~ , ',' ,_, ' • ~ ',,: ;~. ':, r ."~ 

, , t4~Shi,pPfllg Dotun,ten:t:,,' ," , " .':'" :' '" ",.. ',' 
To·have materialshipped, fill, out a.5hipping 1?0cU:~eilt, Stock #7600~', 

, ~5,~6?, '~,s described,'~eloW .• The numbers refer, to .item number~ On 'the, ~ 
,'sample fohn (see Example 8).', ,,:~',: ''), ',', " . " .. 

. .," .... '. '" ). • ~ I .;' ~_ ~:'.""... ... ' . " .... ", ~,,' 

" ' 1;' Elltet the ,present'iocation of the'material tobe'shipp~d.This " :.; 
'" ",: "information isused,ifthe~aterialis;to b~picl,<edup by LBLTtans- " 

',' ',' poita~i<~tiand<:le1ivered tOShipplng.- (See the Section on Tran~porta~ , 
, tion'~ridJ>ackagirig int~i~G,uiql?')" ,', ~ " ,/ 

2.' En~~r: the na~e; locafi~n (mail stop), ~nd LBL telephone, extension ' 
ofthe sender., " , ,:. ',';" " : " ,",'. ",' ',' . • 

J. • ~ -. • 

3: $ee fhe folloyv~g Section ~n Shippin'g Docu~ent?ig~~tutes: • 
• . " " ••. ,'" I.. • ~ to:. • 

_, ,',; .': 4. See ~he; fol1O~i~g SectlonOuShippfug Document Sign~hires. :,..' " 
.,', . .. .. 

, , ,. 5: 'E~tedhe'<.iate~nd the na~e of;the person <;:pmpleting !he form. 
• .', t .' "", ", ~'.'. '. " ~." " .d._ . , ._ . 

':,. 

" , 6. , E~ter the Li3L acco~t nuJnber to ~hidl ~)j~ cost pf the'S~i;Ine~t ~, 
." .,' will be charged. 1 " "",', 

7. ,Ent~t a purcha~e ord~r number, if an item is being ;etirrhed to the 
s~ller because it was dcimaged in shipment, or it isbeingtetUr1,1ed for; , 
,repair Qr' credit. This tran~action should be harldledby p~ocUiement 
pe~sonne~.' .; " " , , , , , , 

,; 8. Enter special order ~~mber used by procurement whet\ ~ettlIning 
isotope contaiilers ,to.'other Na~i(;naILaboratories.,: :. '" " '", 

! ' 
~ j.. 

"-

. , 

" 

r, • 

, . . c.. ~ 

16. 
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. ". 

· 9. : Enter a Bo;row Number if an Item has i?een b()rrowed from a , 
.' sou~ce out~ide ,the Laboratory:., ~t w,ill have a Borro~ Number as-
· signed',by Property Management. When a, borrowed item is being 
shipped to' another 10cation,theBorrow Number is listed here. In 
addition to an approval signature, the shipment of borrowed material 

, must be authorized by Property Management. See item #7' in1he . 
'. 'Section onSliippingpocumeI)-t Signatures inthis Guide. , . 

. ,'-', , ~ ' .. 

. ' .! ' ...' 

, 10. Enter a. Loan NumQer if the Laboratory is loaning the item(s) . 
, being shipped. th~s'number must be obtain~d from PropertyMan~ 
· agemenfbefp~e shipmentand entered here. See item #8 i,n theSecti0Il ' .. 
, on Shipping Document Signatures in this Guide, ' , . 

• • I '. • .' ,'. " ~ '. , 

11. E~teraSpecialReceipt Record (SRR)Ntm1ber,'~hich applies to 
items that are at ,the LaborC}toryunder speciq,l circumstahces~ar- ' 
ranged for by procurement personnel or Property Management. If, 
this is thecase,the'proper SRRNumber goes ~ this space; and the , 
shipment,mll-st be authorized by Prope~ty manageinent. See item #3 
fu the Sec~ion on Shipping Document Signatures in this Guide., 

. . ..;, ~. ; . 
" 

· 12. Enter' thename a'udcoinpletestre~faddress ~f tJ;te person'to wh'om 
the item is to be delivered. A post' office box is not adequate .. ' . , ' 

<. 

13.Indi~ate the date' yoti musthave the ite~ delivered. The d~te 
:~ntered here is very iinportant because the method of s~ipmertt, and 
· consequently the cost, will be' determined by this date. The shorter ' 

'. the deli:very time,the higher the cost. ,. " ': 

14.' Estima te tne 'value'(in 'dollars) '~f the m~ teri~l b~in~ ~hi pped~ , 
< , , 

, 15. Check the box labeled COLLECT only When anar,rangement has' 
been made with the recipient before the shipment; 'Check the box 
labeled PREPAID if the shipping charges are to be charged to the 
Laboratory account nu~ber listed in 'item i6 above. P~EPAID . 
DEb,VCT ~OMINVOICEls usedonly:l;>y pi:ocurementper~onnel. 

\ ) 

ltelr).s16,through 18 are usedbyproc~rement p~rsonn~lonly.' . , . 

, ' 

, 19. Vsual1~ l~avethis blank and'caref~llx s~edfy thedate'that the" . ' 
• shipment must arrive ~t the destinati9n; the b~St rriethoc,i. ofshipment c 

~il1'be chosen byShippin~( However, you may enter a code ~ulI).ber. 
selected from the Method Qf Shipment' Codes on the right.. If you . " 
,want to use so~e of her means.ofshiprrie~t, enter your ch6iceopp()- ,:,' 

r" 

sit~OTHER .. See theSectiononMethod of Shipment in this Guide for " , 

a brief descriptiC!n ofthe corinnon ways ofsllipping. " 

17 
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PRESENT' LOCATION 'OF MATERIAL', ," CD, . "1. • . PAGE I'OF ,_,' _', _' PAGES' 
·BlDG.50A .' 'ROOM 6140 1 UNIVERSITY O~ CALIFORNIA W ,. -

. "REaUESTEO BY ~;IL~ODE SHIPPING DOCUMENT. '~C:ci~~N; B-703 6 
Suzanne " L, " .' " " NUMBER, 4 

~~--~==~~----~-C • BlDG EXTENSION' FOR CONTRACT NO. W ,7 405,ENG 4B, OAT~ 

. ____ .. ___ .. r.:'\ 1_. __ ,' 1._ORCONTRACTNO.DE'~C03'76SFOO09B IpURC~~S~~~~NO \Vl,_~:-~~P~" 
WITH T~E DEPARTMENT .oF ENERGY , , ,I 

[!J BERKEU~Y 
, • ! ~". 

ML -Holyoke ,College ' 
,ATTENTION 

.Dr. .Howard Ni col son,"- .Physi cs -DepartlJ!ent, 
ADDRESS: 

Rt. 166, College:Stree1; :w~. 

CITY, STATE 'AND ZIP, ~ODE 

So~th, HadJey, MA ': in075 ': ' 
DATE REQUIRED AT DESTINATION 

.. 'li15/87 ' 
.. ' - ',~VAlUf OF~MATERIAl®' ,,' , , '14 
s1-.000.00 . 

COLLECT 

SELLER'S PROPERTY 0' ('i;;\' . DECLARE VALUE, ON WAYBill' . [] 
" LAB. (GOVf.l.!'I!OPERTY ~ '\.!V. OO"NOTDEClARE VALUE DNWAYBllL '0, 

® 
SJtR. NO 

,; 

@ 

METHOD OF SHIPMENT: ' METHOD OF SHIPMENT CODES: ~, ,~ <oft ~ft~,_" • . ' " @1. PICK,UP , , " , 5. MOTOR FREIGHT 
, ENTal COOE 19 ' '2 .• PAR<::El POST • '6. HAND CARRY' 

, '3; . uPs', '. 7. AIR PARCEL P.oST ' 
4: ,FEDERAL EXP.' 1 8. FEDERAL EXP. 2 . OTHER 

REASON FOR SHIPMENT 

® . Required to meet pouble Befa Experiment date .. 
.~ 

" 

-,' 

. fn\,!i . ,,\V 

®< t'T'j 
.':><: 
~" 
'"0 " 

'r-< 
t'T'j 

0:., ,-' 

~' 

'.~ . 



'" 

I-l 
\D,' 

- !~. 

, " 

2 ea 

1 

PACKED BY 

DF 
, 5Hl'PED, BY 

I;lF 

" DESCRIPTION SERIAl. PROPERTY AND/OR 
,CATALOG NUMBER, .. 

22' " '" @' 
Sodium IOdide:Detector. Model No. 2011 DOU53330a 23 

, 'I~~ 

MATERIAL CLASSIFIcATION, 
@)' .. FOR USE BY SHIPPING SECTION ONLY 

NUMBER.of Pl<G5, 

1 
DATE 5Hl'PED 

1/14/87 

TYPE: OF PKG. 

ctn 
CARRIER 

"I ~O; 
J., 

Fedex 

,-; 

.. 
EQUIPMENT CHECKED,BY 

WAY8lt.l NUMlER 

342786432 ' 

RECEIYED BY DATE _'-,-___ -'-___ -----,-----"-----'--

7600:55567' RL 1095 10'8~ 
SHiPpiNG MASTER', 

~, 
, ~',' 

''i:J 
t-< 
t'r:I 

'Co 

.' 

>'. 



'. ~ . 

'..,.,.' ,"'; 

. , 

, ,20: iri additi9,n' to st~'tingthe reason for .sllip~ent~ 'fnclude a justifica~ 
,tim]. for using a priority'carrier as requested' un,der #19, Method ~f " 
Shipment.., ..' ;. , '" " :',' , ", . ',' ,', ' '. 

t '. :. .' . ." :.." . '.; ...' ~~, ,. ,. . '. ~, ";, .' . .' .'.' 
21. Number items,insequence,unh:issthey were taken fromari6ther 
list, such as a pur~hase order, in which case use t~e item number 
from the referenced 'list. Enter the'quahtityofeach itemiricluded in' 
this shIpment. . .., . ',', ',' . , 
, . ~ ,! 

-. 1.. ~ ." '" \ ',"'. ", -: . , A,' -": " ...., . _ :'. .' :',' , .. . ".' , . :: .' .. ' • 

.22.' Provide a bri~f description of the item; incltidirig.the name of the ' 
, manufacturer, the ~od~l number, a~d the ~pproximate ,size ,and 
~eight·. . . . , ' ." ", 

" 23.' Enter the POE/tBL P!ope~tynumber, if applicable,and/or'a~ 
, serialnumbe:r orLB~ cata~og.number, or, some other' means of" 
~'idehtificatio.n,. ',," '.;: ' .. ' ..•. ,':: ... , ,.'. ' '.' 

24:. ·Use.this sp~c,e't9deClare hafardousmateriai ot~ fr~gile,(~;g;,: 
glass) oJ: oth~rspecial types of materiaL 

. ' The lowerporti~ri of theform'rriarked FOR USE BY SHIPPWG .' 
SECTION ONLYand th~Sj.UPf>INGDOC;:UM:ENT NUMBER, in the 
upper right-hand com~rwilllJe completed by, Shipping. A copy of 

"thep)mpletedJorp1will ~e retume,d to. the requester. ' . " 
.. "" 

'. S!tipping Document~Signatu~es '" '. " 
Th,ere are two places for signatures on the form: item 3, APPROYED , 
BY;' an1 it~m 4, AUTHORIZEp,BY .. Some shipment~ require both 

. signatures .. Below are 'some, examples thafcover:most cases'. Re- ' 
quest:,for shipment that originate ftorn LJ3LprQgram groups,are' 
usually covered by ,category 5,6, or 7 belQw. ", ' 

, -", . ' . , ~, 

, .1.' Shipmel).t in:connection:withapurcha$e o~der ~r asubc6ntr~!2t is~ 
APPROVED BY pro¢,uremeht ,Personnel.. ' 

, 2. 'S~pmenti~~con~eCtiohwithblahl<et orde~s orWork-for-Others ,f' 

accounts is· APPROVED BY the buyer; coordinator, or person with 
" ~~cotinta~thority.f~r th~ groupaCirhinistering the blanket order or 
Work-for-Othe~,s account.- , ' . 

.? "~""I '.; 

3. Shipme"nt of excess or s~plus p1aterial or r~tunl of empty cOI).tain- . 
, ers is APPROVED BY a d~signated ~<!-teriel Management person . 
.,.,. . t r • ~, ' . ' 

4. ?hipments to destinations'outside the United States are AP-
: PROVED BY a'person with acc.ount Cluthority for the requesting 

I. ~ , . ~ • 

A '. 20 
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~', 

.' <~~, 

group' a~d must ~lsq be AUTHORIZED BY t,he Property Manag:r., 

5.Spedalnuclear,source, radioactive, isotopic"a'nd/ or toxic material,', 
shipments areA:PPROVED BY a person with acc<;mrtt authority 'for ',,' 

" '·the requesting group and must also'b~'AUTHORIZE1iBY the ' ," 
EnvttonlnenfHealth and,Safety Division. ' . ~ . - ~ . ; . 

6. Shipment of records or other publications, magnetictape, or photo:.. 
graphic f~ is APPROVED. BY ,a person' with (iccount authoritY for the ,:' ' 
requesting group, and AUrnOlUZED BY the Archiv~s and Records, ,: " 

:, pffice~ ,ReporJs or otherpul?licationsmayals() be approved for ,ship- ":,1 
ment by fheTechiUcaU,nformation Department He~dordesignee., 

•. '7. The re(~ of borro~ed eq~ipme~t maybe'A~PROVED 1;3Y ~, 
peJ;'son with acc~Unt a~~ority for the, requesting group. The ~hip- ' 
mentofborroweditems must also be AUTHORIZEpBY Property 

" ,Jv1anagemertt. • Theshipment may proceed without the signatuteof 
~'Property Management if a BorrowNurilber'hasl?een assign~d and' ',' 
that number is Hsted asitern #9 on the Shipping do~uInent. " -", 

. ~ ~ '\ . .' 
'j , ~ 

, 8. Shipment of all other items ar~ APPROVED BY a persor:t ~ith 
accollnt authority and AUTI:i9RIZED BY Property Management 
This ,includes mutual exchanges"collabor~tive res~arch, return o~, 
outsid<:!usef's property,loans~ sales, donations, etc:'Verbal autho-

,,' rizatioh from Property Managem~nt is 'per~itted, and"in that case ,I 

, , Shipping will enter the Property Manag~r's name on the Shipping 
" . Document. " 

Method of Shipment Codes 
JPICI<UP: The recipit~~t ofth<;:! shipment:wil1pick up the,item'from' , 

" , 

the Labora~ory.· ',: ,'" ,.~. "j" >,:' " .,,' ' ,'",' .' , Y, 

'2,'~,PARtELPbsT: Thi~'isp,!rt of the U.S. P?~tal Service:-,-for smail " 
packages. The'IJacka,ge and'completed Shipping DocUment must be 
,at Shipping before NOON to be dispatched the saqieday. Note: UPS 
is th~ preferred method of shipping small packages a~d Will be used 
in most cases. ,. , 

r • " • ~. .,'j,' ",~.' '. ~ , . ,~ . 1',.', •. , ~. , '- \' 

3. UPS: Uriited Pi:ltcel ServiCe, ip a: private cbmpany lharships ,.,' 
parcels weighing~up to 70 lb., ThIS service is used by the 'Laboratory' 
to ship packages within the United States and 'Canada: and'to some' ' ," 
interna'tiohaldestinations. The length plus ,twk~ the width plus 
twice the depth can,not exceedJ08 in.' Packages'and Shipping Docu­
ment musf be at Shipping before NOON to be dispatched the same , 
d ' " ,', '" ' " ay. "", ,,' .. ' . 1 • ' , " 

" 

~ .' .' 

\ ;:.~ 
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, '\ " 

" 

· ... " 
'. ,,' 

4. FEDERAL EXP;1: Underthe Government cOhtt~ct, 'overnight 
, "delivery)s guaranteed (betweeI\ 8 a.m: and,. 5 p"~.) to most cities!n 

the United States 'as well as some international cities. , The Labora-
',tory uses several services ..., Fed~rai'E~pr~ss,TNT, En;lery, etc. , 
Underthe contract, the iteminust weight less than 70 l~s; and less 
than 108 in. in length and girth combined. Shippipgwill use the 
,Governmentrat¢ imlessoth~rwise requested. Should you ~eqtiire ' 
10:30 a.m."gilarant~edqelivery, mark theShipping,document.:. 

, #4 AM. Letter or package and Shipping DOCUl;nent must be at 
Shipping .pefore 2:;:m,p:rri.. t9beqisp~tchedth~.sa~,e day. '." 

5.~ MOTOR FREIGHT: Thi~i~f0r i~'emsthat exc'eed the,sizerestric- " 
,tioi\s. impo~ed by UPS or parcel p,]st., LO,cal delivery isusua)1y"Within " 
'~he same wee~, whereasout:9f-town deliVery carl ta.ke 2-:3 weeks, , ' 
depending on the destination:. Items tha.! do not require spedal " 
packaging will be shipped the same day if received at Shipping 
before 'NOON. ' ',' '," 

6. HAND CARRY: '~ Laboratory employee personally carri~s the ' ~' 
item to; t~e:required destination. " " " "~" 

f AI~ PARCEL posT: T1:tis is used for so~e international ship- ~ 
" ,ments.' "',,'" ... 

,8; FEDERAL EXP':2:' Uri.der the Gover~enrcontract thi~,service is 
" 'not available. We aregua,r<V\teed8.a.m.to5';p.m.rlextd~ysei'vice:: ," 

'PederalExpres$does offer a priority or 2 ,day. I1eavy Weight service 
for shiinnenJs over 70 1M .. .the lett~r or paCkage and,the completed 
Shipp~ng Document must be at Shipping before 2:~0 p.m. to be' 
5iispatched the same day. ' 

'9. AIR ~EIGHT: This is used foritems that are too large or hea~ 
for other express serviCes but must be delivered in ashortlime.'~ 
Delivery ,can be from ov~rnighn05 days,'depending on the d~stina~ 

, tion. 'Item mustbe~tShipping,before NOON to,bedisp<;1tcl1ed the 
same da,y: Ifthe shipment needs extt;?nsive packaging,:itwUI require, 

", 'more time to prepare., Shipments oOC!-rgeauCl/orfragile itep1s 
, ',', siH?)1ldbe discussed with th~ Shipping ?e,ction:, ' " 

'<. ,.', '." " . .\ 

'10. ,LABORATORY TRUCK: A ~aboratoryvehicle~,ill,be used to' 
transporUheitem. This method is used for sorh~ exceptional local 
deliveries and l1lay be<\rranged through LBLTransportation (Ext " 

, 5404).' , 

, .. 1'1, . AIR FREIGHT PORWARPER: This meth~d isus~d for unusu_al 
,intE:rnational shipments and is arranged through an outside shipping 
broker. Contact Shipping for ~ore, information. 

12: DOE ArRCRAFT:This is not currently'used by LBL. 
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,"': '> :.. 

"', ',;13. '"DOE' C~URIER: Thi~is not ~~r~ent1y. us~dby'LBL 
',." ..::. ~ ". , •• ,. ,,:' • '. ·1" .'. \"'f~'" • ""'.- •• ' • ,~~ __ 'I 

1~b;;nati6nal Shipments.~ Expm:tii~~rise ' "': ' , ' """ 
. , An export license, which takes 6-8 weeks to obtain frOrrf the U.S., ,,:., . 

, t, / ~ Department o(Commerce, is required, to ship:certain iterps mit, of th~ '. " , .' 
, Uruted ~tates., If you,.plan to ship items other than 'pJ;'IDted in~t~tial, ' 
a,ut 'of the country, please cohtact$hipping (Ext.5084Hor guidance. 

<,L~b~is";·>'." ' ", t, ." :.:' .... ~.,', ", :;" ,," '.,'" 

" . "~; Use tb,e·stit~·d,ar9-.Ia~el/Stocl< #76Q9-5353Z,·ffor ~ll'.pac.kage~, do~estic.:' 
" ,.an~ international. Add, th~sender' s name and mail stop to tpe tetul;"n ' 
,t"'addressbnth~Iabel(see,Exqmple3)~" .'~':, ,'/''. 'i", ',: ,';.,'J," 

., . '._ .' . ".1 0( ~ '.' ~ ,!> • " l' 

JtansporhiHon,andPackaging " ,,', ,,' . 
, I{your paCkage.isw~appedandlaqeled an,d you: have acompleted : 
'. ,Shipping Do~um€mt,:you'can'deliver the ,package ro ?hipping in Bldg. 

69 ,Room10Q,. or ca~ Transpotta tiOl1 (Ext,: 5404)" and ,they will deliver 
'iHo Shipping.' ", . , , , ',' ',; '.. "'" . ' 

~
',','",' " 'J ';'Ifyou dO,not ha~e the pi6perp~ckagirigma'teri~l;or if the ite~ needs' '" 

to be DO,xed, $hipping will;pc:ckage,itiorycm'. qustom' crat~gis., '". '" 
, ,fabricaied.by,the.Carpe'1terShop .. This can be'arr~mgeddirectly with .'" '.) 
, ':. the shop (Ext. (j022) or coordinat~d thr~ugh Sllipping: . Asaboye". :', ....... ' 
.' . prepare the Shippirig'documenfanddeliver ~ll to Shipping, '9rcall . 

·"ti·ansportationfor pick up; , • .,'.,' ',: . ';, ' .. ,... .. '0 

, ;.. " ~ . . . , : ''', , ' ~; , ': . ~ .' . 
,,' 

Hazardous'Materials . , ,,'. ." . 
Shipnteri~s'cQntClirtingra,dioactive·orother haz.ardous lrtaterial~ must' 

'. be properly identified undet-item #24' on'the Shipping D<?ctt¢erit. . 
. ':.Spedal packaging and shippingptocedtires are req4ir~d. ',,:. " 

. ". , " ' , ",' .~ •• " ,.' , .' : • 1 I' 

.Pri~ritY'$hipm'enfs ~ Dpm'esHcartdIn~eiriaH~n';'l ' .',' ) ". '. . 
.• " . Priority, spipmen.ts(Le., Feder!11'Express, DtI~, etc.)areptoc~ssc:;d·,l?Y . 

S~ppirig: ',The' it¢in shoulcibeplaced}:rt :anenvelope, orp'ackaged;!1~ 
, if it wen~ to be placed in the,tJ;S. I?ail. Fill.otit a Shipping Docume:t;tt 

,_ ',and 'an ·adaress.1abel.Jnc~ude justification for using 'priority handling. 

~h~ packag~ and' theShipp~~D6c~~rit fritis!' b~afshippfug~~.': 'c, 

2:3qp.m. fobe disp~tchea.the same day.'Abo~fotpriorlty~hip~ .~..." 
. : ~e~ts}s available<outsidethe,SOBlibra~y;~ltems shouldbe.pl~ced::' ',', 

, '>.' . in Fedexpackagirig wi,th a. s~ipping 'document attached: ~e ;:, <, ", • 

c~nt~nts are picked up at ,2:30 p.m. <' ': . - ,.' :." 

. ,I(yollCart nof.m~efthe2:30'p.~,'c~t6ff tune for Fede;:a!E:xpreSSj' 
'. ". ':yo'u may:use'ari off~siteFederalE~pre~sdrc>p box.Prepare.a '. '.' 

, ,> " fleaeial Express air bill, 'either;.domestic 01 inierrlafioi],al as i'e: .. ~~ ...... t . 

"',' ..... qltired, and ent~r yo~r LBL ~ccoUn-tJ:l~fnper ~dei:YOUR:INTER~ ;'". 
1'JA~ ]31LLINGREFERENCJ~>~n the air,bilHsee Example 9). 

" . >';':: ... , "',.' .' ",23· . .....~ .. ~ c' / ' 
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< • ".1\ t'~ ". .. ,'<~ - ,i ." .- ~ ..... ~~, -

,_ '. ~, . .: , ...... ',,:' _ " .... ' 1. " ' . 1. '.;;' ~.: " .' '. " .:,~. " ' 

.The Shipping D6~ument give,s you .the option- QfJ.lsing'Fe.deral"·· .. '.... . ..• ·.1· 

, Exp~ 1 or F~~eralExp.2m the,secti~n labeled M~rnOO.OF; ,,-' 
..sHIPMENT CODES. ~', :-",- ,~.. '. " ,_,' 
, ... ". ' , " (~ 

.t',·l·; ':.'.', __ . .1";, ,'~~' .'; ~.J>':" '~.~:".,:<';~" .. ''-: .... ::. ,: .. _.~,~~, ;'~'.'-1: .. ~~' .. " ... "~", 
':",; '\ . Fed!;!ra1 Exp.});U<lr;<il'ltees o~e~night ~elivery·.by 10.:30 ~,m:.,~~ed~rat·"" 
,:\ '. ..,', E;~p: .Gov(;':rnmerit',Qvernight g~araI}tefs:oVel!l~ghtdeliyery .b,~-i ~~. ::)', 

I .' ' t~eeri § ~~.q1.:,:'" 5p.m:'Jn.ei~her c~~ey'?p)tt~ist '$pedfy ~!l<.ip,ay" >. ;,',~ , 
·,a.dditipnal for Sahir.daydeliv~ry .. ~y'i1si,ng theGcive'rnment,rate,"~ . 

. '. ' wh~l1e.vei pos~ibl~.yd~,tah save a~otlt.45%·~fJh~CostbfA.M:' ". r _', 

, '0' I·deliv~!,y.o' If yo'u~ ~ett~r'orpackag~ doe$,!J.otab'{iolute}y h~\'e.t~'J'b~'· "'.' 
, ,~there, at 10:30 a.m., us~, the Gove.frun~nt Oye~night rate fOJ guaran: 

" ;.," "teed delivery,by ~:OO p.m., next daY. -.: ',," I: J • ~ " " 

~. ~ • ~ / .. f~ ,,:. '.J ~ ~ , t t "'."'; ~.,FI ':. " (", ./ " ,--:"~, • t - -

,Some costtomparisons of Federal Express ~ndregular.Firi>t Class'" i,':' 

i, -U$.M:ail ~;\d.th¥t,theVnitedStates'are.g~venl:>elow." " .. ..: . 
• . 1'. : :" .,>~;, <~'~' ,".: .. --:.':..:: l .. t.'~ ". ~, '.~'.:,;>.~' <," ·_f~. '~\~" ~4.' .: .... ;;. -J., .. -.'.~ .... ~~' .,.' '" ,; I " .. ~'":-
:."Federal Exp;(AMdelivery)' ,'.Federal Exp'.(Govn. Ovnt) .. US. Mail 

,~, . >; letter' :;. .> . .:.~' ;.,;- $5.23,"~' ,',:. " ,::$3.75', ' '.$0.29, ' . 

, .. , 

, ' 

~' . ':-: 1:1b\ - :'-'~',.' '$6:16' '" ($3.99" 2.90', 
-, ::;,,' ·21b .... '$8.02 , . . $4.80 4.<?5' 

- ~ . " ,..' , 

. , 
'~In~9nling P~i9iity'DeHv~ri~~' ,;. ',' . , ' ,::" ' ,:;1; . 

Il\coming priority deltveries by ~he' carrie,r. to Shipp~g are logged in, 
the proper Laboratory mail stop is added, an~ the it¢m is aelivered : 

'::~ith the next' maiFrun:lf.itis't60 late 'for'th'e:regularrna!! run that .': 
" day, the addressee is no.tified'by<teiephon~M'dmay pic~ up th~it~m' 

at Building 69 • ..Jf ydU ~ave~ny,questioris,' cqU ExL 5404:;, , , 
' ••• / r "~ ~ " t., ". " , • ,.;:-~-,>:. .• t-l~' .'> ,:.;:.,. l> '\ " 

~ ~ .. ", .. , 

i ~ "'" ',24' . ~ ".~ ' .. 
\.' ~. ') ~ " .. ,; , .... ,~ .. , 

" , 

" .' ',,:" 
, ,~~ .. ~ 
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,r'DIS<;:LAIM¥R 

, j This docume~~ w~s' Impar~d as ~,~ actQuntofwor~~~nsored ': ' 
jby ,the UmtedS~tes' Gover'nll!ent NeIther the UOltea States· I 

(Gqvernmentnor any agency thereof, nor The Regents 'bf the :1 
I 'University qf California,. n~tany of their-einployees, makes an~ I, 
, .,.. ".',"' ,. .. .. ",' ~. . . I 
: ~arranly, expre,ss' or iinplied, ,or 'as'sumes ,\ny le~ar 'liilbility, or " 

, i responsibility" for the accuracy; completeness, or usefulness of f" 

, I any information, apparatus: product, 'orp~oCess disclbsed; or I 

,! represents that, its use would noririfrirlge privately'6~rted rightS, 
"': Reference h~re;n to any specific c'ommerciaI'products process, or ,: : 

sen:ice', py 'its.tT'!de name, trademarK, manufacturer, or other' "" ,: .. 
wise,. doeS ,1101 'necessarilycopstilllle o[imply-its~ndb~ement!,:, 
n:co'mmendation, Or favoring by'the Uriited States Government ," 
~i- any agen~ythere~f,:~rThe Regents of'th,~ yniversity of C;li.- : 
r foroia: The "ie»<s and opinions of authors expressed ~erein do ' 

'/- I not' necessarily state or. reflect those 'of the' Uriited, States , 

I Government or any agency thereof or The Regents of ' the : 
I Umverslty 'of Cahfornla and shall not be used for aa;vertlsl~g Of', " 

~! pro~ucl,eri~ors,elJ1entPurp()se~.- . , ' I 
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