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SUMMAHY OF FINDINGS AND 
INITIAL JU:CQMMENDA TIONS 

'The CabinElt Cornrnittcc on Mail DeliveJ:y was appointed in late 
Apri.l. Its purpos" was to review the State's n-.tail delivery system and to 
m~:d~,e a report and :re(:Ol1.1nlendations for itnproverr'l.e.uts to the Cl::tbin.et. 
'I'he Cornmittee found that a very Lnge volum." of n1ail is handled by 
State l:l.ge.ncit~s each week. Und~~r tlH.~ <.':u.l~l·ent systen.1. of St:au~ rn.ail delivery, 
there are inefficienc,:ies which ir:nJX>se (.Ul unnoc:.t:~~~s<::~ry cost, both in 
effort and in time. M<>il rout<es, <lSpcci.<>lly in the c;,,pitol Sq~tare <'ire<>, 
are duplic;,,tcd nHHilessly. Stat'tlped mi>il is sent between State agencies 
in CapitoJ Square when it should be able to be delivered more q<1ickly 
and less ex.pensiv<dy by the hand dehvoJ:y systetr1. ']'ime lags ocnn· 
frequently in the systern and dr~.livery ti.n1e :r.·ang(~s fr<.)D1. tho sa.rne day to 
two diLYS, 

M<>i.l runn(H"S experiEmc<~ dif.fic:ultic:s in handling tlH' volume of 
wail with th(o (,quipment provided them.. Turnover in personnel is rapid, 
a.nd too mcil.ny people al·e involved in cJcliv(:~rir1g the rnail to ar'J. ex.cessiv~1 
nur·r1b"l" of mail rooms in Capitol Sqmcrn. Infvrm.<•tion about mailing costs 
is often unreliable or totidly lacking since few agconc.i.es ketep det:,.iled 
figltres on thoir rn.a.il op~~rati.ons. Services which i:l.:te ;:'l.vai.l.able fror)l. the 
U.S. Po~ tal Service are n.ot alway·s taken advantage of by State agencies. 

Th(ere i" a need for a syst"'n whkh eliminatr,,s duplications, which 
ad'>quatdy handlc:s the w;dl, and which provides rapid cmd reliable delivery 
oi rn<lil. 

R ('~~c. orn,1:r1,e nd~:J..tions 
"'~'~'" -~""·"-"'~'~ 

,. 'fh,>t within Capitol Squar<e a rn<•il doli.very oystern opcnatecl by 
the Department of .l:"urchases <>nd Supply be created uti.li.zi.ng 

runnE~rf.l ot1 routt?s with ""~-.5~ .. !; .... .P):.~.~ .. ~ .. ~P. .. a[ld ~~.~~ .. l. .. i~.~~ .. ~.Y ...... t .. ~.~:?·.? ... s .. ; that 
this system be staffed, if possible, by tlic; t:ranslei··of' mail 
dtdl.ve:ry personnel .frurn otht~r agencitjs; that it1teragt-.~ncy 
·rtl.:nncrs bl~ el.irnina.tecL ·wherev(~l; possible; that sta.rtlp(~d 

rna.ili.t1gs botw·t~en C~;~.pitol Squa·re agencies be :rn·ohibitod; and 
that i:r\_t.c':Ed()yartt·nental envelopes be \!Sed. 

10 That t:o improve <efficiend.cs, agoncy mail boxes with posted 
pid<-up and deliVel.'Y times be e!li:ablished; that e;alary levels 
b.' •tudiod; and that a bett"r tne<ms of nwving i:he mail bo 
irnplemeni:<ed. 



• ThaL to ~H'~:r.ve outlying ;_~1~eas ~ joint runs for Ric::hn1ond area 
deliveries btl developed; and !;bat tlle e;;tablishment of a 
>Jtatewlde system. be studied. 

e Th~J.tJ to talu~ advantage of F\H:>t<:.tl Se1'vi.c:e service$ J ccnt·ral 

rnaiJ dropB btJ est<rblislHld; <ind that eiltablishrnent <,.fa 
Vertical 1mpr<>ved Mail. "Y'·'tem be s tucliN1. 

a That 1 to in1prov~~ tn.ail handling in Capitol Squar(;~, n1.a.il 
roorn.s be consolido.ted 1 where practicaL 

e ThaL to bt.~ttel."' coordinate State rr:~.ai.l. servicest a standing 
c<>rrnnittoe be formed to disculls problems and solutions, and 
to rtlaini:ain infor·n··l.ati,on on ttl<~i.l systf.-)r:n costs; th~it th~~ 
l)epartment of Purd1ilses and Sll]JplY' be respot'lHibl.e for 
i.rnplcrnc.ntat.ion of thesE.·~ :recon1.nH~.ncb.tio.ns; and that a State 
M:~ii.l S11pc~rvisor be cha1·g~~d with responsibil.i.ty for tna.nagertH~nt 
and evaluation of the system. 
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INTRODU C'I'ION 

One .of the recommendations of the Governor's Management 
Study was that a c(~nt:ral mail unit be establi.shed to provide all State 
agencies and i.nstitu.tions in the H.ichm.ond area with rr1ai.l, rnessenger·, 
and parcel service, This ce11tral mail unit was to he located in a 
n<lwly created Division of GerHn·al and Office Services within the 
Office of Adrninistration. To this end, the 1972 Session of the General 
Assembly passed c.ertain legisla.tio11 which gave the Director of the 
Depart:m.enJ of Purch:.ses and Supply the power "to establieh, su.per
vis<l, eperate,. or caused to he operated ... [a) central unit to provide 
all State departments, divisions, ins.titut:ions and agencies in the H.\ch
lnond are.a and oth{~l' al,"eas of t'be State w·ith .mail handling, rnessenger 
and parcel ser·vi.ce." Because progress toward irnplen1enting the ori
ginal 1·ecornmendation was not as rapid as might have been hoped, a 
Cabinet Mail Delivery Connnil:t:ee was established late in the month of 
Apl'il. The purpose of this co.mrnittee was to r~view the State's mail 
delivery and to 1nake a l'eport which would include reconn11endations 
for im.proved efficiencl<ls, and ideally, recmnrnendations for a self
contained :mai.l delivery system to be operated by the Commonwealth, 

This study was undertaken at the reqtlest of the Cabinet because 
it was felt that: the m<lil deli very operati.ons now conducted by the 
various State agencies had resulted in a certain amoLmt of duplication 
of efforts: that those operations were at tim.es inadequate to handle the 
n1ail: that the various operations did not always provide reliable delivery; 
and that the ope1•ati.ons did not alway's provide .rapid delivery. In other 
words, rnail delivery was fe.lt to he operating at l<Jss than optilnllm per
fornlance as a 1najor channel of colninll,nicati<)tl among State agenc.les. 
l\ec1Htse the effectiven<Jss of State govertunc.nt d"pends to a large ext<•nt 
upon the d'ficiency of inter-agency <:omrnunication, rnethods to i.ncrease 
effkiencies in m.a.il delivery--which n1ight not always resc!lt in decreased 
co$1:-shoc;ld be inshhtted whel:ev<"r practicable. 

A questionnair<J (see appendix A) was used to obtain data hom 
State agencies on m.ail delivery services. The qu.estionnaire was de
signed wil:h tl"i<J int<'nt of deterrnining: thr, vol.mne of m.ail sent thrrntgh 
the 0. S. Postal Service Systent which might be handh;d by a State sys
tem; the type of nudl sent and the quantities of each type; the speed with 
which n1aU was 1:eachi.ng its destination; the nntt"s which n1ail traveled 
in reaching that desti.nat'lon; pcrsonnd employed in delivering the rnail: 
and the cost of current n1ail ope.rations. Additional questions were asked 
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about the handling of 1naU, since it was felt th«t if any self-con
tained State syst<•m W(,l:'c to b<l developed, mall delivery COttld 11r>t 
be divorced fl•om mai.l handling, 

The agencies surveyed were located for the rnost part in .Hi ch
mon.d although a few were located elsewhere i.n the State, State col
leges and universities and State hospitals a11d con:ectional institutions 
were not questioned* Questionnaires were s~~nt to ~:;~ach agency in 
each Office of the Governor's Cabinet. Queshorma\res were also sent 
to agencies not included in the Cabinet sl:rncture, such as the Office 
of the Attorney General and the Sctpren;le Cou~·t. Agencies were re
qt1ested to be ;J.s con1plete and precise as possible in responding,. but in 
many instances no records of requested inforn1o.t:ion had been kept, so 
that: the infonnation provided was only a best ''sti.mate, and in some in
stances, not even an estin:1ate was avaiJ.able. 

Initially, a longer study period was anticipated, but subsequent to 
the design of the questionnaire, study tim.e was reduced, The q"estioll
naire prod11ced a larg<o vohnne of raw data, son:1e of which p~·obably 
would not have been solicited if the final t\me frame had been apparent 
dtH'il1g the questimmaire design process. lt had also been planned to 
pre-test tho quest:lonnaire for f\U'ther refinement, but t:his was not 
possible in the time availabl,. Due in part to the lack of a pre.-test, 
there were some p:rohlt:nns in tabu.laHng the inforrnati.on obtained frortJ 
the responding agencies, There was a certai.n am.ount of rn\sint(erpreta
tiol1 on the part of son1e respondents: this, at tirnes, led to conflicting 
infor:mation, and H was not always possible to resolve the conflicts. 
There were als.o some questi.ons which went Lmanswered. Some <)f these 
problems had been anticip•>.ted and folloW-L\P inte rvi<lws had been planned 
where needed, but again this was not possible within time limitations. 

The majority of agencies did respond t:o th<~ qu.estlonnaire, although 
a good number of respondents did not nleet the requested deadline for 
its return. Of !:he approxi.rr.tal:<~ly ei.ghty··Si.x agencies contacted, less 
than ten percent: di.d not :respond. The san1ple size was therefore qnitc 
good, bnt the '{\lality of response v<>ried, as was rnentioned earHer. 
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CHAPTE.R I. :J?.RE:S.ENT SYSTJ':M OF MAIL DELIVERY IN STATE 
GOVERNMENT 

The existing ma\1 sysl:ern grew in a piecem.eal fashion. As 
(il1 ;tgency developed a need for servi.ce, it either began to provide 
that service with its own staff or it rnade an·angem.ents with another 
agency to provide the needed service. ln son>" instances, an agency 
used both arrangem.ents. depending in part; tm another agency, and 
providing its own service in part. Sonw age11cies, such as the A. B. C. 
Board, the Departrnent of Health, the Di.vision of Automated Data 
Processing, and the Depal·trnent of Wdfare and Institcttions, have de
fi.ned, established routes which are traveled on a regular and set ba
sis. Other agencies have less l'<'gular routes and rnay not always h'"ve 
the sam.e number of stops on each circuit of t'h.e route.~ Still other 
agen<ei,,s have no defined rontes at all; they provide for them.selves on a 
"ne,,d" basis, and at 1;\tnes service nli>Y be provided for a single piece. 
of mail. 

Jn the Capitol Square area, t:he reporting State a.gencies had rot1tes 
with stops at seventeen (17) State-owned bt1ildings. Agencies als(> had 
stops at the Life <>f Virginia Btlilding (911 East B1·oad Street) and the 
Capitol Stati.(m of ttl<e U.S. Postal Service on Main Street. The bu\1~ 
dings which appeared with the nwst frequ<mcy on agency r(lutes were 
the; Finance Bu.ilding, the State Office Building, the Eighth Stre<lt Officc,l 
Building, and the Ninth Street Office Building; t:he F'i.nanee Bt1ilding, 
however, was on 1nore ag<mcy routes than any oth<H' building. Son1e 
agencies that reported having delivery ro11tes to other a.gendes in Capi
tol Sqllare <Hd not describe those routes and therefore l:he bt1ildings 
served could not be idenl;\fied. For the most part, t:hese buildings 
Wollld probably be dctpl\cations of the seventeen which W(H·e reported. 

Of the responding agencies, thirty-eight (38) reported having de
livery routes to ()i:he.r State agccncies in the Capitol Square area. Fifteen 
(15) agencies had delivery l'Olltes to other Stat" agenci<'S in the Pi.ch"· 
n1ond region, which for the purpose of response was d"fi.ned as the 
City of Hiclunond and th•' Counties of Chesl:erfi.eld and Henrico. F'i(ty
th:ree (53) of the responding agencies also had internal del\very routes, 
tind in son1e case.s 1 these in,tra~i"-l.gency routes went t:o rnore than one 
building. 

Although "gencies were asked to de,;cribe rout:es in detail, they 
rarely did so. In tnost instances, they 1nerely listed otbe!' agencies 
or buildings to whieh they m.ade deliveries or pick-LtJ?B withoe~t any 
sequential order. Therefore, it was not poss\ble to plot routes. The 





accornpany\ng rnaps (see app<endix B) instead show which agencies 
n\ake trips to whi.ch buildings- in the Capitol Sgt1al·e arE,a, It is likely
that addtticmal agencies also make trips to tll(,se buU.dings, though on 
a less frequent basis, since several aget,~,ch~s responded that they 
delivered to Capil:ol Sqllare, but had no regular route, 

Sixteen (16) of the responding agencies r"pol'ted that they pro
vided pick-up er delivery service to other agencies. The Division of 
Engineering and Buildings provided service to rnore State agencies 
than any other providing delivery service; they served fifteen (15) 
agencies on a regular basis and other miscellaneous <.lgencies on a 
"need" basis. For the most part, they servE'd the agencies in the 
Office of Administration. 

Within the Capitol Square area, a rt11ln'"'' systen1 is generally 
utUi,,.,d to provide this service, It should )H, noted, however, that 
sorn<' agencies use 1notor vehicles em their routes. The nun1ber of cir
cuits each runner n1.ay 1nake dltri.ng a day va:ri.es; some circuits a:re 
repeated four tilnes a day while sorn<l are rnade only once a day. ln 
~1.ddition to the vari.ons l~u.:nners, there ~~rc a series of rnail bC)X(~$ i.n 
the Finance }l\:Lilding which are maintained by th<l Departm_ent of Pu.r
<:hases and Supply. They are used as an exchangco point and no lnessen
g.;,-r se·rvice is provided, These boxes are available for approxirnal:ely 
fifty (50) agencies, but it does not appear l:hat optimum Ltse is being 
made of the:m. 

Aside fron1 the services which the State provides for itself, there 
are some certain services which the U.S, Postal service provides, USPS 
provides pick-up service to some State agencies for outgoing rnail. 
Also, P<!Btal ernployees are working with DMV on the cotnputeri:zaHon of 
1"IH.tili.r1g lists.. 1.:Che Postal Service will provide pick-up se1·vtGe tq any 

agency with a volun1e of 3, 000 pieces of first-class mail if it is placed 
in trays. They will pick up these trays untiJ 3 p.m. each day, but pick
up after that tirne cannot be gnaranteed. USPS provides the trays and, 
for bulk rna\l, both sacks and ham.pers, depending on the vol<Hlle of the 
n1ail going Nlt, Th(' early cut off thne of 3 p. n1,, called "sc;hednled 
rrtaiJing", guarant(wS deHvony in the Richn1ond tnetropolitan area 
overnight. 

USPS will ;dso provide " zip code magnel:ic l:apce which is adapt<<ble 
to c,:OnlpllUH, is up.,d<tted qu;nterly, and basically com.put<•ri,es th(e 
Nal:ional Zip Cod'' Directo·ry. This service is available to agencies 
which pre-scHt 1naU and a c01nputer analyst is available to work with 
the Cotnttl(>Jlwealth to set up a systern. In <iddition, for large n1a\lers 
the Postal Service provides the service of VIM (Vertical Improved Mail), 
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a prograu1 whel'e a rnaihnan ,will pre-sort all lncon1lng rnail. He 
rntlsl: have a sectne (i.e. locl<(ed) 1'oon1 in which he does the pre
sorting. State ~employees would then pick llp the mail fron1 him,. 
The exact arrangen"lents for obtaining such services would, of 
course, have to be negotiated. 

To handle the total volume of rna'il, both incorning and outgoing
reported at an average of over 700, 000 pieces pe~· week-the repor
ting agencies operate forty-six (46) maU rooms in the Hichmond area. 
These mail rooms are located in twenty-five (25) different bu.ildings 
of which fourteen (14) an; located in the Capitol Square area. In square 
footag(e, these n1<lil rooms, or areas, range in size f1·orn 10 sq. ft. to 
over 3, 000 sq. ft. Hath<or than h<tving mail roorns, the Sl'naller agen
cies generally uti.liz:e <tnother <l-gency's facility or else they \1Se a por
t:lon of th<l secretari1d space, Mail roon1 space and location probably 
affects and is ~>ffected by the loads on the systern, but th\s sp<tce and 
location is more likely to have a g~·eater effect on mail h<tndltng th<tn 
\t i.s to have on mail delivery. 

Loarb on the S_yster~ 

A significant volun1e of mail is handled by State agencies. Ac
cording to information Sllppl\ed hy the responding agencie.s, an average 
of 371,390 pi,eces of xnail-·-lMters, manilla n1ailers, and packages
are rna \led out of State offico:s e"ch week, Most of this mail is sent 
out through the U.S. Post<tl Service system. Approxirnately, 27, 000 pieces 
of rnail are hand d<lliv<H·ed on the average eotch week. This volmne 
is less than ten percent o£ the average weekly volum.e of n1.ail. Of this 
tot<tl, there ;ue 19, 88llel:ters, 4, 445 rnani.lla m.11-ilers, iind 2, 948 p<tck
ag<ls. The packages al<lne weigh an avet·<tge of 3 1/?. pounds each. At 
an aver<tge letter weight of one ocrnce and a m.•l.iler weight of six ounces, 
a little over sev<m tons of rnail are h<tnd c"rried each week. 

Unclet· the e,xisting system, it is at: tin1.es di.fficult to droal with 
such volunl<l, A n1aU runner will som.etinks not be able to pick up all 
the :mail at ()ll(~ stop which is to be delivered elsewhere on the r<"lt(e 
because of trl<' higb volume of mail zmd the insuffi<:i.m'tt rnethods for 
can·ying snch volum.e. A runner who carries tnoti.l in a bri.d c<tse is 
li,m,ited in his ability to deliver; that abi.lit:y \s <'V<~n more limited when 
he encount:ers pa.ckagcs at a stop on his route. At >Juch t\n1es, it be

conles necessary to eith<H' double back to pick up the excess volurne 
tnissod th<J f\~·st tixmo, or else le<tve that excess tllltil the stop is S<H'

viced on the next con1plete circuit. It wol:tld appear th<tt the lo,ds now 
ttnposted on the hand delivery systcn"l r~tquire greater sophistication in 
t ran,s po rtation. 
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It was initially hypothesized that there might be a Bl1bstantial 
an«HlUt of postage stamped rr1a\l being deli.verecl frorn one ag<mcy to 
another in the Capitol Sqctare area. According to tho respondents, 
howev,r, this is not tho case. Only 1, 854 pieces of rnail were re
ported as being sent within the Capitol Sqllare area with postage; this 
is aboLlt one-half of one percent of the ave1•ag<• weekly vohm1e of rnail 
sent each week. But it should be nC>.ted that ~orne agencies were 110t 
able to provide this inforrnati.on, and som<O agencies probably cmder
l'epcn·ted this volurne; for example, one agency which rep<H't<ld that 
all its mall to State agencie.s i11 the Capitol Square area was hand 
delivered does, in fact, send postage st>:unped ma\l in the area. 

It becomes somewhat cliffkult t.o talk about costs and Uta!lpower 
in the al·ea of m.ail delivery for s<lveral reasons. F'erhaps l:he rnost 
in1porl:ant one is t:hat almost fifty-six (56) percent of thco agen.c\es did 
not respond to tho qctesti,on which ;;sked for the anroctnt budgeted for 
mail roon1 op<lration. Sow.<• agencies responded that this funding was 
included in their adrrrinistrati.on or operations budget. Sorne smaller 
agencies replied that th~' open:ation was frorn a secretary's desk and 
tha.f: they did not budget for rna.il. Sl1rprisingly, one of the major 
State ag<l!:u;;i,cs r·esponded that "no specific arnount" was budgeted fc>r 
rnail room operation. Of those agencies that did respond to ql.lestions 
of co>Jt, smne cornbined salal'ies iJ.nd postage to al·rive at a total. A 
very lin1il:ed few, such as the Division of Motor Vehicles, began to 
approach anything like a detailed breakdown. 

It is also dHfi,c,llt to talk about costs becat,1S" of the p.roblen1s 
involved in tryitlg t:o detel."lTrine wh~~t constitutes a delivery ccH~t <lnd what 
constitutes a handling cost. Agencies provided i,nfonnati.on on ern
ployees involved with the miJ.il and on e.quipn>ent used. Based on the 
respo11ses, thct·e are over one hundred (100) persons who are involved 

·to one extcmt or another in delivering the mai.l; the tim.e they spend 
on de:live1·y ranged frorn mw pe1·c<ent to one hundred (100) percm1t. 
Based on pencentage of tirne spent delivering tnail and ann~<al sal<>ry, 
it was del:ertni.n<ld that about $125, 000 of m,mey paid out in salaries 
<lach yea:r by responding agencies was part M the cost of delivering the 
mail. This would be part of the total of $1, 813, 106 that agencies re
port<:d th<oy hlHlgeted for tnail room op<)r<ltlon"· This figure W()llld lm
dou.btedly b" higher if ntore agencies 'lu1d supplied requested \nforrnation. 
lt should >llso be nol<ld that. in 1·esponding to i:h<' cp.H,stion of rnaU roonl 
budgeting, some ag(,nc\(:S included only postage, some included only 
salaries, and son1.e included both. A .n1ore realistic budgd<ny esti-
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ncat:e for r.naU roon1 operatiop would probably b<' ar<mnd .$3, 000, 000, 
especially sine" annual postage costs were l:<•ported to be nearly· 
.$2, 000, 000 (see Table Two), 

Agencies also reported that they had over sixty (60) postage 
rnHe1·s and over eighty (80) scales which W('l"e used in mailing op
e1•ati,ons. In <Hldition, they had in lesser tl\ln1ber such equipn1e.nt 
\terns as mail openers, folding ntachine.s, addressogrr<ph rnachines, 
inserter machines, tying rnachine.s, tape di,sp(H1s<n·s, and n1ai.l 
carts. Sorne iten1s we:r.e owned and son1e were leased; fol' the rn.ost 
part, leased items were postag<> meters. The purchase p~·ices 
with depreciation allowed and the rental fees of this equipnnmt would 
be a part of mailing cost. 

TABL.E: TWO 
T'OSTAGE AND E:QUIPMENT COSTS 

Offi<:e. of Adrnin\stl·ati.on 
Offic« of Cor:nrn~'l'ce and 

R<esources 
Office of Education 
Office of Fi.na11ce 
Office o£ B<>man Affairs 
Office of Tnlnsportat\on 

and Public Safety 
Other 

'l'otaJ. 

Ann\.tal Cost 
of F'os tage 

"$ 70, 000 

329, 000 
11,7,000 
445, 000 
325, 000 

595, 000 
63, 000 

.$1, 994. 000 

E9,uipment 
Costs 

'"·r-9, ooo 

48, 000 
34,000 
61, 000 
15, 000 

20, 000 
3, 000 

.$1'!0, 000 

Note: Annual Costs are rOLmded to the nearest thcll1sand and are the 
totals of sixt;y~eight (68) ~·esponses Sl,tpplied by agenci.ces. 
Eq,l·ipm.ent Costs at•e rotu•ded to th•• n<Oa.rest thousand and are 
the totals of fifty-two (52) responses supplied by agencies. 
"Other" includes Sh•te Board of Bar Exatninars, Office of the 
Attorney General, Office of the. Govern<n·, the Suprerne Court 
of Virginia, the Division of ,StMutory f\(1Sea.rch and .Drafting 
(Division of .I .• <,gislatlv<> S~.,·vices), '"'d the Division of War 
Ve h!~ ran$ Cla i.n1.$. 
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Given tlH, information supplied by n:spotHhlnb; a11d the short 
tirnc period allowf>d for the otudy, i.t wits not possible to c.:ome up 
with t'.n1ly accu.1·~:~.te .figures on tht~ curr~~nt co~ts of rn.ail dc~livt~ry. 
Th,,: reported budgeted Jigure o£ ov<:r $1,800,000 contains r;on101 of 
the cost of delivery within it, but t~V<Hl this is not'' total cost because 
of the incotuplde l'esponses. Even with more time, such information 
would b" very difficult to gather. The subject of mail cost is a' ve>'y 
(:Ompli<:ated one. Not only must delivery cOBts be divon:cd from 
handling costs, but thoro are also hidden costs. It is not t!nus\tal for 
a runn(:r to have to wait at a stop on his route while rnail is prepared; 
this wait can be as long as ten n1inutt~s, and it h~i~l ~l cost. Part of th~'lt 
cost can b<O det<lrmined by cornputing from the runner's salary. But 
there ar<e also <:osts whid\ m_ay not be easily n:>eascued. Mail already 
collected is .slower being delivered when a runner has to wait. If a 
nun1br:~r of th~~s~~ waiting periods occLtr eac:h d~ty, tht~ volurn~~ ()f nutil 
which he is able (:(> pick up and deliver is likely to decline. For 
this rea$o.n ~:t.nd because i.nforr:nation available is .far frorn c:ornplcte~ 
it becomes diffinlit to <<ssign costs. 

TAB LF: THREE 
EMPLOYEES INVOLVED IN MOVING THE MAIL 

Office< of Administration 
Office of Corn.n1e:rc;e a.nd 

Reson:rccs 
Office of Education 
Offi<-:.:o of Finane(: 
Ofhee of ,Hun1<m Aff<>irs 
Office of T'1.~ansportatio:n 

and Public Saf(ety 
Other 

TOTAL 

l (, 

Entploye:t.s 

Delivering 
Mail 

ll 

lOS 

.Ern.ploye~~$ 

Handling 
Mail:.__ __ _ 

l3 

38 
17 
20 
16 

34 

--··2 

l47 



'l'hc cul'rcnt system of mail deliv<'ry in State governrnent has se
veral apparent pl•oblcn>s, but·it also has potential to bccorne an effi
cient operation. TlHere appears to be nc<~dl<•ss duplication in the 
routes tl'avcled, tlH:J nLm1ber of rnessengen> cn1ployed, and the nun1-
bor of .mail roorns in each building. There an• also probl<on1s at 
ti.mes involving hand delivery of rnail with current methods used for 
transporting mail. When these problcnns occ\lr because of heavy 
volume, they lead to an additi.omd proble.m of slow delivery. And be
eallse dd\very· is at tin1os slow and is not always ~ell<>ble, the hand de
livery system is not utili.zed to the fctllest, ilnd stamped n1ail ends up·~ 
being sent aroLmd Capitol SquiJ.re, 

TlHoS<> problem.s n1ay hold the potential [(>:t' a better systern which 
should b<l able to provide satisf<>ctory service to State agencies. The 
n·>ajority of State ilgenc\es are h)coct"d in the roloctiv<~ly confined area 
of Capitol Square; a ha.n.cl delive1·y systen1 should be able to provide 
rapid and reliable service within this core arc<>. D•.1pli.catlon of 1·outcs 
occurs b~"":)Caur3e the.re a:.n:~ a nlln."'l.ber of corr1rnon destinations for ·maiL 
If pick-ups could be consolidated, routes could be reduced, And if 
plck-Ltps were consol.id;;ted, rnail room locations n1ight also be con-

. solldatcd, and the llLU'l'1ber of runners 1night be n'duced. The poten-
tial does exist for a better system, but it is unlikely that this poten
tial will be realized until the responsibility for maU dcl\very is com
bined under one agency. 

It shoLtlcl be rcal\zed, however, that th<;,·e may be son1e proble 1ns 
with centrali.zation and that, in son1e instances, the current system. \s 
functioning ln an el'fici<'nt rnanner, This .officlency a.ppea~·s more in 
the area. of handling <>nd sorting than it does in delivery. Agencies 
wh.ich h<::J.ve. large vc)hi:rt1es of i:nco:n:·llng st~·unp(~d .. tnaU, such as fhe 
Depa.rt:n>ent of T<>x.atlon and the Division of Motor Vehicles, would pro
bably have a. g:re•<t number of probl,rns if all incorning nJ<>il were 
sent to a central loc<>lion r<>ther than to the agency mail roorn. There
fol'<J, no blank<'t recommendation for consoli<htion is c.dv<>nced here, 
since, in at least son1e instances, consolidation might only compound 
existing problems. , 
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CHAPTEI\ II. AL'l'El\NATIV.E:S TO 'l'II"J P.l{ESENT SYSTEM 

The transfer of nmil is ''"" of the prinmry and, thus, one of 
the nwst hnportant 1nethods of cm:nmunication an1ong the various 
agencies of the Con1n1onwealth. The effectiveness of State govern
l1:Jent, to a large extent, depends on the effici<'llcy of conm'lllnicat:i,on. 
In ord('r for com.ttHmication to be efficient, its channels shot1ld speed 
that communication in a dependable rna11ner and they should be ade
qmtte to handle all im.posed volurnes without duplicat:ing li.nl<s unne
cessarily. A State Inall delivery syst<lm should, then, provide rapid 
deli.very·, and r<Oliable delivery; \1; should at all til11es be able to han
dle the volun:les o£ m~>ll adeqtl~>tely; and, it should accornplish these 
charges wil:h th<" most n1inin1<d effort ne-cessary. In the hopes of 
establi.sh'i.ng su.ch a system, cortain recot:nn1,endat:ions fclllow i,n 
Chapter III. 

Having considered the cun·ent st~>te of the Corntnonwealth's n1ail 
delivery system in Chapter l, there <>re several alt(ern~>tives to that 
system which might, if implemented, le~>d to irnp!'oved efficiencies \n 
the delivery of m~>il. Additionally, there ~>re altern~>tives to cun:ent 
practices which could lead to improved efficiencies in the handling (.,£ 

mail. 

Within the Capitol Square complex, mail is now delivered by 
en1ployecs of a number of different agendes. (Thirty·-eight respon
dents rep<!l"ted having delivery !'outes to other St~>te agenci.es in Capi-
tol Sqn~>r<l.) Hather i:h~>n continuing to allow each agency to oper~>te in 
the independent fashion that now prev~>ils, the nurnber of ernployeea 
involved in delivering the n1ail could be reduced by going to a completely 
centralized systent. Jn this alternative, the nesponsibility for the dc
livt>ry of rna\1 betw~len St~>te agencies within the Capitol Sq<1are <:omplex. 
would bo assi.gn<'d to one sil1gle agency; the n1ost logical ag<,ncy would 
be the Depart:n1ent. of Purchases and Supply. Their employees wollld 
be responsible for <tll tnail ddivery, both inl:cr-agency and intra-~>gency, 
and other St:~>te agencies wc.ould not have any en1ployees involved in de
Hvering the mail. 

As a second ~>ll<Hn<>tive, a sy·st«.rn could be insl:ill>te.d which would 
be p;;rtially central.iz<ld <1nd partially operilt.ed by the various Stllte 
agencies th;;t ~>re cu'l'r(mi:ly delivering rnai.l. The Departrnent of "F'tu
chas<>s 1J.nd Supply w<wld h<' t·esponsi.ble for the delivery o£ all inter
agency mctil, while the several agencies would be responsible for 
their own intra-agency delivery of m~>U. This alt(lrn~>tive should 
still reduce the total nmnber of <nnployees lnv<!lved in delivering rnail. 
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And as a third alternative, the current m.ethod of rnail delivery 
could be retained with only lin>ited consolidation. Agencies that now 
provide pkk-up and delivery servi<:es to ot:he1· ag<encies would con
tinue to do so, ;;nd they would be available to provide that service to 
still Inore o.genc\es; 1nost likely these would be the srnall<>,r agencies. 
The reduction in the number of ernployees who del\ve1· the 1nail pro
bably would nol be as great as it would \lncl<>r either of the other al
ternatives·~ 

Whichever alternative 1night be chosen, it will be necessary to 
consider the number of stops that xnay be required on a particular 
route and the munber ''f daily circtdts that would have to be made of 
each rot!t<'. These c.onsi.dc'\rations would be infltwnced by volurnes 
resulting f:rorn each agency and building; son1e decision would also 
have to b'l m.ade about whether to sepa.rate packages frorn the rest 
of the hand delivered n1'<il within Capitol Sqt.tare, or wh<lther all types 
of hand delivered m.ail would be picked '"P and delivered at the same 
time. The possi.bilityof motorbing some routes rather tho.n having them 
all traveled by runners Wo\lld also have to be conaidercd. 

0\J.tside the Capitol Square comple.x, bnl: within the Hi.chmond 
region, several agencies are :now running i,rtdi.v"idttal rnotorized opera
tions to deliver both into r -agency and intra -ag<mc y m.a il. An alte 1'
native here xnight be an ag.<mcy rotlte c;olosolldatio~>, i.n which one 
agency would add on the rocttes of another or others. By "piggy
backing" such routes, it sho,J.ld be possible to redllce the tobl nuntber 
of trips now being lnade. Or it might be possible to work ollt one 
single route- for the Richmond region which would <mcom.paSfl all 
stops now being nlade by agencies having routes in the region.. This 
~ingle route wou.ld then be operated by orHo agency, the Departm(eiit 
of l"urchases a.nd Supply. 

Deliveries to agencies or their sCib-offic''S in all. the various 
p;;rt:s of the Comn10nweallh are now being bandl"d by either the ,;gen
cy itself, the U.S. Postal S(lrvi.n,, o1· by a pt·ivate coLtrier, There 
i.s no coordination in S<.!ch deliveries, and e<J.ch agency now makes 
.its own d<,,cisi.ons on how to handle the delivery of this rnai.l auto
nomously. Alternatively·, agency operations rnight be combined; 
where several agc:nc'ies are tH)W st.~nding rnaU to the san1e area
Nol'l:hern Vi.rgix>ia, for exam.pl.,-that nudlinight be sent u.nder a 
single operation which colllcl be operated e\l;het• by "ne Sta.te agency 
o1· by a private delivery service. In this way, th~' nu.mbcn· of trips 
and routes n<)W bE•ir1g traveled should be reduced. 
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Post Office Ui:ilizati<m Alternatives 
~"~" m=·~~"~••·•~"'""'-'·'""'~~'~'"'~~••~•'"''•'•~•·•"~~-~•••·~"·'~--~-•"-•~~-"~~ 

Finally, with respect to mail delivcny, it was found that a ntanber 
of agencies <U:e now making post office pick-Llps for rnaU corning in through 
the U, S, Postal Servi.ce, and also making individual deli.v,,ries to the 
post office of stilmped, outgoing mail. It might be possible to have these 
variOtlS pi·ck-up and delivery operations com.bined by building. One 
agency in the building would then pick--up from and deliver to the posl: 
office for a.ll agencies in that building. Or, a single State agency could 
handle these external stautped !nail pick-nps and d(;Jiveri('S for all 
agencies in the Capitol SqL>are a1•ea, As a third alternative, it might 
be possible to have this deHvery fcmction rcnooved fron1 State operation 
enti1"<ely and have USPS pi.ck-up and dcli.ve1· st:arnp"d mail, elt:her by 
btlilding Ol" to a cent1·al Capitol Squ:ne locc;.tion. 

Mail is eurrenHy handled on an indi.vi.dttal agency basis for the 
nwst part: for this reason, there are rwm.~,L·ous rnail room operations 
which involve almost ot>e hundred and fifty (l!iO) er:nployees i.n handl\t>g 
the -rnail. Mail rooms also oc<:t.>r with so:m.e freqtH\ncy; one bui.lding 
has eight n·,aU roorns located i.n it. .Hather· than hav<> i.ndividual agen
cies opeL"at.e ;nail roorns, they COllld b'> comhh.t"d by b~Jild\ng; with a 
central facility for each bu.i.lding, spac;e allocahed ttnd <'mploye<lS in
volved ln handli.ng aright be redt~ced. Som.<' nH~thod of allocttting cost 
to ;;gencies wm1ld have to be detennlned, howeve.r. With StlCh c:enl:ra
lization, there n1ight be sonte problem.s wil:h lncorning mail handling, 
E>Specially with ;;gencles that receive large voltanes <Jf incmni.ng m.ail, 
such as the Departn1ent of Taxation, So, in sonH~ cases, st~parati.on 

of mail roon1s which currently exist might be rnain.taincld. 

With the introduction of mail romns te> S<~rv£' individual buildings, 
the Postal Service's VIM (Verti.callmprov"d Mail) system might be 
l1tili.zed; und<H' the systc~no, USPS employees would deliver and sent 
incoming rna.il for tennanb1 oft,'~ building. 

If fltrther <;entrali.zati.on we1·e d<,s\red, a single central rna\l rootn 
Collld be establi.sbed and operated by one a.gency for all the other «gem
des located \n the Capitol Square area. Again, t:he!"e would probably 
be problen1s which would have to be resc)lved conc<n-n\ng tbe handling 
of incon1ing tnail for the larger agenci<<S. One o£ the larger problen1s 
woc1ld be the allocation ,,r agency costs. 
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In the neighborin.g State of North Carolina, the ma\1 ddivery 
systern in the Capitol area operates on foot, ui:lllzlng four (4) nmners 
who carry tnail pouch<os, Thes<o nmners n1ake regular r<ms to eigh
t:e<on (18) major agencies. Additionally, some agencies, S<lch as the 
Offices of the Governor, th<o Al:tort1ey General, and the AuditcJr, and 
the Division of Motor Vehicles (whi.ch is located outside the Capitol 
com.plex), still havce their own runners. Also, Lhe Treasctrer has 
bonded messengers. There are plans to consolidate this system with 
a new col.11'ier system. which North Carolina h<ts developed to serve 
areas oc1tsidce R<tlelgh. 

ln. Odober of 1'!72, North Carolina began oper<>tion of a cOLiri<H' 
system to ddiver ·mail to r.genc:y field offices in thi.rt:e.en (13) c\.tl(lS. 
This systern, carrying correspondence pl·in-:.<trily, provides overnight 
deli.v•ory of m.aU. When JXHlll <>rrives in a city, il: is distrihllted i.nto 
lockable storage boxes where the agencies cato pic.k it up the next 
nuJrning. 

This courier systen1 was develop<Od after a study was conducted 
by the Managernent Systerns Division of t;ho Department of Adrninistra
tion. Users of the sysl:.ern have been v<H')' pleased with the S<HVice pro
vided >>tid the systen1 has been found to be op<n·:<bh' at a less•n C(lSI: 

than would resalt: from using the Postal Servic<.l. 'l'he Department of Pl.lr
<:h<>ses and Supply in Virginia has been in contact w\t.h North Carolina, 
and it i.s possible that sorne of the e.xperience gained there n>ight be 
put to ase. here. 
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CI-IAPTEH III. INITIAl .• RECOMMJ!:NDA'I'lONS 

Under the current systetn. of State 1nai.l delivery the1•e are se
vooral inefficiencies which i.lnpose ;;n unnecessary cost in tin1e and 
effort. The quality of service provided varies fron1 one agency to 
anc.>ther: some agencies are served with same day delivery, while 
othel'S have a two day delivery lag. Hou.t<ls are duplicated unnect)
ssarily, and ti.rne lags reSillting frorn waiting fol-' tnMl occur, along 
with other delays. Also, State agencies within the Capitol Square 
area al'C sending stam.ped rnail to one another. A centrally operated 
hand deliveJ.'y system should be able to deliver such mail more qllickly 
and less expensively. 

It is therefo1·e recotYrtnended: 
I, • That regular r(Jlltes with st<>ndard pick-11p and deliv<H'y t\m.es 

be established and oper»ted by the Depa1·trn.ont of Purchases 
and Sctpply. Ar> example of such a roc:tte system is •hown on 
t:he followin.g page. 

o That :tt1I1t1el~s involved i.n inter-agetlCY ·.n:v,)Vem.ents be eli.rni.~ 
nated whtoJ.'cver possible (55 em.ployees weJ:e reported as being 
involved in xna\1 deliveries oLtlside their agencies: it should 
be P"ssible to greatly rcdllce this nurnber; even though not all 
reporting ag~')nci.es were located 1.-n Capitol Squa1·e 1 les~:; than 
10 people should be able to perform this delivery fl:tnction: the 
nun1ber of people involv<>d, however, will depend e1pon the 
amount of consolidal:i.ng that is done). 

" Th<l.l: agencies in the Capitol Squrne a.roa be prohibited fnnu 
having their own inter-agency runners (agencies may keep 
intra -agency runl.HJ rs, whore needed). 

" That agencies \,lBto i.nterdepartn1ental envelopes wherever 
possible l:o redoce stationery costs. 

o That th<c transfer of existing personnel, who are now invol
ved i.n nuil delivery, l:o the Depal"tm.ent of :F'll.rcha.ses and 
Supply as "· staff for a central delivery systern be investigated 
(c<HrenUy, one Clerk-Mes~Jenger B spends 100% of his tirne 
deli.vering m.ai.l for .DMV, one Clerk-M>essenger B spends 
80o/o of his time for E;ngineori.ng and Buildings, one Clerk B 
spends 70% of his titne fc.>r tlHo Dep«rtment of Edtication, a11d 
two Clerk-Messenge~·s spend 70% of the.i.r 1:\me fo1· W<~lfare 
and Ins tit,1tions ). 

" That: ag(mc::i.es be pl·ohibitcd from rnaki.ng sl:arnped postage 
n1ailings to other agencies withi.ll a d<esign'>ted Capitol Square 
area. 





Improving _Efficiencies in !:he §_y~t£!~.) 

Mail runners experi.ence delay$ ·whihe waiting fo1· n1ail to be 
readied for deliv"ry. They also e.xperience difficulty at tirnes in 
handling the large volumes of mail with the eqLliprne!ll; provided 
them. Personnel turnover at th-is level is rapid, and too many p<w
ple are involved in delivering the rnail. 

It is therefore reconnnended: 
"That agencies be required I:<J establ.i.sh m.all boxes and that 

posted tirnes be established fc.n• pi.ck-\lp :<nd delivery of n1ai1; 
after the ins Lallation of these boxes, mail WO\lld no longer be 
picked up from a secretary's desk for inter-agency dell.very. 

"That mail rc:n11e:rsaluylevelsbe studied, takingil1to cons\
dera~Cl()-ii :--- i:he·· cte ;;·er-e <r<it1-a"fitf(;--;; :<)I ,;-,)i{:~<,l ian c e._.;~11 ci. t"he ~:b-ility 
Eo ioei·f()rlnwli:h lhnited stlp~n-:isir)],; tl;e i,::;~P~;t<\;,ce of. -items 
h~ndled by 1·unner~; and tlie t;lt',;.~:;;~r r«te. 

"That a better tneans of carrying .mail-possibly using hand 
carts or motor vehicles -be in1plen1ented and that a study be 
tnade of th<l possibility of 11sing unifonns Btl that messengers 
can be readily identified, 

A number of agencies now h;>ve established n<otorized rolltes i.n 
the :Richmond a;rea for the pick~up and delivery of agency mail. Som~' 

«gencies also have routes to· district or regional offices in other parts 
of the State, whil'> others use the services of a private courier, Som.e 
of these rot>tes sha1:e the san1e or near-by destinations, and it should 
bto possible to lne1·ge o1· combine som.e of t.hetn and hopefully redace 
the 1111rnbel' of veh\cl(•S and en1ployces involv•od in these operations. 

It is therefore recormnended: 
'" That: involved agendes n""'t to discuss and develop joint or 

"piggy-back" rnotorir.ed l'\lns for m.t>il delivery in the Richn1ond 
a:t<:~a. 

'" That th., feasi.b\Hty of establlohing a rnail p\ck~up and delivery 
service for agency n'l;;il going to other areas of the State out
~\de the Fichm.ond a.rea be invesl:iga.l:ed, and that the advan
trl.ges found in a State ope:rat;c~d sysh:.!rn fot thi.s :;ervic(~ b(~ com.
pared to the advanta.ges to be focmd in a privat<~ can·ier ,,,perated 

!._) \) f.' 
'7 . '\ (:-:-·-:·, .· ,. / 

. .f, '· 
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lncl'eased Us" of U.S. Postal Servi<:e 
--··---'~"'M"--'"~"''''·'-~'"'""'M'~y"'~"~~~-~~·m~.~·-"-M'mM=·~-

There al:e some services available frorn USPS which rnight re
sult in savings and which should result in increased dfi.ciency. H 
these available services were taken advantage of, Sbte employees 
would be freed l:o devote their tin1e to other efforts. 

It \s therefore recomrnended: 
o That agt~ndes in the Capitol Sqnare area establish central 

n1ail drops wherever possible for outgoing stamped mai.l, 
since the Post Office provides pick-up for volurr1es in e.x
cess of 3, 000 first-class pieces per day. 

o 'That agencies sharing the san1e building investigate the f<oa
si,h\lity "f establishing a VIM system with delivery and sorting 
of incon:li.ng mail to be pn>vided by the Post Office, 

M"\1 Handling withi.n Capitol Sst!!.~£~ 

Wi.th agencies sharing bllildings and rnany agencies operating their 
c>wn J.-rlail t'OO.m or :roc)tns, there are several Stat.c~owncd buildings 
that have three or more m.ai.l ro"ms. ]'[ these 1"0otns COllld be consoli
dated, less space m.ight be n<)(;ded and the ncnnber of en>ployees invol
ved in 1nail handling n1ight be reduced. Som.e n1ai1 1'oonl equipn,ent 
pieces could possibly be elin1.hHJ..ted t:~.lso. 

It is therefore recom.n1ended: 
• 'That., whenever p1·actical, agency rnai,l roorns be. coxnblned. 

(As a test of the feasibility· of such consolidation, the Ninth 
Street Office Ihtildi.ng and the Madist)l1 Bttilding could be 
l.tsed "·s pilot baHdings with one or perhaps two mail ro"n1s 
established in each bui.lding.) 

Coo:rdinati,on of State Mail Services 
~~··--••-•·~'~"'''W''""'"·'"""~"'"~r~~··~~-----·--

As Stat(~ ag<~nci.es i.ncl~ease in size, or are created in new legi.~~~ 
lation, or 1nove their pbys\cal locati.ons, t:he dernands on whatever 
'rnail syst:etn finally is established will chang<'. H will be necessary 
to m.ake systerrt ntodifications and to rnon\tor the system. to ins1rre a 
high level of service and di.<~nt age.ncy sal:isfact:ion. Also, new or \m.
proved technology r:nay bring changes, and the system. should stay 
ab r•ea 8 t 0 r t:hern. 

lt is theref<n·e rec<Ornm.ended: 
e That a standing com,,u\tte·e of •ev<ln .mernbers be established 

with a revolving rnembe1•ship to be con1posecl of State agen·· 
cy people responsible for rnaU services, and that the func
tion of this conrmitt.ee be to discl1SS <:omnwn problen1s and 
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possible solutions 1:<) th(~nl; that the Departm.ent of Purchases 
and S<.1pply have a pern1anent member and that each Office of 
the Cabinet have a m.en1ber . 

., That !:his eon1n1ittee be chaired by a representative frorn the 
Departm.ent of Ptu·ch«ses and Supply, and that, a.mong 'its 
other duties, it begin l;o gather and maintain i.nfornmtion on 
rna\l syst:ern costs. 

" That the Department of Purchast~s and S11pply in consultation 
with the standing committee be r(o$pons\ble for implementing 
these recon1n1endahons and for establishing l:a1:get dates for 
implementa Lion. 

" That the position of State Mail Supervisor be created in the 
Departm.ent of Purchase.s and Supply to 'be responsible. for 
managernent and evaluation of the n1ail system; and that SLl.Ch 
person have knowledge of sy·stems analysis. 
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APP.F:NDIX A 

MAIL DELIVERY QUES':t:'lONNAI.l-U~ 

Phoase answer the following questions as dearly and cornpletcly "" 
possible. A logical estin<ate will suffice aw an answer where• exact information 
is not known, 

Pleased(> not leave any question unanswerted. If a partlcul<n question 
ts not applicable to your agency's operation, please signify N,A. {not 
applicable). 

I£ additional spac" is n""d"d for' any question, list that question nun1ber 
on lett"r paper and attach it to the b;>ck of the questionnaire. 

Please write or print clearly. 

Your cooperation in responding to this questionnaire is appreciated. 



.MAIL DELIVERY QUESTIONNAIRE 

Agency Name 

Divis ion N an1e 

Name o£ Respt)nde.nt ___ _ 

Date of Response-----

Mail Volume 

l. :Please fill out the following table which will provide information about 
rn.a il. volurne. 

_M_,_, 1_1_··-··-----·----_., .. -I-e tter s 
Average weekly 

.:: .. !?}:..!:!me il ant (!? . ..ct<..:_J.l"')'-------4----
verage W<Oekly 

volunHJ received (tot_a::;l::;) __ + 
Total average 

w,,,~.k.l.y volu:.:n::::':o"-----· 
Weight of total ''verage 

weekl.Y. vol\lme (lb_~---+ -----
. Vel"age weekly volume 

of h a':;d d e 1 i v e nod l.!:c' a=i.l'-----1 
ver"ge weekly volum,; 

f st11mpe~.mililsent t.2l-"""---i--&.L. 
State age.nci(·~s ix:1. 
Capitol s .. g,pare 11rea 
State agencies in 
R i chrnC?!,~ .. ~~~i :tea. ;f. 
Stab:~ agencies 
out.side Ricchmond 

, __ a_r_f~C_l_.~w~·"----· 

Other 

"ost of m<J.il sent by 
Jrivate <.~ouri.er, such 
39 United Pare el or 
rneri(~an CouTit}T _,...... -·-···· .. ----

Cost of tn"i.t sent by 
agcncy 1 s own tnc)tO:t 

(~~1.rrier 

Postagtl (cOSt fo,~ n1ail 
sent to State agencies 

_lEI C<>pltol Squa££_~.!J!c:a:__ ___ +---
Tot<d Cost of I-'ostage for all 

rnail S<'mt by U.S. Postal 

Maniltt. 
...,.._..oM:.:ailers 

'-~"(""'' Service 
·:'-In cTu'cTCi ii" "City--orn:rc.111i'1()""n. d , c he ,; t e r fi. e f(l -Co"lii1T\i"-a n 21lJ(: ii'r i co co un t y . 
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2. Are there peak periods of mail volume sent or rcoceived by your mailing 
station'! 

YES~~~ (specify sent. 
re<:ei.vcd or both) 

NO __ _ 

lf yes, are these peak periods daily (specify day [ s]), weekly (specify 
week[s]), monthly (specify m.onth[s]) or at sorne other interval (specify: 
for example, quarterly - January, April, July, October). l"eak period 
of mail sent: 

Peak period of mail .r ec ei ved: 

3. If your mail station experiences peak periods o£ m.ail sent or received, 
are th(eH' peak periods associated with a lllalli.ng to a pa:~ti.cular agency 
or mailing .list or with th,~ m<1iling of a particular pLlbli(o<ltion? 

YES----- (specify sent, 
received or both) 

NO __ _ 

lf yes, please specify agency or publication by name 

4. Are there fl.uctm>tlons in the number of <omployees who handle the mail at 
your n1ailing statiCin due to peak volume periods., 

YES NO ---
Jf yes, please fill in table below. 

Dec. 
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5. Please fill in the following table which will provide information about mall 
routing. 

Route No. 

Number of Stops 
" 

Delivery Route (s) 
within Agency .•. 

-· . f-· 
Number of Daily 
Circuits 

·~"~.,~,M~"'"'''~''~''"~~~ 

T in"le Required to 
Make one Circuit 

Route No. 

Number of Stops 

Number of Daily 
C ireuits 
Titne Required to 
Make ~)J:le Ci:t•euit 

·~-·~· 

Route No. 

Nun1ber of Stops 

·---1--·---· 
Nun1ber of Daily 
Circc~its 
-~~·~- -~-

Tin;H~ Required to 
Make one Circuit -· .. ~ 

Route No. 
--~-·~-

Nurnber of Stops 

·-
Number of .Daily 
c i,. c ltit 8 •. 
Tim.e Requin,d to 
Make 011~~ Cit:cuit -·--

Delivery Route (a) to Other State Agencies: 
Ca it~L,§q. A rtoa. Richmon~_R.e gion Other 



6. Please provide a m.ap or describe verbally the internal and e.xternal 
delivery routes. 
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7. Arc there any <'J.'eas of the St:atc outside of the Richr:nond region to which 
your agency sends « large vrotume of m<>il'' 

YES NO __ _ 

If yes, please specify which area (s) and how this volume of mail is now 
sent. --··--

8. On the aver<> gee, how long does it 11ow take rnail. which goes from your m.ai.ling 
st<>tion through the State mail delivery system to reach a destination in the 
Capitol .Square area? 

Delivery same day i>o mailed __ _ 
One clay d(·•livery __ _ 

Two day d<>livery ·--
Mol'e than two days ~-

9- Does your agency Sf~nd any rnail which :t·equi..res special handling, such 
as high priority/rush delivery, or protective h<tndling (for drugs, 
rH.di.oactive rnaterials, etc.)? 

YES NO 

J.f yes, pl<Jase spe.•cify in detail and inclic,•te whlothcr such special h;,ndling 
is provided by the State, tnail dcJlive:ry systern or the U,S. f'ootal So·vice 
.system. 



Personnel and Equipme'!.~ 

10. Pleas<l fill ()ut the foll()wi.ng chart to provid<~ in£()rmatiml ab()Ut the employees 
at you.r mailing station(s) who handle the mail in your agency. 

~------·----·------~--~------~------------~·--·--·------~--------------

Position 
Title Salary 

%of time 
spent 
d(lli ver ing 

mail ·~--
Within Outsid' 
Agencv A.rcncv 

) . .. -·~··-·""'""'~...,...,...--"'"'~''"''~~--···"•'"•'M''O • • •• ''''' ••••••-••• • • ••••' \,,,.,,,,o,o,.,,, 0 ••• • •• '''''~" •••••• '•••••••• ••••• 

% of time 
spent 
handling & 
sorting 
mail Other Duties 



11. How many (•mployees W<H"e ernployed at the mailing station(s) of your 
agency t<> handh' the rnail in 1964-65? 

1970-71? 
l97l-7Z? 
1972-73? 

12. Please fill out the following chart which will provide information <>n mail 
delivery services provided. 

% <>f Mail 
Volume 

Nanw of Service Provided (Check One) Handled by 

Agency ________ ·····--·-,.--·-·---J~icl;<- Up Deli very Bo.t\~----- .l.52.!lr agency 



13. Pl(,ase fill out the following chart which will prC>vide informatiC>n C>n 
eql~ipment. (List all equipment and list each item separately.) 

arne of Equipment 
Item 

Rcnta.l Fee Ag" of 

. $ 
I 

if L e as e d::__-i"-E'-'q'-'u::.:i=m=e cc:"-=-t -1 

I 
I 
i 

''T''·-------·--·- ,. .. , .. ,,,,_, __ ,,.,,.,,,_.---------------------•-.••'"'"''"''''''""j_"'''''-----------·-.o"""''"""'"'-''_J ___ ~,-



14. Please fill out the following chart which will provide information on tho 
mail roorn facility. 

·--· " "~~ ·~·~ 

Mail Room (s) Location: 
Operated by Building Square Amount Budg<"ted 

' . 
Your Agency ··- & Floor Footage --l 

----1 for 0 er,tion 
$ 

2 

-~n· 
_, 

,-~·-" 

3 

t-· ·~·~~-· "'"' 

4 

- ·~-~ -~~~ 

5 

.. ,_ ··-.. -~--------' 



Appendix B shows which ag,encies (of those that supplied such in
formation) have mail deliveries l:o which buildings in the Capitol Square 
cornplex. The lin.es do not in.dicate routes since respondents, with one 
ol· two exceptions, did r>ot provide routes taken. Additionally, these 
rnaps show nothing about mail delivery rnovements within individual 
btlildings. What they do indicate is that there is a good deal of dupli
cate seJ.•vi<:e to buildings in the Capitol Square area. Considering that 
some of the"e trips are made as often as four tim.es a day, the an1ount 
of duplication is even greatet·. 
































