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SUBJECT: Orlentation of Letters for Delivery Point Sequence Processing

According to instructions for feading letters into mail processing equipment, the standardized methoed
involves placing mailpieces on the feeder transport belt, orienting with stamps at top, and facing sway
from the feeder pickoff assembly. It has been brought to our attention that carriers are receiving
Dellvery Point Sequence (DPS) mail in an inverted position. Management must ensure that
employees use the proper method of feeding letters In an upright position into mail processing
squipment. :

There have been past attempts, in very limited circumstances, to increase the percentage of DPS mall
processed, by feading “certain” mailings in an Inverted position to improve the readability rate of these
mallpieces. Based on the wide fleld of view (WFOV) technology, mail ¢an be read when it Is handled
in this manner. However, procadures call for mail to be fed into processing equipment In an upright
position, which will minimize those problems, if any, experienced by delivery cperations resulting from
inverted mail. : .

Assigned to the district's Business Mall Entry Unit, a mailpiece design analyst (MDA) can improve the
readability of “certain” mailings. The MDA can identify the cause of the readability problem and work
with the mailer to improve the design of the mallpiece. In soma cases, additional assistance may be

provided by engineering staff. :

Installation of WFOV cameras on delivery bar cade sorters (DBCS) and carrler sequence bar code
sorters (CSBCS) has resuited in fewer rejects from automated processing equipment, less re-handling
and less manual processing of letter size mail. We understand that there will continue to be a small
percentage of mail received in an inverted position due to normal processing operations. However,
the practice of feeding mail in an inverted position, whether re-running reject mail or enhancing the
readabllity of a particular malling must be avoided. Employees who process DPS mail must be
instructed on the proper orientation of lettars fed Into the DBCS or CSBCS,
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