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Dear Senator:

The attached Quarterly Mass Mailing Report (January 1 to March

31, 1984) is submitted to you in compliance with the Regulations Gov-

erning Mass Mail which require the Sergeant at Arms to send to each

Senator and the Rules Committee a quarterly statement of the costs
incurred as a result of mass mailings processed for that Senator.

In addition to this quarterly report, I am supplying you with
Monthly Mass Mailing Reports which give you a breakdown of costs by

Work Order. The quarterly report is compiled from these monthly re-

ports with the exception of OCR costs which are calculated on a sep-

arate work sheet and then added to the quarterly report. A copy of
this OCR work sheet is also attached for those Senators who had work
processed through OCR.

All cost figures are for 1984 Work Orders completed during this
quarter. A Work Order is costed on the date that it is closed out
on the computer. Normally, this would occur immediately upon comple-

tion of the job. However, because we received additional rate infor-

mation from the United States Postal Service in February that affect-

ed the entire quarter, many work orders completed in February were
left open until March to allow application of the U.S.P.S. rates.
Also, Work Orders closed in January were manually changed to reflect

the U.S.P.S. rate information. Since it was necessary to leave so
many February Work Orders open long after they were actually com-

pleted, your February monthly report may be much smaller than expect-

ed and March may be much larger than expected. Rate changes will

occur occasionally, and it will be necessary to hold Work Orders
open while adjustments are made; however, my staff will make every
effort to expeditiously close out all Work Orders so that the com-

pletion date will be properly reflected on your cost report.

If you have questions or suggestions regarding your report, my

point of contact on this project is Judy Wilbert on ext. 4-6138.

Sincerely,

arry E. Smith
Sergeant at Arms
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