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INSTRUCTIONS FOR MAIL ANALYSIS

Overview of Mail Flow through the
National Service Correspondence System Solution

Mail comes into the building. It is sorted in the mailroom

into two piles:

A) All mail addressed to the President. This is sent to
the Correspondence Department to be answered.
B) All mail addressed to a specific person. The Office of

National Service receives all mail addressed to
specific people in this office and all mail addressed
to the Office of National Service at the White House.

2 A1 mail which cn.n in h e jich ein s Staff
All

receives all mail which is specifically addressed to them.
mail that is addressed generally to the Office of National
Service is placed on the Coding table where it is counted and

coded.

3 ers r he mail and h a i

lé;;g;. This coding slip should be marked with information from

each letter that will be placed in our database. The purpose of
the coding slip is to organize all information about the letters

and their writers on one piece of paper. The idea here is
simple: organize all information so that it can be accessed in

any possible combination at any time.

IMPORTANT: Specific letters should be flagged by
coders when reading through the letters:

14 Jim should be informed of any letters which
contain exceptionally touching stories.

2. Kate should be informed of any young people
who appear to be leaders for young people in
their communities or of any young people that
are in organizations that you feel have large
youth outreach networks. An example of this
type of organization is a program which keeps

youths out of gangs.

ion of in ip:
T Purpose of Letter: This is the first sort of the

applicants. You may check one or more of the blanks.

Wants to Participate: writers express participating in any

aspect of the program category

Summer of Service: writers express direct interest in

the Summer of Service or who answer the President’s
"Challenge" (i.e., card with name and address only)
National Intiative: writers express interest in the
National Service Program and do not specify interest in
the Summer of Service, do not provide a postcard, or
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are out of school and want to use the program to pay
back accumulated debt.
General Commentary: Wwriters discuss the program but do not
express specific interest in participating in or ask for
information regarding the program, but which offer ideas or
opinions about it.
Pro: Positive comments on National Service.
Con: Negative comments on National Service.
Suggestions for Program: writers send in personal
projects that they feel should be included in either
the Summer of Service or the long-range National

Service Program.

Requesting General Information:
Summer of Servigce: writers specify Summer of Service.

rn l Pr : all others
L rvices: writers are not interested in
being part of the Nati-aal Service Program as a way to serve

their country or to pay for school.
writers who want to volunteer at our office

in D.C. go to Jim. Those who want to volunteer at one
of the chosen sites for the program should be put in

the volunteer box.

White House: all letters which express interest

in securing an internship anywhere in the
administration should be re-routed to Gail Britton

in Presidential Personnel.

National Service: all letters which express

interest in securing an internship with the
National Service Office specifically should be
given to Jim.
Employment: writers express interest in being employed
by the 0Office of National Service

Writer Information: Simply check off the corresponding
data. If age and education data are not specified, try to
determine it by reading the letter and other enclosed items.
Age: If age is not specified, it may be determined other
things, such as grade level of writer. However, note that
some college freshman are in their forties and going back to

school.
E i : If no education level is specified, circle

Student or Non-Student according to the writer’s data.

Re-r e Other Departm 5
mmission: all professional or any exceptional personal

proposals for programs in which volunteers may get involved.
Scheduling: Gloria receives any requests for Eli’s time.

After the letter is coded it is sent to data eptry. There
street address, city, state,

are fields in the database for name,

zip,

phone, age and education level acheived. By using these



fields, the database can be sorted by region, state, zip, etc. or

by personal characteristics of the writer.
Additionally, letters can be traced by entry number for use

in the future. This entry number should be written by the person
who enters the data on the coding slip attached to each letter.
The letter should be filed by subject in numerical order after

entry.

The following codes will be used to distinguished
purpose and qualifications of letters:

Codes for Purpose of Letter:

PS: Wants to Participate in the Summer of Service

PI' Wants to Participate in the National Initiative
Writes in with General Commentary that is Pro-Us.
Writes in with General Commentary that is Con-Us.
Commentary contains Suggestions.

Requests Inrormation for the Sumner of Service.
Requests Information for the General National Service.
Qffers services as Yolunteer.

Qffers services as Intern.

Qffers services as Employee.
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Volunteers may qualify through age:
AU: Age Under 17

AC: Age 17-25 (as in College aged)
AQ: Age Qver 25

A?: Age Unspecified

lunteers may qualify through educational level achieved:

Student Qnspec1f1ed grade level

Student in Elementary school

Student in Secondary school

Student in College

Student in Graduate school

Non-Student Unspecified grade level

Non-student who acheived Secondary school level
Non-student who acheived College level
Non-student who acheived Graduate school level
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5. hich answer individ The
data base that we use is programmed to shoot out one of a number
of different form letters that correspond to the codes listed
above. For example, when we run a sort for all Purpose of Letter
PS, all Age AC, and all Education Level SC, we will be sending a
letter to all students aged 17-25 who are interested in the
Summer of Service and are now currently enrolled in college.
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