Minutes from the May 17, 2006
Printing and Mail Managers Exchange Forum Teleconference

Twenty-four individuals participated in the Printing and Mail Managers Exchange Forum, which
included Printing and Mail Managers and Contractors

Comments/Additions to last Months Minutes

Dallas Woodruff, Headquarters opened the meeting by thanking everyone for participating in the
teleconference.

Mail Agenda Items....

Mail Com —Mail Management Training

Al Majors, Headquarters informed the group that the Mail Com was held in Atlantic City, New
Jersey, May 2006. The next Mail Com will take place in Las Vegas, Nevada at the Riviera Royal
Pavilion from October 22 through October 24, 2006.

If you are interested in obtaining information on the next MailCom please go to web site address
http://www.Mailcom.org

General Services Administration (GSA) - Training/Forum coming in 07

Al Majors, Headquarters informed the group that GSA is planning to host the Second GSA
Federal Mail Symposium in Washington, DC at the convention center in early FY-2007. Mr.
Majors will provide additional information when available at a future date via e-mail.

Meter Migration- Department-wide

Al Majors, Headquarters thanked those sites that submitted information on the meter migration.
Headquarters also received questions from sites on the phase 4 and phase 6 of the meter migration
process. The Phase 4 meters, which are the digital meters, must be installed no later than December
2006. The Phase 4 meters are good through 2008; however, your meter vendor can assist in getting
new equipment that will be compliant for the Phase 6 meter migration that goes beyond 2008.

Printing Agenda Items...

DOE Contractor Operated Printing/Duplicating Facilities GPO IPAC Invoices

Dallas Woodruff, Headquarters informed the group that headquarters is in the process of
rescheduling a meeting between the Government printing Office and DOE Accounting Office to
resolve the IPAC billing problem. The three prior scheduled meeting were cancelled for



different reasons. Headquarters will provide an update of the meeting will be provided during
the next teleconference provided the meeting takes place prior to the next meeting.

Mr. Woodruff asked the group for the names of sites that have not received any invoices since
October 2005. Some sites stated that as little as two invoices have been received since October
2006.

Joint Committee on Printing Commercial Printing Report

Dallas Woodruff, Headquarters informed the group that not all sites have submitted their report.
The due date to Headquarters is May 05, 2006. Mr. Woodruff also thanked those sites that
submitted their report.

Upcoming GPO Open Requisition for FY 07

Dallas Woodruff, Headquarters informed the group that GPO has not provided agencies the
Open Requisition material list. Mr. Woodruff encouraged the group to respond ASAP when they
receive the upcoming 2006 headquarters survey because the due date to GPO must be met. The
requisitions for material may be due to GPO during the first or second week of July.

General Records Schedule 13 Printing, Binding, Duplicating and Distribution Records

Dallas Woodruff, Headquarters inform the group the General Records Schedule 13 Printing,
Binding, Duplicating and Distribution Records is in the process of being updated. Mr. Woodruff
asked Cathy Marciante, Oak Ridge Operations to speak on this topic. Ms. Marciante informed
the group that records manager’s representatives agency-wide is working to update/simplify the
General Records Schedule 13. The types of records include are printing, binding and duplicating
which includes following categories: 1) administrative correspondents, 2) project files, 3) control
files, 4) mailing list and JCP report files. Cathy is asking for feedback on any records that are
not included in the list mentioned. The information will be used to help simplify the General
Records Schedule 13. The National Archives and Records Administration set policy on the
length of time records must be maintained prior to excess of the records. Cathy’s e-mail address
IS marciantecs@ORO.doe.gov.

Topic(s) not Listed on the Agenda

Opening of FedEx Packages

Tony Toliver, Western Area Power Administration (WAPA) asked Mr. Majors does the
headquarters mail facility open all incoming FedEx packages. Mr. Majors replied headquarters
does not open FedEx because FedEx have its on inspection process on material they ship and that
they do not provide information on their process. Additionally, Mr. Majors stated that FedEX is
an authorize carrier of classified material for the department. Mr. Toliver said that WAPA'’s
security office stated during a meeting that a requirement to have all FedEx package open would
be written into the policy, since the mail facility is no opening packages.



Shipping vendor to hold Classified Material over the weekend

Rose Bachman, Bettis Atomic Power Laboratory asked Al Majors if Headquarters has a vendor that
store ships classified material over the weekend until the next business day. Mr. Majors said that
headquarters maintains a classified mailbox at the post office that store material over the weekend.

Attendance

Headquarters (2) Morgantown, WV

Oak Ridge Operations Office (2) National Energy Technology Laboratory
Oak Ridge National Laboratory (2) Brookhaven National Laboratory
Savannah River Operations Office Bettis Atomic Power Laboratory
National Renewable Energy Laboratory (2) Knoll Atomic Power laboratory

BWXT Pantex National Security Complex Y-12 (3)
Schenectady Naval Reactors Office Legacy Management, Grand Junction (2)

Strategic Petroleum Reserves Office (2)
Western Area Power Administration





