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MEMORANDUM 
 
 

 
TO:     All BOCES Staff 

ROM: F
 

Kathleen Rochet 

DATE:  September 2009 

UBJECT:  MAIL PROCESSING PROCEDURES 
 
S

 

 

ilroom. 
 
he following procedures apply to the processing of mail and packages through the ma
our assistance in following these procedures will help to avoid delays and problems. 
T
Y
 

UTGO
 
O ING MAIL 

 9.  Rates are based on weight and 
 

New postal rates went into effect on 5/11/0

 
dimension of material to be mailed. For price breakdowns, contact the mailroom. 
All outgoing mail requires a return address. 

 All outgoing mail must be secured with a rubber band and clearly marked in the upper 
on’t know left hand corner with your departmental charge code number.  If you d

 
your charge code number, contact the mailroom. 

 
Envelopes weighing more than 1 oz. (44 cents) should be taped by hand. 
Envelopes to be sealed should have the flaps upright and open. 

 Contents of all mail envelopes need to be below the crease of the envelope flaps, in 
order for them to be processed. 

 Do not staple the outside of any envelopes, nor use scotch tape where the stamp is 
printed. 

 Large manila envelopes with clasps should be sealed (with tape over the clasp) and 
rder to given to the mailroom with the metal clasp on the left side of the envelope, in o

process through the machine.  
 s or Manila envelopes to the school districts should be marked either first clas

 
interoffice. 

 
Mail outgoing from the school districts goes out without BOCES address. 
Mail can be certified, but not registered, at the mailroom. 

 edEx, Express, and Priority envelopes can be obtained from the mailroom. F
 

 
‐ Continued on page 2 ‐ 

 
 



 
NTEROI FFICE MAIL 

 
 

Interoffice envelopes should be addressed to the person, their department, and 

 
location. 
Mail to the school districts should be addressed with the name, school, and district. 

 ross out any previously used names on interoffice envelopes, to alleviate the problem 
f having two names appearing on the envelope. 
C
o
 
 

ULK MB AIL 

 
 

It is the responsibility of the sender to prepare their bulk mail. 
 Bulk mail is a method of sending items in large quantities throughout the United States 
Postal Service (USPS) at a significantly reduced rate.  The rate is reduced because 
BOCES shares in the work of sorting the mail and canceling the postage. 

 Bulk mail should be used when mailing 200 or more pieces of the same item through 
the USPS.   

 Bulk mail is required to have the same content and be the same weight.  Please check 
the bulk mail code prior to sending the items. 

 tion.  Please contact the mailroom, or the Yorktown Post Office for supplies and informa
(Bins and zone tag stickers are available in the mailroom.) 

 All bulk mail postage statements should be submitted to the Business Office upon 
completion, for permit tracking. 

 

PS
 
U  
 

 It is the responsibility of the sender to prepare the package. 
 d taped properly before bringing them to the All packages must be wrapped an

 
mailroom.  Do not wrap packages with paper or use any string to secure. 
Please remove all existing labels. 

 Attach a temporary label to the package. A permanent label will be processed in the 
mailroom and affixed to the package, for pick up. 

 te, and All addresses should include the business name, contact, street number, city, sta

 
zip code. 
Please call O & M (x200) to have packages taken to the mailroom for shipment. 

  procedure for returning any items which you Please be aware that there is a proper
have received from vendors. 

 here is no longer any personal UPS. T
 

 
 

f  you  have  any  questions  regarding  these  procedures,  please  contact  Kathy  Rochet  in  the I
mailroom, at x376. 

hank you for your attention to this matter. 
 
T
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    SCHOOL DELIVERY SCHEDULE 
2009-2010 

 
 

MAIL SERVICE 
 

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 
Mail 
*Bedford 
*Chappaqua 
    
 Lakeland 
 
 

Mail 
*Peekskill 
*Hen Hud 
 
 
 Putnam Valley 
 Lakeland 
 
 

Mail 
*Briarcliff 
 
 
 
 Croton 
 Lakeland 
 
 
 
 
 

Mail 
*Mahopac 
*Brewster 
*No. Salem 
 
 
  Carmel 
  Ossining 
  Lakeland 
 
 
 

Mail 
*Yorktown 
 
 
 
 Katonah 
 Haldane 
 Somers 
 Lakeland 
 
 
 
 

   
* DISTRICTS ENROLLED IN THE BOCES MAIL SERVICE.  
 
   DISTRICTS NOT ENROLLED WILL PICK UP AND DROP OFF MAIL 
  AT SCHOOL SERVICES BUILDING ON DAYS NOTED. 
 

 
 

AV EQUIPMENT REPAIR, LAMINATING AND COPY SERVICE 
 
MONDAY   TUESDAY           WEDNESDAY     THURSDAY  FRIDAY  
Bedford 
Chappaqua 
 

Lakeland 
Putnam Valley 
Peekskill 
Haldane 
Garrison 
Hen Hud 
 

Croton 
Ossining 
Briarcliff 
 

Brewster 
Mahopac 
Carmel 
No. Salem 

Katonah 
Somers 
Yorktown 

PLEASE NOTE THIS SERVICE WILL ONLY BE PROVIDED AS NEEDED AND 
WILL BE DELIVERED AND PICKED UP TO THE BUILDING OF REQUEST.  
 
 
 
BASED ON THE ABOVE SCHEDULE, BOCES COURIER SERVICE RUNS DAILY 
FROM SEPTEMBER THROUGH JUNE EACH YEAR. 
 
mailchrt 
9/4/09 



 
  
 

In this Issue: 
 

Substance Abuse  
Healthy Aging 
Domestic Violence 
 

 

EAP Wellness Solutions 

September/October 2009 Volume 19, Number 1 
 

 
. 

 
September is 
Healthy Aging 

Month 
 
Avoid depression as you 
get older by staying 
active.  Below are some 
tips from 
www.healthyaging.net. 
 
• Take a class, play 

games, be with 
people. 

 
• Call someone just to 

chat. 
 

• Volunteer your time.  
Get involved with a 
cause you believe in 
or in something that 
interests you. 

 
• Seek out variety and 

challenges in your 
daily life.   

 
For additional resources 
for you or an aging 
relative, please call the 
EAP. 
 
800-666-5EAP 
 
 
 
 

 

 
Substance Abuse: A Family Concern 

 

Almost 12 percent of children under the age of 18 live with at least 
one parent who is dependent on or abuses alcohol or an illicit 
drug. (SAMHSA 09). According to the Acting Administrator of 
SAMHSA, Dr. Eric Broderick, “The chronic emotional stress in 
such an environment can damage their social and emotional 
development and permanently impede healthy brain development, 
often resulting in mental and physical health problems across the 
lifespan.” In addition, parental substance dependence and abuse 
can have profound effects on children, including child abuse and 
neglect, injuries and deaths related to motor vehicle accidents, 
and increased odds that the children will become substance 
dependent or abusers themselves. 

This data indicates preventative and supportive services can have 
a profound affect for children and their families. What many 
people do not realize is that recovery is possible. Substance 
abuse is a treatable disease. It is also a disease that does not 
discriminate between gender, age or economics. In fact, the 
majority or substance abusers have jobs and are productive 
members of society. This in itself can create a false sense within 
the family that “things aren’t that bad”.  

Whether you or a loved one is abusing a substance, there is hope. 
With professional help and personal commitment, virtually anyone 
can recover.  While some people may try to stop on their own, this 
is extremely difficult and will not likely result in recovery.  

 



 
 
 
DID YOU KNOW? 

 
 

October is 
National  

Domestic Violence 
Awareness Month 

 
Domestic violence (DV) 
is a serious problem 
worldwide.  DV is a 
pattern of power and 
control and can occur 
without physical abuse.  
Below are some 
national statistics. 
 
• One in four women 

has experienced DV 
in her lifetime. 
 

 
• 3 out of 4 Americans 

know someone who 
is or has been in an 
abusive relationship. 

 
• On average, 3 

women and 1 man 
are murdered by 
their intimate 
partners in the U.S. 
every day 

 
Domestic Violence Resource Center 
(http://www.dvrc-or.org/ 
domestic/violence/resources/C61/) 

 
For confidential help,  

call the EAP  
24 hrs/7 days 

(800) 666-5327 

 

 

Today’s recovery programs involve medical, psychological and 
social components and range from individual counseling to 
intensive inpatient treatment.  Outcomes of substance abuse 
treatment are equal to and better than those for hypertension, 
asthma and diabetes.  You can be the starting place for change 
for your family and loved ones.  The EAP is a confidential place to 
begin this process. There are counselors available 24 hours to 
assist you and to provide you will the supportive services for your 
own substance abuse or that of a loved one. 

Do you or a loved one have a problem with substance abuse? 
Consider the following questions. If the answer is “yes” to any of 
the following questions, you or your loved one may have a 
problem with substance abuse.  

1) Do you drink/use drugs alone when you feel angry or sad? 
2) Does your drinking/drug use make you late for work? 
3) Does your drinking/drug use worry your family? 
4) Do you ever drink/use drugs after telling yourself you 

won’t? 
5) Do you ever forget what you did while drinking/using 

drugs? 
6) Do you get headaches or feel ill after using alcohol or 

drugs? 

*Sources Substance Abuse and Mental Health Services Administration 

 
 
 

For Additional Information and Support Please Call  
 

800-666-5EAP 
 

 

 

 

 

May not be reproduced without permission.  Longview Associates, LLC. 
  

http://www.dvrc-or.org/domestic/violence/resources/C61/
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Putnam/Northern Westchester 
BOARD OF COOPERATIVE EDUCATIONAL SERVICES

Human Resources and Administrative Services
200 BOCES Drive, Yorktown Heights, NY  10598

(914) 248-2306  FAX (914) 248-2308
Susan Micolo

Director of Human Resources and Administrative Services
 

MEMORANDUM 
 

 
TO: 

 
All BOCES Staff 

FROM: Susan Micolo 

DATE: October 1, 2009 

SUBJECT: Human Resources Web Page 
 

As part of our ongoing efforts to support staff and to utilize technology in order to improve communication, automate 
processes, and enhance workflow, the Department of Human Resources and Administrative Services encourages employees 
to utilize our HR web page on the Putnam/Northern Westchester BOCES website. 
 

The HR web page has been designed to provide important information and topics of interest to all BOCES employees.  As 
part of our “go green” efforts, many documents that were previously distributed in print are now available for download from 
the web page.  In addition, there are links to various computer applications as well as other useful websites and resources. 
 

To access the HR web page, go to the BOCES website at www.pnwboces.org.  Click “Employees” on the menu on the left of 
the screen.  There is a direct link to Web Mail on this page.  Note the yellow menu on the left.  Click the various menus for 
information and access to documents, computer applications, and other websites and resources.  Go to the following menus 
for access to these various applications and/or documents: 
 

Menu Application/Document 
Computer Applications BOCES/IEPDirect; XenDirect 

Connect-ED 
OLAS 
Maintenance Direct  
PDP Premier 
SubFinder 
TEACH 
Web Mail  
Web Registration (MLP) 

District Plans Annual Professional Review Plan (APPR) 
Code of Conduct 
Professional Development Plan 
Long Range Technology Plan 

Policies, Procedures & Forms Policy Manual 
Sexual Harassment Handbook 

Publications BOCES Reporter 
HR eSSENTIALS (formerly Monthly Mailer) 
Office Practices & Procedures Manual 

 

The HR web page is a work in progress.  Check the website often for new tools and updated information.  Our goal is to 
transition the web page into an integrated HR web portal which will offer a broad array of employee resources and services. 
Stay tuned! 
M:\Assistant Director\HR Web Pages\ HR Web Page Memo 2009.docx 




