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              OUTPUT OF NON-DAAS/MINIMIZE DATA FOR MAILING

1.  PURPOSE 

  To provide a listing of nonstatus documents which must be forwarded to applicable recipients by mail.  Documents that may be output include:  Documents not routed by DAAS; documents that do not contain a Communi-cations Routing Indicator (COMM RI) in the SAMMS Combined Address File (SCAF); or documents to be mailed during MINIMIZE or DAAS outage.

2.  ORIGIN 

  This listing is output as a result of processing data output from the SAMM System.

3.  FREQUENCY 

  Produced daily during the execution of the data processes.

4.  FORMAT 

  a.  Heading Line:  Standard heading.  Imbedded in the heading line is a field titled SEQ.  This field contains a sequentially assigned number indicating the number of times during a calendar year the report has been produced.

  b.  Data Organization.  

    (1) Sequence:

      (a) Major:  Sequence is by Activity Address Code (AAC) of status recipient.

      (b) Minor:  Sequence is by Document Identifier Code (DIC).

    (2) Number of lines per page:  Variable.

    (3) Spacing:  Single-spaced.

    (4) Page Break:  On change of AAC or overflow.

    (5) Required Totals:  None.

  c.  Captions of Data Elements:  

    (1) RECORD POSITIONS 01-80 - Reflects the 80-position format of the document.  Formats of the documents reflected are described in the applicable B appendix indicated by the DIC in positions 1-3.

    (2) REJECT OR SPECIAL HANDLING MESSAGES - Will reflect constant message of MAIL DATA.

    (3) DAY - Indicates three position numeric Julian day the document was produced.

    (4) TIME - Indicates four position numeric ZULU time the document was produced.

5.  DISTRIBUTION AND RETENTION 

  One copy to the Telecommunications Branch of the Office of Telecommunications and Information Services (OTIS).  This listing may be destroyed after all processing is completed.

6.  PROCEDURES FOR REVIEW AND PROCESSING 

  a.  Processing personnel will receive the listing, accompanying cards and the preaddressed Status Address Envelopes, in the format of appendix C-84 or mailing address labels.

  b.  Match the address of the status recipient indicated by the TAC 1 address on the listing with the in-the-clear address on preaddressed Status Address Envelopes or mailing address labels.

  c.  Prepare documents for mailing in accordance with current mail procedures and forward to the Mail and Distribution Branch, Office of Installation Services for mailing. 
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