East Bay Municipal Utility District
MESSENGER/MAIL CLERK
STUDY GUIDE
June 2026

The following questions are examples of the types of items that will appear on the written
test. The written test will cover the following subject areas:

e Map Reading
e Learning Postal Regulations
e Learning New Procedures

e Interpreting Postal Rates

This study guide has sample test questions covering:
e Map Reading
e Learning New Procedures

e Interpreting Postal Rates

The Learning Postal Regulations section of the written test will test your ability to read
information regarding postal regulations and answer questions about those regulations.

Keep in mind that these are the TYPES of items that may appear in the written test, and
the actual written test will cover all of the subject areas in more detail as well as contain
guestions of varying difficulty.

ANSWERS TO SAMPLE TEST QUESTIONS MAY BE FOUND AT THE END OF THE
STUDY GUIDE.
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Questions S1 — S3 refer to Map 1; use this map to answer the questions which follow
below. Circle “Agree” if you agree with the statement based on the information
contained in Map 1. Circle “Disagree” if you disagree with the statement.
S1. Traffic on Chestnut Street flows west to east.

AGREE DISAGREE

S2. Traffic on Hawthorne Street flows both north and south.

AGREE DISAGREE

S3. The Receiving Building is east of the Computer Operations Building.

AGREE DISAGREE

Questions S4 — S6 refer to Map A. Use Map A to answer the questions that follow
below. Circle “Agree” if you agree with the statement based on the information
contained in Map A. Circle “Disagree” if you disagree with the statement.

S4. If you were driving from Madison Heights (N-7) to Auburn Heights (L-2) via
Route 75, the best exit to take from Route 75 is Adams Road.

AGREE DISAGREE

S5. South Lyon (C-7) is farther north than West Highland (C-2).
AGREE DISAGREE
S6. The best surfaced roads from Airport #40 (G-12) to Worden (C-10) are Ford Road
to Sheldon Road to Territorial Road to Pontiac Road to Worden.

AGREE DISAGREE




Questions S7 — S9 refer to information found on the insert titled “Postage Rates, Fees
and Information.” Use the insert to answer the questions that follow below. In making
calculations to determine your answers, use only the information from this “Postage
Rates, Fees and Information” insert. DO NOT rely on your knowledge of current postal
rates. You may use a calculator when answering these questions.

S7. How much postage is needed to send 10 magazines, weighing 12 ounces each
and mailed third class?

a. $12.80
b. $11.80
c. $20.90
d. $14.16

S8. How much will it cost to mail a letter weighing 7 ounces to a city in Zone 4?

a. $1.24
b. $2.71
c. $3.57
d. $5.66

S9. How much postage is needed to mail a package weighing 17 ounces and sent
fourth class to a city in Zone 67

a. $14.92
b. $7.61
c. $2.40
d. $2.13



Items S10 — S12 refer to the information contained below and on the following page.

Below is a list of Mail Routing Procedures and separate lists of departments,
department managers, their secretaries, and department clerks of the Acme
Manufacturing Company. On the next page is the Mail Slot Directory of the Acme
Manufacturing Company. Study these two pages carefully and then use the information
to answer questions S10 — S12 about where mail addressed in certain ways should be
delivered.

You may refer back to these reference pages when answering the questions.

MAIL ROUTING PROCEDURES
ACME MANUFACTURING COMPANY

1. All mail marked “Personal” should go directly to the person to whom it is

addressed.

2. All mail addressed to department manager should go to the secretary in the
department.

3. All mail addressed to a department which is not listed should go to Mail Slot
Number 51.

4. All mail addressed to a department — but not to any one person — should go to
the department clerk.

Department Manager Secretary Clerk
Customer Service Smith Cash Thompson
Technical Services Hoffman Zoll Reed
Programming Davis Claiborne Wilson

Administration Taylor Barnes Edwards



MAIL SLOT DIRECTORY
ACME MANUFACTURING COMPANY

MAIL ROOM Mail Slot Number 51
Person Mail Slot Number
Barnes 11

Cash 60

Claiborne 24

Davis 33

Edwards 67

Hoffman 28

Reed 36

Smith 44

Taylor 19

Thompson 53

Wilson 41

Zoll 70




You may use the Routing Procedures and Mail Slot Directory on the two preceding
pages to find the number of the mail slot where each piece of “Mail” shown should be
placed. Choose which mail slot number you should route each piece of “Mail” shown.

S10. Acme Mfg Company
Personnel Department

51
67
11
19

coow

S11. Acme Manufacturing Co.
Technical Services Dept
Attn: Ms. Hoffman

36
70
28
51

coow

S12. Acme Mfg. Company
Customer Services Dept.

44
51
53
60

apop
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STAMPS, ENVELOPES, AND POSTAL CARDS
ADHESIVE STAMPS AVAILABLE

Purpose Form Denomination snd prices
Sheets 1,2,3,4,5,7,10, 12, 13,* 14, 15,* 17,
18,* 18, 20,* 22, 25, 28, 29," 30, 35,* 37,
38, 40, and 50 cents: $1, $2,* and $5
Books 20 22-cent ($4.40), 5 22-cent ($1.10), 10
22-cent ($2.20), 3 $10 75 ($32.25)
3 $12.85 ($38.55)
Regular
pastage 17-cent, 20-cent,* 22-cent (Dispenser and
Colis of 100 | stamp atfixer for use with these colis are
also available.)
1,2,3,4,5,6, 10, 12, 13,* 14, 15,* 17, 18,
Colls of 500 | 20," 22-cents, and $1
Coils of 3,000] 1, 2,3, 4, 5, 6, 10, 12, 13, 14, 15, 17, 18,
20,* 22, and 25-cents
International Single or 33, 39, and 44¢
Airmall postage sheet

*will be discontinued when stock 1s exhausted

ENVELOPES AVAILABLE POSTAL CARDS AVAILABLE

Denomi- SS‘I::Q Selling Price
nation sach Kind each
Less
than Single ...ooviveiiiianns 14¢
500
Regulat.......... 22¢ 27¢ Reply (14¢ each half) ... 28¢

SPECIAL SERVICES — DOMESTIC MAIL ONLY
INSURANCE

For Coverage Against Loss or Damage
Fees (in addition to postage)

Llabliity Fee
SO0110825 .. i toh . eeer hees ses serineenes o oae $0.50
2501t0 50.... . 110
§0.01 to 100, 140

10001 to 150. 180

150.01 to 200...... 210

20001 to 300. .... 300

30001 to 400.... . .. . . e e 370

400.01 to 500........ veeee cee ee e se e eean 440

REGISTRY For Maximum Protection and Security
. Fees in addition to postage
Valuve For articles covered For articies not covered
by Postal Insurance by Postal insurance

$0 01 to 100 360 355

$100.01 to  500.00 3.80 3.80

500.01 to 1,000.00 425 4.15

For higher values, consult Postmaster

ADDITIONAL SERVICES

CERTIFIED MAIL. ....coinnerrnnranoertnnnennnnnnnnes J .. $0.75
(in addition to postage)

CERTIFICATE OF MAILING......cccvvnviiierriinecnisnssecnceccsenaces  $0.45
(For Bulk maiiings, and firm malling books, see Postmaster)

ADDITIONAL SERVICES FOR INSURED, CERTIFIED AND REGISTERED MAIL

Restricted Delfivery*...........ccccunn.. Ceeeeerteeisresesrasocnenans $1.25
Return Receipts®
Requested at time of mailing:
Showing to whom and when delivered .............ccuua $0.70
Showing to whom, when, and address where delivered.... $0.90
Requested after mailing:
Showing to whom and when delivered ........ccoeencnnennn, vee.. $4.50
“Not available for mail insured tor $25 or less
cob
Consult Postmaster for tee and conditions of maiing
SPECIAL DELIVERY FEE (in addition to required postage)
Weight
More than 2
Class of Mall Not more than | pounds but not | More than 10
2 pounds more than 10 pounds
pounds
$2.95 $3.15 $4.00
3.10 3.60 4.50
SPECIAL HANDLING Tnird end Fourth Class Only (in addition to
required postage)
10 pounds and ieSS . ....cc.eue.... teeaseienane teseeeesana creeseavas $1.10
More than 10 pounds ...coeveviiieniirccianenens F I 1 X:11]
MONEY ORDERS For safe transmission of money
$0.01 to0 25.00 .... .
250110700 ...iivennieirenieriinannanas

NTES Posn“

* UNITED s
g_

é‘ AIAYIAS

*oadwx*

POSTAGE RATES,
FEES, AND
INFORMATION

SIZE STANDARDS FOR DOMESTIC MAIL

MINIMUM SIZE
Pieces which do not meet the following requirements are prohibited from the mails
a Al pieces must be at least 007 of an inch thick, and
b Al pieces (except keys and identification devices) which are Va inch or less
thick
must be:
(1) Rectangular in shape,
(2) Atteast 3%2 inches high, and
(3) Atieast 5 inches long
NOTE- Pieces greater than V4 inch thick can be mailed even f they measure
less than 3% by 5 inches

NON STANDARD MAIL
Alt First-Class mail weighing one ounce or less and all smgle-piece rate Third-Class
matl weighing one ounce or less is nonstandard (and subject to a 10¢ surcharge n
addition to the applicable postage and fees) f
1 Any of the following dimensions are exceeded:
Length—11%2 inches,
Height—68 inches,
Thickness—V4 inch, or
2. The piece has a height to length (aspect) ratio which does not fall between 1
to 1.3 and 1 to 2 5 inclusive (The aspect ratio s found by dividing the length
by the height If the answer 1s between 1 3 and 2 5 mnciusive, the piece has a
standard aspect ratio )

Notice 59,
June 1985 M ‘




EXPRESS MAIL
NEXT DAY SERVICE

SECOND CLASS

(Newspapers and periodicals with second-class mall privileges )

over 84 Inches In fength and girth combined are changeable with a
minimum rate equal to that for a 15 pound parcel for the zone to
which addressed.

AN OVERNIGHT DELIVERY SERVICE THAT'S FAST, RELIABLE, For coples malled by the public, the rate s the applicable single plece third- or fourth-
CONVENIENT AND ECONOMICAL.** class rate ' gle p!
Express Mall Service |s avallable 7 days a week, 365 days a year, for
mallable items up to 70 Ibs. In weight and 108 Inches In combined
length and girth.
Flatrates: up to 21bs , $10 75; over 21bs. and up to 5 1bs., $12.85;6-70 | 1HIRD CLASS
pound rates vary by welght and distance (zones). Clreut book l 4 othe inted " hand] 3
. HI . . rculars, books, catalogs, and other printed matter; merchandise, seeds,
g:m:r’y i d""m";g’:;::'?""m vecelpt; and Record of cuttings, bulbs, roots, sclons, and plants, weighing less than 16 ounces.
Consult Postmaster or Customer Service Representative for addi- Qtotoz........ Over 6to 8 ozs... . .098
tione! Information and a copy of your focal Express Mall network Over 1to 2 ozs..... Over 8 to 10 ozs.. . .108
directory. gver 2to3o0zs .. Over 10to 12 028 ...... .....1.18
“*The Postal Service will refund, upon application to onginating office, the ver3to 4 ozs. . ... .- Over 12to 14 0zs ......... - 128
postage for any Express Mail shipments not meeting the service standard Over4to6ozs... . ......... 0.88  Over 14 but less
except for those delayed by strike or work stoppage than 16 0z8......ccvvninennne '138
BULK RATE
_E_XM Q CONSULT POSTMASTER
NEXT DAY SERVICE
FIRST CLASS
LETERRATES: FOURTH CLASS
i1stounce ...... e et sesees eene [N case . 3;;
Each additlonal ounce.... ....... cesrensacssnenannes oo o178
Not The Rate  For Pleces Not The Rate (PARCEL POST) ZONE RATES
Eizre':f:; (01) Is  Exceeding (oz.) Is CONSULT POSTMASTER FOR WEIGHT AND SIZE LIMITS
LT ... $022 Teveereoranns sans oeenn 81,24 NONMACHINABLE SURCHARGE"
2. PO . 8.... . A parcel mailed to a ZIP Code destination outside the BMC service area lor your post office is
< BERPN . subject to a surcharge of 30 90 in addition to the rate shown in this table f
4. A It nonmachinable according to the standards prescribed in Domestic Mail Manual
Seve teen ven section 753 or
.. B It weighs more than 35 pounds
FOR PIECES OVER 12 OUNCES SEE FIRST-CLASS ZONE RATED WITHIN (INTRA-BMC) BMC DISCOUNT.
(PRIORITY) MAIL RATES A parcel mailed to a ZIP Code destination shown below is for delvery within the BMC service
CARD RATES area for your post office and 1s eligible for a discount of $0 16 from the rate shown in this table
Singte Postal Cards sold by the pcsi 18 n WITHIN (INTRA-BMC) BMC ZIP CODE DESTINATION FOR YOUR POST OFFICE ARE-
offfice.. .. . . tieeenis ceennn ¢ each,
Double postal cards sold by the posl
OHICE sove w0 o e ee ee eees 28¢ (14¢ each half )
Single post cards. . “ eevaesene as 14¢ each
Double post cards (reply-haif of
double post card does not have to bear Locat Zones Zone Zone Zone Zone Zone Zone
postage when originaily malled).... .. 28¢ (14¢ each half ) 12 ] ] ] [] 7 8
Presortrate . ..... ... ceerere aees Consult P
Business reply malf. ... .. .... ... Consult Postmaster 135 141 151 166 189 213 225 230
Note To qualify for card rates, 8 card may not be lerger than 4% by 6 inches, nor 141 149 165 187 221 258 299 387
smaller then 3% by B inches The thickness must be uniform and nat fess than 0 007 147 157 178 208 254 303 357 474
of en inch 1.52 165 192 229 2.86 347 416 562
FIRST-CLASS ZONE RATED (PRIORITY) MAIL 158 174 205 250 318 392 474 649
Welght over Rate 163 182 219 27 351 437 532 736
12 ounces o 169 190 232 292 383 482 591 825
and not 0Cal 175 199 246 313 415 528 649 9.12
oceeding: | Sy [ Toet | T s | T o | Bt 1.80 207 259 334 448 571 7.7 1000
1. $240|$240|$ 240($ 240 |$ 240 185 213 270 349 471 603 7.49 1062
2. 240 240 240 240 240 190 220 279 365 494 634 789 11.23
3 . g; g g:g 2 75'; ﬁg ;;g 1.94 226 289 379 515 663 827 1178
- 198 232 298 392 535 690 862 1230
5. 432 | 488 ) 827 | 581 | 637 202 237 306 404 554 7.5 B94 1279
Soo| sTi) 83 S| PSS 16 ... 208 242 314 445 571 739 925 1324
623 | 707l 787 | 8ea| 9es 17ieiiine, 210 248 322 427 588 761 954 1367
ee1 | 776 | ses| o957 | 1089 . 214 252 329 438 603 783 981 1408
739 8.44 944 | 1045 | 11.70 2.18 257 336 448 618 803 1007 1446
22 262 343 458 633 8.22 1032 1483
827 797 912 | 1022 | 1133 | 1271
670 | 855 | 981 | 1101} 1222 | 1372 225 267 349 467 647 841 1056 1518
;;g g ;: }? :; :;?[ :g ;g :;;: 228 2.71 356 4.76 660 859 1079 15.51
. 232 275 362 485 6.73 876 1101 15.83
797} 1028 | 11.86 | 13.36 | 1487 | 16.75 235 280 368 494 685 8.92 1122 16.14
839 | 1086 | 12.54 | 1414 | 1578 | 17.78 239 284 374 502 697 9.08 1142 1643
A B A Bt el B 2.42 288 380 510 708 923 1161 16.72
967 | 1259 | 1450 | 1649 | 1841 | 2078 245 292 385 518 720 938 1180 16.99
1000 | 1317 | 1827 | 1727 | 1920 | 21.79 248 296 391 528 730 952 1198 17.28
252 300 396 533 741 966 1216 17.52
1051 | 1375 | 1595 | 1805 | 2017 | 2280 255 304 401 540 751 980 1233 117.77
1094 | 1433 | 1664 | 1884 | 2100 | 23.81
11.36 | 1490 | 17.32 | 1962 | 21.94 | 24.82 258 308 407 547 761 993 1250 18.01
11.79 | 1548 | 1800 | 2040 | 2283 | 2583 2.61 312 412 554 771 1006 1266 1824
1221 | 1606 | 1869 | 21.19 | 2371 | 26.84 2.64 315 417 561 781 10.19 1282 1847
267 319 422 568 790 1031 1297 1870
1263 | 1664 | 1937 | 2197 | 2459 | 2784
1308 722 | 2008 | 2275 | 2548 | 2885 2.70 323 426 574 7.99 10.43 13.12 18.91
B | | Baaa ] 3| 308 273 3286 431 58 808 1054 1327 19.12
1433 | 1895 | 2210 | 2510 | 28.13 | 31.88 276 330 436 587 817 1066 1341 19.33
2,79 333 44 593 8.25 1077 1355 1953
1475 | 1953 | 2278 | 2588 | 2901 | 3289 282 337 445 599 834 1088 1369 1973
1518 | 2011 | 2347 | 2667 | 2990 | 3390 2.85 340 450 6.05 842 1098 1383 19.92
1560 | 2068 | 2415 | 2745 | 3078 | 2491
1603 | 21.26 | 2483 | 2823 | 3167 | 35.92 288 344 454 611 850 1109 1398 20.11
1845 | 21.84 | 2552 | 2902 | 3255 | 2693 291 347 4583 6.17 858 11.19 1409 20.29
eo7 | 2242 | 2520 | 2000 | 3343 | 3793 294 35 463 623 666 1129 14.21 20.47
297 354 467 628 874 1139 1434 2065
1730 | 2300 | 2688 | 3058 | 3432 | 3894
1772 | 2357 | 27.88 | 3 ; :1,8 3520 | 3995 300 357 471 634 881 1149 1446 2082
18.15 | 2415 | 28.25 | 3215 | 3809 | 4096
302 361 476 639 889 1159 1458 20.99
1857 | 24.73 | 28.93 | 3293 | 3697 | 4197 305 3 S; 4.80 645 B9S 1168 1469 2116
1899 | 2531 | 2961 | 3371 | 3785 | 4298 .08 36 484 650 9.03 1177 1481 2132
1942 | 2589 | 3030 | 3350 | 38.74 | 4399 311 370 488 6.55 9.10 1186 1492 21.48
1984 | 2646 | 3098 | 35.28 | 3962 | 45.00 314 374 492 661 917 11.95 15.03 21.64
20.27 | 27.04 | 3166 | 3606 | 4051 | 4601
2069 | 27.62 | 3235 | 3885 | 41.39 | 47.02 317 377 496 666 924 1204 1514 2180
3.19 380 500 6.7t 931 1213 1525 21.95
g: .1»: g: ;g gg g;’ g; 3:1’ g f; :g gg 3.22 383 504 676 938 1222 1536 22,10
g 3.25 386 508 681 945 12.30 1546 22.25
2196 | 29.35 | 3439 | 3919 | 4404 | 5004
3230 | 2093 | 3508 | 3998 | 4493 | 5105 3.28 389 512 68 951 1239 1557 2239
22.81 | 3051 | 35.76 | 4076 | 4581 | 52.08 3.30 393 516 691 958 1247 1567 2254
. 3 091 3s4s | a154 | 2869 | 5307 333 398 520 696 964 1255 1577 2268
ol R | 5167 | 373 | 4233 | arss | ss0s 338 399 523 701 971 1263 1587 2282
83 ceer cennn 2408 | 3224 | 3781 | 43.11 | 4848 } 5509 3.39 4.02 527 7.06 977 1271 1597 2295
54 ciieninenn 2451 | 3282 ] 38.49 | 4389 | 4935 | 56 10 341 405 531 7.10 9.83 1279 16.06 2309
§5. . 2493 | 3340 | 39.18 | 44.68 | 50.23 | 57.11
344 408 535 7145 9.90 1287 16.16 2322
2535 | 3398 | 39.88 | 4546 | 5111 | 58.11 347 411 538 720 9.96 1294 16.25 23.35
2576 | 34568 | 4054 | 4624 | 5200 | 5912 350 414 542 724 1002 1302 1635 2348
2820 313 :} gf PRI g 223 352 417 548 729 10.08 13.10 1644 2361
2705 | 38.29 | 4258 | 4859 | saes | 6215 355 420 549 733 1014 1317 1653 23.74
358 423 553 738 10.19 13.24 1662 2386
o | Fron | Gves | 4aaw | sove | seaz | es1r 360 428 557 742 1025 1332 1871 2399
63. .. 2832 | 3802 | 4464 | 5094 | 5730 | 6518 3.63 429 560 7.47 1031 1339 1680 2411
6 .. .| 28751 3860 | 4532 | 51.72 ]| 5819 | 6619 3.66 432 564 751 1037 1346 1688 2423
65 ..... .l 29.17 | 39.18 | 4801 | 52.51 | 5907 | 67.20 368 435 567 756 1043 1353 16.97 2435
€6 .. . 2959 | 39.76 | 4669 | 53.29 | 5995 | 6820 NOTE If Within (Intra-BMC) BMC ZIP Code designations for your post office are not shown
67 ... 3002 | 4034 | 47.37 | 3407 | 6084 | 6921 above, consult your local postmaster and write the ZIP Codes in the space provided
68. ..o vuun 3044 | 4091 | 4805 | 5485 | 61.72 | 70.22
[-}: B TOPPON 3087 | 4149 | 4874 | 5564 | 6261 | 123 Consult Postmaster for bound printed matter, speclal fourth-class, and library
70.... ....} 3129 | 4207 | 4942 | 56.42 | 6349 | 72.24 rates
Parcels less than 15 pounds and ing




ANSWERS TO SAMPLE TEST QUESTIONS

S1. DISAGREE
S2. DISAGREE
S3. DISAGREE
S4. AGREE
S5. DISAGREE
S6. AGREE
S7. b

S8. a

S9. d

S10. a

S11. b

S12. ¢





