
 

  

Hi <<First Name>>, 
 
This is Jeff Peoples from Window Book, Inc. in  
Cambridge, MA.  
 
Window Book is very pleased to launch  
its monthly newsletter, “Name of newsletter,” with  
mailing and shipping information tailored specifically  
for mailing industry professionals just like you who 
conduct business with the United State Postal Ser-
vice® (USPS®). 
 
Whether you are a Mail Owner, Mail Service Pro-
vider, or a shop floor employee, I am sure you will 
find many useful and educational information from 
our monthly newsletter that you can directly apply as 
part of your daily business practices. 
 
We also provide a wide array of educational  
information on our website, www.windowbook,com,  
complimentary weekly webinars, eTips, and White 
Papers - all dedicated to keep you informed on new 
and proposed USPS regulations and solutions. 
 
I hope you enjoy receiving our monthly newsletter  
AND if you know other colleagues and partners who  
can also benefit from these FREE newsletters filled  
with money- saving postal knowledge and resources,  
please email us at postalspecialist@windowbook.com.  
 
Sincerely, 
 
 
 
Jeffery Peoples  
President  
Window Book, Inc 

Contact Information: 
Window Book, Inc. 
300 Franklin Street 
Cambridge, MA 02139-3781 
Ph: 800-524-0380 
Fax: 617-395-5900 
PostalSpecialist@WindowBook.com 
www.WindowBook.com 
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Professional development mentors remind us that we must 
take care of ourselves first. They advise that we improve 
ourselves mentally, physically and emotionally - in other 
words, attend first to our overall health - so that we’re better 
prepared to perform well in our roles at work, at home and 
in our community. 
 
Personal finance mentors do the same when they remind us 
to pay ourselves first. If we don’t, something will always 
come up that consumes those funds, leaving us ill-prepared 
for our future. 
 
Airline flight attendants ask us to put on our oxygen mask 
first, then help others sitting near us, because we can’t help 
our kids or significant others if we’re unable to breathe. 
 
Here’s a technology management guy’s version of  
“putting YOUR mask on first”: 
 
 Backup your business data. 
 Test your backups regularly to be sure you can  

restore them. 
 Rotate your backup media off-site so that a theft or  

on-site fire or water damage don’t render your backups 
useless at the time you’ll need them most. 

 Document your backup and restore process so that  
you can restore systems quickly even though your  
technology wizard is on a 16 hour flight to Australia. 

To unsubscribe: send us an email at  
PostalSpecialist@WindowBook.com with 
“Unsubscribe Newsletter” in the subject line. 

Hi <<First Name>>, 

Put Your 
Mask on First 

(cont. on page 2 ) 
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 Investigate, plan and implement real
-time disaster recovery for your 
business data, particularly if your 
business model has little downtime 
tolerance. 

This may seem like a bother. It may seem 
like overhead you don’t need. Don’t be 
tempted by those thoughts.  
 
Fact is, if you put YOUR mask on first, 
you’ll be in a better position to help your 
customers solve their problems, grow 
their business and keep paying you.  
Why? Because your business will be 
more resilient.  
 
Look back at the business impacts from 
events like Hurricanes Sandy or Katrina; 
If you were impacted by those storms, 
how would you service customers who 
weren’t in the storm track? If you can’t 
get their mail out, you know they’re 
likely to find someone else who can. If 
that’s you, your business is not resilient. 
 
These kinds of things happen when your 
business can’t take a power outage, a hard 
drive crash or similar disruptions. The 
question is… when? 

 
No one can point to a 
date and declare (in their 
Darth Vader voice) that 
“Your systems are going 
to fail on this day.” 
 
What I can guarantee, 

even without considering Katrina, Sandy, 
Boardwalk fires, blizzards and ice storms, 
is that it’ll happen. Someday. 
 
These things happen to electronic,  
mechanical devices. You can either be 
prepared for them or not. At least once a 
week, I hear from someone whose 
“Someday” has arrived. Three times in 
October I saw it happen to businesses 
who didn’t have backups. Like a TV 
show involving the Kardashians, it just 
isn’t necessary.  
 
You might think that hardware failures  

Subscribe to  
“Thinking 
Outside the 
Mailbox” 
 
Do you know other  
mailers and/or shippers 
who can benefit from  
this Newsletter? 
 
Send us an email  
PostalSpecialist 
@WindowBook.com  
with “Subscribe to  
Newsletter” to be  
added on the  
mailing list. 
 
Please make sure  
to provide a  
complete mailing  
address including  

Thank You  
Window Book! 
 
“I have been a  
faithful reader of 
your postal tips and 
info for years, and 
consider them to be 
the "Postal Bible".   
 
I can't thank you 
enough!” 
 
- Kathy Chamberlain 
CAS Inc. 

happen more often to businesses that 
don’t have backups. The reality is that 
businesses with good backups simply  
restore them and keep working, so we 
don’t hear much about their hardware 
problems. 
 
Like dentists and politicians, we tend to 
ignore backups until we need them.  
Unfortunately, this puts your job, your 
business and your clients’ business at 
risk.  That puts the security of your  
clients, your employees, your clients’  
employees and the families of all these 
people at risk. 
 
Consider this: If your most important 
(mailing or otherwise) database  
disappeared right now, how would that 
impact your business? How would you 
recover?  How long would it take to get 
back to where you are right now,  
productivity-wise? When did you last  
test your ability to restore your data  
from a backup? 
 
If you don’t know the answers, ask  
your technology people. Just explain that 
you’re concerned about the possibility  
of hardware failure and natural disasters, 
so you’d like to know what the backup 
and recovery plan is and how long it will 
take to recover. These are things  
management should know. 
 
While there is no good time for this to 
happen, our friend Murphy (the law guy) 
would suggest that failures for mailers  
are likely during the holiday season, or  
during financial month / quarter / year 
end. 
 
The good news is that if you have your 
backup and restore act together, you 
might lose some time and productivity 
when your Someday comes, but you’re 
far less likely to lose your job or your 
business. 
 
By Mark Riffey, Mailing Industry  
Development Manager,  
Window Book, Inc.  

Put Your Mask On First (cont. from page 1) 

Newsletter  
Archives: 
www.WindowBook.com/
OutsideTheMailBox 
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Postal Trivia 
How much do you know? 

1. Which country has the 
most widely distributed 
post office system in the 
world? 

A. China 
B. USA 
C. Japan 

2. Self-adhesive stamps were 
introduced in: 

A. 1992 
B. 1990 
C. 1899 

3. What service should one 
use when sending valuable 
items through the mail? 

A. Priority Mail 
B. Certified Mail 
C. Registered Mail 

4. What is a Forever Stamp? 

A. Non-denominated 
stamp 
B. Non-expiring stamp 
C. All of the above 

5. Who was the first person 
to serve as postmaster 
general of what is now  
the USPS? 

A. Thomas Paine 
B. Benjamin Franklin 
C. Thomas Jefferson 
 

6. What is the abbreviation 
for Minnesota? 

A. MS 
B. MN 
C. MI 

 
 

Answers on Page 7. 

The Window Book 
Family Album 
This section is all about our staff. Every month we will introduce 
members of our hard working team, who work behind the scenes 
to keep everything running smoothly. 

Hi, I’m Butterscotch, the royal 
highness who is 16 years old - 
that’s about 81 years for a  
human. Henceforth, I get to sit 
down on my Dad’s chair and 
make him work standing up. 
Sometimes I just sit on his shoulder too. 
He doesn’t mind. He adores me. 

On a Another 
Road Race 
 
Who would’ve 
thought that Dan 
Clasen, our Director 
of Client Services, is also an active  
cyclist! Gabriella, his daughter cheers 
him on for a gold medal. Are there more 
cyclists out there? Let us know your 
story.… YOU are #1 with us Dan!   
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Mark Riffey is our Mailing Industry Development Manager  
at Window Book, Inc and Butterscotch’s Daddy. He's been involved in the 
mailing/shipping business for 18 years with responsibilities including 
management, direct mail marketing and IT/development. 

Seat  
Reserved  
for Senior 
Citizens 
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MIDs and CRIDs  

By now, you should have already created an account 
on the USPS Business Customer Gateway so that you 
can access the PostalOne!® system. This is a key  
element for submitting electronic documentation 
(eDoc), an upcoming requirement for Intelligent Mail 
Full-Service (which will not go away…).   
 
As part of that process, mailers must apply for Mailer 
Identification Numbers, or MID's, and Customer  
Registration Identification Numbers, or CRID's. If 
you have not already gone through this process, you 
are way behind the eight ball and really need to  
get going!  
 
MID 
A Mailer ID is a numeric identification number that is 
used in the suite of Intelligent Mail barcodes and 
eDoc to identify the mail owner and the mailing agent 
or other service provider. The MID is assigned by the 
USPS based primarily on documented historic mail 
volume. A 6-digit MID may be issued based on  
annual mail volume of 10 million pieces or more. A 
single 9-digit MID may be issued regardless of annual 
mail volume. Additional 9-digit MID's may be issued 
based on annual mail volumes in increments of one 
million pieces.  
 
The MID, along with the class of mail and the serial 
number of the mail piece, together make up the 
unique tracking number for each mailpiece - another 
key requirement for Intelligent Mail Full-Service. 
Since the Intelligent Mail barcode is a fixed length, 
the length of the MID will dictate how many  
available characters remain for the serial number  
of the mailpiece.  
 
These tracking numbers are required to remain unique 
for a period of at least 45 days, so some mailers may 
use multiple MID's in order to be able to manage this 
uniqueness requirement. Mailers should consult with 
the PostalOne! staff to determine how best to manage 
the uniqueness of their mailpieces and whether they 
will need multiple MID's.  
 
CRID 
A Customer Registration ID is up to a 15-digit  
number created by the Customer Registration system 
to uniquely identify a USPS customer at a physical  
location. It connects a company's information at that 
location across USPS applications. For example, a   
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company with one facility will have a single CRID.  
A company with five different facilities will have five 
CRID's. CRIDs can be assigned to mailers who do 
not have a MID.  
 
By/For Relationships 
The USPS is increasingly asking for mailers to  
document all of the "relationships" in their mailings. 
Essentially, this means mailers must include not only 
their own information, but also the information of 
their mail preparers, and vice versa. For example, the 
Mail.dat® file used to file documentation  
electronically must identify both the mail owner and 
the mail preparer. This information is provided via 
the MID's, CRID's and local postal permit numbers. 
MID's must be used when delegating data, and CRIDs 
cannot be used in place of MID's in the Intelligent 
Mail barcodes.  
 
One of the most confusing areas of eDoc is the  
identification of the Mail Owner. The Mail Owner 
must be identified in the eDoc by using the MID of 
the Mail Owner. This information is populated in the 
Mailer Postage Account (MPA) file of the Mail.dat 
file. However, this data does NOT populate the 
"Organization for Which the Mailing Is Prepared" on 
the postage statements. This area of the postage state-
ment, which is the right-most large box on the first 
page of the statement, is instead populated using the 
Local Permit Number, also populated in the MPA 
file. So, if you are a Mail Service Provider, you need 
to obtain not only the CRID's and MID's of your cli-
ents, but also the Local Permit Numbers, which may 
actually be a ghost permit number if the mail owner is 
not paying postage through their own permit account.  
 
This can become a bit of a challenge for mail  
preparers, who may have hundreds of clients using 
hundreds of postal permits to pay for their postage. 
Associating each of the clients and permits with the 
appropriate MID's can be a daunting task to say the 
least. You must get started on this now! 
 
Getting Help From the Experts 
Window Book's DAT-MAIL™ software allows you to 
easily manage MID and CRID information as well as 
see all the By/For relationships in the Mail.dat files 
using the Navigator View.  
 
Call us at 1-800-524-0380 for more details or to sign up 
for your FREE Intelligent Mail Readiness Analysis!  
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Did you know that you can order your USPS Mail Transport 
Equipment (MTE) online?  You know how vital it is to insure that 
you have enough trays, sacks, pallets and other equipment to  
process your mail, and now the USPS has made it easier than ever 
to make and monitor the status of your equipment orders. The  
system is called Mail Transport Equipment Ordering System 
(MTEOR) and was launched in September 2012. 
 
Overview 
The USPS has a web site dedicated to the MTEOR system, as well 
as a Help Desk. The MTEOR help desk is available Monday 
through Friday, from 7:00 am to 5:00 pm CT. The system allows 
mailers to place orders online for any needed MTE equipment. 
Once an order is placed, the mailer can monitor the status of their 
order, withdraw an order, and also review their order history. The 
system also provides notices about equipment that is backordered 
and information about holiday ordering schedules. 
 
Getting On Board 
Mailers interested in accessing the MTEOR system must register 
on the Business Customer Gateway. If you are already a user of 
the Business Customer Gateway, you would need to go to the 
“Select a Business Service” section and then select the MTEOR 
service, which is listed under the Mail & Transport category.  
There are different registration instructions for people who are  
registering as their company’s Business Service Administrators 
(BSA’s) vs. the registration process for general users. (Note: If  
you have not used the Business Customer Gateway before, you 
will need to register as a user first.) 
 
Resources 
The USPS provides several overview PowerPoint presentations 
regarding the new service on the web site. Also available on the 
site are the MTEOR Manual, User Agreements, FAQ’s, catalogs of 
available equipment, and much more. We encourage mailers and 
mail service providers to take advantage of this convenient new 
service from the USPS. 

Mail Transport Equipment  
Ordering System 

Letchworth State Park, NY 
Grand Canyon of the East 

 
Nature lovers will definitely love 
Letchworth State Park, also known 
as the ‘Grand Canyon of the East.’   

They will be swept away by the  
waterfalls, one of which is 107 feet high, 
and breathtaking magnificent sceneries.   
This park which is filled with lush forests 
offers opportunities for a wide variety of 
interests including hiking, biking,  
camping, fishing, kayaking, whitewater 
rafting, canoeing, ice skating, hunting,  
snowmobiling, snowshoeing,  
cross-country skiing, hot air  
ballooning, just to mention a few. 
 
Where have you travelled lately?   
Share your experience with this  
Newsletter community by emailing  
PostalSpecialist@WindowBook.com. 
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2014 Full-Service : Surprises YOU Don’t Know! 
Even though the USPS has deferred the requirement for Full-Service, you still 
need to know how it affects eInduction, Seamless Acceptance, Microstrategy 
Reports, Mail Quality Reports, What Audit Documents to keep, future  
Compliance Penalties and other surprising changes coming… Sign up below:   
www.WindowBook.com/Full-Service-Next-Steps 

Mark Your Calendar - New Webinar 

Photographs by Tom Leech 
He is our Application  
Development Manager at  
Window Book, Inc. 

              eInduction is here! 
The USPS opened a new program to mailers on November 17, 2013 called  
eInduction. Window Book’s DAT-MAIL software is ready and able to facilitate 
participation in eInduction. Call 1-800-524-0380 for more info. 
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Q: Intelligent Mail Full-Service  
implementation date has been delayed. 
So, I can relax now, right?    
 
No, it may be far more important for you to  
implement Full- Service than it was before!   
Full-Service mail has better visibility to the USPS 
and is frequently given priority handling since that is 
how the USPS measures processing performance.   
A Full-Service mandate would have “leveled the 
playing field” for all mailers but with without a  
mandate only mailers who have adopted Full-Service 
enjoy this faster and more reliable processing and  
delivery without having to pay extra. Not only do 
they not pay extra for this improved service, they 
even get a small discount!  

 
Q: Are the weekly webinars you  
offer free?  
 
A: Yes. Absolutely FREE. You can register  
for upcoming webinars from  
www.WindowBook.com/Webinars AND also  
watch recorded webinars by visiting 
www.WindowBook.com/RecordedWebinars.  
  
 

Q: What is Tray-based Co-Palletization?  
 
A: Tray-based co-palletization, also referred to as  
“Co-Tray” mailing, allows you to benefit from greater 
postage discounts and more consistent and timely  
delivery of your mailings by penetrating deeper into 
the postal system.  Read more about it from our new 
white paper:  WindowBook.com/CoPal-White-Paper 
  

Ask the Postal Specialists! 
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Q: What are the key 
differences between  
Intelligent Mail Basic 
and Full-Service? 
 
A: For Intelligent Mail Basic 
Service, all you need is  
to make sure you have an  
accurate Intelligent Mail  
barcode (IMB®) on your  
mailpieces.  

 
For Full-Service, in addition to the IMB’s on the  
mailpieces, you will need to make sure those mailpiece 
barcodes are unique for a period of at least 45 days  
from the date of mailing.  
 
In addition, you also need to use unique IMB’s on all your 
handling units (trays, tubs, and sacks) as well as on any 
containers you use in your mailings, such as pallets, rolling 
stock, gaylords and so forth.  The uniqueness requirement, 
like on your mailpieces, is for a period of at least 45 days 
from the date of mailing for Letters and Flats mail.  
 
For Full-Service, you are also required to submit your 
mailings using electronic documentation (eDoc), using 
PostalOne! for Letters and Flats shape mail.   
 

Q: Is Mail Tracking free?  
 
A: Yes and No. One Intelligent Mail myth that is proving 
very difficult to bust is the misconception that the mail 
tracking abilities provided by IM are free of charge to 
mailers. There is mail tracking data available for free from 
the USPS as part of Intelligent Mail Full-Service and is 
provided as part of the IMB Tracing program. However, 
this data is in raw form; it is not in a format that is readily 
useable. This data needs to be read, interpreted and then 
provided as useable data, either using in-house written 
software or using a third-party service to provide those  

Call 1-800-524-0380 for more information 
on these questions.   FAQ’s
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Call us at 800-524-0380 or visit  
www.WindowBook.com/4you to lower your  

Mailing & Shipping Pressure. 

eDoc 
There is a misconception that mailers may only submit 
electronic documentation for Intelligent Mail Full-
Service. This is not true. ELECTRONIC DOCUMEN-
TATION MAY BE SUBMITTED FOR ALL MAIL: 
Intelligent Mail Full-Service or Basic – 
AND – mail not qualified  
under either of the Intelligent Mail  
barcode services.  
 
Don’t forget, eDoc existed long before 
Intelligent Mail was introduced. Mailers 
are encouraged to submit their documents 
electronically whenever possible. Not 
only is this a major step toward  
integration to Intelligent Mail, but it is 
often much more efficient and accurate 
than submission of hard copy documents. 
 
IM Tray Tags and Container Labels 
Another prevailing myth in the industry is that sack, 
tray, and container tags or labels can only be barcoded 
with IM barcodes if the mailing is claimed at  
Intelligent Mail Full-Service prices. Not true! In fact, 
the USPS prefers that as much mail as possible is 
tagged with IM coded tags; as it makes  these handling 
units and containers much more “visible”  and reduces 
the number of internal processes they need to maintain 
to process mail.  
 
Mailers are encouraged to use IM coded sack, tray, 
and container labels, even if you are not claiming  
Full-Service discounts or submitting electronic  
documentation (eDoc). Also, mailers are encouraged 
to use the full, 24-character IM barcodes on all of 
these tags, even if not claiming the IM Full-Service 
prices. Mailers submitting IM Basic Service mail,  
or non-IM mail are encouraged to use the full  
24-character IM barcodes on all mail tags. 
 
FAST appointments 
Another requirement of IMFS that is causing  
confusion is the FAST appointment requirement.  
The Facility Access and Shipment Tracking (FAST)  
system is a means for mailers to make drop ship 

delivery appointments at destination postal facilities. 
For IMFS mail that is drop shipped to additional entry 
points, making drop ship appointments using FAST  
is required.  

 
For mail that is not drop shipped, but 
that is subject to a Customer Service 
Agreement (CSA), the FAST CSA  
information, such as the trip ID  
numbers, are required to be transmitted 
electronically to the USPS. However, 
for mailers who enter mail at origin 
postal facilities and are not subject to a 
CSA, no FAST information is required. 

Intelligent Mail Myths 

What are your biggest  
headaches and challenges  
for processing mailings? 

 

Answers to Postal Trivia 

eDoc, PostalOne!, TEM 
Processing Mail.dat 
Spoilage 
Partial Mailing 
Co−palletization, co−mailing 
MIDs and CRIDs 

1: B 3: C 5: B 
2: A  4: C 6: B 
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Every once in a while it becomes necessary to stop, dig 
through emails and stacks of paper on your desk to find a 
phone number, email address or website to use to get help 
or research something. You may want to keep the follow-
ing information easily within your reach: 
 
 For all the latest Intelligent Mail information and 

guides, visit the USPS RIBBS™ website at: 
www.ribbs.usps.gov. Click the “Intelligent Mail  
Services” tab on the left side of the page. 

 Find your local Business Mail Entry (BME) Manager:  
http://www.usps.com/ncsc/locators/find-bme.html 

 Find your local Mailpiece Design Analyst (MDA): 
http://pe.usps.com/mpdesign/mpdfr_mda_lookup.asp 

 Subscribe to the DMM Advisory: send an email, with 
“subscribe” in the subject line, to:  
dmmadvisory@usps.com 

 

 On-line Intelligent Mail barcode encoder and  
decoder:  
http://ribbs.usps.gov/onecodesolution/Default.aspx. 

 Information on OneCode ACS®: ACS  
Department, 877-640-0724, acs@usps.gov 

 Information on OneCode Confirm® and the  
Confirm service in general: Confirm Customer 
Help Desk,800-238-3150, option 1 or visit: 
https://mailtracking.usps.com 

 PostalOne! Help Desk:1-800-522-9085  

 Questions about addressing and/or move update 
requirements: National Customer Support Center, 
1-800-238-3150. 

 Information on Mail.dat and Mail.XML™,  
including how to get a User License Code: 
www.idealliance.org 

 

Important Sites, Links and Numbers 
 

Postal “Palate” 

Directions:  
Press “whole food” so that it  
grinds all the ingredients. 
Then press “smoothie” so  
that it purées it. 

Share Your Favorite Recipes and Cooking Tips! 
Simply email your recipes to PostalSpecialist@WindowBook.com. 

“If you can dream it, you can do it. 
- Walt Disney 
 
“Friendship...is not something you 
learn in school.  But if you haven't’ 
learned the meaning of friendship, 
you really haven’t learned anything.” 
-Muhammad Ali 
 
“The successful warrior is the  
average man, with laser-like focus.” 
-Bruce Lee 

Monthly Quotes 

-Jeffery Peoples 
CEO & Founder 
Window Book, Inc. 

Jeff’s Energy Shake 
A delicious & healthy drink.  
 
Ingredients 
50/50 Greens which consists  
of kale & spinach 
1 scoop of protein 
1 scoop of Bio PT 
1 scoop of chia seeds 
1 teaspoon of coconut oil 
3 Tablespoons of Golgi berries  
½ cup of Blueberries  
1 Banana 
3 Large Tablespoons of plain yogurt 
Add water and stop at 26 oz 
6 ice cubes 
 
  

Go to the link below to see how  
Jeff Peoples makes this healthy  
and delicious drink. 
WindowBook.com/JeffEnergyShake 

Watch the Video! 

 2014 Full-Service: Surprises 
YOU Don’t Know!  

Go to www.WindowBook.com/
Full-Service-Next-Steps for  

more info / registration. 

Join Mailing Systems 
Technology and  

Window Book for the 
New Year kick-off 

Webinar: 
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Sales Training starts 

To improve sales we train our sales team that their  
primary goal on every sales call must be: 

 
To Serve the Client 

This must be done with honest sincerity. If you  
don’t mean it then don’t bother and don’t work  
at Window Book. 
 
To increase our credibility, build trust and respect to 
close more sales we have a motto that we use in our 
Sales Training: 
 

Slow, Low and We Don’t Care 

This motto means that on every sales call we talk Slow 
(i.e., we have the matter of fact tone of a consultant 
and not the over the top enthusiasm of a brand new 
sales person).   
 
We talk Low (i.e., the tonality of our voice is a full 
octave lower than our normal speaking voice. Yes,  
we do low voice training exercises – contact me and 
we will send you those exercises.  A low voice  
translates the authority and credibility of an expert  
to the prospect).   
 
And, we don’t care if the prospect buys from us or  
not but the conversation they have with us will be the  
absolute best 30-60 minutes they will spend all year to 
improve and automate their mailing operations (i.e., 
this conversation is not about a sale… it is about being 
of great service to help our clients to have a more  
successful mailing business). 

Sales Skill Improvement: Building Rapport 

Even a great sales person will not get the opportunity 
to be of great service to their prospect if they don’t 
begin every conversation by building rapport.   

According to the late, great Chet Holmes, author of 
the NY Times Best Seller, The Ultimate Sales  
Machine and one of the world’s greatest sales  
executives, building rapport takes you no less than 
40% of the way to a closed sale. Having rapport with  
a prospect means they like, trust and respect you. 

The fastest way to build rapport is to be genuinely  
interested in your prospect. Everyone’s favorite thing 
to talk about (bar none) is themselves. Zig Ziglar said, 
“If you want to be interesting be interested… if you 
want to be fascinating be fascinated”. Very true words 

In a B2B situation the best questions to ask a prospect 
to build rapport are: 

1. How did they get into their business or  
position?, and 

2. What did they do before they worked at their 
current business/position? 

These two questions open a lot of doors for the  
prospect to share very personal details about  
themselves. Rapport comes from being personal. 

 

In a B2C play, ask questions about the prospects  
specific interests (in particular, questions about their  
family, hobbies, pets, experiences, etc.). For example, 
“Tell me Bob, what is it like to live in Dallas? Does 
your family like it?” 

Never forget, all great sales training should teach you 
that “Step 1” to every sale is to build rapport with  
your prospect. Your prospect will make eleven (11) 
different assumptions about you as a person in the first 
eleven (11) seconds that you talk with them 
(regardless if you are selling face to face or over the 
telephone).  In these first few moments your prospect 
will form their opinion of you as to your level of  
education, your social-economic level in life, what 
kind of car you drive, what kind of house you live in, 
your overall level of success in life, etc., and most  
important, whether or not they should spend more  
than that first eleven (11) seconds talking to you.   

(Continued on page 11) 

“Building rapport is 40% of  
the way to a sale.”  

with Sales Skills Improvement  
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Washington, DC December 15, 2013.   
After over a year on the market, Contrax has discontinued sales of its  
ShredMaster 2500 Intelligent Inserter due to poor sales. Contrax’s former  
Product Manager Sheila Munson expressed her disappointment. Ms. Munson 
stated, “We did extensive market research that revealed consumers find  
pre-approved credit card offers annoying and many recipients felt they had to 
shred the offer application forms to prevent identity theft. Based on focus group 
feedback we (Contrax) designed an intelligent inserter that pre-shreds the  
application form before placing it in the envelope to address these concerns.”   

 
Chuck Davis, VP of Communications for Chasm Market Research stated,  

“Pre-shredding the application form hurt response rates, something we were never asked to  
measure in coming up with a solution for this problem. We are disappointed that it turned out this way.”  

 
Ms. Munson recently left Contrax and is currently the Program Manager of Healthcare.gov.  

Contrax, Inc. Pulls Intelligent Inserter from Market 

On the Lighter Side 
By Lloyd Moss 
(*for entertainment purposes only) 

Listen Up! 
Visit the link below to listen to some lovely Jazz tunes from Ross Santos’ world of Music! 
 
Work Party 
WindowBook.com/WorkParty  
 
Ross has been with Window Book for over 10 years and currently he is the VP of  
Technology. Who would have ever thought that a Techie had such musical talent? I won-
der if he can also cook....turns out, he can do that too! Enjoy the tunes and make sure to 
check out his other performances in the January issue! 

*The characters and entities referenced in this article are fictional. Any likeness to actual persons (either living or dead), entities 
is strictly coincidental. This article is presented solely for educational and entertainment purposes. The author and publisher  
assume no liability for the correctness, completeness or quality of the information provided. 

Postal Optimization Analysis  
Call 800-524-0380 and ask for a FREE introductory Postal Optimization Analysis to see where 
you can be profiting by mailing and shipping more intelligently. 

About Lloyd Moss:  
Lloyd Moss has worked for postal software vendors since 1991 and has assisted hundreds of mailers of all types. 
Currently, Lloyd is the VP of Premier Client Solutions at Window Book, Inc. He travels all over the U.S. to assist 
Window Book clients with Intelligent Mail® Full-Service implementation including process  
automation, software integration, and customization. 
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Readers’ Spotlight 
Do you have a success story that  
you would like to share with other  
mailing professionals?  
 
How about hobbies and tips you would 
like to share? Yes, we do  
welcome non-postal articles! 
 
Simply send us an article and a photo  
(min. 300 DPI) if available to  
PostalSpecialist@WindowBook.com. 
 
Please note that we reserve the right to  
edit before it is published. 

Get Connected with 
our Newsletter 

Promote Your Business: 
Place your very own Ad 

For Advertising Info, please email  
PostalSpecialist@WindowBook.com  
for our upcoming November and  
December hard copy issues. 

$$ 

This means you have to build rapport immediately. 

Build rapport and they will talk with you for a long 
time which will lead to more sales. Don’t build rapport 
and your conversation will be over before it ever gets 
started. Sales Skills Improvement with sales training is 
essential to your success as a sales person, and to the 
success of the business overall; start with training your 
sales team to build rapport. 

Action Step: The purpose of this column is not to fill 
space in a Newsletter. Take this topic, call a meeting of 
your Sales Team and spend no less than one hour  
discussing what you have just read. Don’t talk about 
your product, pricing, your marketing or how to fill out 
an order form. Stay focused on how your Team can 
build Rapport in your marketplace. 

Sales Skill:  Building Rapport. Talk about best 
practices. Ask your top producer to explain what 
she/he does to build rapport. You will be amazed at 
what happens.   

And why should you do this? Because building  
rapport is 40% of the way to a sale. Most  
salespeople are pitching their product/service  
within 5 minutes of talking to a prospect and then 
wonder why their sales are so low?   

 
Shane Byers 
VP Client Services / Marketing 
Window Book  
 
Shane has been with Window Book for 
1 year and in that year has managed a 
Team of Sales Superstars to increase 
New sales by 107% over fye 2012. 
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Sales Training starts with Sales Skills Improvement (continued from page 9) 

 

High Five!   
I’m Finbar, the man of 
the house. Mom says  
I’m just so lovable for 
my own good. 

My sisters, Amber, Roxy, 
and Bethany, are like 
daddy’s girls – all sweet 
and well behaved.  
BORING! 

Mary Guthrie (middle—with her 
daughters Kallie and Katherine)  
is Director of Marketing and  
Exhibits for the National Postal  
Forum (www.npf.org) 
 
Mary’s been with NPF  
for 20 years!  

Submitted by Mary Guthrie, National Postal Forum 
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January 2014 Special 
Start the New Year with more Intelligence. 

Do yourself a favor and call 800-524-0380 and ask for a FREE introductory  
Postal Optimization Analysis to see where you can be profiting by mailing  
and shipping more intelligently. 
 
Call a Window Book Client Services Director at 1-800-524-0380  
and mention this special offer to schedule your FREE 30 minute session. 
 
Or, email PostalSpecialist@WindowBook.com or visit www.WindowBook.com/4you to  
request a Free custom Intelligent Mail® Readiness Analysis to optimize your  
mailing operations. 

Window Book, Inc. 
300 Franklin Street 
Cambridge, MA 02139-3781 
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Happy Holidays  

<First Name>,  


