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Bl iy AMS/ADCS Web

AMS Rewrite = AMS-ADCS 4.0
AMS-ADCS

The Address Management System (AMS) Automated Data Collection System (ADCS) is used to maintain Delivery Point, Street, Carrier, and
Facility information.

AMS 4.0 is a web based version of AMS
= Replaces the terminal services version
» Reduces overall cost for the application

* Eliminates risk of AMS being hosted on old un-
supported hardware
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POSTAL SERVICE ® What Has Not Changed?

» Steps and processes to use the application
overwhelmingly remain the same

« Few minor changes detailed later
= AMS Up time 0500 — 2100 CT Monday - Friday
= Page structure and layout
= Steps to navigate the system
= Reports

= No functional enhancements
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POSTAL SERVICE ® What Has Changed?

Basic Changes to AMS:
= Eliminated multiple logons, ACE/AMS

= Web based application
* Minor tweaks to accommodate being web based

» Introduced functionality associated with Internet Explorer

= Hosted on supported hardware
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Landing Page

AMS-ADCS

The Address Management System (AMS) Automated Data Collection System (ADCS) is used to maintain Delivery Point, Street, Carrier, and Facility information.

Login »

WARNING! FOR OFFICIAL USE ONLY Application Access

This Is a US Government computer system and is intended for official and other authorized If you need access to AMS-ADCS, click here,
use only. Unauthorized access or use of the system may subject violators to administrative

action, civil, and/or criminal prosecution under the United States Criminal Code (Title 18

U.5.C. 1030). All information on this computer system may be monitored, intercepted,

recorded, read, copied, or captured and disclosed by and to authorized personnel for official

purposes, including criminal prosecution. You have no expectations of privacy using this

system. Any authorized or unauthorized use of this computer system signifies consent to and

compliance with Postal Service policies and these terms.

Brought to you by Information Technology - Version 4.0.0000

LANDING PAGE

Password Reset
If you have forgotten your ACE password please go to ePasswordReset to reset it.

AMS 4.0
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POSTAL SERVICE ® Log On Process

.

Login.

Use 2local account o login. WARNING! FOR OFFICIAL USE ONLY

lserid mputer system and isintended for official and cther authorized
Fthe system may subject viokators to administative
p— 12 Uniced States Criminal Code (i 18

) and discosed by and to authonzed pe
riminal proszcution. You have no expedt
néathiorized use of this compus
| Seriice polices and these tems.

i Fassward:
Beoaght to jou by Information Technoiogy - Version 4.0.0000

e
Password:

Confirm Mew
Password

Enter I Help | Cancel

Wersion: 3.8.5321

Festricted Infarmation

Web Based Application: Log In ....One Step process
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SBeii o E o Batch Report Results Reports

Windows Application

DEE 0
AlSU: | 70030 m ® Screen O File O Printer m

Report il
Rpt D Report Date Time Code Report Title
.' LFAZ2TPY 0532007 03.00.44 COMNGRESSIOMNAL DISTRICT ID IN ZIP CODE
LFAZ42P1 051372017 02.41.43 307-1 3-DIG ZIP = 307-1 BEGIN ZIP = 20701 DELV POINT NOT ON AIS/NDSS5/DSF REP...
LFAZ42P1 05132017 02.41.43 370-1 3-DIG ZIP = 370-1 BEGIM ZIP = 37011 DELY POINT NOT OM AIS/NDSS/DSF REP...
LFAZ42P1 051372017 02.41.43 371-1 3-DIG ZIP = 371-1 BEGIN ZIP = 37101 DELV POINT NOT OM AIS/INDSS/DSF REP...
LFAZ242P1 0oM1 272017 02.41.43 3721 3-DIG ZIP = 372-1 BEGIN ZIP = 37201 DELV POINT NOT ON AIS/NDSS/DSF REP..,
LFAZ42P1 05/13/2017 02.41.43 3731 3-DIG ZIP = 373-1 BEGIN ZIP = 37303 DELV POINT NOT ON AIS/NDSS/DSF REP....

Screen | Edit | Navigation Help

f* Screen { File " Printer Prirtt

023717 CONGRESSIONAL DISTRICT 1D IN ZIP CODE

02.41.43 3071 |3-DIG 2IP = 307-1 BEGIMN ZIP = 30701 DELY POINT NOT ON AIS/NDSS/DSF REP(I—
02.41.43 3701 |3DIG ZIP = 370-1 BEGIMN ZIP = 37011 DELY POINT NOT ON AIS/NDSS/DSF REPI
02.41.43 3N |3DIG ZIP = 371-1 BEGIN ZIP = 37101 DELY POINT NOT ON AIS/NDSS/DSF REPI
02 41.43 3721 | 3DIG ZIP = 3721 BEGIN ZIP = 37201 DELY POINT NOT ON AIS/NDSS/DSF REFI
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POSTAL SERVICE ® Pagination

Batch Process Result

a8 a0

AISU: 70030 Re

@® screen O File O Printer

Report 7P
RptID Report Date Time Code Report Title

P Lra7e 05/13/2017 03.00.44 CONGRESSIONAL DISTRICT ID IN ZIP CODE
LFA242P1 05/13/2017 02.41.43 3071 3-DIG ZIP = 307-1 BEGIN ZIP = 30701 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA242P1 05/13/2017 02.41.43 37041 3-DIG ZIP = 370-1 BEGIN ZIP = 37011 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA242P1 05/13/2017 02.41.43 3741 3-DIG ZIP = 371-1 BEGIN ZIP = 37101 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA242P1 05/13/2017 02.41.43 37241 3-DIG ZIP = 372-1 BEGIN ZIP = 37201 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA242P1 05/13/2017 02.41.43 3731 3-DIG ZIP = 373-1 BEGIN ZIP = 37303 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA242P1 05/13/2017 02.41.43 37441 3-DIG ZIP = 374-1 BEGIN ZIP = 37401 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA242P1 05/13/2017 02.41.43 376-1 3-DIG ZIP = 376-1 BEGIN ZIP = 37601 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA242P1 05/13/2017 02.41.43 37741 3-DIG ZIP = 377-1 BEGIN ZIP = 37701 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA242P1 05/13/2017 02.41.43 37841 3-DIG ZIP = 378-1 BEGIN ZIP = 37801 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA242P1 05/13/2017 02.41.43 3791 3-DIG ZIP = 379-1 BEGIN ZIP = 37902 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA242P1 05/13/2017 02.41.43 380-1 3-DIG ZIP = 380-1 BEGIN ZIP = 38001 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA242P1 05/13/2017 02.41.43 38141 3-DIG ZIP = 381-1 BEGIN ZIP = 38101 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA242P1 05/13/2017 02.41.43 38241 3-DIG ZIP = 382-1 BEGIN ZIP = 38201 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA242P1 05/13/2017 02.41.43 3831 3-DIG ZIP = 383-1 BEGIN ZIP = 38301 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA242P1 05/13/2017 02.41.43 3841 3-DIG ZIP = 384-1 BEGIN ZIP = 38401 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA242P1 05/13/2017 02.41.43 385-1 3-DIG ZIP = 385-1 BEGIN ZIP = 38501 DELV POINT NOT ON AIS/NDSS/DSF REPORT
LFA243P1 05/13/2017 - 02.44.45 DELVPT NOT ON AIS/NDSS/DSF SUMMARY REPORT
LFA245P1 05/13/2017 30 GEOSEG NOT ON NDSS/AIS REPORT
LFA246P1 05/13/2017 | ) 00.04.29 GEOSEG NOT ON NDSS/AIS SUMMARY REPORT

H 4.2 3/4(5/6|7|8|» |M 20 v \temsperpege\ 1-20 of 156 items
156 Record(s) returned. \

Brought to you by Information Technology - Version 4.0.0000




POSTAL SERVICE © Batch Report Results Reports

Adjustable Column Headers

Navigation~  Revise~  Help~ Batch Process Result Reports

AISU: | 70030 @® Screen O File O Printer

Report Zl
Rpt ID Report Date Time Cod Report Title
P' LFAZ27P1 05/13/2017 03.00.44 GRESSIONAL DISTRICT ID IN ZIP CODE
LFAZ242P1 05/13/2017 02.41.43 3071 3-DIG ZIP = 307-1 BEGIN ZIP = 30701 DELV POINT NOT ON AIS/MDSS/DSF REP...
LFAZ242P1 05/13/2017 02.41.43 37041 3-DIG ZIP = 370-1 BEGIN ZIP = 37011 DELV POINT NOT ON AIS/MDSS5/DSF REP...
LFAZ242P1 05/13/2017 02.41.43 3711 3-DIG ZIP = 371-1 BEGIN ZIP = 37101 DELV POINT NOT ON AIS/MDSS/DSF REP...
LFAZ42P1 05/13/2017 02.41.43 37241 3-DIG ZIP = 372-1 BEGIN ZIP = 37201 DELV POINT NOT ON AIS/MDSS5/DSF REP...
LFAZ242P1 05/13/2017 02.41.43 373-1 3-DIG ZIP = 373-1 BEGIN ZIP = 37303 DELV POINT NOT ON AIS/MDSS/DSF REP...

The ZIP Code™ column has been adjusted in this example.
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POSTAL SERVICE ® App Indicators

AISU: 70030 Retrieve ® Screen O File O Printer

Indicator to show data Indicator to show data is
is being retrieved being loaded to the page

S, L

o
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Main Grid Title Bar

Organization

| ]+ | DB E O
Gy

Street
Close Al Delivery Point
AISU: 70030 vy SN v Screen O File O Printer AISU: | 70030 LACS File O Printer
Case Labels
SepOc > route yort ZIP
RptID Report Date Time Code RptID Reports be Code
LFA278P1 05132017 0251.13 3071 3-DIG 2P = 307- . EESI/AIM
LEAZT7EP1 05/12 I3 30741 3-DIG ZIP = 30
LFA278P1 05/06/2017 3-DIG 2IP = 370- Extracts
LFA278P1 05/0¢  pefer Delete 3-DIG ZIP = 37
LFA278P1 05/12  Address LookUp 3.DIG ZIP = 37

i 3
i

iScreen| Edt  Navigation Help

Screen Edit | Mavigation | Help
Pt g G Saeen CFle Pt Pt | #| +|—|  Organization
- = Street
b Alsu:[70030 * ) ~ File " Printer Brint |
Close Al vae | Repot | 2P R Defivery Point
Tie Code o LACS
0672472017 | 023717 CONGRESSIONAL DISTRICT ID IN 2P 0O AL Case Labels . Re
1 EAA YN ekl il a1 42 T AWNIG AP - W71 REGIN AP - W hEl” m Rol-lt‘e mNGHEBSIGM DISTHICT ID N 2-“:
LFAZ242P1 Report 1 3-DIG ZIP = 307-1 BEGIM 2IP = 30701 D
LFAZ42P1 POKES 1 |3-DIG 2IF = 370-1 BEGIN 2IF = 37011 D
. . . LFAZ242P1 EESI/AIM 1 3DIG ZIP = 371-1 BEGIM 2P = 37101 D
Print option available on keyboard LFA242P1 S 1 |3DIG ZIP = 3721 BEGIN ZIP = 37201 D
h h h k LFAZ242P1 1 3DIG ZIP = 373-1 BEGIM 2IF = 37303 D
- LFA242P1 Defer Delete 1 |3DIG Z2IP = 374-1 BEGIN ZIP = 37401 D
Or t roug S Ort CUt eyS LF&Z242P1 Address LookU 1 3-DIG ZIF = 376-1 BEGIM £IF = 37601 D
LFA242P1 | , P 1 | 3DIG ZIP = 377-1 BEGIN ZIP = 37701 D|




FOSTSL SERVICE © Main Grid Title Bar

Insert Row
D0
Delete Row

Save Changes
AISU: | 70030 ® Scre -
Find
vepiace n . ‘ n Contents
Undc About
RptID Report Date e
LFA278P1 05/13/2017 T — 3piG; AU 70030 @® Screen O File O Printer
LFA278P1 05/06/2017 - - 3.DIG

Sc | Edit ||Navigation Help _ Screen Edit MNavigation | Help
gl =1 Insert Row 4 _|_ H @ 5
1 Delete Row I i I | '—'I : | l ontents
AlSL): T | File O Prindes Print I | L
— Save Changes ] ] s About -
Re Cut Cirl+ X AIEU’?N% I% | Y e O Pl
: Copy Ctrl+C —
| o [ |CONGRESSIONAL DISTRICT ID IF
LFA aste CurleV 13016 2P = 307-1 BEGIN ZIP = 30
LFA Eind | |3DIG ZIP = 370-1 BEGIN 2IP = 371
LFA | |30IG 2IP = 371-1 BEGIN 2IP = 37
LFA Replace |__|3DIG 2IP = 3721 BEGIN 2IP = 37.
LF& Undo I [3DIG AP = 3731 BEGIN 2P = 37
LFA | |3DIG 2P = 374-1 BEGIN 2P = 37.
LFA Undo All | |3DIG 2P = 3761 BEGIN 2P = 37
ILFA | |3-DIG ZIP = 377-1 BEGIN AP = 37
TLFA Validate All Rows {L_}Dlﬁ ZIF = 378-1 BEGIMN ZIP = 37!
TUFAZAZPT T OS/T/2017 T 024143 T 3791  |3DIG 2IP = 3751 BEGIN ZIP = 37

Cut, Copy, Paste are functions
within Internet Explorer
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POSTAL SERVICE © Delivery Point Maintenance- View

0 CODDE00mE - u

Delete Row
ZIP Code: o303 Route: Copz W Move
Reverse Primary
Reverse All
301 -3%99 O BONNIE LN )
Naturalize
Edit S2q Sawe Changes
T LACS Num Musm Addr Num ) ) ‘BE
yPe 3ty . Print Edit Sheet .
P s 3 | : N
Validate All Rows I .35 Save Changes -
5 1 1 37 5 Print Edit Sheet
G5 251 AB :—I Find B
R I H Replace
5 2 271 a Find Address
H 3 7 . -*_ : Cut CrleX
Uinao F Copy Crl+C CCCC
1
H 1 2 ) Sort LACS for DPS ]g fans Sheek
H 5 3 27 . Sort Oid LACS To End 2 g e
H Undo All
H 6 4 2 v Copy Ltr Cell Size to Fit Cell Size L Validate All Rows
H 7 5 m \  ShowrHide Columns H e
H B 6 7 . Select/Save Template L H SotOME :sf"&'d -
— Copy Ltr Cell Size to Fit Cell Size




POt SERVRES Find, Filter, Increment

Find - Delivery Point Maintenance

Replace/Find Find Address ‘ Filter Row Increment

Find Next Clear Filter [

[] Partial 5tring Search

Addr No: Secy Abbr:

Street Name:

' W W

Bldg / Firm: +4 Lo:

[ Find / Replace 1 Find Address Filter Row [nizrement
Find | Clear Filter |

[~ Partial Sting Search
Addr Mo Secy Addr:

! | =

Label Text:

Street Name:

[ =l

Bldg # Firmn:

Label Test:
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POSTAL SERVICE ® Undo / Undo All

AMS-ADCS SCree B C : Revise - Help ~

D OODOBDEEE |- B

Delete Row

ZIP Code: | 00303 Route: | Co01 ' Move

Reverse Primary

Reverse All
100 -199 B MIDWAY ST
. Maturalize
Edit Seq Save Changes
Type LACS Seq Num Num Addr Num X ) treet Name /
| Print Edit Sheet |
== L L validate all Rows !Z)WA"{
= L 0.5 1 105 _ Find
L 0.6 101 Replace
1 Z 100 - Find Address
| Lindo [
BR 1 100 5T BRM
| Lindo All |
s L 2 123 Sort LACS for DPS
| ) 2  Sort Old LACS To End
Z 123 Copy Ltr Cell Size to FIt Cell Size
F 2 123 Show/Hide Columns DDUCT FLAG
GS 1 . select/Save Template DDLE
3 3 1
1A



UNITED STATES Select/Save Template

POSTAL SERVICE ®

(& Select/Save Template - AMS-ADCS - Intemet Explorer provided by US Postal Ser.. [ = | @ |[ R |

Systern - Carrier
System - PO Box System - PO Box
System - General Delivery Sistem - General Deliveri
System - Carrier

Slezha

Brought to you by Information Technology - Version 4.0.0000

Users may use the System-Default Templates or
customize their own templates.

Customized templates will not transfer from the current
version to AMS 4.0. Templates must be recreated and
detailed instructions will be provided.
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Caption

Type
LACS
PBSA

Seq Num
Edit Seq Num
Addr Num
Secy Abbr
Apt/Rm
Pre

Street Name / Bldg Firm
Del Type
Del Usg
MStat
+4L0

+AHi

DP Code
Vac

Sort

Fit

Label Text
Drp

nt

https://eagnmnwhbcl1l7.usa.dce.usps.goviHome/Index '

JRIRRREEARRRRERERRER R R E R R

Show/Hide Columns

Captionz

L3 Type
3 %eq Mum

88 Addr Mum
@ Secy Abbr
£8 Ant/Rim
@ Pre

1';? Street Wame / Bldg Firm
@ Dl Type
ﬁ DelUsg
£ NS tat

1".3 +4Lo

L8 +4Hi
£8DP Code
@"v"ac

@ Sort

@ Ltr

CIFI

@ Label Text

1";.:h[)rl:l
<|

0K | Shaw &l |

Hide &1 |

>

Cancel
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POSTAL SERVICE ® Delivery Point Maintenance

Changes:
= Edit = Revise

L JsLueoliiclal elise] ial - Loof MRt e J &)

= View Options located e« e o [ s
on Revise submenu .. e . =
Type  LACS Seqhum  Num AddrNum | SecyAbbr  ApURm  Pre  StrestName/BidgRrm  Type U NS. edlo oMl Code VAL So1 R Tt
“?” | 01 ¥ 0 BONNIE 1 540 4540
= No "?" for Help R e T - R
5 1 mn X X8 B¥ N ¥ o5
= Undo/Undo All I e

= Suns/Clouds =
Checkmarks

zwcm[_ am[_j Revive | Iniist N FndEdeSeqhum [

.'m 3330 BONMIE LN

| [imefucs [seam fadijsecys Pre_[Stet Nane /B i ?;ni; L g:*vu Sont L %*::"
) ETEEI BONNEE N 0 50

3 ] 3 A B X 4540 4540 17 ]

&5 % 28 0 S |HUMBOLOT Qi 8 5%

S 2 7 % X %8 %8 7 S

H 3 271 % X [0 (BB | V%

F 3 bl S0 W01 390 | %

H i M P 6 C R IC 345 385 06 W05 8
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POSTAL SERVICE ® Opening Reports

Opening Reports
= Standard web based response

Aj+]-Jn
asu: 70030 | [[RRS  © screen O File O printer

Report Pl
Rpt ID Report Date Time Code Report Title
LFAZ7BP1 05/13/2017 3-DIG ZIP = 370-1 BEGIN ZIP = 37010 DELIVERY STATISTICS REPORT BY ZIP
| | FAZ78P1 05/06/2017 01.59.13 - 3-DIG ZIP = 370-2 BEGIN ZIP = 37062 DELIVERY STATISTICS REPORT BY ZIP
LFAZ78P1 05/13/2017 02.51.13 370-2 3-DIG 2IP = 370-2 BEGIN 2IP = 37062 DELIVERY STATISTICS REPORT BY ZIP
LFA278P1 05/06/2017 3-DIG ZIP = 371-1 BEGIN ZIP = 37101 DELIVERY STATISTICS REPORT BY ZIP

Do you want to open or save LFA2T8PLpdf (271 KB) from eagnmnwbc1117.usa.doe.usps.gov?
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POSTAL SERVICE ® View Reports

View Reports

Screen File Printer
@ O O Standard Web Response

File Edit View Window Help *
N R . .
5] o @[] HB | © P ] mese | commen
F
U3E3 05-6E38 U.3. FOSTAL SERVICE - ADDRESS MANRGEMENT SYSTEM DATE  05/10/14
SAN MATEQ ISSC DSF MNTH PRODUCT AUDIT REEBORT
RIFORT LOLE3ZEL IIP CODE SEQUENCE FRGE L
AIST  DODO4
1z AT TDBEISS2L ST MONI/ =
CODE/ CARR DELV C ¥ ERE STREET NEME/ EST SECT ATT/ROOM DLUSE FANGE A R TAM I L & FIN MO/ 2B/ TRS  SCHEME
ADDR ID 52 T F DIR BELDG/FIRM MEME SUFE DIR 2EBR SRT INST DELVE TYPE C 7 SUD & T C FLL KEY CNG EKEY ZIF C&RR
01451 ROOZ 0103 & 3 WARFEN AVE (1605 L60S) N N 000 ¥ B 24-23298 MR
00040001321 R-CURE VI18€8 D2 01431 RODZ
ETROR MES3RGI(3): SERSONAL DF REQUIRES 3ZASONAL IIF
01334 RO0Z DETS & 3 CLUBHOD3E LN (1280 1260) W N 000 ¥ B 24-5304 MR
0002000125 R-NDCED vzz258 D2 21234 RODZ
ESRCR MESIRGE(3): SEASONAL DF REQUIAES SEASONAL IIP
01821 €D1Z D165 & X BOSTON 2D STE D0ODODOOE (5316 5316) N W 000 ¥ B 24-0714 MR
0004000700 E-0TEER VZ1483 D 01821 €01z
ESROR MESSAGE(S) : SEASONAL 0P REQUIRES SEASONAL ZIP
01864 COOZ D593 & 3 CHESTNUT T (2822 2822) W N 000 ¥ B 24-3661 MR
0000000105 2-CURE VIZz46 D6 D1E€s CODZ
EIROR MES3RGZ(3) : SERSONAL DF RIQUIRES 3ZASONAL IIF
01867 CO1E 0313 & 3 ELUZEERAY LN (1213 1213) W ¥ 000 ¥ B 24-€405 MA
0002000062 R-0TEER V22240 D 01867 €013
ETROR MES3RGZ(3) : SERSONAL DF RIQUIRES 3IZASONAL IIF
01913 ROOZ DO4E & 3 LIONS MOUTH ED (5216 531€) N N 000 ¥ B 24-0115 MA
0000000188 T vzl4lz D4 0181% RODZ
ETROR MESIRGI(3): SERSONAL DF REQUIRES 3ZASONAL IIF
02110 COSD 0101 & X DEVONSEIRE T STE [0000DEOL {1414 1414) N N 000 ¥ B 24-079% MR
0000000185 FITZGERALD & A330C E-0TEER V1308 08 02110 Co4d
ESRCR MESIRGE (3): SEASONAL DF REQUIRES SEASONAL IIP
02110 COTE D092 & X DEVON3EIRE aT FL  00D0DOOZ (1276 1276) N W 000 ¥ B 24-079% M3
0000000288 E-0TEER V1308 07 02110 COTE
ESRCR MESIRGE(3): SEASONAL DF REQUIAES SEASONAL IIP
02180 CO10 D15 & X CENTRRL T STE 00004100 (1260 1260) ¥ W 000 ¥ B 24-0072 MR
0004000105 E-CHTEL vzz620 O3 02180 Colg
FRROE MES3AGEI3) - SEASONAL DF REOUTRES SPASONAL ZIP | |
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| POSTAL SERVICE ® Geoseg Maintenance

IIF Code: Mi‘gm: s | Initiak §  Roate: s EW

Pre: Streeq Name: Sufic Pust Oenty  OiCong Cear

S-crcen Edit MNavigation View Help
| 4| Wl 2]

| EIFEode:[i —[EemE] tnels 5] idal Roue:| Fiterss: ¢ URB & PLL/Munic
Pre:|  Street Name:| Sufx | Post| | C Cy ¢ Cong
Del’ele:|_ GeoOrly | Geo+DPs| | Defer || Find Steet: [ |




L LU Lengthy Retrieval Message

AMS

Unfiltered retrieve.
Retrieve time may be lengthy. Continue?

Unfiltered retrieve,
Retrieve time may be lengthy. Continue?

Yes I Mo




POSTAL SERVICE o New Message Window

New confirmation window due to browser limitation

AMS-ADCS  Navigation=  Help~ ZIP Code Maintenance Hello amsusri!  Log off

) e
ZIP Code:| 00303

Windows Internet Explarer

@ Are you sure you want to leave this page?

Message from webpage:

ZIp ZIP Dt Label BRM
Code Class PO Fin MNum Work has not been saved, ZIP ZIP ZIP
Save changes before proceeding?

P 00203 519939 M 00357 2
—— 219999 = Leave this page N i
00305 519999 M H
00306 M 519999 < Stay on this page N )
00210 519939 M oo0z12 @

Leave this page: Closes the page without saving data. Similar to
the “No” button in the old version.

Stay on this page: Closes this popup. Similar to the “Cancel”
button in the old version. Allows user to click the SAVE Icon.



POSTALSERVICE ® Validation of Changes Window

Current Confirmation Window

FZ ZIP Code Maintenance

Screen  Edit Mavigation  Help

4 +|—| | 2

ZIF I:Dde:IEIEISEIS Retrieve I Find ZIF I:-:n:le:l

ZIF | 2P . Auta | City | Mail Oft | Label | BRM-S
Code |Class| 7O FinHum PO Name Zane| Dele | Pres |24 ASU L 20 | 2R | 2P
00303 F19993  |HANADL M| v | N | MD | 70030 | M 00357
00304 519993  [HaMADL C|MN | N |wva 70030 M

00305 519 70030 M

00306 | M GE: ¢ 70030 M

00310 F192 70030 M 0031z
00311 5199 ": work hias nat been saved. 70030 | M 00358
oz | B GE: B _— 70030 M BRM Z
0053 =T Save changes before proceedings T N

00329 F192 70030 M 0091z
00330 5199 &S Mo | Cancel | 70030 M 00358
00331 199 70030 M

00332 | P F19993  [HANADL M| v | N | YA | 70030 M -~

Yes: Saves the changes
No: Discards the changes

Cancel: Returns the user to the grid to make additional edits
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POSTAL SERVICE ® Window Message

When “retrieving” the window without saving,
this message will appear:

Work has not been saved
Save changes before proceeding?

When “exiting” _EEE (X)
 ves J no | concel | this message will appear:

0. Are you sure you want 1o leave this page?
Mezisge from webpage
Work has not been Laved.
“Lesve this page” without teang work

“Sray on Thit page™ 1o Felurn 10 the wiork seneen and Lanve
WD

Message on current application
(retrlevmg or exmng)

= Leawve this page

=* Stay on this page

Save changes before proceeding?




FOSTAL SERVRE® Adjusts/LACS

Screen~ N 5+ Delivery Point - Adjust/LACS
OOORAOOMGEE 06 L 006 O
@® Move () LACSAdd () LACSExisting () UnLACS (FROM) () Del Old LACS (FROM) () Del New LACS (TO) () Move Firm Initial: | N
FROM: Find Edit: TO:
ZIP Code: | 00303 Route:| Coo1 Vv Seq Num: ZIP Code:| 00303 Route: cool v
Edit Seq Edit Seq
Type | LACS | PBSA | SeqNum Num Addr Num = Secy Abbr | Apt/Rm Pre Street Name/Bl Type LACS PBSA  Seq Num Num Addr Num | Secy Abbr | Apt/Rm Pre Street Name/Bl
’ GS L 100 199 B MIDWAY A > GS L 100 199 B MIDWAY A
S} C 0.5 1 105 S C 0.5 1 105
S L 0.6 101 S L 0.6 101
S 1 2 100 S 1 2 100
BR 1 100 TEST BRM BR 1 100 TEST BRM

Screen Edit Mavigation View Options Help

4| +G|+H|P0|+R|+G|+A|+F[-8[-H] —|-00 il IT[RAIRP| S| %/

| " Move (" LACSAdd (" LACSExsting (" UnlLACS (FROM) (" DelOldLACS (FROM) (" DelNew LACS(TO) ¢ MaveFim InitiatIN_
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August 11, 2017

Mr, Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, beginning August 24, the Postal Service will distribute a mailer to
all City Carrier Assistants concerning the September 4 to October 18 Special Enrcllment Period
forthe USPS Health Benefits Plan.

The subject mailer provides information concerning enroliment deadlines, enroliment methods
and plan costs.

Please contact Noah Meyers at extension 5024 if you have questions concerning this matter.

Sincerely,

I

Alan S. Moore
Manager
Labor Relations Policies and Programs

Enclosure

475 |'ENFANT PLaza SW
WaSHINGTON DG 20260-4101
WWWLUSPS.COM
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[DATE]

[NAME]
[ADDRESS]
[ADDRESS]

ATTENTION: HEALTH BENEFITS ENROLLMENT OPPORTUNITY — DEADLINE APPLIES

You are receiving this mailing because you are eligible to enroll in or change your enroliment in
the USPS Health Benefits (USPSHB) Plan during the upcoming Special Enroliment Period for
City Carrier Assistants (CCAs).

There is a deadline to make this decision — you can enroll or change enroliment during the
Special Enroliment Period from September 4, 2017 — October 19, 2017, 11:59 PM Eastern
Time. Your coverage will be effective on October 28, 2017. If you do not enroll or change
enrollment during this Special Enrollment Period, your next opportunity is Open Season, which
is November 13, 2017 — December 11, 2017. Elections made during Open Season take effect
January 6, 2018. You may also enroll or change your enroliment if you have a qualifying life
event (for example, marriage or birth of a child).

Per Pay Period Premium Contributions for USPSHB Plan
First CCA Appointment

. Total Premium | What USPS Pays | What YOU Pay
Self Only $165.00 $125.00 $40.00
Self Plus One $330.00 $214.50 $115.50
Self and Family $495.00 $321.75 $173.25

All Subsequent CCA Appointments*

Total Premium | What USPS Pays | What YOU Pay
Self Only $165.00 $125.00 $40.00
Self Plus One $330.00 $247.50 $82.50
Self and Family $495.00 $371.25 $123.75

*After initial appointment of a 360-day tern and upon reappointment fo another 360-day term

How to Enroll

During the Special Enroliment Period, you may use PostalEASE employee self-service to enroll
in the USPSHB Plan or change your enrollment September 4, 2017 — October 19, 2017, 11:569
PM Eastern Time. Your coverage will be effective on October 28, 2017.

Before enrolling, you should read the Guide to USPS Health Benefits Plan on LiteBlue at
https:/iteblue.usps.gov/uspshbp. On the website you will find important rules, premium rates
for the plan, and the Posta/EASE Worksheet, which should be completed prior to entering your
election in PostalEASE so that you have all of the required information ready to enter.

Once you have decided to enroll, access PostalEASE via the web at https://iiteblue.usps.gov,
an Employee Self-Service Kiosk (available at some facilities), or by calling the Employee
Service Line at 1-877-477-3273, option 1; TTY 866-260-7507. We strongly recommend that if

BENEFITS AND COMPENSATION
PO Box 870400
GREENSBORO NG 27497-0400

1of2




you are enrolling in Self Plus One or Self and Family that you use the web version of
PostalEASE, and not the phone. Use your USPS Employee 1D number (EIN) found at the top of
your earnings statement and USPS Self-Service password to access LiteBlue and PostalEASE
via the web. Use your USPS EIN and current 4-digit USPS PIN to conduct self-service
telephone transactions on the telephone using IVR. If you don't know your USPS Self-Service
Password, you can reset your USPS Self-Service Password (and USPS PIN) using the Self-
Service Profile (S§SP) Application at www.ssp.usps.gov or via links provided on the LiteBlue and
Blue logon pages.

The quickest way for your election to be processed is for you to use PostalEASE. However, if
you are unable to use PostalEASE, you may also complete the PosfalEASE Worksheet
(available on LiteBlue) and mail it to the HR Shared Service Center at:

HRSSC
Compensation/Benefits

PO Box 970400
Greenshoro NC 27497-0400

Further Information Available at LiteBlue
Plan information for the USPS Health Benefits Plan is available on LiteBlue at

https://liteblue.usps.gov/ JSPSHBP. Before you decide to enroll read the Summary of
Benefits and Coverage, which provides a helpful overview of what the USPS Health
Benefits Plan covers and your share of health care costs.

If you have questions relating to your benefits, please contact the HRSSC at 1-877-477-

_ 3273, option 5; TTY 1-866-260-7507.

BENEFITS AND COMPENSATION 20f2
PO Box 970400
(GREENSBORG NC 27497-0400
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August 31, 2017

Mr. Brian J. Wagner Sent by Fax
President

National Association of Postal Superviscrs

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service will be soliciting employee participation in our
2017 holiday advertising campaign.

Employees who are interested in participating must submit a questionnaire and a video.
Instructions for submission are found at https:/app.smartsheet.com/biform/ag86a74e74b07410
e8d2ec/f02de7191f Submissions will be accepted until September 158

‘Pleasecontact Bruce Nicholson at 7773 if you have questions concerning thismatter.~ — -

[T
Alan S, Moore
Manager
Labor Relations Policies and Programs

476 LENFANT PLaza SW
WasHINGTON DC 20260-4101
WINW, LISPS.COM
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August 16, 2017

Mr. Brian J. Wagner Faxed
President

National Association of Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

This is in further reference to our August 15 notice (enclosed) concerning the expansion
of Sunday delivery of Priority Mail.

A revised list of expansion sites is enclosed. The planned August 20 start date has not
changed.

Please contact Bruce Nicholson 7773 if you have questions concerning this matter.

Sincerely, e

%

Alan 8. Moore
Manager
- Labor Relations Policies and Programs

Enclosures

475 'ENFANT PLaza SW
WasHinaTon DC 20260-4101
WWW.USPS,COM
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August 15, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian;

This is in further reference to our July 7 notice concernlng the delivery of Priority Mail in
select Sunday delivery hubs.

Beginning August 20, we will expand Sunday delivery of Priority Mail to the ZIP Codes
listed in the enclosure.

Please caontact Bruce Nicholson 7773 if you have questions concerning this matter.

Alan S, Moore
Manager
Labor Relations Policies and Programs

Enclosure

476 L'ENFANT PLaza SW
WasHingTen DG 20260-4101
WWW.USPS,.00M




Sunday Delivery Priority Mail - Expansion Sites (Revised 8/16/17))

AMZ Sorl SORT Hub Zip

Arg . District Canter_ |ZIF% | SCHEME |NAME ADDRESS CITY STATE | ZIP GODE
CAPITAL METRO _|ATLANTA ATLS 30004|  30004|ALPHARETTA CARRIER ANNEX 1206 BLUEGRASS LAKES PKWY STE A [ALPHARETTA GA 30004
CAPITAL METRO _|ATLANTA ATLE 30006)  30005{WEBE BRIDGE 4575 WEBB BRIDGE RD ALPHARETTA GA 30005
CAPITALMETRO _|ATLANTA ATLS 30008)  30084{WESTSIDE CARRIER ANNEX 2024 MACLAND CROSSING CIR SW _ [MARIETTA GA 306008
CAPITAL METRO | ATLANTA ATLB 30073 30013|CONYERS 1706 HIGHWAY 138 SE GONYERS GA 30013
CAPITAL METRG | ATLANTA ATLE 80014  30014|COVINGTON CARRIER ANNEX__ | 10721 COVINGTON BY PASS RDY COVINGTON GA 30014
CAPITAL METRO | ATLANTA ATLE 30011]  30071[DACULA 470 DAGULA RD DACULA GA 30018
CAPITALMETRO [ATLANTA ATLE 50024| 30024 SUWANEE 00 PEACHTREE INDUSTRIAL BLYD | SUWANEE GA 30024
CAPITAL METRG-_|ATLANTA ATLE 50034] 30034 DECATUR 620 W PONCE DE LEON AVE DECATUR GA 30030
CAPITAL METRC _|ATLANTA ATLe 30039  30038|CENTERVILLE BRANCH 3375 CENTERVILLE HWY SNELLVILLE GA 30036
CAPITALMETRO _|ATLANTA ATLE 30028] _ 30028| CUMMING 625 TRIBBLE GAF RD CUMMING GA 30040
CAPITAL METRO _|ATLANTA ATLE 50046  30045|LAWRENCEVILLE NORTH 1667 BUFORD DR LAWRENCEVILLE GA 30043
CRPITAL METRO |ATLANTA ATLE 30044] 30044 |LAWRENGEVILLE 36 PATTERSON RD LAWRENCEVILLE GA 30044
CIPITAL METRO |ATLANTA ATLE 30047|  30047|GLBURN——— ~ 4370 LAWRENCEVILLE HWY NW LILBURN GA 30047
CAPITAL METRQ _[ATLANTA ATLG 30062| 20052 |LOGANVILLE 4160 LOGAN DR LOGANVILLE GA 30062
CAPITAL METRO _|ATLANTA ATLG 30038| 30038 |LITHONIA 3035 STONE MOUNTAIN ST LITHCONIA GA 30068
CAPITAL METRO " |ATLANTA ATLG 30060 30060 MARIETTA 257 LAWRENCE ST NE MARIETTA GA 50063
[CAPITAL METRD _|ATLANTA ATLE 30062| 30062 WEST OAK CARRIER ANNEX  [1881 W OAK PKWY MARIETTA GA 50062
CAPITAL METRO__|ATLANTA ATLE 30066| __ 30066 SPRAYBERRY 2886 SANDY PLAINS RD MARIETTA GA 30068
CAPITAL METRD _|ATLANTA ATLE 30067 30067 MCUNT BETHEL 4465 LOWER ROSWELL RD MARIETTA GA 30068
CAPITAL METRO |ATLANTA ATLG 30092] 30082 NDRCROSS 266 MITCHELL RD NORCROSS GA 30071
CAPITAL METRO _|ATLANTA ATLE 30076] 30075 CROSSTOWN CARRIER ANNEX |225 E CROSSVILLE RD ROSWELL GA 30075
CAPITAL METRG _|ATLANTA ATLE 30076  30076| ROSWELL 8920 EVES RD ROSWELL GA 30076
CAPITAL METRC _|ATLANTA ATLS 30080  30080{SMYRNA 850 WINDY HILL RO SE SMYRMA GA 30080
CAPITAL METRO |ATLANTA ATLS 30087| 30067 |STONE MOUNTAIN 5181 W MOUNTAIN 8T STONE MOUNTAIN GA 30083
GAPITALMETRO _|ATLANTA ATLE 30084]  30084|TUCKER 4326 15T AVE TUGKER GA 30084
CAPITAL METRO _|ATLANTA ATLS 50086]  30086|DULUTH 3470 MCCLURE BRIDGE RD BULUTH GA 30066
CAPITAL METRO _|ATLANTA ATLE 30101|  30101|ACWORTH GARRIER ANNEX  |4200 MCEVER INDUSTRIAL DR MW [ACWORTH GA 20101
CAPITALMETRO _|ATLANTA ATLS 30114]  30114|CANTON 2400 RIVERSTONE BLVD CANTON GA 30114
CAFITAL METRG _|ATLANTA ATLS 30116]  30716|CARROLLTON 118 THOMAS NEWELL WAY CARROLLTON GA 20117
CAPITALMETRO _|ATLANTA ATLS 30120]  30120|CARTERSVILLE 25 LIBERTY DR CARTERSVILLE GA 0127
CAPITALMETRO _|ATLANTA ATLE 30124]  30125|CEDARTOWN 145 WEST AVE CEDARTOWN GA 30125
CAPITAL METRO _|ATLANTA ATLG 30108 30108{MABLETON 6284 FLOYD RD SW MABLETON GA 30128
CAPITAL METRO _|ATLANTA ATLG 30127| 20727 |POWDER SPRINGS 4644 POWDER SPRINGS DALLAS RD | POWDER SPRINGS GA 50127
CAPITAL METRO _|ATLANTA ATLG 30732] 00132 |DALLAS 280 MERGHANTS DR DALLAS GA 50132
CAPITAL METRO _|ATLANTA ATLE 30734 50133 DOUGLASVILLE 6000 STEWART PRWY DOUGLASVILLE GA 30136
CAPITALMETRD _|ATLANTA ATLE 307148 50143|JASPER 100 EAGLES LNDG JASPER GA 30143
GAPITAL METRO _|ATLANTA ATLE 30724 30144 KENNESAW 2001 DUNCAN DR NW KENNESAW GA 30144
CAPITAL METRO _|ATLANTA ATLS 30762 B0162| KENNESAW CARRIER ANNEX—|8660-COBE INTERNATIONAL BLVD NW—KENNESAVY GA—| 30162
CAPITAL METRO _|ATLANTA _|ATL8 30161]  30161|ROME 1420 MARTHA BERRY BLVD NE ROME GA 30185
CAPITAL METRO _|ATLANTA T |aTie 30188] 30168 WOODSTOCK 225 PARKWAY 576 WODDSTOCK GA 0168
CARITAL METRO _|ATLANTA ATLS 30214] 30214 [FAYETTEVILLE CARRIER ANNEX | 1430 HIGHWAY 54 W FAYETTEVILLE GA 30214
CAFITAL METRG _|ATLANTA ATLS 30223] 30223 |GRIFFIN 101 N 8TH ST GRIFFIN GA 50223
CAPITAL METRC |ATLANTA ATLE 30216]  30253|JACKSON 481 E 2ND 8T JACKSON GA 50233
GAPITAL METRO _|ATLANTA ATLE 30236|  30238| JCNESBORO 255 N MAIN ST JONESBORC GA 80238
CAPITAL METRO _|ATLANTA ATLS 30240 30240|LAGRANGE 850 LAFAYETTE PKWY LAGRANGE GA B0241
CAPITAL METRC _|ATLANTA ATLE 30262]  30263|MCDONOUGH 100 FOSTMASTER DR MCDONGUGH GA 30263
CAPITAL METRO | ATLANTA ATL8 30263  30263|NEWNAN 50 POSTAL PRWY NEWNAN GA 50263
[CAPITAL METRO _|ATLANTA ATL8 30266|  30268|PEACHTREE CITY 151 HIGHWAY 74 S PEACHTREE CITY GA 36269
CAPITAL METRO__|ATLANTA ATLS 30973] " 30273|STOCKERIDGE 110 WALTER WAY STOCKBRIDGE |GA 30281
|CAPT T ATLANTA ATLS 3036 30328{NORTHSIDE CARRIER 3840 ROSWELL RD NE ATLANTA GA 30305
CAPITAL METRO |ATLANTA ATLS §0308| _ 20308|RALPH MCGILL GARRIER 822 RALPH MCGILL BLVD NE ATLANTA GA 30306
CAPITAL METRO |ATLANTA ATLE B0305| 80309 |MIDTOWN 1072 W PEACHTREE ST NW ATLANTA GA 30309
[CAPITAL METRO {ATLANTA ATLE 30313| 30318 MARTECH 987 BRADY AVE NW_ ATLANTA GA 30318
[CAPITAL METRO  |ATLANTA ATLE 30319| 50319 NGRTH ATLANTA 1920 DRESDEN DR NE ATLANTA GA 30319
CAPITAL METRQ _|ATLANTA ATLE 30324] 50324 BROADVIEW 780 MOROSGO DR NE ATLANTA GA 30324
CAPITAL METRO _|ATLANTA ATLS 30338 30508 DORAVILLE 4700 LONGMIRE EXT ATLANTA ; GA 30340
GAPITALMETRO _[ATLANTA ATLG 30331]  30331|0LD NATIONAL 2386 GOOBY RD ATLANTA GA 30349
CAPITALMETRG _[ATLANTA ATLG 30338 30339|NCRTHRIDGE STATION 1186 HIGHTOWER TRL ATLANTA GA 30350
CAFITAL METRO _|ATLANTA T |aTee 30607 50501 | GAINESVILLE ‘ 364 GREEN ST NE GAINESVILLE GA 30501
CAPITAL METRO _|ATLANTA ATLE 20518] 30518 BUFORD CARRIER ANNEX 2766 HAMILTON MILL RD BUFORD GA 30518
CAPITAL METRO _|ATLANTA ATLG 30807| 30601 [ATHENS 76 OLYMPIC DR ATHENS GA 50801
GREAT LAKES __|GATEWAY MGG 63705  63105|CLAYTON 7750 MARYLAND AVE SAINT LOVIE MO 63105
[GREAT LAKES  |GATEWAY MCI5_ | 83108]  63108|FREDERICK N WEATHERS 3416 N KINGSHIGHWAY BLYD SAINT LOUIS MO 63116
[GREAT LAKES __ |GATEWAY MCI5 | 63104  63104|MARYVILLE GARDENS 2020 MERAMEG ST SAINT LOUIS MO 63118
[GREAT S |GATEWAY MEIB 63119 65119|MACKENZIE POINTE 7247 WATSON RD SAINT LOUIS MO 6a71e
[GREAT LAKES  |GATEWAY MCI5 63122] _ 65122|SAPPINGTON 11662 GRAVOIS RD SAINT LOUIS MG 63128
GREAT LAKES  |GATEWAY MCI5 63129] 63129 SOUTH COUNTY - 5636 TELEGRAPH RD SAINT LOUIS 63120
GREATLAKES _ |GATEWAY MCI5 63130] _ 83130|UNVERSITY GITY 5671 KINGBLAND AVE SAINT LOUIS 63130
GREATLAKES _ |GATEWAY MCI5 63121 63121|JENNINGS 9870 HALLS FERRY RD SAINT LOUIS 63136
GREATLAKES  |GATEWAY MCI5 63176] _ &3116[SOUTHWEST 3232 CLIFTON AVE SAINT LOLIIS 63139
GREATLAKES  |GATEWAY MCI5 | 63124 ©3124|CREVE COEUR "|331 N NEW BALLAS RD SAINT LOUIS 63141
GREATLAKES  |GATEWAY MCI5 | 83101)  63101|GARRIER SQUARE 1720 MARKET 5T RM G206 SAINT LQUIS B 53165
GREATLAKES  |GREATER INDIANA CVG5 | 46204  46204|CIRGLE CITY 458 N MERIDIAN ST STE X INDIANAP QLIS N 46204
CREATLAKES  |GREATER INDIANA CVGE | 48201 46201|BAGON ] 2127 E55TH 8T INDIANAPQLIS N 46220
[GREAT LAKES | GREATER INDIANA CVGE 46258 | SOUTHPORT 1701 E EDGEWOOD AVE INGIANAPOLIS N 6227
GREAT LAKES | GREATER INDIANA CVGs 46229] CAKLANDON 12125 E B5TH ST INDIANAPGLIS N 46236
GREAT LAKES | GREATER INDIANA CvEs 45268 |NGRA ] 1300 E 88TH ST STE 36A INDIANAPOLIS N 46240
[GREAT LAKES~ |GREATER INDIANA CVEs 46314 PARK FLETCHER 2760 FORTUNE GIR E INDIANAPCLIS N 46241
[GREAT LAKES  |GREATER MICHIGAN DTWS 49307 | CALEDONIA 9339 GHERRY VALLEY AVE SE CALEDONIA M 49318
GREAT LAKES __ |GREATER MICHIGAN DTWS 49841 ROCKFORD CARRIER ANNEX__ |241 ROCKFORD PARK DR NE ROCKFORD M 45341
GREAT LAKES | GREATER MICHIGAN DTWS 45423 HO[LAND T0GESTHST HOLEAND Ml 46453
[GREATLAKES _ |GREATER MICHIGAN  [DTWS 18426 JENISON 408 CHIGAGO DR JENISON MI 45428
GCREATLAKES  |GREATER MICHIGAN DTWS__ | 49412 48412 MUSKEGON 800 18T 8T MUSKEGON MI 48440
CAPITAL METRC |GREATER 8 CAROLINA _ [CLTS 29115 28115 |Orangeburg 1550 MIDDLETON ST Orangablirg 5C 20116
CAPITAL METRC | GREATER 5 CARDLINA__|CLTS 29750 28150 Sumier 311 N MAIN 8T Sumier 5C 26150
[CAFITAL METRO |GREATER 5CARDLINA__ |CLT6 | 29033 28033|CAYCE WEST COLUMBIA 1536 PLATT SPRINGS RD WEST COLUMBIA 56 29169
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CAPITAL METRO |GREATER 5 CAROLINA__ [CLTE 20201] _ 29201]COLUMEBIA 1801 ASSEMBLY ST COLUMBIA éc 20201
CAPITAL METRO _|GREATER 5 CAROLINA __ [CLT6 29061) _ 20200|LEESBURG 7408 GARNERS FERRY RD COLUMBIA sC 20200
CAPITAL METRO |GREATER S CAROLINA _ [GLTE 20210|  29210/DUTCH FORK 1120 BRIARGATE CIR COLUMBIA 5G 26210
CAPITAL METRO |GREATER 8 CAROLINA __ [CLT 20223|  29223|NORTHEAST 8505 TWO NOTGH RD COLUMEIA £¢ 26773
CAPITAL METRO _|GREATER S CAROLINA _[CLT6 29302| __ 29302 SPARTANBURG 250 § CHURCH 8T SPARTANBURG §C 20306
CAPITAL METRO |GREATER S CAROLINA _[CLT6 20806| 29508 GREENVILLE 00 W WASHINGTON 5T GREENVILLE 5C 29602
CAPITAL METRO |GREATER 8 CAROLINA __ |CLT 29527| 29621 ANDERSON 19008 N MAIN 8T ANDERSON 5C 29621
CAPITAL METRO |GREATER S CAROLINA__|ATLB 29872| _ 29672|Clamson 519 COLLEGE AVE CLEMSON §C 29637
CAPITAL METRO |GREATER S CAROLINA__ [GLT5 29873] 20675 EASLEY 810 5 PENDLETON 5T EABLEY §€ 29540
CAPITAL METRO |GREATER S CAROLINA _ |CLTS 29850] 29650 GREER 504 PENNSYLVANIA AVE GREER 5C 29560
GAPITALMETRO |GREATER § CAROLINA__ |GLT5 29887 29687 | TAYLORS 4359 WADE HAMPTON BLVD TAYLORS ] 20867
NORTHEAST LONG JSLAND EWR5 | 11654 11654 GARDEN CITY 800 FRANKLIN AVE GARDER GITY Y 51530
NORTHEAST LONG JSLAND EWRG | 11567  11581|LYNBRCOK 100 BROADWAY LYNBROOK Y 11663
NORTHEAST LONG ISLAND EWRG | 11736]  11735|WEST BABYLON 385 ROUTE 109 WEST BABYLON NY 11704
NORTHEAST LONG ISLAND EWR5S | 11795]  11785|BAY SHORE 1314 5TH AVE BAY SHORE NY 11706
NORTHEAST LONG ISLAND EWRS | 1783 11793|BELLMCRE 611 MERRICK RD BELLMORE NY 11710
NORTHEAST LONG ISLAND EWRS | 11779  11779|CENTEREACH %45 CENTEREAGH MALL CENTEREACH NY 11720
NORTHEAST LONG ISLAND EWR5 | 11768]  11788|EAST NORTHFORT 257 TARKFIELD RD EAST NORTHPORT NY 11731
NORFHEAST LONG ISLAND EWRG | 11796  11796|HOLBROOK 445 FURROWS RD HOLBROOK NY 11741
NORTHEAST LONG ISLAND EWRE | 19743 11743|HUNTINGTON STATION 858 £ JERICHO TPKE HUNTINGTON STATION NY 11746
NORTHEAST LONG ISLAND EWRS _ | 11764  11784|PORT JEFFERSON STATION 544 JEFFERSON PLZ PORT JEFFERSON STATION |NY 11776
NORTHEAST LONG ISLAND EWRE | 17714 __ 11714[HICKSVILLE 185 W JOFIN §T HICKSVILLE NY 11801
NORTHEAST NORTHERN NEW ENGLANL| BOSS 3038] _ 3038|DERRY 24 TSIENNETO RD DERRY NH 2038
NORTHEAST NORTHERN NEW ENGLANT] BOS6 2102] __ 5102|MANCHESTER WEST 10 LANCE LN GOFFSTOWN NH 3045
NORTHEAST NORTHERN NEW ENGLANLC|BOSS 3082 53062 |HUDSON 35 EXECUTIVE DR HUDSON NH 3051
MORTHEAST NORTHERN NEW ENGLANC BOSE 2084] 3064 |NASHUA 38 SPRING ST NASHUA RH 3080
NORTHEAST NORTHERN NEW ENGLANC|BOSE 3087| 3067 |SALEM 51 5 BROADWAY SALEM N 3079
NORTHEAST NORTHERN NEW ENGLANL|BO5S 3106 3108|MANCHESTER SOUTH 7 PERIMETER RD STE 2 MANCHESTER NH 3103
NORTHEAST NORTHERN NEW ENGLANCBOS6 3246|  3246|LACONIA 33 GHURGH ST LACONIA NH 3248
NORTHEAST NORTHERN NEW ENGLANC BOSS 3304]  3304|CONCORD 22 GHENELL DR CONCORD NH 3301
NORTHEAST NORTHERN NEW ENGEANC|BOS5 3431 3431 |KEENE 196 MAIN ST KEENE NH 3431
NORTHEAST NORTHERN NEW ENGLANL/BDLS 3786 3766 WEST LEBANON 66 BENNING ST STE 10 WEST LEBANON NH 3784
NORTHEAST NORTHERN NEW ENGLANCBOS6 3820 53820|DOVER 133 WASHINGTON ST Daver N 3820
NORTHEAST NORTHERN NEW ENGLANC|BOSS. 3833 3833 |[EXETER 34 FRONT ST EXETER NH 3833
NORTHEAST NORTHERN NEW ENGLANE|BDLS 5101 5101 |BECLOWS FALLS 7 BRIDGE ST BELLOWS FALLS VT 5101
NORTHEAST NORTHERN NEW ENGLANC|BDLE 5156 5156|SPRINGFIELD 132 MAIN 8T SPRINGFIELD VT 5158
NORTHEAST NORTHERN NEW ENGLANCIBDLE 5201 5201 |BENNINGTON 108 ELM 5T BENNINGTON VT 5201
NORTHEAST NORTHERN NEW ENGLANCIBDLS 5301 5301|BRATTLEBORO 204 MAIN 8T STE JJ BRATTLEBORC VT 5301
NORTHEAST NORTHERN NEW ENGLANCIBOSS 5401 5401| BURLINGTON 330 PINE ST BURLINGTON VT 5401

= |NORTHEAST ___|NORTHERN NEWENGLANOBDLS | 5701 57CT[RUTLAND 16T WEST ST STEJJ RUTLAND VT E701

" |NORTHEAST NORTHERN NEW JERSEY |EWRS 7014 7014|CLIFTON £17 PAULISON AVE CLIFTON - NJ 7011
NORTHEAST NORTHERN NEW JERSEY |EWRS 7093 7083 HOBOKEN 50 RIVER &7 HOBOKEN N | 7080
NORTHEAST NORTHERN NEW JERSEY |EWRS 7006 7006 MONTCLAIR 125 GLENRIDGE AVE MONTCLAIR Nd 7042
NORTHEAST NORTHERN NEW JERSEY |EWRS 7062 7082 | ORANGE 584 MAIN 5T ORANGE NJ 7080
NORTHEAST _ |NORTHERN NEW JERSEY |EWRS5 7069 7059|PLAINFIELD 201 WATCHUNG AVE PLAINFIELD NJ 7080
NORTHEAST  |NORTHERN NEW JERSEY |EWRS5 7050 7080|UNION 1130 W CHESTNUT ST UNION NJ 7083
NORTHEAST _ |NORTHERN NEW JERSEY |[EWRS 7084 7084 |SECALCUS 500 GOUNTY AVE SECAUCUS NJ 7084
NORTHEAST |NORTHERN NEW JERSEY |[EWRS 7186]  7102|BELLEVILLE ANNEX 525 MAIN ST BELLEVILLE N 7109
NORTHEAST " |NORTHERM NEW JERSEY |EWRS 7006]  7036|ELIZABETH 310 N BRGAD ST ELIZABETH N 7208
NORTHEAST NORTHERM MEW JERSEY |EWRSE 7047 7047 |JERSEY CITY 69 MONTGOMERY ST JERSEY CITY N 7302
MNORTHEAST  INORTHERM NEW JERSEY [EWRS 7974|  7o74|SUMMIT 61 MAPLE ST SUMMIT N 7801
NORTHEAST " |NORTHERN NEW JERSEY [EWRS 7981 7881 |MORRISTOWN 150 RIDGEDALE AVE MORRISTOWN Nl 7860
NORTHEAST NORTHERN NEW JERSEY |EWRSE 8657 8867 |EAST BRUNSWICK 614 CRANBURY RD EAST BRUNSWICK NJ 8816
NORTHEAST ' |NORTHERN NEW JERSEY |EWR6 £817 8817 |EDISON 2101 STATE ROUTE 27 EDISON ] 8817
NORTHEAST NORTHERN NEW JERSEY [EV 8 8822|HILLSBOROUGH 437 AMWELL RD HILLEBOROUGH NJ 8844
NORTHEAST NORTHERMN NEW JERSEY |EWRE 6885 8885 |PHILLIPSBURG. 361 MEMORIAL PKWY PHILLIPSBURG NJ 8865
MORTHEAST NORTHERN NEW JERSEY |EWRA 5904| ~ 5904 |KILMER RETAIL 21 KILMER RD - EDISON NJ 8895
WESTERN NORTHLAND M&Ps | 56088 £6088|CIRCLE PINES 300 CVIC HEIGHTS DR CIRCLE PINES MN 65014
WESTERN NORTHLAND MSPG | 56075  66076|SCLTH SAINT PAUL 236 CONCORD EXCHANGE N SOUTHSAINT PAUL. —— |MN 55076
WESTERN NORTHLAND MSP5 | 56003|  55003|0AK PARK HTS CARR|ER ANNEX |5520 MEMORIAL AVE N STILLWATER C O MN 55082
WESTERN NORTHLAND MEP5 | 56104  65104|ROSEVILLE |z000 COUNTY ROAD B2 W BAINT PAUL MN G513
WESTERN NORTHLAND MSP5 | 66118|  66118[EAGAN 3145 LEXINGTON AVE § EAGAN MN 55121
WESTERN NORTHLAND M8PE | 56125  66126| WOCDBURY 7585 CURRELL BLVD BAINT PAUL MN 55125
WESTERN NORTHLAND MSP5 | 56109  56108|VADNAIS HGTS CARRIER ANNEX |4360 MCMENEMY ST BAINT PAUL MN 55127
WESTERN NORTHLAND MSPE | 56304  55304|ANDOVER CARRIER ANNEX 15219 BLUEBIRD ST NW ANDOVER MN 55304
WESTERN NORTHLAND MSP5 | 56311  66311|MAPLE GROVE 13600 GROVE DR__ MAPLE GROVE MN 5531+
[WESTERN  [NORTHLAND MSP5 | 56318|  £56318|CHANHASSEN CARRIER ANNEX |1775 LAKE DR W CHANHASSEN w7 sEar7
WESTERN _|NORTHLAND MSP5 | 56337| 56337 |BURNSVILLE 13860 NICOLLET BLVD BURNSVILLE MM s
WESTERN ~ |NORTHLAND MSP5 | 553056  B6205|HOPKINS §101STSTS HOPKINS N
WESTERN NORTHLAND MEP5 [ 56419]  55415[LAKE STREET 0 E 31ST 8T MINNEAPOLIS MN 55408
WESTERN NORTHLAND MEP5 | 55426 55426] ELMWOOD. 5100 W 36TH ST MINNEAPOLIS MN 56416
WESTERN NORTHLAND M3P5__ | 55413 56413|EASTSIDE 1600 18TH AVE NE MINNEAPOLIS MM 56418
WESTERN NORTHLAND MEPS__ | 55444 56444 {BRODKLYN CENTER 6048 LEE AVE N MINNEAPOLIS MM 56420
WESTERN NORTHLAND MSP5__ | 56437| B5437[WEBTEDINA MINNEAPOLIS MN 55439
WESTERN NORTHLAND MEPS5 55442 86442 LOST LAKE 5 46TH AVE N MINNEAPOLIS MM 56442
WESTERN NORTHLAND MEP5 | 55433]  55448|GOCN RAPIDS " |16250 FOLEY BLVD NW MINNEAPOLIS MN 56445
EASTERN OHIQ VALLEY _|cies 43015]  43015]DELAWARE 35 5 LIBERTY ST ] DELAWARE OH 43015
EASTERN CHIO VALLEY CLEG 43016} 43016 |DUBLIN B400 EMERALD PRWY DUBLIN oH 43016
EASTERN __ |OHIO VALLEY PITS 43056| 43056 NEWARK 70 E CHURCH 8T _ |NEWARK o O 43085
EASTERN GHIO VALLEY CLES {45056| ~ 43085 FOWELL 40 GRAGE DR |POWELL ~ |oH " 43085
[EASTERN —— [OHIO VALLEY CLEG 453004| 43604 REYNOLDSBURG 7185 E MAIN ST REYNOLDSBURG OH 43088
[EASTERN OHID VALLEY CLEh 45081 43082 |WESTERVILLE 817 MCCORKLE BLVD WESTERVILLE _ OR 43082
[EASTERN OHIO VALLEY CLES 45123|_ 43125|GROVE CITY 2539 DARTMOCR RD GROVE CITY o 43123
EASTERN OHIG VALLEY CLES 43180 43130|LANCASTER 204 § BROAD ST LANCASTER OH 43130
EASTERN OHIG VALLEY CLES 43137] 43157 |GROVE CITY 2540 DARTMOOR RD GROVE CITY oH 43157
EASTERN OHIO VALLEY GLES 43710] 43110|PICKERINGTON 520 HILLRD' N PICKERINGTON OH 43147
EASTERN OHIQ WALLEY CLES 43202 43202 BEECHWOLD 4364 N HIGH ST COLUMBUS OH 43214
EASTERN ORIO VALLEY GLES 43118 43119|COLUMBUS L 860 TWIN RIVERS DR COLUMBUS OH 43218
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EASTERN OHIO VALLEY GLES 43211 43211]OAKLAND PARK 2200 |NNIS RD COLUMBUS- OH 43224
EASTERN OHIO VALLEY CLES 43207 43207 EASTLAND 2601 COURTRIGHT RD COLUMBUS OH 45232
EASTERN OHIC VALLEY CLES 43235 43235 WEST WORTHINGTON 6316 NICHOLAS DR COLUMBUS OH 45235
PACIFIC SAN DIEGO ONT5 | 01802]  91802[CHULA VISTA 750 3RD AVE CHULA VISTA CA 81910
PACIFIC SAN DIEGO ONTS | 91941[  97941](A MESA 10174 AUSTIN DR SPRING VALLEY CA 81877
PACIFIC SAN DIEGO ONT5 | 92008  92008|LA GOSTA CARLEBAD 1700 AVIARA PKWY CARLSBAD CA 92011
PACIFIC SAN DIEGO ONT5 [ 92079[  92019[EL CAJON 401 W LEXINGTON AVE EL CAJON cA 92020
PACIFIC SAN DIEGO ONT5 _ 192014[  92014|ENCINITAS 1160 GARDEN VIEW RD ENCINITAS CA 82024
PACIFIC SAN DIEGO ONTS | 92026]  92025|ESCONDIRO 1157 W MISSION AVE EBCONDIDG CA 92025
PACIFIC SAN DIEGO ONTS | 62054]  92064|OCEANSIDE 1885 AVENEDA DEL ORO OCEANSIDE CA 92068
PACIFIC SAN DIEGO ONTE | 62064]  92054|POWAY 13308 MIDLAND RD POWAY CA 02064
PACIFIC SAN DIEGO ONTS | 52069  02089|5AN MARCOS 420 N TWIN OAKS VALLEY RD SAN MARCOS CA 52068
PACIFIC SAN DIEGO ONTE | 62003]  92003|PALA VISTA ANNEX 16265 B VISTA WAY VISTA CA 92084
PACIFIC SAN DIEGO ONTS | ©2102|  2102[RIVERFRONT GARRIER 04 ANNEX 2600 CAMING DEL RIO N 8AN DIEGD CA 82108
PACIFIC SAN DIEGO ONTS [ 62106]  92108|MIDWAY 2701 MIDWAY DR 8AN DIEGO cA 92110
PAGIFIC SAN DIEGD ONTS | ezi08|  52108|LINDA VISTA 2150 COMSTOCK 5T SAN DIEGO CA 92111
PAGIFIC SAN DIEGO ONTE | ©2116] ©2115[GRANTVILLE 4740 MISSION GORGE P, SAN DIEGO CA 92120
PAGIFIG SAN DIEGD ONTE | B2037|  ©2037|LA JOLLA ANNEX UC 5047 SHOREHAM P, SAN DIEGO CA 82122
PACIFIC SAN DIEGD ONTE | e2128|  ©2128|MIRA MESA 8051 MIRA MESA BLVD SAN DIEGO CA 82126
PACIFIC SAN DIEGO ONT& | 02927| ~ 92127 |RANCHO PENASQUITCS 6245 TWIN TRAILS DR SAN DIEGO CA 82129
PACIFIC SAN DIEGO ONTG | 92118 92118]0TAY MESA 2060 FERN AVE SAN DIEGD CA 82154
PACIFIC SANTA ANA ONTE | 9260Z| 92802 NORTHWCOD 1 LEAGUE IRVINE CA £2602
PACIFIC SANTA ANA ONTS | 92677) 92607 |LAGUNA EEACH 29911 NIGUEL RD LAGUNA NIGUEL CA 62607
PACIFIC BANTA ANA ONTS | 92608 _ 92B18|IRVINE 16642 SAND CANYON AVE IRVINE CA 62619
PACIFIC SANTA ANA ONTS | 92604| 92614 HARVEST 17192 MURPHY AVE IRVINE CA 92823
PACIFIC SANTA ANA ONTS | 92626  92626/COSTA MESA 1690 ADAMS AVE COSTA MESA CA 52828
PACIFIG SANTA ANA ONTS | 92624 92629 DANA POINT 24551 DEL PRADO DANA POINT CA 92828
PACIFIC SANTA ANA ONT5 | 92680  92600|EL TORO 24562 RAYMOND WAY LAKE FOREST CA 92830
PACIFIC SANTA ANA ONT5 | 92676 92615 HUNTINGTON BEACH 6771 WARNER AVE HUNTINGTON BEACH GA 92647
PAGIFIC BANTA ANA ONTS | 92637]  02647| AGUNA HILLS 24001 CALLE DE LA MAGDALENA LAGUNA HILLS CA 92654
PAGIFIC BANTA ANA ONTE | 92651]  92661|ALISO ViEJO CARRIER ANNEX |91 COLUMBIA ALISO VIEJO CA 92656
PACIFIG SANTA ANA ONTS | 92657|  92625|NEWPORT BEACH 1133 CAMELBACK 8T NEWPORT BEACH ch 92656
PACIFIC SANTA ANA ONTE | 92672 ©2674|SAN CLEMENTE 520 E AVENIDA PICO SAN CLEMENTE CA 92674
PACIFIC SANTA ANA ONTG | 62665] 52683 WESTMINSTER 15030 GOLDENWEST GIR WESTMINSTER CA 92685
PACIFIC SANTA-ANA ONTE | 2810 ©92668|RANGHO SANTA MARGARITA __|28862 AVENIDA DE LAS BANDERA RANCHO SANTA MARGARITA [CA 52688
PAGIFIC SANTA ANA " . [ONT6 [ o2675] _92675|SAN JUAN CAPISTRAND 78081 MARGUERITE PKWY MISSION VIEJO CA £2680
PACIFIC SIERRA COASTAL ONTS | 61006]  G1008|ARGADIA 41 WHEELER AVE ARGADIA CA 81006
PACIFIC SIERRA COASTAL ONTS | 91007 ¢001|PASADENA 500 LINCOLN AVE PASADENA CA 91109
PACIFIC SIERRA COASTAL - [ONTS | 01311]  91811|NORTHRIOGE 9534 RESEDA BLVD NORTHRIDGE CA 91324
PACIFIC SIERRA COASTAL ~ |ONT& | 91831 01337 MISSION-CITY 10919 BEPULVEBA BLVE | BAN-FERNANDO GA 9184

PACIFIC SIERRA COABTAL ONTS | 91320]  91820| THOUSAND OAKS |3436 E THOUSAND OAKS BLVD THOUSAND QAKS GA 91362
PAGIFIC SIERRA COASTAL ONT5 | 97361] 91301 WOODLAND HILLS |22121 GLARENDON §T WOODLAND HILLS CA 91367
PAGIFIC SIERRA COASTAL ONT5 | 971852 91352 BURBANK 2140 N HOLLYWOOD WAY BURBANK CA 91508]
PACIFIC SIERRA CGABTAL ONTS | 91661]__91601|NCRTH HOLLYWGOD 7036 LAUREL CANYON BLYD NORTH HOLLYWOOD [ 91605
SCUTHERN SOUTH FLORIDA MIAS 33004 53004 |HALLANDALE 500 5 FEDERAL HWY HALLANDALE BEACH FL 38009
SOUTHERN SOUTH FLORIDA MIAG 38055] 33065 MIAMI GARDENS 6193 NW 183RD 8T HIALEAH FL 38015
SOUTHERN SOUTH FLORIDA MIAS 33022 33020/ HOLLYWCOD 1801 POLK 8T HOLLYWOOD FL 38022
SOUTHERN S0OUTH FLORIDA MIAS | 36062  33052|POMPANG BEACH 2351 W ATLANTIC BLVD POMPANOBEACH [FL 33069
SQUTHERN BOUTH FLORIDA MIAS 33146]  33146[CORAL GABLES 261 VALENGIA AVE CORAL GABLES _ FL 33ia4
SOUTHERN BOUTH FLORIDA MIAS 33141] 38141 |NORMANDY 526 745T ST MIAMI BEACH FL 33441
$OUTHERN S0OUTH FLORIDA MIAS 33168 33168[ALLAPATTAH 1786 NW 28TH ST MIAMI FL 33142
SOUTHERN SOUTH FLORIDA MIA5 33143 39143|OLYMPIA HEIGHTS 3801 SW 117TH AVE MIAMI FL 33175
SOUTHERN SOUTH FLORIDA MIA5 33156  33156[SUNSET 7501 SW 117TH AVE MIAMI FL 33183
SOUTHERN SOUTH FLORIDA MIAS 33326|  33326|WESTON ) 1870 N CORPORATE LAKES BLVD WESTON FL 33326
SOUTHERN SOUTH FLORIDA MlAS 33394 33301|OAKLAND PARK 3360 NE 12TH AVE OAKLAND PARK FL 33334
EASTERN WESTERN NEW YORK PIT6 14808  14808|Greece 3245 Laita Rd Rochester L 14812
EASTERN WESTERN NEW YORK  |PITE 14807| 14807 |IRGNDEQUOIT 426 E RIDGE RD ROCHESTER HY 14621
EASTERN WESTERN NEW YORK ___|P[TS 14810]  14610[ROCHESTER GARRIER ANNEX  [1336 JEFFERSON RD ROCHESTER NY 14692|
EASTERN WESTERN PENNSYLVANIA [PITS 16001 166OT[CORAOPGLIS 1040 THORN RUN RD CORAQPOLIS PA 15108|
EASTERN WESTERN PENNSYLVANIA [PITS 16012] 16612|MCKEESPGRT 850 WALNUT 8T MGKEESPORT PA 15134
EASTERN WESTERN PENNSYLVANIA [PITS 15201]  15201[EAST LIBERTY 6360 BROAD 8T PITTSRURGH PA 15208
EASTERN WESTERN PENNSYLVANIA [PITS 15205] 16205 WOOLS RUN ANNEX 900 PENNSYLVANIA AVE STE 1 PITTSBURGH PA 15233
EASTERN WESTERN PENNSYLVANIA [PITS 16146 16146|PENNHILLS 11660 PENN HILLS DR PITTSBURGH PA 15236
EASTERN WESTERN PENNSYLVANIA [PITS 16122 15122|[FLEAGANT HILLS 600 REGIS AVE PITTSBURGH PA 16238
SOUTHERN SUNCOAST T 7mcos | 32114 32114|DAYTONA BEACH 800 BILL FRANCE BLVD DAYTONA BEACH FL~ 32114
SOUTHERN SUNCOAST MCOG | 32127] 32127 [PORT ORANGE 725 DUNLAWTON AVE PORT ORANGE Fl. 32127
SOUTHERN SUNCOAST MGCO5 | 32158] 32159 [LADY LAKE 60 TEAGUE TRL LADY LAKE FL 32169
SOUTHERM SUNCOAST MCO5 | 32132] 32132 |NEW SMYRNA BEACH 301 MISSION DR NEW SMYRNA BEACH FL 32168
SOUTHERM SUNCOAST 32174| 52173 ORMOND BEACH 260 WILLIAMEON BLYD ORMONDBEACH  ~ [FL 32174
SOUTHERM SUNCOAST _ 32707| 32707 | CASSELBERRY 108 LIVE OAKS BLVD GASSELBERRY N 32707]
SOUTHERN SUNCOAST 32703 32703|APOPKA 581 N PARK AVE APOPKA FL 32712
SOUTHERN SUNCOAST 32750] 32750 | ALTAMONTE SPRINGS 321 MONTGOMERY RD ALTAMONTE SPRINGS FL 32714
SOUTHERN SUNCOAST 327200 52720{DELAND CARRIER ANNEX 24D W NEW YORK AVE: DELAND FL 32720
SOUTHERN SUNCOAST 32728| ~ 32726|EUSTIS 111 E GLIFFORD AVE EUSTIS FL 32726
SOUTHERN SUNCOAST 32725|  32725|DELTONA PINES 2048 HOWLAND BLVD DELTONA FL 33738
SOUTHERN SUNCOAST 32748|  32746|LAKE MARY 3415 W LAKE MARY BLVD LAKE MARY FL 32746
SOUTHERN SUNCOAST 32780]  32780|TITUSVILLE 2603 § WASHINGTON AVE TITUSYILLE FL 32760
SOUTHERN BUNCOAST 32761| 32761 |WINTER PARK |300 N NEW YORK AVE WINTER PARK FL 52769
SOUTHERN BUNCOAST i 32804|  32804| GCRE STREET CARRIER ANNEX |1326 W GORE ST ORLANDO FL 52805
SCUTHERN SUNCOAST  32807| __ 32807 [AZALEA PARK 601 N SEMORAN BLVD ORLANDO FL 52807
SCUTHERN BUNCOAST 32810 32810[HIAWASSEE 3200 M HIAWASSEE RD ORLANDO FL 52818
SOUTHERN SUNCOAST 32818 ___32819|SAND LAKE 6450 TURKEY LAKE RD ____[ORLANDO FL B2818
SCUTHERN SUNCOAST agze12|  32812|LEE VISTA 5301 HAZELTINE NATIONAL DR 8TE 4 |ORLANDO FL 52822
SOUTHERN SUNCOAST 32620 32820/ ALAFAYA CARRIER ANNEX 1000 N ALAFAYA TRL ORLANDO FL 32826
SOUTHERN SUNCOAST 32808  32808|SOUTH CREEK 1701 W WETHERBEE RD ORLANDO R 32637
SOUTHERN SUNCOAST 32804] 32004 |WEST MELBOURNE 2305 MINTON RD MELBOURNE ~— |FL 32964
SOUTHERN SUNCOAST . 32022|  32522[COGOA - 2000 STATE ROAD 524 COCOA FL 32928
SOUTHERN SUNGOAST 32037  22831[COCOA BEACH 500 N BREVARD AVE COCOA BEACH FL 32931




Sunday Delivery Priority Mail - Expansion Sites {Revised 8/16/17))

[SOUTHERN

SUNCOAST MCOE  [32634] 32034]APOLLO ANNEX 880 N APOLLG BLVD FRNT MELBOURNE FL 32935
SOUTHERN SUNCOAST MCOS | 32026] 32037|SUNTREE 8105 N WIGKHAM RD MELBOURNE FL 32040
SOUTHERN SUNCOAST WMCC6 | 320852|  32952|MERRITT ISLAND 333 CROCKETT BLVD MERRITT ISLAND FL 32953
SOUTHERN SUNCOAST MCO5 | 32058]  32058[SEBASTIAN 1250 MAIN ST SEBASTIAN FL 32958
SOUTHERN SUNCOAST MCO5 | 32062] 32962 VERD BEACH CARRIER ANNEX [1551 US HIGHWAY 1 VERO BEACH FL 32960
SOUTHERN SUNCOAST MCOS | 33584|  33584]BRANDON 1315 OAKFIELD DR BRANDON FL 33611
SOUTHERN SUNCOAST MCO5 | 33623|  33525|ZEPHYRHILLS 38032 POSTAL DR ZEPHYRHILLS FL 33542
SOUTHERN SUNGOAST MCO5 | 33570|  33570|SUN CITY CENTER 1645 SUN CITY CENTER PI.Z SUN CITY CENTER FL 33573
SOUTHERN SUNCOAST MCO& | 33504] 33594 |VALRICO 2408 £ STATE ROAD 60 VALRICG FL 33504
SOQUTHERN SUNCOQAST MCO5 | 33503|  33603|SULPHUR SPRINGS 6706 N NEBRASKA AVE TAMPA FL 23604
SQUTHERN SUNCOAST MCO5 | 33602] 32602[YBOR 2000 E 12TH AVE TAMPA FL 33605
SOUTHERN SUNCOAST MCOS | 33606]  33608| TAMPA CARRIER ANNEX 4009 W SPRUCE ST TAMPA FL 33607
SOUTHERN SUNGOAST MCOB | 33611)  33611|INTERBAY 4520 W DAKELLAR AVE TAMPA FL 33611
SOUTHERN SUNCOAST MGCO5 | 33814 33614 |HILLDALE 3201 W HILLSBORQUGH AVE TAMPA FL 33614
SOUTHERN SUNCOAST MCOS | 336712 33672|CARROLLWQOD 12661 N DALE MABRY HWY TAMPA FL 33818
SOUTHERN SUNGDAST MCO5 | 33704]  33704|NORTHSIDE 1201 GANDY BLVO N SAINT PETERSBURG Fi 33702
SOUTHERN SUNCDAST MCOS | 33706]  33708|GULFWINDS 4222 22ND AVE S SAINT PETERSBURG FL, 33711
SOUTHERM SUNCOAST MCO5 | 33708|  33708|SAINT PETERSBURG 3136 1ST AVE N SAINT PETERSBURG FL, 33730
SOUTHERN SUNCOAST MCOS | 33755|  33756|CLEARWATER 100 § BELCHER RD GLEARWATER FL 33766
SOQUTHERN SUNCOAST MCO5S | 33770]  33770[LARGC 50 BTH AVE SW LARGO FL 33770
SOUTHERN SUNCOAST MCOE | 33772  33772(SEMINOLE 6356 113TH ST SEMINOLE g 33772
SOUTHERN SUNGOAST MCOS | 33806]  33805|LAKELAND 2800 LAKELAND HILLS BLVD LAKELAND [FL. 33805
SOUTHERN SUNCOAST MCOS | 33811|  33812[SOUTHSIDE POSTAL STORE G000 S FLORIDA AVE LAKELAND FL. 33513
SOUTHERN SUNCOAST MCOS | 33837 33837 [HAINES CITY 1061 STATE ROAD 544 E HAINES CITY Fi. 33844
SOUTHERN SUNCOAST MCO5 | 33870  33870]LAKE JACKSON BRANCH 820 MALL RING RD SEBRING FL. 33870
SQUTHERN SUNCOAST MCO& | 33830 233630| FLORENCE VILLA 1401 18T BTN WINTER HAVEN FL 338817
SOUTHERN SUNCOAST MCO6 | 33501|  33001|NCRTH FORT MYERS 1862 N TAMIAMI TRL NORTH FORT MYERS FL 33003
SOUTHERN SUNCOAST MCO6 | 33818]  23011|PAGE FIELD 2655 N AIRPORT RD FORT MYERS FL 33907
SOUTHERN SUNCOAST MCOE | 33e31] 33931|SIX MILE CYPRESS ANNEX 14651 BEN C PRATT/8 MILE CYPRESS |FORT MYERS FL. 33912
SOUTHERN SUNCOAST MCOS | 33948] 33946/ PUNTA GORDA 130 E MARION AVE PUNTA GORDA FL 33960
SOUTHERN SUNGOAST MCO6 | 23904|  33904/CAPE CORAL CENTRAL 1030 SE 9TH AVE CAPE CORAL FL 33900
SOUTHERN SUNCOAST MCOB | 34702|  34102|NAPLES 1200 GOODLETTERD N NAPLES FL 34102
SOUTHERN SUNCOAST MCCB | 34117|  34117[COCORIVER 1130 CREEKSIDE WAY NAPLES FL 34108
SOUTHERN SUNCOAST MCO5 | 34207 34210|BRADENTON CARRIER ANNEX  [815 ATHAVE'W BRADENTON FL 34206
SCUTHERN SUNCOAST MCCS | 34221 34220|PALMETTO 620 7TH STW PALMETTO FL 34521
SOUTHERN SUNCOAST MCOB | 34223 34223|ENGLEWOOD 950 § RIVER RD ENGLEWOGD FL 34223
SOUTHERN SUNCOAST MCOB | 34282  34232|SARASOTA 1661 RINGLING BLVD SARABOTA FL 34230
SOUTHERN SUNCOAST MCOS | 34238|  34238|GULF GATE 2876 ASHTON RD SARASOTA FL 34231
SOUTHERN SUNGOAST MCOE | 34275|  34374|VENICE 350 W VENICE AVE VENICE FL 34286
BOUTHERN SUNCOAST MCOE 34604134804 [AVIATION 16150-AVIATIONLOOP-BR BROOKSVILLE Fi 34604
SOUTHERN SUNCOAST MCOE | 34854| 34666/ NEW PORT RICHEY 6650 MAIN 5T NEW PORT RICHEY FL 34653
SOUTHERN SUNCOAST MCOE | 34867 34667 HUDSCN 13610 BIG BEND DR HURSON FL 34687
SOUTHERN SUNCOAST MCOS | 34680| 34580 PALM HARBOR 45 ALT 19 PALM HARBOR FL 24683
SOUTHERN __ _[SUNCOAST MCOS | 34898 34607 DUNEDIN 1350 COUNTY ROAD 1 DUNEDIN FL 34608
SOUTHERN SUNCOAST MCOS 34714 34711 |CLERMONT CARRIER ANNEX  [400 CITRUS TOWER BLVD GLERMONT FE 34711
SOUTHERN SUNCOAST MCOB | 34741] 34742|KISSIMMEE CARRIER ANNEX _ |3050 POLYNESIAN ISLE BLYD KISSIMMEE FL 34748
SOUTHERN SUNCOAST MCOS5 | 34748]  34748|L.EESBURG 12018 14THST LEESBURG FL 34748
SOUTHERN SUNCOAST MGO6 | 34769)  34769|SAINT CLOUD 4701 OLD CANOE CREEK RD SAINT CLOUD Fl. 34768
SOUTHERN SUNCOAST MGOS | 84787 84787 WINTER GARDEN 15155 W COLONIAL DR WINTER GARBEN Fl. 34787




' NOTED:
Lagor RELATIONS PRES:

- EXEC VP,
UNITED STATES 8ECY;
F POSTAL SERVICE
August 11, 2017
To File
Mr, Brian J. Wagner Certified Mail Tracking Number:
President 7016 1370 0002 3014 9039

National Association of Postal Supervisors
1727 King Street, Suite 400
Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service plans to migrate the current Address
Management System (AMS) terminal services with a web-based version titled Address
Management System (AMS)-Automated Data Collection System (ADCS) 4.0.

As with the current system, the web-based version will be uéed to maintain Delivery Paint,
Street, Carrier and Facility information. The purpose of the change is to eliminate the risk of
the system being hosted on old unsupported hardware.

The AMS-ADCS 4.0 is scheduled for nationwide implementation in September.

Please contact Bruce Nicholson at extension 7773 if you have any guestions conceming this
matter.

Contract Administration (APWU)

Enclosure

475 |CENFANT PLaza SW
WasHinaToN DC 20260-4101
WWW.USPS, COM

(CA2017-388)
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August 31, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisers
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

In further reference to our March 24 notice of our intent to pilot test a revised PS Form 3849,
Delivery Notice/Reminder/Receipt,

The pilot test was successful and, accordingly, we plan to implement the revised PS Form 3849
nationally. Revisions include changing the name of PS Form 3849 to "We ReDelivery for You!" in
an effort to better describe the form's purpose.

Revised PS Form 3849 is scheduled for use in in the Northeast and Pacific Areas in October with
national implementation scheduled in January 2018.

We have enclosed the following material related to this change:

Frequently Asked Questions (FAQs), Revised PS Form 3849 We ReDeliver for You!
Standard Work Instructions for Carriers PS Form 3849 We ReDeliver for You!
Delivery Service Tafk, Redesigned PS Form 3849 We RaDeliver for You!

Retail Service Talk, Redesigned PS Form 3848 - We ReDeliver for You!

Poster Revised PS Form 3849 We ReDeliver for You!

If you have any questions concerning this matter, please contact Bruce Nicholson at extension
7773.

Alan’S. Moore
Manager
Labor Relations Policies and Programs

Enclosures

475 L’EwFaNT PLaza SW
WasHinagToN DG 20260-4101
WAWAWLUSPS.COM
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POSTAL SERVICE « Internal Frequentiy Asked Questions (FAQs}

Internal

Frequently Asked Questions (FAQs)
PS Form 3849, We ReDeliver for You!

Q. Whatis a PS Form 38497

A. PS Form 3849 is the Redelivery Notice left for a customer when a mailpiece is undeliverable.
This form tells the customer about the type of mailpiece, which delivery attempt was made by a
carrier, why the mailpiece was not left, and which redelivery options are available. It provides the
customer with options and information they need to either request a redelivery or pick up their
mailpiece at the Post Office.

Q. Why was the form revised?

A, PS Form 3849 was redesigned to make the redelivery experience easier for USPS Carriers and
Postal Service customers. The new form has many benefits including:
s Easier to read - larger font; '
» Easier to follow — simpler instructions; and
¢ Includes a Quick Response (QR) Code — to make it easier for a customer to schedule a
redelivery

Q. What is a QR Code and how does it work?

A: QR Code is a type of barcode, shaped like a square, when scanned it directs the user to additional
information about the attempted mailpiece(s). User must have a QR Code reader/scanner app
downloaded to their mobile device. When the user scans the QR Code on the PS Form 3849,
it will direct the user to the redelivery page to allow them to request a redelivery.

Q. How do Carriers link the mailpiece(s) to the barcode on the PS Form 38497

A. To link the mailpiece(s) to the PS Form 3849, the following steps must be followed:
e Carrier scans the barcode on the mailpiece(s)
e Select “Attempted”
¢ Followed by selecting “an Event” from the dropdown menu
¢ Pressing “Enter” to complete the linkage

Q. What if the barcode scanner stopped working (i.e., the lights from the barcode scanner no
longer flash when trying to scan)?

A. Type in the article number from the scanner’s barcode screen and follow the prompt to complete
the transaction, then notify the incident to your supervisor/manager/postmaster.

Q. Is this PS Form 3849 available to businesses?
A. Both business and residential customers will be able to take advantage of the redesigned

PS Form 3849. Businesses will likely only see the new form if they do not have a designated,
safe delivery location and if their item requires a signature.
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Internal Frequently Asked Questions (FAQs)

Q. Can a customer have someone else pick up their mailpiece for them?

A. Yes, this option is still available. The customer may designate someone they know to pick up their
mailpiece at the local Post Office. The customer must sign the form in the appropriate section and
write the name of the person who is picking the item up on their behalf. This option is not available
for Registered Mail and mailpieces with Restricted Delivery. '

Q. What types of services require the first initial and last name of the recipient to he manually
entered?

A. Priority Mail Express, Signature Confirmation, Firm sheet delivery, Certified Mail, Collect on Delivery
(COD) Hold For Pickup (HFPU), and Registered Mail all require the first initial and last name of the
recipient to be manually entered by the carrier in the Mobile Delivery Device (MDD). if the MDD is
not available a signature on the PS Form 3849 will be required.

Q. Can a carrier sign for a mailpiece linked to a PS Form 3849?

A. Carriers may sign for Return Receipt for Merchandise and Priority Express Mail, provided a waiver
of signature is indicated by the sender.

Q. If a PS Form 3849 is for a business delivery, can the signature reflect the business name or
must a “person” sign for the mailpiece(s)?

A. An individual employee must sign for the pieces. The “business” cannot sign and carriers must be
able to input the first initial and last name of the person signing for the delivery.

Q. Do all PS Form 3849 have barcodes?

A. Yes, all revised PS Form 3849s have barcodes.
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Handling of the Form

3849

Standard Work Instructions for Carrier
PS Form 3849, We ReDeliver for You!

Redelivery

Sotey wa nlasedlyou while you ware out,
D e o

|

Tha iein wes Sert by......
WSS ... _
LI O

Important Steps

For articles requiring
signature, wriie the
delivery address in the
“At this address” line

Key Points

This is the only portion of the
form that should be completed in
the office

Place PS Form 3849 in the
proper address separation case
Serves as a reminder that there
is an article requiring a signaiure
at this address

Reasons for Key Points

Prevents the carrier from having
to back irack for an ltem
requiring a signature

R S AR I VIR 0t e W
e . R .
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ek R S

ok et won pn
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When you cannot
obtain a signature on
the mailpiece, a PS5
Form 3848 must be left
for the customer

You should attempt delivery at
the door and then begin
completing the retainder of the
front side of the form to inform
the customer of the type of
mailpiece(s), date, availability for
pickup, and why we could not
deliver their item

Provides specific about the
mailpiece(s) as well as how long
item will be available

3.

Linking the mailpiece
to the PS Form 3849

Scan the barcode(s) on the
mailpiece(s)

Select ATTEMPTED

Press Enter on the scanner
Select an Event

Scan the barcode on the back of
the PS Form 3848

Press enter, this will link the

_mailpiece(s) to the PS Form

3849

MDD displays: Information
Recordad Successfully!

Leave notice in the mailbox or on
customer’s front door

No longer need to write the
article number{s) on the PS Form
3849

Links the mailpieces(s) to the PS
Form 3849 for easy retrieval
upon pickup

Provides the customer visihility to
the mailpiece(s) when they scan
the QR Code on the front of the
PS Form 3849

MDD confirms that you have
completed the process propetly

4.

Customer requesting
redelivery of a left
notice mailpiece(s) by
leaving the netlce in
their mailbox

Pickup the PS Form 3849 from
the customers mailbox

Return the form fo the
accountable clerk

Redeliver the item(s) on the day
specified

Leave the item(s) at the location
specified by the customer
Follow the normal delivery
procedure when the delivery is
made {scanning the barcode)

Allow cusiomers the
convenience of having the
mailpiece(s) redelivered on the
date requested

CONFIDENTIAL

FOR INTERNAL USE ONLY
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Delivery Service Talk
Redesigned PS Form 3849, We ReDeliver for You!

After extensive research, the Postal Service has redesigned the PS Form 3849, more commonly known
as a Notice Left Form, and also the most used form. Improved technology, along with ever-changing
customer needs made the changes necessary. It is now easier to use the new customer friendly form.
In addition, it has a new name:; PS Form 3849, We ReDeliver for You!

While the old form served its purpose in the past, you will be pleased with the redesign. Revisions to
the form allow us to provide more accurate and clear information to our customers regarding their
attempted delivery and we now provide six options to receive their item.

Along with this service talk, a poster will be placed in the office to serve as a reference for answering
guestions on how to complete the new PS Form 3849. The poster should be displayed near the
registry cage.

Key features of the redesigned PS Form 3849 include:

More user friendly for our employees;

Easier for our customers to understand;

Simplified language to provide customers with the status of their mailpiece and how they can
retrieve it;

Vertical crientation;

A Quick Response (QR) Cade on the front of the form will direct the customers to a simplified
mobile redelivery page to schedule redelivery;,

A barcode on the back of the form for our employees to link the mailpiece to the form. it will no
longer be necessary to write the article number on the form; and

7. The form is self-adhesive for convenient placement on the customer’s door.

ok Lo~

o

CONFIDENTIAL
FOR INTERNAL USE ONLY
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POSTAL SERVICE & Service Talk

Retail Service Talk
Redesigned PS Form 3849 — We ReDeliver for You!

After extensive research, the Postal Service has redesigned the PS Form 3849 and the new form will
be implemented in the Northeast and Pacific areas October 2017.

This new form streamlines the process for leaving a Delivery notice, provides more accurate and clear
information, and enhances the overall customer experience. Included in the changes to the form is a
new name, PS Form 3849, We ReDeliver for You!

The new form provides customers with the current status of their mailpiece and what options are
available for redelivery or pickup of their item. It also leverages technology thereby eliminating the
need for the delivery employee to write the article number on the form.

What Changed?
The layout is vertical rather than horizontal.
The instructions are printed in a larger font size making it easier to read.
Package, Letter, or Large Envelope are the only options that describe the type of mailpiece;
Perishable and Other have been removed from the form.
The class of mail: Priority Mail Express, Certified Mail, etc., have been removed from the form.
ltems requiring payment are limited to three options: Postage Due, Customs, and Collect on
Delivery (COD).

e There is a barcode on the back of the form for employees to link the mailpiece(s) to the form. No
need to handwrite the article number on the form.

e It's self-adhesive for convenient placement of the form in a PO Box or on the customer’s door.

Impact to Retail?

* Human readableftype written text is no longer visible on the form that identifies whether the item(s)
being picked up is Priority Mail Express, Certified Mail, Insured, Mail, etc.; therefore, it is imperative
that all Post Offices have RSS and mPOS at the front window to scan the barcode on PS Form
3849.

Customer Benefits? :

e Customers can track the attempted package and schedule a request to have the package
redelivered by simply scanning the Quick Response (QR) Code with their mobile device or by
entering the barcode number on the form at www.usps.com.

CONFIDENTIAL
FOR INTERNAL USE ONLY
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‘Revised PS Form 3849 We _ Deliver for You!

: ‘ UMITED STATES "V*-‘
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Dch rer for Youl

Sorry we milssed you while you wore out.
Q ot
e The itern was sent by:.
0 It was sent to:
(D At this address:
About the missed dellvary
It was &

—..Peckade ____ letter _____largk envélope
Avallable 1or piekus aftar:

Date,
Thils Is the!
(@  OFistattenst [IFinal notice
L) woa'tl ot oni to it uiil:
m hotd oni to it ufi

For redallvery, scan the QR code
or go to Usps.oo)

and enter tha barcode number
shawn below.

€ 1228 3014 285C 1428

Front of Form

We have Item/s for you which we could not
dellver because:
O it requires a payment of ..o for:
@ . Jostegedus ____ Customs
[Receptacle fullfitar ovarsized
[CIMe secure focation available
ONe suthorized reciplent avaitabla
OISignature reciired cAdult Sianalure itoms-must 5o 21+ yvars ol

el_lol‘hﬂl’

PS8 Form 3848, Februayy 2017

G

or plekup options,

Choose ane optlon for redsllvery or plekup,
@ 1. 5o ontine to UsPS.com/recieitvery
m 2.Let your carfler know when and where yol'd llke them

to leave tha itam, then leave this form in your mailbox.
(Sorey: notan oakion for Restrictad Dallvery or Adoft Sfonaturs ttoms)
o Flogse radellver on this dake:.. ..o or - BN JOBYE
at (checic one):
OFrentdoor ClBackdoor CJPorch [JGaraga
[other... s s i, . . o e
e 3.Go to your lncal Post Offlco, located at:
Jana Doe
123 Any Streat
} Any City, Any Stato, USA 00000
HE) 4:5tanup to manags your redellvaries at

k 0 & Send someone 1o sorve as Your rapresantative to pick it
H up for you at your local Post Office. Sign below and provida
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Instructions for Carrier:

@ Write today’s date.

@ @ @ e

e & o o

Write sender’s or company’s name.
Write the name of the person receiving the item.
Write the address where the delivery was attempted.

Check the type of mail. If more than one item, write the number of
iterns attempted by type of mail.

Write available pickup date.
Check attempted delivery status.
Write the date when the item will be returhed to the sender (Clerk).

Carrier scans the barcode referenced in letter @ to link the
attempted mailpiece(s). When the Quick Response Code
(QR Code) is scanned by the custormer, they can schedule
redelivery or track their tems online.

Carrier scans the barcode referenced in letter ® to link the
attempted mailpiece(s). When the customer goes to USPS.com
they can schedule redelivery or track their item(s).

If applicable, write down the exact postage amount due or check
one of the reasons why the item was not delivered.

Check “other” if the item doesn’t apply to the list above.

Instructions for Customer:

o

0

Customer can go to USPS.com/redelivery via mobile or desktop to
schedule redelivery.

Customer can leave the form in the mailbox to have the items
redelivered. (Not an option for Restricted Delivery or Adult Signature
items).

Customer writes the requested item redelivery date and checks one
of the preferred listed locations 1o leave the item.

@ Post Office’s name and address where their item can be picked up.

® The customer can open an Informeddelivery.com account to manage

redeliveries and other services.

If the customer wants to send his or her representative to pickup the
item, they must sign and provide the name of their representative.

Contact the Enterprise Customer Care Center at 800-ASK-USPS
(800-275-8777) to schedule redelivery.

© The customer may have to complete the Delivery Section if required.

® Customer can use barcode number to track attempted delivery
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September 1, 2017

Mr. Brian J. Wagner

President

National Asscciation of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service intends to pitot test a smartphone application called
LiveSafe. The application is a mobile safety communications platform that enables users to “do
something when they see something.” The LiveSafe application will be made available to employees in
the Baltimore, Capital, and Northern Virginia Districts and our headquarters building at 475 L’Enfant Plaza
in the District of Columbia.

LiveSafe is intended to serve as a means to promote two-way communication between management
officials who serve as members of security and facilities teams. Also, it permits users to send text
messages, photes and videos and preclse location information to report incidents such as routine
maintenance concerns and any suspicious activity and/or safety threats.

Through the LiveSafe smartphone application employees will be able to:

+  Submit tips related to safety concerns regarding matters such things as dangerous dogs, other
workplace hazards, unsafe road conditions or crimes

Attach and forward photo, video or audio files

Find nearby public health and safety locations through Safefy Map

Request help in an emergency by quickly accessing emergency numbers

Access various safety-related resources

The pilot test will be conducted for sixty days beginning mid-September. Participation is voluntary.
We have enclosed a copy of the LiveSafe Safety Talk,

Please contact Bruce Nicholson at extension 7773 if you have any questions concerning this matter.

Manager
Labor Relations Policies and Programs

Enclosure

475 1'ENFANT PLaza SW
WasHingTON DC 20260-4101
WY, LSPS.COM
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LiveSafe

The USPS is announcing a pilot of the LiveSafe application in the Capital, Baltimore and Northern Viiginia
Districts of the Capital Metro Area. LiveSafe is the worid’s leading mobile safety communications
platform and enahles users to do something when they see something. Used by major corporations and
educational institutions to help keep employees and students safe, the LiveSafe plaiform focuses on
providing actionable crowdsourced intelligence gathering for security-and maintenance officials.
LiveSafe enables two-way, real-time interaction between individuals and security and facilities teams.
The convenience of using a smartphone to ask for help is a game-changing way to open up
communication on safety and security-related concerns. Users can send text, photos, videos and precise
location information to report incidents ranging from routine maintenance needs to suspicious activity
to safety threats.

Through a smartphone app that you can downlead, you can:

e  Submit tips related to safety concerns. Attach a photo, video or audio file. You can evendo it
anonymously. The tips can cover such things as workplace hazards, dangerous dogs, road
conditions, or crimes.

= Know what’s around you by using a Safety Map to see pertinent safety locations and nearby
incidents.

s Request help in an emergency by quickly accessing emergency numbers. By accessing your
location, response time is much faster.

¢  Access resources such as emergency procedures, safety resources and much more.

Download LiveSafe from the App Store or Googie Plan. Register and fill out your profile. Select “United
States Postal Service” and start using this exciting new application. Participation is completely voluntary,
but you are encouraged to give it a try.
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August 30, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, in an effort to reduce the need for pay adjustments, the
Postal Service is developing a program that will provide employees whose workhours
are recorded in the Time and Attendance Collection System (TACS) with near real-time
access to workhour data. The program under development is currently titled, “Virtual
Timecard."

To assist in determining whether the program will assist in reducing pay adjustments, we
will hold several small focus groups with employees. Participation in these focus groups
will be voluntary.

Participénts and sites for the focus groups have not been finalized.

If you have any guestions concerning this matter, please contact Bruce Nicholson at
extension 7773.

Alan S. Moore
Manager
Labor Relations Policies and Programs

475 L'ENranT PLAZA SW
WasHingTON DG 20260-4101
WWW,LISPS, GOM
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August 30, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service plans to revise the Employee and Labor
Relations Manual (ELM) Section 821.123, Postal Systems for Accident Reporting.

This revision provides clarification to the accident reporting requirements to ensure all accidents

are-reported-correctly-in-Employee Health-and-Safety (EHS).

We have enclosed a final draft of the revised ELM, Section 821.123, Postal Systems for
Accident Reporting, one with and one without changes identified.

Please contact Bruce Nicholson at extension 7773 if you have any questions concerning this
matter.

Manager 4
Labor Relations Policies and Programs

Enclosures

475 L'ENFANT PLAZA SW
WasHingTon DC 202604101
WWWLLISPS,COM




Update to section 821,123 Postal System for Accident Reporting, ELM 42 The Employee and Labor
Relations Manuaf

821.123 Postal System for Accident Reporting
An accident report must be entered into EHS by the supervisor when any one of the following occurs:

a. Injury or iliness of a Postal Service employes. The appropriate OSHA recordable indicator and Postal
Service reportable status are automatically identified in the EHS system, which uses OSHA
recordkeeping guidelines to determine OSHA recordability, and follows guidelines for Postal Service
requirements,

b. Death of a Postal Service employee on Postal Service premises or on the job. U.S. Department of
Labor Form CA-5, Claim for Compensation by Widow, Widower, and/or Children, or CA-8, Official
Superior's Report of Employee’s Death, is generated from EHS and submitted to the Office of Workers'
Compensation Programs (QWCP),

c. Injury or fatality to a non-Postal Service person on Postal Service premises. Unless a contractor is

involved; this-is-not-an-OSHA-recordable-event{see- OSHA -Parts1904.25,1804.39-41,-and-1904.43-44):
d. Mofor vehicle accident that results in death, injury, or property damage, regardless of cost, who was
injured (if anyone), or what property was damaged.

e. Damage to Postal Service property or to property of customers or the general public, regardless of
whether an injury was involved.

f. Fire damage fo Postal Service property.

August 2017




Update to section 821.123 Postal System for Accident Reporting, ELM 42 The Employee and Labor
Relations Manual

821.123 Postai System for Accident Reporting
An accident report must be entered into EHS by the supervisor when any one of the following occurs:

a. Injury oriliness of a Postal Service empioyee. The appropriate OSHA recordable indicator and Postal
Service reportable status are automatically identified in the EHS system, which uses OSHA
recordkeeping guidelines to determine OSHA recordability, and follows guidelines for Postal Service
requirements.

b. Death of a Postal Service employee on Postal Service premises or on the job. U.S. Department of
Labor Form CA-5, Cfaim for Compensation by Widow, Widower, and/or Children, or CA-6, Official
Superior's Report of Employee’s Death, is generated from EHS and submitted to the Office of Workers'
Compensation Programs (OWCP),

c. Injury or fatality to a non-Postal Service person on Postal Service premises. Unless a contractor is
involved; this-is-not-an-OSHA-recordable-event {see- OSHA Parts-1904.25,1904.39-41-and 1904.43-44)
d. Motor vehicle accident that results in death, injury, or property damage, regardless of cost, who was
injured (if anyone), or what property was damaged.

e. Damage of-$500-6r-more o Postal Service property or to property of customers or the general public,
regardless of whether an injury was involved.

f. Fire damage of $100-or-more to Postal Service property.

August 2017
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August 25, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

The Postal Service plans to revise the Inspection Service Manual (ISM), Section 3-6.4 Ballistic
Armor Policy.

The purpose of the revisions is to clarify the minimum standards for all types of ballistic armor;
outline discretionary, mandatory, and directed use of the equipment; add fraining and
accountability requirements, and add a new section incorporating ballistic helmets.
We have enclesed:
» Copies of the proposed Position Description and Qualifications Standards, one with and one
without changes identified
» A copy of a narrative explanation of the purpose and effect of the proposed changes
Please contact Bruce Nicholsen at extension 7773 if you have guestions concerning this matter.
Sincerely,
\)M@&@
éﬂ Alan S, Moore
Manager

L.abor Relations Policies and Programs

Enclosures

476 UENFANT Paza SW
WasHingTon DG 20260-4101
WVAN. USPS.COM




3-6.2-54 Ballistic Armor Policy

3-6.4.1 Fitted Body Armor-Relieyr-Ballistic-Shields

Trained Postalinspest { Rostal-Police-Offi PROS! Ballistic-Shields-wit
egual-or-higher-ballistic-protestion-evels-ef- bedy-armor-{National-nstitute-ef-Justice 0108.014)-
MM%WWMMMWW

1%%&%%5&3%@%9&%%&%9?&%%&9&%@4@%&%%

Fbrd-I-lesuance

Postabinspectors-andPR0O:3-6.4.1.1 Issyance

Postal Inspectors, Postal Police Managers and Postal Police Officers will be issued fitted body
armor. All issued body armor must comply with the current National Institute of Justice (NIJ)

performance standards described in NiJ Standard 0101.04, Ballistic Resistance of Police Body
Armor. Body armor must be at least Type 1A clasaﬂcatmn——Adéﬁenalhh with full wrap-around
upper torso coverage-is-# - dand-witl-rermalhy.Alternate tactical body armor may be
issued_with the approval of the a_pproprlate PCES manager.

secondapy-tacticat-body-armerwith-higher-ballistie protectionlevels-Issued body armor ispart

of-pestal-inspectors—and-PROs-shall be listed on the accountable property are-remainsrecord of
Postal Inspectors, Postal Police Managers and Postal Police Officers and shall remain with the
individual upon transfer of assignment, domicile or divigion.

3-6.4.2-Replacement-of-Body-Armer

memﬂmm%mmmmwmmwmmgmh%m
responsible-forreplasing-damaged-eraged-bedy-armor—Pivisions-willmaintain-recordstoe
account forreplacement-needs—The-NTMG-will-provide-divisions-with-instructions-en-the
dispesal-ofoutdated-body-armer




2-6+4-31.2 Use of Body Armor by Postal Inspectors

The-decisionto-wearGenerally, the use of body armor is at the discretion of the individual pestat

inspector—Fhis-decisionis-thereswlt-efassessingPostal Inspector. Postal Inspectors should
assess the potential for serious bodily injury on a situation-by—situation basis. Inspectors in

charge-assistantinspectorsCharge, Assistant Inspectors in ebargeCharge or tear-leadersTeam
Leaders can direct the useysage of body armor in any situation.

Postal inspeetors-willlnspectors shall wear body armor at least once each year during a stress
course or similar shooting course. BedyThe use of body armor-weri during other threat
management training courses wiil be at the discretion of the course instructor.

3-6:.4.41.3_Use of Body Armor by Postal Police Officers_and Managers

Albbargaining-unit PROs-are-required-te-wear-empleyerfurnishedThe use of body armor
whﬂe—en—duty—-Exempﬂens—ma—y—be-appmved—by—the—MaﬂageHs required for all Postal Police-
Supervisersand-managersarerequiredto-wear-employer-furnished-bedy-armor Officers and
Managers while on duty and in uniform. Exemptions may be approved byat the INC-Seeurity
Foree-managersdiscretion of the appropriate manager and will follew-the-same-boady-armer
delings s i I . thorizod busi ctire—PROSIRcludi
superdsersHmustbe considered on a case-by-case basis.

Postal Police Officers and Managers shall wear their issued body armor duting firearms
qualifications._The use of body armor during other threat management training courses will be at
the discretion of the course instructor,

3-6.4.1.4 Replacement of Body Armor

Replacement and disposal of body armor will be coordinated by the National Threat Management
Coordinator and National Headquarters. Divisions will maintain records to account for body
armor replacement needs.

3-6.4.2 Ballistic Shields

3-6.4.2.1 Use of Ballistic Shields

Postal Inspectors, Postal Police Managers, and Postal Police Officers, who have received the
appropriate training, may use ballistic shields with egual or higher ballistic protection levels of

body armor {National Institute of Justice 0108.01). The correct usage of Ballistic Shields will be
reviewed annually during Threat Management iraining.

Generally, the use of a ballistic shield is at the discretion of the individual Postal Inspector. Postal
Police Manager or Postal Police Officer. The potential for serious bedily injury should be
assessed on a situation-by-situation basis when determining whether to use a ballistic ghield.




Inspectors in Charge, Assistant |nspectors in Charge, Team Leaders or Postal Police Managers
may direct the usage of a ballistic shield in any sifuation.

3-6.4.2.2 Replacement of Ballistic Shields

Replacement and disposal of ballistic shields will be coordinated by the Nationai Threat
Management Coordinator and National Headguaiters. Divisions will maintain records to account
for ballistic shield replacement needs.

3-6.4.3 Ballistic Helmeis
3-6.4.3.1 Use of Ballistic Helmets

Postal Ingpectors, Postal Police Managers, and Postal Police Officers, who have received the

appropriate training, may use ballistic helmets with equal or higher ballistic profection levels of

body armor (National Institute of Justice 0108.01). The correct usage of a ballistic helmet will be
reviewed annually during Threat Management training.

Generally, the use of a ballistic helmet is at the discretion of the individual Postal Inspector,
Postal Police Manager, or Postal Police Officer. The potential for serious bodily injury should be
assessed on a situation-by-situation basis when determining whether to use a ballistic helmat,
Inspectars in Charge, Assistant Inspectors in Charge, Team Leaders or Postal Police Managers
may direct the usage of a ballistic helmet in any situation.

lssued ballistic heimets shall be listed on the accountable property record of Postal Inspectors,

Postal Police Managers and Postal Police Qfficers and shall remain with the individual upon
transfer of assignment, dormicile or division.

3-6.4.3.2 Replacement of Ballistic Helmets

Replacement and disposal of ballistic helmets will be coordinated by the National Threat
Management Coordinator and Mational Headquarters. Divisions will maintain records to account
for ballistic helmet replacement needs.




Proposed ISM Ballistic Armor Policy to include: Body Armor, Ballistic Shields and
Ballistic Helmet

3-6.4 Ballistic Armor Policy
3-6.4.1 Fitted Body Armor
3-6.4.1.1 Issuance

Postal Inspectors, Postal Police Managers and Postal Police Officers will be issued fitted body
armor. All issued body armor must comply with the current National Instifute of Justice (NIJ)
performance standards described in NIJ Standard 0101.04, Ballistic Resistance of Police Body
Armor. Body armor must be at least Type llIA classification with full wrap-around upper torso
coverage. Alternate tactical body armor may be issued with the appraval of the appropriate
PCES manager.

Issued body armor shall be listed on the accountabie property record of Postal Inspectors, Postal
Police Managers and Postal Police Officers and shall remain with the individual upon transfer of
assignment, domicile or division.

3-6.4.1.2 Use of Body Armor by Postal Inspectors

Generally, the use of body.armor is at the discretion of the individual Postal Inspector. Postal
Inspectors should assess the potential for serious bodily injury on a situation-by-situation basis,
Inspectors in Charge, Assistant Inspectors in Charge or Team Leaders can direct the usage of
body armor in any situation. :

Postal Ingpectors shall wear body armor at least once each year during a stress course or similar
shooting course. The use of body armor during other threat management training courses will be
at the discretion of the course instructor.

3-6.4.1.3 Use of Body Armor by Postal Police Officers and Managers

The use of body armor is required for alt Postal Police Officers and Managers while on duty and
in uniform. Exemptions may be approved at the diseretion of the appropriate manager and will be
considered on a case-by-case basis.

Postal Police Officers and Managers shall wear their issued body armor during firearms
qualifications. The use of body armor during other threat management training courses will be at
the discretion of the course instructor.

3-6.4.1.4 Replacement of Body Armor

Replacement and disposal of body armor will be coordinated by the National Threat Management
Coordinator and National Headquarters. Divisions will maintain records to account for body
armor raplacement needs.

3-6.4.2 Ballistic Shields

3-6.4.2.1 Use of Ballistic Shields




Postal Inspectors, Postal Police Managers, and Postal Police Officers, who have received the
appropriate training, may use ballistic shields with equal or higher ballistic protection levels of
body armor (National Institute of Justice 0108.01). The correct usage of Ballistic Shields will be
reviewed annually during Threat Management training.

Generally, the use of a ballistic shield is at the discretion of the individual Postal Inspector, Postal
Police Manager or Postal Police Officer. The potential for serious bodily injury should be
assessed on a situation-by-situation basis when determining whether to use a baliistic shield.
Inspectors in Charge, Assistant Inspectors in Charge, Team Leaders or Postal Police Managers
may direct the usage of a ballistic shield in any situation.

3-6.4.2.2 Replacement of Ballistic Shields

Replacement and disposal of ballistic shields will be coordinated by the National Threat
Management Coordinator and National Headguarters. Divisions will maintain records to account
for ballistic shield replacement needs.

3-6.4.3 Ballistic Helmets
3-6.4.3.1 Use of Ballistic Helmets

Postal Inspectors, Postal Police Managers, and Postal Police Officers, who have received the
appropriate training, may use ballistic helmets with equal or higher ballistic protection levels of
body armor (Nationai Institute of Justice 0108.01). The correct usage of a baliistic helmet will be
reviewed annually during Threat Management training.

Generally, the use of a ballistic helmet is at the discration of the individual Postal Inspector,
Postal Police Manager, or Postal Police Officer. The potential for serious bodily injury should be
assessed on a situation-by-situation basis when determining whether to use a baliistic helmet.
tnspectors in Charge, Assistant Inspectors in Charge, Team Leaders or Postal Police Managers
may direct the usage of a ballistic haelmet in any situation.

Issued ballistic helmets shall be listed on the accountable property record of Postal Inspectors,
Postal Police Managers and Postal Police Officers and shall remain with the individual upon
transfer of assignment, domicile or division.

3-6.4.3.2 Replacement of Ballistic Helmets

Replacement and disposal of ballistic heimets will be coordinated by the National Threat
Management Coordinator and National Headquarters. Divisions will maintain records to account
for ballistic helmet replacement needs.




Management Summary

Ballistic Armor Update
Date: july 28, 2017

The enclosed documents represent updates, cansolidations and renumbering of Inspection Service
Manual sections dealing with Ballistic Shields and Body Armor. Additionally, a new section incorporates
Ballistic Helmets and all of the armor regulations are placed under the heading of "Ballistic Armor." The
language has been updated and made uniform thraughout all three types of Ballistic Armor.

The Policy outlines the following:
a) minimum standards for all types of ballistic armor
b) discretionary, mandatory and directed use of equipment

¢) training and accountability requirements
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September 6, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

- Dear Brian:

As a matter of general interest, the Postal Service is revising Administrative Support Manual,
Section 272, Personnel Security Clearances.

The subject revisions establish the scope and requirements of Tier 3 (Secret) and Tier 5 (Top
Secret) background investigations, including the investigation components and processing
requirements for both. There are currently no bargaining unit employees whose position requires
either a Tier 3 or Tier & background investigation.

We have enclosed two copies of the subject revisions, one with and one without changes
identified.

Please contact Bruce Nicholson at 7773 if you have questions concerning this maiter.

Alan 5. Moore
Manager
Labor Relations Policies and Programs

Enclosures

475 LUBNRANT PLaza SW
WasHINGTON DG 20260-4101
VAW, LISPS, COM




National-security-ASM 272 Tier 3 and Tier 5 Sections:

Section 272.21 and its attendant subsections will be removed and the following entered:
272.21 [This space reserved]

272.24 Tier 3 {Access National Agency Check with inguiries) Background Investigation
272.241 General

ier 3 (currently known as ANACI) investigations are required for positions are-pesitions
that-accessing Non-Critical Sensitive and Secret information and have the potential te
causefor serious damage to the-national security-of the-United-States-The-sensitivity-of
patiohal-sesurity-positions-at the-Postal- Sendse-is-, Investlgatlons conducted to thls standard
are for positions designated as : h RS+Eg
non-critical sensitive, military accessions, and!or requiring elig bllltv for "L” access or

‘access to Confidential or Secret information. This is the lowest level of investigation
acceptable for access to classified information at-the-Fepor assignment to a sensitive
position. _The level of clearance for these positions is Secretdevel..The subject's
manager initiates the investigation.

272.242 Positions atRequiring Secret Clearance

Positions requiring a security clearange include {a) any position in which the incumbent

is required to have knowledge or access to information or material_classified as Secret
under Executive Order 12968, or (b) any other position identified by the Chief Inspectar

or his designee.

272.243 Tier 3 Investigation Components

The Federal Investigative Standards (FIS) establish the Tier 3 investigation components,
which and include the following checks:

- a. Date and place of birth;
b. Citizenship or legal status;
c. The Office of Personnel Management's Security/Suitability Investigations Index
(Sl
d. Department of Defense Clearance and Investigations Index (DCII);
e. Federal Bureau of Investigation investigative and local law-enforcement agency
criminal-history checks {including fingerprint and name checks);

f.  Prior and current investigative records in Department of Defense (DOD), Office of
Personnel Management (OPM), and Intelligence Community ({IC) databases;
a. Social Security number verification:




h. Terrorist and subversive activities. researched through the Natiohal Crime
Information Center (NCIC) wants/warrants and related databases

i, Selective Service registration:;

[.  Military discharge:

k. Criminal history in locations where the subject resided, worked and went {o
school within the past five years

. Education verification

m. Employment history within the past five years
n. _Credit or financial history;

0. _Optional enhanced subject interview:
p. Forelgn activities; and
d. Foreigh-born immediate family.

Note: With regard to U.S. citizens who have not resided in the U.S. for the prior five
years, to the extent practicable and warranted by the investigative findings, investigative

standards should be met through use of the best sources and records located within the
United States or located within U.S. facilities or installations overseas. Unfavorable
information, discrepancies, information of security or suitability significance, or significant
time peried gaps might be cause for {ailored international coverage.

272.244 Tier 3 Processing Requiremenis

»  PS Form 2013, Request for Background Investigation;

s e-Qip version of SF 86, Questionnaire for National Security Positions:;

= Two SE 87 Fingerprint Cards or Postal Service-approved Livescan prints (if
available);

= PS 2181, Authorization and Release (Postal Service employee),

s PS Form 2181-D, Disclosure and Authorization for Consumer Reports and
investigative Consumer Reporis.

s Proof of citizenship or leqgal status; and

»  Negative drug screen per the following:

All contractors working for the Postal Service and all career and_ r_lon—qql_"_ggr__emgloyees
who work for the Postal Inspection Service or the Qifice of Inspector General must pass

a five-panel drug-screening test for the following:

s Cocaine;
# __Marijuana;
Amphetamine/methamphetamine;

= Opiates; and
= Phencyclidine (PCP),

The Substance Abuse and Mental Health Services Administration (SAMHSA) has
identified these as the five most abused substances. The screening test must be
performed by a SAMSHA-approved certified laboratory and must meet the cuf-off levels
astablished by SAMHSA. The certification must include the following:

v The name of the individuat tested:;
= The name of the institution or laboratory that performed the test;




» _The name of the agency that certified the laboratory;
n  The date of the test. which must be within 90 days of the submission of the

results; and
= The negative results of the test.

Career and non-career employees, except those who work for the Postal Inspection
Service or the Office of Inspector General, are drug screened per postal Human

Resources (HR) requirements at the time of hiring. See Handbook EL-312, Employment
and Placement, _

272.245 Tier 3 Reinvestigations

After the initial clearance is granted, a Tier 3 reinvestigation is required every five years.
The SISC initiates all Tier 3 reinvestigations by notifying the requesting manager that a
reinvestigation is due. The reguesting manager is responsible for ensuring the proper
and timely completion and submission of the required forms. The same forms required
for an initial investigation (Section 272.244) are required for a five-year reinvestigation

(excluding proof of citizenship and drug screening results).

Upon favorable adjudication of the initial investigation or reinvestigation, the Chief Postal
Inspector or designee grants the Secret clearance. An e-mail is sent to the requesting
manager along with Fop-Secret-clearance-havea copy of the completed Certificate of
Investigation (if available) for inclusion in the individual’s electronic Official Personnel

Folder (eOPF).
272.25 Tier 5 (Single Scope} Backdround Investigation

272.251 General

Tier 5 {currently known as SSBI) investigations are required for positions accessing to
classified material and having the potential for exceptionally grave damage to national
security._The level of clearance for these Tier § positions is Top Secret.

Candidatos sanmbhrines fe
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272.252 Positions requiringRequiring Top Secret Clearance

Positions requiring Top Secret clearances-may include, but are not limited to, the
following:

a._a-The inspector general, the pestmasterPostmaster general, the deputy
postmaster general, the chief_ operating officer, the general counsel, the chief
postal inspector, the associate general counsel and chief ethics officer, the
conhsumer advocate, the judicial officer, presidents-and vice presidents:;




b. b-The deputy general counsels, managing counsels, and chief counsels;
¢.__eDesignated employees of the Postal Inspection Service-

d. d-Designated employees of the OIG:_and

e. e-Any other position in which the incumbent is required to have knowledge of
and access to information or materiat classified Top Secret under Executive
Order 12968, Classified National Security Information, dated April-26August 4,
1995:, and successive orders, and White House Memorandum dated December
29 2005, entitled Adjudicative Guidelines for Determining Eligibility for Access to
Classified Information.

Requests for Top Secret clearances for any positions not listed in items a through e
above require the approval of the Inspector in Charge of the Security ard-Crime
Prevention-Group, Inspection Service Headquarters.

272.242253 Tier 5 Investigation Components

Tier 5 investigation components are established by Executive Order 12968, as
amended, and the FIS. pursuant to Executive Order 13467. Tier 5 components inciude

the Tier 3 checks listed in 272.243. as well as the following:

—a.—Spouse-orcohabitant;

b. Public records;
c. Credit or Financial history including Federal Crimes Enforcemant Network (FInCEN);
d. FEnhanced employment checks;

g. Former spouse;
f. _Social references; and

9. Enhanced Subject Interview (ESH.
272.254 Tier 5 Processing Requirements-forSingle-Scopo-BackgroundInvestigations

The following ferms-and-deeuments-must be-completed-forinitiatien-of-aTopitems are required for
Tier 5 processing:
Secretcleatance:

&= PS Form; 2013-Security-Clearanco-Processing, Request {to-be-completed-by-the
manageroithe-individualto-be-cleared with-justification-for theTep-Secret-clearanse

level-Background investigation,
n b e-QIPQIp version of SF 86, Questionnaire for National Security Fositions:;

e Two SF--87: Fingerprint Ghar-Cards or Postal Service-approved Livescan

prints (if available);
a d— PS Form 2181, Authorization and Release: (Postal Setvice empioyee):

m e PSForm 2181-D, Disclosure and ReleaseAuthorizafion for Consumer

Reports- and Investigative Consumer Reports;
f—Cedified-U-Sbirth-cerificate-or U.S—passport:
v g--———Proof of citizenship or legal status: and
Negative drug screen result-dated-within-last 90-days-




her

n_ 272214147,

272.255 Tier 5 Reinvestigations-ef-Single- Seope Background-Investigations

Top-Seeret-periodie-Tier 5 reinvestigations must-be-conductedare required at least once every sfive
years after the grantinginitial investigation, or more frequently in accordance with FIS
requirements. Upon receipt of nofification that the previeus-clearance—TFhe-SISGC-initiates-all-Tep
Secretperiodicreinvestigations—The requesting-managerreinvestigation is respensible-for-ensuring
prepepanel—tsmely—eempleﬂenanel—submisﬁen—ef—due the regquiredsame forms—

required-for-the- wing-formeinitial
investigation (excluding proof of citizenship and drug screening results) must be
completed and promptly submitted to the SiSC:Postal Inspection Service (see 272.264).

Upon favorable adjudication of the_initial investigation or reinvestigation, the Chief Postal
Inspector or desighee grants the requested-securityTop Secret clearance. An emaile-mail
is sent to the requesting manager along with a copy of the completed Certificate of
Investigation for inclusion in the individual's eOPF.

272.2145-Denial-26 Continuous Evaluation Investigations

Continuous Evaluation (CE) is defined as “Review of the background of an individué_l' at -

any time during the period of eligibility to determine whether that individual continues to
meet the requirements for eligibility.” (FIS 2.2) Pursuant to gquidance provided by the
Director of National Intelligence (DNI) as the Security Executive Agent, individuals may
be reevaluated on a random or continuous basis between investigative cycles. CE
investigations will be initiated on no less than 5% of the of the Top Secret and Secret
population only. ‘

The following seven categories of data will be collected from various classified and
unclassified databases on each individual enrolied in CE:



1. _Eligibility — Check of CVS, JPAS, Scattered Casiles;

2. Terrorism — Check of NCIC and TIDE;

3. Foreign Travel — Check of DHS databases:

4. _Suspicious Financial Activity — Check of FinCEN.

5. Criminal Activity — Ongoing checks of Rap Back and NCIC;

6. Credit — Credit bureau reports; and
7. Commercial - Public record checks for civil judaments, liens, bankruptcies, efg,

The checks will be conducted on a frequency schedule established by the DNI.

272.27 Evaluation Criteria for Top-Secret ClearanceNational Security Adjudicative
Decisions

PeniaiThe adjudication of Tier 3 and Tier 5 national-security background investigations
includes the criteria for-a-Top-Secret-clearance-is-outlined in Executive Order 12968-and-,
as amended, and White House Memorandum dated December 29 2005 entitled
Adjudicative Guidelines dated 9 ;

Determining Eligibility for Access to Classmed !nformation The Chlef Posta[ Inspector or
designee determines whether or not to grant or continue eligibility for aSecret or Top
Secret security clearance is-adjudicated-by-the-SISG-based upon careful consideration of
the following-guidelines:

a-Fhe-adjudicative-process-is-an-examination-ota-sufficient

Ilfe to make an affirmative determination that the person is eligible for a secu irity
clearance. The individual must meet these personnel-security guidelines o be
eligible for access to classified information. The adjudicative process is the
careful weighing of a number of variables known as the whole-person concepi.
The adjudicator should consider available, reliable information about the person,
past and present, favorable and unfavorable, in_reaching a determination. In
evaluating the relevance of an individual's conduct, the adjudicator should

consider the following factors:

1. The nature, extent, and seriousness of the conduct;

2. The circumstances surrounding the conduct, to include knowledgeable
participation;

3. The frequency and recency of the conduct;

4. The individual's age and maturity at the time of the conduct;

5. The voluntariness of participation:

6. The presence or absence of rehabilitation and other pertinent behavioral
changes;

7. The motivation for the conduct:

8. The potential for pressure, coercion, exploitation, or duress: and
8. The likelihood of continuation of recurrence.

b. The Chief Postal Inspector or designee must judge each case on ifs own merits,
and the final determination remains the responsibility of the Postal inspection
Service. Anv doubt as 1o whether an individual should be allowed access {o
classified inforration will be resolved in favor of national security.




¢._The determination of the granting 'of or_continuing eligibility for a Top Secret
clearance must be consistent with the interests of national security. The

determination is based upon_consideration of the following criteria, each of which
is to be evaluated by the totality of the circumstances:

Guideline A: Allegiance to the United States:;

‘.4

2. b-Guideline B: Foreign influence;

3. e-Guideline C: Foreign preference:;

4. d-Guideline D: Sexual behavior:;

5. e-Guideline E: Personal conduct:;

6. £-Guideline F: Financial considerations-;

7. g-Guideline G: Alcohol consumption:;

8. h-Guidetine H: Drug involvement:;

9, i-Guideline I: Emotional, mental, and personality disorders:;

10. ___i~Guideline J: Criminal conduct:;
11.  k-Guideline K: Security violations:;

12.  L-Guideline L: Qutside activities:; and

13.  m-Guideline M: Misuse of InformationTechnology-Systems:information
technology systems.

272.331 Denial Reconsideration for National Security Clearances

Pursuant to Executive Order 12968, Part 5, Section 5.2, individuals, their

representatives, or both must have a reasonable opportunity to reply in writing 10, and to

request a review of, the determination made to revoke or deny a security clearance. An

individual seeking reconsideration has the right to counsel or other representative at the
individual's expense. _ )

An individual may request any documents, records, and reports as described in Section
5.2(a)(2) of the Executive Order. An individual may request the entire investigative file,

as described in Section 5.2(a)(3).

Wiitten replies and requests for a review of documentation should be sent to the leveal-
one appeal authority, who will be identified in the initial denial letter. The level-one
appeal authority will issue a written decision either upholding or reversing the decision to

deny access. If the denial is upheld, the individual may appeal the decision in writing,
within 10 days, to a panel that will act as the level-two appeal authority,

The level-two appeal panel shall be appointed by the Chief Postal Inspector and must be
composed of at least three members, two of whom will be from outside the security field.
The appellant may appear personally and present relevant documents, materials. and

information before the panel. The panel’s decision must be in writing and is final. The
review proceadings will be accomplished in accordance with the Executive Order 12968.

When the information and procedures contained in this section and section 272.282
Evaluation Criteria for Adjudicative Decisions, conflict with Executive Order 12968 or
other applicable executive orders related to adjudication of security clearances, the
executive orders will fake precedence,

Current Section 272.24 will be renumbered as follows:




272.28 Risk Assessment Determines Clearance or Investigation Reguirement

272.281 Clearance or Investigation Requirement in Qualification Standards
272,282 Employee Placement in a Position With a Higher Glearance or investigation

Reguirement

272.283 Review and Processing of Clearance or investigation Request

242.284 Granting a Suitability Determiantion {Background Investigation - High Risk
or Moderate Risk)




ASM 272 Tier 3 and Tier 5 Sections:

Section 272.21 and its attendant subsections will be removed and the following entered:
272,21 [This space reserved]

272.24 Tier 3 (Access National Agency Check with Inquiries) Background Investigation
272,241 General

Tier 3 (currently known as ANACI) investigations are required for positions accessing
Non-Critical Sensitive and Secret information and have the potential for serious damage
to national security, Investigations conducted to this standard are for positions
designated as non-critical sensitive, military accessions, and/or requiring eligibility for ‘L
access or access to Confidential or Secret information. This is the lowest level of
investigation acceptable for access to classified information or assighment to a sensitive
position. The level of clearance for these positions is Secret. The subject's manager
initiates the investigation.

272.242 Positions Requiring Secret Clearance

Positions requiring a security clearance include (a) any position in which the incumbent

is required to have knowledge or access to information or matenal classified as Secret
under Executive Order 12968, or (b) any other position identified by the Chief Inspector
or his designee,

272.243 Tier 3 Investigation Components

The Federal Investigative Standards (FIS) establish the Tier 3 investigation components,
which and include the following checks:

a. Date and place of birth;

b. Citizenship or legal status;

c. The Office of Personnel Management’s Security/Suitability investigations Index
(S,

d. Department of Defense Clearance and investigations Index (DCIl);

e. Federal Bureau of Investigation investigative and local law-enforcement agency
criminal-history checks (including fingerprint and name checks),

. Prior and current investigative records in Department of Defense (DOD), Office of
Personnel Management (OPM), and Intelligence Community (IC) databases;

g. Social Security number verification;

h. Terrorist and subversive activities, researched through the National Crime
Information Center (NCIC) wants/warrants and related databases

i. Selective Service registration;

j. Military discharge,

k. Criminal history in locations where the subject resided, worked and went to

school within the past five years

Education verification

m. Employment history within the past five years

Credit or financial history;

=




0. Optional enhanced subject interview,
p. Foreign activities; and
q. Foreign-born immediate family.

Note: With regard to U.S. citizens who have not resided in the U.S. for the prior five
years, to the extent practicable and warranted by the investigative findings, investigative
standards should be met through use of the best sources and records located within the
United States or focated within U.S. facilities or installations overseas. Unfavorable
information, discrepancies, information of security or suitability significance, or significant
time period gaps might be cause for tailored international coverage.

272.244 Tier 3 Processing Requirements
The following items are required for Tier 3 processing:

‘w  PS Form 2013, Request for Background Investigation,

« ¢-Qip version of SF 88, Questionnaire for National Security Positions,

»  Two SF 87 Fingerprint Cards or Postal Service-approved Livescan prints (if
available);

»  PS 2181, Authorization and Release (Postal Service employee);

»  PS Form 2181-D, Disclosure and Authorization for Consumer Reports and
Investigative Consumer Reports,

« Proof of citizenship or legal status; and

= Negative drug screen perthe-following:

All contractors working for the Postal Service and all career and non-career employees
who work for the Postal Inspection Service or the Office of Inspector General must pass
a five-pane! drug-screening test for the following:

Cocaine;

Marijuana,
Amphetamine/methamphetamine;
Opiates; and

Phencycliding (PCP).

The Substance Abuse and Mental Health Services Administration (SAMHSA) has
identified these as the five most abused substances. The screening test must be
performed by a SAMSHA-approved certified laboratory and must meet the cut-off levels
established by SAMHSA. The certification must include the following:

The name of the individual tested;

The name of the institution or laboratory that performed the test;

The name of the agency that certified the laboratory;

The date of the test, which must be within 80 days of the submission of the
results; and

» The negative results of the test.

Career and non-career employees, except those who work for the Postal Inspection
Service or the Office of Inspector General, are drug screened per postal Human
Resources (HR) requirements at the fime of hiring. See Handbook EL-312, Employment
and Placement.




272.245 Tier 3 Reinvestigations

After the initial clearance is granted, a Tier 3 reinvestigation is required every five years.
The SISC initiates all Tier 3 reinvestigations by notifying the requesting manager that a
reinvestigation is due. The requesting manager is responsible for ensuring the proper
and timely completion and submission of the required forms. The same forms required
for an initial investigation (Section 272.244) are required for a five-year reinvestigation
(excluding proof of citizenship and drug screening results).

Upon favorable adjudication of the initial investigation or reinvestigation, the Chief Postal
Inspector or designee grants the Secret clearance. An e-mail is sent to the requesting
manager along with a copy of the completed Certificate of Investigation (if available) for
inclusion in the individual's electronic Official Personnel Folder (eOPF).

272.25 Tier 5 {Single Scope) Background Investigation

272.251 General

Tier 5 (currently known as SSBI) investigations are required for positions accessing to
classified material and having the potential for exceptionally grave damage to national
security. The level of clearance for these Tier 5 positions is Top Secret.

272,252 Positions Requiring Top Secret Clearance
Positions requiring Top Secret clearances include, but are not limited to, the following:

a. The inspector general, the Postmaster general, the deputy postmaster general,
the chief operating officer, the general counsel, the chief postal inspector, the
associate general counsel and chief ethics officer, the consumer advocate, the
judicial officer, and vice presidents; '

The deputy general counsels, managing counsels, and chief counsels;
Designated employees of the Postal Inspection Service,

Designated employees of the OIG; and

Any other position in which the incumbent is required to have knowledge of and
access to information or material classified Top Secret under Executive Order
12968, Classified National Security Information, dated August 4, 1995, and
successive orders, and White House Memorandum dated December 29, 2005,
entitled Adjudicative Guidelines for Determining Eligibility for Access to Classified
Information.

ooy

Requests for Top Secret ¢learances for any positions not listed in items a through e
above require the approval of the Inspector in Charge of the Security Group, Inspection
Service Headquarters.

272.253 Tier 5 Investigation Components
Tier 5 investigation components are established by Executive Order 12968, as

amended, and the FIS, pursuant to Executive Order 13487. Tier 56 components include
the Tier 3 checks listed in 272,243, as well as the following:




Spouse or cohabitant;

Public records;

Credit or Financial history including Federal Crimes Enforcement Network (FInCEN);
Enhanced employment checks;

Former spouse;

Social references; and

g. Enhanced Subject Interview (ESI).

P Q0T

272.254 Tier 5 Processing Requirements
The following items are required for Tier & processing:

»  PS Form 2013, Request for Background Investigation,

= e-Qip version of SF 86, Questionnaire for National Security Positions;

»  Two SF-87 Fingerprint Cards or Postal Service-approved Livescan prints (if
available);

» PS8 Form 2181, Authorization and Release (Postal Service employee);

= PS Form 2181-D, Disclosure and Authorization for Consumer Reports and
Investigative Consumer Reporlts;

»  Proof of citizenship or legal status; and

» Negative drug screen per 272.147.

272.255 Tier 5 Reinvestigations

Tier 5 reinvestigations are required at least once every five years after the initial
investigation, or more frequently in accordance with FIS requirements. Upon receipt of
notificaticn that the reinvestigation is due, the same forms required for the initial
investigation (excluding proof of citizenship and drug screening results) must be
completed and promptly submitted to the Postal Inspection Service (see 272.264).

Upon favorable adjudication of the initial investigation or reinvestigation, the Chief Postai
Inspector or designee grants the Top Secret clearance. An e-mail is sent to the
requesting manager along with a copy of the completed Certificate of Investigation for
inclusion in the individual's eOPF.

272.26 Continuous Evaluation Investigations

Continuous Evaluation (CE) is defined as “Review of the background of an individual at
any time during the period of eligibility to determine whether that individual continues to
meet the requirements for sligibility.” (FIS 2.2) Pursuant to guidance provided by the
Director of National Intelligence (DNI) as the Security Executive Agent, individuals may
be reevaluated on a random or continuous basis between investigative cycles. CE
investigations will be initiated on no less than 5% of the of the Top Secret and Secret
population only.

The following seven categories of data will be collected from various classified and
unclassified databases on each individual enrolled in CE:

1. Eligibility — Check of CVS, JPAS, Scattered Castles;
2. Terrorism — Check of NCIC and TIDE;
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Foreign Travel — Check of DHS databases;

Suspicious Financial Activity — Check of FinCEN,

Criminal Activity — Ongoing checks of Rap Back and NCIC;

Credit —~ Credit bureau reports; and

Commercial — Public record checks for civil judgments, liens, bankruptcies, etc.

The checks will be conducted on a frequency schedule established by the DN!.

272.27 Evaluation Criteria for National Security Adjudicative Decisions

The adjudication of Tier 3 and Tier 5 national-security background investigations
includes the criteria outlined in Executive Order 12968, as amended, and White House
Memorandum dated December 29, 2005 entitled Adjudicative Guidelines for
Determining Eligibility for Access to Classified Information. The Chief Postal Inspector or
designee determines whether or not to grant or continue eligibility for Secret or Top
Secret security clearance based upon careful consideration of the following:

a.

b.

The adjudicative process is an examination of a sufficient period of a person's life
to make an affirmative determination that the person is eligible for a security
clearance, The individual must meet these personnel-security guidelines to be
eligible for access to classified information. The adjudicative process is the
careful weighing of a number of variables known as the whole-person concept.

”Fhefadjudicatorfshe'u1dfconsidekavailablerreIiable—inferm—atien—abeutfthepepsen,
past and present, favorable and unfavorable, in reaching a determination. In
evaluating the relevance of an individual's conduct, the adjudicator should
consider the following factors:

1. The nature, extent, and sericusness of the conduct;

2. The circumstances surrounding the conduct, to include knowledgeable
participation;

3. The frequency and recency of the conduct;

4. The individual's age and maturity at the time of the conduct;

5. The voluntariness of participation;

6. The presence or absence of rehabilitation and other pertinent behavioral
changes;

7. The motivation for the conduct;

8. The potential for pressure, coercion, exploitation, or duress; and

9. The likelihood of continuation of recurrence.

The Chief Postal Inspector or designee must judge each case on its own merits,
and the final determination remains the responsibility of the Postal Inspection
Service. Any doubt as to whether an individual should be allowed access to
classified information will be resolved in favor of national security.

The determination of the granting of or continuing eligibility for a Top Secret
clearance must be consistent with the interests of national security. The
determination is based upon consideration of the following criteria, each of which
is to be evaluated by the totality of the circumstances:

1. Guideline A: Allegiance to. the United States;




2 Guideline B; Foreign influence;

3 Guideline C: Foreign preference;

4 Guideline D: Sexual behavior;

5. Guideiine E: Personal conduct;

8. Guideline F: Financial considerations;

7 Guideline G: Aleohol consumption,

8 Guideline H: Drug involvement;

9. Guideline [: Emotional, mental, and personality disorders;
10.  Guideline J; Criminal conduct;

11.  Guideline K: Security viclations;

12, Guideline L: Qutside activities; and

13.  Guideline M: Misuse of information technology systems.

272.331 Denial Reconsideration for National Security Clearances

Pursuant to Executive Order 12968, Part 5, Section 5.2, individuals, their
representatives, or both must have a reasenable opportunity to reply in writing to, and to
request a review of, the determination made to revoke or deny a security clearance. An
individual seeking reconsideration has the right to counsel or other representative at the
individual's expense. -

An individual may request any documents, records, and reports as described in Section
5.2(a)(2) of the Executive Order. An individual may request the entire investigative file,

Ao

as-described-imSection52(a){3)-

Written replies and requests for a review of documentation should be sent to the level-
one appeal authority, who will be identified in the initiai denial letter. The level-one
appeal authority witl issue a written decision either uphelding or reversing the decision to
deny access. If the denial is upheld, the individual may appeal the decision in writing,
within 10 days, to a panel that will act as the level-two appeal authority.

The level-two appeal panel shall be appointed by the Chief Postal Inspector and must be
composed of at least three members, two of whom will be from outside the security field.
The appellant may appear personally and present relevant documents, materials, and
information before the panel. The panel's decision must be in writing and is final. The
review proceedings will be accomplished In accordance with the Executive Order 12968,

When the information and procedures contained in this section and section 272.282
Evaluation Criteria for Adjudicative Decisions, conflict with Executive Order 12968 or
other applicable executive orders related to adjud|cat|on of secur:ty clearances, the
executive orders will take precedence. e

Current Section 272.24 will be renumbered as follows:

272.28 Risk Assessment Determines Clearance or investigation Requirement
272281 Clearance or Investigation Requlrement in Qualification Standards
272282 Employee Placement in a Position With a Higher Clearance or investigation

Requirement




272,283 Review and Processing of Clearance or Investigation Request

242,284 Granting a Suitability Determiantion {Background Investigation - High Risk
or Maoderate Risk)
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584
584.1

584.2

584.3

Employee Evaluation

Significance of Probationary Period

The probationary period represents the final step in determining an employee’s suitability,
since only an actual trial on the job can be conclusive. Proper use of the probationary
period is in the best interests of both the new employee and the Postal Service. During
this period, the new employee receives crientation and whatever training the employee
needs. Attentiveness to the new employee, both in training sessions and on the job, may
ensure the satisfaction and efficiency of an employee who might otherwise be separated.

Outlining Expectations

At the time the oath of office is administered, or during the new employee orientation
session, new hires should become familiar with the probationary period and its purpose.
The supetrvisor is responsible for constant informal evaluation throughout the
probationary period. This involves close observation and analysis of the new employee's
petformance (o determine both proficiencies and deficiencies. The supervisor
consistently attempts by guidance, counsel, and training to assist the hew employee to
correct any deficiencies in either conduct or performance.

Length of Probationary Periods

584.31 Overview

584.32

584.33

584.34

This section outlines the probationary pariods that are required for different kinds of
employment:

Career Appointment to Bargaining Position

An applicant selected for career appointment to a bargaining position must serve a
probationary period of 90 calendar days. This applies not only to the first appointment,
but also to any subsequent career appointment, reinstatement, or transfer to the Postal
Service from another agency, regardless of whether the appointee had previously
completed a probationary period.

Career Appointment to Nonbargaining Position

An applicant selected for career appointment to a nonbargaining position must serve a
probationary period of 1 year of continuous service in the Postal Service, or 1 year of
combined service {federal and postal) without a break of a wortkday in positions in the
same line of work.

An applicant hired as a Postal Inspector must serve a probationary period of 2 years.
Exception: The probationary period for a person with veterans' preference appointed as
a Postal Inspector is 1 year.

Position Change During Probationary Period
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A career probationary employee who is promoted, demoted, or reassigned from one
position to another during the probationary period, must complete the probationary period
uninterrupted in the new position,

584.35 Noncareer Appointment

Noncareer employaes do not serve probationary periods. However, periodic review of
their performance and completion of a 90-day evaluation report are required.
Unsatisfactory casual or temporary employees should be separated as soon as it
becomes evident that they are unsable to meet the requirements of their pasitions.

584.36 Reinstatement

Former federat and postal employees who are reinstated must serve new probationary
periods.

584.37 Management Foundations Program

An applicant selected for career appointment to a position in the Management
Foundations Program must serve a probationary period of 12 months of continuous
service in the Postal Service.

584.4 Counting Probationary Service
584.41 Periods of Absence

Periods of absence during which an empioyee is carried on the rolls count toward
completion of a probationary period.

584.42 Periods of Military Service

Military service counts toward completion of a probaticnary period for.employees who
leave pesitions in which they were serving probationary periods to enter military service.
If the military service is insufficient to complete the probationary period, the employee is
required to complete the period upon return,

584.43 Periods of Noncareer Service

Postal service in a casual or tamporary status does not count toward completion of a
probationary period, even though such service may have immediately preceded the
careet appointment.

534.44 Reassignment During Probation

The probationary period that begins before a reassignment continues uninterrupted after
the reassignment.

584.45 Position Changes During Probation

A change from part-time to full-time employment does not interrupt or otherwise change
the time counted toward completion of a probationary period, Promotion, demotion, or
reassignment in the same instailation or to another installation within the Postal Service
does not require & new probationary pericd, but does require completion of any
unfinished probationary period.

Note: An employee can satisfy the career probationary requirement only while
performing in a career position. An employee cannot credit time spent in a noncareer
position toward completion of the career probatichary period.

584.5 Bargaining Employees
584.51 Overview
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584.52

584.53

584.54

584.6

PS Form 1750, Empioyee Evaluation and/or Probationary Report, establishes
benchmarks for satisfactory work performance. For noncareer employees, the form
serves as an evalyation report to make the appropriate rehire decisions, to facilitate
coaching and counseling, and to assist employees needing guidance. For career
employees, the form serves as a probationary report that clearly outlines expectations for
the probationary period, including the factors the immediate manager will evaluate.
During the employee’s first week at the work site, the immediate manager must hold an
initial discussion to outline clearly petformance expectations for the evaluation or
probationary pericd, including the factors the immediate manager will evaluate and
examples of satisfactory performance.

Performance Evaluation Intervals

The supervisor must discuss the employee’s performance with the employee at the end
of 30 days, and again at the end of 60 days. Both the supervisor and the employee must
initial PS Form 1750 to indicate that these discussions have taken place. The final
evaluation occurs at the end of 80 days, and it contains a definitive recommendation
regarding whether the employee should be retained or separated. This evaluation
requires the signatures of both the superviser and the employee.

Formal Evaluations at Other Intervals

Discussion, training, and counseling can correct most deficiencies. The manager makes
additional formal evaluations only when informal evaluations are unsuccessful and only
after employees understand their deficiencies and have had a reasonable opportunity to
correct them, if these additional evaluations occur during an employes's probationary
period, the manager documents them using PS Form 1750.

Evaluation After the Probationary Period

Regular performance evaluations are encouraged after the employee has completed the
probationary period, The immediate manager uses such evaluations for promotion
recommendations and for the early identification and correction of problems,

Nonbargaining Employees

5£84.61 Overview

584.62

The Postal Service has identified the personal attributes needed for the successful job
performance of nonbargaining employees. These attributes are described as behavioral
examples in competency models for leadership and functionalftechnical competency. The
Postal Service has developed competency models and evaluation forms for supervisory,
managerial, and executive lavels of leadership.

Conducting the Initial Discussion

During an employee's first week at a work site, the immediate manager must have an
initial discussion with the employee to outline clearly performance expectations for the
probationary period, The immediate manager documents this discussion on the
appropriate form, as follows:

»  Supervisory — PS Form 5958-SUP, EAS Supervisory Employee Probalionary Period
Repot.

= Non-Supervisory — PS Form 5956-EAS, EAS Non-Supervisory Employee
Probationary Period Report.

= Management Foundations Program — PS Form 5956-MFP, Management
Foundations Program Employee Probationary Period Report.

= Managerial — PS Form 5956-MGR, EAS Managerial Employee Probationary Period
Report.
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»  Executive — PS Form 59586-EXE, Execttive Employee Probationary Period Report,
» Postal Inspector — PS Form 5856-P|, Postal Inspector Probationary Period Report
These forms are available online at hitp./biue.usns.qoviformmamtforms. him

584.63 Performance Evaluation Intervals

The probaticnary period for most nonbargaining employees is 1 year and increases to 2
years for some Postal Inspectors (see 584.32). In addition to providing the ongoing
feedback necessary for successful performance management, the manager must
conduct farmal discussions with the employes. After the Initial meeting during the
employee’s first week at the work site, the manager will conduct and document
interactive discussions at regular intervals as described on the appropriate probationary
form (see 584.61). Both the employes and manager are reqguired to initial the form to
indicate complsation of these discussions.

On the final evaluation, the manager must recommend definitively that the employee be
either retained or separated. The employee and the manager both must sign the
evaluation form. if the employee refuses to sign it, the manager will indicate that the
employee was offered the opportunity fo sign, but declined to do so.
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584.1

584.2

584.3

Employee Evaluation

Significance of Probationary Period

The probationary period represents the final step in determining an employee’s suitability,
since only an actual trial on the job can be conclusive. Proper use of the probationary
period is in the best interests of both the new employee and the Postal Service. During
this period, the new employee receives orientation and whatever training is-the employee
neededneeds. Attentiveness to the new employee, both in training sessions and on the
job, may ensure the satisfaction and efficiency of an employee who might otherwise be
separated.

Outlining Expectations

At the time the oath of office is administered, or during the new employee orientation
session, new hires should become familiar with the probationary period and its purpose.
The supervisor is responsible for constant informal evaluation throughout the
probationary peried. This involves close observation and analysis of the new employee’s
performance to determine both proficiencies and deficiencies. The supervisor
consistently attempts by guidance, counsel, and training to assist the new employee to
correct any deficiencies in either conduct or performance.

Length of Probationary Periods

584.31 Overview

The-This section outlines thefellowing probationary periods that are required for different
kinds of employment:

5843432 Career Appointment to Bargaining Position

An applicant selected for career appointment to a bargaining position must serve a
probationary period of 90 calendar days. This applies not only to the first appointment,
but also to any subsequent career appointment, reinstatement, or transfer to the Postal
Service from another agency, regardless of whether the appointee had previously
completed a probationary period.

584.3233 Career Appointment to Nonbargaining Position

An applicant selected for career appointment to a nonbargaining position must serve a
probationary period of 1 year of continucus service in the Postal Service, or 1 year of
combined service (federal and postal) without a break of a workday in positions in the
same line of work.

An applicant hired as a Postal Inspector must serve a probationary period of 2 years.
Exception: The probationary period for a person with veterans’ preference appointed as
a Postal Inspector is 1 year.
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l 584.3334 Position Change During Probationary Period

A career probationary employee who is promoted, demoted, or reassigned from cne
position to ancther during the probationary period, must complete the probationary peiiod
uninterrupted in the new position.

| 584.3435 Noncareer Appointment

Noncareer employees do not serve probationary periods. However, periodic review of
their performance and completion of a 90-day evaluation report are required.
Unsatisfactory casual or temporary employses should be separated as soon as it
becomes evident that they are unable to meet the requirements of their positions.

| 584.3536 Reinstatement

Former federal and postal employees who are reinstated must serve new probationary
periods.

‘ 584.368-37 Management Foundations Program

584.4
584.41

584.42

584.43

584.44

584.45

An applicant selected for career appointment fo a pesitign in the Management
Foundations Program must serve a probationary period of 12 months of continuous
service in the Postal Service.

Counting Probationary Service

Periods of Absence

Periods of absence during which an employee is carried on the rolls count toward
completion of a probationary period.

Periods of Military Service

Military service counts toward completion of & probationary period for employees who
Jeave positions in which they were serving probationary periods to enter military service.
If the military service is insufficient to complete the probationary period, the employee is
required to complete the period upon return.

Periods of Noncareer Service

Postal service in a casual or temporary status does not count toward completion of a
probationary period, even though such service may have immediately preceded the
career appointment.

Reassignment During Probation

The probationary period that begins before a reassignment continues uninterrupted after
the reassignment.

Position Changes During Probation

A change from part-time to full-time employment does not interrupt or otherwise change
the time counted foward completion of a probationary period. Promotion, demotion, or
reassignment in the same installation or to another installation within the Postal Service
does not require a new probationary period, but does require completion of any
unfinished probationary period. '

Note: An employee can satisfy the career probationary requirement only while
performing in a career position. An emplovee cannot credit Hime spent in a noncareer
position aannot be-sredited-toward completion of the career probationary period.
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584.5 Bargaining Employees
684.51 Overview

PS_Form 1750, Empioyee Evaluation and/or Probationary Reporf, establishes

benchmarks for satisfactory work performance. For noncareer employees, the form

serves as an evaluation report to make the appropriate rehire decisions, to facilitate
! coaching and counseling, and to previde-assistance-toassist employees needing
guidance. For career employees, the form serves as a probationary report that clearly
outlines expectations for the probationary period, including the factors the immediate
manager willte be-evaluated. During the employee’s first week at the work site, the
immediate managersupetvisor must hold an initial discussion to elearly-outline clearly
performance expectations for the evaluation or probationary period, including the factors
to-bethe immediate manager will evaluated and examples of satisfactory performance.

584.5152 Performance Evaluation Intervals

The supervisor must discuss the employee’s performance with the employee at the end
of 30 days, and again at the end of 60 days. Both the supervisor and the employee must

| initial PS_Form 1750 to indicate that these discussions have taken place. The final
evaluation occurs at the end of 80 days, and it contains a definitive recommendation
regarding whether the employee should be retained or separated. This evaluation
requires the signatures of both the supervisor and the employee.

584.6253 Formal Evaluations at Other Intervals

Discussion, training, and counseling can correct Mmost deficiencies-can-be-corrected
ith-dli ion—training; ing. The manager makes Aadditional formal
evaluations are-made-only when informal evaluations have-ret-beenare unsuccessful and
only after employees understand their deficiencies; and have had a reasonable
opportunity to correct them. If these additional evaluations occur during an employee’s

| probationary period, the manager documents them they-are-decumented-using PS Form
1750.

| 584.5354 Evaluation After the Probationary Period

Regular performance evaluations are encouraged after the employee has completed the
| probationary period. The immediate manager uses Ssuch evaluations are-used-forfor
promotion recommendations and for the early identification and correction of problems.

584.6 Nonbargaining Employees
l 584.61 Overview

The Postal Service has identified the personal attributes needed for the successful job
performance of nonbargaining employees. These attributes are described as behavioral
examples in competency models for leadership and functionalftechnical competency.
WeThe Postal Service hasve developed Geompetency models and evaluation forms
have-beer-developed-for supervisory, managerial, and executive levels of leadership.

584.6162 Conducting the Initial Discussion

During an employee’s first week at a work site, the immediate manager must have an
initial discussion with the employee to sleary-outline clearly performance expectations for
the probationary period. The immediate manager documents Tihis discussion is
doeumented-on the appropriate form, as follows:

»  Supervisory — PS Form 5956-SUP, EAS Supervisory Employee Probationary Period
Report.

» Non-Supervisory —— PS Form 5956-EAS, EAS Non-Supervisory Employee
Probationary Period Report.
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= Management Foundations Program — PS Form 5956-MFP, Management
Foundations Program Employse Probationary Period Report.

" Managerial — PS Form 5956-MGR, EAS Managerial Employee Probationary Period
Report.

v Executive — PS Form 5958-EXE, Executive Employee Probationary Period Report.
»  Postal Inspector —— PS Form 5656-P|, Postal Inspector Probationary Period Report.

These forms are available online at hifp.#/blue.usps.govformmamiforms.him.

584.63 Performance Evaluation Intervals

The probationary peried for most nonbargaining employees is 1 year and increases to 2
years for some Postal Inspectors (ses 584.32). In addition to providing the ongoing
feedback necessary for successful performance management, the manager must
conduct formal discussions with the employee. After the initial meeting during the
employee's first week at the work site, the manager will conduct and document
interactive discussions at regular -intervals as described on the appropriate probationary
form (see 584.61). Both the employee and manager are required to initial the form to
indicate completion of these discussions.

On the final -evaluation, the manager must recommend definitively that the employee be
either retained or separated. The employee and the manager both must sign the
evaluation form. If the employee refuses to sign i, the manager will indicate that the
employee was offered the opportunity to sign, but declined to do so.
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August 25, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service is revising Sections 604, Postage Payment
Methods and Refunds, and 609, Filing Indemnity Claims for Loss or Damage, of the Domestic
Mail Manual (DMM). .

The purpose of the revisions is to add an option tc allow customers to request postage and fees
refunds for select product and services online. This option is scheduled to begin September 30.

Enclosed are copies of the final draft, one with and one without changes identified.

Please cor

aqt Bruce Nicholson at extension 7773 if you have questions concerning this matter.

Alan S. Moore
Manager
Labor Relations Policies and Programs

Enclosures

A75 L'ENFANT PLAZA SW
WasHinGTON DG 20260-4101
VWWW,USPS.COM



Job Analysis Survey — Duty & Job Characteristics

City Carrier Assistant (CCA)

Name:

Today’s Date:




City Carrier Associate — Duty & Job Characteristics Survey

Overview

The United States Postal Service has partnered with APTMetrics to conduct a job analysis of
the City Carrier Assistant {CCA) role. The results from this job analysis will be used to ensure
that suitable individuals are selected for the City Carrier Assistant role.

APTMetrics has conducted job observations, interviews, and focus groups with City Carrier
Assistants, supervisors and other employees of the United States Postal Service.

At this time, we would like to ask you to complete a survey to provide critical
information about the City Carrier Assistant role. There are three sections in this survey:

Section i. Background Information
Section l. Job Duty Ratings
Section llf. Job Characteristic Ratings

Please note that your input is entirely confidential. Your responses will not be identified to
anyone within the United States Postal Service, and results will only be reported in the
aggregate.

Our output is only as good as the information we obtain from you, so please answer as
honestly and as accurately as you can. '




City Carrier Associate — Duty & Job Characteristics Su rvey

Background Information

Please complete the following items about you and your job. This information is for
documentation and record-keeping purposes only. It will be used for no other purpose
and will not be used to identify any individual.

Please select the option that best applies for each item. Place an “X” in the box to indicate
your response. Please provide one response per item.

1) Ethnic Heritage Hispanic or Latino

White (Not Hispanic or Latino)

African American or Black (Not Hispanic or Latino)

Asian (Not Hispanic or Latino)

American Indian or Alaskan Native {Not Hispanic or Latino)
Native Hawaiian or Other Pacific Islander (Not Hispanic or Latino)
Two or More Races (Not Hispanic or Latino)

2) Gender Female
Male

3) Age 20 or under
21t0 29
30to 39
4010 49

50 to 59

60 or over

4) Highest Level of Education Did not complete high school

Achieved Received high school diploma or equivalent
Completed some college or vocational training
Received Associate's degree

Received Bachelor's degree

Completed some graduate work

Received graduate degree

5) Current Job Title City Carrier Assistant
Rural Carrier Associate

Supervisor, Customer Services or Manager, Customer Services or
Postmaster




City Carrier Associate — Duty & Job Characteristics Survey

6) Time in Current Job Title Less than 3 months

At least 3 months, but less than 8 months
At least 6 months, but less than 1 year
At least 1 year, but less than 2 years

At least 2 years, but less than 5 years

At least 5 years, but less than 10 years
10 years or more

7) Time with United States l.ess than 3 months

Postal Service At least 3 months, but less than 6 months
At least 6 months, but less than 1 year
At least 1 year, but less than 2 years

At least 2 years, but less than 5 years

Af least 5 years, but less than 10 years
10 years or more

8) Shift Tour 1
Tour 2
Tour 3
Varies




Job Duty Survey Instructions

In this section, you will be presented with a number of job duties. Please rate each duty on its
Importance to the job and the Frequency with which it is performed by City Carrier Assistants.

As you review each job duty, first decide whether this is a duty that is performed on the City
Carrier Assistant job. If it is, please rate its importance to the job followed by how frequently it
is performed. If it is not performed by the City Carrier Assistant, rate both Importance
and Frequency Performed as a “0.”

Importance Scale

The Importance scale asks you how important the duty is to performing the City Carrier
Assistant job effectively.

Please take a moment to review the rating scale below.

Not . , . :
A City Carrier Assistant does nof perform this duty.
0 Performed y = netp Y
Although part of a City Carrier Assistant’s job, this duty is
1 Minor not very important. How well a CCA performs this duty
Importance has relatively little impact on the CCA's overall job

performance.

T,his duty is important to performing a City Carrier
Assistant’s job effectively. How well a CCA performs this
duty has meaningful impact on the CCA's overall job
performance.

2 | Important

This duty is critical to performing the City Carrier Assistant
job effectively. How well a CCA performs this duty is
certain to have substantial impact on the CCA’s overall job
performance. '

3 | Critical

Not every job duty is critically important to job success. Duties that are moderately important
or not important to job success should be given a lower importance rating.




Frequency Performed Scale

The Frequency Performed scale asks how frequently a City Carrier Assistant performs
the duty.

Please take a moment to review the rating scale below.

0 | Not Performed A City Carrier Assistant does not perform this duty.
1 Less than Once a A City Carrier Assistant performs this duty less
Month frequently than once per month.
Monthly A City Carrier Assistant performs this duty once or

twice a month, but not weekly.

A City Carrier Assistant performs this duty one or
Weekly more times a week, but not daily.

A City Carrier Assistant performs-this-duty once-or

Once or Twice a Day fwice a day

g b 0N

A City Carﬁriei‘ Assistant performs this duty many

Many Times a Day fimes a day

Additional Guidelines

Please follow the guidelines below when making your ratings:

Read each duty carefully and thoroughly before making your ratings.

Complete the survey on your own without the help of others. We are interested in
your independent ratings.

This is not a test. There are no “right” or “wrong” answers. Simply make your ratings
based on your personal experience performing or supervising the job.

Periodically review the rating scales o ensure you are using the scales consistently
throughout the rating process.

Write clearly and legibly.




Job Duty Ratings

. Gather packages and collect buggies to prepare for delivery.

2. Case the route by sorting mail/packages and putting them in
delivery order.

3. Load packages in vehicle in specific delivery order,

4. Scan mailboxes to demonstrate progress on route. '

5. Enter buildings using safety codes or keys.

6. Check for customer holds, forwards, and gthér requests, and
ensure mail/packages are handled accordingly.

7. Prioritize delivery of express packages.

8. Gather delivery signatures for express packages (when
necessary).

9. Collect money for posfage sales.

10. Deliver mail to customers.

11. Collect postage due and cash on deliveries.

12. Check premium mail/packages and forward as appropriate.

13. Drive and park company-supplied vehicles safely and
defensively, including following safe parking procedures, such
as curbing wheels.

14. Secure vehicles when unattended.




In this section, you will rate a series of job characteristic statements using two (2) scales:
Frequency Experienced and Opportunity for Criminal/lllegal Behavior.

As you review each job characteristic, first decide whether it is a characteristic of the City
Carrier Assistant job. If it is a characteristic of the job, please indicate how frequently it
oceurs on the job followed by the extent to which it provides opportunity for criminal or illegal
behavior. If a job characteristic does not occur on the job, rate the Frequency
Experienced and Opportunity for Criminal/lllegal Behavior as a “0.”

Frequency Experienced Scale

The Frequency Experienced scale asks how frequently each job characteristic occurs on the
City Carrier Assistant job. '

Please take a moment to review the rating scale below.

This-is-not-a characteristic of the City Carrier

() | Not Experienced

Assistant job.
1 Less than Once a A City Ca_rriél'r Assistant experiences this job
Month charact,e"r’istic less frequently than once per month.
2 Monthly A City Carrier Assistant experiences this job

characteristic once or twice a month, but not weekly.

| A City Carrier Assistant experiences this job
3 | Weekly ' characteristic one or more times a week, but not
daily.

A City Carrier Assistant experiences this job

4 | Once or Twice a Day characteristic once or twice a day.

A City Carrier Assistant experiences this job

Many Times a Day characteristic many times a day.




Opportunity for Criminalfillegal Behavior Scale

The Opportunity for Criminal/lllegal Behavior scale asks how much opportunity a City Carrier
Assistant has to commit criminal or illegal behavior for each job characteristic that is part of
the job. In other words, if a City Carrier Assistant was determined to engage in criminal or
illegal behavior, to what extent would each job characteristic provide the Carrier with an

opportunity to do something criminal orillegal.

Please take a moment to review the rating scale below.

0 | No Opportunity

This job characteristic provides no.opportunity for a
City Carrier Assistant to engage-in criminal or illegal
behavior.

1 Very Little

This job characteristic provides very little opportunity
for a City Carrier Assistant to engage in criminal or
illegal behavior '

Opportunity

2 | Some Opportunity

This job characteristic provides some opportunity for
a City Carrier Assistant to engage in criminal or
illegal behavior.

3 | A Lot of Opportunity

This job characteristic provides a lot of opportunity
for a City Carrier Assistant to engage in criminal or
iltegal behavior.

Additional Guidelines

Please follow the guidelines below when making your ratings:

Read each-job characteristic carefully and thoroughly before making your ratings.
Complete the survey on your own without the help of others. We are interested in

your independent ratings.

e This is not a test. There are no “right” or “wrong” answers. Simply make your ratings

based on your personal experience performing or supervising the job.
» Periodically review the rating scales to ensure you are using the scales consistently
throughout the rating process.

s Write clearly and legibly.




Job Characteristics Ratings

Has access to sensitive/confidential documents, including
personal identifying information (e.g., checks, bank
statements, cash, credit cards, gift cards, credit card
statements, stocks, financial statements).

2. Has access to money left in mailboxes

3. Has access to keys left in mailboxes.

4. Has access to merchandise or goods {e.g., Amazon
packages, items in stores where mail is being delivered).

5. Has access to the use of Postal Service credi{ and gas
cards. '

6. Encounters illegal substances that must be transported to
proper holding facility. )

7. Has access to customer mail and packages.

8. Has access to office résources (e.g., copiers, pens, forms,
telephone).

9. Handles cash and coins {e.g., CODs, postage due).

10. Handtes checks and money orders.

11. Has access to prescription drugs that are mailed.

12. Interacts with customers in private spaces such as their

homes.




13.

Interacts with customers in public spaces such as
businesses, schools, churches, hospitals and daycare
facilities.

14.

Maintains information and records on customers (e.g.,
forwarding and hold addresses, delivery instructions for
houses/apartments, troublesome dogs).

15.

Completes tasks that if done incorrectly could physically
injure self or others (e.g., driving, lifting, twisting/iurning,
loading truck).

16.

Carries items that could be used as a weapon (e.g., dog
spray, pocket knives, scissors, hammers).

17.

Has unsupervised access to buildings su&h as offices,
hospitals, military bases, government buildings, and
educational institutions.

18.

Has supervised access to buildings such as offices,
hospitals, military bases, government buildings, and
educational institutions.

19.

Has access to master keys and electronic gate keys.

20.

Has access to lock boxes and the keys/codes required to
open them.

21,

Has access to customer PO boxes.

22.

Has access to post offices other than home post office.

23,

Maintains logs of deliveries and/or orders (e.g.,
certified/registered mail).

24,

Drives company vehicles as part of job responsibilities.




End of Survey

You have completed the survey. Please ensure you are satisfied with your ratings before
submitting.

Thank you for your participation!
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To File,

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian;

As a matter of general interest, the United States Postal Inspection Service (USPIS) will
conduct surveys with randomly selected supervisors nationwide to validate tasks performed
by specific bargaining unit positions.

The USPIS will use various surveys to validate the frequency of work activities for the
following employee categories: City Carrier Assistant, Mail Handler Assistant, Mail
Processing Clerk, Operations Industrial Engineer, and Rural Carrier Associate.

The survey results will be used to make recommendations regarding how prior criminal

convictions for an applicant may be related to the position for which the applicant is being
considered.

The job analysis surveys are scheduled to be conducted in September. We have enclosed
a copy of the subject surveys.

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this
matter.

“Alan §. Moore
Manager
Labor Relations Policies and Programs

Enclosures

475 LENrANT PLaza SW
WasHinagTon DG 20260-4101
WWW.USPS.COM




Job Analysis Survey — Duty & Job Characteristics

Mail Processing Clerk

Global Strategles for Telent Management,




Mail Processing Clerk— Duty & Job Characteristics Survey

Overview

The United States Postal Service has partnered with APTMetrics to conduct a job
analysis of the Mail Processing Clerk role. The results from this job analysis will be used
to ensure that suitable individuals are selected for the Mail Processing Clerk role.

APTMetrics has conducted job observations, interviews, and focus groups with Postal
Mail Processing Clerks, supervisors and other employees of the United States Postal
Service.

At this time we would like to ask you to complete a survey to provide critical
information about the Mail Processing Clerk role. There are three sections in this
survey: '

Section I. Job Duty Ratings
Section il. Job Characteristic Ratings

Please note that your input is entirély confidential. Your responses will not be
identified to anyone within the United States Postal Service, and results will only be
reported in the aggregate.

Qur output is only as good as the information we obtain from you so please answer as
honestly and as accurately as you can.

18




Mail Processing Clerk— Duty & Job Characteristics Survey

Job Duty Survey Instructions

In this section, you will be presented with a number of job duties. Please rate each duty
on its importance to the job and the frequency with which it is performed by Mail
Processing Clerks.

As you review each job duty, first decide whether this is a duty that is performed by Mail
Processing Clerks. If it is, please rate its importance to the job followed by how
frequently it is performed it. If it is not performed by the Mail Processing Clerk, rate
both Importance and Frequency Performed as a “0.”

Importance Scale

The Importance scale asks you how important the duty is to performmg the Mail
Processing Clerk job effectively.

Please take a moment to review the rating scale below.

0 :’lg:forme d A Mail Processing Clerk does not perform this duty.
Although part of a Mail Processing Clerk’s job, this duty is
1 Minor not very important. How well a Mail Processing Clerk
Importance performs this duty has refalively little impact on the
associate’s overall job performance.
This duty is important to performing a Mail Processing
2 Important . Clerk’s job effectively. How well a Mail Processing Clerk
performs this duty has meaningful impact on the
associate’s overall job performance.
This duty is critical to performing the Mail Processing Clerk
3 | Critical job effectively. How well a Mail Processing Clerk performs
this duty is certain to have substantial impact on the
associate’s overall job performance.

Not every job duty is critically important to job success. Duties that are moderately
important or not important to job success should be given a lower importance rating.

19




Mail Processing Clerk— Duty & Job Characteristics Survey

Frequency Performed Scale

The Frequency Performed scale asks how frequently a Mail Processing Clerk
performs the duty.

Please take a moment to review the rating scale below.

0 | Not Performed A Mail Processing Clerk does not perform this duty.
1 Less than Once a A Mail Processing Clerk performs this duty less
Month frequently than once per month.
Monthly A Mail Processing Clerk performs this duty once or

twice a month, but not weekly.

Weekl A Mail Processing Clerk performs this duty one or
y more times a week, but not daily.

A Mail Processing Clerk performs this duty once or

Once or Twice a Day twice a day

G|~ 0N

A Mail Processing Clerk performs this duty many

Many Times a Day times a day

Additional Guidelines

Please follow the guidelines below when making your ratings:

o Read each duty carefully and thoroughly before making your ratings.

¢ Complete the survey on your own without the help of others. We are interested
in your independent ratings. _

+ This is not a test. There are no “right” or “wrong” answers. Simply make your
ratings based on your personal experience performing or supervising the job.

¢ Periodically review the rating scales fo ensure you are using the scales
consistently throughout the rating process.

+ Write clearly and legibly.
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- Mail Processing Clerk— Duty & Job Characteristics Survey

Job Duty Ratings

. Accept and process mail from the truck. |

Work with Automatic Facing Canceling System (AFCS)
equipment.

Put pre-prepped mail into AFCS system.

Put bar codes on mail for delivery.

Key in zip codes if not readable.

Expedite incoming and outgoing mail.

Place mail in carrier route to be sorted (Delivery Barcode
Servers).

Sort mail by hand from three digi't mail into five digit mail.

Load mail into equipment fbrtransport (e.g., containers, sacks).

10

. Man cull chutes in order to gather mail.

11.

Hand-sort damaged mail.

12.

Put damaged mail into the tray and take to rewrap area so that it
can be fixed.

21




Mail Processing Clerk— Duty & Job Characteristics Survey

In this section, you will rate a series of job characteristic statements using two (2)
scales; Frequency Experienced and Opportunity for Criminal/lllegal Behavior.

As you review each job characteristic, first decide whether if it is a characteristic of the
Mail Processing Clerk job. If it is a characteristic of the job, please indicate how
frequently it occurs on the job followed by the extent to which it provides opportunity for
criminal or illegal behavior. If a job characteristic does not occur on the job, rate the
Frequency Experienced and Opportunity for Criminal/lllegal Behavior as a “0.”

Frequency Experienced Scale

The Frequency Experienced scale asks how frequently each job characteristic occurs
on the Mail Processing Clerk job.

Please take a moment to review the rating scale below.

This is not a characteristic of the Mail Processing

0 | Not Experienced

Clerk job.
1 Less than Once a A Mail Procéssing Clerk experiences this job
Month " | characteristic less frequently than once per month.
" : .. .
2 | Monthly A Mail Processing Clerk experiences this job

characteristic once or twice a month, but not weekly.

. | AMail Processing Clerk experiences this job
Weekly -’ characteristic one or more times a week, but not
daily,

w

A Mail Processing Clerk experiences this job

4 | Once or Twlce a Day charactetristic once or twice a day.

A Mail Processing Clerk experiences this job

Many Times a Day characteristic many times a day.
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Mail Processing Clerk— Duty & Job Characteristics Survey

Opportunity for Criminal/lllegal Behavior Scale

The Opportunity for Criminal/lllegal Behavior scale asks how much opportunity a Mail
Processing Clerk has to commit criminal or illegal behavior for each job characteristic
that is part of the job. In other words, if a Mail Processing Clerk was determined to
engage in criminal or illegal behavior, to what extent would each job characteristic
provide the Carrier with an opportunity to do something criminal or illegal.

Please take a moment to review the rating scale below.

This job characteristic provides no opportunity for a

0 | No Opportunity Mail Processing Clerk to engage-in criminal or illegal
behavior. '
Very Little . This job characteristic provides very little opportunity

for a Mail Processing Clerk to engage in criminal or

Opportunity illegal behavior.

This job characteristic provides some opportunity for
2 | Some Opportunity a Mail Processing Clerk to engage in criminal or
illegal behavior.

This job characteristic provides a lot of opportunity
3 | A Lot of Opportunity | for a Mail Processing Clerk to engage in criminal or
illegal behavior.

Additional Guidelines

Please follow the guidelines below when making your ratings:

* Read each job characteristic carefully and thoroughly before making your
ratings.

* Complete the survey on your own without the help of others. We are interested
in your independent ratings.

» This is not a test. There are no “right” or “wrong” answers. Simply make your
ratings based on your personal experience performing or supervising the job.

» Periodically review the rating scales to ensure you are using the scales
consistently throughout the rating process.

o Write clearly and legibly. '
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Job Characteristics Ratings

1. Has access to sensitive/confidential documents, including
personal identifying information (e.g., checks, bank statements,
credit cards, gift cards credit card statements, stocks and
financial statements).

2. Has access to merchandise or goods (8.g., Amazon packages,
items in stores where mail is being delivered).

3. Encounters illegal substances that must be transported to
proper holding facility.

4, Has access to customer mail and packages, mcludmg opened
mail.

5. Has access to office resources (e.g., copiers, pens, forms,
telephone).

6. Maintains and/cr repairs equmpment!machlnery (e.q., clears out
jams). .

7. Completes tasks that if done incorrectly could physically injure
self or others (e.g., machine jams, operating rolling equipment).

8. Carries items that could be used as a weapon (e.g., pocket
knives, scissors, hammers).

9. Has access to home and office addresses.

10. Has access to supervisor's computer.

11. Has access to company vehicles.
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End of Survey

You have completed the survey. Please ensure you are satisfied with your ratings
before submitting.

Thank you for your participation!
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Mail Handler Assistant - Duty & Job Characteristics Survey

Overview

The United States Postal Service has partnered with APTMetrics to conduct a job analysis of
the Mail Handler Assistant (MHA) role. The results from this job analysis will be used to
ensure that suitable individuals are selected for the Mail Handler Assistant role.

APTMetrics has conducted job observations, interviews, and focus groups with Mail Handler
Assistants, supervisors, and other employees of the United States Postal Service.

At this time we would like to ask you to complete a survey to provide critical
information about the Mail Handler Assistant role. There are three sections in this survey:

Section . Background Information
Section [I. Job Duty Ratings
Section lll. Job Characteristic Ratings

Please note that your input is entirely confidential. Your responses will not be identified to
anyone within the United States Postal Service, and results will only be reported in the
aggregate.

Our output is only as good as the information we obtain from you, so please answer as
honestly and as accurately as you can.
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Mail Handler Assistant — Duty & Job Characteristics Survey

Background Information

Please complete the following items about you and your job. This information is for
documentation and record-keeping purposes only. It will be used for no other purpose
and will not be used to identify any individual.

Please select the option that best applies for each item. Place an “X” in the box to indicate
your response. Please provide one response per item.

1) Ethnic Heritage Hispanic or Latino

White (Not Hispanic or Latino)

African American or Black (Not Hispanic or Latino)

Asian (Not Hispanic or Latino)

American Indian or Alaskan Native (Not Hispanic or Latino)
Native Hawailan or Other Pacific Islander (Not Hispanic or Latino}
Two or More Races (Not Hispanic or Latino)

2) Gender Female
Male

3) Age 20 or under
211029
30to0 39

40 to 49

50 to 59

60 or over

4) Highest Level of Education Did not complete high school

Achieved Received high school diploma or equivalent
Completed some college or vocational training
Received Associate's degree

Received Bacheior's degree

Completed some graduate work

Received graduate degree

5) Current Job Title Mail Handler Assistant (MHA)
Mail Processing Clerk
Supetrvisor, Customer Services/ Supervisor, Distribution Operations
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6) Time in Current Job Title Less than 3 months

At least 3 months, but less than 6 months
At least 8 months, but less than 1 year
At least 1 year, but less than 2 years

At least 2 years, but less than 5 years

At least 5 years, but less than 10 years
10 years or more

7) Time with United States Less than 3 months

Postal Service At least 3 months, but less than 6 months
At least 6 months, but less than 1 year
At least 1 year, but less than 2 years

At least 2 years, but less than 5 years

At least 5 years, but less than 10 years
10 years or more

8) Shift Tour 1
Tour 2
Tour 3
Varies
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Job Duty Survey Instructions

In this section, you will be presented with a number of job duties. Please rate each duty on its
importance to the job and the frequency with which it is performed by Mail Handler
Assistants.

As you review each job duty, first decide whether this is a duty that is performed on the Mail
Handler Assistant job. If it is, please rate its importance to the job followed by how frequently
it is performed. If it is not performed by the Mail Handler Assistant, rate both Importance
and Frequency Performed as a “0.”

Importance Scale

The Importance scale asks you how important the duty is to performing the Mail Handler
Assistant job effectively. '

Please take a moment to review the rating scale below.

Not , o ,
A Mail Handler Assistant does not perform this duty.
0 Performed faeLp y
Minor Although part of a Mail Handler Assistant’s job, this duty is
1 | rt not very important. How well a MHA performs this duty
mportance has relatively little impact on the overall job performance.
T_his duty is important to performing a Mail Handler
2 Imbortant Assistant’s job effectively. How well a MHA performs this
mp _ an duty has meaningful impact on the overall job
performance.
This duty is critical to performing the Mail Handler
3 | critic I Assistant job effectively. How well a MHA performs this
' a duty is certain to have substantial impact on the overall job
performance.

Not every job duty is critically important to job success. Duties that are moderately important
or not important to job success should be given a lower importance rating.




Frequency Performed Scale

The Frequency Performed scale asks how frequently a Mail Handler Assistant performs
the duty.

Please take a moment to review the rating scale below.

0 | Not Performed A Mail Handler Assistant does not perform this duty.
1 Less than Once a A Mail Handler Assistant performs this duty less
Month frequently than once per month.
Monthly A Mail Handler Assistant performs this duty once or

twice a month, but not weekly.

A Mail Handler Assistant performs this duty one or

Weekly more times a week, but not daily.

A Mail Handler Assistant performs this duty once or

Once or Twice a Day twice a day.

A Mail Handler Assistant performs this duty many
times a day

albhlw| N

Many Times a Day

Additional Guidelines

Please follow the guidelines below when making your ratings:

» Read each duty carefully and thoroughly before making your ratings.

« Complete the survey on your own without the help of others. We are interested in
your independent ratings.

"« This is not.a test. There are no “right” or “wrong” answers. Simply make your ratings

based on your personal experience performing or supetvising the job.

» Periodically review the rating scales to ensure you are using the scales consistently
throughout the rating process.

e Write clearly and legibly.




Job Duty Ratings

1. Scan mail as it is taken off the rack.

2. Sort non-machineable objects.

3. Sort packages.

containers, hampers).

5. Put mail in tray.

6. Repair opened packages.

7. Reroute mail on machines (e.g., DBCS, AFSM).

8. Load and unload trucks.

9. Print out placards that identify container. contents and
destination.

10. Drive power equipment (e.g., forklift, walkie rider, ox)

11. Stack and shake out mail sacks.

12. Fill sacks and gaylords with mail.

Pull equipment off the dock (e.g., Bulk Mail Contalners wtre




In this section, you will rate a series of job characteristic statements using two (2) scales:
Frequency Experienced and Opportunity for Criminal/lllegal Behavior.

As you review each job characteristic, first decide whether it is a characteristic of the Mail
Handler Assistant job. If it is a characteristic of the job, please indicate how frequently it
occurs on the job followed by the extent to which it provides opportunity for criminal or illegal
behavior. If a job characteristic does not occur on the job, rate the Frequency
Experienced and Opportunity for Criminal/lllegal Behavior as a “0.”

Frequency Experienced Scale

The Frequency Experienced scale asks how frequently each job characteristic occurs on the
Mail Handler Assistant job.

Please take a moment to review the rating scale below.

This is not a characterls’uc of the Mail Handler

Not Experienced Assistant job.

1 Less than Once a A Mail Handler Assistant experiences this job
Month characteristic less frequently than once per month.
2 | Monthl A Mail Handler Assistant experiences this job
y characteristic once or twice a month, but not weekly.
A Mail Handler Assistant experiences this job
3 | Weekly " | characteristic one or more times a week, but not

daily.

A Mail Handler Assistant experiences this job

4 | Once or Twice a Day characteristic once or twice a day.

A Mail Handler Assistant experiences this job

Many Times a Day characteristic many times a day.




Opportunity for Criminal/lllegal Behavior Scale

The Opportunity for Criminal/lllegal Behavior scale asks how much opportunity a Mail
Handler Assistant has to commit criminal or illegal behavior for each job characteristic that is
part of the job. In other words, if a Mail Handler Assistant was determined to engage in
criminal or illegal behavior, to what extent would each job characteristic provide the Mait

Handler Assistant with an opportunity to do something criminal or illegal.

Please take a moment to review the rating scale below.

No Opportunity

This job. characteristic provides no opportunity for a
Mail Handler Assistant to engage’in criminal or illegal
behavior.

Very Little
Opportunity

This job characteristic provides very little opportunity
for a Mail Handler Assistant to engage in criminal or
itlegal behavior.

Some Opportunity

This job characteristic provides some opportunity for
a Mail Handler Assistant to engage in ¢criminal or
illegal behavior.

A Lot of Opportunity

This job characteristic provides a lot of opportunity
for a Mait Handler Assistant to engage in criminal or
illegal behavior.

Additional Guidelines

Please follow the guid_elih.es below when making your ratings:

Read each job characteristic carefully and thoroughly before making your ratings.
Complete the survey on your own without the help of others. We are interested in

your independent ratings.

This is not a test. There are no “right” or “wrong” answers. Simply make your ratings

based on your personal experience performing or supervising the job.
Periodically review the rating scales to ensure you are using the scales consistently
throughout the rating process.

Write clearly and legibly.




Job Characteristics Ratings

1. Has access to sensitive/confidential documents, including
personal identifying information (e.g., checks, bank
statements, credit cards, gift cards, credit card statements,
stocks, financial statements).

2. Has access to merchandise or goods (e.g., Amazon
packages)

3. Encounters illegal substance‘s that must be transported to
proper holding facility.

4. Has access to customer mail and packages.

5. Has access to office resources {e.g9., copiers, pens, forms,
telephone).

6. Completes tasks that if done incorrectly could physically
injure self or others (e.g., driving equipment, lifting,
twisting/tuming, loading track).

7. Carries items that could be used as a weapon (e.9., pocket
knives, scissors, and hammers).

8. Has access 1o home addresses.

9. Has access to lock boxes and the keys/codes required to
open them.

10. Has access to customer PO boxes.

11. Drives vehicles that require a special license (e.g., power
equipment) as part of job respeonsibilifies. '

12. Has access to open packages in the rewrap area.




13. Has access to timekeeping software when accessing a
supervisor's computer.

14. Has access to lock boxes on the floor.

15, Has access to items of value (e.g., cash, credit cards, gift
cards, etc.) in the break room.

End of Survey

You have completed the survey. Please ensure you are satisfied with your ratings before
submitting. ’

Thank you for your participation!
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Operations Industrial Engineer —~ Duty & Job Characteristics Survey

Overview

The United States Postal Service has partnered with APTMetrics to conduct a job analysis of
the Operations Industrial Engineer (OIE) role. The results from this job analysis will be used
to ensure suitable individuals are selected for the OIE role.

APTMetrics has conducted job observations, interviews, and focus groups with Operations
Industrial Engineers, supervisors, and other employees of the United States Postal Service.

At this time we would like to ask you to complete a survey to provide critical
information about the Industrial Engineer role. There are three sections in this survey:

Section I. Background Information
Section Il. Job Duty Ratings
Section Ill. Job Characteristic Ratings

Please note that your input is entirely confidential. Your responses will not be identified to
anyone within the United States Postal Service, and results will only be reported in the
aggregate.

Our output is only as good as the information we obtain from you, so please answer as
honestly and as accurately as you can.




Operations Industrial Engineer — Duty & Job Characteristics Survey

Background Information

Please complete the following items about you and your job. This information is for
documentation and record-keeping purposes only. It will be used for no other purpose
and will not be used to identify any individual.

Please select the option that best applies for each item. Place an “X” in the box to indicate
your response. Please provide one response per item.

1) Ethnic Heritage

2) Gender

3) Age

4) Highest Level of Education
Achieved :

5) Current Job Title

Hispanic or Latino
White (Not Hispanic or Latino)

| African American or Black (Not Hispanic or Latino)

Asian (Not Hispanic or Latino)

American Indian or Alaskan Native (Not Hispanic or Latino)
Native Hawaiian or Other Pacific Islander (Not Hispanic or Latino)
Two or More Races (Not Hispanic or Latino)

Female
Male

20 or under
2110 29

30 to 39

40 to 49

50 to 59

60 or over

Did not complete high school

Received high school diploma or equivalent
Completed some college or vocaticnal training
Received Associate's degree

Received Bachelor's degree

Completed some graduate work

Received graduate degree

Operations Industrial Engineer
Manager, In Plant Support or Manager, Operations Support




Operations Industrial Engineer — Duty & Job Characteristics Survey

6) Time in Current Job Title

7) Time with United States
Postal Service

8) Shift

Less than 3 months

At least 3 months, but less than 6 months
At least 6 months, but less than 1 year
At least 1 year, but less than 2 years

At least 2 years, but less than 5 years

At least 5 years, but less than 10 years

10 years or more

Less than 3 months

At least 3 months, but less than 6 months
At least 6 months, but less than 1 year
At least 1 year, but less than 2 years

At least 2 years, but less than 5 years

At least & years, but less than 10 years
10 years or more

Tour 1
Tour 2
Tour 3
Varies




Operations Industrial Engineer — Duty & Job Characteristics Survey

Job Duty Survey Instructions

In this section, you will be presented with a number of job duties. Please rate each duty
on its importance to the job and the frequency with which it is performed by Operations
Industrial Engineers.

As you review each job duty, first decide whether this is a duty that is performed on the
Operations Industrial Engineer job. If it is, please rate its importance to the job followed
by how frequently it is performed. If it is not performed by the Operations Industrial
Engineer, rate both Importance and Frequency Performed as a “0.”

Importance Scale

The Importance scale asks you how important the duty is to performing the
Operations Industrial Engineer job effectively.

Please take a moment to review the rating scale below.

0 Not An Operations Industrial Engineer does not perform this
Performed duty.
Although part of an Operations Industrial Engineer’s job,
1 Minor this duty is not very important. How well an OIE performs
Importance this duty has relatively little impact on the engineer’s

overall job performance.

This duty is important to performing an Operations
Industrial Engineer's job effectively. How well an OIE

2 Important performs this duty has meaningful impact on the
engineer’'s overall job performance.
This duty is crifical to performing the Operations Industrial
3 | Critical Engineer job effectively. How well an associate performs

this duty is certain to have substantial impact on the
engineer's overall job performance.

Not every job duty is critically important to job success. Duties that are moderately
important or hot important to job success should be given a lower importance rating.




Operations Industrial Engineer — Duty & Job Characteristics Survey

Frequency Performed Scale

The Frequency Performed scale asks how frequently an Operations Industrial
Engineer performs the duty.

Please take a moment to review the rating scale below.

0 Not Performed Ap Operations Industrial Engineer does not perform
this duty.
1 Less than Once a An Operations Industrial Engineer performs this duty
Month less frequently than once per month.
Monthly An Operations Industrial Engineer performs this duty

once or twice a month, but not weekly.

An Operations Industrial Engineer performs this duty

Weekly one or more times a week, but not daily.

An Qperations Industrial Engineer performs this duty

Once or Twice a Day )
once or twice a day.

An Operations Industrial Engineer performs this duty
many times a day.

AN

Many Times a Day

Additional Guidelines

Please follow the guidelines below when making your ratings:

¢ Read each duty carefully and thoroughly before making your ratings.

o Complete the survey on your own without the help of others. We are interested
in your independent ratings.

o This is not a test. There are no “right” or “wrong” answers. Simply make your
ratings based on your personal experience performing or supervising the job.

» Periodically review the rating scales to ensure you are using the scales
consistently throughout the rating process.

¢ Write clearly and legibly.
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Job Duty Ratings

1. Conduct volume projections and prepare schedules.

2. Participate in the hiring process, by scheduling and
conducting interviews and making hiring
recommendations.

3. Conduct process improvement by analyzing a
department and working to make it better and more
efficient (e.g., computer-based analysis of machines,
audits).

4. Walk the floor and observe processes and equipment.

5. Lead the installation process for new equipment.

6. Evaluate efficiency and performance of plant machinery
and take action according to results {e.g., order new
equipment, take machines offline).

7. Track mail and respond to customer inquiries as to its
location and expected delivery.

8. Maintain plant layout drawings.

9. Conduct service analysis on mail flow.

10. Reprocess flow of mail through the facility to make it as
efficient as possible.

11. Train new hires (e.g., floor training, Six Sigma‘training)

12. Assist with operations when needed (e.g., Christmas
annex).




Operations Industrial Engineer — Duty & Job Characteristics Survey

In this section, you will rate a series of job characteristic statements using two (2)
scales: Frequency Experienced and Opportunity for Criminal/lilegal Behavior.

As you review each job characteristic, first decide whether it is a characteristic of the
Operations Industrial Engineer job. If it is a characteristic of the job, please indicate
how frequently it occurs on the job followed by the extent to which it provides
opportunity for criminal or illegal behavior. If a job characteristic does not occur on
the job, rate the Frequency Experienced and Opportunity for Criminal/lllegal
Behavior as a "0.”

Frequency Experienced Scale

The Frequency Experienced scale asks how frequently each job characteristic occurs
on the Operations Industrial Engineer job.

Please take a moment to review the rating scale below.

This is not a characteristic of the Operations
industrial Engineer job.

0 | Not Experienced

An Operations Industrial Engineer experiences this

1 Less than Once a job characteristic less frequently than once per

Month month.
An Operations Industrial Engineer experiences this
2 | Monthly job characteristic once or twice a month, but not
weekly.
An Operations Industrial Engineer experiences this
3 Weekly job characteristic one or more times a week, but not

daily.

An Operations Industrial Engineer experiences this

4 | Once or Twice a Day job characteristic once or twice a day.

An Operations Industrial Engineer experiences this

Many Times a Day job characteristic many times a day.
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Opportunity for Criminal/lllegal Behavior Scale

The Opportunity for Criminal/lilegal Behavior scale asks how much opportunity an
Operations Industrial Engineer has to commit criminal or illegal behavior for each job
characteristic that is part of the job. In other words, if an Operations Industrial Engineer
was determined to engage in criminal or illegal behavior, to what extent would each job
characteristic provide the OIE with an opportunity to do something criminal or illegal.

Piease take a moment to review the rating scale below.

This job characteristic provides no opportunity for an
0 | No Opportunity Operations Industrial Engineer to engage in criminal
or illegal behavior.

Very Little This job characteristic provides very little opportunity
Opportunity

for an Operations Industrial Engineer to engage in
criminal or illegal behavior.

2 | Some Opportunity an Operations Industrial Engineer fo engage in

This job characteristic provides some opportunity for

criminal or iflegal behavior.

3 | A Lot of Opportunity | for an Operations Industrial Engineer to engage in

This job characteristic provides a lot of opportunity

criminal or illegal behavior.

Additional Guidelines

Please follow the guidelines below when making your ratings:

Read each job characteristic carefully and thoroughly before making your
ratings.

Complete the survey on your own without the help of others. We are interested
in your independent ratings.

This is not a test. There are no “right” or “wrong” answers. Simply make your
ratings based on your personal experience performing or supervising the job.
Periodically review the rating scales to ensure you are using the scales
consistently throughout the rating process.

Write clearly and legibly.




Operations Industrial Engineer — Duty & Job Characteristics Survey

Job Characteristics Ratings

Has access to Postal Service databases (e.g., budgets,
e-flash, sort plans, container information, mail routes,
postal fleet).

Has access to sensitive/confidential documents,
including personal identifying information (e.g.,
databases with customer or employee information).

3.

4. Has access to merchandise or goods (e.9., packages,
items in stores where mail is being delivered).

5. Has authority to use company funds (e.g., travel cards).

8. Encounters illegal substances that must be transported
to proper holding facility.

7. Has access to customer mail and packages.

8. Has access to office resources {e.g., copiers, pens,
forms, telephone).

9. Handles cash and coin (g.9., money bags, cash in
opened mail).

10. Handles checks and money orders.

11. Interacts with customers in public spaces such as

businesses, schoaols, churches, hospitals and daycare
facilities.
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12. Completes tasks that if done incorrectly could physically
injure self or others {(e.g., improper use of machinery,
poor design of equipment layouts).

13. Has unsupervised access to buildings such as offices,
hospitals, military bases, government buildings, and
educational institutions.

14. Has supervised access to buildings such as offices,
hospitals, military bases, government buildings, and
educational institutions.

15. Has access to master keys and electronic gate keys.

16. Has access to lock boxes and the keys/codes required to
open them.,

17. Has access to customer PO boxes.

18. Has access to post offices other than home post office.

19. Maintains logs of deliveries, inventories and/or orders
(e.g., verified drop shipments, mail on hand).

20. Drives persona! vehicles as part of job responsibilities.

21. Drives company vehicles as part of job responsibilities.

10
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End of Survey

You have completed the survey. Please ensure you are satisfied with your ratings
before submitting.

Thank you for your participation!
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Rural Carrier Associate - Duty & Job Characteristics Survey

Overview

The United States Postal Service has partnered with APTMetrics to conduct a job analysis of
the Rural Carrier Associate role. The results from this job analysis will be used to ensure that
qualified individuals are selected for the Rural Carrier Associate role.

APTMetrics has conducted job observations, interviews, and focus groups with Rural Carrier
Associates, supervisors and other employees of the United States Postal Service.

At this time we would like to ask you fo complete a survey to provide critical
information about the Rural Carrier Associate role. There are three sections in this
survey:

Section . Job Duty Ratings
Section Il. Job Characteristic Ratings

Please note that your input is entirely confidential. Your responses will not be identified to
anyone within the United States Postal Service, and results will only be reported in the
aggregate.

Our output is only as good as the information we obtain from you, so please answer as
honestly and as accurately as you can.

18
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Job Duty Survey Instructions

In this section, you will be presented with a number of job duties. Please rate each duty
on its importance to the job and the frequency with which it is performed by Rural
Carrier Associates.

As you review each job duty, first decide whether this is a duty that is performed on the
Rural Carrier Associate job. If it is, please rate its importance to the job followed by how
frequently it is performed it. If it is not performed by the Rural Carrier Associate,
rate both Importance and Frequency Performed as a “0.”

Importance Scale

The Importance scale asks you how important the duty is to performing the Rural
Carrier Associate job effectively. ,

Please take a moment to review the rating scale below.

Not : o .
A Rural Carrier Associate does not perform this duty.
0 | performed nep y
Although pa-r'fof a Rural Carrier Associate’s job, this duty
1 Minor is not very important. How well a RCA performs this duty
Importance has refatively little impact on the RCA’s overall job
performance.
| This duty is important to performing a Rural Carrier
Associate's job effectively. How well a RCA performs this
2 |Important _

duty has meaningful impact on the RCA’s overall job
performance.

This duty is critical to performing the Rural Carrier

3 | Critical Associate job effectively. How well a RCA performs this
duty is certain to have substantial impact on the RCA’s

overall job performance.

Not every job duty is critically important to job success. Duties that are moderately
important or not important to job success should be given a lower importance rating.
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Frequency Performed Scale

The Frequency Performed scale asks how frequently a Rural Carrier Associate
performs the duty.

Please take a moment to review the rating scale below.

Not Performed A Rural Carrier Associate does not perform this duty.
Less than Once a A Rural Carrier Associate performs this duty less
Month | frequently than once per month.

A Rural Carrier Associate performs this duty once or
twice a month, but not weekly.

Monthly

A Rural Carrier Associate performs this duty one or

Weekly | more times a week, but not daily.

A Rural Carrier Associate performs this duty once or

Once or Twice a Day twice a day

A Rural Carriér Associate performs this duty many
times a day.

b W N = 0O

Many Times a Day

Additional Guidelines

Please follow the guidelines below when making your ratings:

« Read each duty carefully and thoroughly before making your ratings.

« Complete the survey on your own without the help of others. We are interested
in your independent ratings.

e This is not a test. There are no “right” or “wrong” answers. Simply make your
ratings based on your personal experience performing or supervising the job.

« Periodically review the rating scales to ensure you are using the scales
consistently throughout the rating process.

« Write clearly and legibly.
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Job Duty Ratings

. Gather packages and collect buggies to prepare for delivery.

Case the route by sorting mail/packages and putting them in
delivery order.

Load packages in vehicle in specific delivery order.

Scan packages and route markers at beginning and end-of
route.

Enter buildings using safety codes or keys.

Check for customer holds, forwards, andptﬁér requests, and
ensure mailfpackages are handled accordingly.

Prioritize delivery of express packages.

Gather delivery signatures for express packages (when
necessary). ~

Carry a bank of stamps for sale.

10.

Collect money for postage sales.

11.

Deliver mail to customers.

12.

Collect postage due and cash on deliveries.

13.

Collect mail to be sent from customers.

14.

Check premium mail/packages and forward as appropriate.

21
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15. Drive and park perscnal or company-supplied vehicies safely
and defensively, including following safe parking procedures
such as curbing wheels.

16, Secure vehicles when unattended.

22
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In this section, you will rate a series of job characteristic statements using two (2)
scales: Frequency Experienced and Opportunity for Criminal/lllegal Behavior.

As you review each job characteristic, first decide whether if it is a characteristic of the
Rural Carrier Associate job. If it is a characteristic of the job, please indicate how
frequently it occurs on the job followed by the extent to which it provides opportunity for
criminal or illegal behavior. If a job characteristic does not occur on the job, rate the
Frequency Experienced and Opportunity for Criminal/illegal Behavior as a “0.” '

Freqguency Experienced Scale

The Frequency Experienced scale asks how frequently each job characteristic occurs
on the Rural Carrier Associate job.

Please take a moment to review the rating scale beiow.

| o This is not a characteristic of the Rural Carrier

0 | Not Experienced Associate job.

1 Less than Once a A Rural C_arﬁér Associate experiences this job
Month charactetistic less frequently than once per month.

A Rural Carrier Associate experiences this job
characteristic once or twice a month, but not weekly.

2 | Monthly

. | ARural Carrier Associate experiences this job
Weekly characteristic one or more times a week, but not
daily.

W

A Rural Carrier Associate experiences this job

4 | Once or Twice a Day characteristic once or twice a day.

A Rural Carrier Associate experiences this job
characteristic many times a day.

Many Tih1es a Day

23




Rural Carrier Associate — Duty & Job Characteristics Survey

Opportunity for Criminal/lllegal Behavior Scale

The Opportunity for Criminal/lllegal Behavior scale asks how much opportunity a Rural
Carrier Associate has to commit criminal or illegal behavior for each job characteristic
that is part of the job. In other words, if a Rural Carrier Associate was determined to
engage in criminal or illegal behavior, to what extent would each job characteristic
provide the Carrier with an opportunity to do something criminal or illegal.

Please take a moment to review the rating scale below.

This job characteristic provides no opportunity for a
0 | No Opportunity Rural Carrier Associate to engage in criminal or
illegal behavior.

Very Little This job charactlerlstlc prgwdes very I|ttI§ opportunlty
for a Rural Carrier Associate to engage in criminal or

, ?Pportunity ) illegal behavior.

This job characteristic provides some opportunity for
2 | Some Opportunity a Rural Carrier Associate to engage in criminal or
illegal behavior.

This job characteristic provides a lot of opportunity
3 | A Lot of Opportunity | for a Rural Carrier Associate to engage in criminal or
itegal behavior.

Additional Guidelines .

Please follow the guidelines below when making your ratings:

» Read eath job characteristic carefully and thoroughly before making your
ratings.

« Complete the survey on your own without the help of others. We are interested
in your independent ratings.

» This is not a test. There are no “right” or “wrong” answers. Simply make your
ratings based on your personal experience performing or supervising the job.

¢ Periodically review the rating scales to ensure you are using the scales
consistently throughout the rating process.

o Write clearly and legibly.
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Rural Carrier Associate — Duty & Job Characteristics Survey

Job Characteristics Ratings

Has access fo sensitive/confidential documents, including
personal identifying information (e.g., checks, bank statements,
cash, credit cards, gift cards, credit card statements, stocks,
financial statements).

2. Has access to money left in mailboxes

3. Has access to keys left in mailboxes.

4. Has access to merchandise or goods (e.g., Amazon packages,
items in stores where mail is being delivered).

5. Has access to Postal Service goods for salg (€.9., stamps).

6. Has access to the use of Postal Servioe-é:.rlédit and gas cards.

7. Encounters illegal substances that must be transported to
proper holding facility.

8. Has access to customer mé:il and packages.

9. Has access to office re:sources (e.q., copiers, pens, forms,

telephone).

10.

Handles cash and coin (e.g., CODs, postage due).

1.

Handles checks and meney orders.

12,

Has access to prescription drugs that are mailed.

13.

Interacts with customers in private spaces such as their homes.

14.

Interacts with customers in public spaces such as businesses,
schools, churches, hospitals and daycare facilities.
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Rural Carrier Associate — Duty & Job Characteristics Survey

15.

Maintains information and records on customers (e.g.,
forwarding and hold addresses, delivery instructions for
houses/apartments, troublesome dogs).

16.

Responsible for retrieving merchandise such as parts and goods
from businesses, including home businesses.

17.

Completes tasks that if done incorrectly could physically injure
self or others (e.g., driving, lifting, twisting/turning, loading truck).

18.

Carries items that could be used as a weapon (e.g., dog spray,
pocket knives, scissors, hammers). ,

18.

Has unsupervised access to buildings such as offices,
hospitals, military bases, government bundmgs and educational
institutions. :

20.

Has supervised access to buildings stich as offices, hospitals,
military bases, government bulldmgs and educational
institutions.

21.

Has access to master keys“and electronic gate keys.

22.

Has access to lock boxes and the keys/codes required to open
them.

23.

Has access to customer PO boxes.

24,

Has access to post offices other than home post office.

25.

Maintains logs of deliveries and/or orders (e.g.,
certified/registered mail).

26.

Drives personal vehicles as part of job responsibilities.

27.

Drives company vehicles as part of job responsibilities.
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Rural Carrier Associate — Duty & Job Characteristics Survey

End of Survey

You have completed the survey. Please ensure you are satisfied with your ratings
before submitting.

Thank you for your participation!
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September 7, 2017

Mr. Brian J. Wagnar Certified Mail Tracking Number:
President 70161370000230149755
National Association of Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Mark:

As a matter of general interest, the Postal Service plans to convert Remotely Managed Post
Offices (RMPOs) Level 2, 4 and 6 that use the Retail Systems Software (RSS) to Single Drawer
Accountability. '

Single Drawer Accountability (SDA) is a single accountability comprised of stamp stock, cash,
and money orders, It does not include unit reserve stock or individual accountabilities. Currently,
SDA s used for non-Point of Sale (POS} RMPCs Level 2, 4 and 8. Policies will apply as stated in
Handbook F-101, Chapter 24.

Enclosed on compact disc fs a list of offices with the deployment schedule. Conversion of all
listed offices is scheduled for September and October,

If you have any questions about this matter, please contact Shannon Richardson at extension
b842.

Corftract Administration (APWU)

Enclosura

(CA2017-446)
475 LENFANT PLAZA SW

WasHmaTon DG 20260-4101
VWINW.USPS.COM
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September 12, 2017 SEP 14 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian;

As a matter of general interest, the Postal Service has issued guidance concerning employee
participation in optional Breast Cancer Awareness Month promotional activities consisting of a flyer and a
memo from Dave Williams, Chief Operating Officer, and Michael Elston, Associate General Counsel and
Chief Ethics and Compliance Officer (enclosed).

Additionally, Vice President, Labor Relations, Douglas Tulino, has authorized an exception to Employee
and Labor Relations Manual, Section 933.8, to allow all employees, including uniformed employees, to
wear approved, specialized t-shirts for authorized Breast Cancer Awareness Month activities. The only -
shirts that may be worn during these events are those purchased through the authorized vender and
those that were approved in 2016 by the Ethics Office,

If you have any questions concerning this matter, please contact Bruce Nicholson at 7773.

Manager
Labor Relations Policies and Programs

Enclosures

475 L'EnranT PLaza SYW
WasHingTon DG 20260-4101
WA, LSPS.COM




UNITED STATES

POSTAL SERVICE

September 7, 2017

AREA VICE PRESIDENTS
DISTRICT MANAGERS

SUBJECT: Breast Cancer Awareness Month Promotional Events and Activities

October is Breast Cancar Awareness (BCA) Month, an educational campaigh sponhsored by major
breast cancer research and support organizations that are not affiliated with the Postal Service. The
Postal Service has traditionally highlighted its Breagt Gancer Research Semipostal Stamp (BCR
stamp) in October on www,usps.com and in soclal media to remind the public that BCR stamp
purchases help raise hreast cancer research funds for the National Institutes of Health and the
Medical Research Program of the Department of Defense. As of May 2017, BCR stamp sales had
generated $84.4M for these programs since the first BCR stamp was Issued in 1998,

Unfortunately, some BCA month activities in our facilities have raised concerns over the years, and
conflicted with postat policies and federal laws, inciuding Combined Federal Campaign (CFC)
regulations, trademark and licensing laws, and government ethics rules. Well-meaning employees
have engaged in activities invalving, among other things, promoting support for specific charities,
soliciting donations from their communities for contest prizes, and wearing t-shirts that violated postal
trademari and licensing policies. Last year, to help etisure compliance with applicable laws and
policies, headquarters provided guidance on BCA month activities, events, and t-shirts.

Labor Relations Vice President Doug Tulino has again authorized an exception to ELM Section 833.8
g0 that employees may wear special t-ghirts in October 2017 in connection with pre-approved BCA
aclivities. Consistent with this exception, all employeses, including uniformed employees, may —-on a
purely voluntary basis — wear special approved 1-shirts for approved activities. The Postal Service has
arranged for Staples, a licensed postal vendor, to offer approved BCA month t-shirts (featuring the
same design as last year) to employees who wish to purchase them. Within the next few days, a link
to the website where employees may purchase the t-shirts from Staples will be circutated.
Alfernatively, employees may wear BCA month t-shirts that were approved in 2016 through
correspondence with the Ethics Office.

Employees should be mindful that the postal funds spent on activities and events to promote sales of
the BCR stamp must be reported in accordance with ASM Section 646, Promotional expenditures are
reported by local facliities to the District, which reports the Disfrict total to the Area, which reporis ihe
Area total to Corporate Accounting. High promotional expenditures create the risk of a decrease in
the amount of funds availables for distribution to the designated research organizations.

The attached fiyer identifies certain dos and don'ts for BCA month promotional events and activities.
To request review and approval of a BCA month event or activities, send the foliowing information to
Ethics Help@usps.gov: a fult description of the proposed eventfactivity, the facility hame; the name

and contact infarmation of the responsible supervisor/manager, the dates, times and locations of the
activities, and who will be involved. The Ethics Office will promptly respond to all requests.

475 L'ENFANT PLaza BW
VWASHINGTON DC 20260-1100
WWW.AJSPS,COM
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Please share this letter and the attached fiyer with the facilities in your area to help ensure that 2017
BCA month events and activities comply with federal laws and postal policies.

Thank you for your cooperation.

T

: . Williams Michael J. Elston
Chief Operating Officer and Associate General Counsel and
Executive Vice President Chief Ethics & Compliance Officer
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GUIDELINES FOR BREAST CANCER AWARENESS MONTH

PLEASE CAREFULLY READ AND FOLLOW THESE GUIDELINES

TO BE SURE YOUR ACTIVITIES COMPLY WITH APPLICABLE LAWS AND POLICIES.

October is Breast Cancer Awareness (BCA) month, an educational campaign sponsored by major breast
cancer research/support organizations not affiliated with the Postal Service. BCA month also serves as a
reminder to our employees and the public that the purchase of Breast Cancer Research (BCR)
semipostal stamps helps raise breast cancer research funds for the National Institutes of Health and the
Medical Research Program of the Department of Defense.

In the past, certain activities promoting the BCR semipostal stamp and BCA month have raised
concerns and conflicted with federal laws and postal policies. These guidelines are intended to
prevent noncompliance. Contact the USPS Ethics Office with questions at Ethics.Help@usps.gov.

ACTIVITIES AND EVENTS -

To be approved, BCA month activities and events must comply with the following guidelines:

Only the BCR semipostal articles and press releases that have been approved and provided by
HQ Corporate Communications, Stamp Services and HQ Marketing can be provided to the
media. Do not create such materials on your own.

Marketing has not authorized any postcards, flyers or letters to promote the BCR semipostal
stamp to customers. Do not create your own correspondence or send out versions you may
have used in the past. Marketing campaigns and activities focused on the BCR semipostal (as
well as any other stamp or semipostal) are coordinated and approved only through Brand
Marketing, Corporate Licensing, and Stamp Services.

Do not ask or permit outside organizations to leave or hand out BCA-related materials in postal
lobbies or on postal property. This is prohibited by postal and federal regulations.

At no time (including the month of October) may outside organizations be permitted to engage in
awareness or charitable activities in postal lobbies or on postal property.

Do not conduct BCA-related raffles and drawings unless everyone may enter for free. Entry
cannot be related in any way to the purchase of BCR semi-postal stamps or any other postal
product or service. This is true regardless of the nature of the drawing prizes or their vaiue.
Drawing prizes must be either voluntarily donated by employees, or paid for with postal funds if
funds are available and authorized by Finance and appropriafe managers. Please contact the
Ethics Office about conducting a drawing/raffle. :

Reaching out to community members — businesses, non-profits or individuals — to request
donations of any kind is not allowed for BCA month or any other event/purpose. Federal
regulations prohibit employees from soliciting or accepting gifts (anything of monetary value) from
customers and other outside sources unless an exception applies. There is no exception
related to BCA month that would permit employees to seek donations of refreshments,
prizes, etc,, from any outside source.

The Postal Service's Community Service Activities Policy (ASM 333.7) allows employees to seek
official approval of employee participation in existing community activities that meet the
eligibility criteria. This policy cannot be used to authorize official employee participation in
activities that will involve having outside groups interacting with postal customers on postal
property. This policy can be used to request approval for postal employees 1o participate
individually or as teams in existing community service activities such as BCA runs, walks, and
events. Contact the Ethics Office for more information.

ASM Section 646 states that unfess Stamp Services grants an exception, the total cost of
promotional activities for any semipostal stamp should not exceed $3,000 per Area. All
local promotional costs are reported to the District, the District’s fotal is reported to the Area,
and the Area’s total is reported to Corporate Accounting. Please contact Ed Obobi, Corporate
Accounting, with any questions about reporting promotional costs.

In 2016, overall promotional costs exceeded the incremental sales, and reduced the
contributions made to the two designated breast cancer research programs. To prevent
this in 2017, spend less on all BCR promotional activities (t-shirts, decorations, food, efc.).
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GUIDELINES FOR BREAST CANCER AWARENESS MONTH
BCA MONTH T-SHIRTS

The vice president, Labor Relations, has authorized an exception to ELM 933.6 (Apparel Worn for
Promotional Purposes) so that uniformed employees may wear pre-approved BCA month t-shirts
in connection with authorized promotional activities during October 2017.

The vice president, Retail & Customer Service Operations, has authorized retail lobby employees
to wear pre-approved BCA month t-shirts in October 2017 on one business day each week, at
the discretion of the facility head. Wearing the shirts more frequently, or wearing any other tem
that is not part of the official uniform, is not authorized.

Non-uniformed employees may wear pre-approved BCA month t-shirts during work hours in
October 2017 with the approval of their facility head, who will also determine how often the shirts
may be worn.

Wearing a BCA month t-shirt is a voluntary activity — no one can be required to wear one.
Approved t-shirts (same as 2016 design) may be ordered by employees from Staples, an official
postal licensee, for one week starting Monday, Sept. 11, through Monday, Sept. 18.. The special
web address for placing orders is: https:/fusps.bnr.corpmerchandise.com/bca2017/.

All postal funds used to purchase t-shirts are promotional costs that can reduce the
contributions made to the designated research organizations. Employees who want t-shirts
may pool their individual orders (10 shirt minimum per order), and use personal funds ora
personal credit card to pay for them. Remember, wearing a t-shirt is voluntary!

No new t-shirt designs will be approved this year. Any t-shirt design that was approved
through the Ethics Office in 2016 is automatically approved to be worn in October 2017. This
includes the t-shirts sold last year by Lands’ End.

OFFICE DECORATIONS

The Postal Service closely manages the use of its own trademarks and licensed visual elements, such
as, for example, the Postal Service’s corporate logo and certain trademarked phrases. We must all be
careful to respect and guard the use of postal trademarks and licensed visual elements, AND respect
trademarks and images owned and licensed by others,

1.

images of U.S. Postage Stamps—including the Breast Cancer Research semipostal stamp—are
NOT within the public domain. The Breast Cancer Research semi-postai design is covered by
agreements that restrict how it can be used. if you are creating decorations for your facility, do
not use stamp images of any kind.
The following Postal Service-owned visual efements and trademarks may be used on decorations:

a. FUND THE FIGHT. FIND A CURE.®

b. #POSTALPROUD™ :

c. POSTAL PROUD™

d. The pink ribbon image created by the Postal Service (see below).
Only the slogans and image listed above should be used. Many of the BCA-related images
and phrases found on the internet are NOT within the public domain, and are protected by
copyright law and/or trademark law. Do not use them.
Even with an organization’s permission, the trademarks, logos, and slogans of specific
BCA-related organizations must never be used because it is improper for the Postal Service to
even appear to favor one particular charitable organization over another.
Items such as balloons, crepe paper, etc., that are pink and do not contain an image or slogan are
permissible, Purchases of decorations with postal funds must be reported as promotional costs.
The Postal Service created a pink ribbon that can be used. Please contact us for the image.

Questions? Contact Ethics.Help@usps.qov

These guidelines were developed with inpuf from the following USPS organizations: Retail & Customer Service

Operations, Stamp Services, Brand & Policy, Licensing, Labor Relations, Finance, Operations, and Legal.

t
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September 8, 2017

Mr. Brian J. Wagnar Certified Mail Tracking Number:
President 70161370000230149800
National Association of Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

‘Dear Brian

As a matter of general interest, the Postal Service is planning nationwide implementation of the
USPS Retail Customer Appointment Scheduler (formerly titled Passport Appointment Scheduler
(PAS)) on September 30. Notice was provided to the Unjon on this initiative by letter dated May
22 (enclosed).

As previously informed, the passport application scheduler program will provide customers the
ability to schedule, view, edit and cancel appointments through a web-based system for first-time
passport applicants. The scheduler will be implemented in offices that currently provide passport
application services by appointment, Walk-in services will still be available.

Training for the program is being developed and will be provided when available.

Enclosed are a PowerPoint and Frequently Asked Questions (FAQs) that further explains the
program,

Please contact Dion Mealy at extension 6881 if you have any questions concerning this matter.

Contract Administration (APWU)

Enclosures

(CA2017-448)
475 LENFANT PLaza SW

WasHinaTon DC 20260-4101
WWW.USPS.COM
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May 22, 2017

Mr. Brian J. Wagner Certified Mail Tracking Number:
President T0161370000230147186
National Association of Postal Supervisor)

1727 King Street

Alexandria, Virginia 22314-2753
Dear Brian:

As a matter of general interest, the Postal Service intends to pilot a Passport Appaintment
Scheduler (PAS). The scheduler is intended to grovide customers, through a web-based
system, the ability to schedule, view, and cancel passport appmntments for a first-time
passport application,

During the pilot, the PAS will be used for scheduling appointments at the sixteen locations
identified as part of the passport center strategy. Notification of this strategy was provided
by letter dated April 13.

The pilot offices will be provided a tablet which will be used to assist walk-in customers in
schaduling an appointment through the PAS. Additionally, the daily passport appointment
schedule will be available through the MyPO application. The pilot is anticipated to begin in
June,

Englosed is the following information:
[}
*
L]
»

If you have any questions about this matter, please contact Shannon Richardson at
extension 5842.

April 13 notification on passport center strategy
Retail Stand-Up Talk

Training

Internal Fact Sheet

Manager
Contract Administration (APWU)

Enclosures

470 LPERFANT Puaza SW !
WASHINGTON DG 20260-4101 (CA2017-252)

WAW.LUSPS.0OM




USPS Retail Customer Appointment Scheduler Frequently Asked Questions

Customer Edition

General Questions
1. What is the USPS Retail Customer Appointment Scheduler ™?

The USPS Retail Customer Appointment Scheduler™ is a web-based application
that allows customers to schedule an appointment at their local Post Office ™
facility [or “location”] offering included services. Passport appointment scheduling
will be the first service offered through the USPS Retail Customer Appointment
Scheduler ™. (First time passport applications only. For renewals visit the
Department of State’s passport renewal page.)

2. Will | be able to schedule an appointment online at all Post Office™
locations?
No. Online scheduling is currently only available at participating Post Office
locations. Use the Postal Locator on usps.com to determine if your local Post
Office ™ facility offers passports by appointment.

3. How long will a passport appointment take?
An appointment should take approximately 10 to 15 minutes depending if you
need a passport photo taken. For family appointments, add 15 minutes for each
additional family member.

4. Are passport photo services available?
Yes. Photo services will be available at select Post Office locations. Use the
Postal Locator to determine if photos can be taken at your local Post Office ™
facility.

Searching for and Booking @n Appointment !

1. How many appointments are available on the USPS Retail Customer
Appointment Scheduler ™?
The USPS Retail Customer Appointment Scheduler ™ will schedule a passport
application appointment every 15 minutes during passport hours of operation.




You can find your local Post Office™ facility’s passport hours of operation
through the Postal Locator.

What time do Post Office facilities offer passport appointments?

Every location has different hours for passport services. Use the Postal Locator
to find out the times at your local Post Office™ facility and if an appointment is
required.

What age is considered a minor?

All individuals 15 years of age or younger must apply for passports in person and
be accompanied by both guardians. Single parents must present legal proof they
are solely responsible for the child. Passports issued to minors are valid for only
five years.

What age is considered an adult?

All individuals 16 years of age or older are considered aduits. Individuals 16 and
17 years old must apply for a passport in person accompanied by a guardian or
parent. Adults aged 18 or older may apply for a passport without being
accompanied by a parent or guardian.

How far in advance can ! book my appointment?

Customers are able to make appointments up to 4 weeks in advance through the
USPS Retail Customer Appointment Scheduler ™,

. Is there a cut-off time for scheduling a same-day appointment?

Customers are able to schedule appointments until 2 a.m. Central Time the day
of their requested appointment.

Will | receive appointment reminders?

Yes. You will receive a confirmation email immediately after you book your.
appointment and a notification email 24 hours before the appointment. '}

Will | be briefed on necessary documents to bring for the appointmenﬁ?
Yes. A list of necessary documents will be listed both on the USPS Retail
Customer Appointment Scheduler ™ website and within the confirmation email.
All necessary forms are viewable on the Depariment of State website.

Is the USPS Retail Customer Appointment Scheduler ™ available in another

language?




No. Currently, the USPS Retail Customer Appointment Scheduler ™ is only
available in English.

10.Can | schedule an appointment if | don’t have internet/computer access?
Currently, customers unable to book their appointments online are referred to a
walk-in site. You can find your nearest Post Office accepting walk-ins through the
Postal Locator on usps.com.

11.How can | book a family appointment?
The number of appointments will depend on the family size. There is a 6-person
limit. Customers booking family appointments will choose the number of family
members in need of appointments and the USPS Retail Customer Appointment
Scheduler ™ will provide a block of multiple 15-minute appointments to
adequately service all family members. For example, a family of four will need a
60-minute appointment block.

12.Can | schedule an appointment for someone who is not a family member?
No. Customers are not allowed to make reservations for non-family members.

Modifying or Canceling an Appointment
1. Where can | find my existing appointment?

Customers are able to view their appointments in the confirmation email.

2. Can | cancel my appointment?

Yes. The confirmation email will have the choice to ‘cancel’ or ‘edit’ the
appointment as well as schedule a new appoiniment.

3. Can | change the time and/or location of my existing appointment?
Customers can edit the time of their appointments from the confirmation page
and email. To change the appointment location, customers will need to first
cancel existing appointments and then schedule a new passport application

appointment at their desired location.

Arriving for your Appointment

1. What if | am late to my appointment?




If a customer is more than 5 minutes late to a scheduled appointment, the
appointment may be forfeited or given to another customer requesting passport
services. Customers should make an effort to be 10 minutes early for their
scheduled appointments.

2. How will | know where to check-in for my passport appointment?

Post Office facilities should have clear signage directing customers to the
appropriate counter or space for passport services. Please alert the retail
associate at the passport area that you are here for your scheduled appoiniment
or wait to have your name called.

3. For a family appointment, what if not all family members have all required
documentation? Will the family members with documentation still be
processed?

It is up to the customer whether he/she wishes to process only family members
who have full documentation. A passport application will not be processed if full
documentation is not present.

4, What if the name of the customer does not match the name of the
appointment?

The name of the appointment should match the name of the customer requesting
a passport. However, if the appointment is for a minor and was scheduled by a

parent or guardian, the customer should specify when they approach the window.
If the appointment was made by a family member, the customer should specify at

the window so that the clerk is aware.

Documents and Fees _ ‘
1.: What should | bring with me to the appointment? ;
‘e Complete and print Form DS-11: Application for a U.S. Passport which can be :
found here. {Document needs to be in black ink only. Do not sign the form)
s Proof of U.S. Citizenship, definition found on Form DS-11.

s Proof of identity, definition found on Form DS-11.




« Bring photocopies of the front and back of your U.S. Citizenship and
|dentification Document(s) (Refer to Form DS-11 for acceptable forms of U.S -
Citizenship and identification)

« Appropriate form of payment. Prices and forms of payment for fees can be
found at
https://travel.state.gov/content/passports/en/passports/information/fees.html
Note: Debit and credit cards are not an appropriate form of payment for the
Department of State application fees. Money orders can be purchased with a
debit or credit card.

« Appropriate passport photo. Note: Passport photos can be taken at select
Post Office locations for an additional $15 fee.

2. How much is the passport application fee?

Visit the Department of State’s website for the most current application fees.

Note: Debit and credit cards are not an appropriate form of payment for the

Department of State application fee. Money orders can be purchased with a debit

or credit card.

Passport Renewal Instructions

1. How do | renew my passport?
The U.S. Department of State encourages those renewing a Passport Application
to use a “traceable delivery method.” The Postal Service recommends using one
of these options, which include USPS Tracking® service and the following

services:

s Priority Mail Express® (for overnight delivery requests to most U.S.

locations) '* 3.
o Priority Mail® L
2. Howdo | expedite my passport renewal?
To get a renewal application processed sooner, you can request expedited
service from the Department of State for an additional fee of $60. In addition, you
can purchase Priority Mait Express® service to help speed your application to the
U.S. Department of State.




3. How do | track the status of my passport renewal?
If you mail your application with Priority Mail Express® or Priority Mail® services,
USPS Tracking® service

4. How can | check my Passport renewal application status with Department
of State? _
To check your Passport renewal application status, you can call the National
Passport Information Center at 1-877-487-2778 or you can access the Online

Passport System to check your application.
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LABOR RELATIONS

UNITED STATES
E POSTAL SERVICE "D‘ E@“E—B-WE

August 23, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, to help establish consistency and minimize confusion concerning

election periods for benefits programs, the Postal Service will modify the Annual Leave Exchange
period to coincide with Open Season. This year's Open Season is November 14 — December 12.

Employee and Labor Relations Manual (ELM) Section 512.63, Annual Leave Exchange, will be
modified to reflect this change.

We have enclosed two copies of ELM Section 512.63, one with and one without changes
identified.

Please contact Bruce Nicholson at 7773 if you have gquestions concerning this matter.

Sincerely,

7N

%,\ Alan S. Moore

Manager
Labor Relations Policies and Programs

Enclosures

475 L'ENFANT PLaza SW.
WasHinagToN DC 20260-4101
WWW.LSPS,COM




512.63 Annual L.eave Exchange
512.631 General

The annual leave exchange program provides eligible employees with the opportunity to
receive cash in exchange for leave that they will earn during the next leave year. Accumulated
leave and leave accrued during the current leave year cannot be exchanged under this
program. The terms and conditions for exchanging leave vary for bargaining unit and
nonbargaining unit employees and are explained in the instructions mailed to eligible

| employees before the-epen-Open Sseason Novemberi5-threugh-Becemberl5-each year.




512.63 Annual L.eave Exchange
512.631 General

The annual leave exchange program provides eligible employees with the opportunity to
receive cash in exchange for leave that they will earn during the next leave year. Accumulated
leave and leave accrued during the current leave year cannot be exchanged under this
program. The terms and conditions for exchanging leave vary for bargaining unit and
nonbargaining unit employees and are explained in the instructions mailed to eligible
employees before Open Season each year.
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UNITED STATES

POSTAL SERVICE -
[m SEP 11 2017

September 8, 2017

Mr. Brian J. Wagner Certified Mail Tracking Number:
President 70161370000230149794
National Association of Postal Supervisors

1727 King Street, Sulte 400

Alexandria, VA 22314-2753

Dear Brain:

This letter is in further reference to the Postal Service notice dated August 16 regarding the
Customer Care Centers’ new recognition program, Focus on Reliable Experience (FORE) team.

Implementation of the recognition program has been delayed and a new start date has not been
determined. Notice will be provided, as appropriate, when a start date becomes available.

Please contact Dion Mealy at extension 6861 if you have any questions concerning this matter.

& iC .“" R' N..‘P.m —

Manager
Contract Administration (APWU)

Enclosure

(CA2017-447)
475 L'ENFANT PLAZA SW

WasHinaTon DG 20260-4104
WWWLUSPS.COM
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B FosTaL SErvice

August 16, 2017

Mr. Brian J. Wagner Certified Mail Tracking Number:
President 7016 1370 0002 3014 9091
Nationial Asseciation of Pestal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2763

Dear Brian:

As a matter of general interest, the Postal Service plans to add a new recognition program for
employees at the Customer Care Centers. The program will be based on the performance of the
currently estabilshed teams each will be recognized as a Focus onh Reliable Experience (FORE)
team,

At each of the four Customer Care Centers, there will be two opportunities for team recognition;
monthly and quarterly. One FORE team will be recognized on a monthly basis for having the

highest monthly average Natlonal Performance Asssssment (NPA) score, O a quarterly basis,
one FORE team will be regognized based upon thelr quarterly average NPA score,

The recognition program is scheduled to begin in September and will continue on a mohthly and
quarterly basis. Enclosed is a copy of the service talk on the program, containing a list of the
eligibility eriteria and detailing the rewards that come along with being recognized as a FORE
team,

Please contact Bruce Nichiolson at extension 7773 If you have any questions concerning this
miatter. -

Coftract Administration (APWU)

Enclosure

475 LIENEANT PLazx SW
WastiNaTon DG 20260-410H1
WINWAISPS, GOM

(CA2017-303)
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September 7, 2017

Mr. Brian J. Wagnher

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service plans to revise Management Instruction (MI)
EL-430-2017-1, Back Pay-Attachment D.

This revision provides clarification on the back pay process as it relates to “lump sum” and
“make whole” payments to employees.

We have enclosed a final draft of the revised M, one with and one without changes identified.

Please contact Bruce Nicholson at extension 7773 if you have any questions concerning this
matter.

Sincer

Alan S. Moore
Manager
Labor Relations Policies and Programs

Enclosures

475 LENFANT PLAZA SW
WasHingToN DG 20260-4101
WWWLLISPS,COM
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Attachment D

Back Pay Documentation Requirements

Lump Sum Awards and Documanis Reguined

Less than $100,000.00 $900,000.00 or more
Authority by Which Copy of Copy of
Awerd was Granted GATE PS5 Form 3041 Award PS Form 8044 Aveard
Grievanoe-hrbitration ¥ yl X X X
TEEGT, MSPE, OPM, Other 21 X X X X
Rescission X X X X

! Wage-reloled lump st gRavance end pro-arbitration settloments and anbibestion mwards foes ihan $100,000 must be processsd via SATE. If
payment carmet be made wa GATS hecmiss the papmant i nef wape-related oris $108 000.00 or mong), subwi P Fonn 8041 o the adorass

el

Submit PS Form 8041 and copy of award to the following malling address:

ACCCUNTING SERVICES

FINSRCEAL PROCESSING — PAY LOGATION 9816

2825 LONE GAK PRWY
EfGAN MN 55121-0518

Hours Calonlation Awards aned Documents Reguired
Ons il pay perdod oF more or any
Less than arne full pay period and no requirsment to period thet reguires employee to be
make employee whole! miatle whole®
B'S Formm Copy of Copy of
Aarthority by Wik fonard ar drearel o
Pomerd was Grantoed GATS | 2240 | BO3B | 6039 | Rescisslon 8038 | Resclssion | Address
Grievance-Arbitration g *® i X X B
EEQC, MSPB, Court, - ‘
Other X B X * B
Erronecus Separation _
for Retirement® L X B * X B
Rescission 7 i “ e ’ ¥ & X X B

1 Thozo decomsms S mm}imd v e Snok Pay m;iﬁmuﬂw dnes aof mwé?a wapvnarst fora W pay perad, Tho clalrmand roosf e Goa on
LTSRS volle aod thava must have boen some prasous payment fovwork or leavs for $he referant pay poedoois Ewohod, Then most be WO

seqpnereand o ko S clalimant “ufale®.

& These dircivmends ar reguinss wihern Yo Becl Pay ediestment doss rsquive pmarmeand & o i pay perod fr moesf for wideh ihene fizs besin g
previus payment i work oy leave sralior pay parods whon the clailmant was nof or USSP ralfs oo payel fision coisls), This documentstinn
is alsn requined for paniods of leas thar one A pay pedod, IF thare i & requiratnant & raalkis the shairsnt “dhole”.

3 RATE iz to he wsad for Arbicle 15 gricrance-arikitation ralmted hows caloiatioms: fovoling lees Py o S pey nanod of foet anmings whens
HMorp §5 mo noguiransart §e ke the griovend whole & GATE comnet be used for Wis bpe of hooes cattulalion sdirshnar, or there & o
regldraeant to maks the amgslopes whole, sulbail PE Faom 2240 v ihe W5 Orline Fomns L) hips:efusps. gorfDLES imois

o Back gy for arrononns isioment cases mmust be approved by ihe grogram nrasager, Sanefits, W0} Cormpansalinn.

Addresses:

AR oIS Onlline Forrns LR
htips:elf.usps.gowQLES

B ACCOUMTING SERVICES

FENANCIAL PROCESSING - PAY LOUATION HEYE

2825 LONE QMK PEWY
EAGAR BN 55121-8618

Managernent heteustion EL-430-2017-1
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Management Instruction

Bloodborne Disease Exposure
Control Plans

This management instruction (MI) provides policy guidance on
compliance with 29 Code of Regulations (CFR) 1910.1030,
Qccupational Exposure to Bloodborne Pathogens (BBP). The
QOccupational Safety and Health Administration (OSHA) created this
regulation to protect workers who it reasonably anticipates t{o
encounter the following:

= Blood.

= Other potentially infectious materiais.

Scope

It is Postal Service policy to do the following:
= Protect the safety and health of all its employees.
= Comply with OSHA regulations.
However, employees who are occupationally exposed to bloodborne

pathogens require special identification and protection under this .

OSHA standard. This MI includes procedures to assist safety and
health personnel in identifying such employees.

The following employees fall within the scope of this ML
" A small number of employees, such as medical personnel,
who routinely perform tasks that may involve exposure to

blood or infectious materials (e.g., during first aid treatment).

Date

Effective
Number
Chsoletes
Unit

Simon Storay

Vice President

|_Employee Resource Management |

July 2017

Immediately
EL-810-2017-X
EL-810-2000-2

Safety & OSHA Compliance
Program

= Other employees “reascnably anticipated to come in contact with blood or infectious materials.”
Identify them as “occupationally exposed” if an exposure determination finds that occupational

exposure is likely.

Definitions

OSHA Definitions
The following OSHA definitions apply:

Blood. Human biocod, human blood components, and products made from human blood.

Bloodborne pathogens. Pathogenic organisms that are present in human blood and can cause disease in
humans. These pathogens include, but are not limited to, hepatitis B virus (HBV) and human immunodeficiency

virus (HIV).

Contaminated. The presence or the reasonably anticipated presence of blood or other potentially infectious

materials on an item or surface.
Management Instruction EL-810-2000-2




Contaminated sharps. any contaminated objects that can penetrate the skin, such as needles, scalpels, or
hroken glass.

Engineering controls. Controls that isolate or remove the bloodborne pathogens hazard from the
workplace (e.g., sharps disposal containers, self-sheathing needles, safer medical devices, such as sharps
with engineered sharps injury protections and needleless systems).

Exposure incident. A specific eye, mouth, other mucous membrane, non-intact skin, or narenteral {i.e.,
needlestick) contact with blood or other potentially infectious materials.

Occupational exposure. Reasonably anticipated skin, eye, mucous membrane, or parenteral contact with blood
or other infectious materials that may result from the performance of an employee's duties.

Other potentially infectious materials (OPIM).

a. The following human body fluids: semen, vaginal secretions, cerebrospinal fluid, synovial fluid, pleural fluid,
pericardial fluid, peritoneal fluid, amniotic fluid, saliva in dental procedures, any bodily fluid that is
visibly contaminated with blood, and all body fluids in situations where it is difficult or impossible to
differentiate between body fluids.

b. Unfixed tissues or argans from humans.

c. HIV or HBV cultures and blood, organs, and other tissues from experimental animals infected with HIV
or HBV.

Regulated waste.
a. Liquid or semi-liquid blood or other potentially infectious materials.

b. Contaminated items that would release blood or other potentially infectious materials in a liguid or semi-
liquid state if compressed.

¢. ltems caked with dried blood or other potentially infectious materials and capable of releasing these
materials during handling.

Contaminated sharps.
e. Pathological and microbiological wastes containing blood or other potentialily infectious materials.

Other Definitions

Persons responsible for administering this M! must also be familiar with thefolowing:
»  Additional definitions contained in the standard, paragraph (b) (29 CFR 1910.1030).
= Definitions for infectious substance (etiologic agent), clinical specimen, and biological product in Publication
52, Hazardous, Restricted, and Perishable Mail.

Responsibilities

Headquarters

Employee Resource Management

Employee Resource Management (ERM) does the following:
» Establishes policy and procedure on compliance with the
bloodborne pathogen (BBP) standard.
» Provides oversight and technical assistance, through Safety
and OSHA Compliance Programs and Medical Services.

Management Instruction EL-810-2000-2




Areas

Area Human Resources Manager

The area Human Resources manager is responsible for monitoring and
evaluating BBP programs.

Area Medical Director

The area medical director provides expert guidance.

Districts and Plants

Facility Managers

Facility managers are responsible for compliance with this policy.

Nurse Administrators and Contracted Medical
Providers

Nurse administrators and contracted medical providers are responsible
for the following:

= Elements of the exposure control plan.

= Methods of compliance.

» Post-exposure evaluation and follow-up.

= Training.

» Recordkeeping as delineated in this MI.

Safety Staff and Health Professionals

Safety staff and health professionals are responsible for the
following: &

»  Developing exposure control plans.

»  |dentifying employees who are occupationally exposed.

= Implementing methods of compliance as described in this MI.

Exposure Control Plan

Administrative Requirements

Consult the BBP Program Guide for technical program guidance. “You can find the guide at
http.#safetytoolkit. usps.gov: 1 2/bloodbornepathogens. aspx.

Written Plan

Safety and health professionals prepare a written exposure control plan that includes the following locations:
= Plants.
= Network distribution centers (NDCs).
» Large offices with exposed employees.

Management Instruction EL-810-2000-2 3




Smaller facilities may also require a written ptan if they meet any of the following conditions:
= Have exposed smployees.
« Handle a significant flow of biological materials (e.g., specimens mailed to a hearby lab, or sending
packages to a nearby medical waste disposal company).

Plan Review

Safety and health professionals must review and update the plans annually ata minimum, or whenever necessary (o
reflect the following:

«  New or modified tasks and procedures that affect occupational exposure.

» New or revised employee positions with occupational exposure risks.

The review must address changes in technology that eliminate or reduce occupational exposure to blocdborne
pathogens. The review may contain feedback from non-managerial employees.

Employee Accessibility

Employees and their representatives must have access to the plan in accordance with 29 CFR 1910.20, Access to
Employee Exposure and Medical Records.

Exposure Determination

Lists of Employees Potentially Exposed

The exposure control plan must establish procedures and responsibilities for exposure determination. This process
is a critical element of the plan. Omitting individuals who are occupationally exposed to BBPs may reduce their
protection, while falsely identifying employeses as exposed results in unnecessary costs and administrative burdens.
Include all persons reasonably anticipated to be occupationally exposed, even if they are not listed as examples,
on one of the two lists described betow. During annual reviews, adiustthese lists as necessary.

Prepare the lists as follows:

List A — This list includes job classifications in which all employees are assumed to have occupational exposure
(based on OSHA's definitions and standards):

1. All medical personnel and trained first aid persons.
All inspectors, security personnel, and crime laboratory personnel

2.

2. (including administrative support).

3. All persons designated and trained to clean up spills and leaks
of mailed hazardous materials that include blood and other
infectious materials.

No further analysis is necessary to include an employee on this list

List B — Used to determine which employess with occupational
exposure need to be included in the plan. This list includes the
following:
» All job classifications in which some employees may have
occupational exposure.,
» Tasks and procedures that cause occupational exposure
within the classifications listed.
Some employees in these occupation codes or job classifications could
be exposed, and they must be individually identified. See the BBP
Program Guide provided on the Safety Resouroes Bioochome Pathogens pede
for guidance on identifying potential exposures and occupationally -
Management instruction EL-810-2000-2




exposed personnel. Use this potential for exposure to determine if -

these employees must be included in the program. Job classifications
must be determined locally, but may include:

1. Mail handlers, clerks, and other personnel who routinely handle
mailed blood specimens or other items potentially containing
blood or other body fluids containing BBPs.

2. Mail handiers, clerks, and other personnel who routinely handle
mailed, or internally generated, medical wastes (e.g., sharps).

For assistance in determining whether a person must or must not
be included on 2 list, contact your servicing Safety office.

Determining Exposure

Include all List A personnel and List B personnel with documented
“reasonably anticipated” exposure in the plan. Continue to identify and
list job classifications and tasks on List B with no “reasonably
anticipated” exposure to document the process and to allow for
possible inclusion in the program in the future. Make this exposure
determination without regard to the use of personal protective
equipment.

Methods of Compliance

The exposure control plan must include the methods of compliance
discussed in the following eight sections.

Universal Precautions

Treat the following as potentially infectious material:
» Al leakage from mailed biological materials, until further
identified.
» Al body fluids.

Local Precautions

Establish local handling procedures to minimize hands-on contact with
mailed medical wastes and similar items, Training must stress
awareness and proper handling of these materials (see Information
and Training).

Management Instruction EL-810-2000-2

Personal Protective Equipment

Supply gloves, aprons, and other personal protective equipment as
appropriate to personnel frequently handling potentially infectious
mailed materials. Provide personnel assigned to the cleanup of
leaking items full protection, e.g., gloves, aprons, and splash shields.
Update the spill and leak standard operating procedure (SOP) as
necessary to ensure that these personnel use the latest safe cleanup
and deconfamination procedures.

Hand Washing Facilities

Stress the importance of hand washing and make hand-washing
' 5




facilities available for persons frequently handling potentially infectious
mailed materials.

Medical Precautions

Nurse administrators, staff nurses, and contracted medical providers
must ensure that employees implement the procedures and
precautions required in the standard for health care personnel.
Personnel must use Engineering Controls such as the following:

» Sharps disposal containers.

» Self-sheathing needles.

* Sharps with engineered sharps injury protections.

= Needleless systems that isolate or remove the bloodborne

pathogens hazard from the workplace.

Additionally, medical personnet must ensure that first aid supplies
include the following:

«  Gloves.

» Cardiopulmonary resuscitation (CPR) mouthpieces.

= Other equipment as appropriate.

Medical or health units that generate medical wastes (e.g., sharps,
bandages) must properly manage these wastes within the facility and
dispose of them in accordance with local, state, and federal

regulations. See
http://safetytoolkit usps.gov: 12/bloodbornepathogens. aspx for

information on the Mandatory National Medical Waste Mail Back
Program.

Hazardous Material Spill and Leak Response

Review the facility Hazardous Material Spill and Leak Response
Program annually and update it as necessary to ensure that the
responders use the latest safe clean up and decontamination
procedures for bloodborne pathogens and other infectious material.
Include the facility's Hazardous Material Spill and Leak Response
Program/SQP as an attachment to the exposure control plan. This will
serve to describe the method the facility uses to respond to potentially
infectious spills or leaks.

Housekeeping and Waste Management
Housekeeping includes the following:

»  Methods of cleaning and decontamination.
»  Management of regulated wastes.
v Management of the laundry.

Manage sharps and other regulated wastes, such as blood, bandages,
gauze, or disposable equipment coverings contaminated with blood or
OPIM, in accordance with federal, state, and local environmental and
safety regulations.

Management Instruction EL-810-2000-2
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Containers used for sharps, soft medical waste (e.9., items
contaminated with blood or other potentially infectious material), and
other regulated wastes must meet the following criteria;

Closable.

Puncture resistant.

Leak proof on the sides and bottom.

Labeled with the biohazard label or color-coded (red or
orange-red).

Dispose of regulated waste using only licensed medical waste disposal
companies. See

hitp:#safetytoolkit usps.gov: 12/bloodbomegathogens aspx for
information on pre-paid mail containers as the preferred option for

collection, storage, and disposal of sharps and soft medical waste
under the Mandatory National Medical Waste Mail Back Program. You
must keep records documenting the proper disposal of sharps and
other regulated wastes.

Ship contaminated laundry to a cleaning facility that accepts blood-
contaminated clothing. All employees that handle the contaminated
laundry must wear appropriate PPE. Bag the laundry in leak-proof red
bags or other leak proof containers. If color-coded containers are not
used, clearly label the container with the biohazard symbol.

Additional Considerations

Certain facilities in urban areas may experience problems with loose
syringes dropped in collection boxes and elsewhere. Where this ocours,
develop local contingency plans to minimize the hazard to employees
who may encounter icose syringes during the course of duty.

Vaccination Program

Offer all employees on List A and those employees on List B who are
considered occupationaily exposed an HBV vaccination in accordance
with the latest guidance from the Public Health Service. The nurse
administrator, servicing medical personnel, or both must do' the
following:
» Develop a program that meets the requirements of the
standard.
= QOffer employees a vaccination after they receive the required
training and within 10 days of initial assignment.

Employees who decline must complete the form in Appendix A of the
OSHA standard. You may find the form for declining or accepting the
vaccination ~at

hitp./safetytoolkif. usps.gov:12/bloodbornepathogens. aspx.




Incident Reporting and Investigation

Mailpiece Incident Reporting

Use the Mailpiece Incident Report Tool (MIRT) to document incidents
involving potentially infectious materials in the mail. Employees with
access to the Safety Tookit (STK) may find the MIRT in the menu under the
“Create Safety Records” tab. Employees who do not have access to STK may
reach the MIRT at hitp://SafetyToolkit.usps.gov/IRT. After documenting the
incident, installation heads must follow up with the mailer to prevent
future incidenis.

Accident Reporting

The employee’s supervisor must complete an accident report in the
Employee Heaith and Safety (EH&S) System if an injury or exposure
(e.9., needlestick, laceration, or splash) related to potentially infectious
materials occurs. For reporting purposes, OSHA considers such
exposures occupational injuries if the incident results in the
recommendation of medical treatment beyond first aid.

Sharps Injury Log

If a potentially contaminated sharp penetrates an employee’s skin, the
district OHNA must do the following:

1. Record the incident on a Sharps Ihjury Log.

2. Maintain the Sharps Injury Log.

The Sharps injury Log must contain:
1. The type and brand of device involved in the incident.
2. The department or work area where the exposure incident
occurred.
3. An explanation of how the incident occurred.

The district OHNA must record and maintain the infoermation in the
Sharps Injury Log in a manner that protects the confidentiality of the
injured employee.

You may find  the Sharps injury Log at
http.//safetytoolkit usps.gov: 12/bloodbormepathogens.aspx.

Investigation

The employee's supervisor must do the following:
x  Evaluate each exposure incident {regardless of reporting
status).
= Take steps to prevent future occurrences where possible.
» Transmit all exposure information to the health care
professional treating the individual.

Management Instruction EL-810-2000-2




Medical Procedures

Post-Exposure Evaluation and Follow-
Up

Establish procedures in the writiten exposure control pian to ensure
required medical post-exposure evaluation and follow-up by a contract
medical provider. The procedures must include the following:

1. Documenting the route of exposure.

2. Identifying and documenting the source of the potential BBP
(individual if possible).

3. Testing employee’s blood for HBV and HIV.

4. Providing post-exposure prophylaxis as recommended by the
Public Health Service.

5. Counseling.

6. Evaluating reported illnesses.

Professional Information

All medical personnel responsible for implementing this M (i.e., having
occupationally exposed employees) must have on hand a copy of the
OSHA standard, which you can find at
https:/fwww.osha.gow/pls/oshaweb/owadisp.show_document?p_table

=STANDARDSS&p_id=10051.

Management Instruction EL-810-2000-2

Written Opinion on Exposure

Medical personnel must ensure that the treating physician provides a
written opinion to the Postal Service and that the employee receives a
copy within 15 days that includes the following:

= Whether or not HBV vaccination is indicated.

»  Whether or not it was given.

s QOtherelements required in the standard.

Medical Records

Nurse administrators must maintain records on all occupationally
exposed employees (see Recordkeeping).

Hazard Communication

Operations Personnel

Operations personnel must ensure theimpementaion ofapplicable portions
of paragraph (g) of the standard as necessary, e.g., putting warning
labels on regulated medical wastes such as sharps containers in
restrooms.

Management at all levels must stress the imporiance of awareness
during acceptance and handling of biological materials. Acceptance
employees must be familiar with labeling and packaging requirements.




Information and Training

All Postal Service Employees

The Postal Service is committed to providing periodic *awareness” training to
all Postal Service employees as part of government-wide efforts to protect
the public.
You may use any of the following training methods:

»  Safety talks.

» Bloodborne pathogen awareness videos sponsored by the Postal

Service (see References).
= Other methods.

Occupationally Exposed Employees

Training of occupationally exposed employees is required upon initial
assignment and annually thereafter. The BBP training provided by the
Postal Service meets the subject matter requirements below. See the
Safety Training Matrix at
hitp:/safetytoolkit usps.qov.12/safefytraining.aspx  for the most
current Learning Management System (LMS) course numbers
covering required training for occupationally exposed employees.

A knowledgeable person must give the training. This could be a trained
physician, nurse, or safety and health professional familiar with the
following subject matter:

1. The text of the standard.
Methods of bloodborne disease transmission.

Overtview of the exposure control plan and the means by which the employee may obtain a copy of the
written plan.

4. Methods of compliance.
5, Use of personal protective equipment.
6. Vaccinations and employee rights.
7. Spill and leak response plans.
8. Exposure incident procedures — first aid, hand washing, and evaluations.
9. Medical follow-up procedures and counseling.
10. Methods for recognizing tasks and activities that may involve exposure to blood or other infectious
materials.
Recordkeeping
Medical

Each employee considered occupationally exposed to BBPs must have a section in his or her employee medical
folder dedicated to the records required by paragraph (h) of the standard, including the following:

1. HBV vaccination status and dates of vaccinations.
2. Copies of all follow-up examination reports.
3. Health care professionals’ written opinions, if needed.
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4. All exposure incident information as requirad.

Training

2,
3.

- The nurse administrator must do the following:
1.

Include a copy of LMS training records showing all required training for occupationally exposed employees in
the employee medical folder.

Retain fraining records for 3 years.

Follow other provisions of the standard regarding availability, records transfer, and confidentiality.

Records must include the following:

1.

2
3.
4

Dates of sessions.

Summary of the content.

Names and qualifications of trainers.

Names and job titles of all employees attending.

References

1.

29 CFR 1910.1030, “Cceupational Exposure to Bloodborne Pathogens,”

hitps:mww.osha. gov/pls/oshaweb/owadisp.show_document?p _table=STANDARDSE&p id=10057,
NIOSH, “Bloodhorne Infectious Diseases: HIV/AIDS, Hepatitis B, Hepatitis C,”
hitps:/Avww.cde. govniosh/topics/bbp/.

OSHA Instruction CPL 2.244D, “Enforcement Procedures for the Occupational Exposure to Bloodborne Pathogens,”
hitps.Awww.osha.gov/pls/oshaweb/owadisp.show_document?p {able=DIRECTIVES&p id=2570.

OSHA Fact Sheet, “Bloodborne Pathogen Exposure incidents,”
hitps:www.osha.gov/OshDoc/data_BloodborneFacts/bbiacto4. pdf.

OSHA Fact Sheet, “Hepatitis B Vaccination Protection,” ifps./www.osha.gowOshDoc/data BloodbomeFacts/bhfact0b. itmi.
OSHA Fact Sheet, "OSHA's Bloodborne Pathogens Standard,”
https:/fwww.osha.gov/OshDoc/data_BloodborneFacts/bbfact01.himl.

Training, see BBP tab at hitp://safetyioolkit.usps.gov: 12/safefytraining.aspx.
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September 7, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

The Postal Service is revising Management Instruction (MI) EL-810-2000-2, Bloodborne Disease
Expostre Control Plans. The purpose of the revisions is to include updated Occupational Safety
and Health Administration (OSHA) definitions and to revise language for the purpose of clarity.

We have enclosed a copy of the MI final draft, one with and one without changes identified.

Please con/_t%ct Bruce Nicholsen at extension 7773 if you have questions concerning this matter.

Sincgfaly,

Alan S, Moore
Manager

- L.abor Relations Policies and Programs
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A75 LENFANT PLaza SW
WasHinaTon DG 20260-4101
WVAN.LSPS,COM
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UNITED STATES

POSTAL SERVICE.

Management Instruction

Bloodborne Disease Exposure
Control Plans

This-This management instruction {Ml} provides policy guidance on
compliance with 29 Code of Regulations (CFR) 1910.1030,
Occupational Exposure to Blood-—borne Pathogens (BBP). The
Occupational Safety and Health Adminis—iration (OSHA) has
promulgatedcreated this regulation to protect workers who are—it
reasonably anticipatesd to eeme—in--contact—withencounter the
following:
= __bBlood.-andfor

= __o0ther potentially infectious materials.

Date

Effective
Number
Obsoletes
Unit

Simon Sforey

July; 2017

Immediately

EL-810-2017-X
EL-810-2000-2

Safety -& OSHA Compliance
Prog-ram

| Vice President

Employee Resource Management

OAA“A
oCcope

It is the Posial Service policy of-the-Postal Serviee-to do the following:

= pProtect the safety and health of all its employees,

= __-andeComply with OSHA regulations.
However, Eemployees who are occupationally exposed to bloodborne
pathogens; hewever—require special identification and protection
under this OSHA standard. This instrustion-Ml includes procedures to

assist safety and health personnel in identifying such employees.

The following employees fall within the scope of this Ml
—A small number of employees, such as medical personnel,

who routinely perform tasks that may involve exposure to

blood or infectious materials {e.9.
. duting first aid treatment).

; | _ " T i
are-clearly

—within-the-scope-of-the-standard-

= Also-within-the-scope-ofthe-standard-are-oOther

employees ‘reasonably anticipated to come in contact

with blood or infectious materials.” Fhey-mustbe-

identified|dentify them as “occupationally exposed” if an

exposure deter-mination finds that occupational
Management Instruction EL-810-2000-2

_exposure is likely.
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Definitions

OSHA Definitions

The following OSHA definitions apply.

Blood. Human blood, human blood components, and products made from human blood.

Bloodborne pathogens. Pathogenic organisms that are present in human blood and can cause disease in
humans. These pathogens include, but are not limited to, hepatitis B virus (HBV) and human immunodeficiency

virus (HIV).

Contaminated. The presence or the reasonably anticipated presence of blood or other potentially infectious
materials on an item or surface.

Contaminated sharps. any contaminated objects that can penetrate the skin, such as needles, scalpels. or
broken_glass.

Engineering controls. Controls that isolate or remove the bloodborne pathogens hazard from the
workplace (e.q., sharps disposal containers, self-sheathing heedles, safer medical devices, such as sharps
with engingered sharps injury pretections and needleless systems).

Exposure incident. A specific eye, mouth, other mucous membrane, hon-intact skin, or parenteral (i.e.
needlestick} contact with blood or other potentially infectious materials.
Occupational exposure. Reasonably anticipated skin, eye = ren

%Mblood and all bodv fluids in situations where it is difficuit or impossible to -

differentiate between body fluids.
b. Unfixed tissues or organs from humans.

c. HIV or HBY cultures and blood, organs, and other tissues from experimental animals infected with HIV
or HBV. -

Regqulated waste. o 7
a.__Liguid or semi-liquid blood or other potentially infectious materials.

b. Contaminated items that would release blood or other potentiaily infectious materials in a liguid or semi-
liquid state if compressed.

c. _ltems caked with dried blood or other potentially infectious materials and ca_p_able of releasing these
materials during handling.

d. Contaminated sharps.
e. Pathological and microbiological wastes containing blood or other potentially infectious materials.

Other Definitions

Persons responsible for administering this Mi must also be familiar with the following.
»  Additional definitions contained in the standard, paragraph (b) (29 CFR 1910.1030).
= Definitions for infectious substance (etiologic agent), clinical specimen, and biological product in Publication
52, Hazardous, Restricted. and Perishable Mail.

Management Instruction EL-810-2000-2 5




Responsibilities

Headquarters

Employee Resource Management-{ERM)
Employee Resource Management (FRM) does the following:

»  _eFstablishes policy and procedure on compliance with the

bloodeorne pathogen (BBP) standard —anel—tlorreugh—Satety

n Pprowdes over5|ght and techmcal asmstance through Safety
and OSHA Compliance Programs and Medical Services.

Areas

Area Human Resources Managers

The area Human Resources manager is responsible for monitoring and
evaluating BBP programs.

~ Area Medical Director

The area medical director provides expert guidance.

Districts and Plants

Facility Managers

Facility managers are responsible for compliance with this policy.

Nurse Administrators and Contracted Medical
_Providers

Nurse administrators and contracted medical providers are responsible
for_the following:

= aFElements of the exposure control plan-,

= __mMethods of compliance.-

n__ pPost—-exposure evaluation and follow-ups.

a__ ATraining.;-and-

n__ fRecordkeeping as de-lineated in this instructionM].

Safety Staff and Health Professionals

Safety staff and health professionals are responsible for the
following:
= dDheveloping exposure control plans.;-
»__ildentifying employees who are occupationally exposed.-and-
= iimplementing methods of compiiance as described in this
instructionMl.

Management Instruction EL-810-2000-2




Exposure Control Plan

Administrative Requirements
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Consult the BBP Program Guide ; o ep z ;
technical program guidance. You can ﬂnd the gmde at httg ﬂsafetztoolkrt uSps.gov: 12/bloodbornegathogens aspXx.
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Written Plan

Safety and health professionals prepare a written exposure control ptan that includes the following locations:
» _pPlants;-
»_ nNetwork distribution centers (NDCs)..—and-
=__llLarge offices with exposed employees.

Smaller facilities may also _require a written plan if they meet any of the following conditions:
= which-hHave exposed employees -andforthat

= hHandle a significant flow of biological materials (e.g., specimens mailed to a nearby lab, or sending

packages being-sentto a nearby medical waste disposal company)-may-alse-require-a-written-plan.

Plan Review

Safety and health professionals must review and update Fihe plans must-bereviewed-and-updated-annually at a
minimurn, or whenever necessary to reflect the following:

= nNew or modified tasks and procedures that affect occupational exposure.-and-to-reflest-

= __nNew or revised employee positions with occupational exposure risks.

The review must address changes in fechnology that eliminate or reduce occupational exposure to bloodborne
pathogens. -The review may contain feed-backfeedback from non-managerial employees.

Employee Accessibility

Employees and their representatives must have access to Tthe plan-raust-be-accessible-to-employees-and-their
representatives in accordance with 29 CFR 1910.20, Access to Employee Exposure and Medical Records.

‘Exposure Determination

Lists of Employees Potentially Exposed

The exposure control plan must establish procedures and responsibili-ties for exposure determination. This process
is a critical element of the plan. Omitting individuals who are occupationally exposed to BBPs may reduce their
protection, while falsely identifying employees as exposed results in unnecessary costs and administrative burdens.
Include Aall persons reascnably anticipated to be occupationally exposed, even if they are not listed as examples,
must-be-included-on one of the two lists de—scribed below. During annual reviews, adiust these lists sheuld-be

adjusted-as necessary.

Prepare the ListA-includes-all-employees-in job-classifications-coverad-by the-stan—dard-and-no-further-analysis-is
necessary-List B-is-used-to-determine which-employees-with-occupational-expesure need-lo-be-includedin the plan:
Llists sheuld be-prepared-as follows:

List A — This list includes job classifications in which all employees are assumed to have occupational exposure
(based on OSHA's definitions_and standards):

1.__4—All medical personnel and trained first aid persons.

-2 All inspectors, security personnel, and crime laboratory
personnel_

2. {(including administrative support).

3. 3—All persons designated and trained to clean up spills and
leaks of mailed hazardous materials that include blood and other
infectious materials.

No further analysis is necessary o include an employee on this list.
Management Instruction EL-810-2000-2 11




List B — Used to determine which employees with occupational
exposure need to be included in the plan. _This list includes the
following:
=___aAll job classifications in which some em—ployees may have
occupational exposure. The list-raust-be-furtherbro~ken-dewn
fo-
=__{Tasks and procedures that cause occupational exposure
within the classifications listed.
Some employees in these cccupation codes or job classifications could
be exposed, and they must be individu—ally identified. See the BBP
Program Guide pro—vided on the Safety Resoures Blocdbome Pahogens
page for guidance on identifying potential exposures and occupationally
exposed personnel. Use Tthis potential for exposure is—used-to
determine if these employees sheuld-must be included in the program.
Job classifications must be determined locally, but may include:

1. _4—Mail handlers, clerks, and other persennel who routinely
handle maited blood specimens or other items potentially
containing blood or other body fluids containing BBPs.

2. _2—Mail handlers, clerks, and other personnel who routinely
handle mailed, or internally generated, medical wastes (e.q.,
sharps).

For assistance in determining whether a person should-must or

i2

~—sheuld-mustnot-be-included-on-aist-contact-your-servicing-Safety

office.

Determining Exposure

Include Aall List A personnel are te-be-included-inthe-plan.and List B
personnel with documented “reasonably anticipated” exposure are-alse
tobe -inclidedin_the plan. Continue to identify and list djob
classifications and tasks on Llst B W|th no “reasonably anticipated”
exposure rust-eontinue—t 3 sted-to document the
process and to allow for possible mclus;on in the program in the future.
Make Tthis exposure determination ie-te-be-made-without regard to the
use of personal protective equipment.

Methods of Compliance

The exposure control plan must include the methods of compliance
discussed in the following eight sections:,

Universal Precautions

All-Treat the following as potentially infectious materiaf:
u__ Al leakage from mailed biological materials, until further

identified.
= __and-aAll body fluids-must-be-freated-as-potentially-infectious
materials.

L ocal Precautions

Establish Elocal handling procedures mustbe-established-to minimize
hands-on contact with mailed medical wastes and similar items.

Management instruction EL-810-2000-2




Training {(see—tformation—and—Training-must stress awareness and
proper handling of these materials_(see Information and Training).

Management Instruction EL-810-2000-2
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Personal Protective Equipment

Supply Ggloves, aprons, and other personal protective equipment as
appropriate must—be—supplied—to personnel frequently handling
potentially infectious mailed materials. Provide Ppersonnel assigned
to the cleanup of leaking items must-beprevided-full protection, e.g.,
gloves, aprons, and splash shields. Update Fthe spill and leak standard
operating procedure (SOP) must-be-updated-as necessary to ensure
that these personnel use the latest safe cleanup and decontamination
procedures.

Hand Washing Facilities

Stress the imbortance of Hhand washing-must-be-stressed and make
hand--washinghand-washing facilities must-be-—made—available for
persons frequently handling potentially infectious mailed materials.

Medical Precautions

Nurse administrators, staff nurses, and/et contracted medical providers
must ensure that employees implement the procedurss and
precautions required in the standard for health care personnel-are
implemented. Personnel must use Englneermg Controls such as the

14

TCIOWINY.
= sBharps disposal containers.;-
= _ sSelf-sheathing needles.;-
= __sSharps with engineered sharps injury protections;-and-r,
n _Needleless systems that isolate or remove the bloodborne
pathogens hazard from the workplace-mustbe-used,

-Additionally, medical personnel must ensure that first aid supplies
include the following;

2 gGloves.-

®=___cCardiopulmonary resuscitation (CPR) mouthpieces.; and

= _ oDther equipment as appropriate.

Medical-wastes—generated—in—edical-Medical _or heafth units that
generate medlical wastes (e.9.. sharps, handages;-etc:) must be-properly
manage_these wastesd within the facility and dis-posed of themn in
accordance with local, state, and federal regulations. —See
hitp.//safstytoolkit. usps.gov: 12/bloadbornepathogens.aspx for
information on the Mandatory National Medical Waste Mail Back
Program.

Hazardous Material Spill and Leak Response

Review the facility Hazardous Material Spill and Leak Response
Program annually and update it as necessary to ensure that the
responders use the latest safe clean up and decontamination
procedures for bloodborne pathogens and other infectious material.
Include the facility's Hazardous Material Spill and Leak Response
Program/SOP as an attachment to the exposure control plan. -This
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will serve to describe the method the facility uses to respond to
potentially infectious spills or leaks.

Housekeeping and Waste Management
Housekeeping includes the following:

»___mMethods of cleaning and decontamination -
= mManagement of regulated wastes.—and-
= mManagement of the laundry.

Manage Ssharps and other regulated wastes, such as blood,
bandages, gauze, or disposable equipment coverings that-are-
contaminated with blood or OPIM, must-be-managed-in accordance
with federal, state, and local environmental and safety regulations.

Containers used for sharps, soft medical waste (e.g., items
contaminated with blood or other potentially infectious material), and
other regulated wastes must meet the following criteria:

= .he-eClosable.;-

= pPuncture resistant.-

= lLeak proof on the swles and battom ;and

= |l abeled with the biohazard label or color-coded (red or

orange-red).

-Dispose of regulated waste using only licensed medical waste
disposal companies. —See

http-//safetytoolkit usps.gov: 12/bloodbornepathogens. aspx for
information on pre-paid mail containers as the preferred option for

collection, storage, and disposal of sharps.and soft medical waste
under the Mandatory National Medical Waste Mail Back Program. -
KYou must keep records documentinging the proper disposal of
sharps and other regulated wastes.

Ship Gcontaminated laundry sheuld-be-shipped-to a cleaning facility
that accepts blood-contaminated clothing. All employees that handle
the contaminated laundry sheuld-must wear approptiate PPE. Bag the
laundry in leak-proof containers-using-red bags or other leak proof
containers. If color-coded containers are not used, clearly label the

container mustbe-clearly labeled with the biohazard symbol.

Additional Considerations

Certain facilities in urban areas may experience problems with loose
syringes dropped in collection boxes and elsewhere. Where thisis-deter-
rined—to—be - an—ongoing—situationthis occurs, develop _local
contingency plans sheuld-be—developed—to minimize the hazard to
employees who may come-in-contact-withencounter loose syringes
during the course of duty.

Vaccination Program

All-Offer alf employees on List A and those employees on List B who ]
Management Instruction EL-810-2000-2 15




are considered occupationally exposed must—be—offered—an HBV
vaccination in accordance with the latest guidance from the Public
Health Service. The nurse administrator-andior, servicing medical
personnel, or both must do the following:
= __dDevelop a program that meets the requirements of the
standard.-and-e
» _ Offerasures—that employees are—offereda vaccination after
they recsiving-receive the required training and within 10 days
of initial assignment.

Employees who decline must complete the form in Appendix A of the
OSHA standard. A-You may find the form for declining or accepting
the vaccination can be feund at
hitp://safetytoolkit.usps.gov: 12/bloodbormepathogens. aspx.

incident Reporting and Investigation

Mailpiece Incident Reporting

Use Fthe Mailpiece Incident Report Tool (MIRT) mwst-be—used-to
document incidents involving potentially infectious materials in the
maile. For theseEmployees with access to the Safety Toalkit (STK) @y find; the
Mailpiece-Incidert Repert Tecl-can-befoundMIRT in the menu under the “Create
Safety Records” tab. Fhese-Employees who do not have access to STK ear-m _\1

reach the MIRT at http://SafetyToolkit.usps.qov/IRT, Afier documenting th
incident, linstallation heads must follow up with the mailer to prevent
future incidents.

Accident Reporting

The employee’s supervisor of—the—employee—must complete an
accident report in the Employee Health and Safety (EH&S) System
(EH&S)if an injury or exposure (e.g., needlestick, laceration, or splash)
related to potentially infectious materials occurs. For reporting
purposes, OSHA considers such exposures occupational injuries if the
incident results in the recommendation of medical treatment beyond
first aid.—

Sharps Injury Log
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If a_potentially contaminated sharp penefrates an employee’s skin-is
penetrated—by—a—potentially-confaminated—sharp, the district OHNA
must do the following:
1. Record the incident must-additionally-be—recorded—on a
Sharps Injury Log.
2. Maintain the Sharps Injury Log. A

Sharps——Iajuyy——Log—ean——be—found—at:
hitp:fsafetytooikitisps.gov:-t2/bloodbomepathogens-aspx—and—must
be-eemplete@and—mamtameekbﬂhe—dﬂnst—@#i%

The Sharps Injury Log must contain:

1. 4—The type and brand of device involved in the incident,

2. 2-The department or work area where the exposure incident
occurred,-and,

3. 3—An explanation of how the incident occurred.

The district OHNA _must record and maintain the linformation in the
sharps—Sharps ilnjury Llog must-berecorded—and-maintained-in a
manner that protects the confidentiality of the injured employee.—

You may find the Sharmps Injury Log at

hitp://safetytooliil. usps.gov: 12/bloodbornepathogens. aspx.

Investigation

The employee’s supervisor must do the following:
= FEvaluate Eeach exposure incident must be—evaluated

(regardless of reporting status)-and-.
n__ Take steps must-be-taken-to prevent future occutrences where

possible.
»  Transmit Aall exposure information must-be-transmitted-to the
health care professional treating the individual.

Medical Procedures

Post Post-Exposure Evaluation and
Follow-Up

Establish Pprocedures must-be-established-in the written exposure
control plan to ensure required medical pest-post-exposure evaluation
and follow-up by a contract medical provider. The_proceduresy must

inciude_the following:
1. 4~—Documenting the route of exposure.
2. 2 ldentifying and documenting the source of the potential BBP
{individual if possible).

Management Instruction EL-810-2000-2
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3. 3—Testing employee’s blood for HBY and HIV. _

4. 4 Providing pest-post-exposure prophylaxis as recommended
by the Public Health Service.

5. _8—Counseling.

6. 6-—FEvaluating reported illnesses.

Professional Information

All medical personnel responsible for implementing this instruection-Mi
(i.e.._hav—ing occupationally exposed employees) must have on hand a
copy of the OSHA standard, _which you _can find at
{https:/iwww.osha.gov/pls/oshaweb/owadisp.show_document?p_table
=STANDARDSé&p _id=10051}.

i8
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Written Opinion on Exposure

Medical personnel must ensure that the treating physician provides a
written opinion to the Postal Service and that the employee receives a
copy within 15 days that includes the following:

n  wWhether or not HBV vaccination is indicated.

= wWhetharornotitwas given_;and

= o0ther elements required in the standard.

Medical Records

Nurse administrators must maintain records on all occupationally
exposed employees (see Recordkeeping).

Hazard Communication

Operations Personnel

Operations personnel must ensure the implementation ofthat applicable
portions of paragraph (g) of the standard are-implemented—as
necessary, e.g., putting warning labels are—put-on regulated medical
wastes {e-g-such as sharps containers in restrooms}.

Management at all levels must stress the importance of awareness

during acceptance andhandling of biological-materials.-Acceptance
employees must be familiar with labeling and packaging requirements.

Information and Training

All Postal Service Employees

The Postal Service is committed to providing periodic “awareness” training fo
all postal-Postal Service employees as part of government-wide efforts to
protect the public.
You may use any of the following training methods:

= Safety taks;-

» Bbloodbome pathogen awareness videos (see—references)

sponsored by the Postal Service (see References).-and-

= oOther methods-may-be-used.

Occupationally Exposed Employees

Training of occupationally exposed employees is required upon initial
assignment and annually thereafter. The BBP training provided by the
Postal Service meets the subject matter requirements below. -See the

Safety——Training——MatrhSafety Training Matrix at
hitp://safetytoolkit. usps.qov: 12/safetytraining.aspx for the most current

Learning Management System (LMS) course numbers covering
required training for occupationally exposed employees,

A knowledgeable person must give the training. This could be a trained

Management Instruction EL-810-2000-2
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physician, nurse, or safety and health professional familiar with the
following subject matter.

1. 4-—The text of the standard.

2. 2-—Methods of bloodborne disease transmission.

3, 38— Overview of the exposure control ptan and the means by which the employee ear-may obtain a copy of
the written plan.

4. 4—Methods of compliance.
5. 5—Use of personal protective equipment.

6. B6—\Vaccinations and employee rights.
7. 7-—Spill and leak response plans.
8. 8- Exposure incident procedures — first aid, hand washing, and evaluations.
9. 9-——Medical follow-up procedures and counseling.
10. 40--Methods for recognizing tasks and activities that may involve exposure to blood or other infectious
materials.
Recordkeeping
Medical

Each employee considered -occupationally exposed to BBPs must have a section in their-his or her employee

20

medical Tolder dedicated to the Tecords re—quired by paragraph () of the standard ricluding:the following:————

—

o1

4 HBV vaccination status and dates of vaccinations.
2-—Copies of all follow-up examination reports.
3. 3. Heaith care professionals’ written opinions, if needed.

l#»

4—All exposure incident information as required.

Training

The nurse administrator must do the following:
1. _-ilnclude a copy of LMS training records showing all required training for occupationally exposed employees
in the employee medical folder.
2. _Retain Fraining records must be+etainedfor 3 years.
3. Follow Oother provisions of the standard regarding availability, records transfer, and confidentiality-rust-be
followed.

Records must include_the following:

1. 4——Dates of sessions.

2. 2-——Summary of the content.

3. 3—Names and qualifications of trainers.

4. _4—Names and job titles of all employees attending.
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7 UNITED STATES

| POSTAL SERVICE

SEP 13 2017
September 13, 2017
Mr. Brien J, Wagner Faxed

President

National Association of Postal Suparvisors
1727 King Street, Suits 400

Alexandria, VA 22314-2783

Dear Brlan;

This 1s In reference to our general Interest notlce dated August 25 concerning the Postal Service's
revision to Sectlons 604, Postags Payment Mathods and Refunds, and 608, Filing Indermnity
Claims for Loss or Damaga, of the Domestic Mall Manual (DMM},

It has come to our attention that the encinsures may have baen omitted from our maling.
Accordingly, we have enclosed a copy of the August 25 notice and coples of the final draft of the
revisiohs, one with and ona without changes idsentified.

Please coptact Bruoe Nicholson at extension 7773 if you have questions concerning this matter.

Manager
Labor Relatlons Policlas and Programs

Enclosuras

476 LENFANT PLaza B
Whasrivaton DG 20280-4101
WWAWAJBRA.COM
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UNITED STATES
‘ POSTAL SERVICE

August 25, 2017

Mr. Brian J. Wagner

President

Natlonal Association of Postal Supsrvisors
1727 King Strast, Suite 400

Alexandria, VA 22314-2763

Daar Brian;

As a matter of general interest, the Postal Servics is revising Sectlons 804, Postage Payment
Mathods and Refunds, and 609, Filing Indemnity Clalms for Loss or Damags, of the Domestic
Mall Manual (ODMM). .

The purpose of the revisions Is to add en option to allow customers to request postage and fees
refunds for select product and services online. This option is scheduled to begin September 30

Enclosed are coples of the flnal draft, one with and one without changes identifled.

t Bruce Nicholson at extansion 7773 if you have questions concerning this matter,

Alan S, Moore
Managsr
Labor Relations Policies and Programs

Enclosures

478 L'ENrANT PLaza B
WasHimaron DG 20260-4101
VWMLLISFE.COM
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Domestic Mail Manual (DMIV)

9.2 Postage and Fee Refunds

an mdemnlm claim fnr Ioss or damage ses 602,

9,2.5 Applying for Refund

A customer may apply Ferfor refunds under 9.2,excluding postege-refundsforexdraservice-foss-under
9:2.7a5 followsi-the-custemermust-apply-for-a-refund-on

a, Online {preferred) at www.USPS.com/help: For Priarity Mail Express (e.g.. postage, Sunday or

holiday premiu : _delivery fee), and for Certifled Mail’, Return Regai y

and electronic), Slenature Confirmation™ i ti il onl r
servicas only. Evidence of sarvices purchased must be retained by the mailer until the refund
request i mets may be requlred tou load evldence of services purchased {.pdf

med gnline and must be submltted withln 30 davs of recemt of the d l

b._ _Form 3533;; For all refunds listed under 9.2, a customer may submit Form 3533 submit-i-to the
postmaster; and provide the anvelope, wrapper (or a part of it) showlng the names and
addresses of the sender and addressee, canceled postage and postal markings, or other
evidence of postage and fees pald. The local postmaster grants or denies refund requests

| under 9.2, Payment processing is through Accounting Service Center. Adverse rulings may be

appealed through the postmaster to the manager, Pricing and Classificatlon Service Center (see

608.8.0}, who issues the final agency decislon. Refunds for postage evidencing systems

postage-excluding-peostaga-refunds-for-eitra-service fees-under8:2.7; are submitted under 9.3,
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9,5 Prlority Mail Express Postage and Fees Refunds

9.5.6 How to Apply for a Refund

The-A maller may apply for a refi ' com/help [oreferred) under 9.2.5a, or must complete
Part | of Form 3533 In dupllcate and submit it, along with the original customer copy of Label 11, to any
Post Offtce.

9.5.7 immedlate-Refund Payment

2) _Online: Refunds are paid by check or are as a ¢redIt to an account (1.6, USPS Corporate Account,
a federal government agency account, etc.,
b) Form 3533:

1) ImmedIate Refund: If the USPS can determine immediately that the maller is entitled to a
refund and the Priortty Mail Express Item had postage affixed, then the USPS refunds the
postaga Immediately in cash or with a no-fee money order.

2)__Daferred Refund: If the LSPS cannot detecmine immediately that the maller Is entltledto a
refund, the PS researches the application and, if appr

check or as & credit to an account (i.#.LSPS Corporate Account.a federal government
agengy account, ete.) to the maller within 5 business davs,

609 Filing Indemnity Claims for Loss or Damago 1.0 General Filing Instructions

1.0 General Flling Instructions
1.1 Extra Services With Indemnlty

A customer may file an indemnity clalm for insured mail, COD items, Reglstared Mail with postal
insurance, or Priotity Mall Express, See Publication 122, avaifable on www.usps.com, for additional

informatlon. For Information on postage and fee refunds see 604.9.2.
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Domestic Mail Manual (DMM)

9.2 Postage and Fee Refunds

A customer may file for a refund of postage and fees as provided under 9.2, For Infarmation on fillng
an indemnlty clalm for loss or damage see 609,

9.2,5 Applying for Refund

A customer may apply for refunds under 9.2,as follows:

a,

Online {preferred) at www.USPS.com/help: For Priority Mail Express {e.g., postage, Sunday or
holiday premlum fee, 10:30 a.m. delivery fee), and for Certified Mail’, Return Recelpt (hardcopy
and electronic), Signature Conflrmatlon™, and USPS Tracking (USPS Marketing Mail only), extrz
services only, Evidance of services purchased must be retained by the mailer until the refund
request Is resolved. Customers may be required to upload evidence of services purchased {.pdf
or jpeg} and provide thelr shipplng date. Appeals of denied online refund requests must be
processed ontine and must be submitted within 30 days of recelpt of the denial,

Form 3533: For all refunds listed under 9.2, a custamer may submit Form 3533 to the
postmaster; and provide the envelope, wrapper (or a part of It) showing the names and
addresses of the sender and addressee, canceled postage and postal markings, or other
evidence of postage and fees pald, The lacal postmaster grants or denles refund requests
under 9.2, Payment processing is through Accounting Service Center, Adverse rulings may be
appealed through the postmaster to the manager, Pricing and Classification Service Center {see
608.8.0), wha issues the final agency declsion, Refunds for postage evidencing systems postage
are submitted under 9.3,
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September 8, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Strest, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service plans to test the Mail Visibility Application
{(MVA) on postal owned smarfphones.

Mail History and Enhanced Barcode Diagnostics are the MVA programs subject to testing. These
programs will provide real-time delivery information for containers, packages, tray labels, and mail
pleces,

- The anticipated test dates are September 11 through October 4.

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

Alan’S. Moore
Manager
Labor Relations Policies and Programs.

475 L'ENFANT PLaza SW
WasHinaTon DG 20260-4101
WWAW,LUSPS.COM
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SEP 11 2017

September 8, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service plans to update the Intelligent Mail Device
(IMD) Full Acceptance function at Non-Retail Systems Software (RSS) sites. Implementation is
scheduled on September 30,

This revision will expand the IMD Priority Mail Express Full Acceptance function at non-RSS sites
to include the following products when the customer also purchases Insurance, Collect on
Delivery (COD), or domestic Return Receipt (hardcopy PS Form 3811):

»  Priority Mail
s First-Class Mail
» First-Class Package Service — Retail

We have enclosed draft copies of the following:

» Retail Service Talk — New Intelligent Device (IMD) Fuli Acceptance Procedures — Non-
Retail Systems Software (RSS) Retail Sites

e Standard Operating Procedures Using the Intelligent Device (IMD) to Enter Full
Acceptance Record for Priority Mail, First-Class Mail, First-Class Package Service —
Retail at Non-Retail System Software (RSS3) Retail Sites

+ Frequently Asked Questions {FAQs) — New Intelligent Device (IMD) Full Acceptance
Procedures — Non-Retail Systems Software (RSS) Retail Sites

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

7

Alan S. Moore
Manager
Labor Relations Policies and Programs

Enclosures

A75 L'ENFANT PLAzA SW
WastinaToN DG 20260-4101
WWW,LSPS,GOM
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Retail Service Talk
New Intelligent Mail Device (IMD) Full Acceptance Procedures-
Non-Retail Systems Software (RSS) Retail Sites

The Postal Service is deploying an update to the IMD on September 30, 2017 to expand
the current Priority Mail Express Full Acceptance procedures on the IMD to include
Priority Mail, First-Class Mail, and First-Class Package Service-Retail items when
Insurance, Collect on Delivery (COD}, and domestic Return Receipt (hardcopy PS Form
3811) are purchased at non-RSS sites. As a result of this update, piece level data
necessary to support online claims and refunds submissions will be enabled. This
update will also provide improved visibility to products or Extra Services purchased at
non-RSS sites aligning with all other acceptance channels (i.e. RSS sites, Self-Service
Kiosks (SSKs), USPS Click-N-Ship, PC Postage, Permit Imprint/manifest or electronic
Verification System (eV8)), which will improve the customer experience, and reduce our
operational costs to adjudicate claims and fefund disputes.

The Retail Service Talk, Frequently Asked Questions (FAQs), and Standard Operating
Procedures (SOP) for completing: Full Acceptance of Priority Mail, First-Class Mail, and
First-Class Package Service — Retail, when Insurance, Collect on Delivery (COD), and
domestic Return Receipt (hardcopy PS Form 3811) are purchased at non-RSS Retail
sites are posted on the followmg bluepages:

Qrocedures/welcoml e. htm
http://blue.usps. gov/marke;i_'g_/newgroducfs-innovaﬁon/exgra-services.htm

By followmg the proper précesses. and procedures for domestic Extra Services, the
Postal Service will better:meet customer needs and cultivate opportunities to gain new
business and increase revenue.

Thank you for your continued efforts as we strive to improve our products and services!

INTERNAL USE ONLY
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POSTAL SERVICE »

Standard Operating Procedures
Using the Intelligent Mail Device (IMD) to
Enter a Full Acceptance Record for
Priority Mail, First-Class Mail, or First-Class Package Service - Retail
at Non-Retail System Software (RSS) Retail Sites

1. Setting up scanner: With scanner, scan badge ID barcode.

2. From the “In-Office menu” on the IMD, select Scan Barcode.

3. Scan the Extra Service label barcode (Label 400, PS Form 3813, 3813-P,
or 3816) or enter the full tracking number on the scanner keypad. (Note: if
Label 400 is already affixed to item and insurance or COD is being
purchased, remove or obliterate the Label 400 and begin the process by
scanning the appropriate insurance or COD form barcode, not the Label 400.)

4. Select the Accept event.

5. Select Class of Mail.

6. If “Priority Mail” is selected, select a service/product:

a. Ifflat rate package type is not listed under service/product, select
Other.

b. Enter Destination ZIP Code.
c. Select Yes or No at prompt: “Is mailpiece being sent a flat rate?”

d. Follow the workflow screens to capture the Pricrity Mail aspects
(dimensions and shape).

e. Select Yes or No at prompt: “Is this mailpiece addressed to a P.O.
Box?"

f. Provide service time to customer. Press ENTER to continue.
g. Continue to follow the prompts to Add Extra Services (example is

insurance, additional screens options may be available, depending
upon selections made):

INTERNAL USE ONLY




INTERNAL USE ONLY




7.

If “First-Class” is selected, select a service/product:
a. Select shape (Letters, Large Envelopes, or Parcels).
b. Enter Destination ZIP Code.

c. Follow the workflow screens to capture the First-Class Mail aspects
(weight, etc., as prompted)

d. Provide service time to customer. Press ENTER to continue.

e. Postage fee is displayed. Press ENTER to continue.

f.  Select Yes or No at prompt: “Is this mailpiece addressed to a P.O. Box?”
g. Continue to follow the prompts to Add Extra Services (example is

insurance, additional screens options may be available, depending upon
selections made):

INTERNAL USE ONLY
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Keys to success

e Ensure the IMD scanner is set up with the full ZIP+4 of the facility (Source:
Facility Database (FDB)).

» Ensure Extra Services are correctly entered as requested by the customer.
e Ensure the payment is entered completely and correctly.

e Cradle the IMD to ensure data uploads properly.

INTERNAL USE ONLY




Frequently Asked Questions (FAQs)
New Intelligent Mail Device (IMD) Full Acceptance Procedures-
Non-Retail System Software (RSS) Retail Sites

Q: What is changing on the IMD for Full Acceptance procedures?

A: The current Priority Mail Express (PME) Full Acceptance process on the IMD will be
expanded to include domestic Priority Mail (PM), First-Class Mail (FCM) and First-Class
Package Service — Retail (FCPS-Retail) items when Insurance, Collect on Delivery
(COD), and Return Receipt (hardcopy PS Form 3811} are purchased.

Q: Why are we expanding the current PME Full Acceptance procedures to include
domestic PM, FCM and FCPS-Retail with Insurance, COD, or Domestic Return
Receipt service?

A: The piece level data necessary to enable online claims or refund submissions and
processing is not currently captured at non-RSS sites for any product other than PME.
This expansion for PM, FCM, and FCPS-Retail will provide improved visibility for
additional products and Extra Services purchased at non-RSS sites, improve the
customer experience, and reduce our operational costs to adjudicate claims and to
address refund disputes.

Q: Why will this only impact non-RSS Sites?

A: This will only impact non-RSS sites because all other acceptance channels (i.e. RSS
sites, Self-Service Kiosks (8SKs), USPS Click-N-Ship, PC Postage, Permit
Imprint/manifest or electronic Verification System (eV8)) already provide for capturing
piece level data.

Q: When will the new IMD Full Acceptance procedures for PM, FCM and FCPS-
Reftail take effect?

A: The IMD Full Acceptance changes for PM, FCM, and FCPS-Retail will take effect on
Saturday, September 30, 2017.

Q: Where can | find more details about the new Full Acceptance procedures?

A: The internal Retail Service Talk, Frequently Asked Questions (FAQs) and the
Standard Operating Procedures (SOPs) for completing IMD Full Acceptance for
domestic PM, FCM, and FCPS-Retail items when Insurance, COD, and Return Receipt
(hardcopy), are purchased at non-RSS sites are posted as follows:

http:/blue.usps.gov/retail/policy-procedures/standard-operating-
procedures/welcome. htm

http://blue.usps.gov/marketing/newproducts-innovation/extra-services.htm

INTERNAL USE ONLY




Q: How will the IMD know to prompt for the “Full Acceptance”?

A: When a Label 400, USPS Tracking, PS Form 3816, COD Label and Mailing Receipt,
or, PS Forms 3813 or 3813-P, Insured Mail Receipt, are scanned, the IMD Full
Acceptance procedures will be enabled. (Note: if COD or Insurance is being purchased,
the applicable COD or Insurance label is scanned, Label 400 does not need to be
scanned or affixed in addition).

Q: Will the IMD enable “Full Acceptance” if | scan a hardcopy domestic Return
Receipt?

A: No. Domestic Return Receipt service requires an applicable prerequisite service to
be purchased so that the IMD will not permit Full Acceptance for only a Return Receipt.
A Return Receipt is scanned as part of the COD or Insurance (for more than $500) Full
Acceptance procedure.

Q: What happens if a domestic Return Receipt is being purchased, but it does not
include a barcode on it?

A:. When a domestic Return Receipt is being purchased we must ensure the form
version being used is a barcoded version dated either April 2015 or July 2015. If the
form version date is older than April 2015, have the customer complete a barcoded
version to ensure we can scan and link the barcode to the host Extra Service being
purchased.

INTERNAL USE ONLY
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September 12, 2017
SEP 14 017

Mr. Brian J. Wagner T
President

National Association of Postal Supervisors
1727 King Street, Suite 400
Alexandria, VA 22314-2753

Dear Brian;

As a matter of general interest, the Postal Service is updating the Delivery Operaticn Information
System (DOIS) to enhance its functionality.

Release 8.1 includes:
+ Automated download of pisce counts for packages and Small Parcels & Rolls {SPRs)

from Arrival at Unit (AAU)
» Elimination of the option to print PS Form 3971

& —Conversionmof several forms fromAdobe FormFillto LiveCycle
National implementation of this update is scheduled to begin the week of September 18.

Please cantact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

Alan.S. Moore
Manager
Labor Relations Policies and Programs

475 L'ENFaNT PLAZA SW
WasHinsToN DG 20260-4101
WWWLLBPS,COM
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September 15, 2017
Mr. Brian J. Wagner Certified Mail Tracking Number:
Prasident 70161370000230149947

National Association of Postal Supervisors
1727 King Street, Suite 400
Alexandria, VA 22314-2753

Dear Brian

This is in further reference to the April 20 notice {enclosed) concerning decentralization of
Computerized Forwarding System (CFS) units by incorporating the workload into mail processing
operations at the designated Processing & Distribution Centers (P&DCs).

As previously stated, the pilot testing will begin with the mail that is currently being processed in
the CFS unit at the Merrifield P&DC. As part of the pilot, a portion of the CFS mail currently
processed at Merrifield will be held at the appropriate pilot plant for processing. Each of the three
pilot plants will process all the mail fypes currently processed at CFS units. These will be mail
processing. operations at the plant referred to as Mechanical Forwarding System (MFS)
operations. The three pilot sites include Baltimore, MD, Charleston, WV, and Pittsburgh, PA,
Flat Postal Automated Redirection System (FPARS) mail will continue to flow to the currently
assigned P&DCs for processing.

Enclosed is a copy of the employee service talk on the initial testing of the MFS which will begin
on September 25 at the Pittsburgh, PA P&DC. Activation dates for the Charleston, WV pilot plant
will be no earlier than October 23.

If you have any questions, please contact Judith Reeder of my staff at extension 3577.

Sincerely,

Ve

Rickey Dean
Manager
Contract Administration (APWU)

Enclosures

(CA2017-455)
475 LEnranT PLaza SW

WasHNGTON DC 20260-4101
WWW.USPS.COM
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April 20, 2017
Mr. Brian J. Wagner Certified Mail Tracking Number:
Prasident 7016 1370 0002 3014 8038

National Association of Postal Supervisors
1727 King Street
Alexandria, Virginia 22314-2753

Dear Brian;

As a matter of general Interest, the Postal Service intends fo implement a nationwide
decantralization of Computerized Ferwarding Services (CFS) units by neerporating the unit into
mail processing oparations, The intent of this infiiative is to improve the custorner experience
regarding mail forwarding services,

The Postal Service plans to pilot this concept heginring with the CFS unit tocated in the
Merrifield, Virginia Processing & Distribution Center (P&DCY, Currentiy, the Merrifield P&DC GFS
uriit processes forwarding mail for ten facilities that use the Postal Automated Redirection System
(PARS). As part of the pilot, the CFS processing operations, currently processed at the Merrifistd
CFS Unit, will be relocated to the following nine PARS sites: Baltimore MD, Charleston WY,
Charlette NC, Dominic V Daniels NJ, Gresnsboro NC, Greenville SC, Pittsburgh. PA, Raleigh NC,
and Richmond VA, The CF8 Operationg for the tenth PARS site, Sauthern MD P&DC, will
remain in Merrifield P&DC CFS Unit,

Addifionally, the PARS/Flat Postal Automated Redirection System (FPARS) processing operation
currently performed In the Southern Maryland P&DC, will be relocated fo the Merrifield P&DC and
forwarding mail processed by this operation will be conducted at the Merrifield P&DC.

This initiative will involve movement of equipment from the Southern MD P&DC and Human
Resources (HR) complament impacts. Any impact on bargaining unft employees will be dane in
accordance with the collective bargaining agreemenis.

If you have any questions, piease contact Judith Reeder of iy staff at (202) 268-3577.

(Zontract Administration (APWU)

478 L'ENGANT PLAZA BW

WASHNGTON [JC 20260-4101
WAL LISFS, GO {CAZ017-190)




(Insert Date), 2017

| BSSTAL SERVAICE o

STAND-UP TALK

Mechanized Forwarding System (MFS)
Pilot Testing at the Pittsburgh PA P&DC

What is the Mechanized Forwarding System (MFS)?

Starting Monday, September 25th, the Pittsburgh P&DC will begin testing of Mechanized
Forwarding System (MFS) operations. This is a pilot project to begin to decentralize forwarding
and return operations from Function 4 in CFS units to Function 1 in mail processing plants.
There are two additional MFS pilot sites at the Baltimore P&DC (already completed) and
Charleston WV plants.

The goal of this project is to improve service to our customers by moving the forwarding and
return operations to plants that are carrying out the PARS / FPARS operations. This puts the
MFS operation closer to the sources of the mail volume processed which is letter PARS rejects,
non-machinable letters and flats, some package volume from the Remote Forwarding System
(RFS) in delivery units, and Change of Address (COA) forms. This project is planned to reduce
the processing time to get this mail to our customers.

Changes due to the Mechanized Forwarding System (MFS)

Over the coming weeks the forwarding and return mail currently going to CFS in Merrifield, VA
will be transifioned to the Pittsburgh Plant:
¢ |Letter PARS rejects from PARS processing at the Pittsburgh P&DC
¢ FPARS rejects from FPARS processing at the Pittsburgh P&DC
¢ COA form rejects from COA processing at the Pittsburgh P&DC
¢ Non-machinable letters and flats, and some packages from local delivery units, AOs,
hub-sites
+ Non-machinable letters and flats, and some packages from local delivery units from the
Erie, Johnstown, and Altoona plants.

This mail will shift from being processed at the Northern VA CFS Unit to MFS processing at the
Pittsburgh P&DC over the next two weeks, beginning on Monday, September 25th. Please be
alert to new notifications as to the progress of this change in operations.

How Does MFS Impact You?

All employees (Operations, Retail, and Delivery} who identify and / or sort mail or mail
containers with mail destined to CFS Merrifield VA will begin to send this mail to MFS Pittsburgh
as we go through a transition period of moving this volume.

* Signage, placards, and labels for CFS Merrifield will be changed to MFS Pittsburgh.

e Dock operations and breakdown units will consolidate into MFS containers and move
MFS containers to MFS operations at the Pittsburgh P&DC.
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SEP 20 2017

September 14, 2017

Brian J. Wagner

President

National Association of Postal Supervisors
1727 Kihg Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, beginning in early November, the Postal Service will distribute a
postcard to all employees eligible to participate in the Federal Employees Health Benefits
Program (FEHB).

The purpose of the subject postecard (enclosed) is to encourage employees to evaluate their
FEHB plan selection in advance of Open Season.

Please contact Bruce Nicholson at 7773 if you have guestions concerning this matter.

Manager
Labor Relations Policies and Programs

Enclosure

475 LIENFANT PLaza SW
WasHiNnaToN DG 20260-4101
WVWLUSPS.COM
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SEP 15 2017

August 25, 2017

Mr. Brian J. Wagner

President

Natiohal Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian;

As a matter of general interest, the Postal Service is implementing an initiative called Pristine
Post Office 8S.

This program was developed to ensure that our facilities focus on cleantiness and organization to
promote safe and efficient workspaces. 6 stands for Safety First, Sort, Set in Order, Shine,
Standardize, and Sustain.

The program includes building inspections and improving signage and staging lines/lanes. Also
included will be a general cleanup of areas both on the workroom floor and retail lobbies,

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.
Sincerely,
“~Alan S. Moore

Manager
Labor Relations Policies and Programs

A75 | ENFaNT PLAZA SW
WasHingTon DG 20260-4101
WIVWLUSPS.COM
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September 6, 2017 SEP 22 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As g matter of general interest, the Postal Service plans to implement a new process that allows
customers to request refunds online for Priority Mail Express and Extra Services. This process is
scheduled for national deployment on September 30,

We have enclosed draft copies of the following:

Retail Service Talk — Online Refunds for Pricrity Mail Express and Exira Services
External Frequently Asked Questions {FAQs)

Internal Freguently Asked Questions (FAQs)

Timelines for Online Domestic Claims and Refunds

. + e =

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

N
Alan S. Moore
Manager
Labor Relations Policies and Programs

Enclosures

475 L'ENFANT PLaza SW
WasHingTon DC 20260-4101
WY, LISPS, GOM




Online Refunds
For
Priority Mail Express® and Extra Services

On September 30, 2017, the Postal Service will enhance our customer experience by introducing an online
application to aliow consumers and businesses to request service failure refunds for domestic Priority Mail
Express® (PME) and applicable Extra Services. Consumers may use their {aptop, desktop, smartphone or
tablet (i0S or Android) to access USPS.com to submit individual refund requests. Commercial customers
can access the application through the Business Customer Gateway (BCG) where they can submit bulk file
uploads for up to 1,000 refund requests.

This new oniine application will allow registered users to electronically submit their refund request for the
fotiowmg products and extra services for manpleces with an Intelllgent Mail package barcode (IMpb)
& PRman PradncUsdiel 1 ERIG S onvice) dedBeivice it celuding -
o 1-and 2- -Day Dellvery

e 10:30 A.M. Delivery

Priority Mail Express® s Collect on Delivery

e Sunday / Holiday Dslivery

» APQ/FPQ/DPO PME Delivery

¢ Cerfified Mail with Restricted
g . Delivery

Certified Mail® » Certified Mail with Adult
Signature Services

Return Receipt and Return
Receipt Electronic

¢ Adult Signature Services

Signature Confirmation™ ¢ Signature Confirmation with
Restricted Delivery

USPS Tracking®
o USPS Marketing Mail™
parcels only

Refunds for Adult Signature and Restricted Delivery services may only be requested at a USPS Retail
location and the request must meet the required filing time fimits. Customers will still have the option of
requesting all PME and Extra Service refunds using PS Form 3533, Application for Refund of Fees,
Products and Withdrawal of Customer Accounts at Retail locations.

Benefits:
s Leverages Product Tracking and Reporting System (PTR) to validate eligibility of each request
» Consumers can view the status of their refund request
s Consumers can file a dispute for a denied refund request

Repayment Methods:
e Click-N-Ship® custemers will receive refunds in their original form of payment (PayPal® or Credit
Card).
e Commetcial customers using USPS Corporate Accounts (USPSCA) for payment and requesting
a refund online will receive payment in the form of a check.
e Commercial customers requesting a refund at a USPS Retail® location and have completed a
PS Form 3533, will continue to receive a credit to their USPSCA as they do today.

For questions contact: ShippingServices@usps.gov

FOR INTERNAL USE ONLY
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_ ROSTAL SERVICE IR ‘External Frequently Asked ‘Questions.(FAQs)

External
Frequently Asked Questions (FAQ’s)
Online Refunds for Priority Mail Express® and Extra Services

Q. Which Priority Mail Express® (PME) service failures can | use the online refund application to
request a refund for?
A. You can use the new application to reguest refunds for the following PME service failures:

» 1-and 2-Day elivery
» 10:30 A.M. Delivery

Priority Mail Express® = Coflect on Delivery
» Sunday / Holiday Delivery
¢+ APO/FPO/DPO PME Delivery

Q. Which Extra Service(s) can I use the oniine application to request a refund for?
A. You can request refunds for the following extra services:

i FTmaR BIBaeysE
Certified Mail®

» Cortified Mail Restr elivery |
¢ Certified Mail Adult Signature Services

Return Receipt and Return Receipt Electronic

Signature Confirmation™ « Adult Signature Services
« Signature Confirmation Restricted Delivery

USPS Tracking®
e USPS Marketing Mail™ parcels only

Q. May | request a refund for Priority Mail Express International® (PME!) online?
A. No. A refund request for PME] must be made in person at a USPS Retail® location.

Q. How can | access the new USPS Online Refund application to request a PME or Extra Service
refund?

A. You must register online at USPS.com to request a PME or Extra Service refund. Once on USPS.com,
you must navigate to the help section and select Request a Refund. If you are a commercial customer you
must register through Business Customer Gateway (BCG) at hitps://gateway.usps.com/eAdmin/view/signin.

Q. What will | need in order to request a refund online for PME andfor an Extra Service?

A. You will need to sign into your USPS.com or BCG account and your mailpiece must contain an intelligent
Mail® package barcode (IMpb®). The refund request must meet the filing time limits required by the Postal
Service.

Q. What is the time limit for requesting a PME service refund?

A. A PME service failure refund may be requested no sooner than 2 days from the date of mailing for a
Priority Mail Express 1-Day® delivery and no later than 30 days after the date of mailing, and no sooner
than 3 days from the date of mailing for a Priority Mail Express 2-Day® delivery and no later than 30 days
after the date of mailing.
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Q. What is the time limit for requesting an Extra Service refund?
A. Refunds for Extra Service failures may be reguested no sooner than 10 days from the date of mailing and
no later than 60 days after the date of mailing.

Q. May [ request a refund for more than one item at a time online?

A. Yes. Commercial customers using the Business Customer Gateway may submit refund requests
containing up to 1,000 records in a bulk file format. Consumers using USPS.com may only submit a single
request for one item/shipment at a time.

Q. How will | know if my refund request was received?
A. You will receive an initial confirmation email within 24 hours notifying you that your refund request was
received.

Q. Once my request is filed oniine, how long does it take to process the payment?
A. Once all required documentation is received and the refund request is determined as efigible, the
payment is processed immediately.

Q. How will | know my request has been processed?
A. Once submitted, you can log into your history page at any time to see the status of your request. You will
be able to view the refund statuses shown below:

. Refund Request Status Dispute Stah
» Under Review « Dispute Under Review
¢ Partially Approved + Dispute Approved
s  Approved s Dispute Denied
e Denied o Dispute Paid
¢ Processing Payment
e Paid

Q. If | am a commercial customer who has requested a refund using a bulk file upload how will |
know the status of my refund request? '

A. If you are a commercial customer who has requested a refund using the bulk file upload process, you
may fog into your history page to see the status of your refund request. Once processing is complete, the
history page will display the status (paid or denied) of each record entered in the bulk file.

e ubmitte
» Pending
¢ Processed

Q. If my refund is denied will | be able fo dispute it?

A. Yes. If your request is denied, the reason for the denial will be indicated. The online application will altow
you to havigate to the dispute page of the application where you will be able to provide additional
documentation for further consideratiors.
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Q. In what form of payment will | receive my refund if | filed my request online?
A. Payment requests for PME or Extra Service refunds will be received in the following manner:

Consumers: Payment will be received in the form of a check.

Click-N-Ship® Customers: Payment will be received via the original form of payment (PayPal® or
credit card). :

Commercial Customers: Payment will be received in the form of a check.

USPS Corporate Account Customers: Payment will be received in the form of a check.

Q. In what form of payment will | receive my refund if | filed my request at a USPS® Retail location?
A. As it is today, payment for PME or Extra Service refunds will be received in the following manner after a
completed PS Form 3533, Application for Refund of Fees, Products and Withdrawal of Customer Accounts,
is submitted and the refund request is approved:

If the refund is $25 or less, you will receive cash.

If the refund is over $25, you will be given a no-fee money order.

If the refund is over $1,000, a check will be mailed to you from the San Mateo Accounting Service
Center.

If you are a USPS Corporate Account (USPSCA) customer you will receive a credit to your
USPSCA.

' PayPal® is a registered trademark of PayPal®, Inc.
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Frequently Asked Questions (FAQSs)
Online Refunds for Priority Mail Express®and Extra Services

Q. Which Priority Mail Express® (PME) service failures can customers use the online refund
application to request a refund for? 7
A. Customers can use the new application to request refunds for the following PME service failures:

I
1T

e 10:30 AM. Delivery
¢ Collect on Delivery
» Sunday / Holiday Delivery

s APO/FPO/DPQ PME Delivery

Priority Mail Express®

Q. Which Extra Service(s) can customers use the online refund application to request a refund for?
A. Customers can use the new refund application to request refunds for the following extra services:

Cel

¢ Certified Mail Adult Signature Services

Return Receipt and Refurh Receipt Electronic

Signature Confirmation™ e Adult Signature Services
e Signature Confirmation Restricted Delivery
USPS Tracking®
s USPS Marketing Mail™
parcels only

Q. Can customers request a refund for Priority Mail Express International® (PMEI) online?
A. No. A refund request for PMEI must be made in person at a USPS Retail location.

Q. Will customers be able to request a refund for postage for live animals shipped by Priority Mail
Express®?

A. Yes. Perthe Domestic Mail Manual, section 604.9.5.5.g, postage refund for shipment of live animals
may be given if delivery or attempted delivery was not made in three days from the date of mailing.

(. How can customers access the new USPS Online Refund Application?

A. All customers must register online at USPS.com or for commercial customers, through the Business
Customer Gateway (BCG) to access the new online refund application to request either a Priority Mail
Express® or one of the approved Extra Services refund.

Q. What will customers need in order to request a refund for Priority Mail Express® andfor an Extra
Service online?

A. Customers will need a USPS.com or BCG account. in addition, their mailpiece must contain an
tntelligent Mail® package barcode (IMph®). The refund request must meet the filing time limits required by
the Postal Service.

FOR INTERNAL USE ONLY
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Q. What is the time limit for requesting a PME service refund?

A. A PME service failure refund may be requested no sooner than 2 days from the date of mailing for a
Priority Mail Express 1-Day® delivery and no later than 30 days after the date of mailing, and no sooner
than 3 days from the date of mailing for a Priority Mail Express 2-Day® delivery and no later than 30 days
after the date of mailing.

Q. What is the time limit for requesting an Extra Service refund?
A. Extra Service refunds may be requested no sooner than 10 days from the date of mailing and no later
than 80 days after the date of mailing.

Q. Can customers request a refund for more than one item at a time online?

A. Yes. Commercial customers using the Business Customer Gateway may submit refund request
containing up to 1,000 records in a bulk file format. Consumers using USPS.com may only submit a single
request for one item/shipment at a time.

Q. How will customers know if their refund request was received?
A. Customers will receive an initial confirmation email within 24 hours notifying them that their refund
request was received. '

Q. Once a refund request is filed online, how long does it take to process the payment?
A. Once all required documentation is received and the refund request is determined as eligible, the
payment is processed immediately.

Q. How will customers know when their refund request has been processed?
A. Once submitted, customers can log into their history page at any time to see the status of their request.
The customer will be able to view the refund statuses shown below:

¢ Under Review s Dispute Under Review
« Partially Approved o Dispuie Approved

s Approved e Dispute Denied

s Denied e Dispute Paid

¢ Processing Payment

s Paid

Q. How will a commercial customer who has requested a refund using a bulk file upload know the
status of their refund request?

A. Commercial customers who requested a refund using the bulk file upload process may log into their
history page to see the status of their refund request. Once processing is complete, the history page will
display the status (paid or denied) of each record entered in the bulk file.

o Submitted
¢ Pending
e Processed

FOR INTERNAL USE ONLY
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Q. Will customers be able to file a dispute for a denied refund?

A. Yes. If the refund request is denied, the reason for the denial will be indicated. The online application will
allow the requestor to navigate to the dispute page where they will be able to provide additional
documentation for further consideration.

Q. In what form of payment will customers receive their refund if they filed the request online?
A. Customers requesting PME or Extra Service refunds will receive their payments in the following manner:
e Consumers: Payment will be received in the form of a check.
e  Click-N-Ship® Customers: Payment will be received via the original form of purchase (PayPal® or
credit card). '
s» Commercial Customers: Payment will be received in the form of a check.
USPS Corporate Account Customers: Payment will be received in the form of a check.

Q. In what form of payment will customers receive their refund if they filed the request at a USPS
Retail® location?
A. As it is today, customers requesting PME or Extra Service refunds will receive their payments in the
following manner after a completed PS Form 3533, Application for Refund of Fees, Products and
Withdrawal of Customer Accounts, is submitted and the refund request is approved:

s If the refund is $25 or less, the customer receives cash.

e Ifthe refund is over $25, the customer is given a no-fee money order.

¢ If the refund is over $1,000, a check will be mailed to the customer from the San Mateo Accounting

Service Center.
» USPS Corporate Account (USPSCA) customers will receive a credit to their USPSCA.

FOR INTERNAL USE ONLY




Timelines for Online Domestic Claims and Refunds
Customers may file domestic claims for loss, damaged and/or missing contents, or postage and
fee refunds online at usps.com/help/welcome.hifm.

DOMESTIC CLAIMS

m may file claims for damaged and/or missing contents immediately, but no later than 60 days from the
mailing dat

Priority Mail Express®

Registered Mail

Insured Mail

AP

APO/FF;’O/DPO Ins‘rljred Mail (Surface Only) 75 days 1 year
DOMESTIC REFUNDS

Priority Mail Express 1-Day® and Pricrity Mail Express 2-Day®
Delivery®

T

USPS ‘Tracking‘;” (for LUSPS Marketing WM™ parcels only)

Mote: The Postal Service™ may refund postage and/or fees for Exira Services niot randered, unless otherwise excluded by standard or one of the sircumstances
in DMM 604.9.2.4. The Postal Service may, without oblaining a signature, return to the sender certain undefiverable Priodity Mail Expreas or Extra Services
items as provided in DMM 507.1.8.5.

1. For a Pricrity Mail Express (PME) mailpiece that includes an Extra Service witha 4. The Postal Ssrvice may make postage refunds for & PME Miltary item if the Postal Sanvice did

refundable fee, the customer must fite a claim no sooner than 10 days from the nct delivar the itern according to the applicable guarantesd service- standard =g provided in DMb

mailing date. 804.9.5.2, uniess the service failkure was causad by one of the cikcumstancss n DMM 504.8.5.5.
2. Only the madler may make a clakn for a refund for PME postage (the mailer ts &, Availability of fee refunds for Extra Services, inchuding those services not listed above, are as

the sender of a PME item or the holder of the USPS Comarate Account used to provided in DMM 604.8.0,

pay for postage). 6. Refunds are ot avallabls for an undeliverable Certified Mail or Signaure Ganfirmation ftem that
4, For a PME 1-[fay or 2-Day delivery item, the Postsl Service refunds the postage received an event scan indicating an atterapted delivery {e.g., UAM, Refused, eic).

and tha Sunday or holiday premium e and/or the 10:30 sk dellvery fee 7. The Postal Service refunds fees for relm receipt service as provided under DM 604,924, 1f &

stibject ko the standards for this senice as pmvidec{ in DMM 604.9.5.1, unless maitpiece to be returned has 4 return receipt attached to it, tha retumn recelnt stays attached to the
the defay was caused by one of the circumstances in DMM 604.9.5.5. malkpiece as provided In DMM 507.1 3.5,

UNITED STATES
POSTAL SERVICE o

Poster 122, Seplembar 2077, PSK 7635-17-060- 1602

FOR INTERNAL USE ONLY — Not for Display In Lobby
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Brian J. Wagner

Prasident

National Association of Postal
Supervisors

1727 King Street, Suite 400
Alexandria, VA 22314-2753

Graegory 8. Acord
Anthony D. Leonardi
- Co-Presidents
United Posimasters and Managers of America
8 Herbert 8t
Alexandria, VA 223052600
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Asg a matter of information, the Postal Service plans to revise Management Instruction, £L-380-
2006-2, Procedures for Proposed Adverse Actions Against EAS Levels 18 and Above and PCES
1 Execulives.

The ravision provides clarification to the procedures required by officials when proposing adverse
actions against EAS Levels 18 and Above, POES 01 Executives and Postal Service employees in
the Payband schedule,

We have enclosed a final draft of this Management Instruction, Procedures for Proposed Adverse
Actions Against EAS Levels 18 and Above, Pay Bands and FCES (7 Executives, one with and
oneg without changes identified.

Please contact me if you have any guestions concerning this matter.

Bruce A Nicholson
Manager
Labor Relations Policy Administration

Enclosure

475 L'ENFANT PLAZA SW
Wastinaton DG 20260-4101
WWW,LISPE,COM
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Procedures for Proposed
Adverse Actions Against EAS
Levels 18 and Above, Pay
Bands and PCES
01_Executives

This management instruction (Ml) provides the required procedures for
developing and finalizing notices of proposed adverse actions against
Postal Service employees in Executive and Administrative Schedule
(EAS) levels 18 and above, Pay Bands and Postal Career Executive
Service (PCES)_

01 executives. The M! also provides procedures for required consulta-
tions when an employee is to be placed on administrative leave. This
instruction does not apply to employees of the Inspection Service or the
Office of inspector General.

Adverse Action Procedures

Definitions

Adverse actions, for the purpose of this. Ml, are removals, suspensions
of more than 14 days, furioughs for 30 days or less, and/or reductions
in grade or pay.

Appropriate human resources or labor personnel are:

a. For fieid employees, including district and area employees, the
manager of Human Resources or the manager of Labor Relations
for the appropriate district or area. Area Human Resource
managers may establish procedures regarding the appropriate
contacts for consultations in their area and districts,

b. For headquarters and headguarters field units, Gerperate
PersennelHuman Resources (Headguarters).

Designated legal counsels are:
a. For field employees, including district and area employees, the
appropriate field managing Counsel or designee.

b. For headquarters and headquarters field unit employees, the
General Counsel or designee.

gement Instruc

Date May-2-2006

Effective Immediately
Number EL-380-2006-2
Ohsoletes EL-380-2006-288-5
Unit Labor Relations
Anthen

- Vegliante
Jeffrey Williamson Chief Human Resources
Officer and Executive Vice President

Human Resourees

CONTENTS

Adverse Action Procedures . ......... 1
Pefinitions e 1
Initial Assessmentand Praft . ... ..... 2
l.egal Counsel Review and
Recommendations ................. 2
Subsequent Action by Proposing
Official . .... .o 2
Administrative Leave ............... 3
Emergency Situation ............... 3




initial Assessment and Draft

Before drafting the proposed adverse action, the proposing official is
required to consult with appropriate human resources or labor person-
nel. During such consultation, the following must be considered:

a. Whether the relevant facts supporting the action are
substantiated; and

b. Whether the selected penalty 1$ reasonable and warranted by the
severity of the charges.

The proposing official is respensible for completing a draft notice of
proposed adverse action in consultation with the appropriate human
resources or labor personnel. The charges in the notice must be in
sufficient detail to provide the individual adequate notice of the charges.
Prior discipline relied upon for the penaity assessment must be cited.
The notice of proposed adverse action must include the proper appeal
rights as set forth in section 650, Employee and Labor Refations Manual,
including, if appropriate, the option to mediate the proposed action. The
narne and address of the appropriate officials to whom a request for
mediation must be sent with PS Form 650 (Request for £IM 650
Mediation) and to whom an appeal is to be directed also must be
included in the proposed notice. The proposing official must transmit
the final version of the draft to the appropriate human resources or labor
relations personnel.

Legal Counsel Review and Recommendations

The appropriate human resources or labor personnel must submit the
draft notice of the proposed adverse action along with all documentation
pertaining to that action fo the designated legal counsel. The designated
fegal counsel will review the draft and provide legal advice and recom-
mendations to the appropriate human resources or labor personnel
regarding the appropriateness of the charges and the selection of the
penalty. The appropriate human resources or labor personnel will advise
the proposing official of the designated legal counsel's advice and rec-
ommendations. This advice is subject to attorney-client privilege and
should not be shared with others and/or placed in the official discipline
file. Further, it should not be released during any discovery proceedings
without the permission of the designated legal counsel.

Subsequent Action by Proposing Official

If the proposing official agrees with the recommendations of the desig-
nated legal counsel, he or she will incorporate the recommendations into
the proposed nolice of adverse action.

Management Instruction £L-380-2008-2




If the proposing official disagrees with the recommendations of the des-
ignated legal counsel, he or she must obtain written permission from the
manager, Field Labor Relations, Headquarters, o issue charges or
select a penalty that was not recommended by designated legal coun-
sel. The written request must include:

a. The proposing official's draft of the proposed notice of adverse
action containing the charges and penalty that he or she would
like to issue;

b. All documentation regarding the proposed charges and penaity,
including any prior discipline that will be referenced for penalty
assessment;

c. A copy of the legal counsel’'s recommendations or a statement
regarding what the recommendations were and who made them;
and

d. A written explanation of the reascns the proposing official wants
to pursue charges and/or a penalty different from that
recommended by the legal counsel.

A copy of the written request for permission to pursue non-recom-
mended charges or penalties must be provided to the legal counsel who
reviewed the proposed discipline and to the area manager, Human
Resources.

The manager, Field Labor Relations, Headquarters, will issue a written
decision on the matter within 15 calendar days of receipt of the propos-
ing official’'s correspondence.

Administrative Leave

Managers should consult with their appropriate human resources or
labor personnel regarding initial placement of an employee on adminis-
trative leave or in a non-pay status pending disciplinary action ar inves-
tigation into possible misconduct. When it is anticipated that an em-
ployee will be placed on administrative leave for more than 30 days or
placed in a non-pay status for more than 14 days pending disciplinary
action or investigation into possible misconduct, the manager must con-
sult with the appropriate human resources or labor personnel, who will
in turn consult with the applicable designated legal counsel before pro-
viding advice to the manager.

Emergency Situation

In any case where emergency action may be warranted, a telephone
request for advice on the action must be made to the appropriate human
resources or labor personnel. The appropriate human resources or
labor personnel will provide advice in consuitation with designated legal
counsel.

Management Instruction EL-380-2008-2
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September 15, 2017 '

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service has created a letter detailing opportunities for
noncareer employees to enroll in the USPS Health Benefits (USPSHB) Plan.

The subject letter (enclosed) provides information concerning employee eligibility, premium
contributions, and enroliment deadlines for the USPSHB Plan. It will be distributed fo every
noncareer employee upoen their original hire and any reappointment,

We intend to begin distribution of the subject lefter in late September,

Please cartachBruce Nicholson at 7773 if you have questions concerning this matter.

Sin

Alan -8«
Manager
Labor Relations Policies and Programs

Enclosure

475 L'EnranT PLaza SW
WasHINGTON DG 20260-4101
WWW.USPS,COM
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[DATE]

[NAME]
[ADDRESS]
[ADDRESS]

Congratulations on your appointment to the United States Postal Ser‘%riﬁel

As part of your new appointment, you are eligible to enroll in the USPS Health Benefits (USPSHB) Plan to
provide health coverage for you and your eligible family membérs. Be aware that there is a deadline to
enroll. | encourage you to read this notice carefuliy SO that you can maka an informed decision regarding
this important opportunity. .

Eligibility for USPSHB Plan Coverage

To be eligible to enroll in the USPSHB Plan, you must et one of these requirements:

_{1) Be a City Carrier Assistant (CCA}, Mail Handier Assistant (MHA) Postal Support Employee (PSE),
Rural Carrier Associate (RCA) or hon-bargaining non-career employee (except casuals), OR

(2) Be a casual employee and also meet the Patient Protection and Affordable Care Act {PPACA)
definition of a full-time employee by averaging 30 paid hours per week over a measurement period.
Casual employees W|II f‘et:eive a letter notifymg them of thelr eligibility if they meet the PPACA
requirement.

Please note that if you are a re—employed annuitants who is enrolied in FEHB, you are not eligible to
enroll in the USPSHB Plan.

Premlum,..Contrlbuf'ions- for USPS HB Plan

If you are & Mail Handler Assistant (MHA), Postal Support Employee (PSE), Rural Carrier Associate
(RCA), eligible casual or eligible non-bargaining non-career employee and you enroll in the USPSHB
Plan, you will receive a Postal Service conttibution of at least $125 per pay period towards plan
premiums, reducing the cost you pay for your health coverage. The $125 contribution is towards any
USPSHB Plan enroliment type.

Effective October 28, 2017, CCAs will receive $125 towards premiums for Self Only enroliments and a 65
percent contribution towards Self Plus One or Self and Family premiums. If reappointed, the Postai
Service contribution towards Self Plus One and Self and Family premiums will increase to 75 percent.

" Visit hitps:#liteblue.usps.goviuspshbp for plan information, including rates. If you are a bargaining unit
employee, more information concerning your eligibility and contribution rates can be found in your
collective bargaining agreement.

Deadline to Enroll

You must enroll within 80 days of your erter-on-duty date (or eligibility date for casual employees).
Your coverage will be effective the first day of the pay period follewing the submission of your election via
PostalEASE or the receipt of your PostalEASE USPS Health Benefits Plan Worksheet by the Human
Resources Shared Service Center (HRSSC).

1of2




If you do not enroll by the deadline, you will nat be able to enroll until the next Open Season unless you
experience a qualifying life event, such as marriage or birth of a child. Open Seasons are held annually
beginning in November. Any election you make will not take effect until January of the next calendar year.

How to Enroll

You may use PostalEASE to enroll in the USPSHB Plan unless your enroliment is due to a Qualifying Life
Event {QLE). If your enroliment or change is as a result of a QLE you must contact the HRSSC at 1-877-
477-3273, option 5; TTY 1-866-280-7507. Your coverage wili be effective the first day of the pay period
following your election.

Before you decide to enroll, you should review Handbook EL-520, Guide to USPS Health Benefits Plan
and the Summary of Benefits and Coverage on LiteBlue at https:/liteblue usps.goviuspshbp. These
guides provide a helpful overview of what is covered by the USPSHB Plan and your share of health care
costs. You should also complete the PostalEASE USPS Health Benefits Plan Worksheet to ensure that
you have all of the required information readily available. "

Once you are ready to enroll, access PostalEASE via the web at https://liteblue.usps.gov, on an
Employee Self-Service Kiosk (available at some facilities); or by calling the Employee Service Line at 1-
877-477-3273, option 1; 1-TTY 866-260-7507. | strongly recommend that if you are enrolling in a Self
Plus One or Self and Family Plan that you use the web version of PostalEASE, @nd not the phone. Use
your USPS Employee 1D number (EIN) found at the top of your earnings statement and USPS Self-
Service password to access LiteBlue and PostalEASE Via the web: Use your USPS EIN and current 4-
digit USPS PIN to conduct self-service telephone transactions ¢n the telephone using Interactive Voice
Response System (IVR). If you don't know.your USPS Self-Seivice Password, you can reset your USPS
Self-Service Password {and USPS PIN) using the Self-Service Prefile (S8P) Application at

- Www . ssp.usps.gov or via links provided on Blue aﬁq_.‘the‘_LiteBlue'1-0'9‘_90 page.

The quickest way for your election to be procéssed is for you to use PostalEASE. However, if you are
unable to use PostalEASE; yol may also complete the PostalEASE USPSHBP Worksheet and PS Form
3120, Notice to Non-Career Employéas Eligible to Enrdll i USPS Health Benefits Plan Coverage
(available at https:/litebiue.usps.ggv/uspshbp). Mail both forms to the HRSSC at:

HRSSC
Compensation/Bensfits - .

PO Box 970400 b
- Greensboro, NC 27497-0400 *;

If you have ':d'L_tje_stions relating t‘éﬁé’?pur benéﬁfs,_ please fee! free to contact the HRSSC at 1-877-477-
3273, option 5, TTY 1-866-260-7507. S

ntrnent!

Again, congratulations on your appoi

Jeffrey C. Williamson
Chief Human Resources Officer

20f2
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September 15, 2017

Mr. Brian J. Wagner Certified Mail Tracking Number:
President 70161370000230149961
National Association of Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian

As a matter of general interest, the Postal Service has developed a recruitment video for the
Enterprise Customer Care Centers (ECCCs). |

The video is titled “Customer Care Center Agents, The Voice of Service and Support for our
Customers™ and will be used for internal recruitment of craft employees as well as job fairs, open
houses, orientation and training. Customer Care Center Agents have given testimonials detailing
some of their experiences working at the call centers, The video is intended to provide
employees who work outside the Customer Care Centers a better understanding of the duties of
a Customer Care Center Agent and the overall environment within the call center,

Enclosed on compact disc is a copy of the recruitment video.
Please contact Dion Mealy at extension 6881 if you have any guestions concerning this matter.

Sincerely,

Rickey R. Dean
Manager
Contract Administration (APWU)

Enclosure

(CA2017-456)
475 L'ENFANT PLAZA SW

WasHinGgToN DG 202604101
WWW.LUISPS.0OM
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September 6, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Sulte 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service has creafed Statistical Programs (SP) Letter
#1, Fiscal Year 2018, Cily Carrier Cost System (CCCS); Rural Carrier Cost System {RCCS), In-
Office Cost System (IOCS); Transportation Cost Systems (TRACS); Origin-Destination
Information System—Revenue, Pieces, and Weight {ODIS-RPW); System for International
Revenue and Volume, Outbound—-International Qrigin-Destination Information System (SIRVO-
I0DIS); System for International Revenue and Volume—~inbound (SIRVI); and Statistical Programs
Management (SPM).

The subject letter outlines changes to the "USPS Mail Characteristics” screens in several
software applications and provides instructions for employses to sample "First-Class Package
Service” parcels.

We have enclosed a final draft copy of SP Letter #1, FY 2018,

Please contact Bruce Nicholson at 7773 if you have questions concerning this matter.

Sincere

-

Alan S. Moore
Manager
Labor Relations Policies and Programs

Enclosure

475 LEneanT PLaza SW
WasHingTON DG 20260-4101
WWW.USPS,COM
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August 30, 2017

MANAGERS (DISTRICT)
MANAGERS, FINANCE (DISTRICT)
MANAGERS, FINANCIAL PROGRAMS COMPLIANCE (DISTRICT)

SUBJECT: Policy Memo, Statistical Programs (SP) Letter #1, Fiscal Year 2018

This letter provides updates to policies and procedures for: City Carrier Cost System (CCCS); Rural
Carrier Cost System (RCCS); In-Office Cost System (IOCS); Transportation Cost Systems (TRACS),
Origin-Destination Information System—Revenue, Pieces, and Weight (ODIS-RPW); System for
International Revenue and Volume, Outbound-International Origin-Destination Information System
(SIRVO-IODIS); System for International Revenue and Volume-Iinbound (SIRVI); and Statistical
Programs Management (SPM).

CCCS
Attachment 1 provides policy changes to Premium Forwarding Service, Retail Postage Labels, First-Class
Package Service—Retail, and City Test Type-Digital/Non-Digital.

Attachment 1 also provides policy changes in the reference guide for Identifying Inbound Intemnational
Express Mail.

RCCS
Attachment 2 provides policy changes to Premium Forwarding Service, Retail Postage Labels, First-Class
Package Service—Retail, and Rural Test Type-Digital/Non-Digital.

Attachment 2 also provides policy changes in the reference guide for ldentifying Inbound International
Express Mail.

10CS and IOCS-Cluster

Attachment 3 provides policy and software changes, and updates to Premium Forwarding Service,
First-Class Parcels and First-Class Package Service, International Mail, Clerk/Mailhandler Assignment
and Activity Questions, Equipment at Plants, Equipment at NDCs, Automation Scheme, Type of
Cancelation or Preparation Unit, Type of Manual Distribution Operation, and Barcode Scanning screens.

Attachment 2 also provides a policy update in I0CS-Cluster, Record Readings until 11 a.m.

TRACS

Attachment 4 provides updates to the TRACS Surface and Air software regarding identifying Premium
Forwarding Service, the removal of the Auto/Non-Auto Separation for USPS Marketing Mail (Standard
Mail), the recording of new First-Class Package Service—Retail mailpieces, and recording Retail Postage
Labels.

Attachment 4 also provides an update in the reference guide for Identifying Inbound International Express
Mail, and to the Barcode Scanning Instructions.




ODIS-RPW

Attachment 5 provides policy updates regardlng First-Class Package Service—Retail, Digital Tests: DAL
Markings, Dimension screen for Parcel Return Serwce and Premlum Forwardlng Semce _

Attachment 5 also prowdes an update in the reference gulde to addltlonai First- Class Mail Marklngs

SIRVO-I0DIS

Attachment & provides policy updates regarding Product Type Recording, Electronic Scales, and Forever
stamps. . o

B o ey

Attachment 8 also provides an update in the reference gulde to the U.S. Ongln (Outbound) Internatlonal
Mail Identification Flowchart. B T

SIRVI L
Attachment 7 provides policy updates regardmg Weigh-only Samp!mg R

Attachment 7 also provides an update in the reference guide to RM-1 SIRVI Test Types and RM-9 S!RVI
Weigh-only Form.

SPM ‘ , G-
Attachment 8 provides policy updates to the TRACS Cancelation Code Table, Training Completion and
Documentation, Records Retention Policy, and SIRVI Weigh-Only-test data review.

//Q"“"/’/"Wz

Joseph Hurley
Manager
Statistical Programs

Attachments

cc: Joseph Corbeit
Shaton Owens
Steven Phelps
Richard T. Cooper
John P. Kelley
Brad V. Pafford g
Martin Czigler
Area Confrollers
Area Accounting Managers ‘
Mainiti Hood-Allen, Office of Inspector Generai
Steve Pinard, Office of Inspector General
Allison Vetter, Senior Manager Ernst and Young
Aian S. Moore




SP Letter #1, FY 2018
Attachment 1

CITY CARRIER COST SYSTEM
o OCCS)

The following soft\;va'ré'.'pSIi‘dyiéhd’ biocéd'u;r'eyc"héhgeél are effective Obtobér 1,2017.

D T L A P DU A SroeEs
Premium Forwarding Service FRNC Pt
The USPS Mail Characteristics screen is: Updated from:

Characteﬂstlcs/Marklngs select fi rst appllcable

A~ G110 Permit No.
B — USPS Express Mail with Account No. startlng with 40, 41, 42, or 43

C — USPS Premium Forwarding Service (snowbird mail) - G-400 Permit No. B
D — Stamps by Malil: PS Forms 3227-A, 3227-B,or 3227-R. . . .. = .. . . ., Cg
E -~ Other (spemfy in comment) ' ' N

T

L&gj USRS e Charocledstic *
| Sotesf the chami:tmstiﬁ Gl st meﬁﬁﬁwthm mailg:tﬁtmts‘,t L Wil?a mati

a6 B‘Pﬂmﬂt HD o I
{ )8 USRS ERass Mmt Witk ltt*l.mmt ch statttnu it 48, 44, 4? o ds

| fo - usPS erembum Forwarding Servioe (anowbird mail) - 6-400 Pernit Mo,
by - Starps by Mall DG Forne 32270, 32270, o 32270

E . Otfigr {spechy iy cortment)

to:
Select the characteristic/marking that best identifies this mailpiece(s) as USPS mail.
Choose first applicable:

1 — USPS Express Mail with Account No. starting with 40, 41, 42, or 43
2 — Premium Forwarding Service (Incl. G-400 Permit No.)

3 — Stamps by Mail: PS Forms 3227-A, 3227-B, or 3227-R

4 — G-10 Permit No.

5 ~ Other (specify in comment)

b | o

@l LR RS e Dyt ekt x B
St e ohavacheristicimariing bt e tﬁemﬁm il inailpiscefe) 2s USPS mavt.. AR
‘Chooss Fwsmwtmme S T et S

l’l HsPS, Exﬂmﬁa R y—y mmﬂm wfﬂ;um #’! 4;2 3 | I
7 - Premigm Forearding Service [k, G460 Permit Hog SR |
3 - Stamipes Ty Bail BS Fonms 322T.4, 32378, or J22T-R ¢
4 . -0 Pagmit Mo - )

T s . e qapemf:.v i eomimment)

e ey el e '., e g A ERC e ka ae

Premium Forwardlng Service mallpleces are mailed wath elther a G 400 Permit or a G-10 Permlt If the
mailpiece is marked “Premium Forwarding Service”, with or without a G-400 Permit, record it as USPS
Mail and select option 2 — Premium Forwarding Service (Incl. G-400 Permit No.).

. The Information screen is updated from:
6. USPS Premium Forwarding Service {snowbird mail) — G — 400 Permit No.
to:
6. Premiurm Fotwarding Service (Incl. G-400 Permit No.)

August 2017 ' CCCS 1




SP Letter #1, FY 2018
Attachment 1

In the CCCS Reference Guide, we updated the Domestic Mail Categories Chart:

USPS Mail * (st mad s matedal: sanlby e U.S. 'Postal Service fof official busifeds pimicies. ’Idenﬁly*USFs hedail adccrdlng o, L 840 Pomlt )
-|the endarsements. - . . +  EXpress Mall with Account No, mmng umh .
I ! "» METATANE LA, 49, 5 OF 43 ‘
DoLot use Iha neium address 0 Jdemil\f USPS Mﬁl . Mm.hanﬂise Retum Ssrvina willt Fsm't[t No
De not record darmaged mall enclosed In a USPS ransparenl ce\luphane enveiope as USPS Mall. Record the original | usps Business Reply Mall with Pen“lt N!o.
mall class. ) . 70z
« PO Box e Paymant with. Parmit ¥o. ‘aga98 -
+  USPS premium Forwarding Servies — G-10 or
U . G400 Parmit No. .
R « Stamps by Wail: PSFomsaﬂ?AazﬂBnr
. ) . . . L T L 32978
Fras Mah Frae Mall i matertal sent io or by fhe blind or other disabled parsans, of mail from membess of ine U.S. Armad Frd Weatior 107 S BIG 00 uthor thslcany
Forces serving In Presldentiaily designated Hel Zonss or mag Fom members of fe U, 5. Amed Forces sendng In Handicapped Persons
approved overseas locations and should have a complate APD of FRPO refum address, the word “Free™in Bve upper
rght comer, and a complate defivery address. In most cases, the maiiplece witk also sxhib an APO-0f FPO poSNGTK: Free
-Othar bzl wilh 1o vislble postage and 1o endersemants. Lse the-Unendoreed Mali Decision Table 1o daterrine the mall category.
*In ihe sarvies lan of sarvica banner

Retail Postage Labels
In the CCCS software, option

| & l__] Endma

-Sl:amp Lo

12 [ gser.Service Kiosk - SSK, Tormerty APC)
5 - Wlipastzgﬁwmmlun Imm‘lm
T-Omar

to: 5 - Retail Postage Label (mcludmg PVI mPOS POS Retail label)

Record all POS PVI, mPQS, and® P‘O%_Retail Iabé as optlon 5— Retarl Postage xLabeir (m’ludmg PW ”._
mPOS, POS Reta:l Iabe/) An e)tampfe of a POS Retall label is shoWn below :

August 2017

5 s -miurothe - ex.c[udeﬁeﬂewmmss sl .

e l}é'-!imé’m: . T, X

| §3c o ther et SeitServiee Bosk- STRY
4 - 10 [SeX-Serics Mosk - SSK, Fxrmesty 850}

5 - mwem;emmmmmg e, mms PO Batal raw}
 §5 . Pasmnit

R ran‘ ’

T
mr:m&swm.

US POSTAGE PAID

$7.10 :
Qrigin: 32818 .
Destination; 33618 ;
BELRERER Y0 § .
Jad 22,97 T
MZMEG?SQO 14 u 011

usps Rﬁmm GROUND'TM

"1

5 ‘7. ..- i
CLISPS TRACKING #

I

i

9312 4425 4865-0000 6018 90

CCCs

5 in t'hé !ndicia screen is updated from: 5 — PVI {Postage Validation Imprint)

v —




SP Letter #1, FY 2018
Attachment 1

First-Class Package Service — Retail - R T FI

The Postal Regulatory Lommission: (PRC) approved the transition of Flrst Class Parcels from a Market .
Domihant product to a Competrtwe product. As a result, the name changes to Flrst~CIass Package

i

Serwce Retall s
The Frrsf-CIass Endorsement screen in the CCCS software is updated from

Does the mallplece(s) have any of the following endorsements?
(First-Class, Package FIRST-CLASS PKg‘;i- FC PKG SVC COMMERCIAL BASE or COMMERCIAL
PLUS) : .

. Paes e mailpieoeds) iavs- sy of Bre-following sndorsements?. . : R
First-Class Packane, FirstGlass PG, FG PG 8YC, Cotmimariial Bass of Commemlai Plus)

to:
Does the mailpiece(s) have any of the followmg endorsements?

A - FIRST-CLASS PKG SVC RTL or FC PKG RTL
B — First-Class Package, FIRST- CLASS PKG FC PKG SVC Commerclal Base, or Commercial Plus

C — None of the Above

[E_;] Does the mailpicces) hawe amy nf @hg fakfmmgendummmts” o : X

[ - FERST LRSS PHIG SWC FIL or FC PKG RTL 7
- First-Class Package, PRET-CLASS BES, FC PRG ST, Commerzial Bavs, o Cemmerial Pl
i - Kone of fhe Mnma '

Sy i

Record the new Flrst-Class Package Service ~ Reta:l parcels usmg opt|on A FIRST-CLASS PKG SVC
RTL or FC PKG RTL.

Example of First-Class Package Serw'ce - Rétai! label:

F

|| Paymerbardl : 8] : [ Paymentant -
el - Branding section |- 2 5 r ERteamem L - Branding section
USPS FIRST-CLASS F-‘GK RTH sVC-RTL """’2‘5?,“?“-9 Banner - USPS F|R37*CLA33 PGK SYC-RTL “— Service Banner
o Vs Bata: BTAVHY o : gﬁ.e@w
i - e A L m’% it
RAE: )

APLRE M FERVICT BECUE HED \ IH& N M“”WW g

JANE SMITH | S Y

ACME RESOURCES : ECA HEBGURCES

§64 SECOND STREET . 222 MIAN STREET

BECKLEY, WEST VIRGINIA 26202 e I FJJILWAUREE. WISCORSOH E3201

i

: 9400 1015 9332 0008 1089 65 ;

|

g .
S———
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Cem Attachment 1

In the CCCS Reference Guide, we updated the Domestic Malil Categories Chart:

MallfSubcategory S »Descﬂpﬂoni\ P 5 Ty e Endorsement
. First-Class Mail recaives expediious handﬁng and Uampertaﬂon The USPS uoes nei qua:fmtee the delhrery of Fr'.;l ; .
Elrst-GlasgMakl -~ " -5 |Seetne First-Class heat Declslon Tabie orthe
M Closs Mall Wbl & speified, Mg * v AR i LT D\ Domestic Makk Manuat for vald First-Class bal .
) Markings.

Welghs 13 cunces or fess. includes fetters, cands, fiats, smalf parcels, or folls.
Caids wheﬂ'ler sIamped card or pogtcard oF gach ialf of a double stamped ¢ard or posteand, claimed at a eard rate must

. Rec'angular
“ |e Mot iéss than @ 172 inchhs high, & inches tong, and 0.007 inches thick
+ =Not more than 4 1/4 tnches hlgh 5 Im:nef long, and D.OE Inches thick ~ * ~ -

Dolii¥e Card - cunslslsufmo anached cards, one of which Is designed to be detached by the recipient and returned by
mail as & singie card. Plain stickers, seals, or staples must be used to fasten ie open soge at the top or hettnm Any
sealing on the left and right aides cf the double cards |s prohidited to claim the First-Class Gard rate,

First-Class Package Retlum Senvice, Fitst-Class

First-Class Package  |First-Class Package Retum Servics is a lighiweight package return service. Retums, First-Class Package Retum Service-Retall
Return Service o .

TR T TIPS V.

C[ty Test Type DlgitaliNon -Digital

Pending PRC approval, CCCS plans to derive the Delivery Point Sequence (DPS) dlstrlbutlon keys from
data recorded on ODIS-RPW digital tests. Once approved, there will still be some tests where the data
collector is required to sample DPS mail, but for a majority of the tests, DPS samplmg will be replaced by
this digital process.

There is a new “Testtype field added to the software dlstlnguzshmg Dlgltai Tests from Non Dlg:tai Tests
Currently, all CCCS tests have a Testtype of “D0O1” which means non-digital and thus DPS must be
sampled during the tests. )

In the future, these options will be used as follows: -

If the Testtype is “DO1”, then the test must be conducted as normal. DPS mail must be included in the
test.

If the Testtype is “D02” there is a digital test for DPS mail corresponding to that cces Test, and'the DPS
options are grayed out. The data collector excludes the DPS mail for CCCS tests with a Testtype of
‘Dot :

Identifying Inbound Internatlonal Express Mail

In the CCCS Reference Gwde the Foreign Origin Inbound International Ma:l ldentification Flowchart is
updated to clarify the recording of Inbound International Express Mail. The Express Mail box on the
flowchatt is updated from:

Express Mail
Does the rhailpiece have;

a— EMS Logo; or
b =P8 Form 5626; or
¢ —PS Form 5626x?

to:
Express Mail
Coes the mailpiece have:

a — a barcods beginning with an ‘E’

and

b — EMS Logo; or ' 5
PS Form 5626; or
PS Form 5626)(’?

If the mailpiece has only an EMS Logo but dees not have a barcode beginning with an 'E’, then answer
“No” to this question and continue through the flowchart. :

August 2017 CCes b 4
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Attachment 1

Camer Cost SVstem RO

Forergn Orlg in(l nbo und ) lnternatlonal Mail Ide ntuflc:atlon F Iowchart :
( EMS (Canada) ' 1 I
Does the mailpiece have: Y . . Record as
a - EMS endorsement and _ \ S Canay
b - Canadian postage? ' J B e o FE - -
]
.. No.
Expedited Parcel (Carnada) T
Does the mailpiece have: Record as
Yas P
& - Expedited Parcel endorsement,am \ D(pedftedParcef {Cahada)
b - Canadian postage? . i ‘o I : L [ i .
No .
¥ : :
EMS (non-Canada origin)
Does the mailpiece have:
" & - a barcode beginning with an' ‘E": o ; - Recordas
and. . Yes— i’
b- EMS Logo; gr ; \ EMS (non Canaca. Ofigin):
PS Form 5626, or T
PS Form 5826x7? )
No
Exprés
Is the mailpiece endorsed: o -
. i Record as
a~ Exprés, ar ke \ Intemational Exprés Priorlty
b - With the red, white, and blue
globe shield emblem?
I
" No
) ¥ .
Parcel Post
Does the mallpiece contain any of the
following characteristics:
a - Parvel Post (Colis Postaux, or Colis —— —
Acceferes, or CP) endorsement or Record Transportation Marking;
b - Bareode with a C or V prefix ar | e Record as . 1-AR
c- CP 71 {Dispaich Note) Parcel Post " 2-Surface
GP 72 {Custom Declaration} 3 Unknown
CP 91 {Customs envelope)
CP 92 (Customs envelope ar
d - Weight over 11 Ib, and not .
masked M-bag or Matfer for the
Blind?
g | y,
No )
¢ Record Transportation Marking:
Record as ] v 1-AR -
LC/AD ) e " 2—Surface
: - N 3 — Unknown
August 2017
August 2017 CCCSs 5
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RURAL CARRIER COST SYSTEM i
ARCES) o e

The fcﬂowmg software pollcy and procedure changes are eﬁect:ve Octobez ‘l 2017

Premium Fonmardlng Serwce
The /SPS Mait Charactenstrcs screen Is updated from:
Charatteristics/MarKings select ﬁrst apphcabie s

A-— G-10 Permit No, .

B — USPS Express Mail-with Accouint No startrng w:th 40 41,492, 6 43
C —USPS Premium forwarding Service (snowbird-mail) — G-400-Permit No.
D — Stamps by Mail: PS Forms 3227-A, 3227-B, or 3227-R

E — Other (specify in comment)

@-j L5ES Mm% Characteistic . Xt
Hebect i!se tnatmaﬁstﬁ: a’h&t ﬁeet iﬁentﬂ‘ies Ems mai!gfem(s“j ae HSI:EE pd .

 cn pmnzi e, el
8- USPE Expréﬁﬁ Faadt with m‘muum Hn. startingg with 40,41, 42 Br43
e ISP Prempae Forerar ding Sendce (snowdizd raait). G408, F‘ermﬁt ne |
B - Stamprs tny W0 BE Foriies 32274, %?? ‘B, or JE2T.R -

- EHher {5 }aet,w n n:ummenf; L :

to:
Select the characteristic/marking that best |clentn‘|es this maz!plece( ) as USPS mail.
Choose first applicable: : S

1—USPS Express Mail with Account No. starting with 40, 41, 42, or 43
2 - Premium Forwarding Service (Incl. G-400 Permit No,)....

3 — Stamps by Mail: PS Forms 3227-A, 3227- B or 322?~R

4 — G-10 Permit No, .

5 — Other (specify in comment) .

W - a-.teps Eﬁweee Bl ity nemm. nazp.‘;r,mmmg wm; .emy eﬂ.ee, mrﬁ
1|2 - Premium Fonmarding Servios ook G450 Permi Nod -

|5 - stamps by Walk PS Forms 3227-35::“ 32278, 07 22T,

14 - G-1D Permit . :

5 it i Eepeﬁw 2] mmment}

Prermium Forwardlng Service me;lp!eces are mailed wrth eithera G~400 Permit or a G-10 Permit. If the
mailpiece is marked "Premium Forwarclmg Serwce” wrth orw;thout a G-400 Permit, record it as USPS

The Information screen is also updated from
6. USPS Premium Forwarding Service {Sn(_)wbrl‘_l”(_‘,.i mail) - G — 400 Permit No.

to:

6. Premium Forwarding Service (Incl. G-460 Perrait No.

X
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SP Letter #1, FY 2018
Attachment 2

In the RCCS Reference Guide, we uptated the Domestic-Mail Categories Chart:

USPE Ml Is matedal sent by e U.8. Postal Service for aficiarbusiness purposes. dently USPS Mall according to |«

UEPS Mall G-10 Permit
the enorsaments. X +  EXpress Mai with Account No. starting with:
I, . . ) . ) . 4D0,41,42, 0042
Donot use tha refum ad.dn;sgm.lg_elnmf USP Mall c» oo e ) ey - . ;Jl;smmunm Refurn 8efvice wiih Perit No.
Do not record ged mati Ing USPS celfophane pe as LUSPS Mall. Record ihe original USPS Business Reply Mail with Pormit No,
mall class. Touzs
-4 - Pty Box Fae Payment with Parmit o, 99593
+  USPS premium Forwarding Servies ~ G-10 or
G-400 Permit No. .
. Stamps by Ma: PO Forde 82078, 92478, 01
~ RITR
Free Math Fros Mail Is malerar sent to or mne biind or pther disabled persons, or malf from members ot e U.S. Armed | Free Marter for the Blnd and Other Physicilly . . -
Forces serving In Presidentialty tesignaled Hol Zones or meil from members ofthe L. €. Arméd Forces semving it Handicappid Persond - - - R :
approved overseas jocations and should have a compigle APC of FPC retum address, the word “Free” i the upper
Tight coimer, and a complete dekivery address. In most cases, the will algo exhibit anAPO or FPO postmark, |Frée |
Other Mail wilh no vislble postage and na endorsements. tse the Linendbjsed iall Décfslon Tabts ko ie the mall calegory..
*In the érvice fcon or 4ervica banner L B ’ s '

Retail Postage L.abels

In the RCCS software, option 5 in the indicia screen is updated from: 5 - PVI (Postage Validation imprint)

to: 5 — Retail Postage Label (including PV,

|| ndidia - -

% -

s a

- 21- Shampp - -

1 6 -Perimit
¥ . Olher

| {5 - g2t Ciber - exclute Seli-Service Kosk - 883 |
4 - IS elf-Servics Kioek - 5K, formariy AP0}
* 46 - Bl {Postage Validation mwiat) .

S

"o

mPOS, POS Retail label)

[&] trsieein.

5 . Ferngit
‘B - Oiher

B B2
3 - B [RHOther - ewclode Seif. Sewine Kisuk - S5K}
4 - I Self Serice Kiosk - SSI, Tormeny Py
% .. Redalk Postzge Label fnciuding P, mP0S, BRS Relaktabel)

Record all POS PVI, mPO.S, and POS Retail labels as 6pfioﬁ 5- Retaiﬁ Postage Label (including PVI,

mPOS, POS Retail label). An example of-a-POS-Retail labelis shown below..... -
: BB, ;.. Retall

: £ | s POSTAGE PAID

August 2017

3

| ofgiesRl T T

$7.10

Dastination: 35618

~|oibas0s .
Jan 22,17 e
-_u1zs¢aéfse¢i4*’-f~f e

|_USPS RETAIL GROUND ™

I

|

|

USPS TRACKING #

312 8423 4560 0000 001G 90

Ml

il

‘RCCS
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First-Class Package Service — Retail - R R K

The Postal Regulatory Commission (PRC) approved ‘the transition of First-Class Parcels from a Markat, .
‘Dominant productto a CompeﬂtiVe product. As a resuit, the’ nartie changes to First~CIass Package
Service = Retail. - ‘ ‘

EThe First-Class Endoréén:jént screen in the RCCS software is Updated ‘fr‘qm:'

Does the mailpiece(s) have any of the following endorsements?
(First-Class Package, FIRST CLASS PKG FC PKG SVC COMMERCIAL BASE or COMMERCIAL
PLUS)

Duﬂsiﬁsmailpiaﬂe{}sihawsan‘fuﬂhﬁfulln»f-iingendnrserﬁants‘?‘ o A

{Fitst -Clnss Package Firat E‘“Iags PIB, FC PG $\fc r‘ummprciatagse ot Commarsia | F‘Itss}

Does the mailpiece(s) have any of the following endorsements?

A —-FIRST-CLASS PKG SVC RTL or FC PKG RTL

B ~ First-Class Package, FIRST CLASS PKG FC PKG SVC Commermal Base or Commercual Plus _
C ~ None of the Above " T

i_:,,'_%}j Boes the mailpiece]s) have sny of the folfoning endorsements? . .« . R

I S

' ﬁ.\i FRET-CLAES PHE SYE RTL or I PRG RIL
B - Firet-Ciaws Pechage, Emsmmss Pﬁﬁ, H: PK‘E S’Jﬂl t:mmm&mml! Base, or Eammemall Fﬁma
{: E@metﬁ!ﬁﬁ Aubowe

3

Record the new F lrst-Class Package Service — Retall parcels using optlon A FIRST-CLASS PKG sSve
RTL or FC PKG RTL.

Example of Fi-Class Package. Serwce Retar! Iabe!

I: o PEYBAL 81T E
'Branding section

USPS F[RST-CLASS PGK RTH SVC-RTL 3*"'** Service Bauner | LJBPS FIRST—CLASS PGK SVC—RTL e Serios Sanner

LB DORS LS i Bl ww AT OSAERAKY b SEM nﬂ!"\lﬂ‘f

?‘aymentanﬂ“ S
. 3raﬁdi_r_;g secicn

B e g S, e
R S oLk
ADDRESY AEOMCE MENEITED . Fonay | | ST 1 DR A AT cg ;
JANE SRAFTH mﬁﬂ HoE
ACHIE RESOUHICES . BEA RESOURCES
854 SECOMIF STREET 222 FAKIN STREET
BECKLEY, WEST VIRGIHIA 25802 MILWAUKEE, VISCONSOH 53201,
USPS TRASK!NG # ) USPS THACKIHG #
9400 1016 9932 ity 1089 66 I 9400 1016 9937 0000 108966
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SP Letter #1, FY 2018
Attachment 2

In the RCCS Reference Guide, we updated the Domestic Mail Categorles Chart {changes in bold): .

MalifSuhentegory A R Ue#cﬂpﬁion T 1 . 7 Endorsement °

Fir:'.t class Mall recewes exp@.dltlnus handlmq and transpuna!\un The USPS does ok guaranlee the delivery of Flrst i
Flrst-Ciass Nlali See the First-Class Mal Declsion Tabie of lhe .

Ciass balt wilhiry 8 specilied time. Ham Wanual for valid First-Cliss Wak
Markings.

Ty

Welpha 13 ounces or less. Indums nelters calds ﬂats small parcels ormlls
Cartls; whethar stamped card of puslcard or each hal# of a dauble sfamped card of pushcard claimed at aeard rate must |
be:

+ Rectangular . i - [ER R

|+ Notlessthan3 2 inches high, & Inches long, and DODT In;hesihidc .
- ¥t more thin 4 124 inchés high, Glnchgis lotg,: andﬁmtijnchea e .

Bouble Card - consisis of two aftached cards, ohe of which s d to be detached by the and retumed by
miait as a single card. Piain stlckess, soats, or staples must be usetd to fasten the open edge at ihe lﬂp or bottom, Any
sealing on the 12t and right sklea of the doutts cards is prohibiind 1o ciglm the First-Class Card rate.

. First-Class Paclage Return Semvice, Fizst-Class
First-Class Package | First-Class Packape Return Service is a fightwelghk package return service. . ) Retums, First-Class Package Rewm Service-Relail

Rural Test Type — Digital/Non-Digital

Pending PRC approval, RCCS plans to derive the Delivery Point Sequence (DPS) distribution keys from
data recorded on ODIS-RPW digital tests. Once approved, there will still be some tests where the data
collector is required to sample DPS mail, but for a majorlty of the tests DPS samphng will be replaced by
this digital process. G . : _

There is a new “Testtype” field added to the software dIStIngLIIShIng Dlgltal Tests from Non- Dlgltal Tests |
Currently, all RCCS tests have a Testtype of “D01"'which means non-digital and thus DPS must he " '
sampled during the tests.

In the future, these options will be used as follows: "

If the Testtype is ‘D01, then the test must be- conducted as normal. DPS mail must he mcluded in the
test.

If the Testtype is “D02", there s a dlgltal test for DPS mall correspondlng to that RCCS Test, and the DPS
options are grayed out. The data collector excludes the DPS mail for RCCS tests with a Testtype of
“‘Do2". . .

Identifying Inbound International Express Mail -

In the RCCS Reference Guide, the Foreign Origin Inbound International Mail Identification Flowchart is
updated to clarify the recording of Inbound International Express Mail. The Express:Mail box on.the
flowchart is updated from:

Express Mail
Does the mailpiece have;

a— EMS Logo; or e

b —PS Form 5628; or - R P : L S
¢ — PS Form 5626x? ; -
fo ; ’

Express Mail

Does the mailpiece have: .
a - a barcode beglnrung withan '€ - - - : o S ,.
and R I R

b - EMS Logo;g U
PS Form 5626; gr
PS Form 5626x? - ...

If the mailpiece has only an EMS Logo but does not have a barcode beglnmng wuth an “EY, then answer-
“No" to this questlon and continue through the flowchart.
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Cartier Cost System

Foreign Origin (Inbound) Interrational Mail Identification Flowchart

[ EMS {Canadla)
Does the mallpiece have:

a—EMS endorsement and

L b- Canadian pestage?

s

~ L L
b

Record as

Yes - EMS (Canada)

1
No -
) A8

Expedited Parcel (Canada)
Does the mélpisce have:

a - Expedited Parcel endnrsement ami
b - Canacian postaga? -

Record as

\ Expedited Parcel (Canada)

!
No

4

EMS (non-Canada origin)
Does the mailplece have: |
a-a barcode begmrmg ‘Mth g
and .
b- EMS Lage; or
PS Fonn 5626; or
P3 Fom 5626x7

/ " Record as

K EMS {ron-Canaca D)

Nlo'
¥

Exprés-
Is the mailpiece endorsed:

" Record as

a- Expfés; of
b - With the red, white, and blue
globe shigld emblem?

A
Yes

\ Intemational Exprés Priority

Parcel Post
Does the mailpiece contain any of the
following characteristics:

a~ Parcel Post (Colis Fostawx, or Colis
Acceleres, or CF) endorsement or
b - Barcode with a C or V prefix ar
c- CP 71 (Dispatch Note)
CP 72 {Custom Dacléraion)
CP 91 (Customs envelope) -
GP 82 (Customs envelope or
- Waight over 11 Ib. and not” *

Biing?

matkec fbag or Malteror he o

Reeord Transportation Marking:
1-AIR
2 —Swiface
 3—Unknown-

! Record as
- Parcel Post

Recordas
LG/ AD

. Amrd’{ranwmélﬁon Marking: ,
. 1-AIR

August 2017
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IN-OFFICE COST SYSTEM
(IQQS and IOCS Cluster)

The following software changes are effective October 1, 2017.

Premium Forwarding Service

1

Premium Fonmardlng Service mailpieces may now be mailed with a G-10 Permlt (wnth ‘2 “Premium
Forwarding Service” marking) as well as with a G-400 Permit. A new question, Q23E18, Premium
Forwarding Service, is added whenever G-10 indicia is recorded at questions Q23E11 or 023E12 (Type
of Permit Mall) B . ‘ .

* Q23E18 Prerium Forwardmg Service
Is Premium Forwarding Service (PFS) found anywhere on the ma|1p|ece7
Y or N

First-Class Parcels and First-Class Package Service

The Postal Regulatory Commission approved the transition of Flrst-CIass Parceis from a IVIarket
Dominant to a Competitive product. As a result, the name changes to “First-Class Package Service ~
Retail”.

Q2312 First-Class Markings

Do any of the following markings appear near the indicia? (Choose the f.rrst apphcable )
A "ComBasPrice” (including "CommercialBasePricing") :

B First-Class Parcel or FIRST-CLASS PKG SVC RTL (including FC PKG. RTL)

C First-Class Package (including "First-Class PKG")

D None of the above markings :

Example of First-Class Package Setvice — Refail labe!:

F B2or e

Payment aind

BECHLEY, WEST VIRGWIA 28002

Eina, . Payment and A Branding settion
At [ randing seaton |75 FERST»«CLA&S PGK SVC-RTL *j— Ssrvice banner
UsSpPs FiR&T-GLkSS PGK RTN SVC-RTL = Servich Bannr Mo gnrane T Betonin omu 7
Kaccuray Wz gran? i A : ‘ w’ ham-ih : :‘
ALERRNOALR, VA E2UY . ;1;"2 .
R ABERE N E EAMSERSCUE ITED ciasl
e TERIVE RECUE TS N . :, o
L * JOHN DAE I U
JAME SRAIH H . ) Lot SBEA RESOURCES NP )
ACRE RESQURLES - : 242 AN STREET - - g
864 SECOHD STRECT MILWAUIKEE, WISCONSON 83201 - .

_ USPS TRACKING #

G

9400 4016 9932 0000 1089 66

_ 9400 1016 8932 mmomsg 66

August 2017 I0CS and {OCS-Cluster S




SP Letter #1, FY 2018
Attachment 3

International Mail

Q21Z27A U.S. Origin-Sack Type: - - PR C I
Option [ "Global Direct Mail" i is removed Optsons J to M move |,|p to ] to L

Q23X1c ICP/Priority Mail (ISCs only) ¢ . .y NP C
Qption B "ICP" is removed. The option C ”[SAL" is moved up to B

Clerk/Mailhandler Asmgnment and Actlwty Questlons

The Postal Service will mtroduce LDC 16 to help separate t{ay and sack hand[mg operations (“Fixed
Mech") from the Package Processing operations that wilkremain.in LDG 13::The [OCS questions related
to these types of equipment are reorganizet corresponding fo'these changes.-Additionat updates to
guestions are made to reflect other changes in the types of equipment currently in use.

Equipment at Plants (Q1BC1 Q18C4, C18(‘4a) e LTy T L ek T e
Equipment related to Fixed Mechanlzatmn are-in new qdest;on Q’I SC4a and correspondmg changes are
made to Q18C1 and Q18CA4. Tt e ERE I N TP NI .

Q18C1: Automated/Mechanized Mail Processmg Equupment
Which of the foliowing best describes the kind of automated or mechamzed equment the
employee is assigned fo?

Letter (AFCS/DBCS/DIOSS/CIOSS/LCREM/T. abber;)

Flat Sorter (AFSM 100/FSM 1000/F5S/SAMP)

Parcal/SPR/Bundle Equipment (APPS/ APBS/ LIPS/ Rapistan/ SPSSI HTPS)
Fixed Mechanization (SSM/ USKI/ LCUSHTray Sorters Robotlcs)

Scanning Operations {SWYBS!SAIVFS/AAA/AC‘DCS) ,

Other (Specify)

Q18C4 Parcel/Bundle/NMO Equipment -’
What type of other sorting equipment is the employee ass:gned to? ‘

APBS N
“APPS Tt Lo PO e
' Small F’ackage Somng System (SPSS) = R I

High Throughput Package System (HTPS) eV e e
LIPS i~ ,

Rapistan e e
Other Equipment (Spemfy) ’ . e

Q18C4a Fixed Mechanization
What type of mechanized equ:pment s the emp!oyee assrgned te*?

Universal Sorter (LCUS/UCS/USM) TR

Sack Sorting Machine (SSM) :

Tray Sorter (LCTS/HSTS) . .

Gantry or Pedestal Robot™ ™ -5 -7 7 i a2 T o s T e
Tray Management Sysfem«} T T T
Other Equipment (Specify) SR R R

I

nmoo e

h

ommpﬂﬁ>

nmmuUom>
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Equipment at NDCs ‘
Equipment guestions specific to NDCs are changed to questlons similar to those for plants

Q18C1.NDC AutomatedlMecﬁamzed Mali Processmg Equlpment '
Which of the following descnbes the automated or me(,hamzed eawpment the employee ls
assigned ia? : St

Flat Sorter (AFSM 100/FSM 1000/FSS/SAMP)
Parcel/Bundle/NMO Equipment (APPS/ APBS/ PSM/ SPSS/ HTPS)
" Fixed Méachanization (LCUS/ USM/ UCS/ 8SM/ Tray Sorter/ Rebotics) -
Mechanized Dumper/ Loader (Not: Specific ot a Piece of Sortlng Equment)
- Scdnning Qperatlons (SWYBS/SAM‘B/AANACDCS) g I
Other (Specify) »© . . T

Q18C3.NDC Parcel/Bundle/Sack/NMO Equipment -~ o7 700 L i st
What type of parcel sortmg equipment is the employee assrgned lo? .

Parcel Serting Machine (PSM ;noludmg HSIU/ SSIU)

APBS SR e S
APPS s Lo
Small Package Sorﬂng System (SPSS) ' S
NMO Equipment

Other Equipreént ('Specify) ‘

Q18C3a.NDC Fixed Mechanization ; -, I

What type of mechanized equipment is the employee assrgned to’? L

A. Universal Sorter (LCUS/UCSlUSNI)

B. Sack Sorting Machine (SSM) -
C. Tray Sorter {_LCTS/HSTS) T R
D. Gantry or Pedestal. Robot R :
E. Other Equipment (Specrfy)

Automation Scheme {Q18C6, Q18C8a): A new question, Q18C6a “ParcellBundIelMech Automation
Scheme” is added to record the sort plan for package processmg eqmpment The title of the onglnal
Q18C6 is changed to “Flats Automation Scheme.” e

Q18C6 Flats Automation Scheme

What type of scheme or sort plan is the machine sef up to run?
Qutgoing (Primary or Secondary)

Managed Mail

Incoming Primary -

Incoming Secondary (other than FSSIDPS)

Delivery Point Sequencing (FS8)

None/Cannot Determine (Specify)

Q18C6a Parcel/Bundle/fMech Automation Scheme -, H
What type of scheme or sort plan is the machine set up fo run‘? _
A. Outgoing (Primary or Secondary)
B. Incoming Primary
C. Incoming Secondary
D. Nonef/Cannot Determine (Specify)

mEbQW?

wmobm»

13

TMoo®m>

Type of Cancelation or Preparatlon Unit {MBE10):
The Flat Mail Prep option is separated into two options, and the mechanized letter and flat options are
combined.
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Q18E10 Type of Cancelation or Pre:paif'aticin‘ Unit:. -0
What cancelation operation is the employes asigned fo?
A. Advanced Facer/Cance!er (AFCSIAFCS 200) (Typ[cally MODS Op #s 004 008

: 015) B o T
Mechamzed Letter/Flat Cancelation (Non-AFCS) (Typlcally MODS Op #s 011-
014, 016) u |

_ _Hand Cancelation (Typically MODS Op. #s 009- 01 0)
Collection/Separation/Durnping/Culiing {Typically MODS Op. #s 017-01 8)
Metered Mail Preparation Unit (Typically. MODS Op.#s 021-022)..

Presort Tray Handling Unit (Typically MODS Op.#s 002)

Stand-Alone Mail Prep (SAMP, FSS Prep, Typically !VIODS Op #530)
AFSM 100 Prep (Typically MODS Op. #s 038, 140y

Other Cancelation or Preparation Unit {Spec:fy)

Type of Manual Distribution Operation (Q18D1h): '
An option for the PO Box Section is added for Manual Distiibution Operations (PO, Station, or Branch)
and the revised options are shown below

Q18D1b Type of Manual Distrlbutlon Operation (PO Statlon or Branch)
Which of the following best describes the type of manua! d:stnbufron operat.ron? '
letter Case : ‘
Flat Case

Parcel/IPP/SPR Distribution

PO Box

Other (Spemfy)

Barcode Scannmg Screens

TIOeTMMUO @

Tmuow>

In an attempt to clarify the scanning instfuctions, we changed the wordmg of the Scan Barcodes scraen
fol!owmg the selection of optlons D or H at 820 and $30.

For _opfion D Trays Tubs Sacks ~ Any container or receptacle barcodes (mcludmg slide label, IMTL;
D&R tag, international), scannmg instruction is: Scan any container or receptacle barcode.

For oplion H. Mallplece -Extra- Bervice Label {Registered, Insured; etc.), scanning instruction is: Scan a ‘
Mailpiece Extra Sewlce Label. '
S SEMsachﬁfmsbwmdn@wﬁﬁlamawﬁabieaﬂdm -

(A< VehltIeBamﬂ& .
;B—Wheel&d f:nntamarcxi'allet MTEL
§ G- Viheeled Cortainer or Carr m-m"
by ¥ Tmy@,Tuhs Saqﬁs By bk

I0CS-Cluster, Record Readings Until 11 a.m.

A warning is added to the softwars for when a data collector aftempts to end an |0CS-Cluster teading
without recording readings until 11 a.m: If all of the selected employees left for the strest before 11 a.m.,,
but the delivery supervisor confirms that none are returning before 11 a.m., then the data collector may
record street readings in advance. Whet entering readings early, update the Actual Reading Time.in the
End screen to match the Scheduled Reading time,

It is critical for IOCS-Cluster morning tests, that data coflectors continue to record readings until 11 a.m. If
this procedure is not followed, the result is & misallocation in cost between office and street,
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TRANSPORTATION COST SYSTEMS - .. 41
-~ (TRACS).. L

S

The fottowmg software potlcy and procedure changes are effectwe October 1 201 ?

f

Premlum Forwardmg Servrce '
In both the TRACS Surface and Alr software the USPS Marl Charactenstrcs screen is updated from:
CharactenstrcslMarkmgs select flrst applicable S S :

A~G-10PermitNo. - - -« . )

B — USPS Express Mail w1th Account NQ startrng wrth 40 41 42 or 43 _
C ~ USPS Premium Forwarding Service {(snowbird mail) — G-400 Permit-No. - -
D - Other (specify in comment) : :

to:

Select the charactenstlclmarklng that best rdentrfles thrs maﬂprece(s) as USPS mall
Choose first appllcable T LR

1 - USPS Express Mall wrth Account No startmg wrth 49, 41 42 ord3
2 — Premium Forwarding Service {Incl. G-400 Permit No)

3 — G-10 Permit No. :

4 — Other {specify in comment)

Premium Forwarding Service mailpieces may be mailed with erther a G-400 Permlt or a G-10 Permit. If
the mailpiece is marked “Premium Forwarding Service”, with or without a G-400 Permit, record itas -
USPS Mail and select option 2 - Premium Forwarding Service (Incl. G-400 Permit No.}.

In the TRACS Reference Guide, we updated the Domestic Mail Categories Chart:

USPS Ml . UEPS Mallis matedal sent by the LLS. Postal samcafor ntfm business purpioses. identily IFSPE Mail according to = G-10 Parmlt |

the endersemenis. «  Express Maitwith Aceount No. stardng wnh
et . 1 . AL 442, 0r 43

Do]nm use he retum addresstu Renlify USPS Mall ) ! ¥ 0 - mmﬁandlsa Refur Bervice with Permit Nu .

Do ot record damaged-mail gnclosed In a USFS ttansparent cailuphaneerwerupe asUSPS Mail Racosd the orlgm‘ - usPs Busingss Reply Mall with Permit Mo, -
mail class.
e Fo Box Fee Payment with Permit No, 83698
¢ USPH premium Forwarding Service - G=10 or
G400 Permil No.
Stamps by Mall; P8 Forms 3227-A, 522T-B, or
d221-R

Fros Malt Free MaH is malerial sent to 6r'b¥ the PRAG BT olher dreaibe parsbnk” o il from Tembers of fhe K5 Trmed Free Matter for the Blind and Other Physiealiy
Forees sening In Fresldentially designaled Hot Zones or mat from embers ofthe U. 8. Armed Forpes sekving In Handleapped Parsons

approved overseas focaltions and should have a complete APC of FPO refum adiess, the word “Free” in the upper. .

night comer, and acomplete demery aunresa In most cases, the malipiece Wil also Grhlbt an APO of FPO | Freg - - -

- T ;
Other Mai wilh o Visible postagie and no ends s, Use the i Mﬂ‘l‘ bta:fstcm Taﬁle to determlne e mall categnry
i B i L

Inmasenﬁcakmwsmbanmr A

Auto/Non-Auto Separation for USPS Marketrng Ma:l (Standard N’iarl) Removed

The separation of Non-ECR USPS Marketing Mail (Standard Mall) between Automatton ‘and Non-
Automation is no longer required. As a result, the TRAGS Surfage and Air software optrons for recording
USPS Marketing Mail (Standard Malt) Non-ECR, changes ‘frOm* '

1 — Nonautomation [DB, DD, DS, MA, MIVI, NV, NT, NA, NM]
2 — Automation (AUTO) [AB, AV, AT, MB] '
3 — NFM (Not Flat Machinable) [NF]

to:

1= Regular PRST MKT, and Nonproﬂt (Auto and Ncnauto Presort)
2~ Mot Applicable
3 — NFM (Not Flat Machinable) [NF]
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In the TRACS Surface and Air Reference Guides, the Mail Category Software Optlons section Is updated

{changes in.bold).

. Marketmg Mail (ar Standard Mall)

o ECR-=PRSRT STD, PRSRT MKT or- Nonprof]t

» B

* High Density (ECRWSH) [EH]-
»»  Saturation (ECRWSS) [ES]; .

asic {(ECRLOT) [EB]

A _—-; T

H P ,‘,","
.

o " Non-ECR - PRSRT STD, PRSRT MKT or Nonproflt
*  Regular, PRST MKT and Nonprofit (Auto and Nonauto Presort)

8 N

ot Applicable

= NFM (Not Flat Machinable) [NE] ., .
In the TRACS Surface and Air Reference Guides, the Marketlng Manl (or Standard IVEall) Demsmn Table is

updated (changes in bold):

AND/OR ADDITIONAL MARKINGS ARE...

THEN ASSIGN MAIL

IF ENDORSED AND/OR
MARKED... ‘ CATEGORYAS
uspes Nlarketing Mail “ECRLOT"5 or N[MSRC:;!\G “EB" ECR Basic -
Presorted USPS Mkt | "ECRWSH'SorMMSRCAS"EH"* ' EcR' High:Dénsﬁy_
Presotted. UsPs: Mktg - el : BENIERELE
L "ECRWSS'® or MMSRCAPES" - - ECR Saturation _

PRSRT MKT

PRSRT MKTG

MKT -

MKTG _
NONPROFIT MKT - -
NONPROFIT MKTG
Standard

STD

- Presorted St-a.hciard
PRSRT STD
Nonprofit Organization
Nonprofit Org.

Nonprofit

MMSRCAB

RAV n nAT ” "MB n OI' “ABI?_

- Non-ECR Auto and Nonauto
Presort

L MMSRCAG I(DB 2 ::DD n HDS n “MA n “MM " “NV " “NT "
- _‘INA ] Ol' HNMH -

PR

Non-ECR:-Auto and Nonauto
Presort

.-uNF!r ,\: e

‘NFM" or “NOT FLAT MACHINABLE” or MMSRCAS

{lrw ;

i &vﬁ

et i

Non-ECR NFM (Non Flat-
I\l[achinabie)

Taou
" e

Automatlb F&iate Barcoc{%9

Non ECR Auto and Nonauto
Presort i

Mone

Non-ECR Auto and Nonauto
Presort

R e U R T T o Y
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First-Class Package Service = Retail . . 7o cmnnio 000 0

The Postal Regulatory Commission approved the transition of First-Class Parcels from a Market
Dominant product to a Competitive product. As a result, the name changes to First-Class Package
Service — Retail. The First-Class Endorsement screan in the TRACS Surface and-Air software changes
from: e - :

' A

Does the mailpiece(s) have any of the following endorsements‘? -
(First-Class Package, FIRST-CLASS PKG,_ FCPKG SVC COMMERCIAL BASE or COMMERCIAL
PLUS) s

tc:

Does the mailpiece(s) have any of the foltowing endorsements’? v
A - FIRST-CLASS PKG SVC RTL or FC PKG' RTL ' N
B - First-Class Package FIRST GLASS PKG FC PKG SVC Commermal Base, or Commermal Plus
C- None of the Above .

Record the new First- Ciass Package Service Reta|| parcels usmg optlon A- FIRST—CLASS PKG SVC
RTL or FC PKG RTL T

In the TRACS Reference Guide, we updated the Domestlc Mail Categorles Chart to include Flrst-CIass 7
Package Return Service- Retail as a potential endorsement for First-Class Package Return Service: .

MalliSubcatepory Deacription Endersement
- gl ; fticus by . The USPS does not uarantee t iy of Flrih- ]
First-Class Maik gllgssisﬁzﬁm Ifr?llrlt ;a;;ewgsﬁee:pﬁe cus handiing and transportation. The USPS does not juara he dellvery of Firgl- See lie First-Class Mafl Decision Table of the
. Domestic kol fanua for valid First Class bal
Welghs 13 cunees orless. Inchudes letters, cards, fials, small parcels,-or folls. - . L Markings.

Cards, wiieffier stamped: card or postcard ar each hall of & dguble stamped'card of postcard, ckimed 4t acard catemust |
he:

¥ Recta
» Nolless lhan 3 #/2inches high, & incles long. and 0.007 nches thick
« Nolsmoie than £ 14 inches high, SIMHT Icng, and D.056Inches Iick

Double Card - consists of iwe attached cards, one of which |5 designed to be by fhe: Ment and by
rhvaik as asingle card. Plam stickers, seals, or staples must be used to fasten the open edge atthe't 1op or boltom. Any
seatmg on the et and r[ghtskms of lhe doub’e carcs is prol\ibiled 1o cigim the First-Class Card rate.

7 . S " . |Fitciss Package Retum Sendce, Fist-Class
First-Class Package F.’nl-clasé Pacua‘ue Ratum Service Is & Hghtwelght pa’ekane refun service, . . : s "0 o | Reinms, Fist-Class Package Return Service-Retaft
Return Sarvice .

Record pieces marked Flrst Class Package Return Service- Retall as Ftrst-C|ass Package Return Ser\nce. _ |
Example of First-Class Package Service — Ritailiabel: - =+ ' C

F . Payment and ., Paynant anct
S Branding section : " Brandig section
Usps FIRS"T-GLASS PGK KTN SVC-RTL - Service Banner USPS FfR?ST CLASS PGK SVC RTL <~ Jervice Ea““f"
H P [ Tytat EASINT Lot

. - & Wwﬁggg . N e
SEORERE AERVICE CEAUEHES . ADDUE £} IERVIGE REQUEIIED EEE:I

JANE SITH JOHE DOE. -

ACME RESOURCES ' BCA RESOURCES

364 SECOND STREET 222 MRAIFE STREET

BECKLEY, WEST VIRGINIA 25802 MHLWAUKEE, WISCOHSON 53201

= s
USFS TRACKING HSPS TRACKING #
5400 1016 4937 0049 1089 68 9400 1015 9932 0000 1089 56
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Retail Postage Labels <~ =« . woe o was i va ot e
In the TRACS Air and Surface soffware, optlon 5 in the Indrcra scréen is ubdated from:
5 — PV (Postage Validation Imprint) i
to:
5 — Retail Postage Label {including PVIl, mPOS, POS Retail label)

Reécord all POS PVE mPOS and POS Retail labels as option 5 — Refail Postage Label (mc!udmg PVI
mPOS, POS Reta# Iabel) An example of & POS Retail label is shown below.

[EEmEesy Retail
US POSTAGE PAID
$7.40
Origsin: 32818
Dastinallon: 33618 -
0L 148Gz
Jan 22,17
01234567890-14 156
USPS RETAIL GROUND ™
USPS TRACKING #
9312 125 4550 0100 001590

Identifying Inbound International Express Mall

In the TRACS Surface and Air Reference Guides, the Foreign Ongln Inbound Intemat&onal Mail
Identification Flowchart is updated to clarify the recording of Inbound International Express Mail.

The Express Mail box op the flowchart is updated from:- - '
Express Mail " o
Does the mailpiece have:
a~—EMS Logo; or -

b~ PS Form 5628; or

¢~ PS Form 5626x7

to!

Express Mail

Does the mailpiece have:.

a — A barcode beginning with an 'E’
and

b — EMS Logo,; ar
PS Form 5626; ot
PS Form 5626x7?

If the mailpiece has only an EMS Logo but does not have a barcode bsginning with an ‘E', then answer
“No” to this question and continue through the flowchart.
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Foreign Origin {Inbound) International Mail Identification Flowchart: -~

EMS.(Canada Origin)
Does the mallplece have:

a - EMS endorsement; and
b - Canadian postage?

TRACS

1
No

Expedited Parcel (Canada}
Does the mailpiece have:
a - Expedited Parce! endorsement;

U

and
b - Canadian postage?
o

Express Mail
Does the mailpiece have:
a - A barcode beginning with an 'E’

b - EMS Logo: ar
PS Fom 5626; or
PS Form 5626x7

Y
Yes

Mo
Y

Is tﬁe mailplece endorsed;
Exprés; or
b with the red, white, and blue
globe shield emblem?

¥
Yes

_ No

Parcel Post

Does the mailpiece contain any of

the following characteristics:

a - Parcel Post (Colis Postaux ar
Colis Acceleras or CF)
endorsement; pr

c- CP 71 (Dispaich Nofe),
CP 72 (Customs Declarafion),
CP 91 (Customs envelope), or
CPP 92 (Customs envelope); ot
d - Weigh over 11 lbs., and & not
miaited M-bag or Matfer for the
Biind?

b - Barcode with a C or V prefix; ar ’

)
Q5

August 2017

‘August 2017

Ajrmail

- (Items with Foreign Origin Method of Payment}. - -

Record as EMS (Canada Origin |

Infemational Express, fomerly . .
Xpresspost)

.._F Record as Expedifed Parce!

(Canada)

_‘/ Record as EMS (non-Canada
al K Origin International Express)

_‘/ Record as Infemational Exprés
g \ Priority

yes——po| 18 the mailpiece endorsed Ak, - - | oo Recom as Airmail Paret Post )
Priority, Comeo, or a foreign
language equivalent? - —
N Record as Surface - |
. 0 Parcel Post o
No oo
Ajvmail
- . Reoord as
o] s the mailpiece endorsed Air, —Yes—#=
™! Priority, Coireo, or a forelgn Alrmail Leffers/CardS/theMmcie
language aquivalent?
/ Record as. - -
N = Surface Letters/Cards/Other
K Arlicles
TRACS 5
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Barcode Scanning Instructions.

In the TRACS Surface and Air Reference Guides, thie “Barcade Scanning Instructions” chart title is
changed to “Parcel Barcode Scanning Instructions” which applies specifically to parce! shaped
mailpieces. However, continlie to s¢an barcodes on letters and flats whehever possible. Barcode séan’

data on all mailpieces improves data quality. S

i

R R W e e
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ORIGIN-DESTINATION INFORMATION SYSTEM-REVENUE, PIECES, AND WEIGHT
(ODIS:RPW) | N

v o . Tt .
P S \1 o .

The followmg software pollcy and procf'd

qrijgin@e‘gs ‘aigféfféctiVé Gtober1, 2017,

First-Class Package Service — Retail ' A
Beginning September 3, 2017, First-Class Mail retail parcels is renaming to First-Class Package Service.
As a result of this change, a new label, First-Class Package Service — Retail, will begin to appear in the

mailstream. We have modified the ODIS-RPW software to capture these pieces. An example of the new
label is shown below.

To record First-Class Package Setvice — Retail pieces, select option 7 — First Class Mail in the Mail Class
& Type screen. In the First-Class Mail Markings screen, select option 9 — First-Class Package Refurns (or
First-Class Returns) or aption 0 - None of the Above, as applicable, followed by option 5 — Parcel in the
Mail Shape screen. In the Additional First-Class Mail Markings screen, select option A — First Class
Package Service Refail. If you encounter a parcel with no markings or a parcel marked as First-Class
Mail, continue to record it as option 0 — None of the Above in the Additional First-Class Mail Markings
screen.

. ... Payment and
EERO T Branding secilon

Example of First-Class Package Setvice — Retail label:

I:: ... Payment and i
Brandhig section I

USPS FIRST-CSSPGK RTN SVG-RIL o Service Banner | USPS FIRST- cuxss PGK SVC.RTL =} Servive Banner

S HcmrLy B Gt Eratvit
m’#" Y B it E‘"w ﬁ.}'ﬁ
RS RO 31 ok
ADDAE £ HERRSE RESUENIED . Fcae ADERETE TERVIOE RRGUTITED CG
JANE SMITH JOKN DOE
AGME RESOURCES BCA RESOURCES
Be SECOND STREET Z22 MAAKIN STREET
BECKLEY, WEST VIRGIHVIA 25802 MYLWAUKEE, VHSCONSON 53204
PN iy

.
U5PS TRACKING # U-SPS ‘F"CKIHG-#
AR T | }”’ { I TIPS

] 40[1 ‘J{HB 9932 oooe 1089 66 . i 9400 1015 9932 0000 108% 66

In Handbook F-75, revise section 5-3.1.2, Type of Mail and Mailer information (changes in bold):

Price markings are printed on the mailpiece to indicate the rate paid by the mailer. Do not consider
mailstream, mail sortation, mail container, or mailpiece barcode (other than an MLOCR barcode) when
making a selection.

Note: The CODES software asks you to identify additional First-Class Mail Markings if the mail shape is
a flat or parcel and to identify additional letter markings for metered/IBI letters.

August 2017 ODIS-RPW o o
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Attachment 5
in the ODIS-RPW Reference Guide, rewSe sectron 8 Mail* Merkmge (chenges in:bold}:
Additional First-Class Mall Markmgs o ?‘l,‘; .
First-Class Package Service without Retall Record First-Class Package Service if a mailpiece
Markings : : -is-marked FIRST-CLASS PACKAGE; FIRST--
CLASS PKG, or FC PKG SVC wrthout retarl
o markings.
Firs'tQCIaeS. Rackage" S'enr‘ic,e’-—' Retail S Record Flrst-CIass Package Serwce Retail if
T, : : o ilpigce is niarked FIRST-CLASS
PACKAGE SERVICE RETAIL FIRST-CLASS
PKG SVC-RTL or FC PKG RTL

Digital T Tests DAL Marklngs

We modified the software to capture Bound Prlnted Matter and Perlodlcals markings for Detached
Address Labels (DALs or DMLs). Although DALs are not recorded during an ODIS-RPW test, the mail
markings data from digital letters will be used to support other-systems. .

On a digital test, when option 5 — Detached Address Label (DAL or DML) is selected in the Drgrtal Image
Not Recorded screen, the Mail Markings screen appears Continue to key any marklngs yousee by
choosing the first appilcable optlon

6— ECRLOT, EB

7—ECRWSH,EH =

§— ECRWSS, ES, EDDM

A — BOUND PRINTED MATTER (BPM)
B — PERIODICALS

0 — None of the Above

B

Dimension Screen for Parcel Return Service

in an’effort to provrde moreidata for revenue protectlon data cellectors wrll now co!lect drmensmns for
Parcel Return Service Mail: : : S R S U

The Parcel Dimensions screen is added to Parcel Return Service 'f\llail The screen diep’lays when option
6 — Parcél Return Sérvice is selested in the Mail Subclass screen followed by option 5 Percel in the Mail
Shape screen. Follow the existing policy to record all dimensions fromthe mailpiece. © ™+

Premmm Forwardmg Service

In Q2 FY17, some Premium Forwardmg Servlce labels began usmg the G- 10 permrt ‘The ODIS- RPW
software is updated to remove the G 400 reference from the F’remium Forwardrng Ser\nce opﬂon in the
Exfra Services screen. v : E : . L

Continue to record any mailpiece with Premium"chrardihg Service markings as opﬁoh Z-usps’
Premium Forwarding Service, regardless of the permit number.

August 2017 ODIS-RPW = : . 2
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Attachment 6

SYSTEM FOR INTERNATIQONAL REVENUE AND VOLUME, OUTBOUND-INTERNATIONAL. .
ORIGIN-DESTINATION INFORMATION SYSTEM T
(SIRVO-IODIS) " o oo

The followmg software poilcy and proeedure changes are effectlve October 1 2017

R

Product Type Reccrdmg

The Postal Service has commercial serwcee for Flrst Class Package International Service (FCPIS) items.
In Q1 FY18, Cotnmercial Letter- ﬁest Packet i& added to the Product Type screen. The screen dlsplays

this product as optlon 8. The' SIRVQ- [ ‘oftware is updated by adding a similar pathway as IPA/ISAL
to record infofmation from the rnallplece . :

Note: The new option should only be- selected when the below-conditions are met simultaneously: -

(a8} The mailpiece 1nd|cates in the perm|t "Commermal ePacket" or "FC PKG INTL SVC" (see
-examples below) and T .

(b) All of the contents of the’ receptacle reflect this type of permlt Data collectors should not see
these items commingled with other Préduct Types.

Othier types of FCPIS pieces can be paid W|th a permrt mdlcatlng a srmllar product name. It is 1mportent
that both corditions above are-met. . ‘

2 Commerclal ePacket FC PKG INTL SVC
U.s. POSTAGE PAID U.5. POSTAGE PAID
Arfington, VA 22201 New York, NY 10001

FERBIT NO. 0 PERMIT NO.1 '

in Handbook F-85, revise section 4-1, Product Type Recording (changes in bold):
1. First-Class International and First-Class Package International Service.
2. Priority Maii International. T P R L 5, L

3. International Surface Air Lift (ISAL), (Indicia=Permit. ndlcatmg International Surface Air Lift, .
- meter with ISAL piece charge, or precanceled charge. Letter and flat-sized items must be..
marked ]nternatlonal Surface Air Lift or ISAL)

4, ‘Internatlonal Prlor!ty Awmatl (IPA) (Indlcla—Permlt ndicatmg Internatlonal Prlorlty Alrmal >
meter with IPA piece charge, or precanceled;charge). - -: . -~ .. . ... oo

5. Free Matter for the Blind (up to 15 pounds).

. Commerc,lal Letter-post Packet {(Receptacle contents all reflect Indlma—Only |f permlt mdlcates
‘Commerc:al ePacket or FC PKG lNTL SVC) :

0. Other (lncludes Open Transﬂ: Return to Forelgn Ongm Sender Forelgn Orlgln IBRS or IMRS
Absentee Ballots, and Advice _qf Receipt, Domestic, etc. )

T T

August 2017 SIRVIO-IODIS - RPN
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G Attachment 6
Product Typescregn. .-, .« & - o .h st i o
Product Type
- P Claos Infsrnfionsl s Firg Cinos Packare Insrosfioos fondce 0 o
2- Pfénniy@ﬁsaﬂmrmﬁmmﬂ _ S T T

3: ﬂmemaﬁmﬂ wﬂaﬁe Ay LRt ﬂﬁﬁ&;ﬁ ﬂnﬂma%rm&& uag;mhmg ]nﬁm&iﬁmﬁ Euﬁamﬁjr Lﬁlg amiw with i% )
pee chargs, or pmmw]aﬁ @hama Lefter snd ﬁsﬁ-@m@é tﬁm mmaa h& mﬁm J&aﬂsﬁmaﬂimmi Burfase m: Li‘ﬁ or [3ALY

4. ﬂm&mat;maﬁl ?mmy A:lmﬁﬁ HPa) {iandima"%fmm mdmaﬁm" m _ﬁaamtervmﬂa sm )

piets cherge, or precanceled thargs)

ﬁmemaﬂhmaa Eris

§ - Froe Watlor for the Blind jup to 15 pounds}) - o0 T e
§ - Coanmrereisal Leflor-post Pﬁckei {Reeeblzels msﬁw&s 2t roflent Es:;vﬁfim-:ﬁmy i pmmt mﬂm‘&ﬁs Commercial e?‘-’faz:k&i
_or FC PHG WL B’ﬂ:} .

B~ ﬂfﬂm {ﬂmﬂwea {Iﬁma Transil, Hﬂhzm = Hﬁm&m Forgign ﬂngﬂm m&& or mﬁﬂ iﬂzsmiﬁa Bﬁﬂﬂn& and a&t{ww wf
Renelpd, Domesdis, #lo} -

Electronic Scale
A warning screen is set up to ldentzfy the appropnate weight.unit for SIRVO tests
In Handbook F-85, add the note to item din section 2-4; Entenng Data !nto the CODES Laptop:

Note: Set up the scale to :mperlal weight when performzng SIRVO tests., ff the scale | is set to metric
weight, a warning screen displays i in the Actuaf Gross & Tare Werght screen.

Forever Stamp

In Q1 FY18, the SIRVO-IODIS software is updated to record ali mternatlonal Forever stamps in a single
cell in the Number of Farever Sfamps screen. Recordmg Forever stamp counts by year is dlscontmued

EEETE P
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Attachment 6

The following is an update to the U S Ongln (Outbound) Internatlonal Mati Identlflcatmn Flowchart for
SIRVO-I0DIS. - a

(

M-Bag - 15 he mallplace in a bag labeled M-Bag {PS Ty 158)7-

No

[ .

Other - Does the mdlpieze have non- US pastage (including. IBRS), destinate in the
United States {Including US Territories, APQ, and FPO) or marked Absentae Ballot?

- No

’ Missoited International: - -
Is the mallpiece Global Priority Express Guaranteed (GX(G) orPrerity Mail intematicnal
{PMEI}, or reﬂecta desﬂnatlon country that Is net the same as 1he reeeptade s
" destination colitry? ..

No

: Priority Mal! International - Plat Rates *~ -~
Is the maliplece & Priodty Mail Hat Rete Envelops (Regular, Legal orPa:lded) Smail
Flat Rate Box, Medium or Large Pricrity Mall Flst Rate. Box, and.naid at the Flat Rate*?.
(*Flrst rate Is ComBas/Plus; Second rateis Retail.)

Canada Rest of the World (7 Pnce Gmups)
Flat Rate Envelope $22,75 or $23,95 $28.45+ or $20.95+
Srmall Flat Rats Box $23.7 or $24.95. $29.4+ or $SD 95+
Medium Flat Rate Box ~ $43.650r$45.95  $33.6+ or 566,95+
Large Flat Rate Box . $56.95 or $50.95 . $82.6 or $86,95+

The matlplece shottd have a Cusforns Form CP 72/P8§ Form 2976-A (white) or 2976-A-
PM! fon-ine Jabed with a barode willt the prefix 'C’or 'H,

-

C

I
No
v

Priority Mall Inematonal — Reglonal Rats Box
15 the mallpiece a Regional Rale Box?

No

)_\—Yas—b

]———— s—p(Do not reeord M bags are not sarrpled)
J—~ >

Reonrd as ther

_..,,:—Yea—-bc Record as MIssorted !ntemaffona! )

Record as Priorily Mall infernational, B
Regular Flal-Rdfe Priarily Envelope (Legal\ ;
[ Size Flal:Rate Envelops, Padiled Flat-Rate |-
Envelope), Small Fiat-Rate Priorily Box,
Mediym Flat-Rate Prioty
Box,or Large Flat-Rafe Prority Box

— ve

Retond as Priorily Mall lm‘ernanronaf o
_ Regional Rate Box

-

.

Priority Mall international — Varlable Raies
Duoes the mallptecé mest the following mnditlons .
1 — I8 not registered; -
2 -18 not paid at a First-Class Mal Intemationd rate
"(Note: the maximum FCMI/FCPIS rafe is 857,25 as of January 2017); and
3 - Contains any of the following characteriskcs:
. 8- Priorily Mail or Parcel Post efdorsement;
. b - Cusloms Form CP 72/P5 Fomn 2878-A (white) or ZQTG-A-PMI
(on-ine lebel) crwith a barcode with the prefix 'C’ or ‘ﬁ’
¢ - Weighs.over 4 Ibs., and is not marked M-bag or Free Matferfor the Blind,
d - Reflects a Priority Mail Intemational postape rate
(Note: the minimum PMI rate Is $30.16 for Ganiada o $36.81 for ail other couniles
as of Janvaiy 2017); OfF
e - Insured?

~

. YeH(Reomﬂ as Priorily Mail InternaﬂonaD

No

[

Free Matter For The Bllnd

Js themail plecs endorsed Free Maitar forthe Blind or Handicapped, er display a figure with a cane?

]—Yes—b( Record as Free Matterforthe Bmm‘)

No

or Equivalsnt??

(" Commerciai ePacket or Dropshlp First-Class Package |nternational Service (FCRIS} )
Doss the mdlpiece reflect a Permit incicia marked Gommerclal ePacket or FC PKG INTL 8VC Ye Record as Commercial ePacket

If a mailpiece harcede is present, do these items reflect a barcode with the prefix "L" or "U*?

No

Intemational Pricrity Alrmail (IPA) / International Surface Air Lift (ISAL)

[oes e mlplece contain any of the fallowing characterisiics:

1 - Permit indicia {exclude commerclal ePacket permit) and not endersed Firsl-Class Mall
Intemational or an sguivaleni

2 - Precanceled stamp indlcla;

3 - Meater Indicia wilh IPA or IBAL plece charge;

(Note: $0.84 Is the highest per ltom rate for IPA and $0.50 is the highest per fom rale for ISAL

as of Janusiy-2017);

4 - Ina receptacie with @ Tag 115 (IPA pink labs!) or 185 (SAL label);

or
5- Marked IPA or ISAL and reflects one of e Indicla optionsin 1 through 3 above.

| Ifa maiipiece barcode is present, do these items reflect a barcode with the prefix “U'? )

~#{ Record as Infemational Pionly Mail (1@

-~ Yes
Ye
No‘»( )

Recor as Infemational
Surface Air Lift (ISAL)

No

[

First-Class Mail Intemational (FCMI) or First-Class Package Intemational Service (FCPIS)

ls the mailpiece a letter, flag or card?

Record as First-Class Mall Infermational
(FCMD

Reoowd as Fist-Class Package
Inferational Service (FGPIS)

August 2017
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August 2017 *Note: Postage on Priority Mail Intemational places marked Commercial Base Priding, or Commercial Plus Pricing receive discounts off
retail, Vhere lwo rates are shown above, the lower rate is the Commercial Base and Plus rate,
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Attachment 7

SYSTEM FOR ENTERNATIONAL REVENUE AND VOLUME 3 INBOUND SRR

The followrng pohoy and procedure ohanges are effectrve Octo
TR T L

Weigh-Only Samplmg R SR P e

For alf inbound receptacles, SIRVI monitors the accuracy of the receptacle barcode weights, which are
provided by forelgn posts for settlement purposes, by comparing the receptacle barcode weights agamst
the weights indicated on our scales. As the main BIRV Letfer-post and Monthty Saiviples only sample a
subset of inbound mail streams, SIRVI weigh-only tests are-added to- capture weight gomparisons. for
‘other mail stroams i

As of August 1 2017 data r‘o!leotors began usmg an. apphca n"on the CN51 handhe]d scanners used
by Operations for GBS ~dispatch-and receipt for SIRVI'weigh-only tests.. Instead of data collectors
bringing large, wergh-only bags back to the Statrstlcal Programs, (SP) work area, the application provides
flexibility to the data ecllectors to conduct the test in the receiving area using a handherd scanner and a
local-floor scale-The data automatrcaliy upleads via Wi-F gvery 45 minutes {or, if necessary, via the
‘docking cradle). Data collectors no Ionger need to ente‘ ; FgVI wergh-only data via the CODES
application. © - * .

In order to access all of the wergh‘t verrfrcatrdn daté for aﬂrnbound malil streams, as of October 1,
2017, data collectors must use theSjRVi appilcatlon to also record weight information related to
the SIRVI Day and Monthly tests (m addrtron to the recordrng these samples in CDDES)

‘Section 3-3.1.3 of Hano'book F—85 is replaced
3313 Wergh—OnIy Sample

GBS Receipt aufomatically selects receptaoles for “Wergh oniy Test iDs endlng in ’88. Use the SIRVI™
application on the CN51 handheld scanners ta record inbound receptacles for Test IDs ending in ‘88, and
the scheduled SIRVI Letter-post Day and Monthly tests. For SIRVI Letter-post Day and Monthly Tests, .
recording data in the SIRVi Wergh onty app[rcatron is rn addrtlon to recordrng data into CODES.

The CODES software |5 no !onger used to record Wergh only Tests although CODES retains ’the abrlrty
to record the information in the event that a problem occurs with the scanners. if needed, and only as
directed, the CODES software allows the data collector to enter Receptacle Summary level data for Test
IDs ending in ‘88". The Tare Weight field on the Receptacle Summary tab, and the Receptacle Confents
and Service Information tabs are suppressed. Upload each day's sample data daily using the same Test
1D throughout the month.

August 2017 SIRVI S 1




SP Letter #1, FY 2018

Attachment 7
RM-1 SIRVI Test Types is modified.as follows. i :0 0 ooy - 000 o b
“Tesi 1D Location _|Descripfion [Velusia) |Walue Bescripfons |Examplefs)
st e Test Wail Glass LC.orE [i=Inbountd fetior-post £ GIAD; lehet ciasses start with U} LC.E
Lo Uﬁﬁﬁﬂmﬁmthﬂlmmheiﬂaﬂqessmﬂwiﬂlc) vy
k= mundEmssMaﬁ(EMS"!aMﬂassessmmE)
HN o, J’F
2nd and Brd digik ‘_,‘Testlucahnn ”SiF__ . 1stmtﬁgﬁsn%ﬂiel3sdesﬁmummhangexsmcecmduuﬁnnthesampla ...W“'-,ﬂ( t
. . LT e
4th digit '!efiﬂslﬁnﬂar‘few - T pl,as&d{\gimmm ?atetmyéar i’ '3“‘ 21“3 R
L - | . darnlut . gy .
5ih and Gth digit Testﬂa[endarbﬂnmh ' a‘Ha z-ﬁgkcdmdmmhmh ov = sanary *
Letter-post Daily Tests. These values represent e day of the month. These sre
v ¢ "|the vriost Ermiigly used velues and sre used for most of the " iiount fetter-
el ' ¢+ lonstiests, Remrdthedm;sunde[WBTmﬂ}amlwhadﬁleda!aﬂar[y,lh ) ;
 |adition, wse the SIRVI Weigh-Only application on the G5} handhold stauners o
o fecord thi barcode dnd sctuabwight for tiese samples. The data from the
Co : L e [stimmier atitnmstically uploads vie Wi dvsry 15 mirotes {or, I necessary, via .
Tih and Bih Test Type 033 jthe docking cradle). EIFROI0E
|Lettor-post B Tost Thpsva!uelsusaﬂfnr'i" nbound rﬂtter»pnsﬂeslsm ) -
‘ indicate thal the sarmple is used for monthly tests. Montily tests are eseignedto )~ - - 1 ¢
small, Iess freguenk mail walimes t alitw sampies to be pofentiatly sefected on oo o
mygwpndaynlﬁemrﬂhtnenmhamaimscapmmd Noje: Recardifbe
; Ca e Mhﬁﬁ&eﬂm@ﬂﬁlﬂh@?ﬂaﬂﬁdfﬂs@@am REEETEE
. ., o JEm ese "00” tosis i ihe WELI as xoip volime. ILASDI0D _—
T : rsvaa:ersusedfnrmanndmasIstremMam B
I nntindw:led v the above Lelir-post Daly or Mordhly Tests {e.g., parcel pust, - -
EMS, LR, UD). Recond the data in the SIRVI application on the CN51 handheld
seanrers used by Operations for GBS-dispatch and vrceipt. The tata wilt
automativally uptoad via Wi-Fi cvery 15 minutes {or, if necessary, via lhe docking
88 ::raele)_ R : %ﬂigamml

SIRVI Reférence Gmde : .
RM-9, SIRVI Welgh—only F’orm i ellmmated and replaced W|th the “SIRVI Wetgh only Appllcatlon User

Gulde”

August 2017
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STATISTICAL PROGRAMS MANAGEMENT . ..
(5P

5 ¢| -
cw il g Ty b 5

The followmg pollcy and procedure changes are effactive Octob 45047,

et

TRACS Cancelation Code Table ~  ~% = "%«

In order to clarify the VSD contract cancelation and zero volume policy, we adjusted the language for
cancelation code B, to align with the VSD Reschedule, Replage, Ganceling Zero Volume Decision free in
the TRACS Surface reference guide. if there are no ¥SD.trucks, sgheduled during the 2 hour window, and

LEy e R e

the fac:hty is not closed, then the test is zero. volume H. there aresVSD trucks,s\cheduled ahd nohe arrive | ..

within.the 2 hour wmdow the test | r§ canceled

R T

in Handbook F—95 rewae exi‘rbrt 4 5 3 (changes hrghhghted in bo!d) .

Exhlbit 45.3-

e G

Cancelation Code Table

1 Surface | Test facrllty permanently ; The fest facility no longer exists..
| closed.
-+ | No test mail worked i - *[“MFPC confirms in EDW that no -
- “2-Hourwindow. - - | D&R tags of the appropriate mail
: T TP T class were scanned durlng the -
2 Air .- e’ « | time period. :
e - Note: It could take up to 24
hours for scan data to appear |r1
EDW.
3 Air Test mail no longer Test mail is no longer processed f
, T processed at facility. | at the fagility. |
Routing change, no facility | Routing change .The trip no ;
4 Surface stop, no replacement longer stops at the facility and no
: | replacement is-available.
Tnp did nct run on the test. | The trip does not run on the test
5 Surface day, no replacement day and no replacement is
S L . | available. ’
Trlp d[d not arrl\le if 2- hour -Eligible vehicles were
6 . V8D, window.._, ... .| scheduled, but none. arrived .
. o 77| during the 2 hour wingdow. 7
' Facility closed for truck The test facility is closed when .
arrival/safety issue, the truck is scheduled to arrive
R b and the data colléctorhasa ~ °
> ' - sdféty cofiestr about collecting
the data when the facility is
7 Surface closed.
VT ' -|'Notg:. The test may be cédnceled -
only as a last resort, The MFPC
must contact the ‘service center °
-before the scheduled date of the
test fo avoid canceling the test,
Quarterly training date. The test Is canceled to provide
8 All subsystems time for quarterly training.
Unable to conduct before Unable to conduct or reschedule
® All subsystems quarter end. before end of quarter.

August 2017
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Training Completion and Docuiiientation™ o

In order to clarify the training completion and documentatlon policy, we added language to Handbook F-
95, chapter 6 and exhibit 3-7.4. In addition, we substituted PS Form 8215 for PS Form 2432.

In Handbook F-95, revise section 6-5 {changes highlighted in bold): T U
6-510verv|ew L o . . P

The MFPC miust mamtam records of Statlstical Programs tramm] for each employee who~
participates in Statistical Programs data oollectuon activities until'the employee retires or trarisfers
out of the unit. This training ifcludés PATS training, quarterly training; testing with assistance, -
and any other ad hoc training. The MFPC must enter PATS training and quarterly training records"
into the Learning Management System (LMS) database. The LMS database is maintained by
Human Resources. The MFPC must also decument and maintain records of testing with = -
assistance and any other ad hoc training using PS Form 2432, Individual Training Progress..
Report.

6-5.4 Required Records .

The MFPC must maintain a current. and complete record of trammg for each employee who parﬂctpates
in Statistical Programs data collection activities. =~

In addition fo training entered into LMS, the MEPC or §SP must complete PS Form 2432, individual
Trainmg Progress Report, for each employee who completes: training outside of what is decumented
in LMS. This.form maintains a record of completed training for each employee who participates in
Statistical Programs data collection activities. A copy of PS Form 2432 is available at
hitp://blue.usps.goviformmgmt/fforms/ps2432.pdf. ‘

The MFPC must also retain quarterly training sign-in sheets for the current and previous year.
6-4.3.1 Methods ' W

It is not necessary to train all data collectors In the dlstrlct smultaneously at one site. The following
options are also acceptable. .

a. Train.smaller.groups of data collectors at multlple S|tes
b. Conduct one- -on-gne training. - ‘

¢. Conduct tralnmg using distance- learnlng tcols (e g wdeo conferencmg or WebEx) allowing
two-way interaction between the trainer.and learner. . ;

Nofe: When usmg d|stance tearnlng tools to train data collectors, managers are required to provide
classroom training at Ieast once a year. The group settlng prowdes interaction among the data collectors
and enhances the learnmg proceSs

if a data collector is on leave during quarterly tralnmg, the MFPC is required to train the data
collector on: mlssed quar’terly tralnlng matearial prlor to the data collector conducting tests upon
return. , ,

in Handbcok F 95, revise exhrb.lt ‘5‘~7 4 (changes highlighted in bold):
Records Retentlon Pohcy :
Exhibit 3-7.4 outlines expected retention periods for records and forms;

August 2017 SPM | ' 2
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Aftachment 8

Records Retention Policy Records

| Retention Pertiod

CODES Logs

CODES Equipment Log Sheets (see Exhibit
3-2.3)

If signed out daily: current and two previous
guarters.

If assigned fo data collector: until equipment is
returned.

PS F

orms

PS Form 1444, USPS Statistical Programs
Moniforing

Past and present fiscal year {FY).

PS Form 2846, City Carrier Route Mail
Acceptance Data '

Until second quarter of the following FY.

PS Form 2848, Rural Carrier Route Mail
Acceplance Data

Until second guarter of the following FY.

PS Form 2432, Individual Training Progress
Report

Until the employee retires. If the employee
transfers out of the unit, forward records to
the new supervisor.

PS Form 8218, Slalistical Programs Planning
Calendar for Monitoring Data Collectors

Current and previous quarter.

Statistical Pub

lications

Statistical Programs Leiters

Untit incorporated into new handbooks.

Statistical Programs Guidelines

Until incorporated into new handbooks.

Status Reports

Current and previous quarter.

Training

Materials

Training Records

Until the employee retires. If the employee
transfers out of the unit, forward records to the
new supervisor.

Training Sign-in Sheets

- Current and previous year.

Misceli

aneous

DCT Schedules

Current and previous quarter.

Test Prinfouts

Current and previous quarter.

Sample Selections

Current and previous quarter.

Annotated ODIS-RPW Header Raports from the | One year.
Scheduler System 1
Annotated ODIS-RPW Summary Reports from the | One year.

CODES WBU

Safety Talks

Three years.

SIRVI Weigh-Only
The weigh-only sample data bypasses the WBU an

d the data is transmitted directly from the handheld

scanner to a webserver. Therefore, the MFPC is no longer required to approve weigh-only test data. If
issues are identified with the data, Field Support will contact the MFPC for further action.

The second paragraph, first sentence of HandbookF-95, Section 9-7, CODES WBU Review and Approval

Policy for SIRVI Tests, is modified as follows:

“The MFPC must review SIRYI test data for SIRVI Daily and Monthly Letter-post tests before approval for

Postal headquarters processing.”

August 2017

SPM




|_LABOR RELATIONS

UNITED STATES
F POSTAL SERVICE

\—

SEP 27 2017
September 21, 2017
Mr. Brian J. Wagner Certified Mail Tracking Number:
President 70161370000230141699

National Association of Postal Supervisor
1727 King Street
Alexandria, Virginia 22314-2753

Dear Brian:

This letter is in further reference to the enclosed Postal Service notice dated September 8
regarding the implementation of the USPS Retail Customer Appointment Scheduler™,

The passport appointment scheduler tool wil! provide customers the ability to schedule, view, edit,
and cancel appointments through a web-based system for first-time passport applicants.

Enclosed are the Retail Stand-Up Talk, the Training PowerPoint and the Standard Work
Instructions.

Please contact Dion Mealy at extension 6861 if you have any questions concerning this matter.

Sincerely,

Rickey R. Dean
Manager
Contract Administration (APWU)

Enclosures

475 L'ENFANT PLAZA SW
WasHingTon DG 20260-4101
WAW,LISPS,COM

(CA2017-462)



LABOR RELATIONS

UNITED STATES

POSTAL SERVICE

September 8, 2017

Mr. Brian J. Wagner Certified Mail Tracking Number:
President 70161370000230149800
National Association of Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Biian

As a matter of general interest, the Postal Service is planning nationwide implementation of the
USPS Retail Customer Appointment Scheduler (formerly titled Passport Appointment Scheduler
(PAS)) on September 30. Notice was provided to the Union on this initiative by letter dated May
22 (enclosed), ,

As previously Informed, the passport application scheduler program will provide customers the
ability to schedule, view, edit and cancel appointments through & web-based system for first-time
passport applicants, The scheduler will be implemented in offices that currently provide passport
application services by appointment, Walk-in services will stiil be available.

Training for the program is being developed and will be provided when available.

Enclosed are a PowerfPoint and Frequently Asked Questions (FAQs) that further explains the
program,

Please contact Dion Mealy at extension 6861 {f you have any guestions conceming this matter.

Contract Administration (APWU) ;

Enclosures

(CA2017-448)
A7S LENRENT Praza SwW

WasHNGTON DC 20280-4101

WWYYLLUSFS.COM
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| {UNITED STATES

i POSTAL SERVICE

Retail Stand-Up Talk

August 31, 2017

USPS Retail Customer Appointment Scheduler™ (RCAS™)
Customer Friendly Experience

As the demand for passport services continues to grow across the country, customers
are expecting more digital and innovative ways to schedule their appointments with the
USPS. The USPS Retail Customer Appointment Scheduler ™ (RCAS™) will provide
customers the ability to book their passport appointments either online or through their
mobile device. :

The USPS Retail Customer Appointment Scheduler™ was initially tested at 16 sites
across the country. The effectiveness and the benefits of the tool for both customers
and the Postal Service were closely measured and have informed the roll out to nearly
3,000 offices that accept passport applications by appointment. Your office will be a part
of the national roll out, it will be especially important for you to know how RCAS™ works
creating customer awareness and answering questions.

With the RCAS™, if a customer should come to your office to apply for a passport ~ and
they do not have an appointment — you will want to make every effort to schedule them
for a same day appointment opening. You can also give them the option of scheduling

" an appointment online or on their mobile device using the RCAS™ for another day.

The RCAS™ will provide offices with the capability of printing a daily appointment
schedule through the MyPO Application. This will give offices a better picture of how
many customers have scheduled a passport application appointment on a daily basis so
resources can be staffed accordingly. The printed schedule will also allow offices to
accommodate same day walk-ins if there are appointment openings.

You will receive training on the RCAS ™ and other job aids that will assist you in serving
your customers as they begin to use the appointment scheduler. Thank ygu for your
support of the USPS Retail Custoiner Appointment Scheduler ™ and deditation to the
Postal Service! }




Standard Work Instruction: USPS Passport Acceptance

o Photo Requirements: Color, 2 x 2 inches in size, taken
within the past 8 months, full face, front view, plain
white or off white background, neutral facial
expression, taken in normal street clothes, between 1
inch and 1 3/8 inches from the bottom of the chin to
the top of the head, no glasses, no headgear

5. U.S. Citizenship
Evidence

« Collect U.S. Citizenship evidence. Must include one of the
following:
o Previously issued, undamaged U.S, Passport book or
card
o Certified Birth Certificate issued by the city, county or
state
o Consular Report of Birth Abroad or Certification of
Birth
o Naturalization Certificate
Certificate of Citizenship
o Ensure the customer has brought photo copies of their
citizenship evidence with both the front and back sides
copied onto one side of a single 8 2 x 11 “ piece of
white paper

o

8. ' Identification
Verification

+ Verify Primary Identification. Must include one of the
following: =

o Previously issued, undamaged U S, Passport
Naturalization Certificate
Valid Driver's License 7
Current Government ID (city, state or federal)
Current Military ID (military and dependents
Ensure the customer has brought phote copies of their
identification-with both the front and back copied onto
one side of a single 8 2 x 11 “ piece of white paper
{(two sided copies are nhot acceptable)

o000 0

The customer will need to
present a primary source
of identification

7. Collect Proper
Fees

+ Determine if the customer has brought proper payment
o Fees payable to USPS by using debit/credit card,
check or cash
o Fees payable to the Department of State by using
Money Order or check payable directly to the
Department of State (Money Orders can be purchased
by cash or debit card at USPS)

8. Oath and Signature

« Administer the passport oath

« Request a signature on appllcation from the appiicant (or
parent!guardlan)

L

9, Transfer to USPS

« Completa Agent block with your signature, facility name, !

. day’s date, facility ID, Agent ID, and office seal orstamp in
appropnate locations on Form DS-11

: o THhe application is now a legal document and cannot‘

be'returned to the customer :

"~ 10. Assemble

» Staple the' check or Money Order below the photo on Form
Ds-11

+ U.S. Citizenship evidence, photocopy of identiication, and
any other required documents are stapled between pages 1
and 2 of Form DS-11 in the top left comer

Refer to the Passport Acceptance Resource Guide (PARG) for detailed procedures




Standard Work Instruction: USPS Passport Acceptance

Determine the
Customer's

Passport
Needs

Validate DS-11

Eorm. Oath and

Coilect Fees

»

Citizenship and ST ENT

Identification

»

Transfer to
USPS and
Assemble

Important Steps

- Key Points

Reasons for Key
Points

1. Greet and
Determine the
Customer's Needs

+ Greet the customer and confirm their appointment details, if
applicable
o Establish whether they need a first-time passpon
application or a renewal

Customers do not need to
see a Passport
Acceptance Agent if
mailing a renewal

‘ application
- 2. Determine Dates of | « Determine the expected date of travel Customers must apply for
Travel o Inform the customer of the processing times in relation j their passport with enough

to theeir actual travel date

o Processing times are usually conslstent with the

following:

o 4-6 Weeks — Customer can apply for Routine
Passport processing

o 2-3 Weeks — Customer can apply for Expedited
Passport processing — the DOS recommends shipping
using overnight service to and from the DOS

o Less than 2 Weeks — Refer the customer to the
Department of State, National Passport Information

. Center (NPIC) 1-877-487-2778

advance to account for the
passport processing time
prior to their travel date

Refer to
www.travel.state.gov for
current processing times

3. Form DS-11
Validation

» Review Form DS-11 for completeness, accuracy, use of
black ink, and legibility

o If customer is eligible to renew their passport, instruct
thern to use Form DS-82
“U.S. Passport Renewal Application for Ellglble
Individuals” and provide them with the necessary
postage

o Ensure the application is completed in black ink (Black
ink is required due to the scanning process of the
application at the Lock Box)

o Ensure the applicant has indicated whether he/she is
applying for a 28-page book, a 52-page book, a
passport card, or both a book and acard ;

o Review the application for completeness, accuracy,
and legibility (If the application is illegible, have the
applicant complete a new appllcatlon)

Do riot fill any information in for the customer

o Verify that the customer has not signed their
application, The application should not be signed until
requested to do so by the Passport Acceptance Clerk

Department of State
requires accurate and
legible form completion in
order to proceed with the
passport request

4 Photo

« Determine if the customer has an acceptable photo
o If the customer cannot provide an acceptable passport
photo, inform them that they may have one taken
onsite for a $15 fee

A customer will need an
acceptable photo for their
passport




Standard Work Instruction; USPS Passport Call and Query |

5. Photo

inform the customer that a photo is required. If
they do not liave one, inform them that it may
be taken onsite for a $15 fee

+ - Direct the customer to www.travel.state.gov
for an additional information

6 US. Qitizenship Evidence

Provide information on the need for evidence
of U.S. Citizenship (both the original and
copies of the front and back) Examples include:

« Previously issued, undamaged U.S Passport

«  Certified Birth Certificate issued by the city,
country or state

»  Consular Report of Birth Abroad or
Certification of Birth Naturalization Certificate

* Naturalization Certificate
»  Certificate of Citizenship

Direct the customer to www.iravel.state.gov Form
DS-11 for additional information

7. Primary Identification

Provide information on primary identification
and the need to submit one of the following:

«  Previously issued, undamaged U.S. Passport
*+ Naturalization Certificate

+  Valid Driver's License

«  Current Government. ID (city, state or federal)
+  Current Mititary ID (military and dependents)

Ensure customer brings photocopies of
identification "

Refer customer to www travel.state.gov Form DS-
11 for additionat information

8. Fees

Processirig fees are payable to the USPS by
debiticredit card, check or cash

$15 photo fee; $_25 passport acceptance fee

Fees are payable to the Department of State by
Money Order or by a check payable directly to

- the Department of State (Money Orders can be

purchased by cash or debit card at USPS)

Information on current Passport fees can be found
on www.travel.state.gov H

1 :
Refer the customer to www.travel. stite. gov for aff other inquiries




Standard Work Instruction: USP$S Passport Call and Query

Important Steps

Key Pdints

Reasons for Key
Points

-

Forms: First Time vs. Renewal

Establish whether a customer needs a first-time
passport or a renewal :

If it's a first-time passport, direct the customer to
www.travel state.gov for Form DS-11 -

If it's a renewal, direct the customer to
www.travel state.gov for Form DS-82 and information
for documentation required for the renewal application

‘= The customer submlts a renewal application via

mail

First-time passport
applicants require an
appointment Renewals are
mailed directly to the
Department of State.

2. Appointment

L J

Determine if a customer needs an

-appointment and/or inform the customer of

the next available time slot for a same day

walk-in appointment

= If an appointment is desired, provide the link to
the USPS Retail Customer Appointment

Scheduler™ : www.usps.com/scheduler

3. Processing Times

Determine the expected date of travel

+  Inform customers of processing times in relation
to their travel date -

~ Processing times are usually consistent wnth the

following: :

* .4-6 weeks—Customer can apply for Routine
Passport processing

. ¢ 2-3 weeks—Customer can apply for Expedited

Passport processmg — the DOS recommends
shipping using overnight service to and from’the
DOS

'+ Less than 2 weeks — Refer the customer to the

Department of State, National Passport B
Information Center (NPIC) 1-877-487-2778

- . . i

Refer to
www travel.state. gov for
current processing times

4, Adult vs. Minor Applications

A child is defined as a minor under the age of 16

Both parents/guardians must authorize the
issuance of the child’s passport. The best way to
do this is for both parents/guardians to go with the
child to apply for the passport

Direct the customer to www.travel.state.gov for
additional information

A passport acceptance
facility cannot process a
minor passport application
without the presence of both
parents (or guardians) or
notarized document to
support the absent parent




St
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W

rk Instruction: Pass

ication A intmen
Review the application for

completeness, accuracy, and legibillty
{If the application is illegible, have the

applicant complete a new application)

Do not fill any information in for the
customer

—Lob

istan

4. Review Photo .

Determine if the customer has an
jacceptable photo

If the customer cannot provide an
acceptable passport photo, inform
them that they may have one taken
onsite for a $15. fee

Photo Requirements: Color, 2 x 2
inches in size, taken within the past 6
months, full face, front view, plain -
white or off white background, neutral
facial expression, taken in normal
street clothes, between 1 inch and 1
3/8 inches from the bottom of the chin
to the top of the head, no glasses, no
headgear

The Department of State
has specified requirements
for an acceptable passport
photo. Ifthe photo is not
appropriate, USPS can offer
to take the customer’s photo
for a fee, generating
additional revenue in the
transaction

For more information refer
to www.travel.state.gov

5. U.S. Citizenship
and Identification

Review U.S. Citizenship evidence,
primary identification, and ensure the
customer has brought photocopies of
their identification (Photocopies of the
front and back of the U.S. Citizenship
evidence and identification should be
provided. Ensure each is on the same
side of a single 8 % x 11 white piece of
paper (two sides copies not
acceptable)

6. Assess Proper Fees

Determine if the customer has brought
proper payment

Fees payable to USPS by using
debit/credit card, check or cash

Fees payable to the Department of
State by using Money Order or check
payable directly to the Department of
State (Money Orders can be
purchased by cash or debit card ét
USPS)

"i

USPS cannct accept
credit card or debit card
for Department of State
fees

7. Direct fo Queue

Once these steps are complete, &lrect
the customer to enter the queué to
finalize their application with a riéssport
acceptance agent




Greet the
Customer

Review form
D5-11 &
Photo

Verify U.S.
Citizenship

Direct
Customer to
Que

Key Points

Reasons for Key

Betermine the
Customer's Needs

passport application or a renewal

mailing a renewal application

+ Establish whether they need a first-time

| » Customers do not need to see an Agent if

Important Steps | Points
Greet the customer and confirm their
, appointment details, if applicable Customers often need
1. Greetand direction when entering

the Post Office. Your
assistance can reduce -
wait time in line

2. Determine Dates of
Travel

Determine the expected date of travel
¢ Inform the customer of the
processing times in relation to their
actual travel date
+ Processing times are usually
consistent with the following:
= 4-8 Weeks — Customer can
apply for Routine Passport
processing
+  2-3 Weeks - Customer can
apply for Expedited Passport
processing — the DOS
recommends shipping using
overnight service to and from
the DOS
+ Lessthan 2 Weeks — Refer the
customer to the Department of
State, National Passport
information Center (NPIC) 1-
877-487-2778

Helping a customer to
determine their expected
date of travel can aid in
deciding if they need a
standard or expedited
passport

Refer to
www.travel.state.gov for

current processing times

1
3. f]‘: Review form DS-
11 for validation

Review Form DS-11 for combleteness,
@accuracy, use of black ink, and legibility

s If customer is eligible to renew their
passport, instruct them to use Form
DS-82 U.S. Passport'Renewal
Applications for Eligible individuals”
and direct them to the retail counter to
obtain the necessary postage

s Ensure the application is completed in
black ink (Black ink is required due to
the scanning process of the
application at the Lock Box)

s Ensure the applicant has indicated
whether s/he is applying for a 28-page
book, a 52-page book, a passport
card, or both a book and a card

It is important to ensure the
DS-11 is completed
accurately for acceptance
and processing by the ;
Department of State. Forms
completed improperly will
delay the processing by the®
Department of State
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USPS - Washington, DC (HQ) 202-268-3838
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LABOR RELATIONS
UNITED STATES ﬂ E @
POSTAL SERVICE )
SEP 29 2017
September 29, 2017
Mr. Brian J. Wagner Faxed

President

National Assaciation of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

" Dear Brian:

As a matter of general Intarest, the Postal Service Is iImplementing a natlonal review of
collection boxes. This process is currently titled Collection Reassignment/Redesign.

As part of this initiative, collection boxes currently assigned to collection routes which
have a last scheduled pick-up time prior to 3:00 PM will be reviewed to determine the
feasibility of reassigning the collection to the delivery route in the immediate vicinity.
Requasts to maintain current collection procedures will be determined at the Area and

Headquarter level.

Prior to Implementing a change, local management will discuss the potential impacts

with the carriers involved (delivery employees and collectors).

The Postal Service has begun the data collection process and will continue with the
revlew, exception and implementation process through February 2018,

If you have any questions concerning this matter, please contact Bruce Nicholson at

extension{773.
Siyéraly,

Alan S. Moore
Manager
Labor Relations Policies and Programs

ATE L'ENFANT PLAza SW
WasiinaToN DG 202604101
WAWW,UERS, 00M
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SEP 25 2017 : j

September 22, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

This correspondence is in further reference to our June 7 notification concerning a job analytic
study of several entry level and clerical positions.

As a matter of clarification, please note that personnel from Shaker Consulting will assist
Headquarters Human Resources staff with the study that will consist of job observations,
surveys, interviews and establishing focus groups of bargaining and non-bargaining emplioyees.

Please contact Bruce Nicholson at extension 7773 if you have any questions concerning this
matter.

Sincerely,

PN

‘gfﬁ) Alan S. Moore
Manager
Labor Relations Policies and Programs

475 L’ENFANT PLaza SW
WasHingToN DG 20260-4101
VAW, USPS.COM
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POSTAL SERVICE _ In E ll V
SEP 27 2017

September 26, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service will pilot test the management of periodic roli
cases of injured-on-duty employees with a contractor (Contract Claims Services, Inc.).

The pilot test will be conducted in the Dallas District beginning approximately October 2 and
running through July 31, 2018.

We have enclosed the letter the employee will receive regarding this matter.

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

. Moore
Manager
Labor Relations Policies and Programs

Enclosure

475 LENFANT PLaza SW
WasHINGTON DC 20260-4101
WWW.USPS,COM



INJURY COMPENSATION & MEDICAL SERVICES

UNITED STATES
F’ POSTAL SERVICE

September 21, 2017

Name
Address
City State Zip

Dear xooxaooex

As part of our commitment to return injured on duty employees to werk, the Postal Service will be
conducting a pilot program within the Dallas District. This pilot program will involve various claims
management activities performed by Contract Claims Services, Inc. (CCSI), a privately held
company located in Dallas, Texas.

You are receiving this notification because your claim will be included in the pilot program.

in accordance with 20 CFR § 10.506, allowing the Postal Service to monitor the employee's
medical progress and duty status by obtaining periodic medical reports, you and your physician
may be contacted by CCSI to aid in returning you to suitable employment.

Please contact the Dallas District Health & Resource Management (HRM) office at (972) 393-6127
if you have any questions.

Gary Vaccarella
Manager, Injury Compensation and Medical Services

ce: OWCP
File
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September 29, 2017

Mr. Brian J, Wagnher Faxed

President

Natlonal Assoclation of Postal Supervisors
1727 King Street, Sulte 400

Alexandrla, VA 22314-2753

Dear Brian:

This is in further reference to our August 7 notice concerning prototype testing of the Next
Generation Delivery Vehicles (NGDV). ‘

A decision has been made to change cne of the Northern Virginia District test sites from
Alexandria, Virginia to the Leesburg, Virginia Post Offlce (25 Catoctin Circle SE, Lessburg, VA
2017). :

Please cobtact Bruce Nicholson at extenslon 7773 If you have questions concerning this matter,

an S. Moore
Manager
Labor Relations Pollcles and Programs

475 L'ENeANT Praza SW
WasinGToN DG 20260-4101
VW USPE, BOM
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September 19, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian

H SEP 27 2017

Certified Mail Tracking Number:
70161370000230141580

This letter is in further reference to the Postal Service notice dated July 26 (enclosed) on the
proof of concept regarding the use of sensor technologies in a plant environment.

There has been a delay in the determination of the location for the proof of concept instaftation
and testing. Notice will be provided, as appropriate, when a location and testing date becomes

available.

Please contact Dion Mealy at extension 6861 if you have any questions concerning this matter,

Sincerely,

@ickey R. Dean
M

anager
Caontract Administration (APWU)

Enclosure

A75 L'EnranT PLaza SW
WasHINGTON DG 20260-4101
WWW.USPS.COM

(CA2017-458)
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July 28, 2017

Mr. Brian J, Wagner Certified Mail Tracking Number:
President 7016 1970 0000 3442 6323
National Association of Postal Supervisors

1727 King Street, Sulte 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service plans to conduct a proof of concept
regarding the use of sensor technologies in a plant environment,

This initiative will consist of utilizing badges and wireless sensor readers to evaluate the
effectiveness of the collection of data in an autonomous and passive manner, Additionally,
the technology will be assessed to determine capabiliies regarding maintenance or safety
alerts and mail piece identification and/or location within the facility.

Plans for the location of the proof of concept instaliation and testing are still being finalized
and will be provided at a later date.

Enclosed is a PowerPoint that further explains the initiative.

Please contact Bruce Nicholson at extension 7773 if you have any questions conceming this
matter.

Ly
Rickey'R. Dean
Manager

Contract Administration (APWU)

Enclosure

L'ENFANT PLAZA SW ”m
':‘:.\ssrmmu DG 20260-4101 (CA2017-366)

VAN, LISPS.O0M
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