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Skills of the Secretary

National
Association of

Postal Supervisors

Training

Secretary Duties

Administration, Accuracy and Transparency



Duties of a NAPS
Branch Secretary

Note

Many branches

have combined Secretary
duties with Treasurer

duties.
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What does a NAPS Secretary do?

Officers Training Manual (OTM)

Secretary's Responsibilities

3.1.
3.2.
3.3.
3.4.
3.5.
3.6.
3.7.
3.8.
3.9.

Definition of a Secretary

Dues Check-Off Print-Out (DCO)
Communicating with NAPS Headquarters
Record Keeping

Meeting Minutes

Branch Newsletters and Web Sites
Merging Branches

The Postal Supervisor Distribution
Invitations to NAPS Headquarters




Secretary’s Responsibilities

Membership Rolls

1727 King Street, Sui! 22314-2753
NAPS Dues Ck port
C
July 1, 2014 - July 31, 2014 for Pay Periods 14,15
Member Name Finance  Des PP 14 PP15 Total _ Status
Regular Members

Record Keeping

Meeting Minutes
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Secretary’s Responsibilities

AR FORM 1147 UNITED STATES POSTAL SERVICE
B Apetl 2311 AUTHORIZATION FOR DEDUCTION OF DUES

Membership Rolls

o Types of Members -

embership Forms

1 farshar
Cascellation of Cirguatraion Thus &

- 1187A

SIGNATURE OF EMPLOYEE, POST OFFICE TITLE AND LEVEL DATE

S NATIONAL ASSOCIATION OF POSTAL SUPERVISORS  SmaAsCH MUMBER or STATE

e Dues Withholding e

NAPS SPONSOR i st st ma o st e

azcarss

o Member Exceptions

National Association of Postal Supervisors
!




Secretary’s Responsibilities

WAPS FORM 2147 UNITED STATES POSTAL SERVICE

Types of Members
e Active — USPS Employed = e—— -

[STT——————

o Associate — USPS Retired | =2
* Honorary - No benefits =

SIGNATURE OF EMIPLOYEE, POST OFFICE TITLE AND LEVEL DATE

S NATIONAL ASSOCIATION OF POSTAL SUPERVISORS  SmaAscH NUMBER or STATE

| ety carfy that the negular dues of this argarizaticn for the eurantly S—T
-
Title
SIGNATURE AND TITLE OF BRANCH OFFICER e DATE
NAPS SPONSOR st - 5w Fast o s
RO,
scoarss
o s mras -
DRISINAL AND DNE COPY - SEND T NAPS HEADOUARTERS, 1727 King 51, STE 800, Alexandria, VA 22314-2753

N
=
Q
N
© p(
>
o
P
o
-
N
=
o]
B
(7 ]
=
=
St
e
=
=
© —(
)
&
© p(
&
=
(7 2]
7 /]
<
—
<
=
=
© p—(
o
]
7z

e 1187 - Active
e 1187A - Assoclate
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Secretary’s Responsibilities

Active Members - Complete Form 1187

Social Security # (USPS required)
USPS EIN (NAPS required)
No USPS/Gov’t email

Form 50 Finance #

Branch dues amount
Branch affiliation #

Signature of new member
Signature of branch officer (optional)

Mail original & copy to NAPS HQ
Make copies for branch and member

Complete sponsor section for $25

WAPS FORM £187 UNITED STATES POSTAL SERVICE
uuuuuu AUTHORIZATION FOR DEDUCTION OF DUES

EEEEEEEEEEEEEEEEEE

RITAR O CEPY FOR BRUANCH RECOADS
NT CAE COPY T EMPETET

NOTE: Don’t hold for branch approval. Mail immediately the signed
Form 1187 to NAPS HQ to ensure members receives benefits.
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Secretary’s Responsibilities

- NATIONAL ASSOCIATION OF POSTAL SUPERVI SORS
S S O ‘ I a e e I I l e rS Fe REQUEST FOR ASSOCIATE MEMBERSHIP
=g PLEASE PRINT LEGIBLY

ASSOCIATE MEMBER INFORMATION

Complete Form 1187A T

ADDRESS

Last 4 of Social Security # - -

EERERRENNN!
« Select branch to affiliate =
(May join any NAPS branch)

- Associate member signature
- Mail to NAPS HQ e

SAGNATURE OF APPLICANT FOR ASSOCIATE MEMBERSHIF T

Thiz iz not an official U Postal Service form. This is  NAFS form for opticnal use to .eq-.mmummwm neq\mm:
Agsnciate membershia miay be 52Nt i HAFS 1487 pcnmdmu—m email by anchn
hiave the right 1o request 2 NP tranch of their choice.

Inform branch via letter/email to s
become associate member -- branch contacts NAPS HQ

Retiree contacts NAPS HQ directly via letter/email
requesting associate membership
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Secretary’s Responsibilities

National Per Capita Dues Withholding

ACtIVe — Per Capita $3.50/pay period

- USPS Payroll
- Direct Pay - Pay branch directly

ASSoclates — Per Capita $1.75/pay period

Notify Associate when dues is owed
Pay associate dues directly to branch

National MAL - Pay directly to NAPS HQ

Branches establish their own dues assessment. Dues
must at least cover national per capita.



Secretary’s Responsibilities

Cancelling Active Membership
e Member’s responsibility to cancel — Not NAPS!

e *USPS PS Form 1188 required

USPS HR action — send to HRSSC
* Exception: if member is in non-deduct status —Not paying branch

No email/letter will cancel Active membership

e Cancellation Time

o 15t full PP in March (see 1187)
o 18t full PP in September (see 1187)
o No anniversary date requirement
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o No refund of member’s dues




Secretary’s Responsibilities

Cancelling Associate Membership

e Can be cancelled any time
o Member notifies NAPS HQ in writing
o Branch notifies NAPS HQ in writing
o Death of Associate - Branch notifies NAPS HQ

e Wil be cancelled next available DCO
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e No refund of Associate’s per capita to branch
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Secretary’s Responsibilities

Membership Rolls

Request for Branch Affiliation Exception
Article 111, Section 6

Section 6. A member's place of residence does not qualify as a criterion for requesting an
exception to affiliate with another branch. NAPS Headquarters shall accept requests from
members for branch affiliation exceptions in the following situations:

a) When members are affected by Postal Service-initiated consolidations, or

b) When a member’s office of physical domicile is different from his or her employing
office (USPS Finance number of record).

In both cases, the member’s attendance and participation at branch meetings and
activities would be hampered by physical distance from their employing office. The member’s
current area vice president shall investigate written exception requests and report said findings to
NAPS Headquarters for concurrence by at least two-thirds of the resident officers.

¢) When no local branch in a members’ home state 1s located within 50 miles of their
assigned work location.



Secretary’s Responsibilities

Monthly Branch Reports from NAPS HQ

e Dues Check-Off (DCO) Report

e Change Report

e Non-Member Report

N
S
)
v 5}
o
>
|-
P
e
—
N
e
[~
~—
7 p)
=)
e
St
=)
=
)
o
~—
&
© =]
)
)
7 p)
v g}
<
P
&
=
)
o
N
[
Z.




Secretary’s Responsibilities

Dues Check-Off List

e Branch affiliation

e Pay Periods of dues withholding
e Monthly membership roster

Active
ASSOC I ate Printed: 8/20/2014 National Association of Postal Supervisors
1727 King Street, Suite 400, Alexandria, VA 22314-2753
° 9 NAPS Dues Check-Off Report
. 1nanc e S L JRemote Local
July 1, 2014 - July 31, 2014 for Pay Periods 14,15
v Finance Des  PP14 PP 15 Total Status

Regular Members

o Status flags
e Total membership
e DCO dues amount to branch
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Secretary’s Responsibilities

=

; Managing Dues Check-Off (DCO) Report

:

*2 AD] USPS returned back pay to member, dues too

é CANCEL Membership canceled due to Form 1188

; DECR. Dues of member decreased

:g INCR. Dues of member increased

% NO DED No dues deducted for member

s NU EMP New Branch Member - | 187

% RET. Member retired from USPS

7 SEP. Member quits USPS or removed by USPS
Asterisk ¥ Not Receiving Postal Supervisor

Bad address listed at NAPS HQ




Secretary’s Responsibilities

n
15
Q [
2 Managing Dues Check-Off (DCO) Report
t el o National Association of Postal Supervisors Eage:: 1
a 1727 King Street, Suite 400, Alexandria, VA 22314-2753
w: NAPS Dues Check-Off Report
-l [ JRemote Local (
(o July 1, 2014 - July 31, 2014 for Pay Periods 14,15
; Member Name Finance  Des PP 14 PP 15 Total _ Status
g Regular Members
St 528 09 $10.00 $10.00 $20.00
o 745 09 $12.50 $10.00 $22.50 DECR
= 745 09 $10.00 $10.00 $20.00
g 552 09 $10.00 $10.00 $20.00
"; 552 09 $10.00 $10.00 $20.00
o 156 09 $10.00 $10.00 $20.00
8 553 09 $10.00 $10.00 $20.00
% 157 06 $10.00 $10.00 $20.00
< 745 09 $10.00 $10.00 $20.00
Y 896 08 $10.00 $10.00 $20.00
g 748 09 ($3.50) ($3.50) (87.00) NO DED
.Q
*§ P 6 08 $10.00 $10.00 $20.00
7z 9 05 $10,00 $10.00 $2000 RET
4 09 $10.00 $10.00 $20.00
RH § 08 $10.00 $10.00 §20.00
RIC 6 09 $10.00 $10.00 52000 INCR.




Secretary’s Responsibilities

Managing Dues Check-Off (DCO) Report

Lol National Association of Postal Supervisors o

1727 King Street, Suite 400, Alexandna, VA 22314-2753

NAPS Dues Check-Off Report
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ﬁ [ I Remote Local (
7)) July 1, 2014 - July 31, 2014 for Pay Periods 14,15
g Member Name Finance Des PP 14 PP 15 Total Status
o Regular Members
= Regular Members
= 0 08 $8.00 $8.00 $16.00
.E 0 09 $£2.00 $£2.00 $16.00
t; 3 09 SE.00 58.00 NU EMP
e L 09 510.00 510.00 $20.00
()
c L 5 09 51250 510,00 52250 DECE.
% 1 (5 09 £10.00 £10.00 520000
< L > 09 $10.00 £10.00 $20.00
Y L > 09 S10.00 £10.00 S20.00
& N s 09 £10.00 £10.00 £20.00
= "] 3 09 $10.00 $10.00 $20.00
.2 N 7 06 510,00 510.00 $20.00
"5 N 5 09 $10.00 $10.00 $20.00
Z N 5 08 S10.00 510.00 S20.00
X5 09 (53,500 ($3.50) (57.000 NO DED
Associate Members
B 09 ($1.75) ($1.75) ($3.50)
M@ﬁf% 3 . (%1 ?_'5} %1 .'1'5} ($3.500
9@%\* ”f/; Associate Total (53.50) (53.50) (57.00)
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Secretary’s Responsibilities

Managing Dues Check-Off (DCO) Report
NAPS Change Report

Printed: -$/202014 National Association of Postal Supervisors Page:

1727 King Street, Smte 400, Alexandna, VA 22314.2753

NAPS Change Report
| J Remote Local |
Current changes applied July 9, 2014 - September §, 2014
Member Name Change Notes
d USPS Member Roster finance number change. Finance 056770 - SAN DIEGO CA changed to

055157 - MORENO VALLEY CA
Ongnal branch NAPS*159 changed 1o NAPS*466 wath new finance number

| USPS reported finance number change. Finance 051392 - CATHEDRAL CITY CA changed to
054872 - MENTONE CA
The finance number change did not tngger a change in the branch
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| USPS Member Roster finance number change. Fmance 057758 - TEMECULA CA changed to
052528 - ESCONDIDO CA
The finance number change did not tngger a change 1 the branch

3 USPS Member Roster finance number change. Finance 051309 - CARLSBAD CA changed to
052592 - FALLBROOK CA
Ongnal branch NAPS*159 changed to NAPS*466 with new finance number




Secretary’s Responsibilities

Managing Dues Check-Off (DCQO) Report
Non-Member Report
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9 Total NonMembers

o

FERII

S
'ﬁf@/‘/;
222270

Printed: $/202014 National Association of Postal Supervisors Page: 1
1727 King Street, Suste 400, Alexandna, VA 22314-2753
NAPS Non-Member Report
09 Branch # 119 - SPRINGFIELD, MISSOURI Remote Local 287530
July 1, 2014 - August 30, 2014

Member Name Grade Gender Des Finance Post Office Zip Code

q M 09 287534 SPRINGFIELD MO 65807-9998
K F 09 286750 REPUBLIC MO 65738-9998
F M 06 287530 SPRINGFIELD MO 65801-9998
H M 09 287533 SPRINGFIELD MO 65807-9998
L F 09 287530 SPRINGFIELD MO 65801.9998
N M 06 287530 SPRINGFIELD MO 65801-9998
N M 06 287530 SPRINGFIELD MO 65801-9998
K F 19 287530 SPRINGFIELD MO 65801-9998
R M 09 287534 SPRINGFIELD MO 65807.9998



N
=
Q
N
© p(
>
o
P
j=h
-
N
=
o]
B
(7 ]
=
=
St
e
=
=
© —(
)
&
© p(
&
=
(7 2]
7 /]
<
—
&
=
=
© p—(
o
]
7z

Secretary’s Responsibilities
Managing Members’ Addresses
NAPS Mail List

i . ._..-] 2 T = L] 13 ol * -
Printed:  1/31/2022 National Association of Postal Supervisors Page: 1
1727 King Street, Suite 400, Alexandria, VA 22314-27353
NAPS Mail List
Area 07 - Branch # 255 - HEART OF ILLINOIS BRANCH, ILLINOIS Remote Local 166180
Current Mail List December 2021 (195 Members)
Member Name EIN Finance Email Address City, State Zip
AITEN, ROSHAM - 167417 NI6NC ) - ur, IL 62326
ANDEERSON, CRY 162004 540 LAW [ON, IL 62549
ANDREWS, SHEI 161404 crazyca ihoo.com 903 W 7l ilia, [T 62801-5728
ARBUCKLE, MIC 160378 ARBIX HSLCOM 11 WFIR S0, IL 61738-1010
ABMSTRONG. L. 161430 3205 Hah paign, IT 61822-5361
*ARMWOOD, NA 166182 UTF - 16( al, . BADADD61761
ASHBACHEER. D! 166182 DARYI HER@COMCASTNET 10930 AP TI 61525
AUSTIN, EIZZIE 161734 113 5354 rille, IL 62226-6314

*BARGEE. SHEM 165400 shem19 com UTF - 20: FIELD. [ BADADDG2837-174



Secretary’s Responsibilities

Membership Rolls

Printed: 8/202014 National Asso supervisors Page: 1
1727 King Street, Suite A 223142753
NAPS Dues Chec Report
. 3Remote Locat ' —
July 1, 2014 - July 31, 2014 for Pay Periods 14,15
O r r e S O I l e I l C e Member Name Finance  Des PP 14 PP15 Total _ Status
Regular Members

Record Keeping

Meeting Minutes
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Secretary’s Responsibilities

Correspondence

* Branch malil

* Officer information & updates
« Officer Profiles for receiving NAPS HQ info

* Member Change-of-Address

* To receive The Postal Supervisor

* Letters/emails to NAPS HQ

* Member Issues (DCO Status)
* Invitations to events
 Changes in branch dues
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Secretary’s Responsibilities

Membership Rolls

Total _ Status

Correspondence

Record Keeping

Meeting Minutes

National Association of Postal Supervisors
o




Secretary’s Responsibilities

Record Keeping

» Keep records up-to-date & legible
 Update Branch Constitution & Bylaws
» Make files and organize
» Keep centrally located L E
» Backup computer r E\\\\
* Turn records over to new officers

* Consult lawyer and/or CPA when needed
 Record retention - Don’t hoard

S
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Secretary’s Responsibilities

Membership Rolls

Total _ Status

Correspondence

Record Keeping

Meeting Minutes

National Association of Postal Supervisors
o




Secretary’s Responsibilities
Meeting Minutes

« Summary of what happened

Reflects branch’s decisions
Discussion and decisions reported
Not every comment is quoted
Motions and votes recorded
Committee & other reports covered
Stop meeting for clarification

Keep a file / backup from computer
Publish in newsletter or send to members (optional)
Read/copies at next branch meeting
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What does a NAPS Secretary do?

Officers Training Manual (OTM)

Secretary's Responsibilities

3.1.
3.2.
3.3.
3.4.
3.5.
3.6.
3.7.
3.8.
3.9.

Definition of a Secretary

Dues Check-Off Print-Out (DCO)
Communicating with NAPS Headquarters
Record Keeping

Meeting Minutes

Branch Newsletters and Web Sites
Merging Branches

The Postal Supervisor Distribution
Invitations to NAPS Headquarters




Secretary’s Responsibilities

- Branch Newsletters and Web Sites

* Includes Branch meeting minutes
» Local officer contact information

« Meeting notices @

- Merging Branches 6%)/\)\“{\
(Article 1V, Section 2) fj/@%\
« Format a petition C~T
« Majority 50%-+1 sign petition to merge
 Accepted by gaining branch
* Notify members and NAPS HQ of results

 Automatic dues adjustment by NAPS HQ
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Secretary’s Responsibilities

 The Postal Supervisor magazine

» Keep members’ mailing list updated
* Asterisk (*) on DCO report “bad address” of member
* Notify NAPS HQ of member address changes

e Invitations to NAPS Headquarters

 Send at least 2 months in advance — sooner if possible

* Provide details of NAPS event (who, What, Why, When and Where)
* No charge for Resident Officers to attend

* Indicate if requesting a particular Resident Officer
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Secretary’s Responsibilities

Review NAPS

Officer Training Manual (OTM) Chapter 3

Revised .lantiarv 20272

3. Secretary's ReSponSIbIlIties .........eeeereeeeeeresrsrrsssssssssssssssssessssssssssssssssssssssssssssssses 13
3.1. Definition Of @ SECTETAIT .....eeiiieeiieiiie ettt et et e e e e 13
3.2. Dues Checkoff Print-Out (DCO).....uuiiiciiiieieieee ettt 13

3.2.1. MemDBerShIP.....coiiiieeceeee e e e e 14
3.2.2. Active and AsSOCIate MEMDETS........oouiiiiiiiiiiiiieee et 14
3.2.3. HONOTArY MEIMDETS ....coiicuiieiiiiieiciiis ettt e e e e e sna e e e b e e e e 19
3.3. Communicating with NAPS Headquarters ..........ccccoeriieiiiiiiireie e 19
3.3.1. Branch Officer Information..........ccccooceiiiiiiiiiiiiii e 19
3.3.2. Member Change of Address FOIm ..........cccooiiiiiiiiiie e 20
3.3.3. COrTeSPONAEIICE ...eeeeuiiiieiiieeeiitee et ettt e et e e e e e s e e s e e e e et a e e e e e e e e snseesnaeeesnseeaennns 20
3.4, RECOTA KEOPING ... uiiiiieiii ittt ettt e e ae e s e e e e ne e e et e e aesnaeessbneeens 20
3.4.1. Suggested Schedule for Retaining Branch Records..........cccoooiiiiiiiiiiiie, 21
3.5. MEEUING MINULES ....eiiiieiiiiiiiieeetie et et e et e e e e e e s eia e e e st e e e e eae e s e sareesneeeenbeeeenneesssneaens 21
3.6. Branch Newsletters and Web Sites .........ooooiiiiiiiiiiiie e 23
3.7. Merging BranChEs .....ocuuiiiiiie ettt e e e s aeeens 23
3.8 The Postal Supervisor DIStIIDULION .......c.eeiiiiiieieiiiis st e e e e s sae e 24

3.9. Invitations to National Officers and NAPS Headquarters..............cccveveeveieeeiciieeciiee e, 24



Thank You!
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