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SECURITY
for

Window Clerks
This report’s objective is to assist both clerks and
shop stewards in

• preventing losses of accountable items;

• shortages in stamp credits; and
• in prosecuting grievances for letters of demand.

I n the past, we have had tremendous success in overturning letters of demandbased upon the Postal Service’s failure to comply with the due processrequirements contained in the Employee and Labor Relations Manual and the
F-i Handbook (See Kehlert Report #6), Letters of Demand, Due Process and
Procedural Adherence.) Now however, as management reduces its violations
of those due process mandates, we must utilize other strategies in order to
address and successfully process grievances for shortages and the inevitable
letters of demand which follow.

To do this, we again turn to management’s own authored Handbooks and
Manuals under Article 19 of the Collective Bargaining Agreement. In particular,
the Post Office Accounting Procedures, F-I Handbook, contains the controlling
provisions we will focus on in this report.

The F-i Handbook - the chief majority source for security regulations, strategic
CBA language and security provisions found in the Administrative Support
Manual (ASM), will be used to support the Union’s arguments that management
violated Article 28. Section 1 .A:

Section1. Shortagesin fixed credits

Employeeswho are assignedfixed creditsor vending credits shall be
strictly accountablefor theamount ofthecredit. If anyshortageoccurs,
the employeeshall befinancially liable unless the employeeexercises
reasonablecare in the performanceof his duties. In this re~rard,the
Employera~areesto:

A. Continue to provideadequatesecurity for all employeesresponsible
for postalfunds. (Underscoringadded)

SECURITYFOR WINDOWCLERKS
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1. PROTECTION OF ACCOUNTABLE POSTAL ITEMS
AGAINST LOSS

15 ProtectingAccountablePapersand/orItems

151 AccountablePaperSecurity

151.1 PostmasterandStationor Branch Manager

1> Ensurethatprotectiveequipmentis usedfor maximum
securityat all locations. Observethefollowingpriorities
ofprotection.

Priority Item

These provisions require that Postmasters must make sure the equipment used
to protect Stamp Stock, Money Orders, Federal Food Coupons, Monies,

.

.

.

1

2

3

Postagefunds(seesection37).

Postagestamps,aerogrammes,international reply
coupons,migratory-birdhunting andconservation
stamps(bird stamps),philatelic, andblank moneyorder
forn~

Stampedenvelopesandpostalcards,moneyorder
imprinters, nonsalablestampstock, andnonpostal
items.

2> Ensurethatthe descendinglevelsofsecurityin your
installation arefoiowed

Level Equipment
1

2

3

4

5

Burglar-resistantchestsin fireproofsafrs or security
containerslocatedin walk-in vaults.

USFSstandardvaultsorsecuritycontainers.

Securitychestsor burglar-resistantchestportion of
fireproofsafrs.

Fireproofsafesor vaultsnot built to USFSstandards.

Lockablemetalcabinetsandfile drawers.

SECURITYFOR WIND0WCLERKS
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• equipment available. Management must examine all such protective security
equipment for defects in design and/or construction, wear and tear or damage. If
any or all of those security inadequacies exist, the equipment must not be used
or, if it is already in use, it must be replaced.

However, the F-i Handbook under Part 151.1-4> also requires supervisors to
examine the security equipment which protects employee stamp credits, monies
and accountables. The provisions requires that they:

15L1 -4> Examineall equipmentassignedto anemployeeusedtoprotect
stockoffunds to ensurepropersaftkeeping.

Additionally, part 151.3 requires employees to notify Postal Managers in writing,

whenever equipment does not function properly in providing proper security.

151.3 All EmployeesHandlingAccountablePaper

>> Maintain accountableitemsin thesecurityequipmentand
advisemanagementin writing ofequz~mentinadequacyor
malfunction.

Part 426.2 - 1> of the F-i Handbook states specifically what must be done with

Stamp Credits upon an employees completion of tour:

426.2 ProtectingStampCredits

_______ 1> Placestampcreditsin a locked
containerandstorein a security
container,safr, or vaidtfollowing an
employee’stour ofduty.

If Management does not adhere to the regulations
regarding protection of Accountable Items and its
responsibility for proper security, the individual
employee must either file an APWU Security
Form and/or consult with a shop steward for filing
a grievance. If we fail to raise, in writing , a
security deficiency that exists, we will greatly

___________________ reduce our changes of using that defense
successfully throughout the grievance procedure
and at arbitration when letters of demand are at
issue. We also run the risk of suffering losses of

________________________ accountables and shortages in stamp credits
because of unaddressed security problems.

APWU Security Form
Addendum #3

wo.*_. ~
AFL.OO _____________

~ ~ ..~... ~

—-
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II. KEYS, LOCKS AND SAFE COMBINATIONS

A. Keys,Locks,DuplicateKeysandDuplicateKey Envelopes

One of the security issues which continually comes to
light is the failure of Postal Management to properly
administer the assignment of keys, locks and safe
combinations to clerks who are assigned Stamp Credits.
The F-i Handbook contains specific regulations which
mandate Management to administer strict security
procedures concerning keys, locks and combinations.
The general principle begins with part 426.2 -2>

2> Do not allowany employee,supervisor,orpostmasterto
haveaccessto thestampcreditofanotheremployee.

Obviously, if an employee, supervisor, or postmaster has the key to a clerk’s
locked security container, metal cabinet, file drawer, chest or window counter
drawer then that individual has access to the stamp credit of the clerk. No such
individual can be permitted to have such access at any time!

426.2

7> Wheneveran employeerelinquishescontrolofan assigned
stampcreditfor any reason,changethelockson the
employee’sstampandcashdrawers.

Often, clerks are assigned stamp credits and locks are not changed. This is a
clear and basic violation of Management’s’ security requirement. However, even
if the locks are changed, there can exist serious security breaches if the
integrity and sanctity of the “new” locks and keys was not maintained. In
many cases, the “neW’ lock and two numbered keys are shipped to individual
Post Offices in small, unsealed cardboard boxes. These boxes contain the lock
and keys in either an unsealed, plastic bag or wrapped in tissue-type paper.
Because the lock and keys are not in a sealed container and/or bag,
management personnel and other employees have access to them prior to their
installation. This prevents strict integrity and sanctity of the lock and keys and
gives potential access to stamp credits once installation occurs. In other
instances, locks and keys, prior to installation are stored in unsecure areas of
the Post Office.

426.2

SECURITYFOR WINDOWCLERKS
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If a clerk does not witness the opening of a sealed container and/or bag when
new keys and locks are issued, a security form and/or grievance must be filed. If
management locks and keys unsecured, they must also be filed.

Following the installation of a “secure” lock, the F-i handbook contains
extensive regulation regarding the security of the duplicate key to the lock
issued to the clerk. Those requirements are as follows:

372 SecuringCombinationsandKeys

372.1 UsingForm 3977, DuplicateKeyEnvelope

1> Completea separateForm 3977envelopeto protecteach
safeor vault combinationandduplicatekeysto inner doors
ofeachwalk-in vault

2> Ensure that eachresponsibleemployeeanda witnessto the
enclosureof thecombinationor keyssignstheenvelope.
Postmarkasinstructedon theform.

3> Each time a lockor combination is changed,preparea new
Form 3977andsubmitit to the custodianoftheForm 3977
it replaces. Thecustodianmustdisposeofthereplaced
Form 3977.

4> Do not perforate or alter the Form 3977 in any way while it is
sealea~If evidenceoftamperingwith theenvelopesnoted
oralleged,notify the local inspectorin charge.

5> When it is necessaryto opena duplicatekeyenvelope,cut it
alongone endleaving thesignatureandpostmarksintact
Theemployeeopeningthe Form 3977anda witnessmust
sign anddateit Retainthe openedenvelopeasinstructed
on Form 3977.

Note: Maintain a separateForm 3977for IRTpasswordsandfor
creditor debitcardpasswordsfor individual clerks~fthetwo
passwordsaredjfferent. Follow thesameproceduresoutlinedin
steps2-5above. Keeptheform in a safeplace.

SECURITYFORWINDOWCLERKS
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such a circumstance and ensure integrity of the audit, again through the use of
PS Form 3977 Duplicate Key Envelope:

426.2

3> Grant an employeetheopportunityto bepresentwhenever
his or herfinancial accountabilityis inventoriedor audit&L If
theemployeeis not available,a witnessoftheemployee’s
choicemustbepresent Each employeeassigneda stamp
creditmustfurnish theinstallation headtwonamesofpostal
employees(in order ofprecedence)whom theemployee
choosesto witnessthe audit or inventorywhenhe orsheIc
absent. Enter the namesofthe selectedwitnesseson Form
3977.

4> Selectchosenwitnessesfrom employeeswho workatthe
sameinstallation unite astheselectingemployee.In their
absence,the union stewardmayserveasa witness.

5> If it is necessarytogain accessto a receptacleassignedto
an absentemployee,obtain the keysto the receptacle
following theinstructionsprintedon Form 3977. Makea
witnessedinventorywheneveraccessto an employee’s
accountabilityisgainedin thismanner. Do not reusethe
oldlocks.

6> Preparea newForm 3977andkeeptheold envelopewith
certifiedcountsheets.Seesection372formaintenanceof
Forms 3977.

Should there occur an unauthorized opening of PS Form 3977, duplicate key

envelope, or its loss, then part 372.4 applies.

372.4 Handling Lossor UnauthorizedOpeningofEnvelopes

1> When any Form 3977is discoveredto bemissing,
destroyed,or openedbyan unauthorizedperson,theperson
havingcustodymust immediatelynotify thepersonhaving
jurisdiction overthesafe,vault,or stampcredit. Perform an
examinationofinventory. Changecombinationsor locks,
andpreparea newForm 3977.

2> When a Form 3977is missingorpossiblyopenedasa result
ofburglary or other criminal act, notjfy the local inspectorin
chargeimmediately.

SECURITYFOR WINDOWCLERKS
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B. Safe Combinations

The F-i Handbook contains specific controlling
regulations concerning safe combinations and their
sanctity:

372.5 SettingandChangingCombinations

1> Postthemanufacturer’s
instructionsfor changingthe
combinationon thebackofthe
safeor vaultdoor.

/~

1’ •fl ~

2> Placethekeyfor changingthecombinationin thespecial
containerprovidedor tapeit alongsidetheinstructions.

3> Changecombinationswhen(1) a newor djfferentsafeis
placedin service; (2) apersonknowinga combinationofa
safeor vault is separatedor fransferredto a newposition;or
(3) thecombinationbecomescompromiseddueto the
openingofForm3977in an emergencyor by unauthorized
people.

Failure to changea combinationunderthecircumstancesnotedin
step3 aboveis consideredcontributorynegligencebythe
responsibleemployeejfpropertyLi stolenfrom a safeor vault
withoutforce.

Management, in particular, often fails to change a safe combination when
someone knowing the combination bid out of the position or a manager is
reassigned. Both Safe Combinations and Duplicate Keys must be kept secure
using PS Forms 3977, Duplicate Key Envelope. There are also regulations
governing the custody of the PS Forms 3977:

372.2 Protecting Combinations and Duplicate Keys

372.21 Securing Stations and Branches

>> Holdduplicatekeysto stampcreditsin themainsafeor
vault ofthestationor branchin a compartmentunderthe
exclusivecontrolof themanageror a designated
subordinate.Sendthecombinationsfor themainsafeor
vaultandtheduplicatecompartmentkeysin a sealedForm

SECURITYFORWINDOWCLERKS
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3977via registeredmail to thepostmaster.Storethese
Forms3977in themostsecureplaceundertheexclusive
controlofthepostmasteror designatedsubordinate.

372.22SecuringtheMain Office

>> Hold combinationsfor safesor vaultsat themain officeand
duplicatekeysto innerdoorsofsuchsaftsor vaultsin the
mostsecurevault or safeatthatpostofficein a
compartmentundertheexclusivecontrolofthepostmaster
or designatedsupervisor.Keepcombinationsfor safesor
vaultsat stationsor branchesin thesamecompartment.
Keepthecombinationandtheinner doorkeysofthatvault
orsafein thenextmostsecuresafeor vault in theofficein a
compartmentunderexclusivecontrolofthepostmasteror
designatedsupervisor.

Management is required to make an annual examination of al locks and keys to

ensure individual security is maintained. A record of that exam must be kept:

426.2 Protecting Stamp Credits

8> To saftguardeachclerk’sstampcredit,a unitsupervisor
mustmakean annualexaminationofall locksandkeysin
theunitexceptduplicatekeysonfile in Forms3977. This
ensuresthatindividualclerks’keyswill notopenlocked
drawers,safecompartments,orstampcabinetsofother

employees.Thesupervisorwill keepa recordforfinancial
examinationpurposes.

Management is further required to make a list of all PS Forms 3977 and conduct
an inventory every six months to ensure
each is under control and not opened. A
record of that inventory must be kept:

372.3 KeepingInventoryofSealed
Envelopes

Each person with custody of
Forms 3977 must maintain a
list showing each envelope, the date
received, the source, and the location of the safe or
vault it relates to.

>> At least once each 6 months, physically examine each Form

SECURITYFOR WIND0WCLERKS
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3977to becertain it is onhandandintact. Placea written,
datedandsignedreportofthis inventoryin thefile with the
list.

Should any of the regulations regarding the maintenance or opening of the
Duplicate Key Envelope (PS Form 3977) or maintenance or changing of safe
combinations of maintenance or changing of locks and keys be violated, then
management has not provided adequate security and the appropriate forms
and/or grievances must be processed. Further, if management fails to maintain
and produce the required records of locks, keys and PS Forms 3977, they have
violated the F-i regulations.

III. Newly Constructed Window Counters

In many post offices, management has constructed a new system of counter
drawers these are oversized, heavy, wooden an steel receptacles which remain
as a permanent part of the window area (they are not taken out and placed in a
locked safe compartment). When a clerk works at the window, he/she takes
his/her stamp credit from the safe in a ray or smaller drawer and places it in the
large drawer at the counter. The problem which exists is that the key, which is
used for this large fixed drawer, remains either in the drawer or in the lock when
the drawer is not being utilized. The key is not assigned exclusively to one clerk
because multiple clerks use that drawer’s space at one time or another.

Although the clerk using the drawer takes the key and possesses it for the days
tour of work, the clerk does not have absolute control of that key before and after
the tour nor when other clerks utilize the counter receptacle drawer. Additionally,
when construction is on-going at a new office or when the counter area is
replaced/upgraded, the keys for the new receptacle/drawers are left unsecured.

SECURITYFOR WINDOWCLERKS
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This system clearly and completely
violates the basic principle of security
as previously stated in part 426.2 - 2>
of the F-I Handbook.

It further violates the principles behind
and all regulations regarding the PS
Form 3977 and the maintenance of
locks and keys.

In a National level Step 4 interpretive
decision dated 11/18/92, cases H7C-
1J-C 39410 and H7C-iJ-C 39939,
management in an unusual move,

i authored and communicated a Blind
Carbon Copy (BCC) to Northeast

Regional management regarding the proper utilization of the “Pop-Out Lock”
system (See Addendum # 4):

“The partiesat this levelagreethat requiring employeesto usethesame
compartment without providing each employee a cylinder/lock for the
compartment is in violation of the National Agreement and postal
regulationsregardingkeyaccountability,including theF-i Handbook.

Cylinder/locks should be furnished to each employee having to share a
compartment Thelocksthat areusedon the compartmentdrawersare
designedto beabletopop in andout ofthecompartmentdrawer. Asthe
employee reports to the screenline, the lock should be installed when the
tray is placed into the compartment”

Then on 11/20/95, USPS Management clarified the proper utilization of the “Pop-
Out” cylinder lock system in a Memorandum issued for Postmasters. This letter
can be found as an attachment to this handbook. (See Addendum # 5)

IV. REGISTERED MAIL PROCEDURES

The handling of registered mail must be in a manner which provides for
individual accountability. In many offices, registered mail is handled and stored
in an open area, with no security provided, or is locked into a container or area to
which all employees have access.

.•

Castiand Stamp Draw.r
Lock I.plac.rn.nt

The matenel dis*ribtsiscn centers (MDC.) have
for many years stocked and issued london tumbler
and pin tumbler venious of Item 0933L.Cain and
Stamp DrawerLock.

Improved locks are now available. Installations
must immediately replaceall of thefollowing locks
mopS those installed in the new window work sta.
tions (seine, 7400counwvime)~
- I. MI torsion tumbler locks (09331.). repr.i.

1ev. of date obtained
2. MI pin tumbler locks (09331.) obtained

from the MDC. before 1989
For identiftcauon pwposes. torsion nmsbkrlock

keys are cut on both edges.and pin tumbler lock
keys are cut on one edge and smoothon the other
edge.

The MDC. have new stock of the pin tumbler
version of Item09331.. Oisly pin tuabler locks may
beused on cashand stampdrawers. Officesshould
requisition the required number of replacement
locks from their supponing MDC on Fon,i 7380.
MDC SupplyReqithusm. Theyshould install replace.
ment locks inunediately upon receipt and dispose
ofthe old locks inaccordance with established pro.
cedures. —Adany. Dirhdodmi. and

Tmv40,WSsasDqY.. 4-19-90.

SECURITYFORWINDOWCLERKS
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The provisions governing the handling of registered mail can be found in the DM-
901 handbook. These provisions call for individual accountability and hand to
hand transfer of accountability.

This is especially important with regards to the handling of the nightly registered
deposit which is generally transported to its destination by a Motor Vehicle driver
or Highway Contract Driver (HCR).

§731.2Responsibility
Handle registeredmail sothat individual responsibilitpcan be
fixed, consistentwith instructions in this handbook.

§390Preparingfor Dispatch
Whenregisteredmail is transferredfrom one unit to anotherunit, orfrom one
employeeto anotherwithin a unit (exceptbetweenemployeeswithin a registry
section),the registeredarticlesmustbelistedon a dispatchbill and$k,tedfor
bythe receivingemployee.

§413SecurityofExchange
An arrangementmustbemadeat eachinstallation toprovidea secure
exchangeofregisteredmail betweenmotorvehicleoperatorandtheregistry
sectionon ahand-to-handbasis.

§380Hand-to-HandExchanges
A hand-to-handexchangeis the exchangeofregisteredarticles, numberedseal,
and/orrotary lockedpouchesbetweentwoindividuals. Descriptivelylist these
articlesgivento anotheremployeeon the appropriateform andhavethe
receivingemployeesignthe receipt. Hand-to-handexchangesshouldbemade
whenevervaluablesarebeing transftrredto andfrom the valuablecagesto
deliversections,stationsandbranchesandunits within apostofficeorAirport
Mail facility thatarenot in viewoftheregistrysection.

§251 (Mailing Receipts)General
A receiptwill be issuedfor registeredmail when it Ic accepted. Theform used
for this receiptdependsupon whetherregistrations arefirm or individual
transactions.

§253Form 3806,Receiptfor RegisteredMail
For individual transactions,a receiptwill beissuedfor registeredmail on Form
3806.

Recently, the USPS developed special regulations regarding the handling of the
nightly registered dispatches by Highway Contract Routes and those regulations
can be found as an addendum to this handbook.

SECURITYFOR WINDOWCLERKS
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.
V. OFFICE SECURITY

The Administrative Support Manual Section 273,
contains the provisions regarding security
requirements for doors, building keys, security
containers, safes and vaults.

273.44 PostalServiceLocks

273.441 Exterior

All exterior doors must be equippedwith a deadboltlock A
Series86 FS lock is requiredfor employeeentranceand single
(exterior) doors. The deadbolt is operatedby key (from the
outside)and byturning the leverfrom inside. When deadboltis
extended, turning the inside lever retracts both latch bolt and
deadboltsimultaneously.

273.442 ElectronicStrike

If a Series86F-typelockwith apermanentrigid outsideknob is
installed, an electronic strike may be providedfor employee
accessduring the normal business day. The strike may be
operatedby an interior releasebutton or exterior, electronic
cipher keypad The deadboltportion of the lock is activatedto
prevent employee access after hours. Install these locks
following standardsestablishedby the OccupationalSafrty and
Heath Administration (OSHA) 1910.36and the National Fire
ProtectionAssociation (NFPA) L~fesafrty Code (LSC) Section
5-2.1.2.1.1981edition. No combination of locking mechaAisms
may impede the orderly exit of people in the event of an
emergency,evenin completedarkness.

273.45 PostalServiceKeysandAccessControlCards

273.451 PostalEmployees

Personnel are issuedonly such keys as their duties require.
Accountableentrancelock keys are furnished only to those
postalemployeeswho arerequiredto openthe officein the

SECURITYFOR WIND0WCLERKS



--13--

morningor closeit at night Managementreviewsemployeekey
requirementssemiannually.

273.452 Nonpostal Occupants

Nonpostal occupantsmay be furnished keys to the entrance
doors of their offices when necessary. They may not be

furnishedkeys that allow accessto the workroom areas. Other
typesofbuilding keysmaybefurnished to nonpostaloccupants,
providing thereis an official need

273.453 Contractors

Keysmay befurnished to highway contractorsfor exchangeof
mail in lobbies, vestibules,or lockers ofpostofficeswhen those
offices are not open. These keys must not permit accessto
workroomareas.

273.46 KeyAccountability

273.461 Inventory

Postmastersmust keep an accurate inventory including serial
numberandbrandnameof lock, total numberofkeysavailable,
location of lock by door and/or room number, how and when
disposedof) of all building keys and signed receiptsfor all
assigned keys. Signedreceiptsare obtainedusing Form 1628,
Individual KeyRecord,whenkeysareassigned

273.462 Return ofKeys

When an employee’sduties not longer require the use of an
assignedkeyor the employeeleavestheservice,the keymust be
returned immediately. The date of return is then enteredon
Form 1628 as the releaseof accountability. If keys usedto
operateexterior doors to thefacility or not returned, the locks
mustbe replacedor rekeyed

273.463 UnassignedKeys

Storeall unassignedkeysin a secureplace,accessibleonly to the
postmasteror designatedalternate.

SECURITYFOR WINDOWCLERKS
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173.464 KeySurvey

Conducta semiannualphysicalsurveyofall building keys. Pay
particular attention to master keys, exterior entrancekeys,and
specialkeyssuchasthosefor stamped envelope rooms, employee

record rooms.

273.47 ReportingLostor StolenKeysorAccessControlCards

273.471 Procedures

Immediately report a lost or stolen keyor accesscontrol card to
the inspector in charge. Describe in detail the key or access
control card, case,or keychain. If the keyis lost to an outside
door, immediately exchangethe lock cylinder on the entrance
door with one from the interior of the building that is not
operablebythebuilding masterkey.

273.48 MasterKeys

Only postmasters,installation heads, or their designeesmay
carry a master key. At installations having a PostalService
securityforce,oneor moremasterkeysareissuedtot theranking
postalpolicesupervisorfor useby employees only during their
toursofduty andmaynot becarriedfrom the building. No other
occupants of the building are issuedmasterkeys, and any such
keys in the possessionof other occupants must be recalled.
Master keying is not permitted for locks opening stamped
envelope rooms or other locations requiring individual
accountabilityofcontents.

273.5 SecurityContainers,Safes,and Vaults

273.51 SecurityContainersandSafeEquipment

273.511 General

Securitycontainers(items 293 through 299)arefurnishedtopost
offices in CAGsA through K and their stationsand branchesor
cash, stamp stock, money orders, food stamps, and other valuable
items. Other postal units, including CAG L post offices in
quarters furnished by the federal government where the
postmasterdoesnot receivean automatic15%ofsalaryfor heat,
light, andequipment,arefurnishedsurplusfireproofsafesor

SECURITYFORWIND0WCLERKS
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similar appropriatestorageequipmentconsistentwith available
supplies.

273.512 Description

Requisitioneditems 293 through 299 shouldprovide space,jf
possible,for regular windowclerksusingstandardcashdrawers
(items216, 217, 218, or 219), unless cash and stamp drawer
cabinets(items220 or 221) are locatedin a vault Otherwise,
window clerks shoulduse the cash box (item 0 - 911) or be

furnished a separate locked compartment in the security
container.

273.513 Exception

When the value of office accountabilityand registeredmail
regularly exceeds$25, 000 and security containers,fireproof
safts, or vaultsare notprovidedfor overnightstorage, contact
theinspectorin charge.

273.52 VaultEqu:pment

273.521 Criteriafor Use

Using vaults in a place of securitycontainersmustbeconsidered
basedon the volumeof securitystorage needed at the facility.
Generally,facilities with five or moreservicecounterpositions
requiringbulkstorageofaccountableitemsrequirea vault.

273.522 Newor ReplacementVault doors

Vaults built to Postal ServiceStandardl3-80-1provide better
protectionthanothersafrkeepingequipment.GSAClass5 vault
doors are provided for newly constructed vaults or as
replacementsfor deftctiveor damagedvault doors.

273.523 Modular Vaults

Modular vaults meeting the UL Standard608 maybe substituted
for vaults built to other Postal Service standards. Authorized
vaultsmustmeetclassMlevelofsecurity.

SECURITYFORWINDOWCLERKS
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273.524 CashDrawers

For storing cashdrawersin a vault, useitems220 and/or 221
unlessspaceis availablein securitycontainerslocatedwithin the
vault

273.525 Exception

For storing cash, postagestamps, money orders, and food
couponsin vaults not meetingspecificationsof 273.522and
273.523,usesecuritycontainers,chestsorfireproofsafts inside
the vault to the extentequipmentis availableand interior space
ofvault is sufficient Items222and/or223 maybeusedin vaults
meeting273.522and273.523.

273.526 MagneticMedia

diskettes,useceru)~eddatastoragevaults.

.. S
These security provisions are some of the most important security issues for
shop stewards and clerks to be concerned about. They will provide a solid
nucleus from which to investigate and build a winning case. Remember, raise
security concerns in writing as you become aware of them. Don’t wait until a
shortage occurs or a letter of demand is issued.

In grieving letters of demand where poor financial practices and security
breaches exist which the window clerks have not addressed in writing, you can
cite the letter on this issue from Frank X. Jacquette, Ill, Acting General Manager
USPS - Washington DC to Tom Neill, Director of Industrial Relations, APWU,
which states (See Addendum #9):

“With regard to the matter of managersclaiming immunity from
responsibilityin the eventthat an employeefails to provide a written
notice, it is not thepositionof thePostalServicethat suchimmunityis
grantedon thatfact alone. Whilesuchfailure surely castsa cloudover
theissueofwhethermanagementwasawareofthe allegedproblem,the
lack of a written noticedoesnot, necessarity,maketheissuemoot”

The rule to go by though is, if you know of a security violation, raise it in writing
immediately. Your chances of successfully defending a demand in arbitration
are greatly enhanced by doing so.

SECURITYFORWINDOWCLERKS
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The following are examples of arbitral reference addressing security issues:

ARBITRATOR SPILKER,CASENUMBER9000128,PITTSBURGH,PA

“The essence of this grievance is that thePostalServiceimproperly
chargedtheGrievantswith shortagesin theirfixedcredits,sinceit
failed toprovideadequatesecurityforprotectionoftheseaccount-
ables. Examinationof theevidencepresentedbyboth Partiesin
this caseleadsto theconclusionthatManagementat theGreentree
Stationwaslax with respectto certainelementsofsecurityrequired
by theAgreementandtheELM.

First, it is clear thatthecounterlineat theGreentreeStationcon-
stituteda recurringproblemovera numberofyears. The Union
introducedwork orders (UnionExhibit-) datingbackasfar as 1985
which indicated that the counter drawers were loose, out of align-
ment,or hadbrokenlocks. A numberof thework ordersstate
that thedrawerscannotbe locked,andtheorderdatedJune15,
1989 specifically states “insecure stock - EMERGENCY.” Union
witnesses testified to conditions described as “exploding”
drawers,drawers that would not lockproperly andkeysbreaking
offin locks. Indeed,themostrecentworkorder,datedAugust15,
1989, after the date of the audits, requested work to “replacewin-
dow counterlines,dueto non-repairablecondition.” Thecontents
of theseworkordersclearly contradictManagement’scontention
thatsecuritywasadequateat thecounterline.

Second,ThepostalServicewaslax infailing to “ensurethatequip-
menton handis usedto providethebestsecurityandthatthe
priorities ofprotection are observed,” as required bySection141.1
of theELM Theevidenceon recordestablishedthatthestand
where the Grievantskept their cashdrawersduring thenightwas
not secure. Grievant Vivadio testified without contradiction that
thereweregapsbetweenthedrawersandtheslots in thestand
which prevented the drawers from beinglockedin place,and
that these gaps were covered by strips of sheet metal nailed in

placeby oneoftheSupervisors.Moreover,thestandwasnotlocked
in theemployee’ssaftbutwasstandingin thevault, which was
openedearly in themorningbeforethestartof theGrievants’shifts
and prior to the arrival of the Main Stock Custodian. The vault was
accessibleby anynumber ofemployeesfromtheworkfloor, aswell
as the window clerks, and it is clear thattheopportunityexistedfor
employees other than the Grievants to have access to their stock

SECURITYFOR WINDOWCLERKS
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A third areawhereManagementfailed toprovideadequatesecurity
for the Grievants’stockconsistedoffailure to changethelockson
thestampandcashdrawerswhenan employeerelinquishedcontrol
ofhis or herstock,andto implementayearlyexaminationofall keys
to makesurethattheywouldnotopenlockeddrawers,saftcom-
partments,or stampcabinetsofotheremployees.Failure to
implement these procedures clearly violated Section 433.27 of the
ELM. (F-i)”

ARBITRATORLEVIN. CASENUMBERN4C-IN-C23512,MORRISTOWNNJ

“TheArbitrator conductedan examinationof thedrawersin whichthe
grievant’saccountableswerestored It wasshownthattwo ofthe
drawerscouldeasilybeforcedopenwithouttheuseofkeys. It is
reasonableto assumethattheseconditionsexistedat thetimeofthe
shortage. ThePostal Service did not present anyevidenceto show
that thecondition ofthedrawersat thetimeoftheshortagewerein
a securecondition.

TheArbitratorfinds thatsomeofthedrawers,andparticularly the
oneassignedto thegrievant,wereandarelessthansecure,and
becauseof that, theLetterofDemandwasin violationofthe
NationalAgreementAccordingly,theLetterofDemandshallbe
rescindedandthegrievantmadewhole.”

ARBITRATORGERMANO,CASENUMBERN7C-IP-C30036,ELIZABETH NJ

“During thearbitration hearingthisArbitratoraccompaniedthe
Partieswhilean on-siteexaminationofthedrawersin whichthe
Grievant’saccountableshadbeenstoredwasconductedIt was
shownthata numberof thedrawerscouldeasilybeopenedwith-
oututilizing a key. Thiswasaccomplishedbya Supervisorwho
first “locked” the drawerthenyankedit openbypulling once in
a quickmoderatebutforcefulmotion.

ANALYSISOFTHISCASE

Therewasno evidencepresentedwhich wouldsuggestthat the
Grievantfailed to exercisereasonablecare in theperformanceof
his duties. It is, however,reasonableto assumethatthedrawers
whichopenedeasilyin viewofthisArbitrator, despitetheirfirst
being“locked’ç werein similar conditionduring thetimeperiod
relatedto theshortagechargedto theGrievant Therewasno
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evidence to showotherwise. Whilethefact thatcertainkeys
openedmorethanonelock is notasdirectlyrelatedto the
specific shortage involvedin theinstantgrievance,it is a
factorwhichcontributesto theconclusionthatthePostalSer-
vice in this casehasfailed toprovideadequatesecurityfor all
employeesresponsibleforpostalfundsat thisfacility andis
thereforein violationofArticle28 oftheNationalAgreement
asallegedbytheUnion.”

ARBITRATORCONDON.CASENUMBERSE7C-2B-C3447. E7C-2B-C5540,
AND E7C-2B-C5541.MAPLESHADE NJ

“Prior to thehearing, all concerned were invited to a confrrence room
wherea televisionwassetup. Videotapewasshownofthescreen
line areaandthedrawerswhereWindowaerkskeeptheirstamps
andmoneywhile workingthewindow. It wasreportedthatthevideo
tapehadbeenmadebyDavidAtkinson,APWUShopStewardofthe
MapleShadePostOffice. li wasclearly demonstratedthatwith a
simplemaneuver,thedrawerscouldbeopenedandclosedin a mat-
ter ofseconds.It is theUnion’sclaimthattheability to openand
closethedrawersin a briefamountoftimeenabledsomeoneother
thanthe Windowaerkstopilfrr theirdrawers. Thedemonstration
on thevideotapeindicatedto theArbitrator thatthatpossibilitymost
assuredlydoesexist

Aspart of theUnion’sargument,Exhibit U2 wassubmittedasevi-
dence. Thedocumentis a WorkSheetRecorddatedJanuary12,
1988. Undertheitementitled “Screenlinecashdrawerscanbe
openedwhenlockedby otheremployees.Thiscausesa security
problem.” TheWorkRecordSheetwassignedbyMr. JohnJ.
Sauro,Postmaster.Thatactionindicatesto theArbitrator that
managementwasin agreementthata securityproblemdid exist
at thetimeoftheauditsandcorrespondingshortages.

Takingall thetestimonyandevidenceoffrred in regardto this
matter, it is theopinionof theArbitrator thatmanagementdid
fail tofulfill its obligation toprovideadequatesecurityat thescreen
line area. For thatreason,I amissuingthefollowing:

A WAR!)

The grievances are sustained in all three (3) cases. TheLettersof
Demandareto bewithdrawnfrom thegrievants’ records.”
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ARBITRATORHOWARD.CASENUMBERE7C-2B-C20972.CLEMENTON NJ

“Moreover, InspectorCooperfounda numberoflapsesin security
at thefacility. A varietyofemployeeshadunquestionedaccessto
thevault, therewasno individualaccountabilitywith thetransferof
theregisteredmailfromtheregistrysectionto thevault, andthere
wasno individualresponsibilitywhile theregisteredmail wasin the
vault Managementhastheresponsibilityfor beingawareofany
suchproceduresorpracticeswhichhaveevolvedin conflictwith
propersecurity. Thefailureof thegrievantto sign offregistered
mail to either theboxclerkor the WindowServiceTechniciancan-
not besaidto havecausedtheloss,butmerelyidentifiedhereas
thelastpersonwith custodyovertheregisteredmaiL Thecon-
clusionis inescapablethatgiventheexistingsecurityprocedures
andpracticeshertransferofcustodyto anotheremployeewould
simplyhaveproduceda differentgrievant

For theabovereasons,it cannotbesaidthatthegrievantfailedto
exercisereasonablecare, andtheLetterofDemandwasalso im-
properon themerits.”

..1~..... . S
As is noted in several of the decisions, work orders are extremely valuable when
challenging security conditions. They must be included in grievance files if
Management requested repairs.

I want to thank Jim Scanna, Area Vice-President of the Long Island Area Local
American Postal Workers Union, for his contribution of information regarding the
transport of locks and keys.

S
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142 Post Office Accounting Procedures

142 Demanding Payment for Losses
All employees must receive written notice of any money demand for any
reason.

>> The postmaster or designee must sign aletter of demand, which does
the following:
• Notifies the employee of a USPS determination of the existence.

nature, and amount of the debt.

• Specifies the options available to the employee to (1) repay the
debt or (2) appeal the USPS determination of the debt orthe
proposed method for repaying.

Regulationsdetailing the rights of nonbargaining unit employees and the
collection and appeal requirements that applyare in Employee andLabor
Relations Manual(ELM) 450. Requirementsfor collecting debts from
bargaining unit employees are in ELM 460 and the applicable collective
bargaining agreement.

15 ProtectingAccountablePapersand/orItems

151 AccountablePaperSecurity

isi.i PostmasterandStationor BranchManager
1> Ensure that protective equipment is used for maximum security at all

locations. Observe the following priorities of protection.

Priority Item
1 Postal funds (see section 37).
2 Postage stamps, aerogrammes, international reply

Coupons. migratory..bird hunting and conservation stamps
(bird stamps), philatelic, and blank money order forms.

3 Stamped envelopes and postal cards, money order
imprinters, nonsalable stamp stock, and nonpostal items.

2> Ensure that the descending levels of security inyour installation are
followed.

Level ~Equipment
1 Burglar-resistant chests in fireproof safes or security

containers located in walk-in vaults.
2 liSPS standard vaults or security containers.
3 Security chests or burglar-resistant chest portion of

fireproof safes.
4 Fireproof safes or vaults not built to USPS standards.
5 Lockable metal cabinets and file drawers.

Handbook F-i
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General Information 152.1

3> Order equipment according to the criteria in Handbook AS-701, Supply
Management,Chapter a *

4> Examine all equipment assigned to an employee used to protect stock
or funds to ensure propersafekeeping.

5> Ensure that all accountable paper received into and dispensed from the
main stock/unit reserve iscontrolled. The responsibility for the main
stock/unit reserve may be assigned only to a supervisory employee
having no access to the cashbook. If this procedure is impractical.
maintain the stock personally.

151.2 Postmaster orSupervisor
>> Ensure that combinations and locks are uncompromised and changed

whenever the equipment or employee is reassigned (see section 372).

151.3 All EmployeesHandlingAccountablePaper
>> Maintain accountable items in the security equipment and advise

management in writing of equipment inadequacy or malfunction.

151.4 Postal Funds

151.41 Keeping Custody

Postal funds (a) must be kept safely without loaning, using, depositing in an
unauthorized bank, or exchanging for other funds; (li) must be kept separate
from personal funds.

>> Keep postal funds inaccessible to the public and concealed from view.
Make necessary arrangements for advance deposits, in addition to
regular deposits, when funds in excess of normal operating needs
accumulate early in the day. When fundsare not continuously
observed, keep them in locked receptacles.

151.42 Making Deposits
Postmasters must ensure that all postal funds, except the authorized cash
portion of stamp credits and cash reserves, are deposited in the prescribed
official bank account.

isi.~ Making Withdrawals
Postmasters must not withdraw funds oncedeposited. Funds in the official

bank account are transferred by Corporate Treasury.

152 ControllingAccountableReceipts

152.1 Defining
The receipt forms listed in the table below are controlled items. Do not
reproduce locally.

November 1996
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362.2 Post Office Accounting Procedures

The postmaster or installation head or designee should sign the Form
1902 and enter the appropriate title. The triplicate copy should be filed
and the original and duplicate sent to the following address:

AUN PAYROLL PROCESSING BRANCH
MINNEAPOLIS ACCOUNTING SERVICE CENTER
1 FEDERAL DRIVE
FT SNEWNG MN 55111-9612
The amounts held in AIC 814 should be removed and entered in AIC
636 on the same date the Form 1902 is submitted.
The individual Form 1902 amounts that equal the amount in AIC 636 in
the remarks section should be listed on the reverse of the SOA.
If the postmaster or installation head or designee approves a lesser
percentage oramount for payroll deduction (see item a above), a copy
of the approval to the Form 1902 should be attached in triplicate.

• The Minneapolis Accounting Service Center (MNASC) completes Form
1903, Invoiceand Statement, and sends it to the originating installation.
Upon receipt, the postmaster or installationhead or designee prepares
Form 3239, Payroll DeductionAuthorizationtoUquidatePostalService
Indebtedness,in triplicate. The invoice number from Form 1903 is
entered on Form 3239 before the original Form 3239 is submitted to the
distributed data entry arid distributed reporting (DDEIDR) system site.
The duplicate is submitted to the appropriate personnel office and the
triplicate sent to the employee.

362.2 Involuntary Deductions
Involuntary payroll deductions to liquidate a postal debt may not exceed 15
percent of an employee’s disposable pay during any one pay period.

• To implement involuntary payroll deductions, Form 3239 should be
completed and distributed as described in section 362.1.

• A copy of the letter of demand should be sent with Forms 3239 for all
involuntary payroll deduction actions.

37 ProtectingPostalFunds

371 OvernightStorageWhenClosed

371.1 ProtectingFundsin anOffice With Vault, Security
Container, orSafe
>> Lock funds in vaults, security containers, or safes with full combination

locks on outer doors. Put postal funds in thevault orother place
providing thebest security. Put security containers and safes inside the
vault to the extent space is available.

76 Handbook F-I
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S
Managing Postal Funds 372.1

371.2 Using Lights Over Safe or Vault
>> At night when the office is unoccupied, leave enough light burning to *

sufficiently light the vault door or safe area only if the vault door or safe
is visible to the public and if the local patrolling law enforcement agency
requests it.

371.3 Protecting Funds in an Office Without Safe, Security
Container, or Vault
>> Lock funds in strong drawers orother fixed receptacles equipped witita

lock. Do not leave funds in removable tin or iron boxes having locks or
in cash drawers with finger combination locks.

371.4 Securing Funds in an Office Without Protection
>> II you do not have a vault, safe, or fixed receptacle, remove funds to a

safer placewhen office is closed. The funds may be placed in a safe
deposit box in a bank or in a safe owned by a private party, provided
there is no expense and the postmaster can maintain individual control
over the funds. At no time should a postmaster transport funds for
off-site storage if doing so would pose a threat to personal safety.

371.5 Securing Doors, Windows, and Wickets
>> Keep all doors and windows of the office locked. In offices where the

lobby remains open when no one is on duty, all doors, windows, and
wickets connecting the lobby with the working portion of the office must
be locked. All exterior doorsand doors with access to theworkroom
floor must be equipped with deadbolt locks. Lobbies must not remain
open whenno one is on duty unless the screenline extends to a
permanent ceiling and police protection is adequate.

372 SecuringCombinationsandKeys

372.1 UsingForm 3977, Duplicate Key Envelope
1> Complete a separate Form 3977 envelope to protect each safe or vault

combination and duplicate keys to inner doors of each walk-in vault.

2> Ensure that each responsible employee and a witness to the enclosure
of the combination or keys signs the envelope. Postmark as instructed
on the form.

3> Each time a lock or combination is changed, prepare a new Form 3977
and submit it to thecustodian of the Form 3977 it replaces. The
custodian must dispose ofthe replaced Form 3977.

4> Do notperforate oralter the Form 3977 in any way while it is sealed. If
evidence of tampering with the envelope is noted or alleged, notify the
local inspector in charge.

5> When it is necessary to open a duplicate key envelope, cut it along one
end leaving the signature and postmarks intact. The employee opening

November 1996 77
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372.2 Post Office Accounting Procedures

the From 3977 and a witness must sign and date it. Retain the opened
è.nvetope as instructed on Form 3977. -

Note: Maintain a separate Form 3977 for fRI passwords and for credit
or debit card passwords for individual clerks if the two passwords are

different. Follow the same procedures outlined in steps 2—5 above. Keep
the form in a safe place.

3722 Protecting Combinations and Duplicate Keys

372.21 Securing Stations and Branches
>> Hold duplicate keys to stampcredits in the main safe or vault of the

station or branch in acompartment under the exclusive control of the
manager or a designatedsubordinate. Send the combinations for the
main safe or vault and the duplicate compartment keys in a sealed
Form 3977 via registered mail to the postmaster. Store these Forms
3977 in the most secure place underthe exclusive control of the
postmaster ordesignated subordinate.

372.22 Securing the Main Office *

>> Hold combinations for safes or vaults at the main office and duplicate
keys to inner doors of such safes orvaults in the most secure vault or
safe at that post office in a compartment under exclusive control of the
postmaster or designated supervisor. Keepcombinations for safes or
vaults at stations or branches in the same compartment. Keep the
combination and the inner door keys of that vault or safe in the next
most secure safe or vault in the office in a compartment under
exclusive control of the postmaster or designated supervisor.

372.3 Keeping InventoryofSeated Envelopes

Each person with custody of Forms 3977 must maintain a list showing each
envelope, the date received, the sàurce, and the location of the safe or vault
it relates to.

>> At least once each 6 months, physically examine each Form 3977 to be
certain it ison hand and intact. Place a written, dated, and signed
report of this inventory in the file with the list.

372.4 Handling Loss or Unauthorized Opening of Envelopes
1> When any Form 3977 isdiscovered to be missing, destroyed, or

opened by an unauthorized person, the person having custody must
immediately notify the person having jurisdiction over the sate, vault, or
stamp credit. Perform an examination of inventory. Change
combinationsor locks, and prepare a new Form 3977.

2> When a Form 3977 is missing or possibly opened as a result of
burglary or other criminal act, notify the local inspector in charge
immediately.

78 Handbook F-i
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Managing Postal Funds 372.7 5
372.5 Setting and Changing Combinations

1> Post the manufacturer’s instructions for changing the comb nation on *

theback of the safe or vault door.

— 2> Place the key for changing the combination in the special container
provided or tape it alongside the instructions.

3> Change combinations when (1) a new or different safe isplaced in
service; (2) a person knowing a combination of a safe or vault is
separated or transferred to a new position: or (3) thecombination
becomes compromised due to the opening of Form 3977 in an
emergency orby unauthorized people.

Failure to change a combination under the circumstances noted in step 3
above is considered contributory negligence by the responsible employee if
property is stolen from a safeor vault without force.

372.6 Securing the Combination Lock *
>> Turn the combination knob on protective equipment four complete turns

in the same direction to preclude it being dosedon “day IOCIC.

372.7 Handling Master Keys to Safe Combinations
>> Mark master keys furnished by safe suppliers for identification, seal in

envelope Form 3977, and have the postmaster ora designated
supervisor sign with a witness. Retain the envelope in a central location
at the main officeunder security~Use master keys only in an extreme
emergency, since a duplicate to each compartment is in the custody of
a supervisor.

November 1996 - . S
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426 Post Office Accounting Procedures

2> Treat all stock, salable and nonsalable, as stock returned tothe main
stock. Form 17 (Return) supports the entry to AIC 848 on the Form
1412.

426 HandlingStampCredits

426.1 Defining Stamp Credits
A stamp credit is the value of the stamp stock consigned to an employee
from the main or unit reserve stock in an office. A window clerk stamp credit
consists of the supply of each stock item necessary to meet normal-customer
demand.

>> As customer demand is inconsistent with weekly replenishment. give
some latitude. Hold stamp credits to a reasonable multiple of the
weekly sales amount. Adjust the value of stamp credits consistent with
the protection afforded to facilitate requisitions for full units of stock. You
may exceed stock limits to permit filling of orders in full sheets, boxes,
or packaged lots. During Christmas and other high-volume periods,
determine stock limits by local office standard operating procedures
without individual authorizations. -

426.2 Protecting Stamp Credits
1> Place stamp credits in a locked container and store in asecurity

container, safe, or vault following an employee’s tour of duty.

2> Do not allow any employee, supervisor, or postmaster to have access
to the stamp credit of another employee.

3> Grant an employee the opportunity to be present whenever his or her
financial accountability is inventoried or audited. If the employee is not
available, awitness of the employee’s choice must be present Each
employee assigned a stamp credit must furnish the installation head
two names of postal employees (in order of precedence) whom the
employee chooses to witness the audit or inventorywhen he or she is
absent. Enter the names of the selected witnesses on Form 3977.

4> Select chosen witnesses from employees who work at the same
installation unit as the selecting employee. In their absence, the union
steward may serve as a witness.

5> If it is necessary to gain access to a receptacle assignedto an absent
employee, obtain the keys to the receptacle following the instructions
printed on Form 3977. Make awitnessed inventory whenever access to
an employee’s accountability isgained in this manner. Do not reuse the
old locks,

6> Prepare a new Form 3977 and keep the old envelope with certified
count sheets. See section 372 for maintenance of Forms 3977.

7> Whenever an employee relinquishes control of an assigned stamp
credit for any reason, change the locks on the employee’s stamp and
cash drawers.

112 Handbook F-i
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5
Managing Accountable Paper 426.33

8> To safeguard each clerk’s stamp credit, a unit supervisor must make an
annual examination of all locks and keys in the unit except-duplicate.
keys on file in Forms 3977. This ensures that individual clerks’ keys will
not open lockeddrawers, sate compartments,or stamp cabinets of
other employees. The supervisor will keep a record for financial
examination purposes.

Note: See section 372. Form 3977, for maintenance and verification
procedures.

426.3 Consigning Stamps into Credits

426.31 Consigning by Postmasters orSupervisors in Offices Without
Stations and Branches

>> Consign stamp credits to clerks from the main stock. Postmasters
choosing to have the relief or replacement employee make sales from
the main stock are exempt from consigning stamp credits. If theoffice is
organized under the main office window unit (MOWU) concept, consign
a stamp credit to the MOWU manager, who wifi consign stamp credits
to clerks.

426.32 Consigning in Offices With Stations and Branches

>> Consign stamp credits to station, branch, and MOWU managers and
contractors from the postmaster’s main stock. Station, branch, and
MOWU managers will consign stamp credits to clerks at their units. For
SFAP units, the SDO or SON Will consign stock to offices with stamps
and branches.

426.33 Consigning to Rural Route Carriers

1> Consign afixed amount of stamp stock sufficient to serve the needs of
the customers on the route. The carrier may choose to purchase the
stock with personal funds.

2> Consign stock on Form 3369, Consigned Credit Receipt, only from an
employee with a stamp credit.

3> Complete Form 3369 in triplicate and distribute as follows: (a) original
to the employee who issued the stock, (b) duplicate to rural carrier, and

(C) tripficate to the postmaster.
4> Replenish stamp credits regularly to ensure availability of stock for

customer demand. Consignment and replenishment are ordinarily
performed by the post office at the head of the route. Rural route
carriers do not need to replenish stamp credits daily.

5> Make replenishment by an employee who regularly sells postage. Treat
this transaction as an over-the-counter sale of postage. Do not use
Form 17 or Form 1412.

6> Audit rural stamp credits at least every 4 months to ensure the credit is
properly maintained.
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Inspection Service 273.461

273.44 Postal Service Locks
273.441 Exterior

All exterior doors must be equipped with a deadbolt lock. A Series 86 FS lock
is required for employee entrance and single (exterior) doors. The deadbolt is
Operated by key (from the outside) and by turning the lever from inside.
When deadbolt is extended, turning the inside lever retracts both latch bolt
and deadbolt simultaneously.

273.442 Electronic Strike
If a Series 86 F~typelock with a permanent rigid outside knob is installed, an
electronic strike may be provided for employee access during the normal
business day. The strike maybe operated by an interior release button or
exterior, electronic cipher key pad. The deadbolt portion ofthe lock is
activated to prevent employee access after hours. Install these locks
followingstandards established by the Occupational Safety and Health
Administration (OSHA) 1910.36 and the National Fire Protection Association
(NFPA) Life Safety Code (LSC) Section 5-2.1.2.1, 1981 edition. No
combination of locking mechanisms may impede the orderly exit of people in
the event of an emergency, even in complete darkness.

273.45 Postal Service Keys and Access Control Cards

273.451 Postal Employees
Personnel are issued only such keys as their duties require. Accountable

entrance lock keys are furnished only to those postal employees who are
required to open the office in the morning or close it at night Management
reviews employee key requirements semiannually.

273.452 Nonpostal Occupants

Nonpostal occupants may be furnished keys to the entrance doors oftheir
offices when necessary. They may not be furnished keys that allow access to
the workroom areas. Other types of building keys may be furnished to
nonpostal occupants, providing there is an official need.

273.453 Contractors
Keys maybe furnished to highway contractors for exchange of mail in
lobbies, vestibules, or lockers of post offices when those offices are not open.
These keys must not permit access to workroom areas.

273.46 Key Accountability

273.461 Inventory
Postmasters must keep an accurate inventory (including serial number and
brand name of lock, total number of keys available, location of lock by door
and/or room number, how and when disposed of) of all building keys and
signed receipts for all assigned keys. Signed receipts are obtained using

Form 1628, Individual Key Record, when keys are assigned.

ASM 11, March 195’5 67
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273.462 Inspection Service

273.462 Return of Keys
When an employee’s duties no longer require the use of an assigned key or
the employee leaves the service, the key must be returned immediately. The
date of return is then entered on Form 1628 as the release of accountability.
If keys used to operate exterior doors to the facility are not returned, the loci<s
must be replaced or rekeyed.

273.463 Unassigned Keys
Store all unassigned keys in a secure place accessible only to the
postmaster ora designated alternate.

273.464 Key Survey
Conduct a semiannual physical survey of all building keys. Pay particular
attention to master keys, exterior entrance keys, and special keys such as
those for stamped envelope rooms, employee record rooms, etc.

273.47 Reporting Lost or Stolen Keys orAccess Control Cards
273.471 Procedures

Immediately report a lost or stolen key oraccess control card to the inspector
in charge. Describe in detail the key or access control card, case, or key
chain. If the key is lost to an outside door, immediately exchange the lock
cylinder on the entrance door with one from the interior of the building that is
notoperable by the building master key.

273.472 Inspection Service Keys
Also report lost orstolen regulation lookout, 0, and J keys to the inspector in
charge.

273.48 Master Keys
Only postmasters, installation heads, or their designees may carry a master
key. At installations having a Postal Service security force, one or more
master keys are issued to the ranking postal police supervisor for use by
postal police in emergencies. Master keys are issued to maintenance
employees only during their tours of duty and may not be carried from the
building. No other occupants of the building are issued master keys, and any
such keys in the possession of other occupants must be recalled. Master
keying is notpermitted for locks opening stamped envelope rooms orother
locations requiring individual accountability of contents.

273.5 Security Containers, Safes, and Vaults

273.51 Security Containers and Safe Equipment

273.511 General
Security containers (items 293 through 299) are furnished to post offices in
CAGs A through K and their stations and branches for cash, stamp stock,
money orders, food stamps, and other valuable items. Other postal units,
including CAG L postoffices in quarters furnished by the federal government
where the postmaster does not receive an automatic 15 percent of salary for
heat, light, and equipment, are furnished surplus fireproof safes orsimilar
appropriate storage equipment consistent with available supplies.

68 ASM 11, March 1996
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Inspection Service 273.531

273.512 Description
Requisitioned items 293 through 299 should provide space, if possible, for
regular window clerks using standard cash drawers (items 216,217,218, or
219), unlesscash and stamp drawer cabinets (items 220 or 221) are located
in a vault. Otherwise, window clerks should use the cash box (item 0-911) or
be furnished a separate locked compartment in thesecurity container.

273.513 Exception
When thevalueof office accountability and registered mall regularly exceeds
$25,000 and security containers, fireproof safes, or vaults are not provided
for overnight storage, contact the inspectorin charge.

273.52 Vault Equipment

273.52 1 Criteria for Use
Using vaults in place of security containers must be considered based on the
volume of security storage needed at the facility Generally, facilities with five
or more service counterpositions requiring bulk storage of accountable items
require avault.

273.522 New or Replacement Vault Doors
Vaults built to Postal Service Standard 13-80-1 provide better protection than
other safekeeping equipment. GSA Class 5 vault doors areprovided for
newly constructed vaults or as replacements for defective or damagedvault
doors.

273.523 Modular Vaults
Modular vaults meeting IJL. Standard 608 may be substituted for vaults built
to other Postal Service standards. Authorized vaults must meet Class M level
of security.

273.524 Cash Drawers
For storing cash drawers in avault, use items 220 and/or 221 unless space is
available in security containers located within the vault.

273.525 Exception
For storing cash, postage stamps, money orders, and food coupons in vaults
not meeting specifications of 273.522 and 273.523, use security containers,
chests, or fireproof safes inslie the vault to theextent equipment is available
and interior space of vault issufficient. Items 222 and/or 223 may be used in
vaults meeting 273.522 and 273.523.

273.526 Magnetic Media
For storing magnetic media such as diskettes, use certified data storage
vaults.

273.53 Requisitions

273.531 Procedure
Requisition all safe, security container, and vault equipment on Form 7381.
Requisition for Supplies, Services, orEquipment.Justification for equipment
must accompany the requisition.

ASM 11, March 1996 69
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AmericanPostal
WorkersUnion,

AFL-CIO

Report of Security Problem or Poor Financial Practice

1300 LSt. N W.. Wash. D.C
2 0 0 0 5

EmployeesReport:
include details of the spe -____________________________________________________________________________
cificsecurity problem orim-
proper or poor financial
practices.

.
&r~lo~eesSçu~te

SupervisorsResponse:
Indicate what corrective
acvon Will be taken or
reasonswhy corrective ac-
tion is not being taken.

S~~er~,sOrS S.gnalwe Dale

Wilde USPS
Canary UNION
P~nk EMPLOYEE—

Yellow EMPLOYEE— 125
fl4~Cocy
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fir. Thomas Thompson
Assistant Director
Clerk Craft Division
American Postal Workers

Union, AFL-CIO
1300 LStreet, NW.
Washington, DC 20005—4128

Dear Mr. Thompson:

Re: H7C—1J—C 39410
CLASS ACTION
BRISTOL ~T 06010

H7C—1J—C 39939
CLASS ACTION
NEW BRITAIN CT 06~O

Recently, we met to discuss the above—captionedgrievar~
at the fourth step of our contractual grievance procedure.

The issue in this grievance is whether managementhas
violated Article 28 of the National Agreement.

After reviewing this matter, we mutually agreed that no
national interpretive issue is fairly presented in t~i~
case. -.

Accordingly, we agreed to remand this case to the parties
at Step 3 for further processing, including arbitration if
necessary.

Please sign and ret~urn the enclosed copy of this letter as
your acknowledgment of agreement to remand this case.

Time limits were extended by mutual consent.

Thomas Thompson
Assistant Director
Clerk Craft Division
American Postal Workers

Union, AFL-CIO

Date: ~“-/d~ F

Sincerely

Grievance arid Arbitration
Division

E~Q9
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.
bcc: Postmaster

Northeast Region
Article Code ... 28—01—00REMANDED

Issue Code ~. >
Subject, Reading, Computer

LR41O:KSheehan:rb:20—Aug-1992:OCACOMPUTER
RB DOC. NO. 4093

Note To Region:

The parties at this level agree that requiring employees to
use the same compartment without providing each employee a
cylinder/lock for the compartment is in violation of the
National Agreement and postal regulations regarding key
accountability, including the F-I. Handbook.

Cylinder/locks should be furnished to each employee having
to share a compartment. The locks that are used on the
compartment drawers are designedto be able to pop in and
out of the compartment drawer. As the employee reports t~’
the screenuine, the lock should be installed when the tray
is placed into the compartment.

If you have further questions you should contact your
Division or District office to get help. Also, you may
also contact Mr. Frank Weaver (202) 268-5245 ot the Retail
Ma nagementDivision at Headquarters.

.
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OperatiatlS Programs Support

~! UNITEDSTA7FSr~POST4i.

November20, 1995 -
MEMORANDUM FOR.POSThIASTERS

080 . 084
197-199

SUBJECT: IRT WORKSTATIONSLOCKS - CORRECTIJSAGE

Since the early I 990s. !RX workstations (Item74C0-B) have become the standardacceptabic
counterline and cabinet configuration used by the USPS.Theseworkstationswere designed
with specific ergonomzcand security features. Recent visits to the fieldandconversations
with someposunasters indicate that someo~ccsare currently notfollowing proper
procedures for correctusageofworkstationLock mechanisms.

Each mI workstationhasasix drawercabinet. Thetop two drawersin thecabinet arc used
as cash drawers by window/tetail clerks. Eachwitmdow/retailclerk is to have his/herown
cash drawerinsert (Item 7419). The cashdrawerinserthasalockonit for use by the clerk
everytimetheir creditis secured in the safe. Eachëlerkhashis/herownkeyfor their own
insert

Insideone ofthetop drawcr~ofthesix drawercabinet,BakerManufacturingconfirmsthat
an envelopewith twocylinderremovalkeys is shippedwitheachunit. Standardprocedure,
accordingto Headquarters,is thatonecylinderremovalkey is to be Left in the bottom of each
ofthetop two drawersofeach sixdrawercabinet Eachclerkis assignedhi~iberown
removable lockcylinderwithkey, inadditionto theleekend keyalreadyassignedfor the
cashdrawerinsert. The removablecylinderandkeyareto beusedby theclerk in theempty
cashdrawerlockcylindersloteach timethattheyusetheircashdrawerinsertin that drawer
position.

Standard Operating Procedure is for theclerktopophisiherremovablelock into theempty ~
stot~usethecylinderremovalkeytosecurethecylinderinto position, drop the cylinder
removalkey into thebottomof the drawer, then setblsibcr cash drawerinsertwith stamp
stocketc. into thedrawermechanism.Anyt rue thattheclerkremoveshis/herinsertwith.

F.x

SECURITYFOR WINDOWCLERKS



ADDENDUM #5 (page2)
--36--

-2.

assignedcredit (suchasgoing to lunchor closingout) theclerkalsoremoves the outer
drawerlock cylinderandplacesit into the insertbefore locking it into the safe.

The abovc proceduresarethe only acceptableway ThattheIRT workstationsareto beused.
By following theseprocedures,your office wiil beincompliancewith HandbookF-i,
SectiotiD.112, whie pulazesthaiemptoyeesmaynotallowanother individual to have
accessto fundsentrusted to him or her.

Foryourreferencein orderingadditionallocks as needed,wehaveattachedacopyof
information regardingUtT workstation loch.

Should youhaveany questionsregardingtheabove,contact Gary DunhRrn,DRAat 609-933-
4413.

—i’ z~I%~si
R. W. Schroeder
Manager
Operations Pm~amsSupport

Attachment

cc: District Staff
SOA
CSAs
File - DRA (IRTLocks)

.
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Lock Replacement
The materiel distribution centers (MDCs) have

for many yearsstockedand issuedtorsion tumbler
andpin tumbler versions ofItem 09331.,Cashand
Stamp Drawer Lock.

Improved locks are now available. Installations
must immediately replaceall ofthe following locks
exceptthose installed in the new window work sta-
tions (series7400counterline):

1. All torsion tumbler locks (09331.),regard-
lessof date obtained

2. All pin tumbler locks (09331.) obtained
from the MDCs before 1989

F~ridentification purposes,torsion tumbler lock
keys are cut on both edges,and pin tumbler lock
keys arecut on oneedgeand smooth on the other
edge.

The MDCs have new stock of the pin twnbler
version of Item 0933!.. Only pin tumbler locksmay
be usedoncashandstamp drawers. Officesshould
requisition the required number of replacement
locks from their supporting MDC on Form 7380,
MDC SupplyRequisition.Theyshould installreplace.
ment locks immediately upon receipt and dispose
of theold locks in accordancewith establishedpro.
cedures. —Delivery,Distribution, and

TransportationDept., 4-19-90.

DMMNotice

Rural Mailboxes
Effective with DOMESTIC MAIL MANUAl. Issue35,

6—17—90,section 156.5 is revised to indude a cur-
rent list of mailbox manufacturers andtherecom-
mendedheight for rural mailboxes.

—Delivery,Distribution, and
TransportationDept.,4-19-90.

Panama Hub: ISAL Delays
Due to problems at the Panama hub, there are

delays in the movementof International Surface,
Airlift (ISAL) mail destined for South America,
Central America, and the Caribbean. The Postal
Serviceis currently in the processof establishing
alternate transportation arrangements,where pos-
sible, to rectify thesituation.

—MarketingDept., 4—19—90.

New Notice 71
A new edition of Notice 71 Bombsby Mail, has

been printedand stockedin the materiel distribu-
tion centers.The new edition isdated March 1990.
Submit Form 7380, MDC Supply Requisition,to the
supporting materiel distribution center for
copies.—InspectionService,4-19-90.

Alien Enemy Registration Program
The PostalServicesupportstheImmigration and

Naturalization Service, Department of Justice, in
the Alien Enemy RegistrationProgramby stocking
several types of (AE) forms for distribution in the
event that a presidential order activates the pro-
gram.

Effective immediately, personnel should not try
to obtain theseforms.Do not destroyexisting forms
in stockbut continue to afford them safestorage.
In the eventof a presidential order, supplemental
stocksofthe forms will bedistributed to the offices
involvedif theyneedresupplyat thattime.

Postal inspectors will no longer be required to
verif~’theexistenceoftheseAE forms during facili-
ty inspections.

Direct questions to the appropriate Inspector in
Charge.—lnspeaionService,4—19-90.

CONTENTS
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Cashand Stamp DrawerLock Replacement
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Cash and Stamp Drawer
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Chapter 2

Preparation For Mailing

210 Conditions

The articlesto beregisteredmustbepreparedunderthegen-
eral guidelinesandspecific regulationsin DMM, 121. atid
210-223of this handbook.Postalemployeesarenot pennitted
to assistin thepreparationorsealingofmail to be registered.
The mail must beartheCOMPLE7Enameandaddressof
both senderandaddressee.Envelopesorpackagesthat appear
to havebeenopenedandresealed,orwhichareotherwiseim-
properlyprepared,will not be registered.Paddedenvelopes
arenot acceptablein thedomesticregisteredmail service.A
packagemay be refusedif it is not packedin a mannerthat
will assuresafetransmissionin themails. The senderis re-
quiredto tell thepostalemployeewhetherornot the itemis
of a fragile natureand,if so, describetheinterior packing.
Packageswill be refusedif notproperlypackedto withstand
normal handling in t1~email. Indemnity may be denied if
fragile articlesarenot properlypacked.

220 Sealing

221 Letter SizeEnvelopes

The sendermust securelyseal letter size envelopes.SELF
SEALJNGENVEt.OPFSARENOTACCEPTABLE~.Paper,
cellulosestrips, wax or papersealsmustnot be placedover
the intersectionsof flaps of letter sizeenvelopeswhere the
postmark impressionsare made. Recommendthat postal
customersusegoodqualityenvelopeswith heavydepositsof
mucilageall the way to theedgeof theflap.

222 Packages (Including Large Envelopes
(Fiats))

222.1 The sender.rnustwrapandsealpackageswith muci-
lage. glue, plain paperor cloth tape.

222.2 Packagescontainingcurrencyorsecuritiesmay not
besealedexclusivelyby useof paperstrips,butmust first be
sealedsecurelywith mucilageorglue.

222.3 Largeenvelopes(flats) which are completelysealed
and which also have paperstrips or papertape acrossthe
intersectionsof the flaps may be consideredas packages
meetingsealingrequirements.

222.4 Only tapewhich adheresenoughto showtampering
if removed,andwhich will absorba postmarkimpression,
maybeusedon registeredsnail. Use of maskingandtrans-
parenttapeis not permitted.

230 Window Envelopes

Window envelopesmust have transparentpanelscovering
the opening.If then’ansparentpanel is gluedto theenvelope,
the envelopemayonlycontainmatterwithout intrinsic value.
If thetransparentpanel is an integral part of the envelope,
the envelopestraybeusedfor all registeredmail.

240 Firm Mailing Book
If an averageof three or more articles are presented,
frequently, for registrationat one time, the sendermay
obtainfree aForm 3877. Firm Mailing Book/orRegistered.
I,uured. C. 0.D.. CertifiedandExpressMaiL fromthepost
office. It must beusedin accordancewith theinstructions
givenby thepostmaster.Form 3877mustbepreparedby the
mailerin triplicate.if requestedbythepostmasterotherwise,
it must be prepared in duplicate.All entries madein firm
mailing booksmustbemadeby typewriter,ink, orball-point
pen.Oneortwo copiesof theform,whicheverisapplicable,
areretainedby thepost office and theotherreceiptedand
returnedto thesender.

250 Mailing Receipts

251 General

A receiptwill be issuedfor registeredmail when it is accepted.
The formusedfor this receiptdependson whetherregistra-
tionsarefirm or individual transactions.

252 Form 3877

When Form 3877 is used, the receiptwill be postmarked,
signed, and issued AFTER ENTRIES HAVE BEEN
CHECKEDAGAINST THE MAIL. A temporaryreceipt,
Form3824, TemporaryBulk Receipt,showingonly thetotal
numberof articles. stray be issuedwhen a largenumberof
articlesaremailed.The permanentdescriptivereceiptwill be
issuedassoonas possibleafterverificationof themail.

253 Form 3806,
ReceiptFor RegisteredMall

For individual transactions,a receipt will be issued for
registeredsnail on Form 3806.

DM-9034’L-Z4-1-83 .

.
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Chapter 4
Dispatching

410 To And From StationsAnd
Branches (Including Contract
Stations)

41 1 Preparation

Make up all registeredmail transmittedto or from main
offices anda station or branch in rotary lock pouchesand
handle as a hand-to-handtransfer. Use hand-to-hand
transfer whenever possible. Make up registered articles
dispatchedfromacontractstationin a registryjacket,rotary
or numbered seal pouchor container envelope,as appro-
priate.

412 Delivery 8y Motor Vehicle Operator
Where possible, the motor vehicle operatorwill deliver
registered mail to the registry section. Otherwise, an
employee of the registry section must be assignedto the
platform or dock area to acceptregisteredmail from the
driver.

413 Security Of Exchange

An arrangementmustbe madeat eachinstallation to provide
a secureexchangeof registered mail betweenmotor vehicle
operatorandtheregistrysectionon a hand-to-handbasis.

420 Dispatching

421

Obtainreceiptfrom thedispatchunit in duplicate.Leaveone
copyof thebill with the articlesand retain theother in the
registrysection.

422

Dispatchunitsshouldretaincopiesof dispatchbills on file.

423

Whenregistrysectionemployeesarenot usedasdispatchers.
anemployeeof theoutgoingmail sectionmaybedesignated
to pouch registeredmail and makedispatches.

424

Theemployeewhoactuallypouchesmail shouldsign forthe
entrieson the mailingsectioncopy.

DM-901,TL-2,4-1-B3

425

Bill rotary lock or numbered sealpouches to the sectional
center facility (SCF) in the following manner:

a. Bill up to eight pouchesto a single SCF on Form
3830A.PlaceForm 3830Ain a P.9envelopeattached to one
of the pouches.

b. Bill more than eightpouchesto a singleSCFonForm
3854 in triplicate. Place two copiesof the bill anda return
addressedenvelopein a P-9 envelopeattached to one ofthe
pouches.Receivingofficeswill postmarkandsign thecopies
and returnone copy to the dispatching office.

430 Hand-To-HandReceipts

431 How To Use Hand-To-Hand Receipts
When a hand-to-handreceipt is exchangedin transferring
custodyofrotary lock pouches,numbered sealpouches.and
outside registered pieces,entertheparticulars ofthepouches
and outside pieceson a dispatch bill, in duplicate. Deliver
one copy of the bill with the registeredsnail. The accepting
employeeshould check the particularsof the rotary lock
pouches,numbered sealpouches,andoutside piecesagainst
entries on thebill at the time oftransfer.Obtaina descriptive
receipt fromthe personto whomdelivery ismade.The postal
employeeconvoyingregisteredmail shipmentsmayassistthe
receiving postal employee in checking registered articles
against the bills, if requestedto do so by thereceiving
employee. Under exceptional conditions, when available
time does not permit descriptive checking of rotary lock
pouches,numberedseal pouches,and outside pieces. the
dispatch maybe acceptedby count. Under theseconditions.
the dispatch maybe transferred with theunderstandingthat
full particulars will be checked against entrieson the bill as
soonas possibleafter actualtransfer.

432 When ToUse Hand-To-Hand Receipts

Exchange hand-to-hand receipts in thefollowing instances:
a. All dispatchesbetweensnail officesandstations and

branches.
b. When large volume of registered mail is exchanged

directly by postalemployeesbetweenpostal units.
c. The declared value of art individual shipment meets

thecoded value requirement setforth in special instructions
issued by Headquartersto RegionalPostmastersGeneraL
(Issuedon a need to know basis).

d. Theaggregatevalueofa particulardispatchwarrants
suchhandlingasdeterminedby thesuperintendentof the
registry sectionat the point of origin to the first transfer

a
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392 .
upper and lower flaps or. if return receiptsare used.
postmarkpartially onthereceiptandpartiallyon theflaps of
theletter. If the return receiptcoverstheentirebackofthe
letter,postmarkthe perforation onboth endsofthereturn
receipCPostmarkpackagessealedwith paperstripsacross
oppositeedgesofthestrips.Useadditionalpostmarksif this
would make detecting rifling easier.All seams on the
wrappingmust bepostmarkedif paperstripsarenotused.
When largemailingsconsistof letterscontainingwritten or
printed matter of little value, the envelopes may be
postmarkedonce on the back by runningthem througha
cancellingmachine.Postmarkonceon thebackof thetagof
sackjackets.

362 Cancelling Stamps
Cancel the postage stamps using rubber or hardwood
canceller.

370 Free Return Receipts

Do not chargefor return receiptsfor free registeredmail of
thePostalService.Usesuchreceiptsonly whenit isessential
thata signedreceiptbeon fileat themailingpostoffice.Do
not requestreturnreceiptsfor official postofficeremittances
or postalsupplies.

380 Hand-To-Hand Exchanges
A hand-to-handexchangeis the exchangeof registered
articles, numberedseal, and/or rotary locked pouches
betweentwo individuals. Descriptively list thesearticles
givento anotheremployeeon theappropriateformandhave
the receiving employee sign the receipt. Hand-to-hand
exchangesshould be made whenevervaluablesare being
transferredto and from the valuable cage, to delivery
sections.stationsandbranchesandunitswithin apostoffice
or Airport Mail Facility that arenot in view of theregistry
section.

390 Preparing For Dispatch

391 Equipment

Whenregisteredmail is transferredfrom oneunit to another
unit, or fromoneemployeeto anotherwithin a unit (except
betweenemployeeswithin a registrySection)theregistered
articlesmustbe listedon adispatchbill andsignedforby the
receivingemployee.Whenregisteredmail istransferredfrom
oneemployeeto another,asahand-to-handtransfer,it is not
necessaryto placetheregisteredarticleinanenclosure.After
registeredarticles are billed. (exceptoutside articles and
somehand-to-handexchanges:see 430) theyareplacedin
postalequipmentfor dispatch.The following equipmentis
usedfor this purpose:

7)~peof Equipment How Dispatched

EnvelopeContainer
(P-399)

RegistryJacket
(P-388& P-390)

RotaryLock Pouch
SealedPouch
Sack Jacket

392 Rotary Lock Pouches

Processregisteredmail for dispatchinrotarylockpouchesas
follows:

a. Userotarylock pouchesto all officesandotherunits
havingrotary lock keys.

b. Enter the following information on Form 3854,
Man~fo1dRegistr,vDispatchBook30-Enny.with ball-point
pen

(1) Lockand rotary number.
(2) Bill numberandpage number,if necessary.
(3) Destinationanddispatch.
(4) Timeandmeansof dispatch.
(5) Postmarkbill andcoupon.
(6) Enter registrationnumbers(R and 9 digits) for

individualarticlesofdomesticmail andregistrationnumber
plus thecountry of origin for internationalmail.

(7) Numbersandofficesof origin forjacketenvelopes.
fixed and rotary lock numbers; offices of origin and
destination for rotary lock pouches,seal number and
numberedseal pouches.

c. Pouchin thefollowing manner:
(1) Count piecesbeing dispatchedand check count

againstthenumberof pieceslisted on thebill. If thecount
does not agree. checkeacharticle againstcorresponding
entry on the bill.

(2) Checkbill againstthelabelandthelockandsignthe
bilL

(3) Tiearticlesin bundlesof not morethan30 piecesto
eachbundle,placingthearticlesin thebundlein thesequence
of listing withspecialdeliveryarticleson topofthebundle.If
practical, list specialdelivery articles first.

(4) Placethebill for thecontentsunderthefirstarticle
of the bundle.

(5) If articlescannotbetied intoapackage,put original
of bill in a penaltyenvelopeandput envelopein pouch.

(6) Examine pouches.Do not use torn or otherwise
defectivepouches.

(7)Donotplacemorethan180 individualpiecesin anyor
pouch.

In a rotary lock pouch. iron lock
pouch,ornumberedseal pouch.
In a rotary lock pouch,numbered
seal pouch,or envelopecontainer.
Hand-to-hand
Hand-to-hand
Hand-to-hand

.

.
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Registered Mail

731.2 Responsibility

Handle registeredmail so that individual responsibilitycan
be futed,consistentwith instructionsin this handbook.The
Superintendent.Registry has the authority to permitarea
responsibility at an office when the cost of individual
responsiblit~’is prohibitive. (Erception.’ Where service
counteractivities are combined, registeredmail must be
handledin sucha mannerthat individual responsibilityfor
the registeredmail can be fixed). In an office wherea
Superintendent,Registry is not assigned,the postmaster
must obtain approval for area responsibility from the
General Manager, Accounting and RevenueProtection
Division at the RegionalOffice. Arearesponsibilityoccurs
when a group of employees,rather than an individual
employee,is responsiblefor theregisteredmail. Thegroup
mustbe keptto a minimumandForm 1625mustbeusedto
record all employeesworking registeredmail.

Arearesponsibilitymar beused(with permission)for all
registeredmail whenthe mail is worked by itself, or with
other accountablemail, in anareaenclosedby wire screen
partitions.

Area responsibility may be used (with permission) for
incoming and notified registered mail when the mail is
workedby itself, or with otheraccountablemail, in anarea
notenclosedby wire screenpartitions,if theareaisseparated
from the mairsworkroomby casesor othermeans.

731.3 Notified Mail

All snailnot assignedto carriersor deliveredtocustomerson
the day that it arrives must be treatedas notified maiL
Notified mail mustbekept in lockedcontainers,employees
mustsign for thekey(s)to thelockedcontainer(s)daily, and
all notified registeredmail mussbe accountedfor at theend
of each business day.

731.4 UnaccountedFor RegisteredMail

Immediate notification must be made to the Postal
InspectionService whenevera piece of registeredmail is
unaccountedfor.

732 Internal Protection

Thefollowing specialrulesapplyonly to internalhandlingin
a stationarypostal unit.

a. Provide a safe, vault, separate cage, or locked
container.Assignanemployeeor employeesto berespon-
sible for valuable registered mail. Do not permit other
employeesto have accessto this unit.

b. Determine,on thebasisoflocalconditions,thevalue
of articles to be placed in the valuable unit. This
determination is the responsibility of the postmaster.
However,this valuecannotbe lessthanS1.000. iVo:e: The
termvaluableasdefinedhere is not to be usedasa guideto
dispatchingor to carrierdelivery.

c. Transfervaluablemail to and fromthevaluableunit
by receipts,showingthenumberfor individual piecesor full
particularsof rosary-lockpouches. Keepa record on Form
3854 of thevaluablearticlesandpouchesin theunit.

a’. While registeredmail is in thevaluableunit.useForm
3810, Reminder Record, in thedispatchor deliverysections
as a rescinder.Eachregisteredarticleshould be listed ona
separateForm 3810.When thedispatchordeliveryemployee
retrievesthelistedarticlefromtheclerk,he initialsthe3810
oppositethe article listedandleavesthe3810with theclerk.
Articles which have been retrieved from the vault will be
lined off the3810andthe3810 will be reused.

e. - At offices operatingon a tour basiswhich have a
separatevaluablecage,makea balanceat theendof each
tour.Thebalancewill coveronly theregisteredarticlesinthe
valuablecage. Use Form 3875. Daik Balance—Registrr
Section. for this purpose.The employeein chargeof the
valuableunit mustobtaina receiptfor thevaluablearticles
from theresponsibleemployeein thesucceedingtour.Tour
receiptsmustbeapprovedandfiled by thesupervisor.
f Reportserious discrepanciesin handling valuable

registeredmail to thePostalInspector-in-Charge,or to the
local postalinspector,by telephoneor telegraph.

733 PostalEmployees’Responsibility

Postmastersand other postal employees will be held
personallyresponsiblefor the wrong delivery, depredation.
or lossof anyregisteredmail dueto negligenceordisregard
of instructions.

734 Inspection Of Damaged Mail

To comply wish the instructions concerning sanctityof the
sealon First-ClassMail, a damaged.registeredarticlemust
not be examined more than necessaryto determine the
extentof damage.

740 Claims Acceptance Procedures
741

Handleclaimsfor loss,damageor rifling in accordancewith
DMM. 149.

742

Customersfiling damageclaimsmust presentthedamaged
article,thewrapperandthepackagingatthetime theclaim is
filed.

743

A complete descriptionof the damageto the article, the
outsidecontainerandtheinterior packingmustaccompany
theclaim file.

744

Claims for rifling or total loss of contents must be
accompaniedby theenvelopeor packagingallegedlyrifled.

DM-901,T1r2,418
3
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L_aaof P.EL.A1~oNs 1

~ UNITEDST4TES -

POS7~J.SERVICE -

March 17, 1997

Mr. Thomas L Thompson
Assistant Director
Clerk Division
AmericanPostalWorkers

Union,AFL-CIO
1300LSfreetNW~

Washingt~n,DC 20005-4128

DearTommy:

This letter is in referenceto your inquiry r.,gardingHCR drivers handling/signing
registeredmail. ,

The Inspection Service has initiated a nationwide programwhich is being phased
in to train AO’s and Postmasters or their representativeswho in turnwill train
HCR drivers on handling/signingfor registered mail. I hope this satisfactorily. ............... —

addressesyourconcernsin this mater. - — - —

If you haveanyquestionspleasedon’t hesitate to contactme(202)268

Sincerely, - -

Labor Relations Specialist
ContractAdministration AP\NU/NPMHU

475 I.’Es’*.~rPusa SW
Wa.e.ian’. OC 20260-4100
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StandardOperating Procedure
RegisteredMail
May 27, 1997

ASSOCIATEPOSTOFFICE -

INCOMINGREGISTEREDMAIL

All registeredmail will be dispatched to your office in a striped #2 canvaspouchwith an
attachedrotary lock. Eachpost-officeshouldreceiyeastripedpoucheveryday(exceptSundays
andHolidays). If youdo -‘ot receiveyour pouch,‘call theregistrysectionatyour P&DC
immediately. 616-353-5069 -

TheHCRdriver will presentto youor leavein yourvestibulethestripedpouch,theoriginal and
onecopyof PSForm 3854,andanyoutsideregisteredarticles.Theacceptingemployeeatthe
AssociatePostOffice andtheHCRdriver, should signboth copiesofthe PS Form3854after
verifying the locknumberandthe rotarynumberlistedon PS Form3854 againsttheactuallock
numberandrotary numberon thelock. Theacceptingemployeewill keeptheoriginal 3854 for
thepostoffice’s recordsandreturnthecopyto theHCRdriver. Thisprocedureclearsthe driver
of responsibilityfor thestripedpouch. If theoffice is closedwhentheHCRarrives,thedriver
shouldleavethemail in anagreedupon locationalongwith thesignedcopiesofthe PSForm
3854. Theacceptingemployeewill signboth, keepingtheoriginal andplacingthecopy for the
HCRdriver in theagreeduponlocation. -

The acceptingemployeeshould then open the pouchusing a rotary lock,key and verify the
individual registeredarticleswith the PS Form 3854 which will be locatedinside the pouch.
ThisPS Form3854WIll list all theregisteredarticlesplacedinsidethepouch. Distributionof the
registeredmail will proceedas normal from this point. If thereareno registersfor your office
you shouldreceivean EP-399, anEP-9 envelope,andastripedpouchinsideof your first class
mail pouch. -

OUTBOUND REGISTEREDMAIL -

The striped#2 canvaspouch, with an attachedrotary lock, should be used to dispatchall
registeredmail to the P&DC. Thestripedpouchshouldcontain-~label of thefollowing format

KALAMAZOO P&DC 490
REGISTRYROOM -

YOUR OFFICE NAME AND ZIP CODE

CompletePS Form 3854 in duplicate,listing all the registeredarticlesyou are dispatchingand
placing insidethe stripedpouch. Offices with eight (8) or less registeredarticles to dispatch
shouldusePS form 3830-A to list the articlesenclosedinsidethe pouckL Whenthe 3830-A is
usedthe original is keptat the dispatchingoffice andcopies2 and 3 aresentinsidetheEP-399
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envelope container. The EP-399 must also contain any registered articles which it can
accommodate.The EP-399shouldnot be sealedwith label 87 (label 87 is no longerneededon
the EP-399). The registryroom will verify the 3830-A and rounddate the post card(copy 3),
which will bereturnedto you unsigned. Wheneveran office hasmorethaneight (8) registered
articlesto dispatchthey mustusePS form 3854. Placethe original PS Form 3854 inside the
pouchwith the bundleof registeredmail. The copy of PS Form3854 is for your post office
records. NOTE: Wh~,nthe PS form 3854 is usedyou Will not receivea confirmationcard. An
EP-399EnvelopeContainermustalsobe usedto protectthe registeredlettersandPSform 3854
enclosedinsidethe stripedpouch. The EP-399shouldnot besealedwith label 87 (label 87 is no
longer neededon the EP-399).

A stripedpouchwill bedispatchedevenif no registeredmail is available. If no registeredmail is
beingdispatched,thenthe PS Form3830-A will be enclosedin the stripedpouchandwill state
“Nil-Bill” (meaningno registeredarticlesinsidethestripedpouch).

Thestripedp~uchwill besealedwith theattachedrotarylock. Prior to sealingthestripedpouch,
the lock numberandthe rotary numberfrom the rotary lock mustbeincludedon the PS Form
3854 orPSform 3830-A,thatgoesinsidethestripedpouch. If youareusingthe PS form 3830-
A the lock numberand rotary numbershouldbe placedin the top margin (although in our
meetingon the23rdofMay weagreedin principle that thelocknumberand rotarynumberwere
nornecessaryon the 3830-A;InspectorBuscherhas indicatedthat the lockandrotary numbers
are requirements).Always place an EP-9 envelope on the outside of the stripedpouchunderthe
rotary lock. (Theregistryroomhassuppliesof EP-9andEP-399).

CompleteaPS Form3854 in triplicaxe* listing the lock numberof the stripedpouchand any
outsideregisteredarticlesthatyouaredispatching. Thelocknumberandrotarynumberfrom the
rotary lock must be includedon this PS Form 3854. Do not list individual registeredmail
articlesthat are inside the stripedpouchon this PS Form3854 unlessthey are dispatchedas
outsides.

Obtain the signatureof the HCR driver on all three* copiesof PS Form 3854 and give the
original, third, andany subsequent*copies to the driver to put into the EP-9 envelope. The
secondcopy is your postoffice’s recordandshouldbe retainedatyouroffice.

If the HCRdriver picksup themail from thevestibuleafterall employeeshaveleft theoffice and
the office is closed, leave the registeredmail and the three* copiesof PS Form. 3854 in the
vestibuleat an agreedlocation. After the HCR driver signs for the pouchthey will place the
original, third, andsubsequent*copiesof PS Form3854 in the EP-9envelope. The secondcopy
is left at the post office in a predeterminedlocation. - Articles too large or’ too heavy to be
enclosedin the stripedpoucharedispatchedas “Outsides”. Bill eacharticle on PS Form 3854
that is to be signedby theHCR driver. Attach an EP-ii, RegisteredOutsideMail Envelope,to
oneoftheoutsidearticles. Attach Label87 to eachof theremainingarticles.This procedurehas
not changed.
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Youshoulddispatchastripedpouchto your P&DCeverynight exceptSundaysandHolidays. If
you do not sendastripedpouchor if thereis adiscrepancy*,the P&DC is instructedto contact
the postmasteror alternateat homethat night to determineif the pouchwas dispatched.Any
irregularities* Will be reportedby mail. If your stripedpouchis knowingly not dispatched,i.e.
“the driver failed to take it with them”, you must notify the P& DC immediatelyat 616-776-
1487. If the non dispatchis the fault of the driver a PS form 5500 must be completed. The
Postmastermustdeterminewhetherto transportthestripedpouchto GrandRapidsor to hold the
stripedpouchuntil the next dispatchof value(you would have2 stripedpouchesdispatchedat
thattime). If y~udecideto transportthestripedpouchto GrandRapidsyoumustdeliverit to the
Platform RegisteredMail Receiverwho will assumeresponsibility for the stripedpouch by
signingall threecopiesof PSform 3854. Thecopieswill bereturnedto youandtheoriginal will
befiled by theregistrycage. -

All copiesof PSForm3854shouldbe maintainedfor two (2) years.

*There maybe instanceswheresomepostmastersare requiredto prepareadditional PS Forms
3854 to accommodateadditionaltransfersfrom one HCRto another. If thisis the casein your
office youmustcompletePS Form3854’ssufficientin numberto insurethateachtransferpoint
will retainonecopy. If the HCRdriver who picks up your mail maintainscontrolof your mail
until it reachesthe P&DCyouonly needto preparethree(3) copiesofPSForm 3854.

* An exampleof adiscrepancywouldbe aregisteredarticlelistedon the3083-Aandthe

physicalregisternot beingfound.

* An exampleof anirmegularitywouldbearegisteredpiece withoutpostage.
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cBP~87-04 ADDE~D~NO. 007 • PILE VND~:
11/09/87 ABIICIZ 19

•

UNfl~ST~POS~LSEV1CE
L~ R~ 0e~s~

47~E~ZP~*ZLSW - — ~0
%~~C 2~O41QQ OCi 2 ~
October 27, 1987

R~~AileNZ S.

Mr. ThomasA. Neil
Director, Industrial. Relations
americanPostal Workers

Union, AFL-CIO
1300 L Street, N.W.
Washington, D.C. - -20005—4107 -
Dear Mr. Neil: -

This is in responseto your September15 letter concerning
the intent of part 141.2 of Eandbook P—i as it relates~-to the
requirementof providing written notification when an
employee believes that equipment is no longer providing
adequateprotection of stock or funds.

The subject language was addedto encouragethe use of
written notices to supervisors for the purpose of ensuring
that managementis readily aware that a security problem may
exist and that appropriate action is taken as expeditiously
as possible. A secondarybenefit of such notice is that it
reduces the likelihood of a future dispute over the issue of
whether the employeeever notified managementto begin with.
We have previously clarified that an official form is not
provided nor is necessaryfor this purpose. We have further
clarified that the form being furnished by the APWU is
acceptable and that managementpersonnelmay complete the
responseportion (although not required).

With regard to the matter of managersclaiming iunity from
responsibility in the event that an employee fails to provide
a written notice, it is not the position of the Postal
Service that such iunity is .granted on that fact alone.
While such failure surely casts a cloud over the issue of
whether managementwas aware of the alleged problem, the lack
of a written notice does nc~t, necessarily, make the issue
moot.
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~! 37—04 ADDE~~NO. 007. FILE ~ND~.:
11/09/87 ARTICLE 19 5

Mr. Neill 2

If you have any questions rewgarding- the foregoing, please
contact me at your convenience.

Sincerely, . -

Prank X. Jacquette, III
Acting General Manager
Programsand Policies Division -

Office of Contract Administration
1202) 268—3823

S

5
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ARBITRAL AUTHORITY ON THE ISSUE OF
SECURITY OF REGISTERED MAIL

In decision E7C-2B-C 20972, Arbitrator Howard, after upholding the Union’s
grievance on the procedurally defective nature of a $25,000.00 letter of demand,
went on to clear the grievant of any culpability in the loss of the subject
registered article. -

Arbitrator Howard said:

“The Merits of the Issue

Whiletheundersignedarbitrator believesthat issuesin arbitration
shouldbe resolvedon thenarrowestpossiblebasis, where,ashere, the
grievanthasbeenchargedwithfailure to exercisereasonablecare, equity
aloneshouldindicatethatherrecordbe clearedofthischarge, rather than
be cloudedwith thepossibilitythatsuchchargewasavoidedon a
technicality.

An investigationoftheincidentbytheService‘s ownspecialized
investigativearm, thepostalInspectionService,revealedthrough inter-
viewswith notonlythegrievant,but theboxclerkandtheWindow
Technician,thattherewasanestablishedpracticeofplacingregistry
articlesfor box customerson top ofthesafein thevault. Thistestimony
wascompletelyunrefutedbymanagementwitnesseswho at bestmain-
tainedtheywereunawareofthispractice. Moreover, thePostmaster
repeatedlytest~fledheconsideredthevault a securearea.

The interviewsofInspectorCooperalsorevealedthrough the
testimonyofthesamewitnessesthatapracticeexistedofnotclearing
registeredmailfor boxcustomersbetweentheregistryclerk thegrievant,
andeitherthebox clerkor the WindowTechnician. This testimonywas
completelyunrefutedbymanagementwitnesseswho at bestmaintained
theywere unawareofthepractice. .

In thefactofthesepracticesestablishedby theService‘s own
investigation,thereis nothingstrangeaboutthegrievant‘s unrefuted
testimonythatshewas trainedbythepreviousincumbenttofollow them.
Indeed,theservice‘s commentthatthetestimonyofthegrievantin this
respectwasunrefutedonlybecauseofthedeathoftheprevious
incumbentwasnot onlyunkind,butpatentlyridiculous. It wasa slap at
thegrievant‘s credibility unmeritedbyherdemeanorandtestimony.It
assumessomeextraterrestrialcapability to conversewith thedeceased
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- S
andknowledgeto whatshewouldtestify~fshehadnotdeparted,a
capability unexplainedto thearbitrator. It ignoresthecorroborativeef-
fecton thegrievant‘s testimonyoftheService‘s own investigation.

Moreover,InspectorCooperfounda numberoflapsesin security
at thefacility. A varietyofemployeeshadunquestionedaccessto the
vault, therewasno individualaccountabilitywith thetransferofthe
registeredmailfrom theregistrysectionto thevault, andtherewasno
individual responsibilitywhile theregisteredmail wasin thevault.
Managementhastheresponsibilityfor beingawareofanysuchpro-
ceduresorpracticeswhichhaveevolvedin conflict withproper
security. Thefailure ofthegrievantto sign offregisteredmail to either
theboxclerkor theWindowServiceTechniciancannotbesaidto have
causedtheloss, butmerelyident~fIedherasthelastpersonwith custody
overtheregisteredmail. Theconclusionis inescapablethatgiventhe
existingsecurityproceduresandpracticeshertransferofcustodyto
anotheremployeewouldsimplyhaveproduceda d~fferentgrievant.”

S

a

S
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ConsolidatesHOK F-I, CurrentthroughNovember1996 Cross-ReferencetoPreviousManuals
F-I . F-48 F-50
Transmittal F-I Transmittal Transmittal
Letter 17, Transmittal Letter1, Letter 1,
November New Letter16, December December
1996 PostalBulletins(PB) PollcleslProceduresflssuedApril 1991 1986 1986

643 ~Z’5~’ ~ ~ ~ 744 ~

Delete ‘5 -~ ~ ~ 745 .5 .5.5 ~ ~

644 ~ ~ 746

645 ~ ~ 747 ; ‘ S ~ ~

646 ~~ ~ 748 ~ ‘5 ~-

65 ~SS;;5S55~.~JS ~ 750 •. ~, .5 - , S

651 —656 ~ ~ 751—756 -~

657 ~ ~ 757 ‘5 ‘5 ~

658 ~ ~ 758 ~ S ~

66 ~ — ~ 760—761

661 ~ :- 762 ~ -

662 ~ S ~ - 763

663 $~r~W4’5~~.. ~

663 ~ S~. ~ S 764.1 1.
663.1 ‘ S - 7642

663.2 764.3 - - 5
663.3 ~ ~ 764.4 ~ - . . 5

664 .

71 S - - .. -

711 ~ - -.5 - S .. 5S_

~ ,,b.~s S - 5 - —

712.1 ~

712.2 ~ :~‘—~ . ~‘ 513.1

712.3 . - 5132

713 ~ - - 514

713 ;~~S - . - - ~ 514.1 5 ..

713.1 5 5- 5142

7132 .SJ~ - ~ 514.3 5 5 -

713.3 ~ 514.4
7134 ~ - - - ~

.5, -
I I ~ 5- -‘ S - 5 5

- 5 -.5. - 5 5

‘~ ‘~ .

~ Using PostageValidation ~ -

~ Impnnters :5

PB 21908,12-7-95 . - 555 520—521 - - -. - -

- ~ 522-524 5 5

5-~-~ ~ 530-531 ~
5. ~ 532-534 -~ ~
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ConsolidatesHBK F-I, CurrentthroughNovember1996 Cross-ReferencetoPreviousManuals
F-i 5 F-48
Transmittal F-I Transmittal Transmittal
Letter17, Transmittal Letter1, Letter1,
November New ~~fler16, December December
1996 PostalBulletins(PB) PollcieslProceduresjlssuedApril 1991 1986 1986
74 S~~S~_ ~ ~ 54° : ~
741-742 ~ ~ 541-542 ~

743 ~ ~ 543 ~ 1. ~
7431 ~ ~ ~ 543 1 ~

743.2 ~ ~ 5432 ~

7433 ~r%~ ~ 5433 -~~- ~
7434 i~3;*~’e~~ 5434 ~ ~
7434 ~ - ‘5 ‘5 5435 ~ —.5- *

Delete ~ -~1~*~!~~ 5436 ~ -~ ~

7435 ~ ~ 5437 - -.5 -

744 ~ ~ 545 — .5

745-747 ~ 546-s48 ~ ~

75 550
751—755 - ~ ~ 551—555 - i~t

76 560 ..

761 - - 561 ~-

762 ~ ~ 562 -

762 .‘ ~ ~ ~ ~s2.i - -

762.1 ~ 5622 -~ -

7622 - - ‘r~~Iss,~ 562.3 . 5 ‘5

762.3 ;~S~ ~ S 562.4 .- -

762.4 ~ ~ 562.5

762.5 5626 —

763-765 ~s ~ ~ ~ — .5,

77 ~‘ ~ ~ 570—571 s. .5.5~S~\ 555

771 ~ ~ 572

772 ~ 573 -~

773 ~ - ~

7731 ~ ~ 5741

773.2 ~ 5742

774 ~ 575

Delete ~ 576

781 P621809 2-20-92 ~> 610—615 ~

782 r. -~ ~ Collect on Delivery z - — ~

— ~ ‘~‘~ -.~‘ ~ 5?~S ~5. s5. ~ ~
791 ~ -~-~ ~ ~ ~ 620—625 -~- ~

792 .~,~.. ~ ~ 630-632 ~
• 793 ~ . S.555.5~55.~S5 55;:5:: 640 T’~2~~ ~
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consoiidiii-iák F-i, Current through November1996 Cross-Reference to Previous Manuals

F-I . F-48 - F-50
Transmittal F-I Transmittal Transmittal
Letter 17, Transmittal Letter 1, Letter 1,
November New Letter 16, December December
1996 Postal Bulletins (PB) Poflcles/Proceduresassued April 1991 1986 1986

794 650-653

795 ~ 660-662 -, 424
81 810-820 1

~-

:‘~‘j~t~ ~ 850-85t
~ r~.4~tflfl

852
PB 21862,3-3-94 -. 852.1

8221 ;ci~ ~ 852.4

822.2 ‘~-~ 7 852.
822.3 ~-. - 852.

822.4 ‘~tC: ‘- -

822.5 - -

2

822.7 - ____;-s_. - - 857 -

~i~S
UCU ~ -

824 ~- ~ 870-872
824.1 872.1

824.2 • ~ 872.2

824.3 873
83 :c~5~- - 840

831-833 -tK~~ ~1~~-T~i 841-843

84 PB 21932, 11-7-96 Claim for Accountable 880—889

Financial Loss -

-F

.
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