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Daily Financial Report

Unit o Individual Name

Finance No.-Unit 1D (00000000

Stamp Accountability

Receipts
Description AC| $Amount Description AC| §Amount
Postage Due/BRM Advance Deposits 053 Gpening Balance 810
Express Mail Advance Deposits. 055 Stock Received (+) 841
Employee Stamp Credit Overage 057
Customer Permit Account Deposits 070
Special Provisions Advance Deposits 074 Stamped Envelope Discount () 846
Stock Returned () 818
Sales (084-089, 090-002, 004-006) 852
Closing Stamp Accourtabilty 853
Breast Cancer Research Stamp Sales 084 Description AIC| $Amount
Stop Fanily Violence Stamp Sales 089 Postage Due/BRM Withdrawal 453
Postage Stock Sales 090 Employee Overage Withdravial 457
Bird Stock Sales 001 Customer Permit Account Withdrawal 470
Philatelic Product Sales 002 Special Provisions Withdrawal 474
Packaging Product Sales 003
Stamps by Mail Sales 004
Vending Equipment Postage Sales 096
Value 100 Refund — Customer Meter Stips 526
Domestic Money Order Fee 101 Refund — Permit, Postage, and Fees 528
emationa Money Order | VA1 102 Refund of Fees - Relail Services 535
Feo 108 Refund — Stamps and Fees 553
Post Offce Postage Meter Sales 110 Fes Offsat — No Fee Money Order 586
Postage Due Invoices 114 Vending Machine Shortages 612
Annual PO Box Rent and Caller Senvice Fees | 115 Refund — Miscellaneous Nonpostal Revenue_| 624
6-Month PO Box Rent and Caller Service Fees | 158 Financial Differences Shortage 647
Lobby Services Revenue 123 Refund — Express Mal 676
Wiscellaneous Nonpostal Revenue 126 Employee Stamp Credit Shortage 767
Vending Machine Overages 175
Freedom of Information Fees 108
Financial Differences Overage 247
Disbursement Sent to Shared Services Acct. | 280 Cash Remitted Advance 751
Stamp Credit Shortage Cleared 367 Cash Remitted Final 752
Credit Cards Renited 762
Debit Cards Remitied 772
Cash Retained From Previous Report | 353 Cash Retained Today 753
Cash Required 1400 Cash Accounted for 800
1 certify that this is a true statement and the accountability consigned to me is as shown on this form:
Signature Bate

PS Form 1412, February 2005 (PSN 7530-07-000-5259)






A COR is a Contracting Officer Representative.  A COR is responsible for the day to day oversight of a contract between the U.S. Postal Service and a CPU (Contract Postal Unit).  The successful administration of a CPU requires the efforts of all those on the CPU team.  The team consists of the CO (Contracting Officer – Denver Category Management Center), COR (Contracting Officer Representative – Postmaster/Manager), and the District CPU Coordinator ((Retail Specialist). All CPU contracts are open ended with either a 60 or 120 day termination clause by either party except in the case of fraud, health, or safety issues where termination upon notice would be appropriate. 

After the CPU has received their contract award, the initial training has been completed and the contract is up and running, the COR is accountable for managing the CPU.  The following COR Guide will provide you with the necessary tools and guide you through the required steps to make sure your contract is well managed. 

The time and effort you invest in your CPU will determine how successful they are, and remember their success is yours!


The COR is responsible for providing initial training that focuses on customer service, product knowledge, and equipment training.  Publication 116 Contract Postal Units Operations Guide should be used as the resource for training the supplier and their employees.  Training may be conducted on site, off site, or a combination of both.

The COR is also responsible for making sure the supplier is well trained and knowledgeable on any new product, service, or requirement that is introduced during the life of the contract. 

All training should be documented on the Contract Postal Unit Training Record and retained in the contract file.

 
After the initial training on Hazmat, Aviation Security, and the Bank Secrecy Act (if applicable) has been given the COR needs to monitor the CPUs performance to make sure they adhere to the policies of each program.  Any deficiencies should be noted in the contract file and corrected with additional training and/or monitoring.

In addition to monitoring the CPUs adherence to Aviation Security requirements CORs are required to conduct an Aviation Security Review on each CPU on an annual basis using the official Aviation Security Program for Community Post Offices/Contract Postal Units. CORs must review and explain the review form to the supplier and/or manager and obtain the supplier’s signature as well as their own.  A copy of the signed review should be maintained in the contract file.


The COR is responsible for providing the supplier with all postal equipment and the supplies necessary for facilitating the contract.  This includes Priority/Express supplies, postal forms, round dater, scales and rubber stamps.  The COR should complete an Equipment/Property/Supplies Furnished by the U.S. Postal Service and ensure that it remains current and reflects all equipment etc. that has been provided by the Postal Service.  Consumable supplies (such as priority mail supplies, delivery confirmation forms, etc) need not be included on the form.  This form will assist you in determining what supplies should be reclaimed from the supplier should their contract be terminated.  

Note:  Suppliers should never be provided blank penalty envelopes or stationery with the US Postal Service Logo on it.


F-1 438.4, AS-220-1999-1 (Not Applicable to CPUs with CARS)
The Stamp Distribution Office will provide each CPU with three Bait Money Orders they will be accountable for.  Bait Money Orders will not increase the value of the CPUs stamp credit accountability.  The COR should instruct the supplier on the proper procedures required in Bait Money Order program.  The COR should maintain an up-to-date Bait Money Order Control Log for all Bait Money Orders issued to the supplier.  The log should include the serial numbers, dates, and amounts of the money orders as well as the signature of the person issuing and receiving the Bait Money Orders.  The log should be retained in the CPU Contract File. The COR must verify the serial numbers on the PS Form 3294 Cash and Stamp Stock Count and Summary each time the annual Financial Audit is conducted (minimum of once annually).


F-1 333.1 (Not Applicable to CPUs with CARS)
A PS Form 1412 Daily Financial Report must be submitted by the supplier to the COR on a daily basis.  Even when the accountability remains at zero a negative report MUST be submitted by the supplier and entered in Moves by the COR.  If a CPU accepts personal checks or sells USPS Money Orders they must submit a bank deposit and a PS Form 1412 Daily Financial Report every day.

Adhering to these reporting requirements will save much time and effort in reconciling errors made by the supplier. 

Note: Preaddressed penalty envelopes with the bank address and the administrative Post Office address should be provided to the supplier for mailing their bank deposits and PS Form 1412’s.  Blank penalty envelopes must NEVER be provided to the supplier.


F-1 212.1 3c (Not Applicable to CPUs with CARS)

CPU bond amount must be sufficient to cover the supplier’s accountability including both stamps and meter postage.  Once a month the COR should document the Office Accountability, the Bond Amount, and the Difference on the Contract Postal Unit Bond Accountability Log.  If a supplier’s accountability exceeds their bond amount they should be consulted and advised to either reduce their accountability or increase their bond.  Contact your CPU Coordinator if you determine the supplier needs to increase their bond amount.  The CPU Coordinator will initiate the appropriate forms to request the supplier to increase their bond.


F-1 212.1 3C (Not Applicable to CPUs with CARS)
A current copy of the bond must be kept in the contract file at all times.  If the bond itself doesn’t show an expiration date then you must request receipt of payment from the supplier that indicates the bond is current.  The bond check should be performed during the annual financial audit, documented on the Contract Postal Unit Bond Accountability Log and retained in the contract file. 


F-1 426.42

CPUs must not retain cash in excess of the allowed limit which is 10% of their stamp credit not to exceed $100.    Adherence to this policy should be noted during the Performance Review, documented on the Contract Postal Unit Monthly Performance Review and retained in the CPU Contract File.  


PUB 116 1-4.5
CPUs must safeguard their cash, stamps, round dater, and money order imprinter and ensure they are not left unattended during business hours.  These items should be secured and locked up with other accountable items during non-business hours.  Any deficiencies to this policy should be noted on the Contract Postal Unit Monthly Performance Review and corrected with additional training and/or monitoring.


F-1 429.3 (Not Applicable to CPUs with CARS)
A financial audit must be completed on a PS Form 3294 Cash and Stamp Stock Count and Summary on an annual basis.  District policy requires audits to be performed every 12 months.

Example:  You perform an audit on 11-07-06, your next financial audit is due on 

11-07-07.

If there is a discrepancy of $100 or more on the audit a PS Form 571 Discrepancy of $100 or More in Financial Responsibility must be completed and copies submitted to the following:

· Postal Inspectors Office

· District Finance Manager

· Postmaster 

· Contract File

Document the audit date, results, and date reconciled on the Contract Postal Unit Financial Audit and Performance Review Log and retain in the contract file.  If you have any questions concerning the audit or how to reconcile it please call the accounting help desk at 1-866-974-2733.  


Performance reviews are used to promote continuous quality performance and improve the business relationship.  Reviews should be conducted on a monthly basis.  Note any deficiencies on the Contract Postal Unit Monthly Performance Review form and the steps taken to correct them.  Document the review date and results on the Contract Postal Unit Financial Audit and Performance Review Log and retain the performance review in the contract file.  

Performance reviews can be done in conjunction with the annual Financial Audit and the Aviation Security Audit.  Some of the questions may not be applicable and should be noted as such on the form.  


Whenever a change is made to the CPU contract a modification should be issued to the contract through the CPU Coordinator.  These changes could include the following; bond amounts, operating hours, CPU location change, name changes etc.  If new equipment is added the COR should contact the CPU Coordinator who will forward the request to the Contracting Officer at the Denver Category Management Center for processing.  CORs should NEVER process any contract changes without first consulting their CPU Coordinator.

When a performance problem arises the COR should first discuss the problem with the CPU.  If the problem continues the COR should contact the CPU Coordinator for assistance in sending the supplier a “cure” letter.  The “cure” letter should be specific regarding the problem and the time period allowed for correcting the problem.  If the problem is not resolved within the time period allowed the COR may request the CPU Coordinator to request termination of the supplier.


When a customer requests a rate increase the COR should notify the CPU Coordinator who will send the supplier an Annual Rate Increase Request Package.  The rate increase package consists of a supplier instruction letter and an Annual Rate Increase Request form.  The COR will be sent a rate increase notice letter and a Management Analysis for Contract Postal Unit Rate Increase form.  The supplier should submit the completed Annual Rate Increase Form and any other supporting documents to the COR who will then complete the Management Analysis for Contract Postal Unit Rate Increase form with the help of the CPU Coordinator.  Together the CPU Coordinator and the 

COR will determine whether a rate increase is recommended and the appropriate increase amount based on the following:

· Cost per revenue dollar (current and proposed)

· Documented CPU cost increases

· Supplier revenue performance

· Supplier customer service performance

After conferring with the COR the CPU Coordinator will submit an E-Buy request to the District for the additional CPU rate increase funds if applicable.   After district approval the request will be forwarded to the Contracting Office at the Denver CMC for processing.  Please note that this process can take up to three months to complete. 

File maintenance is important in administering a Contract Postal Unit.  The records retained within the file should support any administrative action taken by the COR.  The COR should ensure the following documents are kept current and available in the CPU Contract File.

· CPU contract and contract modifications

· Current bond and/or bond payment receipt

· Contract Postal Unit Bond Accountability Log and Current Bond Check

· Rate Increase requests and related correspondence

· Contract Postal Unit Training Record

· Equipment/Property/Supplies Furnished by the U.S. Postal Service

· PS Form 3368-P and Performance Review Log

· PS Form 3294 Cash and Stamp Stock Count and Summary
· PS Form 571 (Discrepancy of $100 or More in Financial Responsibility) if applicable

· Contract Postal Unit Monthly Performance Review

· Bait Money Order Control Log

· Miscellaneous Correspondence (Cure Letters, Supplier request, etc.)

· Aviation Security

· Cure Letter
· The OIG (Office of Inspector General) conduct random audits of CPUs.  During an official audit they will request the appropriate documentation for this requirement from the COR.


Exhibit A

Contract Postal Unit Training Record
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Exhibit B

Aviation Security Program for 
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Community Post Offices/Contract Postal Units

Exhibit C

Equipment/Property/Supplies Furnished by the U.S.
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Postal Service

Exhibit D

Bait Money Order Control Log
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Exhibit E

PS Form 1412 Daily Financial Report
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Exhibit F

Contract Postal Unit Bond Accountability Log 


Page 14

Exhibit G

Contract Postal Unit Bond
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Exhibit H

Contract Postal Unit Financial Audit (PS Form 3368-P)
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and Performance Review Log

Exhibit I

PS Form 3294 Cash and Stamp Stock Count and Summary
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Exhibit J

PS Form 571 Discrepancy of $100 or More in Financial 
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Responsibility

Exhibit K

Contract Postal Unit Quarterly Performance Review
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Exhibit L

Rate Increase Request Package 
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Exhibit M

Cure Letter







Page 30-31













Contract Postal Unit Training Record

CPU Name









Date of Training
Employee Name
Title
Trainer Name
Total Training Time

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 







Retain copies CPU training the contract file.





Aviation Mail Security Program

RESTRICTED INFORMATION-DO NOT RELEASE OUTSIDE USPS
COMMUNITY POST OFFICES/CONTRACT POSTAL UNITS

The District Aviation Mail Security (AvSec) Coordinator must ensure that:

1. Training is provided to the CPO/CPU acceptance employee(s) on AvSec Program procedures and instructions.

2. Operational reviews are performed in accordance with the AvSec Program Reporting section to ensure compliance with AvSec guidelines and instructions.

3. Ensure District Retail Coordinator and/or Manager of Postal facility responsible for servicing the CPO/CPU maintains full AvSec Program compliance in the CPO/CPU.

The District Retail Coordinator and/or the Manager of the Postal facility responsible for servicing the CPO/CPU must ensure that:

1. CPO/CPU owners or managers are provided with Target Mail Placards and Known Customer Placards as well as Customer Notification labels for collection receptacles and/or lobby drops.

2. The USPS CPO/CPU AvSec Agreement is the only AvSec instruction document provided to the CPO/CPU owners, managers, and/or employees.

3. CPO/CPU owners or managers sign and receive a copy of USPS CPO/CPU AvSec Agreement.  The USPS representative must review and explain this document with the owner, manager or designee.

4. The signed original is kept on file at the Postal facility responsible for servicing the CPO/CPU.

5. Progressive correction measures are taken for failure to sign or failure to comply with these guidelines and instructions.

Page 1 of 3                                              CPO/CPU                       Revised December 1, 2003 

Aviation Mail Security Program

RESTRICTED INFORMATION-DO NOT RELEASE OUTSIDE USPS
DO NOT POST IN VIEW OF PUBLIC

USPS AVSEC AGREEMENT FOR COMMUNITY POST OFFICES AND 

CONTRACT POSTAL UNITS  

The United States Postal Service (USPS) has established Aviation Mail Security (AvSec) instructions.  The USPS requires the immediate implementation of and compliance with these instructions. If you have questions or need assistance, please contact your District Retail Office.

________________________________________________________________

Name of CPO/CPU                                 

____________________________________________________________________

Address                                                          City                         State                ZIP 

Apply the following instructions to mail 16 ounces or over; each mailpiece must bear the return address of the sender

CPO/CPU employee responsibilities for mail 16 ounces or over: 
1. Employees must know and understand the definitions of Target Mail and Known Customer Mail and comply with these AvSec Program instructions.  
2. Screen all mail left in any unattended area (lobby, back door, collection receptacle etc.) not received in a face to face transaction with the customer for Target Mail.
3. Place all Target Mail in a placarded Target Mail container.  Do not round date the postage on this mail.  The Target Mail container must not be visible to the public.   Pouches and sacks are never acceptable as Target Mail containers.
4. Place all Known Customer Mail in a placarded Known Customer container.  Known Customer container must not be visible to the public.
5. Verify all Priority Mail and international/APO/FPO mail has a return address as per the DMM Section A010.4.3 and IMM 122.2.  NOTE:  Postal manuals may be accessed via www.usps.com.

7.    For all domestic First Class and/or Priority, all International/APO/FPO mail 16 oz.  or over, bearing stamps as postage, accepted face-to-face from customers, the acceptance office must:

a) Cancel stamps with round date.
b) Apply a $0.00 value PVI/Postal meter strip as proof of proper Postal acceptance.  $0.00 PVI strips and/or postal meter strips cannot be printed in advance.
c) Place this mail in the normal mail stream.   

8. Facilities without a PVI/postal meter are required to round date, isolate, and placard this mail as Known Customer Mail.
9. Ensure all International mail 16 ounces and over has properly completed customs forms as per IMM section 123.

(USPS-CPO/CPU AvSec Agreement page 1 of 2 revised December 1, 2003)

Page 2 of 3                            CPO/CPU                       Revised December 1, 2003

Aviation Mail Security Program

RESTRICTED INFORMATION-DO NOT RELEASE OUTSIDE USPS
10. Ensure all APO/FPO mail 16 ounces and over has properly completed customs forms as per DMM section E010.2.6, IMM section 123 and in the Postal Bulletin “conditions applied to mail addressed to military post offices overseas.
11. For all customer metered and/or PC Postage International/APO/FPO mail 16 ounces and over received face to face from customers, 
a) If mail piece has properly completed customs form, round date the mail piece near the postage, remove and retain the Postal copy of the customs form and place the mail piece in the normal mailstream.

b) If the mail piece does not have a properly completed customs form, notify the mailing customer of the customs requirements.  Do not accept the mail piece without a properly completed customs form.

12. CPOs/CPUs must maintain on site a file of the postal copy of the customs declaration forms. These forms must be kept on file for 30 days.  All forms over 30 days old must be discarded.
13. Re-deposited Target Mail:
CPO/CPU clerks that are presented with mail pieces, in a face to face transaction with a customer, bearing the green customer notification sticker (DDD-2) and the surface transportation only Label 127 must:
a)   Remove the return to sender customer notification sticker (DDD-2).
b)  Remove the top portion of the Surface Transportation Only, Label 127 and round date where indicated.

c)  Apply $0.00 value PVI/postal meter strip or AvSec Clearance Stamp as proof of proper Postal acceptance, and cancel any uncancelled stamps.

d)  Place this mail in the normal mailstream.

___________________________________________________  ____/___/____            

Manager/Owner Signature     





 Signature Date

___________________________________________________  ___ /___/_____

USPS Representative/Title           



       

 Signature Date

(USPS-CPO/CPU AvSec Agreement page 2 of 2 revised  December 1, 2003
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[image: image1.emf]Date Provided Date Returned

Supplier Signature Date

Contracting Officer's Representative's Signature Date

Equipment/Property/Supplies furnished by the U.S. Postal Service

Description



I certify that the above listed equipment, in addition to the supplies and equipment listed in our 

contract, were furnished in good working condition, for use in operating our Contract Postal Unit.  

All Postal Service furnished equipment will be returned when the contract is terminated by either 

party.

Comments:






Unit Id/Finance #:
 
 
 





Contract Postal Unit
 
 
 





ZIP + 4 Code:
 
 
 





Name of Issuing Employee:
 
 
 










BAIT MONEY ORDER

CONTROL LOG










Date
Money Order Serial No.
Money Order Date
Money Order Amount
Signature of Receiving Employee
Date of Receipt
Date Destroyed
Issuing Employee Initials

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 





DESTROYED BY:
 
 
 








                                                                                                                                                      Postmaster


Contract Name_______________________________
Fiscal Year______

Contract Postal Unit Bond Accountability Log


Date Checked
Total Office Accountability
Bond Amount
Difference


October
 
 
 
 


November
 
 
 
 


December
 
 
 
 


January
 
 
 
 


February
 
 
 
 


March
 
 
 
 


April
 
 
 
 


May
 
 
 
 


June
 
 
 
 


July 
 
 
 
 


August
 
 
 
 


September
 
 
 
 









Bond Amount must equal or exceed Total Accountability.  If Bond is not adequate, contact District Retail Office 515-251-2355 for instructions on how to increase the bond amount for your CPU.









Current Bond Check










Date Checked
Date Issued
Date Expires




 
 
 



Bond must be checked to ensure it is current on a annual basis when the financial audit is performed.  The manager should request a receipt or cancelled check if the expiration date is not on the bond itself.




CONTRACT POSTAL UNIT BOND

INSTRUCTIONS

1.
Insert the full legal name and business address of the Principal in the space designated “Principal” on the face of this form. The bond must be signed by an authorized person. Where such person is signing in a representative capacity (e.g., an attorney-in-fact), but is not a member of the firm, partnership, or joint venture, or an officer of the corporation involved, evidence of authority must be furnished.

2.
Corporations executing the bond as sureties must be among those appearing on the Treasury Department’s list of approved sureties and must be acting within the limitations set forth therein.

3.
Corporations executing the bond must affix their corporate seals. Individuals must execute the bond opposite the word “Seal”; and, if executed in Maine or New Hampshire, must also affix an adhesive seal.

4.
MAIL THE ORIGINAL BOND TO:

US POSTAL SERVICE

ATTN  (BUYER’S NAME)

CPAC TEAM
3300 S PARKER RD STE 400

AURORA CO  80014-3500
5. 
MAIL ANY CORRESPONDENCE RELATING TO THIS BOND TO:  


US POSTAL SERVICE

ATTN  RETAIL SPECIALIST / CPU COORDINATOR

ADDRESS

CITY STATE      ZIP+4

THE TREASURY DEPARTMENT'S LIST OF APPROVED SURETIES

MAY BE ACCESSED ON THE INTERNET AT:

http://www.fms.treas.gov/c570/index.html

CHECKLIST FOR Contract Postal Unit Bond

Your bond MUST include the following:

1. Surety company/corporation who is approved by the Treasury Department and on the Treasury list.
2. Proper penal sum (dollar amount) in accordance with contract, unless written amendment from COR.
3. Signature of principal.
4. Signature of corporate surety representative.
5. Public Notary on signature of individual representing corporate surety.
6. Power of Attorney on signature of individual representing corporate surety.
7. Corporate seal of corporate surety (if available).
CONTRACT POSTAL UNIT BOND

USPS CONTRACT NUMBER: _______________________________________________________________

DATE BOND EXECUTED:
________________








PENAL SUM OF BOND:
$_______________








BOND NUMBER:

________________







EXPIRATION DATE:

________________

CONTRACT UNIT LOCATION:

_______________________________________________________________________________

PRINCIPAL (Legal name and business address.  Name

TYPE OF ORGANIZATION (“X” one)


        must match what is on your contract)

(   ) Individual       (   ) Partnership









(   ) Joint Venture  (   ) Corporation

____________________________

STATE OF INCORPORATION

SURETY(IES) Name(s) and business address(es)

_______________________________________________________________________________

KNOW ALL MEN BY THESE PRESENTS, that we, the Principal and Surety(ies) hereto, are firmly bound to the United States Postal Service (the Postal Service) in the above penal sum for the payment of which we bind ourselves, our heirs, executors, administrators, and successors, jointly and severally:  Provided, That, where the Sureties are corporations acting as co-sureties, we the Sureties, bind ourselves in such sum “jointly and severally” as well as “severally” only for the purpose of allowing a joint action or actions against any or all of us, and for all other purposes each Surety binds itself, jointly and severally with the Principal, for the payment of such sum only as is set forth opposite the name of each Surety, but if no limit of liability is indicated, the limit of liability will be the full amount of the penal sum.

THE CONDITION OF THIS OBLIGATION IS that the Principal and the Postal Service entered into the contract identified above for the operation of a Contract Postal Unit.

NOW THEREFORE, If the Principal(s):

(a)
performs and fulfills all duties and trusts imposed on it as supplier in accordance with the terms of the contract and such rules, regulations and directions as the Postal Service or its authorized representative will prescribe pursuant to the contract; and

CONTRACT POSTAL UNIT BOND (continued)

(b)  faithfully accounts for, deliver, and pays over to the Postal Service or its authorized representative all moneys, stamps, postage value available in the postage evidencing system (postage meter), stamped paper, money order stock, mail matter, Postal Service property furnished pursuant to the contract, and all other property of every kind which comes into its possession (including the possession of its employees or agents) during the performance of the contract; then this obligation will be void and of no effect; otherwise it will remain in full force and effect.

THIS BOND and the obligation hereunder will remain in full force and effect until the contract identified herein ends or is terminated in accordance with its provisions.  However, the surety may cancel this bond upon 120 days written notice given to the Postal Service and the Principal at any time after the expiration of the three-year period following the start of the bonded contract.  In addition, the surety may cancel this bond at any time that the surety has the written consent of both the Postal Service and the Principal, or that the Principal furnishes to the Postal Service a substitute bond on terms equivalent to this bond with a surety satisfactory to the Postal Service.

IN WITNESS WHEREOF, the Principal and Surety(ies) have executed this Contract Postal Unit Bond and have affixed their seals on the date set forth above.

PRINCIPAL




1.





2.

Corporate Seal

Signature(s)






Seal





Seal

Name(s) &

1.





2.

Title(s)

(Typed)

CORPORATE SURETY(IES)

Name &




     STATE OF INC.


LIABILITY LIMIT

Address

Signature(s)
1.






2.

Name(s) &
1.






2. 

Title(s)

(Typed)




Date Performed
Comments
Follow-up


























































[image: image2.png]w7 7 = £ EQ =

o =3 ED

E3

75 HE =3 w5

s s s s s s
O [FCRmTem [FoRmTe
¢ . ¢ s Psa s Psa s 54
s s s s
Py Rt
s s Books s Bocks |3 a0k
s s s s s
FoRm Gl FoRmaCon
s s s cos s cais |3 cois
s s s s s s

7S Form 3294 Jseuany 1





[image: image3.png]‘Stamped Envelopes. Cards. and Other Stamped Paper

72 Enilopes * #6%prec. Reg 0 Frec. Reg. = 2% Prec Wincow
¢ s s B s s s £

s s s s s

TP W

s Box

s s s s s

= EE= =
s s s s s
e

. s s
s s s s s s
Use 7 Space o Computaions

s s s
s s s

Refeemed Soek

s

7S Form 3294, Jarunny 16





[image: image4.png]inventory of Employees’ Cre

(Annual)

Equpmen CosnDrawer | SampCabinet | Safe Comparment | Enveicpe Draw

Equpment Numoer

[E——

Summry of WaiRezerve Stock Accountabiry

Stamp Sack on and per Coun 0 nventry s Ave Corc
" s Corecsn

Stamp ok e Form

ofeencs  Oowr  DOon

Acton Taken Ot 0 suspense

Verfeation of Accountable Farms

Fomio Tssued perFom 1412
152
a4
20
Verfestion of oney Orders
— isednsequence?  Oves Ot
sondiorr  Oves O
Ove  Owe

Verfeaton of Forms S577 (SemiAmnial

e signaures curnts Ove  One

e enelopes sealed and posima Ove  One

Veriicaton o Othe ems (7

=

Thave sramined s s e Togree & e o

] (o ECE e =

75 Form 3294, Januany 16 o






[image: image5.png]> UNITED STATES Discrepancy of $100 or More in Financial Responsibility

POSTAL SERVICE (Shortage or Overage)
Post Office, State, and ZIP + 4 Branch or Station CAG
From:
Employee or Contractor (Name and Tie] Date of Bith (Amount of Accountabilty
Socia Securfy Number
To! Examiner (Name and Te]
POSTAL INSPECTOR IN CHARGE
Type of Discrepancy (Check One)
O Shortage 0] Overage
Amount
5
Date Disclosed
Funds (Check All That Apply) Overage Placed Not Replaced
Replaced by O Cash O Check O Instaliment O inTrust Funds (] (Explain under remarks)
Results of Prior Inventories (Show the six pror inventories of credlts assigned the same employee or confractor)
Date of Amount of Overage or Adjustment
Count Credit Stock Cash Shortage Date

Does the employing office have any knowledge of employee’s financial difficulties?
O Yes [ No (i "Yes," explain)

‘Are any of the shortages or overages unresolved? OYes ONo
1f 50, how are these amounts being carried in the Postal Account?

Trust Fund AIC 080§, Suspense Account AIC 8145

In the judgment of the PM/Supervisor or PSE is the protective equipment assigned adequate? OvYes ONo
Has written demand been made on the employee by management to replace shortage? Oves Do
Is the employee in a regularly assigned bid position or on detail to the position? OYes ONo

In shortage cases, indicate the nature of any adjustment made between employees.

Have there been other significant shortages (5700 or more) for accountability assigned to other employees in this unit

in the past 12 months?

O Yes O No (if"Ves " include dates and amounts in Remarks.)
Remarks
Signature (Name and file of postmaster or designated oficia) Date Submitted

Note: This form is not to replace telephone or telegraphic report requird by Adminstrative Support Manual, Section 220.
PS Form 571, June 1993 ORIGINAL - POSTAL INSPECTOR IN CHARGE






[image: image6.png]CONTRACT POSTAL UNIT MONTHLY PERFORMANCE REVIEW

CPUName, [Ramimistative Office
Date [Reviewer Name.
OPERATIONAL EFFICIENCY YES [NO

Does the supplier kiiow who their post office contacts are, and are those names and
phone numbers posted for employee reference?

Does the supplier have sufficient stamp stock to meet their customers needs?

‘Are the hours of operation prominently displayed, visible to the public, and in
accordance with the contract?

Does the supplier have adequate coverage for breaks, lunches, and peak times?

‘Are CPU personnel trained and knowledgeable on Aviation Security and HAZMAT
procedures?

If applicable, s the supplier maintaining USPS exclusivity?

Are the appropriate dispatch and handling procedures being followed?

Has the supplier provided adequate traifing to their employees on new and existing
products and services, and has it been docurnented on the CPU Training Record?

o] o |~lo] o s8] w W

Does the supplier and their employees ask questions to determine the customer's needs?

Does the supplier and their employees offer the appropriate products and special services
to their customers?

=

1 Does the supplier have current DMM's, IMM's, ZIP Code Books and rate charts

available for employee use?
COURTESY AND PROFESSIONALISM

12 |Does the supplier and their employees present a clean, professional appearance and
wear name badges?

‘13 |Does the supplier and their employees courteously greet and serve their customers?

15| Does the supplier have forms and packaging products displayed for customers use?

16 | Are the Check Acceptance Policy and Credit/Debit decals displayed and in good condition?

Is all signage appropriate, professionally displayed, and contain current rate

17
information?

Is the suppliers facility clean and well maintained including counter work area, walls, floors,
ceilings. etc?

20 | Are the Aviation Security labels posted near all insidefoutside collection boxes?

21 | Are the suppliers collection times posted and correct?

REVENUE PERFORMANCE

22.Is the supplier aware of how their revenue s calculated and their current performance?

23.Is the supplier and their ernployees charging the appropriate fees for all mailing services?

COMMENTS | RECOMMENDATIONS
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(Insert Date)

[Supplier Name]

[Supplier Address]

[Supplier City, State, Zip+4]

RE:  Rate Increase Request Package – [Insert Contract Number]
This letter is being sent to you per your request concerning a rate increase for your contract.  The terms of the contract concerning a rate increase for a contract postal unit are as follows.

A price adjustment may be requested in accordance with the appropriate Price Adjustment Clause or Provision in your contract.  A price increase is not considered unless the contract (firm-fixed) has been operating for at least two full years or two years since the last increase.  If you have a performance-based contract, you must have operated for at least one full year from your operational start date and/or two full years since your last increase.  You must document and justify the requested increase in detail based on one or more of the following:

1. Direct cost increases pro-rated for the contract unit operation:

a.  Rent

b.  Utilities

c.  Taxes

d.  Labor (only if you employ someone to operate the unit full or part time).

2.  Show an increased benefit for the U.S. Postal Service:

a.  Increased real revenue (revenue not resulting from fee or rate increases) or 
     transactions.

b.  Major physical improvements to the contract unit.

You may include other pertinent justifications not covered on the enclosed form.

When you determine to proceed with your request, complete the enclosed form and submit it to your Administrative Post Office for processing.  

The administrative Post Office must do an analysis and then submit a recommendation to the District Office.  The District Office then sends their recommendation to our office.  Upon receipt of the recommendation and authorization from the District Office we submit to you the approval, partial approval, or non-approval of your request.   

Sincerely,

[Your Signature]

[Insert your name and title here]

Enclosure

CC:
Postmaster/COR, [COR’s City, State, ZIP + 4]


CPU Coordinator (Insert District Name Here)
RATE INCREASE REQUEST FORM

(This form is to be completed by the Supplier)

Check one of the boxes below and fill in your requested increase amount:

[   ]  I am requesting a rate increase for a Firm-fixed Contract Postal Unit.

INCREASE OF $_______________   

               From: $_______________________ 
To:  $_______________________ per year.

[   ]  I am requesting a rate increase for a Performance-based Contract Postal Unit.

INCREASE OF _____________ %   

               From: ______________________%

To:  ________________________% per year.

Documentation and justification for this increase is as follows:

1.  My unit showed an increased benefit for the U.S. Postal Service as follows:

a.  Increase real revenue:

200__ Revenue - $___________

200__ Revenue - $___________

200__ Revenue - $___________

b.  Major physical improvements to the contract unit (if applicable):

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

2.  Direct cost increases in the preceding two years, PRO-RATED for the contract unit operation, are 
     as follows:

a.  Rent increased from
 $__________________
To: $____________________

b.  Utilities increased from $_________________
To: $____________________

c.  Taxes increased from   $_________________
To:  $____________________

d.  Labor costs increased from $_____________

To:  $____________________

[  ]  Other:  See attached documentation

I am aware of the clause/provision wherein this request does not guarantee a rate increase and negotiations may be entered by both parties to arrive at a mutually acceptable rate.  Additionally, if the rate is increased, I may not terminate the contract for one year from the effective date of the increase as consideration for the increase, nor may I request an increase until the completion of two years' operation from the effective date of the previous increase.

____________________________  ___________________

Signature of Supplier                                   Date

Contract number:__________________________________ [Insert Contract Number]

Contract postal unit location:  _________________________[Insert CPU Name, City, State]
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(Insert Date )

[COR’s Title]

U. S. POSTAL SERVICE

[COR’s Address)

[COR’s City, State, ZIP + 4]
RE:  Rate Increase Request  - [Insert Contract Number and Supplier Name]
The supplier for the above contract has requested a rate increase.  (If the above contract is a Firm-fixed contract, this is a good time to consider a new-performance based CPU format instead of a rate increase.  Contact your CPU Coordinator for more information).
Attached to this letter are:

(Insert an X in the appropriate boxes)

(1)   [    ] The supplier's request 

(2)   [    ] A Management Analysis form for a contract postal unit rate increase.  

(3)   [    ] Sample eBuy requisition.

Whether you fully approve, partially approve, or do not approve the request, you must forward the completed forms to the CPU Coordinator for your District.  The CPU Coordinator will review and forward the forms to this office after obtaining required signatures.

[Your signature]

[Insert your name and title here]

Attachment(s)

MANAGEMENT ANALYSIS FOR A CPU RATE INCREASE

(This form is to be completed by the COR - DO NOT share this information with your CPU Supplier)

Contract Number:________________________

(Insert Contract Number)

Supplier’s Name: ________________________ 

(Insert Supplier’s Name)

Current Annual Rate: _____________________

(Insert Fixed Annual Rate or Percentage rate)   

Surety Bond Amount: _____________________
 
(Insert Bond Amount, if applicable)

CPU Name:  ____________________________            
(Insert CPU Name if Different from Supplier Name)

1. Is the unit meeting the estimated revenue? ________________________________________________

2.  Indicate revenue for each of the last three (3) years;
200______________________________________

200______________________________________

200______________________________________

3. Number of Weekly Hours of Operation: ______________  Days Operated:  M   T   W   T   F   S   S

4. Number of PO Boxes (if applicable):     ______________

5. Effective date of last increase (must be at least 2 years): ________________

6.  Cost per dollar of revenue (current rate and proposed rate):  ___________________________________

7.  How many complaints have you received regarding service at this unit in the past year? _____________

8.  What additional services should the supplier provide?  For example:

     A.  Lockbox Service

____

C.  Express Mail  
____

     B.  International Mail

____

D.  Other

____

9.  Is the contract still cost-effective for the USPS? ______Yes    _______No

10.  If terminated, what service alternatives are available?______________________________

       __________________________________________________________________________________

11. Cost of alternative:  ______________________________________________________________

12. Would the community be acceptable to change?________________________________________

13.  Surety bond, if applicable, is to be increased to the amount:______________________________

14.
If this increase is for a firm-fixed CPU, have you considered converting to the new performance based CPU format?  What are the results? ___________________________________________________________________________
___  Recommendation of the rate increase is approved for $_____________ based on the above and attached justification.  The funded amount is indicated on the attached EBUY requisition.

___  Request for rate increase is not approved.  The contract continues at the current rate unless terminated by either party pursuant to the contract terms.

  COR Name:______________________________________________   COR Title: ___________________

  COR Office (City, State, ZIP+4): ______________________________

  COR Telephone Number (Include Area Code): ___________________


 Date: ___________________________________________________

CERTIFIED MAIL:  ###
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November 10, 2004

Name

Address

city

RE:  Contract Number xxxxxx-xx-xx-xxxx

I am hereby advising you, officially, of the following conditions or circumstances of unsatisfactory job performance.  You are required to take corrective action within 1 or 10 or 30 days.

PROPER HANDLING OF MAIL AND POSTAL FUNDS:

Hours of operation in compliance

Professional image

Procedures

You must review and become familiar with your contract requirements.  The deficiencies outlined previously endanger the continuation of this contract.  If the contract postal unit is not operated in accordance with the contract provisions, this contract may be terminated with a one day notice.

If you have any questions or would like to discuss this letter, please call me at (xxx)xxx-xxxx.

Sincerely,

Name

Contracting Officer’s Representative

Cc:  Retail Specialist, Hawkeye District

CERTIFIED MAIL:  ###
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November 10, 2004

Indian Hills Pharmacy

1551 Indian Hills Drive

Sioux City, Iowa  51104-1894

RE:  Contract Number 182412-89-U-0171

I am hereby advising you, officially, of the following conditions or circumstances of unsatisfactory job performance.  You are required to take corrective action within 10 days.

PROPER HANDLING OF MAIL AND POSTAL FUNDS:

I performed an audit in your store November 9, 2004 and found that your stamp stock accountability is $6,000.00 short.  This is an additional $200.00 over the previous shortage as counted on September 15, 2004.  Your contract requirements state you “assume the risk of, and will be responsible for, any loss of or damage to Postal Service moneys and property.”  You are to maintain necessary financial controls and reporting.  If a shortage occurs, you are required to make payment.  

You will be allowed to make payments as follows:  Beginning December 1, 2004 and the first of every month following, you will be required to pay $1,000 until your shortage has been paid in full.  We will continue to audit your accountability and will require additional payments as necessary.  Make your check payable to the United States Postal Service and deposit it with your regular deposit using AIC 367 and adding this amount to AIC 752 as an offset

You must review and become familiar with your contract requirements.  The deficiencies outlined previously endanger the continuation of this contract.  If the contract postal unit is not operated in accordance with the contract provisions, this contract may be terminated with a one day notice.

If you have any questions or would like to discuss this letter, please call me at (712) 274-6401.

Sincerely,

Diane Lander

Contracting Officer’s Representative

Cc:  Retail Specialist, Hawkeye District
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Contracting Officers Guide Book


(For Contract Postal Units)











COR – Contracting Officer Representative


(Generally a postmaster, station mgr, or supervisor of the nearest post office)

















Provide initial and updated training as necessary





Provide training and monitor supplier’s performance in Hazmat, Aviation Security, and the Bank Secrecy Act (if applicable)





Provide initial equipment and supplies and maintain an Equipment/Property/Supplies Log





Establish and manage bait money order program 





Ensure daily deposit is submitted and the PS Form 1412 is received and entered into moves





Ensure supplier’s accountability does not exceed Bond amount





Maintain copy of current CPU bond payment





Ensure supplier only retains in cash 10% of their stamp stock or up to $100 each dayn





Ensure supplier secures Cash, Stamps, Round Dater, and Money Order Imprinter during  business and non-business hours 





Conduct Annual Financial Audit 





Conduct monthly performance review





Facilitate all contract modifications through the District CPU Coordinator





Process Rate Increases through the District CPU Coordinator





Maintain the CPU Contract file with all required elements























COR Administrative Responsibilities
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What is a COR and what do they do?








Exhibit I





Exhibit H








CONTRACTING OFFICERS GUIDE BOOK EXHIBITS





Exhibit D





Exhibit G





EXHIBIT N                                                  Cure Letter Examples














Exhibit B





Exhibit K





Exhibit C








Exhibit M-1














Performance Reviews (Monthly Requirement)





EXHIBIT N                                                  Cure Letter Examples





Contract Postal Unit Financial Audit and Performance Review Log














Exhibit J





Exhibit f





Exhibit E





EXHIBIT L                                              Rate Increase Request Package
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											Hawkeye District





Exhibit A








 Provide initial and updated training as necessary  














Provide training and monitor supplier’s performance in Hazmat, Aviation Security, and the Bank Secrecy Act (if applicable)








Provide initial equipment and supplies and maintain an Equipment/Property/Supplies Log 











*Establish and manage bait money order program  








*Ensure daily deposit is submitted and the PS Form 1412 is received and entered into moves  








*Ensure supplier’s accountability does not exceed Bond amount  








*Maintain copy of current CPU bond payment  








*Ensure supplier secures Cash, Stamps, Round Dater, and Money Order Imprinter during  business and non-business hours 








*Conduct Annual Financial Audit  





Conduct Monthly performance review  














Facilitate all contract modifications through the District CPU Coordinator 








Process Rate Increases through the District CPU Coordinator  








Maintain the CPU Contract file with all required elements 








*Ensure supplier only retains cash in the amount of 10% of their stamp stock or up to $100 each day  
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Sheet1

		Equipment/Property/Supplies furnished by the U.S. Postal Service

		Description				Date Provided		Date Returned

		Comments:

		I certify that the above listed equipment, in addition to the supplies and equipment listed in our contract, were furnished in good working condition, for use in operating our Contract Postal Unit.  All Postal Service furnished equipment will be returned

		Supplier Signature				Date

		Contracting Officer's Representative's Signature				Date
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