American Postal Workers Union

- Kansas City National Business Agent Office
10841 W. 87" Street, Suite 400 Overland Park KS 44214, Tel. 913-888-8555, Fax 913-888-8777
www . KCNBA.org

October 27, 2010

RE: ACCOUNTABLE MAIL

Our office has recently received several calls concerning the Postal Service changing
the procedures of assigning accountable maii to carriers. As of this time it appears to
only be affecting “certified” mail.

Basically, the Postal Service has eliminated the process of having a clerk issue certified
mail to a carrier before the carrier goes out on their route and the process of a clerk
clearing the carrier of the certified mail upon return — commonly referred to as “checking
the carriers in and out®,

It appears that the elimination of the process was based upon a recent “bad’ regional
arbitration award. In this particular case the Arbitrator ruled that “she could not
determine that the provisions of the Handbook M-41 and PO-603, seemingly directed at
the Carrier Craft, are incorporated under Article 19 in the APWU National Agreement.

Of course we adamantly disagree with her decision. ALL of the Postal Service's
handbooks and manuals are incorporated into Article 19 of the APWU National
Agreement. Although the M-41 and PO-603 are mostly directed at the carriers, they also
address clerk craft issues — specifically the handling of accountable mail.

Included are relevant pages of the Handbook M-41, Postal Operations Manual (POM),
and Handbook PO-603 that address the handling of accountable mail.

Qur contentions are simply this. The Postal Service is required to follow their own
handbooks and manuals and, until they are changed, carriers are required to sign for
their accountabies from a clerk and aiso be cleared of their accountable by a clerk.
Additionally, this action is to be documented on the appropriate postal forms.

If this violation is happening in your office you need to immediately file a grievance. |
would suggest you talk to the City Carrier and Rural Carrier Union and have them file a
grievance, too. This also affects them when it comes to route counts. They will not get
credit for time obtaining and returning their accountable mail.

Dennis Taff & Bob Kessler
National Business Agents
APWU Clerk Craft
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121.12 General Information

Exhibit 121.12 -
Time Allowances for Carrier Office Work

TIME ALLOWANCES FOR CARRIER OFFICE WORK

Form 1838 Pleces Por Minute
Lfne No. Work Functlon 1-Trip 2-Trip
1 Roulingletter-sizemall. ..., 18...... 18
2 Raulting all other size mail. (Use Notice 26, Maximum Time Allowance
for Routing Maif, ta convert pieces to MINUES.) ... 8....... 8
Minutes
4 Strapping mail in bundles or placing In trays, preparing relays and placing mail into satchals; for each

70 pisces regardiess of character (minimum ailowance 3 minutes). Strapping mail in bundies for
markup at computerized forwarding unit, Lines 1-2-3 combined mail volume (strapping out pleces and

markup pieces} Is used In determining time ailowance at 70 pieces perminute. ........................ 1

8 For each 10 pleces of all classes of mall separated for forwardingorreturn. ............. ... .. ... ... ... 1

9 Periodicals marked up (for each 2 pieces handled for forwardingorreturm). .............. ... ... ... .. 1

10 For each Form 3579, Undeliverable Periodical, Standard A & B or Controlled Circulation Matter, .......... 2
H For sach 4 pleces marked up (mail marked Deceased, Temporarily Away, Refusad, Vacant (Occupant

rail of obvious value) or No Mait Receptacle). ........... ... .. i 1

12 For each change of address, including Form 3546, recorded on Forms 1564-B and 3982, ... .......... .. 2

13 Insured receipls IUrned in. .. ... oo 1

14 Reglstered, Certifled, COD, Express Mail, Customs and Postage-Due; Keys, Form 3888, signing for,
returning funds or receipts, and for partial completion of Form 3849 (name or address for Identification),

Base minimum allowance is 8 Minules. ...............c.oiiiiiiiioit i

15 Withdrawing mail where applicable (from distributlon cases, trays, sacks, and/or hampers).
Base minimum allowance Is Sminutes. ............. ..., *
16 Sequencing and collating by-pass mail. (Representative time in minutes will be allowed for

work function.)
17 Strapping out time (when mail must be placed in order of delivery) sea 922.51d.
{Representative time in minutas will be allowed for the work function.)

18 Break (local option),

19 Vehicle Inspection see 922.51f. Base minimum allowanceis 3minutes. . .............ooo oo
20 Personal needs, etc. (Time allowances ars printed on the form for each trip, and must not be changed.)
21 Office work not covered by form. (Work functions must be Identified and approved as being necessary

and of a continuing nature.) (Use “Comments” section.)

Base minimum allowance 1S 9 minttas. . ........ ... i *
22 Waiting for mail (office) and all other offica activities not performed on a continuing basis which are

excludad in computing net office tima. (Use “Comments” section.}
23 Counting Mail and filling out Form 1838-C worksheel.

Note: For pieca itams, grant the next higher aflowance in minutes for fractional units.
Use actual times for Lings 14 through 19 and Linas 21 through 23 when thosse functions are parformed.

omputing 4 3 o g Unds olumns (s [}, 3 ¥

If tive actual time for each of Lines 14, 15, 19, and 21 is less than the base minkmum and the carrier
performs the function the base minimum must be entered for the Line ltem in the appropriate
cotumn. If the actual lime exceeds the base minimum, an adjustmert to that time cannot be shown

which is less than the base minimum.
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Genaral Information

131.12

122.2
122.21
122.22

122221

122.222

122.223

123

123.1

123.2

124

Special Services
Deliver and collact charges on Customs, postage-due, and COD mail.

Deliver and obtain date, time of event, and signature receipts for registered,
certified, Express Mail, insured, and other special services mail. Use
scanning device where appropriats,

Receipt for such matter, except insured and Delivery Confirmation mail, at the
Post Office before beginning route.

I applicable, éccount for it on return by payment of the amounts collected,
delivery of receipts received, or return of the article.

Special services mail that is first identified while performing street duties will
need to have a Form 3849 completed at the delivery point, to ensure proper
recording of these items when the carrier retumns to the office.

Other Duties

Mailing Cards

Check, correct, and sequence (if necessary) mailing cards assigned by
managers bearing names and addresses of customers or former customers
of the route.

Reports

Report to unit manager all unusual incidents of conditions relating to mail
delivery, including mail found trapped behind wall-mounted and wall-recessed
apartment house mailbox units, condition of street letterboxes and relay
boxes (e.g., unanchored boxes and schedules),

Part-Time Flexible City Carriers

These carriers may be assigned to perform clerical duties and may be
required to pass examinations on schemes of city prirary distribution if their
assignment anticipates use of scheme knowledge.

13 Delivery and Collection Rules

131

131.1
131.11

131.12

Handbook M-41, TL4, 03-01-98

Delivery on Letter Routes

Security of Mails

Keep the mail in your possession or locked in a relay box or vehicla. All
equipment and undeliverable mail must be retumed to the post office at the
end of each trip.

If the use of a satchel cart is authorized, exercise reasonabie care to prevent
any attempted theft from the cart while delivering your route.
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Offica Time — Preparation

242,63

242.2
242.21

242,22

2423
242.31

2424
24241
24242

2425
242.51

24252

242.8
242.61

242.682

24263

Handbook M-41, TL4, 03-01-98

Periodical Mail

Process in similar manner to letter-type mail which is undeliverable as
addressed, Placa in non-machinable separation.

Placs in designated location by exit for transport to CFS.

Standard Mail (A)

Place Undeliverable Bulk Business Mail in the designated location for revigw
prior to disposal as waste.

Standard Mail (B)
Endorse all mail piaces with route number.,
Deposit in designated location for delivery to Markup Unit.

Accountable and Signature Maii

Return to the accountable clerk and explain why it is undeliverable. Under no
circumstances should this type of mail be obtained from or returned to the
accountable clerk without establishing proper accountability.

Exception: At the fargest installations receiving a large volume of
accourtable and signatyre mail for delivery, local managers may allow
carriers to mark up this mail if accountable clerks are unable to expedite
rehandling of the pieces in clearing carriers of proper responsibility,

Other Undeliverable Mail

When customer has moved and left no forwarding instructions, hoid mail for
10 days, except Treasury checks, which are handled in accordance with the
instructions on the piece. Do not endorse. If change order is not received by
expiration date, complete a Form 3575-2 and place the Form 3575-Z and
mail in appropriate separation of the CFS mail. Do not endorse.

-QOther types of undeliverable mail include (a) occupant mail (address
correction requested, return postage guaranteed, or forwarding and return
Postage guaranteed) only addressed to Vacant buildings; (b) mail addressed
to customers who are Temporarily Away and retention peried for hold mail
has expired; {c) mail addressed to customers who are Deceased, and mail is
not properly deliverable to another person; (d) mail which is Refused; and
(e) maii for which there is No Maii Receptacle. Manually endorse this
category of mail as provided by current regulations.

Additional types of undeliverable mail are: (a) Attempted Not Known,
addressese is not known at the Place of address; (b) No Such Number,
non-existent number, correct number is not known; (c) insufficient Address,
mail received without complete identifying address and the correct address is
not known; (d) Return to Sender, order issued against addressee for violation
of False Representation law, mail is returned to sender under a false
representation order; () Unclaimed, addressee abandons or fails to call for
mail; (f) Lottery Mail, Mail to This Address Returned by Order of the
Postmaster General, mail is returned to sender under a lottery order: (g) in

27

Updated With Postat Builetin Revisions Through April 5. 2001







e i

Office Time — Preparation

261.22

26 Accountable ltems

261

261.1
261.11

261.12

261.2

261.21

261.22

Accountability Procedures

Acquiring Accountable Items

Accountable items are keys, postage due, customs duty, and special services
mail,

Generally, carriers ara required to cail at the finance cage for accountable
itens. They may be called in groups by call of route numbers or by passing a
paddle (see glossary for paddle system). At some offices, the items are
delivered to the carrier at his/her case.

Receipting for Accountable Items

Keys

A numbered check is issued to each employee. When you surrender the
check, you will be given a set of Arrow and/or padlock, and/or truck keys. {In
some instances, a signature is used in place of a numberad check.) The keys
are on a chain which must be securely fastened to a belt or clothing. Keys
must be returned at the end of the tour of duty. The two most common type of
keys are pictured below:

Postage Due (Exhibit 261.22)

All postal employees are expected to protect postal revenue. Al postage-due
items found in the mail should be brought to the finance window for postage
accounting. Count the amount of pastage due represented by the
postage-due stamps or meter strips on the envelope or on Farm 3582-A.
Give the finance clerk cash or sign Form 3584 for the amount due.
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261.23

Office Time — Preparation

Exhibit 261.22 (p, 1)

Farve of Cortomer and Xadve

K“qu“ Elednt.
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POSTAGE DUE BiLL
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Postmask
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18 altuched 1o thin ant the necessary foliow sheais that form o
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o8 for postage due maid, Lhe smouns
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Exhibit 261,22 {p. 2)
U8, POSTAL SPvICY. 'n:unl- 7 COd
POSTAGE DUE Lo
CARAIER CHECK-OUT CARRIER CHECK-IN
MAIL ACCEPFTED MAL AETURANED
ROUTE T o CARRIER P AMOUNT CARRKER CLEARANCE GLERK
NO. macss P (Siguature) necay Y b} NITIALS 3ignarure)
/ i
I "] \\
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Ty TOTAL AMOUNT AETURNED | 4 PR

3 Foarm 1804 - OFPICE: 1988 302

261.23 Customs Duty (Exhibit 261.23)
261.231 Check name and address as for registers (see section 261.24).

261.232 Check mail entry number and verify number of articles received with entry on
Form 2944 and, if correct, sign in lower left corner.

36
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Office Time ~— Preparation 251.243

Exhibit 261.23
V. 8. 'POSTAL sEmvicE LIST OF
RECEIPT FOR CUSTOMS DUTY MAIL dumiAsLe aaticies
UNIT Of STAhON DATE
MAL EMTRY NUMBER
MCEVID MOM  (Nems) SIGNATURE OF CARRMR

NUMBER OF ARTICLES

WITH CUSTOMS ENTRY SIGNED CUSTOMS MAR ENTRY
roRMs
(Forme eHeched) {From delivering empleyee)
NO. ARTICLES RETURNED AMT. OF DUTY Cm
$

BELIVERING EMMOYEE (Sigmeref CLEARING EMPLOYER (Sigrewiure)

;:::',,- 044 ‘U8, Q.PO. 1995 M2 72083108

26124 Accountable Mail Matter Received for Delivery (Exhibit 261.24)

261.241 Check name and address on each article to detarmine if it is for an
addressee who has moved or who lives on another route. If addresses has
moved, supply the new address. If for another route, return articie to clerk.

261.242 Verify registered number appearing on article with entry on Form 3867,

Sign (surname and initial) Form 3867 opposite entries if correct. Multiple
entries may be bracketed and a single signature entered. Individual
responsibility is assumed by the carrier upon receipt.

261.243

37
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261.25 Office Tlme — Preparation
Exhibit 261.24
UNIT,
P?fr%% : Accountable Mail Matter Recsived for Delivery
:i:lln!.ud No., COI'."rNo.. coD
Q Msil! Total
Dats Clﬂﬂl:z:":':hl :'M R, BA, t( Money mm.’::' . Claaring Reason for
Receipt tor Merchandisa) | or AQY Dus | Order Signature; Cleri's Nondwiivery;
or Total Receipt for Sender | Foe Totat Signature Dispasition
Aecorded Delivery
/
- \?\J - ~
“% - ~—
/
£ e, 5 e o T e e 3 T o o
P4 Form 3887, December (304
26125 CODs (Exhibit 261.25)

261.251  Check name and address as for registers (see section 261.24).

261.252 Compare name and address, amount due sender, and money order fee
appearing on each tag with that appearing on each parcel. If there is any
variance, return the parcel to clerk.

261.253 Verify total number of COD parcels received with the entry on Form 3821
and, if in agreement, sign Form 3821. Return both copies of the form and the
delivery employee’s coupons from the tags to the clerk.

38 Handbook M-41, TL4, 03-01-98
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Office Time — Preparation

262.2

Exhibit 261.25

262

262.1

262.2

Handbook M-41, TL4, 03-01-98

Post Office or Station M_Q.iﬂ 5_“‘112 7 /9 7

RECFWEQ OF the registered articles tisted o 1otal cerufied. COD. and
Express Mail and Remurn Receipe Merchandise Sewicennicicuhownbelow;:lsosigned receipts for suchmail delfivered.

REGISTERED ARTICLE NOS. Rin Arts Dellvery Receipts TOTAL
(Y Registered l o) {

Certifled [ 3 q

Express Mail ] [
Rin Ree for Mdse

Check Cash
coD — — —

Ulearing Employee Signacure
CoD e w Wi
B A’ queqv Funds i S — $ —~ '*{2:”—:-‘-

Camplere a separate form in duplicate for CODs. When COD's aretotaled, delivering employee must immediately depasit
a capy of this form in designated box, This form must be ratained by delivering employee for 3 montht from last day
of issu¢ for COD's, I yeurs if for Registered, Carmified or Express Mail or Rerumn Receipt for Merchandise Service.

PS Form 3821, Feb. 1989 GPQ : 0 - 317.88% CLEARANCE RECEIPT

PS Form 3849 for Registered, Certified, Express
Mail, Insured, and Other Special Services Mail

(Exhibit 262)

Use PS Form 3848, Delivery Notice/Reminder/Receipt, for each accountable
piece and numbered insured parcel or other special services item. (Minimum
fee unnumbered insured parcels and Delivery Confirmation items are
delivered the same as ordinary mail — no receipt is needed.) Usually prepare
PS Form 3849 as you make delivery. Howaver, enter the address in the
Delivery section on the barcoded side of the form, for identification, in the
office at the time articles are issued.

Place PS Form 3849 in proper separation case as a marker. Put registered
articles in the pocket of satchel. DO NOT PLACE REGISTERS IN CARRIER
CASE WITH OTHER MAIL OR IN RELAYS. Place insured parcels loose in
satchel or in relay sack. Do not tape PS Form 3849 to mail items.

39
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P UNITEDSTATES

POSTAL SERVICE . Accountable Mail Matter Received for Delivery
Registersd No., COD No., COD
Total Exprass Mall,'Total Dallvery Clerk’s
Date | _Cortifiad/Total Retum |R, RA, Amount| M or Carrler's Clearing Reason for
Recelpt for Merchandlse,'] or AQ3/VMOUNt| Money Slgnature; Clerk's Nondslivery;
or Total Receipt for Due | Order Total Signature Olsposition

Recorded Dellvery Sender| Fae

i e ok, use "C* 10 incicate Crtfed i, "D o recei T recondad deivery mal, - of Expreve ek, sd TOF A rohe soouins oy e ndoe

2 in this cohumn, m'wmmumnmcdgrmu‘td. Whmmmmmmm'whmﬂ.
PS Form 3867, Dacember 1994







On Route

335.16

335

335.1
3351

335.12

335.13

335.14

335.15

335.16

Handbook M-41, TL-4, 03-01-98

Insured, Registered, Certified, Express Mail, and
Other Special Services

Delivering and Taking Receipt (Exhibit 335.1 (p. 1 and 2))

Deliver numbered insured parcels, registered articles, certified letters, and
cther special services items to addresses or anyone authorized to receive
mail for addressee:

a.  Require the person to show identification if not known, and to sign and
print name on PS Form 3849, Delivery Notice/Reminder/Receipt,
before delivery when applicable.

b.  Deliver articlas entered on PS Form 3883, Firm Delivery Receipt for
Accountable Mail and Bulk Delivery Mail, after obtaining a signature of
addressee or agent on PS Form 3849. (Deliver the duplicate PS Form
3883 with the articles.)

c. Prepare PS Form 3883 for numbered insured and other speclal
services items only when there are six or more articles for the same
addressee. Include Delivery Confirmation on PS Form 3883 if the
six-article requirement has already been met.

d.  Deliver minimum fee unnumbered insured and Delivery Confirmation
articles the same as any ordinary mail. No receipt is needed.

8.  See subchapter 23 for appropriate scanning procedures.

Deliver articles endorsed, Restricted Delivery to addresses appearing on the
article. No other person may receive and sign for these articles unfess the
addressee authorizes in writing an agent to raceive his rastricted delivery
mail. Form 3849 can be used for this authorization.

Articles not endorsed Restricted Dalivery may be delivered to an adult
member of the family or agent or hotel clerk whose name appears on Form
3801-A, Agreement by Hotel, Apartment House, or tha Like.

When other than addressee signs for article, he/she should enter the name of
addressee on line Received and his/her own name on line By,

Complete Forms 3849 and 3883 showing the date of delivery and your
signature (sumame and initials).

Certified mail mixed in with DPS mail and identified while performing street
duties is to be handled in the same manner as certified mail that is issued in
the office by the accountable clerk. Form 3849 must be completed at the
delivery point and delivery should be attempted. Receipts are ta be tumed in
to the accountable clerk along with receipts for any other certified mail.

53
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4 Office Time — Return

41 Use of Timecards

411 Non-PSDS Offices

Promptly record the time you retumn to the office and return card to timecard
rack, If you are a motorized carrier, promptly unload your vehicle upon retumn
to the office and then immediately record your returming time. At end of tour,
record ending time, and return card to timecard rack.

Aecord the time tfeturning to the
nffice and return to tlme card rack.

WY Jwor] e | W ] &

40 Ty
%d}i T
Ase T

SO
At end of tour, record ending tiow
and teturn to time card rack.

412 PSDS Offices

Follow instructions in 211.2 — except (1) set dials to indicate “R.S.” for
Return Street and (2) set dials to indicate “E.T.” for End Tour.

E

n

NE

42 Disposition of Collected Mail

Place the mail collected on designated table or in receptacles.

43 Clearance for Accountable ltems

431 Keys

Turn in mail keys in exchange for assigned key check or signature clearance.

Handbook M-41, TL-4, 03-01-08 61
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432

Office Time — Return

432
432.1

432.2

Exhibit 432.2

432.3

433

434
434.1

434.2

62

Registered and Certified

Give finance clerk all undeliverabie articles and Forms 3849 and/or 3811 for
each registered and certified delivery. -

Complete Form 3821 showing the number of receipts énd undefiverable
articles returned to the clerk. Ensure that any accountable items found in the
DBPS mail are added to tha total accountable pieces included on the form. if
form is properly completed, clerk wil sign and return it to you. This is your
receipt, keep it for a 2-year period (see exhibit 432.2).

Post Office or Swtion "Date

) in | 92 [ 1 26
RECEIVED QF the registered articles listed or total certified, COD, and
Express Mail and Remam Receipt Merchandise Se! icearticles shownbelow; alsosigned receipes for suchmaitdetivered.

REGISTERED ARTICLE NOS Rtn Arts Delivery Receipts TOTAL
! — .
RIL3 1IN E] Keuisered) - a
STALELF - 1
Certified ) -
Express Mall - ~ —-—
Rtn Rec for Mdse| s an—
Check Cash
jcop "= - - -— -
Clearing Employee Signature
[ ] v
8, Funds ™ . $§ == |§ =

Complets a scparate form in duplicae for CODs. When COD's are totaled, delvering employee must immediataly deposit
4 copy of this form in designated box. This form must be retained by delivering employee for 3 months from last day
of lssue for COD's, 2 years if for Registered, Certified or Express Mail or Refurn Receipt for Merchandise Service.

P8 Farm 3821, Feb. 1989 GPO : @ - 317-865 CLEARANCE RECEIPT

Enter the date of delivery and your signature in the spaces provided on Form
3849 — if you didn't do this when you delivered the article (see section
335.1). Deposit Form 3849 in the designated receptacle or give it to the
finance clerk for clearance.

Insured Maii

Put all Forms 3811 which were requested by senders of insured mail in
designated places. Complete Form 3849 as specified for registered and
certifiad mail.

CODs

Surrender to clearance clerk COD tags and the money for all delivered COD
parcels. Return all undeliverad CODs for clearance.

If Form 3821 is used at your office, verify the entries after clerk has entered
the amount of funds and the number of parcels accounted for {see exhibit
434.2). Carrier must place original of Form 3821 in locked receptacle
provided and keep the duplicate for 3 months from last day of month issued.
(Clerk may not do this.)
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Office Time — Return

435.2

Exhibit 434.2

4343

435
435.1

435.2

Exhibit 435.2

Handbook M-41, TL4, 03-01-98

Post Office or Staton

“9laclys

L] .
Office
RECFIVED OF the registered asticles lisced ar toal certified, COD, and
Express Mailand R eturn Receipt Merchandise Servicearticies shown below; also signed receipts for suchma it detivered.

Rtn Arts TOTAL

REGISTERED ARTICLE NOS. Deifvery Recelpts

Registered

Certifled

Express Mail
Rin Rec for Mdse,

Cherk Cash

coo k-4
Clearing Employee Slg e '33“

C. Fooken Fonu $34,90 [$

Funds
Complete 3 sepurate form i duglicate for CONs. When COD's are totaled, delivering employce must immediately depost
4 vopy of this form in designated box, This form must be retained by delivering employee for 3 months from last day
of issue for COD"s, 2 years if for Registersd, Certified or Express Mail or Return Receipt for Merchandise Service.

CLEARANCE RECEIPT

E—
Tyl ey,

FRNEE L
3

PS Form 3821, Feb. 1989 GPO : O - 317-665

If Form 3821 is not used at your office, clerk will initial and return delivery
employee coupon to you. Keep this coupon for 2 years.

Customs Duty Mail
Turn in to cage clerk Customs Forms 3419 and money coifected for all
custom duty mail.

After the clerk has entered the amount of funds and the number of parcels on
Form 2944, verify the entries. Sign on line opposite the clerk's name (see
exhibit 435.2).

V. 8. POSTAL SERVICE
RECEIPT FOR CUSTOMS DUTY MAIL

UHIT Of STATIOM DATE

Main ael96

LUST oF
DUTIABLE ARTICLES

MAR ENTRY NUMMER

MCHVED MOM  (Neme) SIGNATURE OF CARRISR 2
Q‘T ‘ A R. 2 [ 65 q33
¢ NUMBER OF ARTICLES
WITH CUSTOMS ENTRY SIGNED CUSTOME MAR ENTRY o
na o
{Forws oteched) {Fram delivering emplayes)
NO. ARTICLES RETURNED AMT. OF DUTY COLLICTED
s 2{.50
DELIVERING EMPLOYRE (Sigwotwre| CLEARING EMMOTER (Signuture)
R . Dﬂﬁ'hu:f_. q‘ -%
J'_’_: -W-‘I 2944 U5, QA0 1903 M2 72VEITHE
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435.3

Office Time ~ Return

435.3

436
436.1

438.2

Place first copy of Form 2944 in locked receptacie provided and keep second
copy for 3 months from last day of issuance.

Postage Due

Return all undeliverable postage due mail and funds collected on postage
due mail delivered.

The clearance clerk will sign Form 3584 if postage-due collected and
returned articles agree with amount shown on Form 3584. You will be
reimbursed for the amount due on the returned articles if you paid for the
postage due articles in cash (see exhibit 261.22),

44 Undelivered Mail

441

442
4421

4422
442.3

64

Processing Undelivered Mail

Follow procedures listed in part 24 to process forwardable and undeliverable
mail (1) that you didn't process before leaving the office and/or (2) that you
picked up on route. After processing, place this mail in throwback case, as
explained in part 24,

Completing Form 1571
After return from trip, obtain Form 1571, Undelivered Mail Report, (see exhibit
442.1) from unit manager.

Add any mail which was not delivered but was returned to the office.

Sign the form and give it to a unit manager.

Handbook M-41, TL-4, 03-01-98
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Special Delivery Service

755

accommodate it. Otherwise, leave a completed notice and return the article to
the post office. .

75 Office Work After Return

751
752

753
754
755

Handbook M-41, TL-4, 03-01-98

Record retuming time.

Return all undelivered articles, endorsed to show reason for non-delivery, ail
receipts taken, money collected for accountable mail, and keys.

Obtain proper clearance for all accountable items (see subchapter 43).
Return all equipment to its proper place.

Record ending time at unit. Return truck to garage, inspect it, and prepare
required reports (see subchapter 84).
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9 Mail Count and Route Inspection

91 Introduction

ot1 Definition and Purpose

9111 Count of mail is the physical counting and recording of thé number of pieces
of mail delivered or collected on a city delivery route.

911.2  The count of mail is used to gather and evaluate data to adjust routes fairly
and equitably to insure that the workload for each route will be as near as
possible to an B-hour workday for the carrier.

911.3 The data obtained during the count and inspection period, aiong with current
‘ management records, and the manager's knowledge of the routs, are the
basis for making route adjustments.

912 Frequency

Counts of mail shall be conducted on one or more routes when it is
determined to be operationally necessary. These inspections will be
conducted between the first week of September and May 31, excluding
December. A physical inspection of the route shall be made on one or more
days during the count week by a route examiner who accompanies the
carrier during his or her full tour.

913 Advance Notice

A notice giving schedule of a count week and proposed day of inspection for
each route shall be posted at the delivery unit not later than 5 working days
preceding start of count. One day's advance notice will be given if a decision
is made to inspect on days other than the scheduled datse.

914 Absences

Absences, for other than emergency, will not be granted during the week of
count and inspection,

Handbook M-41, TL-4, 03-01-98 9
Updated With Postal Bulletin Revisions Through Aprit 5, 2001






Mail Count and Route Inspection

922.13

Exhibit 922.11 {p. 3)

Form 1838-C, Carrier’s Count Mail - Letter Carrier Routes Worksheet
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Mall Count and Route Inspection 922.51

92243 Accountable and Signature Mail — Line 3

Enter the total number of registered, certified, COD, customs, postage due,
and Express Mail under appropriate headings of column. Any accountable
mail identified and delivered by the carrier while performing street duties
should be listed upon retumn to the office.

§22.44 Parcel Post — Line 5

Enter number of parcels over 2 pounds (including insured) handled for
delivery in line 5. Total this column.

82245 Marked Up Mail — Lines 1; 3; 5; and Flrst-Class: Standard Mail
(A), and Standard Mall (B)

922.451 Carrier Mark-Ups — Individually Endorsed
Enter the number of pieces manually endorsed (1) Deceased, (2) Temporarily
Away (retention period for hold mail has expired), (3) Refused, (4) No Mail
Receptacle or (5) Vacant (Occupant Mail Only endorsed address correction
requested, return postage guaranteed, or forwarding and return postage
guaranteed).

922.452 Carrier Mark-Ups — Bundle Endorsed
Also enter one piece for each bundle of carrier-endorsed undeliverable
pieces identified as (1) Undeliverable As Addressad, (2) Attempted Not
Known, (3) No Such Number, (4) Insufficient Address, and (5) Undeliverabla
Bulk Business Mail (UBBM), which is Standard Mail (A) not deliverable as
addressed and is not endorsed address correction requested, retum postaga
guaranteed, or forwarding and retumn postage guaranteed.

822453 Computerized Forwarding System Mark-Ups
Enter the number of pieces of mail sent to the Computerized Forwarding
System unit and those pieces not personally marked up in the carrier
endorsed bundles of undeliverable pieces.

92248 Changes of Address Recorded — Line 12

Each change of address order should be counted as onify one item aven
though the change is recorded on Form 1564 as well as on Form 3982,

92247 Insured Receipts — Line 13
Enter the total number of insured receipts turned in.

9225 Making Time Entries

922.51 Actual Time Entries

Lines 14 through 23 correspond with those on Form 1838. Enter the ling
number for the function in the Explanation column, and in the Write-in Time
column, show starting and ending tima for office functions for lines 14 through
23 (except line 20). Compute elapsed time for each office function performed
and record actual time in minutes. If the time items recorded for lines 14
through 23 appear unrealistic — inflated or deflated — the items will be
discussed with you. Be guided by the following in making entries:
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Mail Count and Route Inspaction

102

a.

Line 14, Registered, Certified, COD, Customs, Express Mail, and
Postage-Due; Keys; Form 3868; Signing For, Returning Funds and
Receipts. Record the combined time (1) to travel from the carrier case
to the place within the work unit where registered, certified,
postage-due, COD, and customs mail is obtained -~ unless these
articles are brought to you; (2) to sign for these items and make returns
of receipts or funds; and (3) to return to the carrier case or (where local
conditions warrant) to return to the vehicle from this location. If the
locations where these various kinds of mail are processed are widely
separated, total the time required at each location and record on line
14. Also include in the total on this line the time for obtaining and
returning keys. If accountable mail is delivered at the carrier case,
record the time used to accept and sign for the articles. If accountable
mail is identified while performing street duties, whether it is delivered
or returned, the carrier will receive the actual time for clearance of the
pieca. ‘

Line 15, Withdrawing Mail. As much as possible, clerks or mail handlers
withdraw mail (especially that mail received early in the meming) from
distribution cases and place it on your desk. If it is necessary for you to
withdraw mail from distribution cases or to remove mail from sacks,
trays, or hampers, record the time. Two withdrawals of letter mail and
one of papers for each trip, with a final pull just prior to leaving time, are
generally sufficient. In units where local poiicy requires the carrier to
withdraw Delivery Point Sequence mail while on office time, the time to
actually withdraw this mail will be recorded. On the day of inspection,
the actual time used by the examiner in withdrawing mail (1) is
recorded — if the carrier normally pulls his/her own mail and (2) is
added to the net office time.

Line 16, Sequencing and Collating By-Pass Mail. When any portion of
by-pass mail prepared in delivery sequence is rehandled and placed in
delivery order, or collated with additional bundles, record actual time for
performing this function.

Line 17, Actual Strapping-Out Time. Item 17 is to be used on those
motarized curb delivery routes where the majority of the case
separations contain more than two numbers per separation. In these
cases, record the time used to place the mail in the exact sequence of
delivery. Consistent with the efficiency of the operation, mail shall be
placed in delivery sequence in a bundle(s) during strapping out.

Line 18, Break (Local Option). Enter the scheduled office break period,
if applicable.

Note: At the option of the local union, the carriers at the delivery

unit will receive one 10-minute break period in the office (rather

than two such 13-minute breaks on the street). Such break will be
schaduled by the employer.

Line 19, Vehicle Inspection. (1) Only those routes assigned a postal
vehicle or a commercial contract vehicle will record this time. Generally,
vehicle inspection is made promptly after recording your reporting time.
If you inspect the vehicle during the moming office timeclock rings,
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923
923.1

923.2

924

924.1

9242

924.3

924.31
924.311
924.312
924.313

924.314
924.315

924.316
924.317
924.318

provided to receive-Fofms 1838-C (original and duplicate copies) on
completion of tour.

Providing Carrier With Summary

A completed copy of the front of Form 1840, Carrier Delivery Route —~
Summary of Count and Inspection, reflecting totals and averages from Forms
1838, day of inspection data, examiner's comments, and analysis of office
work functions and time recordings, will be furnished carrier at least 1 day in
advance of consultation. Completed copies of Form 1838 will be given the
carrier at least § calendar days prior to consultation.

Promptly after consultation, if the carrier requests that the reverse of his copy
of Form 1840 be completed, he will immediately give the copy to the
manager for completion and return to him no later than 7 calendar days.

Expedited Preferential Mail Delivery — Special
Instructions

Description and Use of Form 1838-C Worksheet
See sections 822.1 and 922.4 and exhibit 922.11 {p. 3 and 4),

Prior P.M. Duties

On the first day of the count week, count the letters and mail of other sizes
cased and routed during prior PM duties and enter in the Carrier's Comments
section of the worksheet so that these figures can be transferred to Form
1838 by the manager. When the inspection is scheduled on the first day, this
count is made by the manager assigned to inspect the route. These entries
are for developing the strapping out time and daily volume analysis.

A.M. Duties

Office Functions
Clock in and record time on Form 1838-C.
Withdraw (if required), count, and record all preferential mails avaitable.

Case letter-size mail. Ali box mail and intrastation forwards that can receive
same day deliveries should be kept separate from other markups.

Record markups that can be deiivered sama day within the unit.

Route the preferential fiats into the flats that were routed during previous P.M.
duties.

Follow procedures in 922.452 for recording mail marked up.
Follow above instructions for any additional preferential mails received.

After clearing accountable mail cage, make final withdrawat; pull down mail
for delivery. Inspect vehicle, if used, ciock out, load, and leave for street

delivery.
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Mait Count and Route Inspection 932.11

924.319  Enter all articles cased, routed, and marked up during A.M., in the A.M.
portion of the warksheet,

9244 Return from Street Delivery

Turn in accountable and signature items and keys. Markups left from A.M,
duties must be forwarded. The totals of these markups must be entered in
the P.M. portion of the worksheet.

9245 P.M. Duties

g24.51 Office Functions

924,511 Withdraw (if required), count, case, and route ait available mail for next day
delivery.

924.512 Complete all markups of mail received for P.M. duties.
924.513 Enter all functions on P.M. duties in the P.M. portion of the worksheet.

924.514 On tha last day of the count pariod, record P.M. volume and all time
allowances for functions performed.

9246 Markup Mail
Follow instructions in 242.

93 Parcel Post and Combination Services Routes

931 Schedule

831.1  The count of mail for parcel post or combination services routes shall be
conducted for 5 scheduled delivery days during a basic workweek.
(Exception — in offices with 6-day delivery, a 6-day countis made.) The
count data shall be recorded daily on Forms 1838-A and 1838-B and
summarized on Form 1840-A.

931.2 A physical inspection of the route shall be made on one or more days during
the count week by a route examiner who accompanies the carrier during
his/her full tour. No separate form is used in making a physical inspaction of a
parcel post route,

931.3 On days other than inspection day, a manager makes a selected check of
mail count time entries made by the carrier on Form 1838-A.

932 Forms Used

932.1 Regular Routes

932.11  Except on the day of inspection, the carrier makes the count and records it in
duplicate (using carbon paper) both an the workshest side of Form 1838-A
and on Form 1838-B (see exhibit 932.11 (p. 1, 2, and 3)).
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Glossary

Auxiliary Route — A carrier route which augments and supplements
delivery service and normally avaluates at less than 8 hours per day.

Backtracking — Returning to a delivery point passed in error and for which
carrier has some mail,

Batching Mail — Gathering or stacking collection mail on edges for machine
feeding. .

Bundle — An assembly of individual mail pieces (either letter size or flats)
having a common destination point and tied together to maintain the facing of
the individual pieces and the integrity of the common destinations.

Business Route -- A letter carrier route on which 70 percent or more of the
possible deliveries are business places.

By-Pass Mail — Mail made up directly to routes by mailers and by-passing
the distribution cases.

Caddy Cart (Satchel Cart) — Small handcart used by some city carriers in
the delivery of mail.

Cage — The finance area where registered, postage dus, certified, customs
duty, and COD articles are processed and charged out to carriers,

Callers — Customers who regularly call at the post office for their mail.

Carrier Technician — A fuil-time city delivery letter carrier used to replace
scheduled absences within a group of routas.

Carry Out — Mail for the first part of the foot carrier route which the carrier
takes out of the office in a satchel.

Casing or Routing — The act of placing letter and flat mail in the
separations of carrier cases. Also refers to the process of placing flat mail in

delivery sequence,
Centralized Markup — Processing of markups at a central point.

Circulars (Circs) — Third-class mail consisting of printed or reproduced
material sent to several persons; nonpreferential mail.

City Deiivery — Delivery by carriers of mail addressed to residences and
business places within the city delivery limits of the post office.

Collating Mail — Combining or merging two or more sets of sequenced mail
together into one bundle while maintaining the sequence of delivery.
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Glossary

Mail Chutes — Glass-front tubes in high buildings, with slots for the receipt
of letters which are dropped through the chute into a receiving box from
which coflections are made.

Marked-Up Mail supplied with the new address of addressee who has
moved, and mail endorsed with the reason for being undsliverable.

Missorted Mail — Mail distributed to a route in error.

Mixed Route — A ietter route or trip where 30 to 69 percent of possible
deliveries are business places. May include a route where business and
residential deliveries are made on the first trip and only the business area is
served on the second trip.

Motorized Route — Any city delivery route on which a motor vehicle is used
in delivering and collecting all classes of mail {e.g., curbline, dismount-door
delivery routes or combination thereof).

Nixie - Mail not deliverable because of incorrect, illegibie, or insufficient
address.

Obvious Value — Obvious value includes: Merchandise, shest rmusic,
pictures, photographs, books, catalogs, or any other matter likely to have
value to sender or addressee. Books must have at least 24 bound pages, 22
of which must be printed.

Ordinary Mall — Mail other than registered, insured, certified COD, and
spacial delivery or special handling.

Outsides — Mail that cannot be carried inside a mail sack due to size or
contents.

Paddle System — A paddle (small piece of wood, heavy cardboard, etc.) is
provided for about every 10 camiers. When the manager or accountable clerk
notifies the carriers to go to the cage for registered, postage due, keys, etc.,
the carriers with paddles go to the cage. When serviced, they pass paddles
to next carriers. This procedure continues until all are served.

Parcel — A first or fourth-class package over 2 pounds in weight and/or
larger than a shoa box.

Park and Loop Route — A route which utilizes a motor vehicle for
transporting ail classes of mail to the route, using the vehicle as a moveable
relay container as the carrier loops segments of the route on foot.

Preferential Mail — All mail receiving preferential handling, including
newspaper, magazines, and special services mail.

Receptacle — A container or door slot provided to accept defivery of mail at
or near a residence or business piace.

Registered Mail — Accountable mail that has been duly registered by
number at the dispatching office.

Relay — Bundles or strapped mail which the carrier prepares in sacks for
delivery to relay boxes on the carrier’s line of travel. When the carrier
completes delivery of carry-out mail, he picks up additional mail from relay
boxes and continues this process until entire route is served.
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Special Services

B Contentat

813.32

813.3 Carrier Controls

813.31 Assignment

Send certified mail, including that for firms, to a unit or employea designated
to assign it for delivery and follow these procedures for each type of mail:

Individual Places. Use Form 3867, Accountable Mail Matter Recelved
for Delivery, to show the total number of pleces given to each carrier, or
as a chargeout record. Use symbols on Form 3867 to show return
receipt or restricted delivery. Obtain the signature of the carrier on Form
3867. If the mail Is endorsed for restricted delivery, prepare Form 3849
and attach it to the certified article.

Firm Mall. Prepare Form 3883 in duplicate for addresses that receive
an average of six or more pieces at one time. Do not include on fim
bills articles restricted In delivery to the addressee. Hand!e these as
covered in 813.31a. Use the duplicates of the firm bill as chargeout and
recycle them after the delivery employee tums In receipted bill.
Specials. Assign special delivery certified mail separately for special
delivery service, following the rules in 813.31a and 813.31b.

813.32 Clearance
The clearing clerk must clear carriers and messengers In the following
manner;

POM Issue 8, July 18, 1998

Have the carrler or messanger account in bulk for all certified maii and
return receipts charged to the carrier or messenger, either by signed
recelpts or returned articles. If any article or return receipt is not
accounted for, make an immediate report to the supervisor. Endorse
the chargeout record when clearing is completa.

Sign and give back to the carrier or messenger Form 3821, Clearance
Receipt, which Is prepared and submitted when accounting for certified
articles and return receipts assigned for delivery.

If certified articles returned undeliverable by a delivery employee or
messenger are forwarded or returnad, show dispasition on Farm 3867.
Electronic record management offices must scan/enter the mailpiece
barcode and enter tha appropriate event code In the handheid scanner.
Offices using the manuat record management program must prepare a
disposition record on Form 3849, including the name of the addressee.
File Form 3849 with the delivery receipts.

Examine all return receipts. Make sure that they are properly signed
and that the date of delivery is antered. If the mail was restricted in
delivery, check to see whether delivery was made to an unauthorized
agent. If deilvery was improper, have the carrier or massangsr obtain
the addressee’s signature on another receipt card and destroy the
originai after the duplicate is signed. Mail the receipts no later than the
next workday.,

It i the supervisor's responsibility to take prompt corrective action with
the delivering employes if retum receipts or delivery receipts are not
obtained or not properly completed.
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813.33

813.33

813.34

813.35

8134
813.41

813.42

Paostal Operations Manual

f. if the mail is not delfvered Iin 5 days, issue a final notice to the
addressee on Form 3849 marked “FINAL NOTICE." Send it through
regular channels with the addressee’s ordinary mail,

g. International recorded delivery service mail must be handled under the
clearance procedures for certified mail in 813.32a through 813.32f. See
IMM 385.

h.  Examine ail Forms 3849. Maka sure that the dellvery saction on the
form is propery completed and that there are no extra marks or tape on
the form. If errors are found, notify tha carrier or messenger of the
proper handling procedures for Forms 3849,

Delivery to Military Installations

Certified mail addressed for delivery at military instailations within the
continental United States must be delivered to the Installations in the same
manner as numbered insured mail,

Filing Delivery Receipts
See 811 for instructions on filing delivery raceipts/records.

Undellverable
Handle certified mall that is undeliverable or to be forwarded according to
813.32¢c.

Verifled Mailing Recaeipts

individual Mailings

Verify Individual mailing recelpts as follows:

a. Compare name and address of addresses on the article and on Farm
3800, Receipt for Certifiad Mall,

b.  If sender checked blocks on Form 3800 for retum receipt or restricted
delivery service, make sure the article bears the proper endorsement.

c. Examine the retumn receipt card to detarmine whether the correct
blocks in the instructions to the delivering employese are checked, and
whether the card is securely attached, Make sure the address is
properly completed by tha sender.

d.  Make certain that proper postal charges are paid by affixed stamps;
endorse the mail if it is special delivery.

a.  Postmark the receipt part and give it to the mailer. Enter the time that

the article is mailed if requested to do so by sender, and place your
initials by the entry. Use ink to enter the time and initials in the space for

the name of the accepting employes.
f. Deposit the article in the mail. Do not retum it to the mailer.

Large-Volume Malilings

The follawing steps are taken for large-volume mailings of certified articles
that are not submitted under an approved Manifest Mailing System (MMS)
agreement. Acceptance procedures for certified articles submitted under an
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814

814.1
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814.1

MMS agreement ars in Publication 401, Guids to the Manifest Mailing

System. The following steps are in addition to any other acceptance and

verification procedures required far the method of postage payment used or

presort discounts claimed:

a.  Randomly select certifled articles from the mailing and match the
certified numbers against Form 3877, Firm Mailing Book for
Accountable Mail (FMB). Select a random sampling, as follows:

Sampling Size Number

Articles in Malling of Articles
1-299 10 percent of mailing
300-1,999 30 articles
2,000-3,999 40 articles
4,000-5,999 50 articles
6,000-7,999 _ 60 articles
8,000-9,999 70 articles
10,000-99,999 100 articles

b.  On each article seiected for sampling, do the following:
(1) Make sure that the article is properly endorsed.
(2) Verify that the postage and fees are correctly pald and entered on

the FMB. :

¢.  Ifthe postage and/or fees on a sample article are not correct, take an
entire new sampling, the same size as the original. If the second
sampling is correct, accept the mailing and make a postage and/or foe
adjustment for the incorrect amount. If the second sampling has an
error, return the mailing to the mailer for correction.

. Collact any postage and/or fees due from the mailer.

8.  Postmark and sign the FMB In ink and give it to the maller. Enter the
time the articles are mailed if requested to do sa by the mailer, and
place your initials in ink by the entry,

f. Perform these verifications on all maliings.
g.  Deposit articles in mall. Do not return to mailer.

Insured Mail

Inquiry About Contents and Preparation

The Postal Service employee at the window Is required to ask whether the
package presernted for insurance contains fragile, perishable, or flammable
matter. If the package does not contain such matter and to all outward
appearances is adequately prepared, no further inquiry about contents is
made. If the package contains such matter, detailed inquiry must be made to
detarmine whether contents are admissibie in the mail and are adequately

packed.

447
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242,22

242.23

242.3

242.4

2425

Rural Carrier Duties and Responsibilities

(15) Excess Boxholder Mail. Place all excess boxholder mait into the
appropriate container (sack, hamper, tray, etc.), endorse a facing
slip “In Excess of Requirements,” initial the slip, and attach it to
the container with the excess boxhotder mail.

Preparation
a.  Withdraw and endorse mailpieces as described in 242.2ta; in addition
to the endorsement, write the date and route number on each piece.

. b.  Bundle mail for each category as described in 242.21b, enter the date

and route number, and deposit in the designated location.

Disposition

Deposit other undeliverable mail on your route in the proper separations of
the throwback case, or as designated by your postmaster or supervisor (see
Exhibit 242.23, Suggested Layout of Carrier Throwback Case (Automated
and Nonautomated Units), Item 129). Separata marked-up mail (to
correspond with throwback case separations) at the time of marking-up or
before depaositing it in the throwback case. This eliminates the need to
separate it at the throwback case and to cause others to wait.

Accountable and Signature Mail

Retum this mail to the accountabls clerk and explain why it is undeliverable.
Under no circumstances must this type of mail be obtdined from or returned
to the accountable clerk without establishing proper accountability. Return
accountable mail or signed receipts for delivered accountable items found in
your mail during the delivery process for which accountability was not
established prior to your departure for the route as provided in 431.4.

No Record Mail
Handle No Record Mail retumed to your route from the forwarding unit and
endorsed as No Record in the following manner:

a.  Verify that tha name in the address contains the correct spelling. Verify
that the mailing address is correct. If there is an error in the above
information, correct and retum the malling piece to the forwarding unit.

b.  Ifan active Form 3575 is on file, return the mailpiece to the forwarding
unit,

c. i no errors are noted, and no Form 3575 is on file, attempt delivery of
the piece.

d.  If delivery attempt is unsuccesstful, handle the mailing piece in
accordance with 242.21.

Note: All No Record labels must be removed prior to reprocessing.

Other Undeliverable Mait

Other undeliverable mail that requires an endorsement includes:

a.  Occupant Mail. (First-, second-, fourth-, and endorsed third-class)
addressed to vacant addresses.

b. Excess Boxholder Mail. Place all excess boxholder mail into the
appropriate container (sack, hamper, tray, etc.); endorse a facing slip /In
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Office Work of Rural Carriers 252.21

Excess of Requirements; initial the slip; and attach it to the container
with the excess boxholder mail.

25 Accountable Items

251

262

252.1

252.2
252.21

July 2008

Definition

For rural carriers, acg:ountable items include:
a. Postage due.

b. Customs duty.

c. Special delivery.

d. COD.

e. Certified.

f, Registered.

g. Express Mail.

h.  Return receipt for merchandise.

Receipt for recorded delivery.

Accountability Procedures

Acquiring Accountable Items

Obtain accountable items from the finance cage or designated area. You
may be called individually, in groups by route number, or by passing a
paddie. At some offices, accountable items are delivered to the carrier. When
accountable items are found in the mail after you have left for the route,
follow normal delivery procedures. Return accountable items or signed
receipts for any delivered accountable mail you find in your maif during the
delivery process for which accountability was not established prior to your
departure for the route.

Receipting for Accountable Items

Registered, Certified, Express Mail, Return Receipt for

Merchandise and Receipt for Recorded Delivery

Process these items as follows:

a.  Check the name and address on each of these articles to determine if
the addressee has moved or lives on another route. If the addressee
has moved, or the article is for another route, advise the accountable
clerk. Do not accept the article.

b. Verify the number appearing con articles with the entry mada by the
accountable clerk on Form 3867, Registered, Express Mail, COD,
Certified, and Return Receipt for Merchandise Matter Recsived for
Delivery.

c.  Sign {surname and initial) Form 3867 opposite correct entries only. You
may bracket multiple entries and enter a single signature. You are
responsible for each article upon receipt (see Exhibit 252.21c}.
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Rural Carrier Duties and Responsibilities

Form 3883, Firm Delivery Book-Registered, Certified and Numbered
Insured Mail, may be authorized for use on any route where warranted.
Verify nurnbers appearing on articles with the entries on the form. Date
and sign the original page in the appropriate blocks. Take the original
and one copy of Form 3883 with the articles listed. Have the addressee
sign the original at the time of delivery. Deliver the copy with the
articles to the customer. Retain the original and retum receipts as proof
of delivery (see Exhibit 252.21d). Note: The only CQD articles to be
entered on Form 3883 are COD articles being returned to the sender
when collection of the COD amount is not required. Handle all other
COD mail in accordance with 252.23. ’

252,22 Customs Duty Mail
Process these items as follows:

252.23

252.24

a. Check the name and address (see 252.21a).

b. Check to ensure postage due fees have been identified on the article
(see 252.24).

¢.  Check the mail entry number and verify the number of articles received
with entry on Form 2944, Receipt for Customs Duty Mail, and, if
correct, sign in lower left comer {see Exhibit 252.22¢).

COD Mail

Process CODs as follows:

a.  Check the name and address (see 252.21a).

b. Compare the name and address, amount due sender, and money order
fee appearing on each tag with that appearing on each article. If there
is a difference, return the article to the accountable clerk.

c. Verify the total number of COD articles received with the entry on Form
3867. If they agree, sign Form 3867 {see 252.21¢).

Postage Due Mail -

Process this mail as follows:

a. When postage due articles are presented to you for delivery, verify that
they are deliverable on your route. Return any undeiiverable articles to
the accountable clerk at the time the articles are presented. Count the
amount of postage due represented by the meter strips on the
envelope or bundle, or by the amount shown on Form 3582-A, Postage
Due Bill (see Exhibit 252.244a).

b. The clerk then lists the total number of articles and the amount of
postage due on Form 3584, Postage Due Log (see Exhibit 252.24b).

c.  Sign Form 3584, in ink, on the appropriate line. You assume full
responsibility for articles for which you sign.

d.  All postal employees are expected to protect postal revenue. Postage

due items found in the mail must be carried to the finance cage or
designated area for processing. If mail distributed to your route is
received with postage uncanceled, cancel the stamps before casing by
drawing a pen line through the stamp or by using a dauber (where
provided).
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282 Rural Carrier Duties and Responsibilities

Exhibit 252.21¢
Form 3867, Registered, Express Mail, COD, Certified, and Return Receipt for Merchandise Matter
Received for Delivery

U.S. Postal Service
REGISTERED, EXPRESS MAIL, COD, CERTIFIED, AND RETURN RECEIPT
FOR MERCHANDISE MATTER RECEIVED FOR DELIVERY

R coo R
Totel £ Mett, | A, oS, v ter
fi":‘.‘z."‘ﬂff?w I8 [ | ey | DTSR, iy et ey -
Merchandise! Sender | Fes
#5200 | £
ZC 2 2
232782 7.04 £201C Lonsan |C o rnmmucl lilt 2ehise | .
I 878 2000 € Prne, |
2C 2L
Ty =
/e 2| £

TShaw “C™ b indicete Centified Mail, "K' to indicats Express Mail, and “RM’" o indicame Rooum Recaipt for Merchandiss.
Motetion will te sade in thia colume indicatlag by (X) Retern Receipt Requested: (RA) Rerwss Receipt Reqoesiad, showing addiess whers
detiverad; (08} Cllicially Sentsd; (RE) Re-eaveloped: (AD) Add Only; (SD) Speciel Delivery.

P8 Porm 3887, Feb. 1989
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Exhibit 252.24b
Form 3584, Postage Due Log
LB POSTAL SEFVCY DELVIERY 29 OO oATE
POSTAGE DUE LOG FLEor P J__z‘
CARRER CHECK-OUY CARRIEN CHECK-IN
MAIL A@E_FTED CARRIER MAIL RETURNED AMOUNT
- [ et e Signemre) e couECTED vl I bt
09| 3 | £ 70| (. lidams
8/2) 7 L2\ P CosnnTh.
gral 2| 50| CF Loay
G . ,
2/ 2| - Q_%ﬂ"
g4l ¢ | 2o ){ m7'
4 roraL onwn Loas s oare mf&m&g::mmﬂ
TOTAL AMOUNT RETURNED 4 N e o, ™

7S F,
D, 19803504

July 2008
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Rural Carrier Duties and Responsibilities

42 Disposition of Mail Collected/Accepted on Route

421

4211

421.2

4213

422

422.1
42211

42212

422.2

422.3
422,31

422.32

422.4

Ordinary Mail

Affixing Postage
Affix stamps on all unstamped mail for which the customer has left a
sufficient amount of funds.

Facing and Depositing

Face and deposit mail in the location designated by your postmaster or
supervisor. Facing of mail may not be required in those offices where area
mall processing is in operation.

Undeliverable Ordinary Mail Returned From the Route

Case or dispose of all mail which you were unable to dsliver on the route in
accordance with handiing procedures required for the class and type of mail.

Special Service Mail

Registered Mail

Form 3896

Give the postmaster or supervisor, or designee, Forms 3896, Receipt for
Ragistered Article; the articles to be registered; and the funds for postage
and fees,

Clearance Receipt
The clearing employee initials and removes the original of Forms 3896 and
returns the receipt book as your clearancs receipt,

Certified Mail

Depuosit certified mail with outgoing mail, or in a designated location, as
directed by your postmaster or supervisor.

Insured Mail

Form 3813
Carriers must issue a receipt on Form 3813, Receipt for Domestic Insured
Parcel, for an article insured for $50 or less (see Exhibit 422.31).

Form 3813-P

Carriers must issue a receipt on Form 3813-P, Receipt for Insured
Maii-Domestic-international, for domestic articles insured for more than $50.,
Carriers must issua Form 3813-P for all intemational articles regardless of the

insured value (see Exhibit 422.32).

Special Delivery Mail
Deposit with outgoing mail, or in a designated location, as directed by your
postmaster or supervisor.
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Office Work After Return From Route

422.5
422.51

422,52

422.8
| 422,61

4227
422,71

422.8

431.2

Money Orders

Form 6387
Give Form 6387, Rural Money Order Transaction, and alf necessary money to
the postmaster or supervisor, or designes, for handling (see 36).

Carrier's Receipt
The carrier’s receipt portion of Form 6387 is your record of and recsipt for
money remitted. Retain this form for 2 years.

Express Mail

Handling
Give your postmaster or supervisor, or designes, all articles accepted and
the accompanying forms,

cOD

Handling

After affixing stamps to cover postage and fees, give the article and tag to
the postmaster or supervisor, or designee, for handling. The clearing
employee provides you with the mailer’s receipt portion of Form 3816, COD
Mailing and Delivery Receipt. Deliver the mailer’s receipt on the next delivery

day.

Delivery Confirmation Mail
Give your postmaster, supervisor, or designes, all articles accepted and any
accompanying forms and fees.

43 Clearance and Disposition of Accountable Items

431

4311

July 2008

Registered, Certified, and Express Mail

Handling
Give the postmaster or supervisor, or designea, all of the foltowing for all
articles attempted for delivery:

a. Undeliverable registers.
Certified and Express Mail articles,

¢.  Farms 3849, Delivery Notice/Reminder/Receipt.

d. Forms 3811, Domestic Return Receipt.

e.  Labels 11-B, Express Mail Next Day Service Post Office to Addressee.
Clearance

The postmaster or supervisor, or designee, clears each item on Form 3867,
Registered, Express Mail, COD, Certified, and Return Receipt for
Merchandise Matter Received for Delivery (see Exhibit 431 .2),
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431.3

100

431.3

431.4

432

432.1

432.2

432.3

432.4

432.5

433

433.1

433.2

Rural Carrier Duties and Responsibilities

Form 3883

Where the use of Form 3883, Firm Delivery Book-Registered, Certified and
Numbered Insured Mail, has been authorized, return the original bill (as proof
of delivery) and all return recelpts for articles listed for clearance. -

Form 3821 ; .

Complete Form 3821, Clearance Receipt, showing the number of receipts
and undeliverable artictes returned for clearance. If the form is properly
completed, the clearing employee signs and returns it to you. This relieves
you of further responsibility for the items (see Exhibit 431.4).

CODs

Handling

Retum to the postraster or supervisor, or designee, all tags and funds for
delivered and undelivered COD articles. : '

Clearance
The postmaster or supervisor, or designee, clears each item on Form 3867

(see Exhibit 252.21¢).

Form 3821 for Delivered Articles

Complete a separate Form 3821 for each COD articte delivered. If you
completed the form correctly, the clearing employee signs and returns it to
you. This relieves you of further responsibility (see Exhibit 431.4),

Form 3821 for Articles Not Delivered

Compiete one Form 3821 for all CODs not delivered. If you completed the
form correctly, the clearing employee signs and returns it to you. This
relieves you of further responsibility. Note: If a Form 3821 was completed for
clearance of registered, certified, or Express Mail, include on that form CODs
not delivered. Do not complete another Form 3821,

Retention of Receipts

Keep all clearance receipts in your locker, or in another secure location, for
possible future reference. (The required retention period for this form is 2
years. Filing such items at the case does not provide adequate security and
ciutters the work area.)

Postage Due

Collected Funds
Retumn to the postmaster or supervisor, or designee, all funds collected on
postage due rmail and for any undelivered articles.

Form 3584

The clearing employee enters the number of articles returned in the Pieces
column and the amount of postage due remitted in the Amount column of
Form 3584, Postage Due Log.
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482 Rural Carrier Duties and Responsibilities

Exhibit 431.2
Form 3867, Registered, Express Mail, COD, Certified, and Return Receipt for Merchandise Matter

Recaeived for Dellvery

U.S. Postel Service
REGISTERED, EXPRESS MAIL, COD, CERTIFIED, AND RETURN RECEIPT
FOR MERCHANDISE MATTER RECEIVED FOR DELIVERY

R ‘uau"d- MNa. coo N o
Totel 'u,u-. R A, OF, ey Cloon Sign o Resson lw_
Shalen | A e | | e g G i
Maeichandise -
| #1220 2. V.2 W%M#mm
4 7 _%nu-/
.Hy.rﬁ/
o2 2L
_\ngxL 2.
£ 00 02) | £

"Show “C*" to indicate Certified Mail. ““E™ 10 indicets Express Mail. and *'RM°" 10 indicsie Returs Receipe for Merchand:
*Notstios will be made in this column indicating by (R) Retumn Receipt Requested: (RAY Return Receip R q b, showing aidress where
delivered; (O%) Officiaily Seaied; (RE) Re loped: (AQ) Add Only: (5D Specist Delivery.

P8 Form 3867, Feb. 1999
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Office Work After Retum From Route 482

Exhibit 431.4
Form 3821, Clearance Receipt

M‘—‘-‘Z £e e -29-F0

RECEIVED OF the registerad articles listed o total
certified, COD, and Express Mail articles shown below; also signed receipts for such tmail delivered.
[RECISTERED ARTICLE NOS. Sietorned Daltvery Receipts TOTAL
Articles

Reglotered _ *

Cartified Y, Y 2

Express '

Mall

Cick M.0.

cob

‘ / ”

con

Funds

-mmmlnnﬂmmmuwmcon'ammumwm
w.mdmmsnmmm.mrmumumwwmm
mmsmmmmwhuumn'-.2mifmmmcmamuﬂ.

P8 Form 3821, Merch 1988 GPO ¢ 19688 0 - 213992 CLEARANCE RECEIPT

Post Qifice of Stadi ;4

Date

£ & R P~ e
RECEIVED OF the registered articles listed or total
certified, COD, and Bxpress Mail articles shown below; also signed receipts for such mail deliverod.

IREGISTERED ARTICLE NOS. Retwrned Dalivery Racelpts TGTAL
Articies

Regiotered
Certified

Express
Mall

COoD
() ployes cop /
A s /PPy A | Fume Wd
a sepasme form s duplicats for CODs, Whea COD's are totaled, delivering employes must
omo{mhfomhduimmmmmhmwm»
playaaﬁ!Jmmmmamhm'l.ZymﬂhkMMMaBWMﬂ.
PS Form 3821, March 1988 GPO : 1988 0 - 213-992 CLEARANCE RECEIPT

Chack M.0.

” 49| L
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Inspection, Count, and Adjustment of Rural Routes 533.11

53 Rural Route Mail Counts

531

5311

531.2

531.3

532

5321

6§32.2

533

53341
533.11

July 2008

General

Purpose

These Instructions provida standardized and uniform procedures for
conducting mail counts on rural routes. An understanding of these
instructions by rural camers and managers helps ensure accuracy of mail
count data, and prompt evaluation and correct classification of rural routes.
Postmasters, supervisors, and rural carriers must ensure that mail counts are
properly conducted and that data is accurately reported.

Definition

A count of mall is physically counting and recording, at specified times, the
number of pieces of mall delivered, collected, or handled on rural routes. This
includes both national and spectal mail counts. Malil counts are used to
assemble data that provides the basis for Individual route evaluations. These
route statistics indicate:

a. Volume of mail handled.

b. Amount of offica and route time used by the carrier.

c. Adequacy of service to rural customers.

d. Efficiency and performance of the carrier,

Route Evaluations

The evaluation of a rural route is determined by the mail volume handled,
daily miles traveled, the number and type of boxes served, and fixed or
variable time allowances, i.e., the types of data that are obtained from mail
counts (see Exhibit 531.3, Form 4241-M, Aural Route Evaluation Worksheet).

Types of Mail Counts

National Mail Counts
A national mail count is conducted on all rural routes in accordance with the
provision of the USPS-NRLCA National Agreement.

Special Mail Counts

Special counts are held in September and are conducted during the last 12
working days of the month, in accordance with the provisions of the
USPS-NRLCA National Agreement.

Procedures for National and Special Mail Counts

Responsibility

Postmasters

Postmasters must hold joint conferences with supervisors and rural carriers
to discuss count procadures at least 15 days before the start of the count. In
addition, the postmaster must arrange a meeting with each eligible rural

11
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118

Rural Carrier Duties and Responsibilities

they do not fit in the letter or flat separation (whera flat
separations are used) with other mail without damage to the
article).

(3) The carrier has the option of handling odd-size articles either with
flat mail or separately, regardiess of how it is credited.

(4) Parcels with detached labels do not belong in this column. They
ars counted as boxholders in column E. Only specifically
addressed samples too large to be cased are included in the
parcel count,

(5) Each direct or segmented bundle distributed and tied out at the
mail distribution cases (see 225.4) is counted as a parcel. Direct
or segmented bundles tied out at the carrier case (see 225.5) are
not counted as a parcel.

(6) Registered, certified, COD, numbered insured, Express Mail, and
other accountable mail are not counted In this column. (For
special delivery articles see column F.)

Column E — Boxholders

Enter the daily number of boxholders (families, boxes, or deliveries, as
appropriate) taken out for delivery on the route, This includes all
simplified address malil, including samples with simplified address (see
DMM A040). When samples are received with detached address labels
(specifically addressed), anter the total number of samples. (See
535,12a, column A, for recording the label count.) Include simgplified
address, detached labels (no specific name or address) in this column.
The number of pieces of boxholder mail must not exceed the number
of families or boxes (as appropriate) on the route for each mailing.
include in this column alt boxholders, whether cased or not.

Column F — Registered Mail, Certified Mail, Numbered Insured
Articles, Expresa Mail, and Other Accountable Mail

(1}  Enter the number of articles received daily for delivery in this
column. Entries in this column preclude entries for the same
items in columns A, B, G, D, or H.

Note: here the carrier dismounts or leaves the line of travel
to effect delivery or attempt delivery of special delivery mail,
enter the number of special dellvery artictes in this column.
Otherwise, enter them in columns A, B, G, or D as
appropriate. Da not record any articies entered in columns A,
B, C, D, orL in column F.

{2)  On high-density (L) routes where multiple accountable items are
racelved for one address, entar the items on PS Form 3883. The
route recaives credit for one accountable article per page or
partial page completed. Example: If a route received 10
accountable articles of which five were for delivery to one
address, the route would receive credit for six accountable items:
one item each for the five articles for delivery to individual
addresses, and one item for the five articles entered on PS Form
3883, Firm Delivery Receipt for Accountable Mail and Bulk
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inspection, Count, and Adjustment of Rural Routes 535.12

pieca UBBM, put your initials and route number on i,
and leave it on tha case ledge.

(14) Other Undeliverable Bulk Business Mail. UBBM
addressed to Qccupant, Resident, or using the
exceptional address format (John Dos or Current
Address). Normally, this type of mail is undeliverable
only becausa the delivery point is vacant or the
address Is incorrect, Place undeliverable UBEM
marked Occupant, Resident, or Current Resident to
one side of the case ledge, or in another designated
location. After completing casing of all mail
dasignated for deiivery that day, bundle this mail and
mark the top pleca “Other UBBM,” put your initlals
and route number on it, and leave it on the case
ledge.

(15) Excess Boxholder Mail. Place all excess boxholder
mail into the appropriate container {sack, hamper,
tray, etc.), endorse a facing slip “In Excess of
Requirement,"” initial the slip, and attach it to the
container with the excess boxholder mail,

Note: Do not credit as a markup parcel post endorsed only
to indicate that an attempted delivery notice was left.

k. Column K — PS Form 3821 Completed
Enter only the number of completed PS Forms 3821, Clearance
Racaeipt.

i Column L, ~ Dellvery Point Sequence {(DPS) Lotters
Enter In this column ail mail up to 6 1/8" in width that is processed on
automated equipment as Delivery Point Sequence mail.
if fower than 2,400 pieces of DPS mail are averaged per week during
the entire mail count period and/or the route was not validated before
the count as meeting the 98 percent quality threshold, mail processed
as DPS will be cased and recorded as sector/segment mail in column
B on PS Form 4241, Rural Delivery Statistics Report, or, if it does not
qualify as sector/segment mall, recorded in column A, Letter Size, or
column C, Newspapers, Magazines, Flats, Catalogs, and Rolls, as
appropriate.
Note: Casing of DPS mail will not change mall count procedures
or time standards applied to DPS or other mail.

m. Column M — Money Order Applications
Record in this column the number of money order applications
received on the route. If rural carriers reside on the route they serve

and reqularly purchase money orders throughout the year, they will
receive credit. Postmasters or supervisors review each money order

appliication daily.
n. Column N — Letters and Flats Collected

Enter in this column the number of letters and flats collected on the
route. If mail is received In bundles, count each bundle as one piece.
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Inspection, Count, and Adjustment of Rural Routes

Exhibit 531.3

Form 4241-M, Rural Route Evaluation Worksheet

5431

RURAL ROUTE EVALUATION WORKSHEET Office; Route:
_ Count Dales: .
PS 4241 Allowance Factors Allowance Factors | Office Time| Route Time|
ltem| Ref. No. Data Description for Office Time for Route Tima (Mins. Mins.
1 Route Length TR T2 Miles X 12.0 AR
2 Requiar Boxas (Nonl) |5 iAol Boxes X 2.0
ﬁegular Boxes (L Only) e it i Boxes X 1.82
3 Centralized Boxes BT g T T Boxes X 1.0 ;
4 CBU Caollection Compar.  I'f E pikvs| Compartments X 1.0 {4
5 Parcel Lockers SR SRS Lockers X 2.0 LB wvaice:
;] A Letter Size *(Total / 2) X .0555 & i
7]__B__ |SectoriSegment *(Total / 2) X .0444__[Rezr
8] C |Papers, Mags, Cats. (Tolal/2) X1 __ |50 T
9 D  [{Parcels *(Total / 2} X .333 '(Total I 2 X. 187
10| _E__ |Boxholders *(Total /2) X .04 |i&
11 F IReg Cert ins Del Spec/Exp ‘(Total /2) X 1.0 ‘(Tolal 12) X 3 468
12 G |(._:_00 Customerg Due Del “(Total / 2} X 1.5 *(Total / 2) X 4,468
13| _H _[Postage Dues *(TotalZ)X.2 round to nexl # |5 i A5 N s iR ieniny!
14 | Address Changes *Total/2) X 2.00
15 J Mark Ups ‘(Totall 2)X.28
18 K Form 3821 *(Total / 2 X 2 0 )
17 L Del. Point Sequence Lirs. 2 5% &W“ i eae| *(Total/ 2) X 0333 [ f”-H ity
18 M M.O. Applications ‘(Tolal 12) X 1. 5 “(Total / 2} X 2.0
19| N __|Letters/Flats Collected “(Total /2) X .04 R R T
20 Q Ord/insured Parcels Accept. , *(Total /) X 2.0
21 P Reg & Cart Accepted |oides saloatgtoiine]  Y(Total /) X 2.0 [Eniadims
22 Q __ |Loading (actual) ’(Total I 2) s i pre 5
23 R QOther Suitable *(Totad / 2) ; il
24 S Stamp Stock 20 T o
25 . Strapping Out *A+B+C-J [ 2 X 01428 [ty 4
28 T Return Receipts (L Oniy) *{Total / 2} X .25 3 eHni
27 Qther Office & Personal 30 It : e
28] U |Auth. Dismounts Aimesmini e sn]  (Tolal/2) X .1 ittt
29 V  |Auth. Dismount Distance [ % *(Total / 2) X 00284 Fasess
30] C  |Lock Pouch Stops A B #of Stops X 30 fuiis
kY] D With: rawlng ai o8 = 30 =0 |l R
32 H LISPS Vehicle Allowance Rt MilesX 6/100X4.5 |:5ipdisiudeaingng
< B + 61024 Mins. |ecsbugiispiryi et
> 8 + Total 10 24 Min o e A e |
33 Reload/\Unload s P 18 B e
WEEKLY TOTALS
TIME IN HOURS AND MINUTES
Mo Option
Total Route Time: Hours Minutas High Option  or Low Option
Assigned Carrier Route Eval.} |
*Hems divided by 2 are rounded to one dacimal position (Example 58/ 2 » 40.5).
PS Form 4241-M, January 2007 NOTE: Office & rouls Hime, rounded 10 two dedmals (Example 146.5321 = 146.53)
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543.t Rural Carrler Duties and Responsibilities

| Exhibit 534.2
Form 4239, Rural Route Count of Mait

4 g i i
ClE LW :
T

Markea-Up
I R |
Routes Only | in

BFv4 Cooe
Boxhoiders
JOUA.
Form 31575}
Routes
Y. intermediste
W Counting | x. waiting Time | Gétions Boreas
Signature

'aroels
H. Postage Dus LC

Post Office
ey

| cartify that the above is correct.

Uniled States Postal Secvice®

Rural Route Count of Mail
A Lotser Siaw

PS Form 4239, March 1964
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