ALPEABETICAL LISTING OF REFERENCES

ACCEPTANCE RESPONSIBILITIES FOR MAIL
ACCESS TO EMPLOYEE CREDITS
ACCIDENT PREVENTION
ACCOUNT BOOKS:

Balancing Daily

Who Prepares
ACCOUNTABLE PAPER FORMS
ACCQUNT NUMBERS, LI3T QOF
ADDRESS CORRECTION
ADDRESSES, HOW ARRANGED
ADVANCE DEPOSITS
ABROGRAMMES
AIR TRANSPORTATION, DOMESTIC
ANNUAL/APPLICATION FEES, PERMIT MAIL
APPEAL PROCEDURES, NON-BARGAINING
ARBITRATION/GRIEVANCE PROCEDURES
ARMED PORCES MAIL SENT PREE or PD
ARTICLES POUND LOOSE IN MAIL
ASSIGNMENTS
AUDITS:

Cash

General

Inventory

BANK ACCOUNTS:
Adjustirig for Discrepancies
General
Reconciliations
Use of Porm 3176
BANK DEPOSITS:
Check Register
Frequency
General
Methods
Night Depository
Preparation
BARGAINING UNIT EVALUATIONS
BIRD STAMPS:
General
Return & Destruction
BLIND, PREE MAIL FOR
BUDGET PLANNING
BUILDINGS
BULLETIN BOARDS
BUSINESS REPLY MAIL:
General
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DMM
POM

124

433.2
820

236 .1
212
145.1
APP.A
159.3
122
133.6
141.4
520
530

JAGR. #15

134
159.4
350

262.1
240
262.2

352
342
351.2
342

34463
3%3.1
133.4
333.3
333.33
333.2
370

942
461
135
610
510
113.7

917
143



Used by Dept. or Agency DMM 137.276 (e)

CALL SERVICE POM 162
CANCELLATIONS, SPECIAL DMM 170
CAPITAL EQUIPMENT SALES F.1 622
CARDS, POSTAL DMM 129/141.53
CASH:
Drawers POM 1%3.2
On Hand POM 133 .4
Reserves F.1 33L
Retained:
Contract Stations F.1 435.52
Window Clerks F.1 4%5.1
CATEGORY D SALES F.1 623
CERTIFICATES OF MAILING DMM 931
CERTIFIED MAIL DMM 912
POM 455.2
CHANGE FUNDS POM 133 .4
CHECKS:
Acceptance DMM 142.21
POM 133.5
F.1 313.1
For Not More Than Charges F.1 332.7
For Whom Cashed F.1 313.1
Imrediate Endorsement of F.1 314
Returned F.1 312
CITY DELIVERY DMM 155
POM 610
CLAIMS DMM 149
CLASSES OF MAIL DMM 131
c.C.D. DMM 149
DMM 914
POM 45%.3
COLLECTION & DELIVERY DMM 150
COLLECTION BOXES POM 322
COLLECTION SCHEDULES & REQUIREMENTS POM 3173
COLLECTION SERVICE PO 601.730
COLLECTION TESTS POM 314
COLLECTION TYPES POM 320
COMMEMORATIVE STAMPS:
Not To Be Destroyed DMM 163.521
Plate Blocks DMM 163.522
COMMUNICATICNS:
Directives ASM 310
Employee ASM 340
Public ASM 330
COMPLAINTS DMM 114

POM 253



COMPUTER BASED INFORMATION SYSTEMS
CONDUCT, ETHICAL CODE OF

CONGRESSIONAL MAIL
CONSUMER:

Card Program

Services
CONTINGENCY MAINTENANCE PLANNING
CONTROLLED CIRCULATION PUBLICATIONS
CORRECTION OF MAILING LISTS
CORRESPONDENCE MANAGEMENT
COUNTERFEIT MONEY
CRAFT SKILIL TRAINING
CREDIT UNIONS
CUSTOMER METERS
CUSTOMS COLLECTIONS

DAILY PFINANCIAL REPORTS:
General

Verifications
DAMAGE, REIMBURSEMENT FOR
DEAD MAIL
DELIVERY & COLLECTION
DELIVERY:
City
Conditiong OF
Rural
Services at Postal PFacilities
DEPTS. & AGENCIES USING PENALTY MAIL
DEPOSIT SHORTAGES
DESTRUCTION:
Committee

0f Unsaleable Stock

DIRECTIVES, CATALOG OF
DUCK STAMPS

DUPLICATES OF SAFE COMBINATIONS

E.E.O.
EMERGENCY :

Planning

Salary Advances
EMPLOYEE:

Benefits

Claims

ASM 810
ELM 660 .
ELM 662.2
POM 453

POM 252
POM 250
M.50

F.1 630-635
F.1L 660
ASM 359
F.1l 886.5
.23

ELM 613
DMM 144
F.1 610

POM 133.7
F.1 240
P.1 242
F.1 630
DMM 159.5
DMM 150

DMM 155
DMM 153
DMM 156
POM 160
DMM 137.21
F.1 352.4

F.1 450
HBK 48 Ch.5
F.1 450
POM 132.5

DMM 942
F.1 460
F.1 362
ELM 670

ASM 280
F.1 857

ELM 500
ELM 640



Credits:

Access To F.1 433.22
Audit Of HBK 50 Ch.2
Changing Locks On P.1 433%.26
Envelopes (F.3977) P.1 362.2
Yearly Lock Examinations .1 43%.27
Organizations ELM 91t
Services EIM 610
Shortages:
Replacement OF F.1 472.222
EMPLOYMENT :
Examinations ELM 330
General ELM 310
Registers EIM 340
ENERGY CONSERVATION M.50; ASM 540
ENVELOPES:
Color & Quality DMM 129
Discounts On F.1 446
Plain Stamped DMM 141.1
Printed DMM 141.2
EQUIPMENT REQUIREMENTS ASM 520
ETHICAL CONDUCT, CODE OF ELM 660
EXCHANGING STAMP STOCK DMM 147
EXPRESS MAIL:
Ancillary Services DMM 290
Authorization & Permitis DMM 240
Claims DMM 149.5
Classification DMM 220
Mailing: DMM 270
Payment of Postage DMM 280
Physical Limitations DMM 250
Preparation Requirements DMM 260
Rates and Fees DMM 210
FEES:
Business Reply Mall - Accounting DMM 917 .33
" = Annual DMM 917 .3%
First Class Presort - Annual DMM 341
Permit Mail -~ Annual DMM 612.1
~ Application DMM 145.2
Second Class DMM 412.1
FINANCIAL:
Activities at Windows POM 133
Examinations, General P.L 172
PIRE CONTROL & PREVENTION ELM 850
FIREARMS:
Issuance ASM 276
Mailing Regulations DMM 124.5

FIRM HOLDOUT SERVICE POM 163



FIRST CLASS MAIL:
Ancillary Services
Authorization & Permits
Classification
Mailing
Payment of Postage
Physical Limitations-
Preparation Requirements
Presorted
Rates & Fees
Service Objectives
Sorting, Manual & Mechanized
FIXED CREDITS
F.L.S.A.

FLAGS - DISPLAY, MAINTENANCE, BURIAL
FLEET MANAGEMENT:
Drivers & Driving Requirements
General
Vehicle Maintenance
Vehicle Operations
PLEXIBLE CREDITS:
Disposition of F.1412
Establishment Of, On F.3369
Inventory of Audits, On F.3368
Overage Procedures
Retention of F.1412
Shortage Procedures
Submisdion of F.1412 Daily
Tolerances
Use of Form 3959
FORMS USED (FINANCIAL) - LIST OF
FORWARDING MAIL
POURTH CLASS MAIL:
Ancillary Services
Authorization & Permits
Clagsification
Distribution
Mailing
Payment of Postage
Physical Limitations
Preparation Requirements
Rates & Tees
Service Objectives
FRANKED MAIL
FREEDOM OF INFORMATION FEES

GENERAL DELIVERY

DMM
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DMM
POM

"440

390
340
320
370
380
350
360
323
310
330
434
434.13
118

440

720
710
740
730

445
434.2
472.273

472.22

434 .32
472.22
445 .1
472 .11
415.3
App-B
159.2

790
740
720
416.%324
770
780
750
760
710
730
137
660

154-159.332
164 '



GOVERNMENT AGENCIES, ASSISTANCE TO
GOVERNMENT RELATIONS
GOVERNMENT SERVICES
GRIEVANCES:
Arbitration Procedure
Non-bargaining

HANDICAPPED, FREE MAIL FOR
HAZARDOUS MATTER FOR MAILING
HEALTH BENEFITS PROGRAM
HIGHWAY CONTRACT SERVICE

HOLIDAY LEAVE
HOURS OF DUTY
HOURS OF WORK
HOUSEKEEPING AT POSTAL FACILITIES

INCENTIVE AWARDS
INFORMATION, RELEASE OF
INJURY COMPENSATION PROGRAM
INSPECTION SERVICE:

General

Reports To
INSURED CLAIMS
INSURED MAIIL PROCEDURES

INTERNATIONAL: MAIL SERVICE

INTERNATIONAL REPLY COUPONS:
General

Return of Exchanged
INTERNATIONAL TRANSPORTATION
INVENTORY CONTROL ON SUPPLIES

JOB BVALUATION

KNIVES, MAILING OF

.D.C.'s

LEAVE

LIFE INSURANCE.

LOBBY MANAGEMENT

LOCAL DISBURSEMENTS:
Cash Payments

POM
ASM
ASM

NAT
ELM

DMNM
DMM

DMM
POM
ELM
ASM
NAT

147
410
420

JAGR. #15
652

135
124.7
520

157

530
518-519

.AGR. #8

MS 47

ELM
ASM
ELM

ASM
ASM
DMM
DMM
PCM
pPOM
PCM

MM
F.1
.1
POM
ASM

ELM
DMM
».2
ELM

ELM
POM

630
350
540

210
22C
149
913
455 .4
123
451

392.1
458
458.73
56C
725

210
124.5

310
510
530
220

21



Limitations FP.1L 711
Payments of Services & Supplies P.1 750
Payments of Utilities F.1 760
LOCAL POSTMARKS POM 312
LOCAL TRANSPORTATION PAYMENTS F.1 742
LOCKBOX SERVICE DMM 951
POM 162
LOCKS, CHANGING OF F.1 362.8/4%3,
LOSSES, CLAIMS FOR:
Cash F.1 884.3
How Submitted F.1 885
Stock F.1 884.2
MAIL:
Acceptance POM 120/424
Armed Forces DMM. 134
Blind & Handicapped DMM 135
Cancelling POM 423
Classes : DMM 131
Classification:
Centers, by Regions DMM 13%2
, General DMM 130
Endorsing POM 423
Forwarding DMM 159.2
Found in Private Receptacles DMM 146.2
Missorted, Recurring M.5 551
Mistreated POM 254
Mixed :Classes DMM 1736
Not Bearing Postage DMM 146.12
Postmarking POM 427
Preparation POM 422
Privilege, Withdrawal Of ASM 230
Recall DMM 152.7
POM 124.51
Receptacles DMM 151
Security DMM 115
Undeliverable DMM 159
MAIL DISTRIBUTION:
Concepts POM 416.2
Dispatch & Routing Policy POM 416
Platform Operations POM 421
Priorities POM 416.3
Responsibilities POM 416.4
Schenes : POM 416.5
MAIL TRANSPORT EQUIPMENT:
Containers POM 572
Loan, Policy POM 575
Locks POM 573

Mailbags POM 571



Seals POM 574
MAILGRAM SERVICE

MAILING:
Irregulars and Outsides DMM 128.5/6
List Services DMM 945
Preparation for DMM 120
Processing Categories DMM 128
MAIN STOCK:
Bulk Ordering Data HBK F.48 Ch.2
Limitations on Sige F.1 422
Maintenance of Records on F.3295 F.1 415.1
Ordering Dates orn Bulk HBK F.48 Ch.2
Ordering in Bulk (CAG A-G) HBK F.48 Ch.2
MAINTENANCE:
Contingency Planning M.50
General ASM 530
MANAGEMENT :
Organizations ELM 680
Rights NAT.AGR. #3
Stations PO 601
MARKETING & ADVERTISING ASM 630
MEDICAL SERVICE ELM 860
MERCHANDISE RETURN PROCEDURES DMM 919
MERIT PERFORMANCE EVALUATION P.31
METERS:
Postage Stamps DMM 144
Refunds DMM 147.25%
Verification & Consrol F.1 52.3.2
MILITARY MAIL DMM 122.8
DMM 125
POM 452
MINIMUM STIZES FOR MAILING DMM 127
MISCELLANEOUS REVENUE F.1 640
MISTREATMENT OF MAIL PCM 254
MIXED CLASSES OF MAIL DMM 136
MONEY ORDERS:
Checks Not Acceptable F.1 311.12
Differences & Reconciliations P.1 546.1
General F.1 684
DMM 942
International P.lo544
Lost F.1 54%.7
Maintenance of F.6349 F.l 54%.22
Reporting Surplus Forms .1l 681.36
Retaining Shipping Labels F.1 681.35%5
Stolen-Logt-Destroyed .1 541.7
Submission of Vouchers Pl 543,21
Taping Vouchers Pl B43.11
MOTOR VEHICLE SALES F.1 624



NDC CALL-INS:
Amounts
Correcting Errors
Timing
NATIONAL SERVICE STANDARDS
NATIONAL WORKHCUR REPORTING SYSTEM:
Workhour Report, Description

Labor Utilization Report, Description

NIGHT DIPPERENTIAL
NON-BARGAINING UNIT EVALUATIONS
NON-MAIL SERVICES
NON-MAILABLE MATTER
NON~-SALEABLE STOCK:

Destruction Level

Required Amount for Return
Transfers Within An 0<fice

0.D.I.S.
0.S.H.A.
OFFICE DEPARTMENTS
OFFICE HOURS OF DUTY
OFFICIAL MAIL
OFFICIAL USE CERTIFIED/REGISTERED MAIL
ON THE JOB ILLNESS QR INJURY
ON-~-3ITE METER SBTTINGS
ORGANIZATION CHANGE CRITERIA
ORGANZZATION & CRAFT SKILL TRAINING
OVERAGES & SHORMAGES:

Offsetting

Procedures

Zolerances
OVERTIME WORK

PACKAGING CRITERIA
PARCEL AIRLIFT PROCEDURE
PARCEL POST, SEMI-ANNUAL VERIFICATION
PAY PROVISIONS, BASIC & SPECIAL
P.C.E.S.
PDC DISBURSEMENTS
PENALTY MAIL
PERFORMANCE EVALUATIONS
PERISHABLE MATTER, MATILING OF
PERMLT IMPRINT MAIL:

Annual Fee

Application Pee

General

343.22
353~354
3473 .21
300

442
443

.AGR. #8

220
940
123

450

F.48 Ch.5
45%.2

450

M.60 - M.61

ELM
ASHM
ASM
DMM
POM
ELM
POM
ELM

P.23

F.1
F.1
F.1

NAT.

DMM
DMM
POM
ELM
ELM
F.i

DMM
ELM
DMM

DMM
DMM
DMM

810
113114
122

137

126
519.6
144
130--160

472.223
472.2
472.2
AGR. #8

121

918

424 .2%/24
430

380
810/820
137.2

370

124 .6

612.1
145.21
145



Payment
Permit Cancellations
Recording on F.%609
Verification and Control
PERSONAL PROPERTY ACCOUNTING
PERSONNEL ACTIONS
PERSONNEL ACTIONS ADVERSE
PERSONNEL OPERATIONS
PHILATELY

PHOTOCOPY SERVICE

PLANT REQUIREMENTS

POLITICAL CAMPAIGN MAIL

POST OFFICES:
Discontinuance

Establishment

Hours of Business
Suspension of Service

POSTAGE, GENERAL
POSTAGE DUE

POSTAGE METERS
POSTAGE METERS USED BY DEPTS. & AGENCIES
POSTAL SAVINGS
POSTMASTER, ABSENCE FROM QFFICE
PREFERENTIAL MAIL, HOW HANDLED
PRECANCELLED STAMPS
PREPAYMENT & POSTAGE DUE
PRESORTED FIRST CLASS
PRINTED STAMPED ADDRESSED ENVELOPES:
General
Redeemed, Disposal Of
PRINTING, COPYING, DUPLICATING
PRIORITY MAIL
PRIVATE EXPRESS STATUTES
PROCESSING CATEGORIES OF MAZL
PROCUREMENT
PROMOTION
PROTECTION OF CASH & STOCY:
Cash
Credits
General
Money Orders
Priorities of Protection
Stamps & Stamped Paper

DMM
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622-624

145.22
523.1
523%.2
500
310~360

640
240
160
148
520
454

113.
211.
t13.
211.
113%.
113%.
211 .
140
146.73
1473

144
137.273
944

123

4731

147

146

323

141

574
370
433
112
128

350

360
433.2

431 .34
142
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PURCHASING & REQUISITIONING
PLATE BLOCKS :

RAIL TRANSPORTATION SERVICE
REAL ESTATE & BUILDINGS
REASSIGNMENT
RECALL OF MAIL
RECEIPT BOOKS, NUMBERING OF
RECORDS:
General
Retention Periods
RECRUITMENT & HIRING
RECURRING MISSORTED MAIL
REDEEMED STOCK:
Destruction at MSC
Return to Main Stock
Return to MSC

REFUNDS:
General

Miscellaneous Non-Postal
Retail Service Tees
Trust Funds

REGISTERED MAIL:
Claims
General
Procedurss

REGISTRY SECTION

RELEASE OF INFORMATION FEES
REQUISITIONING & PURCHASING
RESTRICTED DELIVERY
RESTRICTED MATTER FOR MAILING
RETAIL ANALYSIS PROGRAM
RETAIL PRODUCTS

RETAIJL, SERVICES

RETAIL SYSTEMS

RETIREMENT PROGRAM

RETURN RECEIPTS

REVENUE DEFICIENCIES

RURAL BOXES

RURAL DELIVERY

SAFPE COMBINATION, CHANGING
SAFES & VAULTS
SAFRTY :

General

DMM

POM
ASM
ELM
DMM
F.

ASM
ASM
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POM
P

AS 703

163%.522

540
510
350
152.7
145.2

350
351 .31
320
551

453
457 .1
457.2
48 Ch.5

730
147.2
T34
133
731.1

149
911.
911
455.1
142
663.9

AS 703

DMM
DMM
POM
F.1
POM
POM
ELM
DMM
DMM
DMM
DMM
POM
P
PO

SSH
NAT.

9373
124 .4
212
570
110
210
560
932
148
156.5
156
630
362 .6
133.3

P.13
AGR. #14



Mail Processing
‘Motor Vehicle
Promotion

SALARY CHECKS

SALES, POLICY & PROGRAMS

SAVINGS BONDS

SAVINGS STAMPS
SCALES, DAILY BALANCING OF
SCHEMES, PREPARATION & USE OF
SCRAP MATERIAL 3ALES
SECOND CLASS MAIL:
Ancillary Services
Authorization & Permits
Billing Departments & Agencies
Classification
Financial
Mailing
Mandatory Use of F.3543
Payment of Postage
Physical Limitations
Preparation Requirements
Rates and Fees
Service Cbjectives
SECURITY:
Access to Mall Handling Area
Doors & Windaws
Mail
Various'
SELF-SERVICE RETAILING
SEXUALLY ORIENTED ADVERTISEMENTS
SIZZES FPOR MAILING, MINIMUM
SOCIAL & RECREATIONAL PROGRAMS
SOCIAL SECURITY
SPECIAL CANCELLATIONS
SPECIAL HANDLING PROCEDURES

SPECIAL DELIVERY PROCEDURES

SPECIAL MAIL SERVICES

STAMPS:
Adhesive
3y Mail
Precancelled
Recording, at CAG K-L Offices
Redesmed Stock
STAMPS & ACCOUNTABLE PAPER
STAMP VEBNDORS

POM
ELM
ELM
P
PO
DMM
ELM
DMM

413
830
840
852 .1
260
943
616
942.2

PO 601/38%.5

M.5
P

DMM
DMM
DMM
DMM
F'l
DMM
F.1
DMM
DMM
DMM
DMM
DMM

POM
DMM

DMM
POM
DMM
Pl
P.1
POM
",

625

490
440
137.22
420
521524
470
52%.1
480
450
460
410
430

424.12
361.5
115
270-275
150
123.5
127
615
570
170
916
455 .6
915
455 .5
620
910

1A2
145
1473
415 .4
450
132
582



STAMPED ENVELOPE DISCOUNTS
STAR ROUTE RECORDS
STATEMENTS OF ACCQUNT :
General
Verifications
STATEMENTS OF DIFFERENCES:
Cash Differences
General
Inventory Differences
STATION MAIN STOCK LEVELS
SUGGESTION AWARDS
SUNDAY PREMIUMS
SUPERVISORY ORGANIZATIONS
SUPPLIES & SUPPLY MANAGEMENT
SUPPLY CATALOG
SUPPLY MANAGEMENT
SUSPENSE ACCOUNTS

TELECOMMUNICATIONS
TEST COLLECTION POSTAGE

THIRD CLASS MAIL:
Ancillary Services
Authorization & Permits
Classification
Distribution
Mailing
Payment of Postage
Physical Limitations
Preparation Requirements
Rates & TFees
Service Objectives
TOLERANCES IN CREDITS
TRADEMARKS REGISTERED BY USPS
TRADING STAMPS
TRAINING
TRANSFERRING POSTAL PUNDS
TRANSPORTATION SERVICES
TRAVEL ADVANCES
TRAVELERS CHECKS
TREASURY CHECKS

TRUST FUNDS
TRUST FUNDS FPOR METERED POSTAGE

UNDELIVERABLE MAIL
ENEMPLOYMENT COMPENSATION
UNIFORMS:
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446
532

250
254

262.1
262.2

441

670

680

650

660

610

630
472,11
19

713
71C0~740
333-340
51C

872
311.25
370
F.47
26C
144.331

159
550



Cap Allowances F.1 756

General F.1 83%0
ELM 580

UNCOLLECTABLE CHECKS, CLAIMS FOR F.1 886.1
UNI? OPERATING PLANS POM 601 .800
UNUSED STAMPS, REFUNDS FOR DMM 147
UTILDITIES ASM 540
VALIDITY OF STAMES DMM 142.3
VENDING MACHINES:

Food, Reimbursement For F.1 650

Stamp HBK F.50 Ch.4
VOIDED POSTAGE DUE P.1 560
WAGE POLICY FOR BARGAINING EMPLOYEES ELM 420
WASH-UP TIME NAT.AGR. #8
WIKDOW SERVICE:

Administration POM 130

Financial Activities POM 133
WINDOW TRANSACTICNS ' POM 110
WORK:

Clothes Program ELM 580

Guarantees NAT .AGR. #8

Schedules NAT.AGR. #8
ZIP CODE SYSTEM DMM t22.6

POM 412

ZIP CODED OFPFICES DMM 122.633



