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This report’s cbjgz:twe is to assist both clerks and
shop stewards in-

. prevent:ng Eoé of accountable items;
D cfedits; and
¢ inpr ‘grievances for letters of demand.

n the past, we have had tremenda = 8; __ﬁ.'overtummg letters of demand
based upon the Postal Service's failure 1¢ comply with the due process
requirements contained in the Empioyee and Labor Relations Manual and the
F-1 Handbook (See Kehlert Report #6), Letters.of Demand, Due Process and
Procedural Adherence.) Now hawevar as management reduces its violations
of those due process mandates; v "“e other strategies in order to
address and successfully process - shortages and the inevitable
letters of demand which follow,

nents own authored Handbooks and
é’arg‘ammg Agreement. In particular,
andbaok contains the controlling

To do this, we again tumn {o mana
Manuals under Article 19 of the Cafie
the Post Office Accounting Procedures,
provisions we will focus on in this repcrt

The F-1 Handbook - the chief ma;onty source for security regulations, strategic
CBA language and security provisions: fo n the Administrative Support
Manual (ASM), will be used to support the Union’s arguments that management

violated Arlicle 28. Section 1.A:

Section 1. Shortages in ﬁxed cre:fzt:s

Employees who are assigned fixed smgigmgﬁ veﬂdmg ‘credits shall be
strictly accountable for the amount of thexcredit: If any shortage occurs,
the employee shall be financially liable unless the emplovee exercises
reasonable care in the performance of Jiis duties. In this regard. the
Emplover agrees to; ; :

A. Continue to provide adeqn
for postal funds. {Underscoring ad

at all employees responsible

SECURITY FOR WINDOW. CLERKS




PROTECTION OF Acceummst_é POSTAL ITEMS

AGAINST LOSS

I5 Protecting Aceouam{ék P:ggg an ltems

151
151.1 Postmaster and Si ranch Manager
1> Ensureth 11 profective equipment is used for maxinmum
security at ait ficati sjf” Observe the following priorities
of protection. ~ !
Priority Ttem

-aerogrammes, international reply
ory-bird hunting and conservation

s

T .;!Q’.’ = TTCL ST ——




. . B % B
- equipment available. Management. must examine all such protective security

tion, wear and tear or damage. If

equipment for defects in design and/or cor
xist, the equipment must not be used

any or all of those security madequa_
or, if it is already in use, it must be rep

ace

However, the F-1 Handbook u z 50 reqwres supervisors 1o
examine the security equ:pment' ployee stamp credits, monies
and actountables. The provisions requ:resiha% they:

151.1 -4>  Examine all equi] %:zed to an empio}ee used to protect

er safekeeping.

tify Postal Managers in writing,
providing proper security.

Additionally, part 151.3 requires emple
whenever equipment does not function

151.3 Al Employees Handling.

> Maintain accounty
advise mmzagement i
malfunction.

he security equipment and
of equipment inadequacy or

Part 426.2 - 1> of the F-1 Handbook’ sta’ ¢

cally what must be done with
Stamp Credits upon an employees cofnpletia

our:

aaaaa

4202 Protecting Stamp Credits

stamp credits in a locked
atginer and store in a security
caﬂtamer, safe, or vault following an

Nonghriit 3 Bty

i

-

Joyee’s tour of duty.

es rot adhere to the regulations
ction of Accountable ltems and its
proper security, the individual
her file an APWU Security
sult with a shop steward for fi img
‘we fail to raise, in writing
that exists, we will greatiy
hanges of using that defense
olighout the grievance procedure
when letters of demand are at
i the risk of suffering losses of
shortages in stamp credits

reduce ou
successfully
" and at arbitraii
issue. We als
account; bi,

APWU Security Form

because: ed security problems.

Addendum # 2
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. KEYS, LOCKS AND § MBINATIONS

A Keys, Locks, Duplicate Keys' a_ : &up!icate Key Envelopes

es which continually comes to
ostal Management to properly
assignment of keys, locks and safe
..wh@ are asmgned Stamp Crecixts

One of the sécurit
light is the,; L

426.2

2= Do not allow any Zmipl
have access to the. s?zz :

s
drawer chest or window counter

N A

%éénp credit of the clerk. No such

Obviously, if an empioyee, supervis
locked security container, metal cabi
drawer then that individual has acces
individual can be permitted to have such

426.2

7> Whenever an empl ée

Often, clerks are assigned stdmp: crédit siare mt changed. This is a
clear and basic violation of Managemer&ﬁsmmsﬁy requirement. However, even
if the locks are changed, there can exist ‘serious security breaches if the
integrity and sanctity of the “new” locks and keys was not maintained. In
many cases, the ‘new” lock and two numbered keys are shipped to individual
Post Ofﬁces in small, unsealed ca‘rdbaard bexeﬁ These boxes contain the fock
‘wrapped in tissue-type paper.
eaied container andlcar bag

gives pcﬁemt;ai access to stamp-
instances, locks and keys, prior 16 in
the Post Office.

SECURITY FORTT



new keys and locks are issued, a.s¢
management locks and keys unsect

Following the instaliation of a"t‘ééﬁnr _'t}ie 'F-1 handbook contains

he duplicate key to the lock

issued to the clerk. Those requirékh ollows:

372

372.1

Using Form 3977, Duplicate Key ._Enﬁeiope

I>  Complete a separate. For
safe or vault comf;

%7 envelope fo protect each
uplicate keys to inner doors

2> Ensure tlmt each responsil :@@z‘ayee and a witness to the
enclosure of the com keys signs the envelope.
Postmark as instructed ¢ :m t}’ze form.

o# is changed, prepare a new
custodian of the Form 3977
dispose of the replaced

3> Each time a lack or covib
Form 3977 and.
it replaces. The
Form 3977,

m 3977 in any way while it is
with the envelopes noted
ctor in charge.

4> Do not perforate
sealed. If eviden
or alleged, notify

3> When it is necessary to open.a duplicate key envelope, cut it
along one end leaving the signdture and postmarks intact,
The employee opening the Form 3977 and a witness must
sign and date it. Retairithe ﬂpﬁnedf envelope as instructed
on Form 39 77

m 3 977 fsr’ IRT passwords and for
credit or debit card passwor ividial clerks if the two
passwords are different.: ame procedures outlined in
steps 2-5 above. Keep the Sform:in & afe place.

Note: Maintain a Séﬁam? 2

CLERKS
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3> Grant an employee the oppammu} to be present whenever
his or her ﬁimnc

witness of the employee’s
nployee assigned a stamp

n head two names of postal
ce)}whom the employee
nventory when he or she is
selected witnesses on Form

employees (in orderof)
chooses to wilness '
absent. Enter th
3977

4> Select chosen witnesses f
same installation unite a
absence, the union steward muay serve as a witness.

empfoyees who work at the

5> o a receptacle assigned to

ceys to the receptacle

accountabflffy_;f ga
old locks. :

6>  Prepare a new Form 39 ?’f y
Forms 3977,

Should there occur an unauthortze, ope

envelope, ot its loss, then part 372.4 a_ﬁpir
372.4 Handling Loss or Umz'uf!'é{g, g ofEﬂveIepes

> When any Form 3 97? is dis \a;)verea’ to be missing,
destroyed, or opened by cxrz nauthorized person, the person
having custody must tmr}t diately notify the person having
Jurisdiction over the safe, or stamp credit. Perform an

examination of inveliiory ige combinations or locks,
and prepare a new. Fo

2> When a Fors issibly opened os a result

- ¥ i P . .
of burglary o¥: h 71 tify the local inspector in
charge immediate : '

T .

ility is inventoried or audited, If

S Form 3977, duplicate key

i
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B. Safe Combinations

The F-1 Handbook caontains specifié_ f
regulations concerning safe combination
sanctity:

3725 Setting and Changin

I>  Post the manufact,
instructions for changing th
combination on the back of the
safe or vauit doon

2> Place the key ff}r :
container pmvzded“ ¢

¢ combination in the special
ixg;ide the instructions.

3> Change combmafwizs when (1}-a new or different safe is
placed in service; nowing a combination of a
safe or vauit is sep “transferred to a new position; or
(3) the combination becomes compromised due to the
opening of Form 3977 i mergency or by unauthorized
people. R

_tize circumstances noted in
;zeglzgence by the
len from a safe or vauit

Failure to change a combination
step 3 above is considered
responsible employee if pro
without force. '

Management, in particular, ofter an
someone knowing the combination bid out ‘of the position or a manager is
reassigned. Both Safe Combinations and Dv) plicate Keys must be kept secure
using PS Forms 3877, Duplicate Key Envelgpe. There are also regulations

exc!uswe control of the + "y ggr or a designated
subordinate. Send the ca}ﬁ?rmatzam fgr ifze main safe or




3977 via registered mail to the postmaster. Store these
Forms 3977 in tlze most sggg;@ place under the exclusive
Signated subordinate.

372.22 Securing the Main 'Ofﬁtg

>>  Hold combinations for safes
duplicate keys to inr
most secure vaui
compartment und.
or designated superviso
vauits af stations or bran
Keep the combination and.th
ot sdfe in the next most
compartment under exch
designated superv,

vtwlzs at the main office and
such safes or vaults in the
ost office in a

usive control of the postmaster
eep-combinations for safes or

in the same compariment,

ner door keys of that vauit
afe or vault in the office in a
ntrol of the postmaster or

Management is required to maj%%é- an ’ atzon of al locks and keys to

8>

:'_fie in Forms 3977, This
eys will not open locked

an inventory every six months to ensur
each is under control and not opened. A
record of that inventory must be kept:

372.3 Keeping Inventory of Sea,lg
Envelopes

list showing each erzvelope, the date
received, the source, and the locatio af the safe or
vardt if relates fo.

> Ai least once e

SECURITY FOR WI) LERKS




nd intuct. Place a written,
ventory i the file with the

3977 to be certain it is o,
dated and signed repa ‘
list. .

Should any of the regulations. re nance or opening of the
Duplicate Key Envelope (PS Fxs&m 7. engn;:e or changing of safe
combinations of maintenance or-changi nd keys be violated, then
management has nhot provided adequaté*secumy and the appropriate forms
and/or grievances must be processed. Further; if management fails to maintain
and produce the required records of locks eys and PS Forms 3877, they have

violated the F-1 regulations.

. Newly Constructed Windc

a new system of counter

In many post offices, managem
:-regeptac!es which remaan

drawers these are oversized, he:
as a permanent part of the window :
locked safe compartment). When ) s at the window, hefshe takes
his/her stamp credit from the safe in a ray 01' sp aifer drawer and places it in the
large drawer at the counter. The probEe ich exists is that the key, which is
used for this large fixed drawer, remai he drawer or in the lock when
the drawer is not being utilized. Tf;; signed exclusively to one clerk
because multiple clerks use that draw ace at one time or another.

éd’ possesses it for the days

Although the clerk using the drawer ta:__ _
ol of that key before and after

tour of work, the clerk does not have; o
the tour nor when other clerks utilize | :ceptacle drawer. Additionally,
when construction is on-going at a or when the counter area is
replaced/upgraded, the keys for the new recap‘iacieicfrawers are left unsecured.




Sysi
iates the basic principle of security
§ pr_ev;ousiy stated in part 426.2 - 2>
‘the F-1 Handbook.

The materiet disribmion cencers (DCa) !szw
for ey veurs stocked and issued orsion wmbier
and pin tumtier versons of liem 0838, Caub and
Stame Drawer Lock

tmproved locks are pow seakable. Insailanons ;
mmwwwmmmammmm P
worpt those iwstalied in the pow window work ata. . . . .

o e TS, s Itfuﬂher vzoEate_s the prmczpies behind
obusined ‘and-all regulations regarding the PS

N el M =3977 and the maintenance of
kovs avE <9t o0 both odges, and pin rambler Jock z
Beys are cut on one odge and 3mooth on dhe orer

mmmmm&&ww

vt . reqred vsber of tional level Step 4 interpretive
W Suppt e sk el inee n-dated 11/18/92, cases H7C-

8410 and H7C-1J-C 38839,
igement in an unusual move,
‘aythdred and communicated a Blind
" ‘Carbon Copy (BCC) to Northeast
Regional management regarding the preper.ui:zhzatson of the "Pop-Out Lock™
system (See Addendum # 4):

ng employees lo use the same
it cylinder/lock for the
greement and postal
ding thé F-1 Handbook.

“The parties af this level agree ifuzf rg
compartment without providi .rzg Seqaeh
compartment is in vwlazz_o
regulations regarding key acc

Cylinder/locks sheuld be furnished to each “emplayee having to share a
compariment. The locks that are ased on tize compartment drawers are
designed to be able to pop in and outof partment drawer. As the
employee reports to the screeqz_lme lock should be installed when the
tray is placed into the compartm

e g"‘mger utilization of the “Pop-
d for Postmasters. This letter
[See Addendum # 5)

Then on 11/20/95, USPS Managemen
Out” cylinder lock system in a Memor:
can be found as an attachment to thi

IV. REGISTERED MAIL PROCEDURES

«& manner which provides for
sred mail is handied and stored
ed into a container or area to

The handimg of registered mail must be
individual accountability. In many offices,
in an open area, with no security pros
which ail employees have access

SECURITY FOR WINDOW.CLERKS




|

ed mail can be found in the DM-
al accountability and hand to

The provisions governing the handfin§ of re
901 handbook. These provisions call fern
hand transfer of accountability.

‘néﬁng of the nightly registered
tion by a Motor Vehicle driver

This is especially important with regard
deposit which is generally transpcrt
or Highway Contract Driver (HCR}.

§731.2 Responsibility
Handle registered mail so th [ responsibility can be
fixed, consistent with instructions in #us handbook.

§390 Preparing for Dﬁpatck .
When registered mail is :rarzsjferr unit to another unit, or from one
employee to another within a unit { pl heiween employees within a registry
section), the registered articles must be listed on a dispatch bill and signed for
by the receiving employee. &

§413 Security of Exchange
An arrangement must be made a¥
exchange of registered mail between'
. section on a hand-to-hand basis.

lition fo provide a secure
hicle operator and the registry

§ 380 Hand-to-Hand Exchanges
A hand-to-hand exchange is the exthan
and/or rotary locked pouches be
articles given to another empfgy
receiving employee sion the rece@' _
whenever valuables are being tra:gs:  from the valuable cages to
deliver sections, stations and branch its within a post office or Airport
Muail facility that are not in view of the reozsrfy section.

registered articles, numbered seal,
jiduals. Descriptively list these
iate form and have the

{ exchianges should be made

§251 (Mailing Receipis} Genera
A receipt will be issued for registe:
Jor this receipt depends upon wizeifz
fransactions.

it is accepted, The form used
ns are firm or individual

§253 Form 3806, Receipt for Reg;:s 7
For individual transactions, a rec: :
38006,

ued for registered mail on Form

s regarding the handling of the

Recently, the USPS developed special regulat
¢t Routes and those reguiations

nightly registered dispatches by Highway Cont
. carn be found as an addendum fo thxs handbmk
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273.44

273.441

273.442

273.45

73.451

i

V. OEFICE SECURITY

The Admm stra Suppoﬁ Manual Section 273,
contains  {h rovi regarding  security
requirements fé Bors, building - keys, security
containers, safe' “and \

e ‘“fit “is opemted by key (from the
ever from inside. When deadbolt is
side lever retracts both latch bolt and

{exterior) doa?'s
outside) and ﬁy turning.
extended, turning the

deadbolt simultaneously.

Electronic Strike
If a Series 86 F-type Toe

installed, an -eieca*éfféfi
access during the nor

h a permanent rigid outside knob is
te. may be provided for employee
usiness day. The strike may be
operated by an interior Felease button or exterior, electronic
cipher key pad. The.de portion of the lock is activated to
prevent employee preess after hours.  Install these locks
Jollowing standar: ed by the Occupational Safety and
Heath Admm 14 ; 910.36 and the National Fire
Protection Association {NFPA4) Life safety Code (1.8C) Section
5-2.1.2.1.1981 edition. No:combination of locking mechanisms
may impede the orderly. exit of people in the event of an
emergency, even in complete darkness.

Postal Servzﬁ*g He M-écéﬁs Control Cards

L E

Postal Employees’

Personnel are zss' od ch keys as their duties require.
Accountable enim ee’ o eps are furnished only to those
postal employees wim..__az‘e raguired to open the office in the

SECURITY FOR W
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273.452

273.453

273.46

273.461

273.462

273.463

mommg anszia;s, : andgement reviews employee key

Contractors

Keys may be furnished to. highway contractors for exchange of
mail in lobbies, vestibu .

offices are not open.
workroom areas.

Key Accountabi
Inventory:
Pastmasters must keep’ araccurate mventary including serial

number and brand name of lock, toral number of keys available,
Iocaﬁon of Iack by doer"?eimd/or room number haw and when

Individual Kev R@ﬁé&? W&@?x&@s -are assigned,

not longer require the use of an
assigned key or th _m:zgﬁa =aves the service, the key muist be
ate of return is then entered on
accountability. If keys used to
acility or not returned, the locks




173.464

273.47

273.471

273.48

273.5

273.51

273.511

Key Survey

Conduct a semia

ok ysmal sarvey af all building I;eys Pay
pam‘cu!ar az‘z‘erzaf:' :

olen key or access control card to
the inspector in’ irge s BDescribe in detail the key or access
control card, case,.or hain. If the key is lost to an outside
door, immediately exchange the lock cylinder on the entrance
door with one from th ior of the building that is noet
operable by the buiil key. '

Master Keys

Only postmasters, installatio F heads, or their designees may
carry a master key. Af. msraliaaons having a Postal Service
security force, one gr, zore, ister keys are issued tot the ranking
postal police supery. by employees only during their
tours of dutyund Iggszy?gg& ;ag‘rigd from the building. Ne other
occupants of.the b, 2. 534{:*4 master keys, and any such
keys in the possession.of:other occupants must be recalled.
Master keying is not-permitted for locks opening stamped
envelope rooms or other locations requiring individual
accountability of contents

Security Caﬂtaiégfs,;g;z@s?@{ﬁ ; "gm@mmt

General

ind their stations and branches or
s, food stamps, and other valuable
;g.;ciuding CAG L post offices in
2 j;?{fera! government where the

ii‘ems. Other postal{ l,i i3

i e
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273.512

273.513

273.52

273.521

273.522

273.523

similar appropriate storage equipment consistent with available
supplies,

Description

ugh 299 should provide space, if
sclerks using standard cash drawers
; unless cash and stamp drawer
re located in a vaull. Otherwise,
cash box (item § - 911) or be

compartment in the security

Requisitioned items '29%?
possible, for regular wi
{items 216, 217, 218,

cabinets (items 220:0r

Surnished a sepa
container.

Exception

When the value of office accautzttzbdtty and registered mail
regularly exceeds 325, 000 and security containers, fireproof
safes, or vaults are led for gvernight storage, contact
the inspector it ch :

Vauit Equipment
Criteria for Use

Fity containers must be considered
ity storage needed at the facility.
more service counter positions
guntable items require a vaull.

Using vaults in a place
based on the volume of -se
Generally, facilities wit
requiring bulk storage of

New or Repiaceméfi

Vaults bm‘li‘w’? Pos.

replacements for defécii‘ or 5hzaged vault doors.

Modular Vaults

Modular vaults megting the UL Standard 608 may be substituted
Sor vaualts built to:v gstal: Service standards, Authorized
vaults must meet class M- af security.

SECURITY FOR WIN]




273.524 Cash Drawers

"' vault, use items 220 and/or 221
urity containers located within the

For storing cash
unless space zs a
vault.

273.525 Exception

For storing cash, postage stamps, money orders, and food
coupons in vaults not weeting specifications of 273.522 and
273.523, use security c 1ers, chests or fireproof safes inside
the vault to the extent ment is available and interior space
of vault is sufficient. I_ fe2 and/or 223 may be used in vaults
meeting 273.522 and 273 23

273.526 Magnetic Media.

For staﬁ&§ '
diskettes, use ¢

These security provisions are soms: wermast important security issues for
shop stewards and clerks to be cmcémeﬁ% jabout. They will provide a solid
nucleus from which to investigate and build a winning case. Remember, raise
security concerns in writing as you become aware of them. Don't wait until a
shortage occurs or a letter of demand s issued:

breaches exist which the window clerks
cite the letter on this issue from Frank X.:
USPS - Washington DC to Tom Neill, Di
which states (See Addendum #9).

of industrial Relations, APWU,

“With regard to the méi%‘tef “of. 'mzmagm claiming immunity from
respanszbrltt} in the event that e fails to provide a written
natice, it is not the position of Yice that such immunity is
granted on that fact alone. Wh Ji failtire surely casts a cloud over
the issue of whether management was aware of the alleged problem, the
lack of a written notice daes not, necessarity, make the issue moot,”

surity violation, raise it in writing

The rule to go by though is, if yez.ﬁ*’kh-{f;; :
@éﬁéﬂdmg a demand in arbitration

immediately. Your chances of suce
are greatly enhanced by doing so. %

SECURITY FORFWINDGW CLERKS




The following are examples of arbitral refer

' addressing security issues!

ARBITRATOR SPILKER, CASE NUMBER 3000128, PITTSBURGH, PA

“The essence of this grievance is thai the Postal Service improperly
charged the Grievants with sfzon‘ag heir fixed credits, since it
failed to provide adequate secicrity for pr {ow'of these account-
ables. Examination of the'ev Whoth: Parties in
this case leads to the conclusion ‘ eit at the Greentree
Station was lax with respect to certain elenients of security required
by the Agreement and the ELM.

First, it is clear that the co:t:tterima o th Greentree Station con-
stituted a recarring problem ov ¥ years. The Union
introduced work orders (Union Exh ng back as for as 1985
which indicated that the counter dr loose, out of align-
ment, or had broken locks. A numbe e'work orders state

that the drawers cannot be lockée er dated June 135,
1989 specifically states “insecure'st EMERGENCY.” Union
witnesses testified to conditions described.as *
drawers, drawers that would not lock properly and keys breaking
off in locks. Indeed, the most recent w der, dated August 15,
1989, after the date of the audits, rey rk to “replace win-
dow counterlines, due to nan-repmrab! dition.” The contents
of these work orders clearly contr::dw Management’s contention
that security was adequate at the counten

Second, The postal Servic
ment on hand is used to pmwd 2 tysand that the
priorities of protection are abserve " ed by Section 141.1
of the ELM. The evidence on record established that the stand
where the Grievants kept their cash draweérs-during the night was
not secure. Grievant Vivadia testified withois contradiction that
there were gaps between the drasw i the slots in the stand
Hicked in place, and
et-metal nailed in

ensure that equip-

< the stand was not locked
vault, which was

of the Grievants’ shifts
istodian. The vault was
he work floor, as well
wpportunity existed for
ess to their stock.

place by one of the Supervisors.:

in the employee 's safe but was stzz

SECURITY FOR WIRDOW €L RKS
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ARBITRATOR LEVIN. CASE NUM.

A third area where Management failed 10
for the Grievants’ stock consistéd af’f ire g‘a change the locks on

the stamp and cash drawers when an f‘s%yee relmqmsked control
of his or her stock, tmd to impleméh'z

zmp!ement these procedures cled
ELM. (F-1)” =

4 :{35&: MORRISTOWN N.J

“The Arbitrator conducted an examination of the drawers in which the
grievant’s accountables were stored It was shown that two of the
drawers could easily be forced open the use of keys. It is
reasonable to assume that theé sted at the time of the
shortage. The Postal Service di ny evidence to show
that the condition of the drawer: the shortage were in

a secure condition. ;

and particularly the
55 than secure, and
#t-violation of the

er of Demand shall be

The Arbitrator finds that some

one assigned to the grievant, w
because of that, the Letter of Deman,
National Agreement. Accordingly, th
rescinded and the grievant made whao

ARBITRATOR GERMANO, CASE NUMBER ﬁ?ﬂ@-fP-CSGOSB, ELIZABETH N/

“During the arbitration hearing thi accompanied the
Parties while an on-site e ei% il which the
Grievant’s accountables had been onducted. It was
shown that a number of the drawers could easily be opened with-
out utilizing a key. This was accomplts!zed by a Supervisor who
first “locked” the drawer then p by pulimg once in

a quick moderate but forcefaim .

ANAL YSLS’ Q

There was no evidence presented whick would suggest that the
Grievant failed to exercise reas
his duties. It is, however, reasorib
which opened easily in view of this A
being “locked”, were in similar condi
related to the shortage charged to the @

+, despite their first
aring the time period
There was no

SECURITY FO)
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ARBITRATOR CONDON, CASE NUM

specific shortage involved in rk
far:tar which contributes 1o

ance, itisa
e Postal Ser-

vice in this case has failed curity for all
employees responsible for postal fund facility and is
therefore in violation of Article 28 of the Vational Agreement

as alleged by the Union.”

C-2B-C3447, ETC-2B-C5540,

AND E7C-2B-C5541, MAPLE SHAD!

ed to a conference room
hown of the screen
keep their stamps

5 reported that the video
WU Shop Steward of the
ianstrated that with a

ed and closed in a mat-
¢ ability to open and
abled someone other
The demonstration
that possibility most

“Prior to the hearing, all concern

where a television was set up.
line area and the drawers wher
and money while working the w
tape had been made by David Atkmsoa
Maple Shade Post Office. It was clear]
simple maneuver, the drawers could be
ter of seconds. It is the Union’s claim:
close the drawers in a brief amog
than the Window Clerks to pilfer.iheir
on the video tape indicated to ey “blk‘
assuredly does exist,

As part of the Union’s argument Exhibit /2 was submitted as evi-
dence. The document is a Work Sheet Record dated January 12,
1988. Under the item entitled “Screenline cish drawers can be

management was in agreement thiat
at the time of the audits and correspo

, t management did
fail to fulfill its obligation to provide. te security at the screen

fine area. For that reason, I am issuin

The grievances are azzstmngd ;fwxig’ et {3) cases. The Letters of
I)emﬁna’ are to be wztizdrau 2 &




ARBITRATOR HOWARD, CASE NUMBER E7C-2B-C20972, CLEMENTON NJ

“Moreover, Inspector Cooper fo
at the facility. A variety of empld,
the vault, there was no indipidii
the registered mail from th
was no individual responsibility stered mail was in the
vault. Management has the responsibility for being mvare of any
such procedures or practices which have: evolved in conflict with
proper security. The failure of 1 t&e ' 0 s;gn off registered
mail to either the box clerk or th ice Technician can-
not be said to have caused tfze I Iy identified here as
the last person with custody ave d mail. The con-
clusion is inescapable that given t} ng security procedures
and practices her transfer of custady to'anvther employee would
simply have produced a differen

ith the transfer of
ault, and there

the grievant failed to
emand was also im-

For the above reasons, it cannot be
exercise reasonable care, and the Let!fsr
proper on the merits.”

re extremely valuable when
fod iy grievance files if

As is noted in several of the décisicH:
challenging security conditionis. " T
Management requested repairs.

| want to thank Jim Scanna, Area Vice-President of the Long Island Area Local
American Postal Workers Union, fer‘ is @ai ﬁtmn of information regarding the
transport of locks and keys.
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H
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142

. Post Office Accounting Procedures

1.2 Demanding P‘aifm

All emplovees must recewe
reason.

0s5es
fice of any money demand for any

> The postmaster or désign 5ign a letter of demand, which does

the foliowing: _ i
*  Notifies th USPS determination of the existence,

ihe employes to (1) repay the
; _’o;;_ of the debt or the

Regulations detaﬂ‘ng the fsghts n&:ﬁgsrgmnmg unit emplovees and the
coflection and appeal requiremenis that apply are in Employee and Labor
Relations Marual (ELM) 450. Requirements for cn!iecﬁag debts from
bargaining unit empiaysea i L

mes, intemational repiy

2> Ensure thatthe descenﬁng eve

of security in your instafiation are
totlowed, .

Level

1 Btirg? émes:stant chesisin t’ ireproof sales or security
wn!amers locatedin walk-in vaults.

USPS sta&@r vaults o secaxrtty containers.

% Y

Handbook F-1




General Information 152.1

criteria in Handhook AS-T01, Supply
# an empioyee used to protect stock
Wns

piled. The responsibifity for the main
igned only to a supervisory employee

151.2

>> Ensure that combinations and fogks are uncompromised and changed

whenever the equipment or yee is reassigned (see section 372).
151.3  All Employees Ha jtable Paper
»» Maintain amn k h eaunty equipment and advise

managemant dequacy or maffunction,

1514 Postal Funds:

151.41  Keeping Custody
Fostal funds {a) must be kept safely without loaning, using, depositing in an
unauthorized bank, or exchanging & s:ther funds; (b) must be kept separate
from personai fund&

TEE T

& 40 the public and concealed from view.

151.42
Postmasters must enguré P1iRds, excopt the authorized cash
portion of stamp credits and i, ara deposited in the prescribed
oificial bank acoount.

15143 Making Withdrawals .

Postmasters must not withdraw fu :_deposﬁed‘ Funds In the official

152 Ccntrol!ingAccauﬁiab_%a :

152.1  Defining _
‘The receint forms fisted Ivtha iséfe Below are cnmrc}ited items. Bo not
:epreduce focally. "

November 1896
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3622 + Post Office Accounting Procedures

The postmast 'head ot designee should sign the Form
1902 and & &title. The tripficate copy shouid De filed
and the orig ‘sent to the following address:

ATTN FAYROLL PROCESSING BRANCH
MINNEAPOLIS Acceumm SERVICE CENTER

4 or designee approves a lesser
it d@ﬁﬁcmm (see item a above), acopy

*  The Mmeamtas Acwummg Service Center (MNASG) completes Form
1903, Invoice and Statement, and sends it to the originating Instaliation.
Upon receipt, the postmaster or installation head or designee prepares
Form 3239, Payroil Og 2 Authorization to Liquidate Postal Service
Indeblednasssn: Theinvaice number from Form 1803 is
entered G Fdm 3239%3&1‘3!3 ifie original Form 3239 is submitted to the
distributed dai&\smty Histribined reporting (DDE/OR) system site.

The duplicate is z appropriate personnel office and the
riplicate sent to tie emip L

ss22  Involuntary Ded:

Involuntary payrol
percent of an employes’

ate'a postal debt may not exceed 18
ety during any one pay perid,

711 Protecting Funds in an Off]
Container, or Safe

>> Lock funds in vaviits,
locks on outer @c
providing
vault to the'skierit'spas

uhi -,

nds in the vauit or other place
rity containers and safes ingids the

Handbook F-1
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-

ADDENDUM #1 (page 4)

Managing Postal Funds

712 Using Lighits
: leave enough fight buming to

>> At mg
suificiently figh {6007 or safe area caly i the vault door or safe
s visible to the' ;mbbc & {ocal patrolling faw enforcement agency
requests i. '

a713  Protecting Funds in aﬂ*@ﬁwe Without Safe, Security
Contamer, ar

me} fixed receptacies equipped withra

ination locks.
3714
>> i you do ot have or fixed receptacle, remove funds to a
safer place whan ;

Pt aterowned by a private party, provided
thers is no expense stmaster can mairain individual control
aver the funds. Al ng fir Id 2 postmaster transport funds for
oft-site storage if doing pose a threat to personal safety.

318 nd Wickets

heworking portion of the office must
j wﬂh at:cess to the woﬁcmom

72 Securing Combinations and Keys

' Envelope

ve!ope to protect each safe or vault
'rzer doors of each waitk-in vauli.

s72.1  Using Form 3

i> C{;mpfefe Gop
compination an geiiin

2> Ensure that each respons@e s playeé and a witness to the enclosyre
of the combination or kﬂﬁ&ﬁﬁﬁ iiie envelppe. Postrmark as ihstructed
o the form,
3> Each time a jock or combinatic
and submit # 1o theThstodian:
custodian must dispisenl
4> Do not perforate or alter ﬁgg

evidence of tampering with ihe e
local inspector in cé‘*arge.

5> Whenit IS nacassa

;zhangeﬁ. prepare 3 new Form 3877
s Form 3877 i replaces. The
aplaced Form 3977

3977 In any way while it is seated. i
slope is noted or alleged, notify the

November 1890
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3724
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Post Cffice Accounting Procedures

Protecting CGmi:iﬁéﬁo

Securing Stations and Brsnchés

{ under the exclusive control of the
ate. Gend the combinations for the
& companment keys in a sealed

a postmaster. Store these Forms
Her the exclusive controf of the

partment under exclusive controd of the

sale at that post office
Asor. Keep combinations for safes or

pasimaster or desegnalad

ceﬁamrtasonhandandxﬁa;ﬁ.ﬁaceawnﬁen dated, and signed
i w;ihf?tahst

! thé person having custody rmust
aving jurisdiction over the safe, vaul, of

iriatign of inventory. Change .

' pregara a new Form 3877. )

sibly opened as a result of
e local inspector in charge

Wil

2>

immediately.

Handbook F~1
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Managing Postal Funds 372.7

arzs  Setting and Chay inations
1> Post the many

2>

ava.s
ve equipment four complete tums
closed on “day fock.”

3727 :

>>  Mark magster keys furnishied by safe suppliers for identification, seal in
envelope Form 3977, and have the postmaster or a designated
supervisor sign with a witnes tzin the envelope in @ central location

November 1888

JW CLERKS
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426

4261

426.2

Office Accounting Procedures

2> Treat all stock, salabie and ronsalabie, as stock retumed ta the main

tonsists of the supply’ Iy
demand.

>> As customer

stock. Form 17 (Rerum} supports the entry lo AIC 848 on the Form -

stdok mnsigned to an empioyee
office. A window clerk stamp credit
Gck ﬁem necessary to maet normal customer

ent with weekly replenishment, give

iits to a reasonable muitiple of the

e value of stamp credits consistent with
the protection afforded? jiitate requisitions for full units of stock. You
may exceed stock fimits to it flling of orders in full sheets, boxes,
or packaged lots. mmng Christinas and other high-voluma periods,
determine stock lim aj-oifice standard operating pmcedm‘es
without individuzl at W

some latitude. Hold
weekly sales amount. Adf

Protecting S
1> Place stamp cred ntainer and store in a securiy
containar, safe,’t vallt e}ﬁpfoyea’s tour of duly.
2> Do not allow any employee, Supervisor, or postmaster to have access
1o the stamp credit of armmer' gmployee.
> Gramanemp!cyeeme § rmm“tytchepresentwheneve:msorher
ed or audited. if the employee is not
dvee's cheice must be present. Each
must furnish tha instaffation head
:{in order of precedence) whom the
gudig of inventory when he or she is
ected witnesses on Form 3977,
4> stoyess who-work at the same
oyee. In their absencs, the union
&>
printed on Form 39??’ Mamwmméssed inventory whenever access 10
an empzoyee's acccun:ab;iﬁy’ sickiined in this manner. Do niot reuse the
6> 05 the oid envelops with certified
_'rsteﬂance of Forms 3977,
> i camret of an assigned stamp

heemployvee’s stamp and

Hangbook £-1
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iAo,

i
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Managing Accountable Paper

426.3

426.31

428.32

426.33

Novemnber 1866

8> o saleguard each clerk'Sstamp credit, a unit superviscr must make an
annual examination of aif jocks and keys in the unil except duplicate .
keys on file in Forms 39?? This ensyres that individual clerks’ keys will
f& compartrments. or stamp ¢abinets of
wisor will keep a record for financial

Note: See section:

procedures.

Consigning § dits

Consigning by Postmasters of Supervisors in Offices Without

Stations and Bra

>>  Consign stamp credl eris from the main stock. Postmasters
choosing to have the'telisl Br-repiacement empioyes make sales from
the main stock are eXemipt f7gif consigning stamp credits. If the office is
organized under the fgivoifide window unit (MOWU) concept, consign
4 stamp credit to the MOWY fninager, who will consign stamp credits
fo clerks.

Consigning in Office tations and Branches

>> Consign stamig credits thistation; branch, and MOWU managers and
contractors from e posiniaster’s main sieck. Station, branch, and
MOWU managers will gonsign stamp: Eradis to clerks at their units. For
SFAP units, the 820 of‘ SDN wail consign stock to offices with stamps
and branches. :

Consigning to Rural B .

i>  Consign a fixec stock sufficient fo serve the needs of

carfier may choose fo purchase the

2> signed Credit Receipt, only from an
smplovee with a s!am

3> Complete Form

4>

§>

this transaction,
Form 17 or Form

&>  Audit ngm% 1y 4 menths to ensure the credit is

113
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i

inspection Service 273.461

27344 Postat Se
273.441 Exteriar

ped mm a deadbol: fock. A Series 88 FS loc:k

ing the inside tever retracts both laich imit

273442 Electronic Striks
If a Series 86 F-type
eglectronic strike may
business day. The s i1
exterior, electranic
activated to previm
foliowing stand:

& permanent rigid outside knob is installed, an
it for employee access dunng the normal
operated by an intetior release button or
24, The deadbolt portion of the fock is
decess after hours, Install these locks
by the Occupational Safety and Health

antd the National Fire Protection Association
clion 5-2.1.2.1, 1961 edition. No
y impede the orderty exit of peopte in
mpiete darkness.

27345 Postal Servi i Access Controf Cards

273.451 Postal Employees

Personne! are :ssue& only.such keys as their duties require. Accountable
oniy o those postal employess who are
moming or close i at nighl. Management

s semiannually.

273.452 :
ishad keys to the enfrance doors of their

v ot be furnished keys that allow access to
rhes:of building keys may be fumished 1o
g ihere is an official need.

273.453

Wway contractors for exchange of mail in
3 post offices when those offices are not open.
o workroom areas.

Keys may be fuimishe
lobbies, vestibules, o

273.46 Key Accountabﬂm;
inventory

273.461
inventory (including serst number and

keys available, focation of jock by door
sposed of) of ail building keys and
ighed receipts are obtained using
£ Keys. are assigned.

ASM 11, March 195

SECURITY F&

ADDENDUM #2 (page 1}




273482

ADDENDUM #2 (page 2)

inspection Service

no jonger reguire the use of an assigned key or
arvice, the key must be refurned immediately. The \

fkeys us&d tq
must e repiac
273.453 Unass:gneﬁ Keys

Store all unassioy
postmaster

a gecure place accessible only 10 the
alternate.

2734684
f urvey of all building keys, Pay particular
nirance keys, and special keys such a3
ﬁgpgpyee reécord rooms, ate.

273.47 Reporting Lostor Stolen Keys or Access Control Cards

273471 Procedures

immediately repmt adost or stolen key or access controf card o the inspector
in charge; ia;l the key or access controd card, case, of key
chairf the: uiside door, immediately exchange the lock

cig pr with one from the interior of the buiiding that is
| master key.

273.472 ;
regulation Jookout, O, and Jkeys to the inspector in ‘

273.48
n heads, or their designees may carry a master
Postal Service secunty force, one or more
ranking postal police supervisor for use by
. Master keys are issued 1o maintenance

fours of duty and may not be carried from the
stsof the bullding are issued master keys, and any
f other occupants must be recalled. Master
apening stamped envelope rooms or other
ceountabildy of contents,

ampioyees anty d
Building. No other’

273.5

273,51
273.511 General

ot consistent wrth available supplies.

68

ASM 11, March 1956

SECURITY FOR ¥ " CLERKS
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-3 ie
‘ Inspection Service 273.531
273.512 Description o
Requisitioned items 293 threaghy QQQ should provide space, if possible, for
regular window ¢k wred cash drawers (items 216, 217, 218, or
218), unless cashy ;gw;g; cabinets {items 220 or 221} are located
. in a vaylt. Otherwise w clerks should use the cash box (item 0-911) o
be furmished a sepa:axe mpartment in the security container.
273.513 Exception . )
When the value of oﬁice bility and registered mail reguiarly exceeds
$25,000 and security corging nroof safes, or vaulls are not provided
for ovemnight storage; nspettor in charge.
27352
273.821 :
Using valu rs must be considered based on the
volume of tacihty Generaily, facilities with five
or more service e@mﬁarm@m& requining bulk storage of accountable items
require a vault.
273.522 New or Replacement Vault Doors
Vautts buitt to Postal Serys atd 13-80-1 provide better protection than
other safekeeping.eat lass § vault doors are provided for
niewty ccnmmed igpements for defective or damaged vault
doors. T
273.523 Modutar Vaults '
. Modular vaults meeting UL 608 may be substituted for vaults built
to other Postal Service. thorized vaults must meet Class M level

273.524
e items 220 and/or 221 unless space is

sl within the vault.

available in security

273.525 Exception ,
For storing cash, postage
not meeting specifications of
chests, or fireproof safes skl (hi
and interior space of;
vaults meeting 273.528

273526 Maynetic

For storing/ma
vaults,

ey orders, and food coupons in vaulls
-and 273.523, use security containers,

it t6 the extent equipment is available
ltems 222 and/or 223 may be used in

Ketiss, use gertified data storage

PN Y

273.53 Retuisitions

273.531 Procedure
Requisition alf safe,
Aequisition for
must accompany th

and vauit equipment on Form 7381,
qﬂig:rmem Justification for equipment

69

. ASM 11, March 1996
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Cube 8,

American Postal

Workers Union,
AFL-CIO

1300 L% Nw Wash D.C
2 4] 1] 0 5

Empioyee’s Report:
Include Getails of the spe-
cific security problemor im-
proper or poor financial
practices.

Supervizor's Response:
ingicate what corrective
acton will be taker or
reasons wivy gorrective ac-
tion is not being taken.

wiely UISPS

Canary URION.

Bk EMPLOYEE
regumed by

SUDETTECY
Yoizow EMPLDYEE .
R TOPY

Report of Sec

ADDENDUM #3

raoblem or Poor Financial Practice

DUpervess! § DROATLITE

ete

%125 .

ks curaiezn

Wi

SECURITY FOR W1
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WwiED BTATLS MOSTAL S{awCE
E7% 5 CTonT M ada Sw
WA STON X MIVE04108

LanTR AT DEPARTMENT

Mr. Thomas Thompson

Assistant Director

Clerk Craft pivision~

American Postal Workers
Union, AFL~CIO

1300 L Streat, N.W. :

washington, DO 20008-<4Y

H7C~1J-C 38410
CLASS ACTION
.-_BRISTOL or BHEOLI0

HYC~1J-C 39939
CLASS  ACTION
NEW BRITAIN CT 06050

Dear Mr. Thompson:

ha above-captioned grievance

Recently, we met to dgscusé
at the fourth stepwnfw'u etual grievance procedure.

The issue in thxs gri hether managenent haq
violated Article 28 afutha Kat’enai Agreemcnt

e mutually agreed that ne

After veviewing this matter
fairly presented in tiis

naticnal interpretive issu
case, R

d this case to the parties

Accordingly, we agreed to r
g, including arbitration if

at Step 3 for further proce
necessary.

ed copy of this letter as

Please sign and return the &
Y te remand this case.

your zcknowledgment of agre

Time limits ware extea&é@”by-mu%@al eonsent,

anerely,
Kathiecn Sheehan 1Thomas Thompson
Grievance and Arbitration Assistant Director
Division Clark Craft Division

American Postal Workers
Hnion, AFL-CIO

PAYd .

ADDENDUM #4 (page1)
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‘x'&

bog:  Posthaster s
Nertheast Reglon S
Article Code ... 28-01-00 REMANDED

Essue Code ... >
Subject, Reading..
LR410:KSheehan:rbz 20«4
RB DOC. NO. 4083 7

Computer
¢A COMPUTER

Note To Region:

The parties at this level agreée that requiring emplovees to
use the same compartment without providing each employee a
cylinder/lock for the

National Agreement ang-
accountability, includin

ished to each employee having
Aocks that are used on the
4 to be able to pop in and

Cylinder/locks should be fur
to share a compartment. The
compartment dravers are desgi
out of the compartment drawver.” As the employee reports &
the screenline, the lock should be installed when the tray

is placed into the compartment..

If you have further questibﬁsmysu should centact your
Division or District office to get help. Also, you may
also contact Mr. Frank Weavel (202) 268-5245 of the Retall

Managenent Division -at Headguarters, - .

o el R

wbiemetirivmbbin o
ssspsssssssiqnrreser
po e e L i A e

SECURITY FOR WINDOW CLERKS




ADDENDUM #5 (page 1)

Operations Programs Suppon

UNITEDSTATES
POSTAL SERVEER

November 20, (995

MEMORANDUM FOR POSTMASTE
080 - 084
197 - 199

SUBJSECT:  IRT WORKSTATH $ - CORRECT USAGE

Since the carly 1990s, IRT workstations (Ttém, 7400-B) bave become the standard aceeptable
counterling and cabinet configuration used by the USPS, These workstations were degigned
with specific ergonomic and security features, Recent visits to the field and conversations
with sotme postmasters indicats that somis offices are currently oot following proper
procedures for correct usage of Wétman igx%mcchm

Each [RT workstation has a six dmw cai:met The top two drawers in the cabinet arc used
#3 cash drawers by window/retail clérks. Esch window/retail clerk is to have his/her own
cash drawer insert (Ttem 741%0). The cash dravesr'insent hus s lock on it for use by the clerk
every time ﬁ:mcmdxtuscmdmihﬁsaﬁ: gachcierkhm his'her own key for their own

insert.

Inside one of the top drawers of:he mémwmblmr, Bsker Manufaciuring confirms that
zn envelope with two cylinder temaval keyy is shipped with sach unit. Standard procedure,
according to Hendquartary, is that opecylinder removal key is to be left in the bottom of each
of the top two drawers of each six drawee . Each clerk is assigned hivher own
removabte lock cylindsr with key, in addition w thie lock and key already assigned for the
cash drawer insert. The removable cylinder ind key are w be used by the clerk in the empty
cagh drawer lock cylindar siot each titne tiaatﬁ:eym their cash drawer insert in that drawer

positien.

Standard Operating Pmccdum, is for the clek o p@g-mafhgr reracvable fock into the empty

slat, use the cylinder removal lery 1 secure the sylinder into position, drop the cylinder
removal key inte the bottom of the din g5t ia/ber cash deswer ingert with stamp

siock €tc., into the drawer mechanism. Mf”ttmﬁ ém the clerk removes hisfher insert with

‘.“’ * vy

Fax:

DOW CLERKS

SECURITY FO)
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e.ssxgscd credit (such as going | to hmcb orclosing :xuz} the clerk also removes the outer
s ik bafore Bockmg it into the safe.
A ;’*X;- i M\ér
The above pro:cdum e thelonly “mihﬂw iRTmrk;smions gre 1o be used,
By following these procedures, yaﬁrﬁiﬁw%”% ik tompliance with Handbook Fr1,
Section D112, which stipulates that emplc?e&%ay wot allow apother individual to have
zocess o funds entrusted to him or her. :

For your reference in ordering additional i@r.:ks nesded, we have attached a copy of
information regrrding IRT mﬁmﬁlzcﬁ {ocks '

Should yau have any questions mgarﬂmg ﬁ'w : ve:ccmact Gary-Dunham, DRA at 609-933- |

4413,

R. W. Schroeder
Manager
Operations Prvgmms Suppon

Attachment

c¢’  [strier Staff
SOA
CSAs
File - DRA (iR‘I‘Lockx}

SECURITY FOR I ‘i%?--s:@ﬁ%g




ADDENDUM #6

wws'm'es

3 posta bulletin

Published Since Morch 4, 1880 . PB2I7ET—Apdl 19, 199040 Poges

“New Notice 71

sw edition of Notice 71, Bombs by Mail has
been printed and stocked in the materiel distribu-
tion centers. The new edition ix dated March 1990,

Submu Form 7380, MDC Supply Requisition, to the
S r;mg materiel  distnbution  center  for
; copiesiiudnspection Service, 4-19-90,

Cash and Stamp Drawer ~
Lock Replacement

The materiel distribution centers (MDCs) have
for many vears stocked and issued torsion tumbler
and pin tumbler versions of ltem 0933L, Cash and_
Stamp Drawer Lock.

Improved locks are now available. Installatio
must immediately replace all of the following locks

except those installed in the new window work sta- Qdiaa Enemy Registration Program
tions (series 7400 counterline): w 2 Postal Service supponts the Immigration and
I. All torsion tmbler focks (0935L), regard- Nazwahmuen Service, Deparunent of Justce, in

less of date obuained
2. All pin wumbler locks (0933L) ohtamcd-';..:_
from the MDCs before 1989 SR
For identification purposes, torsion tumbler lock -
keys are cut on both edges, and pin mmbler lock
keys are cut on one edge and smooth on the other

Enemy Registration Program by stocking
yoes of (AE) forms for dmmhutmn in the

“ﬁuz continue to afford them safe storage.

edge. :
’%‘Ee MDCs have new stock of the pin ummbler e event of a presidential order, supplemental
version of Itern 0933L. Ondy pin tumbler locks may siacks of the forms will be distributed to the offices
be used on cash and stamp drawers. Offices should ‘ mvz_n_ived if they need resupply at that time, .
requisition the required number of replacement ~ Pogral: inspectors will no longer be required to
locks from their supporting MDC on Form 7380, existence of these AE lorms during facili-
. MDC Supply Requisition. They should install replace Ons: . .
ment locks |mmcdm[e!y upon receipt and dispos estions to the appropriate Inspector in

of the old locks in accordance with estabiishied pro
cedures. —~Delivery, Dzmbw&a g

nspection Service, $=-1 9.90.

Transporiation Bepi. %——! Nl\'

» !

DMM Notice ;;

Rural Mailboxes P

Effective with DoMesTIc MaiL ManuaL Issue 35, g

6-17-80, section 156.5 is revised 1o include a cur- o : 2

rent list of mailbox manufacturers and the rccem»i T o -Unidn 2

mended height for rural mailboxes, g i g

—Delivery, Distribution, ond U

M?ﬁ i al Se mﬁand 29

Transportation Dept, 419301 e -W xifiﬁiif’m Serr:‘wm;\"ugmhm %

i Intrimationsl Service—Ghana... 30

$

Panama Hub: I1SAL Delavs : 13

] Firwt Flight Cachet ... 2
Due to problems at the Panama hub, there are:: E m{g;ﬁ‘%;fgﬁ:y 5 -
delays in the movement of International Surface. - - Tndiid Tajwess Mail Corporate A . B
Airlift {ISAL) mail destined for South America, %mgmmc Information Orders, Modification =
Ceniral America, and the Caribbean. The Postal 3 §§ -

Service is currently in the process of establishing u“

alternate transportation arrangements, where pos- 1

sible, to rectify the sitwadon, i

weMarheting Dept., 4-19-90. 2'%

Annal index In PB 21756, 2-8-90. ; 3

t.atest index in PB 21760, 4-5-00, : &

! 5
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. both sender smd addressee. Envelopes or packages that appear

Ragisrsred Mail

Chap!
Preparation E4“-'“

210 Conditions

The articles 10 be registered must be prepared undsr the jeo-
eral guidelines and specific regulations io DM 21,
T10-223 of this handbook, Posud empioyess are not permist
o assist in the preparation or sealing of mail (o be registereds 7
‘The mail must bear the COMPLETE name snd address of

ope .
; «iﬁhﬁm‘eﬂx pantd is kn iategral part of te eavelope,
m _eiapc may be used for ail registered mai.

#

13 have besn opened and resealed, or which are otherwise im-
properly prepared, will rot be regisiered, Padded envelopes
are not accepuable in the domestic registered madl ﬁ:mct A
package may be refused if it is not packed in 2 madtner that'
will assure safe transmission in the mails. The sendér i re
quired (o teil the postal empioyee whether or not the ftem is
of & fragile oature and. if 50, desceibe the interior packing”
Packages will be remsad if not properiy packed 10 withsand -~
normal handiing in the mail, indemnity may be denied 1{
fragile articies are not properly packed. S -

‘asf;;mgc of thres or more articles are preseated.
y . for registration at one time, the sender may
a Farm 3877, Firm Mailing Book for Registered,
Q:, Certified and Express Mail from the post
st be used in accordance with the instructions
postrnaster, Form 3877 must be prepared by the
‘tiplicate, if requested by the postmaster; otherwise,
® prepared in duplicate. All entries made in firm
Gaoks mitst be made by typewriter, ink, or ball-peint
-or two copics of the form, whichever is applicablie,
ed by the post office and the other receipted and
the sender.

frtﬂ

220 Sealing
221 Letter Slzs Envelopes

The sender must securely seal letter size envelopes. SELF
SEALING ENVELOPES ARENGT ACCEPTABLE. Paper,
crllulose suripy, wax of paper seals must not be plaged over ¢/ - .

the intersections of flaps of letter size envelopes where the Mailing Receipts
customers use gowd quality envelopes with heavy deposits

musilage all the way 10 the sdge of the flap.
issued for registered mail when it is accepted.

222 Packages {Including Large o this receipt depends oo whether registra-
ividual

(Flats)

222.1 The sender.must wrap and seal packages with m it
lage, glue, piain paper or cloth wpe. i
" . When Form 3877 is used, the recupt will be postmarked,
2222 Packages containing currency or securities may not szg.n:d and hsued AFTER BENTRIES HAVE REEN
be sealed exciusively by use of paper strips, but must fry bz: 17 AGAINST THE MAIL A terEpoTRRY recTipt,
sealed secursly with mucilage or giue. . 545 Temporary Bulk Receipt, showing only the wotal
S articles, may be issued when 2 large number of

s gg arg F"“E‘d The permanent descriptive receipt will be
is soon as possible after verification of the mail.

2223  Large envelopes (flats) which are completely.s
and which also have paper sttips or paper tape across N
intersections of the flags may be considered as rm:kag:s T
meeting sealing requirenszasts, :

224 Only tape which adheres encugh to show tampering
i removed, and whick will absorh a postmack impression,
may be used on registered mail. Use of masking and trans-
garent e i not pernisted.

ual iransactions, a receipt will be issusd for
ail on Form 3806,

TR0, TL2, 4155
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. Registered Mait

410 To And From Stations And
Branches {Inciuding Contract
Stations)

41 1 Preparation

Makes up all registered mail transmitted to or from}
effices and a station or branch in rotary lock pouches smt
handle a5 2 hand-to-hand tranmsfer. Use. | :
transier whenever possible. Make up register
dispatched from a contrzet station in a registey
or nuwmbered seal pouch or comainer envelops
priate.

412 Delivery By Motor Vehicle Operamr

Where possible, the motor vehicle operator will deliver
registerad mail to the registry section, Otherwise, an”
employee of the registry section must be assigned to-the
piatform or dock area to accept registersd mailifront the

lock or numbered seal pouches to the sectivnal
ility (SCF) in the following manner:

up 1o cight pouckss 1o a single SCF on Form
Hace Form 3830A in 3 P-9 enveiope attached to one
ches.

ot than eight pouches to a single SCF on Form
slieate. Plage 1wo copies of the bill and 1 rotusn
ma P9 envelope attached (o one of the
ec:: g oﬂicrs witl postmark and sign the copies
in one copy (¢ the dispatching office.

430 Hand-To-Hand Receipts
How To Use Hand-To-Hand Receipts

hand-to-hand receipe is exchanged in wransierring
i rotary lock pouches, numbered seal pouches, and

driver. gistered pieces, enter the particulars of the pouches

413 Security Of Exchange g ¢ pieces on & dispawch bill. in duplicue. Deliver

A . L py.of the bill with the registered mail The accepting

. Anarrangement musi be made a1 ¢ach installation to provide ‘sholild check the particulars of the rotary lock
a seeure exchange of registered mail between moipr vehicle utnbered seal pouches, and outside pieces against

e bill at the time of transfer, Obtain a descriptive
the person to whom delivery is made. The postal
onvoying registered mafl shiptments may assist the
ostal employee in checking registered articles
the bills. if requested 1o do so by the receiving
et. Under exceptional conditions, when available
$ not permit descriptive checking of rotary lock
Aumbered seal pouches, and outside pieces, the
(CH fiay be accepted by count. Under these conditjons,

éh iy be transferred with the understandiag that
ﬁ’:iars will be checked against entries on the bill as
Hisskible after actual transier.

operator and the registry section on 2 hand-to-hand b

420 Dispatching
421 ko
Obtain receipt from the dispatch unit in duplicate, Leave one

copy of the bill with the artizies and retain the other in the
registry section.

422
i1 To Use Hand-To-Hand Receipts

Dispatch units should retain eopies of dispat

423 =
. . . : When iar ¢ volume of registersd mail is exchanged ;
When registrv section emplayess are not wsed as dispatchers, dxret:fv by pos ufi cxnployess b:i:-n sostal umite 3 e
an empioyer of the autgoing il scct:_on may be designated &7 The declared value of an individual shipment meess
to pouch registered mail and make dispatches. _ gg%w_ £d value requirement set forth in special instructions
424 v Headquarters to Regional Postmasters General
1 nepd W0 know basis).

The gregate value of 2 panicular dispaich warrants
g as determined by the superintendent of the

The emptaves whe aciually pouches mail should sign for
on.at the peiat of origin to the first transfer

entries on the mailing section copy. @ iz

. DM~901,TT~2, 4183 '
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392 .

Reqgistarsd Mail

upper and lower flaps or. if return receipts are ased. “Of Equipment  How Disparched
postmark parsially on the receipt and partially on the flaps of *
the lester, 1f the recurn receipt covers the entirs back of the
letrer, pastmark the perforation on both ends of the return
receipt. Postmark packages seaied with paper strips asros
opposite edges of the strips. Use additienal pestmarks it
would make detecting rifling casier. Al Seams o
wrapping must be postacked i paper stz
When large mailings consist of letters contgining
printed matter of fule value, the cnveiog:cs AV Be
postmarked once on the back by rumning them thug?; a
caneslling machine. Postmark onee on the back of the agof

sack jackets.
362 Cancelling Stamps

Cancel the postage samps using rubber or iw'dwoad
cancslier,

{ope Contziner ln a rowry loek pouch. iron tock
Y. pouch. or numbered szal pouch.
Jacket In a rotary lock pouch, numbersd
seal pouch, or enveiope container.
Hand-to-hand
Hand-to~hand
Hand-to-tand

370 Free Return Receipts

Do not charge for retum receipts for free registered mailof
the Pestal Service. Use such receipts only when ivisessential o
that a signed receipt be on fils a2 the mailing post offics. Do -
not request return receipts for official post office rzmman:ns
or postal supplies.

J-Lock and rotary number,
{27 Bill number and page number, if necessary.
{37 Destination and dispatch

4) Tume and means of dispatch
+3) Posirmark bill and coupon.
{6 Enter registration numbers (R and 9 digits) for
v dﬂal articles of domestic mailand registration number
ountry of origin for international mail.
wmbers and offices of origin for facket savelopes.
rotary lock numbers, offices of origin and
higfion- for rotary lock pouches, seal number and
seal pouches,

380 Hand-To-Hand Exchanges

A hand-to-hand exchange is the exchange of registered
articles, numbered seal and/or rotary locked pouckss
between two individuals. Deseriptively list these artichs
given to another employee onthe appropriate form and he
the receiving employee sign the receipt. Hand.osbd
sxchanges should be made whenever vahuibles are B
transferred to and from the valuable caps
seerions. stations and branches and unirs withis 4p
or Airport Mail Facility thar are not in vréwaf§ﬁk g
section.

390 Preparing For Dispatch
391 Equipment

{3) Tie articles in bundles of net more than 30 pisces (¢
padle, placing the articles n the bundle in the sequence
28 with special delivery articles on top of the bundie. If
st special delivery articles first,

ace the bill for the coments under the first articie
iedie.

1f articles cannot be tied into a package, put original
penaity envelope and put envelope in pouch.
ﬁxﬁn'inc pouches. Do not use torn or otherwise
azfecnve pouches,

Fionat place more than 180 individual pieszs inany of

When registered mail is transferred from one unit to another
uniz, or from one cmploves 10 another within a uisit (exce
herween emplovens within a registry Section) the registeréd
articles must be listed on a disparch bill and signed for bythe
receiving employes. When registered mail is transferred from,
one emploves toanother, as a hand-to-hand transfer, itis not
mrosssary 10 place the registered anticle inan enclosur
registered articies are hilled. (except owside artici
some hand-to-hand exchanges: sew 433 they are plaged &
nostal equipment {or dispatch. The following equinment 75,__
used for this purpose: ’

DM-9G3, TLe2 4183
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Registered Mail

731.2 Responsibility

Handle registered mail so that individuaj respe
be fixed. consistent with instructions in this bandlio
Superintenden:, Registry has the authority to
responsibility at an office when the cont of indi

responsiblite is prohibitive. (Exceprionr Where sesvice ':

counter activities are combined, registered mail must be
handled in such a manner that individual responsibility for
the registered mail can be fixed). In an office where a

Superintendent, Regisiry is not assigned, the postenaster
must obtain approval fur arex respomsibility from -the

Ceneral Manager, Accouming and Revenue Pyptecti
Drivision 3t the Regional Office. Area responsibility,
when a group of employees, rather than za indivi
emploves, is responsible for the registered mail, The gr

must be kept to a minimum and Form {625 must be used @

record afl employess working registered sl

Atea responsibility may be used (with permission) for'a

regisiered mail when the mail is worked by itself, or with .
other agcountable mail, in an area enclosed by wire screesf-fi

partitions.

Arez responsibility may br used (with permission} t’ar
incoming and aotified registered mail when the mail is
waorked by itself, or with other accountable mail, in an area
not enclosed by wire screen partitions, if the ares is separated
from the mainworkroom by eases or other means,

731.3 Notified Mail

All mali not assigned 1o carriers or delivered to customers 61
the day that it arrives must be treated 25 nofified. mail”
Notified mail must be kept in locked containers
must sign for the key(s) to the locked container(:
all notified registersd mail must be accounted for
of each business day.

731.4 Unaccountad For Registered Mail

immediate netification must be made to the Postal
Inspection Service whenever a piece of registersd mml 5
unaccounted for,

732 Internal Protection

The following special rales apply only to internal handlingin’ -,

a stationary posial unic

@ Provide a safe. vauli, separatz cage, or lock
container. Assign an employes ot emtiployees to be respo
sible for valuable regisiered mail. Do not permit othet
ernplovees 1o have access to this unit

b Determine, on the basis of jocal conditions, the vaiu%:
af articles to be pleced i the waluzbie unit. This
dewrmination & the responsibility of he postmaster,
However, this value cannot be less than $1.000. Nore: The
terrn valuable as defined here s not to be used as a guide 1o
dispatehing or 10 carner delivery,

for valuable mail to and from the valuable unit
howing the mumber for individual pieces or full

jable arcicies and pouches in the unit.
mredimail is in the valuable unit, use Form

der. Each registered arugle should be listed on a
separate Form J810. When the dispatch or delivery cmployee
retticves the listed article frivem the clerk, he inizials the 3310
epposite the articls lsted and leaves the 3810 with the cleck,
: /hich have been retrieved from the vauit will be
3210 and the 3210 will be reused.
oifices operating on a iour basis which have a
uahie cage, make a balance at the end of cach
ialancs will cover only the registered articles inthe
¢ Ase Form 3875, Daiiv Bainnce-—Regisiry
5t this purpose. The employer in charge of the
§ st obtain 3 receipt for the valuable articles
sipensible employee in the succeeding toar. Tour
5t be approved and filed by the supervisor.
t serious discrepancies in handling vaiusble
il 1o the Postal Inspector-in-Charge, or to the
inspector, by tzlcphanc of u:h:gmph

z%spomsbic for the wrong delivery, depredation,
registersd mail due (o negligence or disregard

fling or wtal losy of comens must be
v the envelope or prckaging allegedly rifled,

DM-901, TLA-Z. 47163

SECURITY FOR WIND!

ADDENDUM #7 (page 4)

,!H'«*i‘ B




ADDENDUM #8 (page 1)

| ASCH RELATONS

UNITED STATES
POSTAL SERVICE

March 17, 1987

" Mr. Thomas L. Thompson
Assistant Director
Clerk Division
American Postal Workers
Union, AFL-CIO
e 4300 L Strest NW T T
Washingtsn, DC 200054128

Dear Tomimy:

This letter is in reference to your inquiry r3ga & drivers handling/signing

registered mail.

gmm which is being phased

The Inspection Service has initiated a nationwide pre
&5 who in tumn will train

into trasn AC's and Postmasters or thelr represe

if you have any questions please : e (202) 268

Sinceraly,
&Qna M. Gl M -
t.abor Relations Specialist

Contract Administration APWUINPM%%U

AT5 L Ewany Prazs SW
Wageaasrone OO 202804 10G
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Standard Operating Procedure
Registered Maii
May 27, 1997

ASSOCIATE POST

INCOMING REGISTE MAIL

All reglste*ed maxI will be dispatched to your ofﬁcﬁ i
attached rotary lock. Each post‘off ice should receive
and Holidays). If you do not recaive ycur pau s séction at ycu: P&DC
immediately. 616-353.5069 :

The HCR driver will present to you or icav ] stiped pouch, the original and
one copy of PS Form 3854, and any outside registered arsxi:i - The accepting employes at the
Associate Post Gffice and the HCR driver should sign both copies of the PS Form 3854 after
verifying the lock mumber and the rotary number listed ort PS Form 3854 against the actual lock
number and rotary number on the lock. The accepting empioyes will keep the original 3854 for
the post office’s records and retumn the copy to the HCR driver.. This procedure clears the driver
of responsibility for the striped pouch. Ifthe nfﬁce is closed when the HCR arrives, the driver
should leave the mail in an agreed upon location along with the signed copies of the PS Form
3854. The accepting emplovee will sign both, keepmg the: {mgmai and placing the copy for the
HCR driver in the agreed upon location.

The acecepting employee should thea open the ;;guc:h usmg a rstary lock key and verify the
individual registered articles with the PS Form 3854 which will be located inside the pouch.
This PS Form 3854 will list all the registered articles p side the pouch. Distributicn of the
registered mail will proceed as normal from this point’ If there are no registers for your office
you should receive an EP-399 , an EP-9 envelope, arzé & smpfxi pouch inside of your first class

mail pouch, N

QUIBOLIND REGISTERED MAIL

The striped #2 canvas pouch, with an zz:ar:%z srotary:lock, hoiild be used to disp&tch all
registered mail to the P&DC. The striped potchi should-contain & ﬂl_yc}f the following format

KALAMAZOO P&DC 490
REGISTRY ROCM i
YOUR OFFICE NAME AND ZIP CODE.,

Complete PS Form 38354 in duplicate, hsung ‘al
piacing inside the striped pouch. Offices with eiy \(8
should use PS form 3830-A to list the articles enc
used the original is kept at the dispatching office’

artizies you are dispatching and
233 registered articles to dispatch
the pouch. When the 3830-A is
opies Z°and 3 are sent inside the EP-399

TRITT FOR WD
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envelope comainer, The EP-399 must s Ein any regisre::cd articles which it can
accommodate. The EP-399 should Aot ’ abel
the EP-399). The registry room will v
which will be returned to you unsigned.
articles to dispatch they must use PS form 3
pouch with the bundle of regisiered: mail.- The
records. NOTE: When the PS form 38 4 isuge
EP-399 Envelope Consainer must also beficedits
enclosed inside the striped pouch. The E?,.ﬁgg
longer needed on the EP-399).

and round date the post card (copy 3,
ffice has more than eight {8) rcgistered

p-the registered leners and PS form 3834
1 be sealed with fabel §7 (label 87 is no

A striped pouch will be dispatched even if no registere ;ﬁzai! is available. Ifno registered maii is
being dispatched, then the PS Form 3830-A wil] Insed in the striped pouch and will state
"Nil-Bill" (meaning no registered articles inside the striped pouch).

~lock. Prior to sealing the striped pouch,
wasy1oek -must be included on the PS Form
ouch: f you are using the PS form 3830-

The striped pouch will be seaied with the
the lock number and the rotary mzmz;gr%m 1
3854 or PS form 3830-A,, that goes.inside the stri
A the lock number and rotary numiber: &4 1A the' top margin {aithough in our
meeting on the 23rd of May we agreed in principie that the lock number and rotary rnumber were
not necessary on the 3830-A; Inspector Buscher kas indicared thar the lock and rotary numbers
are reguirements). Always place an EP-9 envclepf: on the outside of the striped pouch under the
rotary lock. (The registry room has supphes of EP- 'EP~.: 99).

number of the striped pouch and any
c}ci{ numbcr and rotary number from the
o not Hst individual registered mail
3854 unless they are dispatched as

Complete 2 PS Form 3854 in mp{mare
" outside registered articles that you are cixspaﬁihﬁi% o
rotary lock must be included on this PS'F EJS
articles that are inside the striped pouch on thi
outsides.

Copies of PS Form 3854 and give the

er to put into the EP-9 envelope. The

Obtain the signature of the HCR driver o

all employees have left the office and
ee* copies of PS Form 3854 in the

I£ the HCR driver picks up the mail from the vcstﬂz
the office is closed, leave the registered mail ap
vestibule at an agreed location. After the HOR &
original, thizd, and subsequent* copies of
is left at the post office in a predetenmi
enclosed in the striped pouch are d
that is to be signed by the HCR drive
ene of the outside articles. Attach Label 87 t5
not changed.

: ¢s too large or 100 heavy to be

sté"t‘:si Qutside Mail Envelope, to
the remaining articles. This procedure has

75

ADDENDUM #8 (page 3)

SECURITY FOR OW CLERKS




ADDENDUM #8 (page 5}

e —— e ——————rrnmioin]
s —— s

|

You should dispatch a striped pouch to yor
you do not send a striped pouch oriif
the postmaster or alternare at home
irregularities* will be reported by masl .
“the driver failed to take it with them™, Fou- sf_,:hg P& DC immediately at 616-776-
1487, If the non dispatch is the fault of the driver »PS form 5500 must be completed. The
Postmaster must determine whether to transport the suiped pouch to Grand Rapids or to hold the
striped poucn until tha next dispatch af value (you would have 2 striped pouches dispatched at

'ghi except Sundays and Holidays. if

.the P&DC is instructed to contact
the pouch was dispatched. Any
fsknowingly not dispatched, i.e.

onsibility for the striped pouch by

Flatform Regxstered Mail Receiver whs:!
retumned to you and the orginal will

signing all three copies of PS form 3854
be filed by the registry cage. .

*There may be instances where some postmas aitired to prepare additional PS Forms
3854 to accommuodate additional transfers from to another. If this is the case in your
office you must complete PS Form 3854’s sufficient in number to insure that each transfer point
will retain one copy. If the HCR driver who picks up your mail maintains control of your mail
until it reaches the P&DC you only need to pr‘ep'are copies of PS Form 3854,

* An example of a discrepancy would be arzg & disted on the 3083-A and the

physical register not being found.

* An example of an frregularity woui:a b

B2
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RE22VED BY
0CT 2 3 1987

NoUSTRIAL
RELATIONS

L 4

My, Thomas A. Neill

Director, Industrial Relations

american Postal Workers
Union, AFL-CIO

1300 L Street, N. W.

Dear ¥Mr. Neill:

This is in resaonse to your, sagtember 15 lette: ccnaernmng
the intent of part 141.2 of ‘Haadhook F~1 as it relates to the
requirement of providing wrltg w piskification when an
employee believes that equipse ' g,longev providing
adaquate protection of stock o

The sﬁbject language was added 8" €ncourage the use of
written notices to supervisors fo ‘purpose of ensuring
e

that management is readily aware gecurity problem may
exist ané that appropriate actlcﬁ 43 taken as expedltlousiy
as possible. A secondary be ich notice is that it
reduces the likelihood of a- ute over the issue of
whether the employee ever. gement to begin with. -
We have previously elapif *iazal form is not
provided nor is necessap .. JWe have further
clarified that the forz bein o
acceptable and that managaméﬁﬁly&vgannel may complete the
response portion {although not reguired).

With regard to the matter of managers claiming immunity from
responsibility in the event tha ap embloyee fails to provide
a written notice, it is not the p&ﬁzt;on of the Postal
Service that such immunity is granted on that fact alcone.
Wh%le suchk failure surelv ca$f$~ g*@uﬁ over the Lsﬁue af

!3300»,&
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Mr, Heill

If you have any quesiions
contact me at your convenisnd

ADDENDUM #9 (page 2)

FILE UNDER:
ARTICLE 19

acguette, III

eral Manager

Policies Division
ontract Administration

Mg o
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ARBITRAL AUTHORITYO&THE:’ ISSUE OF
SECURITY OF REGISTERED MAIL

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

Arbitrator Howard said:

“The Merits of the Issue

While the undersigned arbity:
should be resolved on the narrowe
grievant has been charged with fail easonable care, equity
alone should indicate that her rec 1 0f this charge, rather than
be clouded with the possibility that 5:1::}2 afwrge'was avoided on a

technicality. :

% that issues in arbitration
. where, as here, the

An investigation of the incideni revice s own specialized
investigative arm, the postal Inspeck rvice, revealed through inter-
views with not only the grievant, but the box clerk and the Window
Technician, that there was an established j pracrice of placing registry
articles for box customers on top of the safe: I};e vault. This testimony
was completely unrefuted by manageme sses who at best main-
tained they were unaware of this praciices :Moreover, the Postmaster
repeatedly testified he considered thevaul sé:c;zre areaq.

The interviews of Inspector Coop revealed through the
testimony of the same witnesses that a pracg‘zczz existed of not clearing
registered mail for box customers between the.registry clerk, the grievant,
and either the box clerk or the Window Téchpician.” This festimony was
completely unrefuted by managemen esavho af best maintained
they were unaware of the pmg;fzfce. '

1Y IR .,

In the fact of these pra yithe Sekvice's own
investigation, there Is nothing strangg aba grievant’s unrefuted
restimony that she was trained by the prevmm‘»z’ncumbem o follow them.
Indeed, the service’s comment that the testimony of the grievant in this
respect was unrefured only because: deathinf the previous
incumbent was not only unkindsbutingie lous. It was a slap at
the grievant's credibility unmerited:byiér derpednor and testimony. 1t
assumes some extraterrestrial capabilifydo.epnverse with the deceased

.
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and knowledge 10 what she would testify if siz ad not departed, a
capability unexplained to the arbitrgior sores the corroborative ef-
Ject on the grievant’s fesfzmoﬂy a wn investigation.

Moreover, Inspector Cooper found o number of lapses in security
at the facility. 4 variety of employvees hi questioned access to the
vawlt, there was no individual accounmsz ith the transfer of the
registered mail from the registry section to. the vault, and there was no
individual responsibility whde z‘he registe vil was in the vault,

the box cierk or the Window S pe
caused the loss, bul merely identifi i:zg ast person with custody
over the registered mail. The conclusion is inescapable that given the
existing security procedures and practices her transfer of custody to
another employee would simply hay gigg;gg different grievant.”

Al

A A e A
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ADDENDUM #11

tuss-Reterence to Previous Manuals

F-1
Transmittal
Letter 17,
November
18998

F-1
Transmittal
Letter 18,
April 1991

F-48
Transmittal
Letter 1,
December

F-50
Transrittal
Lefter 4,
December

1

12

13

131

132

133

14

141

142

15
151

1511

1851.2-151.3

151.4

1852
182.1 Table

1:]

161163
17

211
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