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THE OFFICE OF THE ASSISTANT SECRETARY OF DEFENSE

WASHINGTON, D.C. 20301-8000

PRODUCTION AND December 28, 1989
LOGISTICS

FOREWORD

This Manual is issued under the authority of DoD Directive 4525.6, "Single
Manager for Military Postal Service,™ May 5, 1980. It prescribes uniform
procedures and responsibilities for the administration and operation of the
Military Postal Service (MPS).

DoD 4525.6-M, "DoD Postal Manual,"™ Volume I, June 29, 1984 is hereby cancelled.

The provisions of this Manual apply to the Office of the Secretary of Defense
(0SD), the Military Departments, the Joint Chiefs of Staff (JCS), the Joint
Staff, Unified and Specified Commands, the Defense Agencies, and activities
administratively supported by OSD (hereafter referred to collectively as "DoD
Components®). The term "Military Services,"™ as used herein, refers to the Army,
Navy, Air Force, Marine Corps, and Coast Guard (when it is operating under the
Department of the Navy). The term "major command,™ as used herein, refers to the
subordinate commands of the Military Services having MPS support responsibility
within an assigned area.

Components that operate and use the MPS. Major commanders may issue
supplementary instructions only when necessary to provide for unique requirements
within their respective commands. Any supplementary instructions shall be
approved by the Executive Director, Military Postal Service Agency (MPSA), before
publication. Copies of any supplementary instructions shall be provided to MPSA.

‘ This Manual is effective immediately and is mandatory for use by all DoD

Forward recommended changes to the Manual through channels to:

Executive Director

Military Postal Service Agency
ATTN: MPSA-OP

Alexandria, VA 22331-0006

DoD Components may obtain copies of this Manual through their own publication
channels. Other Federal Agencies and the public may obtain copies from the U.S.
Department of Commerce, National Technical Information Service, 5285 Port Royal
Road, Springfield, VA 22161.

Records responsibility for this publication is assigned to the Adjutant General’s
Office, Department of the Army. This responsibility includes the retirement of
records.

. John A. Mittino
! .
N .Deputy Assistant Secre%ery

(Logistics)
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VOLUME 1
CHAPTER 1

GENERAL INFORMATION

100. PURPOSE. Volume I of the DoD Postal Manual, under the authority of DoD
Directive 4525.6, 5 May 1980, (reference (aa)) provides instructions for the
management and control of postal effects and for the processing, dispatch,
handling, and transportation of personal and official military mail.

101. TERMS AND ABBREVIATIONS. Terms and abbreviations used in this Manual,
United States Postal Service (USPS), and other DoD postal-related regulatory
documents are included in Appendix A of Volume II.

102. POLICY.

1. The MPS shall transmit official and personal mail promptly, effi~
ciently, and economically in support of the defense mission and consistent
with the required delivery date, security, accountability, and class of mail.

2. Duplication of postal services by the MPS and USPS is not authorized.
There may be no overlap of postal service between elements of the MPS or DoD
and non-DoD courier or pouch systems. Military Post Offices (MPOs) will not
be authorized for areas served by the State Department Pouch System, unless
the pouch system is determined by the Assistant Secretary of Defense (Produc-
tion and Logistics) (ASD(P&L)) to be inadequate. A DoD Component requesting
establishment of an MPO to replace or supplement present mail delivery service
shall submit in accordance with DoD Instruction 7041.3 (reference (a)) an
economic analysis of alternative methods of providing mail service. The
economic analysis shall be accomplished following procedures established by
applicable Military Service regulatory documents.

3. All classes of mail shall be transported according to 39 U.S.C.
(reference (b)) and 49 U.S.C. (reference (c)), USPS Directives, and this
Manual. Scheduled U.S. civilian air carriers shall be the only means of
transporting air eligible mail when adequate service on such air carriers is
available. Availability of adequate service on scheduled U.S. air carriers
shall be determined by MPSA in coordination with USPS (See Chapter 11).

4. Mail moved by industrially funded Military Airlift Command (MAC) and
Military Sealift Command (MSC) requires reimbursement at the common user tariff
rate.

5. Foreign commercial airlines or military airlift, as authorized by
reference (b), may be used on a temporary basis to transport military mail
when U.S. commercial air carriers are unavailable or cannot provide timely
delivery. Authority to use foreign air carriers on a continuing basis requires
the specific approval of the MPSA, in coordination with the USPS.

6. MPS elements are authorized to use local overseas command funds to
transport military mail between commands in unique problem situations. Such
transportation may not be used in competition with U.S. commercial carriers,
but shall be subject to the limitations above and the standards prescribed by
the MPSA.
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7. Foreign postal administrations may be used to transport military
mail when approved by the MPSA, in coordination with the USPS.

8. Official registered mail that is moved to, from, and between MPS
activities shall be transmitted in the manner required by DoD 5200.1-R (refer-
ence (d)).

9. Mail consisting of correspondence that relates exclusively to USPS
business shall be mailed with USPS indicia.

10. Military activities receiving their primary administrative and
logistical support from U.S. embassies or other government agencies are not
eligible for MPS support, if such support would duplicate an existing com-
munication system.

11. The goal of MPSA is to provide, at a minimum, a level of service
equal to that provided by USPS to the civilian population of the United States.

12. Requests for exceptions to policy or procedures outlined in this
Manual or in USPS and other DoD postal regulatory documents shall be submitted
in writing through the appropriate major command direct to the MPSA.

103. RESPONSIBILITIES.

1. The Assistant Secretary of Defense (Production and Logistics)
ASD(P&L) shall:

a. Provide broad policy guidance for operation and use of the MPS
and establish guidelines concerning use of the MPS by DoD components, other
government agencies, and nongovernment organizations.

b. Serve as the final authority concerning requests for first
opening and last closure of an MPO in any country.

c. Serve as the DoD representative for implementation and admini-
stration of agreements with the USPS.

2. The Secretary of the Army is designated the single manager of the MPS
and shall:

a. Establish and organize the Military Postal Service Agency (MPSA)
as a jointly staffed headquarters located in the National Capitol Region, and
establish other field activities, when required.

b. Designate a general officer (or equivalent civilian grade) to be
the Executive Director, MPSA.

3. The Executive Director, Military Postal Service Agency, shall:

a. Act as the functional director for MPO mail (official and per-
sonal) with responsibility for the development of policy and monitoring of
all overseas mail transportation costs.
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b. Recommend to ASD(P&L) (Transportation Policy) (TP) policy and
establish procedures required for proper administration of the MPS.

c. Serve as the single DoD point of contact with the USPS and other
government agencies on MPS policy and operational matters; develop the DoD
position and negotiate with the USPS for changes to the USPS-DoD Postal Agree-
ment (reference (e)) as it relates to the operation of the MPS; furnish policy
and procedural guidance for compliance with that agreement.

d. Command and operate single offices with joint Military Service
staffing to serve as a liaison with USP3S at mail concentration centers within
the continental United States (CONUS).

e. Coordinate an integrated network of major military mail
distribution and transportation facilities in overseas areas.

f. Establish, as necessary, Joint-Service postal finance, supply,
and equipment distribution facilities in CONUS and overseas areas. If con-
sidered necessary, a Military Service element can be designated to perform this
function.

g. Provide technical support and monitorship for command postal
operations of the Military Services in overseas areas. Conduct technical
assistance team visits, as required.

h. Coordinate the development of an integrated program for training
postal personnel from the Military Services. Monitor all military reserve
postal training programs.

i. Recommend to ASD(P&L) policy for and monitor investigations of
depredations of mail, and USPS funds and equipment in the MPS, and process
postal claims made against the Military Services by the USPS.

j. Coordinate the establishment and disestablishment of MPOs.

k. Ensure that MPOs comply with postal arrangements made with
sovereign foreign governments.

1. Function as single point of contact with the Dol! executive agent
for customs (Department of the Army, Deputy Chief of Staff for Logistics) on
matters relating to the MPS.

m. Coordinate with DoD Components to develop and recommend to
ASD(P&L) (TP) DoD policy for official mail cost control program.

n. Monitor the responsiveness of the MPS and USPS as they impact
upon performance standards and take corrective action, as required. Coordinate
the compilation of statistics, conduct studies, and perform any necessary
analysis.
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o. Establish and maintain liaison with the DoD transportation
operating agencies (Military Traffic Management Command (MTMC), MAC, and MSC).

p. Publish a single DoD postal manual and develop other technical
regulatory documents to be used by all DoD Components in support of the MPSA
mission.

q. Establish and maintain liaison with command postal operating
elements within each Military Service to aid in the effective daily operation
of the MPS, and establish and maintain liaison with major commands to investi-
gate and resolve postal problems.

r. Process all presidential, congressional, and other high-level
correspondence relating to the MPS in coordination with the respective Military
Service's legislative liaison.

s. Maintain and publish periodically a consolidated list of MPO
numbers as issued by the USPS and controlled by the MPSA.

t. Arrange for representation of the Department of Defense before
federal regulatory agencies on MPS matters, and development of the proposed DoD
action in response to notice of proposed rule making documents published by any
federal agency that have a significant impact upon DoD postal matters. Notify
ASD(P&L) and other interested DoD Components of any proposed or actual changes.

u. Develop, establish, and operate an integrated information data
system to support the mission of the MPSA and the 0SD in its postal oversight
role.

v. Coordinate the development of Joint Uniform Military Postal
Manning Standards (see paragraph 103.4.p).

w. Provide military postal transportation planning support to DoD
Components in support of the plans of the Joint Chiefs of Staff (JCS) and other
military operations, in coordination with MTMC, MAC, and MSC.

X. Provide information from MPSA management information systems to
the Military Services for development of their budget estimates concerning
overseas mail transportation costs and review the budgets of the Military
Services to ensure that current rate data are included.

y. Ensure that the Military Services provide necessary resources
that will allow, as a minimum, a level of service equal to that provided by the
USPS to the civilian population of the United States and ensure that overlap
or duplication of MPS functions between the Military Services, DoD Components,
or other government agencies are identified and that a coordinated solution is
obtained.

z. Appoint, as required, a designated Military Service within a

Unified Command to serve as a single postal theater manager with duties and
functions prescribed by the MPSA.
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4. The Secretaries of the Military Departments shall:

a. Ensure their components request the establishment of MPOs under
the criteria in this Manual.

b. Maintain audit, inspection, advisor, and assistance respousibil-
ities for MPS activities under their jurisdiction.

¢. Provide air and surface transportation support to move military
mail when tendered by USPS or MPS activities.

d. Provide adequate resources to ensure that the level of postal
service and facilities, at a minimum, are equal to those provided by the USPS
to the civilian population of the United States and that these are provided
uniformly to all authorized users of the MPS. This shall include processing,
transporting, and delivering mail.

e. Ensure that major commands are designated to provide the MPSA,
through the Joint Military Postal activity (JMPA) Atlantic or Pacific, with
information to allow proper mail routing and dispatch instructions when their
respective units change location, are activated, deactivated, inactivated, com-
missioned, decommissioned, or when units rotate.

f. Command and operate postal facilities not assigned to the MPSA.
This shall include the administration and management of postal operations
within a specified area or country when a Military Service has been designated
the responsibility by the Unified Command commander (see paragraph 106.4).

g. Recommend to the Executive Director, MPSA, policies and proce-
dures to be implemented by the MPSA in carrying out postal operations.

h. Is:z ~» internal instructions for the control and use of official
mail entered in the USPS or the MPS.

i. Provide MPSA with information concerning postal restrictions or
policies affecting MPS because of unique requirements. Provide excerpts of
the appropriate country-to-country (status-of-forces) agreements that affect
the MPS.

j. Plan, program, budget, and obligate for their overseas military
mail transportation requirements, in coordination with the Executive Director,
MPSA.

k. Coordinate all contingency and war planning involving MPS matters
with the MPSA.

1. Provide the MPSA with information required to support MPSA
management information systems, consistent with DoD Directive 7750.5 (refer-
ence (f)). Specific tasking shall be coordinated with each Military Service.

m. Assist the MPSA in resolving overlap or duplication of MPSA
functions.




n. Establish and operate MPOs for use by all authorized organiza-
tions and personnel on their respective installations overseas. DoD Components
shall be provided postal service on a nonreimbursable basis. MPOs may be
operated at locations overseas other than at a military installation to meet an
operaticnal requirement of a Military Department.

o. Ensure support services are provided to onsite military postal
activities; that is, custodial, utilities, real property maintenance, and
transportation, on a nonreimbursable basis. This shall include providing
additional facilities, supplemental transportation, and personnel augmentation
in support of local postal activities to eliminate mail backlogs created by
emergency or seasonal increases in mail volume.

p. Develop Joint Uniform Military Postal Manning Standards.

5. Joint Military Postal Activity (Atlantic and Pacific) shall:

a. Act as a single point of contact with the USPS at the gateways.

b. Provide information to the USPS to allow proper distribution,
dispatch, and transportation of military mail for overseas and maneuver forces,
ships, and other mobile units.

6. Commanders of the Unified Commands or Their Single Manager for Postal
Operations shall:

a. Coordinate, as required, area MPS support responsibilities to
include:

(1) Opening and closing of any country MPO.

(2) Transfer of operational control of the MPOs between the
Military Services.

(3) Sharing of resources between the Military Services to avoid
duplication of expenditures and effort.

b. Forward actions to the MPSA and ASD (P&L) for consideration as
appropriate in accordance with guidelines provided by this Manual.

7. Major Commands shall:

a. Appoint "responsible commanders,'" as designees to carry out

command responsibilities as addressed throughout this Manual. The major
commands shall determine these designations according to each Military Ser-
vice's command structure.

b. Establish, staff, administer, operate, and support field postal

activities, as necessary, to provide an efficient, expeditious, and economical
postal system.
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c. Coordinate their activities and resources between the Military
Services to avoid duplication of expenditures and effort for maximum effective-
ness and economy. This shall include installation planning, audits and inspec-
tions, personnel and facility use, and common mail transportation modes. Any
conflicts shall be referred to the Unified Command commander for resolution.

d. Develop contingency plans for providing postal services.

e. Ensure inspection and audit of command postal facilities and unit
mailrooms. Coordinate with other Military Services, as necessary, to conduct
these inspections in areas where one Military Service is the predominant element.
The overall responsibility for these functions, however, remains with the
command .

f. Activate reserve and contingency MPO numbers as required (see
paragraph 110 for specific requirements).

g. Maintain liaison with host government postal administrationms.
h. Coordinate mail transportation matters, such as:
(1) Operation of railway and trucking services.
(2) Routing of mail by commercial airlines, MAC, and MSC.
(3) Development of airlift and surface mail requirements.
i. Maintain liaison with postal officials of allied forces.
j. Ensure that mail service to the command is evaluated continually
and incidents of unexplained missing, misdirected, or delayed mail are reported

to appropriate mail routing authorities.

k. Ensure that a complete and effective mail directory service for
the command is maintained.

1. Inform customers of the character of mail service that can be
expected in the area concerned. Encourage all personnel to advise their
correspondents to consult their local civilian postal authorities in connection
with any inquiries, complaints, or claims concerning mail to MPO customers.

m. Establish procedures that will ensure that complaints, inquiries,
and suggestions relative to mail service are given proper attention.

n. Locate deficiencies in the postal service, including the process-
ing, dispatching, transporting, scheduling, stowing, and securing of mails and
take or recommend appropriate corrective action.

o. Assist military and USPS authorities, as necessary.

p- Recommend improvements to the postal service to the MPSA, based

on observations, inspections, and evaluation reports. These recommendations
shall be submitted directly to the MPSA.
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q. Ensure the command's facility review system properly considers
MPO facility requirements, based on the standards set forth in Chapter 13 of
this Manual. ‘

104. CHANNELS OF COMMUNICATION.

1. The MPSA is the single DoD point of contact with Headquarters (HQ)
USPS for all postal matters. However, responsible commanders, serviced directly
by the USPS, are encouraged to communicate with local USPS representatives on
operational concerns. If a problem cannot be resolved locally, or an issue
requires the establishment of policy applicable to all DoD Component activities
whether in CONUS or overseas, the matter shall be forwarded through command
channels to the MPSA.

2. The MPSA shall communicate directly with DoD Components and Major
Commands to establish and implement uniform worldwide postal practices and
procedures.

3. In CONUS, the Military Services shall designate a local point of
contact to conduct liaison with local USPS officials to resolve installation
or activity postal matters (see Volume II, Chapter 2).

4. Recognizing the unique professional relationship between investi-
gating agencies, military investigating agencies may conduct direct liaison
with the USPS Inspection Service on matters affecting the MPS.

105. USE OF THE MILITARY POSTAL SERVICE. The policies and procedures governing
the use of the MPS that are applicable to all DoD Components that operate the .

MPOs and to all units and organizations authorized to use the MPS are contained
in Appendix A.

106. ESTABLISHING MILITARY POST OFFICES

1. Authority. The MPS is operated as amn extension of the USPS as
authorized by 39 U.S.C. 406 (reference (b)). This authority allows the estab-
lishment of MPOs overseas, afloat or in the United States when the military
situation requires.

2. Mission. The primary mission of the MPS is to provide service to the
DoD Components in support of DoD missions. Normally, both non-DoD and military
activities that receive their predominant administrative and logistical support
from non-DoD sources, such as U.S. embassies, may not be permitted to establish
MPOs.

3. Information Requirements. A request to establish an MPO shall con-
tain the following information:

a. If a non-DoD agency, the exclusive DoD mission to be supported
and reasons why other means, that is, international mail, or State Department
pouch, cannot be used.

b. If a non-DoD agency, DoD personnel considered a part of the
agency and the portion of their local support supplied by the non-DoD agency.
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c. Number of military personnel and dependents to be served by
Military Service, and any projected increase or decrease in strength.

d. Number of authorized civilian personnel and dependents tc be
served by agency, to include projected increases or decreases.

e. Name and location of the installation or activity.

f. A description of the building size, type of construction, secur-
ity features, relative location on the installation, total area in square feet
available for postal operations, and whether the building meets the require-
ments outlined in Chapter 13.

g. Proposed opening date.

h. Availability of transportation, including the schedule and
proposed routing. U.S. flag carriers shall be given first consideration.
Ships shall initiate mail routing messages upon establishment as required IAW
Chapter 11, Paragraph 1119.

i. Proposed method of procuring fixed/flex stamp credit. Stamp
credit will be procured from an area PFSO or USPS. 1Initial stock levels will
be determined IAW Chapter 5, Paragraph 501.5.

j. If Money Order service is desired.

k. What method will be available to obtain checks to be used in remit-
ting funds to the USPS? In the case of ships - is a disbursing officer/finance
officer attached to provide remittance checks?

1. Wwhether or not a qualified full-time military postal clerk will
be on board to operate the facility.

m. Date by which postal supplies are required if USPS is the source.
USPS requires 30 days to assemble and ship initial supplies. Provide address
to which shipment will be made.

n. Any host country mailing restrictions or prohibitions. (Not
applicable to ships.)

o. Identification of the agency that shall assume local operating
costs.

p. If the MPO is first MPO in the country, a written statement from
the host government which agrees to its operation. Include one copy of the
status-offorces agreements (SOFAs) or any other agreements that may be of
significance to the request.

q. When required, an economic analysis of alternative methods of
providing mail delivery service (see paragraph 102.2).

r. Unit Identification Code (UIC) (Navy and Marine Corps only).
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4. Routing Procedures for MPO Requests

a. MPO establishment requests that involve (1) the first MPO in the
country, (2) non-DoD activities, or (3) situations when the requesting Mili-
tary Service differs from the Military Service already providing the support in
an area shall be submitted through command channels to the appropriate Unified
Command commander. The Unified Command commander shall designate the support-
ing Military Service and forward establishment recommendations to the MPSA.

b. Before submitting requests, as indicated above, .on-DoD activi-
ties (such as U.S. embassies) shall obtair concurrence from their respective
headquarters.

c. DoD Component activities desiring to establish additiomal MPOs,
when the requesting and supporting Military Service are the same, shall submit
requests through the major commander to the MPSA for consideration.

d. Approval authority for first opening in a country rests with the
ASD(P&L). These requests shall be routed, as prescribed above, to the MPSA
for referral to the ASD(P&L).

5. Establishment Procedures.

a. If the request is approved, the MPSA shall assign an MPO number,
notify HQ USPS and appropriate DoD Component activities for inclusion in
pertinent publications, and coordinate mail transportation requirements with
the appropriate JMPA.

b. The required number of personnel authorizations for the new MPO
shall be made available from the Military Service selected to provide the
support. All required equipment, supplies, and personnel shall be available
before opening. Normal lead time for these actions is 6 to 9 months.

6. Classification nf MPOs. MPOs are classified into three basic cate-
gories: active, inactive, and contingency. These categories are defined in
Volume II, Appendix A.

107. ESTABLISHING A MAIL ADDRESS ONLY (MAQ)

1. MAOs are established to serve as routing indicators for mail separa-
tion and transportation purposes only. They will have a designated parent MPO.
MAOs will not be established to avoid the requirements prescribed for the
opening of an MPO.

2. The designated parent MPO will provide all required postal supplies
and equipment.

3. Establishment Procedures

a. After reviewing establishment criteria, major commanders shall
submit requests to the MPSA for approval at least 3 months in advance of the
proposed opening. A request to establish an MAO shall contain the following
information:
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(1) Number of military personnel and dependents to be served,
by Service, and any projected increase or decrease in strength.

(2) Number of authorized civilian personnel and dependents to be
served, by agency, including projected increases or decreases.

(3) Name and location of the installation or activity.

(4) A statement that adequate space and equipment necessary
for the proper handling and security of the mail shall be provided (see
Volume II, Chapter 3, paragraph 309, for specific requirement).

(5) Proposed opening date.

(6) Availability of qualified personnel to process the mail.

(7) Parent MPO.

b. If the request is approved, the MPSA shall act as described in
paragraph 106.5.

108. DISESTABLISHING A MILITARY POST OFFICE OR A MAIL ADDRESS ONLY

1. MPOs and MAOs are closed when they are no longer required or when a
change in DoD policy dictates this action. Major commanders should submit
requests for closure to the MPSA when the requirement is known. If the closure
affects more than one Military Service or other DoD Components, the action
shall be coordinated with the Unified Commander before submission to the MPSA.
If it is the last MPO in the country, MPSA shall request ASD(P&L) approval.

2. VWhen approval is granted, the following actions shall be taken:

a. The MPSA shall provide disposition instructions for USPS account-
able mail records.

b. The major commander shall:
(1) Notify the MPSA and the serving JPMA, by message, as far in
advance of the actual closing date as possible. MPSA shall notify USPS and

appropriate DoD Component activities. Notification to MPSA shall include the
following information:

(a) MPO number and ship's name, when applicable.

(b) Closing date.

(c) Military Post Office Mail Distribution Scheme (MPOMDS)
and Military Post Office Location List (MPOLL) changes for all organizations
and activities that used the MPO/MAO as their mailing address. (Follow the
format prescribed in the MPOMDS and MPOLL). (References k and 1).

(d) Disposition instructions for official mail.
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(2) Reassign personnel and adjust human resource authorizations.

(3) Provide the MPO with disposition instructions for excess DoD .
and USPS supplies.

(4) Designate a unit to which active postal offense case files
shall be forwarded.

(5) Ensure that an audit of accountable postal effects, includ-
ing equipment, is performed at the close of business on the last day of opera-
tion or as soon thereafter as practicable. The audit shall be conducted by two
postal officials appointed for this purpose, one of whom may be the custodian
of postal effects (COPE).

c. The MPO supervisor or responsible commander shall:

(1) At a minimum, provide customers with a 90-day termination
notice.

(2) Transfer active postal offense case files to the unit
designated by the major commander.

(3) Return all blank MOs to the accountable postmaster by
registered mail (see Table 5-2, Rule 3, Chapter 5, for correct addresses).
When preparing the shipment, ensure the contents are witnessed properly.
Correspondence shall be enclosed listing the serial numbers involved and the
reason for the return.

(4) Obtain checks for all funds on hand as soon as possible .
after the close of business on the last day of operation. To preclude returning
excessive quantities of stamps and stamped paper to the accountable postmaster

or Postal Finance Officer (PFO), this stock may be sold for cash to the COPE

of another operational MPO.

(5) Return the fixed credit to the source from which received,
accompanied by a copy of the final audit. Quantities and denominations of
stamp stock returned shall be listed on a PS Form 17, "Stamp Requisition," and
hand-carried or forwarded by registered USPS indicia mail.

(6) Whenever documentation is the last of its kind (that is,
money order business (MOB) report, dispatch documents, and other reports),
endorse it "FINAL SUBMISSION MPO CLOSED".

(7) Dispose of records. Comply with appropriate Military
Service and MPSA disposition instructions.

(8) Distribute supplies (such as forms, twine, and labels) to
operational MPUs in the area or dispose of them as directed by the responsible
commander.

(9) After final audit and disposition of equipment, supplies,
and records, submit a message to the MPSA and the major commander, indicating
disposition of all accountable items and include registry numbers under which

they were shipped. .




d. Auditors shall conduct an audit to verify that all accountable
postal effects and equipment are on hand or accounted for (see Chapter 12,
for instructions).

(1) When the audit has been completed, dispose of all accountable
equipment and all-purpose dating stamps and postmarking stamps as directed by
the major commander. Items too large or heavy to mail or carry shall be
shipped through a Military Service's traffic management office.

109. RELOCATION, RECLASSIFICATION, SUSPENSION, AND TRANSFER OF OPERATIONAL
CONTROL OF MILITARY POST OFFICES

1. When a permanent land-based MPO changes location, the major commander
shall send a message with the information required by paragraph 108 to the
MPSA and the serving JMPA. When relocation entails change in units served,
such information shall be included in the notification.

2. An operational MPO may be reclassified MAO when it is determined that
financial and mail services do not warrant full-time MPO mail services. When
this occurs, the major commander shall notify the MPSA and the serving JMPA, by
message, of the following:

a. MPO number.

b. Statement that the MPO is reclassified as MAO.

c. Date financial operations will cease.

d. New instructions for the routing of mail, if applicable.

e. Disposition of USPS equipment, supplies and postal effects.
(Date of mailing and registry number of articles mailed shall be included, if

applicable).

3. When reclassifying an MAO to MPO status, the major commander shall
notify the MPSA and the serving JMPA, by message, of the following:

a. That the MPO is becoming operational.
b. Date MPO begins operation.
c. New instructions for routing of mail, if applicable.

4. When the operation of an MPO (including contingency MPOs) or unit is
temporarily suspended, the responsible commander shall:

a. Designate an official to conduct an audit at the close of busi-
ness on the date of suspension, or as soon as possible.

b. Notify the major commander, the source from which accountable
items are received, the MPSA, and the serving JMPA, if applicable, of the
following:

(1) Date of suspension.
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(2) Reason for suspension.
(3) Duration of the suspension.
(4) New instructions for routing of mail, if applicable.

c. Designate an accountable official for postal effects, or return
all accountable items by registered USPS indicia mail to source from which
received.

d. VWhen business is resumed, inform the major commander, the source
from which accountable items are received, the MPSA, and the serving JMPA, if
applicable, of the date business will be resumed. Include new instructions
for the routing of mail, if applicable. Designate an accountable official and
issue necessary postal effects to conduct business.

5. Subject to a major command-level agreement, an MPO may be transferred
between Military Services. With acceptance of operational MPO missions,
personnel staffing shall be absorbed by the accepting command. When the
transfer is completed, the receiving major command shall advise promptly the
Unified Commander, MPSA, and the serving JMPA of the effective date. If major
command-level agreement cannot be reached, the matter shall be forwarded to the
Unified commander for review. The Unified Commander shall designate the
supporting Military Service and forward the recommendation through MPSA to
ASD(P&L) for final approval.

110. ACTIVATION AND DEACTIVATION OF CONTINGENCY OR RESERVED MILITARY POST
OFFICES

1. When activating a contingency or reserved MPO, the major commander
shall send a message with the information required below to MPSA-OP and the
serving JMPA. This message shall be sent at least 30 days in advance of
programed (yearly) operations or immediately upon notification of short notice
unprogramed operations.

a. MPO number.

b. Specify if the operation will be a full service MPO or an MAO.
If an MAO, provide parent MPO.

c. Mail routing instructions.

d. Proposed opening date. Also, include proposed closing date for
operations projected to last less than 30 days.

e. Provide a statement that qualified postal personnel are available
to properly perform the postal function.

f. Approximate number of personnel to be served.

2. The deactivating message for contingency or reserved MPOs shall
include the following:
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. date.

a.

b.

The proposed closing date.

Dispesition instructions for mail received after the closing
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VOLUME 1
CHAPTER 2
PART 1

MILITARY POSTAL SERVICE PLANNING

200. PURPOSE. This chapter sets forth the principles and concept of support
for MPS contingency planning and assigns responsibilities for those efforts.
It also provides specific instructions for planning postal support during
mobilization, deployments, domestic mail disruptions, and other contingency
situations requiring standardized planning actions.

201. GENERAL. Postal planning will be conducted in accordance with established
DoD and service directives. Planning of postal support is an essential con-
sideration for any military operation. Although the scope and substance of
support will vary, formal specification of postal support in the planning stage
of a military operation is necessary at all levels. Major Commands (MACOMs)
will prepare postal plans for all major contingency, exercise, and deployment
plans. Postal service provides the commander with another line of communica-
tion (LOC) which must be highlighted in terms of its impact on logistical as
well as morale support of the force as a whole. When properly incorporated
into the concept of wartime support, postal service provides an increased op-
erational capability with a minimum of resources. If postal planning is not
incorporated into the joint planning process, postal support requirements may
divert resources from other support requirements, or postal services may be
curtailed to the point of having an adverse effect on critical spare parts
resupply or troop morale.

202. PRINCIPLIES. These basic principles apply when planning and providing
postal support.

1. Relieve forward MACOM postal units to the maximum extent of mail
processing, by increased USPS sortation and pouching.

2. Utilize USPS civilian and military resources in CONUS to the maximum
extent possible to accomplish above criteria.

3. Integrate postal resources between military services to move and
process mail on an area basis to the maximum extent possible, to reduce area
duplication.

203. MILITARY POSTAL SERVICE CONCEPT OF CONTINGENCY SUPPORT

1. Requirements for wartime postal support are fulfilled by reducing
some peacetime services, then integrating, deploying, and expanding the assets
of MACOM postal elements to decrease duplication. Interservice support and
prorated augmentation, based on contingency population served, services required,
or mail volumes processed may be used to accomplish this transition. Existing
MPO's will support all units (all services) in an area to the maximum extent.
New MPS elements will be established when in place requirements exceed capabil-
ities only after the above methods have been considered formally and found to
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be impractical or insufficient. Under the combat environment, certain postal

services may have to be curtailed or eliminated, based on the Unified Commander's

requirements decision and support ability. If possible, postal services should
include the collection, dispatch, receipt, and delivery of personal letter
class mail (LCM), and high priority official mail with mission essential items.
The Unified Commander controls what mail will be dispatched both from CONUS and
overseas Time-Phased Forces Development List (TPFDL). See Figure 2-1 for
listing of classes of supply the Unified Commander must choose from in
balancing his decisions on how to use limited transportation. If postal
service is curtailed or suspended, every effort will be made to resume it to a
level commensurate with the tactical situation and the desires of the supported
commander as soon as possible. The following guidance applies:

a. Embargoes. Embargoes will be necessary if the transportation
system cannot accommodate mail entering the system. They may be total, (all
classes of mail or total command area) or selective (some classes or selected
area) by different types of mail. DoD (MPSA) requests USPS to initiate CONUS
embargoes; Unified Commanders initiate overseas embargoes. If DoD requests
USPS to embargo any class, MPSA will pass disposition instructions to USPS
(usually return to sender) for mail in the domestic system, and inform theater
postal elements of the action. A mail embargo may be initiated based on one or
more of the following reasons: 1. Transportation Availability; 2. Storage
Space; 3. Tactical Situation; 4. Personnel Staffing. Embargoes will be
lifted (either fully or in mail class stages) when the situation allows.

b. Official mail. It is likely only first-class, priority, and
official mail will be airlifted to overseas areas on a space-required basis.
DoD/USPS will attempt to restrict official mail entering the system to mission
essential items per a pre-established priority system. Content of official
mail will be restricted to mission essential items. Plans at all levels should
state that supporting transportation operating agencies (TOAs), and intra-
theater transporters will move official mail whenever possible. Commanders
will notify MPSA of all postal service changes that impacts adversely on the
flow of official mail. DoD Components will ensure appropriate procedures are
included in supporting plans for handling official mail during contingency
operations.

c. Personal mail. When USPS embargoes personal mail, (by request of
DoD), mail will not be accepted at the originating CONUS post office. An
embargo of personal mail may specify class of mail as determined by the CINC.

d. Retrograde mail. In addition to above guidance, planning
factors for retrograde mail are dependent upon the level of service specified
by the Unified Commander. Analysis of the scenario, to include status of MPS
resources, transportation, and storage availability, will be made to determine
the level of postal support. All plans must address disposition instructions
for mail in the system if it cannot be moved. To avoid storage problems, plans
will include procedures for possible MACOM mailing embargoes immediately upon
initiation of the plan.

2. The postal appendix to all plans will include assumptions/guidance as

to levels of postal support during the execution of a plan. Upon implementa-
tion of a plan, the stated service levels should go into effect. The Unified
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Command must notify MPSA of service levels, theater restrictions imposed,

inbound restrictions desired, and theater Aerial Port of Embarkation/Debarkation,
(APOEs/APODs) locations. MPSA will ensure supporting CONUS actions are
developed and coordinated.

3. In the absence of the precoordination above, and in reaction to
severe overseas transportation constraints, MPSA will initiate any level of
USPS embargo as requested by the CINC. Unrestricted mail then will move in
accordance with Military Standard Transportation and Movement Procedures
(MILSTAMP), the Time-Phased Force and Deployment Data (TPFDD), and the
commander's request.

4. Theater postal plans will provide for the transmission of mail for
international exchange as that function may be necessary in the event U.S. Forces
hold enemy prisoners of war (EPW).

5. MPS elements will adhere to any international support agreements in
effect (NATO STANAGS, bilateral agreements, etc.).

6. Title 39 United States Code (USC), section 3401(a) (reference (b)),
and Presidential Executive Order 12556 dated 16 April 1986 (reference (g)),
detail the circumstances under which "FREE" Mail (FM) may be authorized. Also,
39 U.S.C. 3401(a)(2) and NATO STANAG 2109 provides for "FREE" foreign forces
mail under certain conditions. All Unified Command postal plans must provide
procedures for requesting FM if OPLAN assumptions warrant it (such as no MPO
finance services). This is critical since the implementation of FM is not
automatic. The Unified Command will initiate the request for FM to MPSA (into
0JCS/J-1) as soon as the situation warrants. Requests will include geographic
limits for the privilege. MPSA will coordinate requests with OJCS and submit
to ASD (P&L) for Secretary of Defense signature. MPSA will provide guidelines
once the privilege is approved. A sample request format is shown in figure
2-4.

7. Financial services are normally integral to postal operations.
However, when situations dictate (for example, during high intensity combat
operations or short-term deployments) MPS financial services may be curtailed
or suspended until more favorable circumstances warrant. During short-term
deployments and exercises, postal finance services are at the discretion of the
supported/supporting commanders, within the capabilities of deploying or
supporting MACOM postal elements. Finance operations will be IAW this Manual
and USPS directives. For planning purposes it is anticipated that financial
services will be severely curtailed during the early stages of theater-wide,
high intensity conflict. It is equally anticipated that once the conflict has
stabilized and rear areas established the requirements for financial services
will increase proportionally.

8. Postal plans must address postal support of non-combatant evacuation
operations (NEO) prior to departure of affected personnel. Bear in mind,
dependents will be saturating the system in an attempt to mail their valuables/
heirlooms prior to evacuation.




9. As in peacetime within the joint support structure, most wartime air
mail terminal (AMT) operations are an Air Force responsibility and surface mail
terminal (SMT) functions are an Army mission. Navy fleet mail centers (FMC) ‘
also support other services. They may require joint service operation during
contingencies; this is a decision of supporting/supported commanders and should
be addressed in plans.

204. CENSORSHIP. There is no authority to conduct mail censorship in wartime.
There is to be no planning at any level for censorship of the mails during
wartime.

205. DOMESTIC DISRUPTIONS. The MPS is the overseas extension of the USPS.
Crises that affect USPS operations will also have an impact on MPS operations.
During times of national emergency, the Postmaster General may impose certain
restrictions on mail processing and delivery that may adversely affect the
MPS. MPSA will coordinate with USPS headquarters to ensure that USPS opera-
tional decisions regarding sortation, disposition, embargo, or restriction of
mail will have only minimal impact on the MPS.

206. PLANNING RESPONSIBILITIES

1. MPSA is responsible for establishing the broad framework of MPS
planning policies. MPSA responsibilities include:

a. JInitiating and coordinating postal planning in response to actions
that impact on worldwide MPS functions.

b. Coordinating contingency plans with USPS. .

c. Coordinating non-DoD postal support for overseas commanders.
This may include coordination with USPS and other appropriate authorities for
the CONUS implementing actions of regional agreements (such as NATO STANAG
2109).

d. Providing area CINC's with recommended worldwide or area plans.

e. Initiating actions to the Secretary of Defense for authorization
of "FREE" mail upon request of the supported Unified Commander.

f. Initiating a public information program in conjunction with
USPS on any reduced services.

g. Assigning MPO numbers in accordance with Chapter 1, this Manual.

h. Complying with DoD/USPS agreement to notify USPS within three
business days after beginning the use of postage due penalty mail during
contingency operations.

i. Reviewing Unified/Specified Commands' postal plans and provide
input and coordination.

2. Unified Commands are responsible for issuing and coordinating
theater postal policy. Unified Commands are responsible for the integration of

MACOM postal resources within the theater. Unified Command responsibilities ‘
include:
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a. Moving mail originating in, or transiting overseas locations
as resources permit.

b. Publishing implementing instructions for international agree-
ments.

c. Specifying OPLAN postal support levels within the theater.

d. Initiating "FREE" mail requests to MPSA in accordance with
10 U.S.C. 3401(a) and Executive Order 12556 (reference (g)).

e. Identifying and informing MPSA of the overseas aerial ports of
debarkation (APOD) and embarkation (APOE) to be used for the dispatch and
receipt of mail.

f. Updating MPSA (JMPA's) on the MPOs served by each APOD and APOE
as changes occur. This is critical so USPS knows where to route specific dis-
patches.

g. Informing MPSA of postal actions that require coordination
within CONUS.

3. Component Commanders are responsible for:

a. Preparing supporting plans (appendices) in sufficient detail to
ensure minimum service levels are maintained. Although this list is not
all-inclusive, planners should consider the following when preparing their
plans:

(1) Transportation - i.e. How the mail will be delivered to
various units? How postal services will be implemented at forward/remote
sites? How mail will be transported between MPOs and Air Terminals, etc.?

(2) Personnel - i.e. How many personnel will deploy to provide
postal support to supported units? From what unit(s) these people will come
from? How long these people will provide support?

(3) Levels of Postal Service - i.e. What types of services will
be offered? What the hours of operation are? Where the post office(s) will be
located? When and where units can pick-up or drop-off their mail?

(4) Mailing Addresses ~ What the exact mailing address is
personnel should use for both personal and official mail?

(5) Official Mail Accountability -~ How official mail will be
received, receipted, dispatched, and secured?

(6) Directory Instructions (Including Home Stations) -~ When
locator cards are required, how many locator cards are required? What is
required on the locator card? Don't forget instructions to deploying units.

(7) Routing and Disposition Instructions - How and when will
units communicate to MPOs/AMTs/JMPAs about routing problems?

2-5




(8) Postal Financial Services - Whenever feasible, financial
operations will be coordinated through a designated command PFO in the deploy-
ment area. What financial services will be available?

(9) Opening and Closing Contingency MPOs -~ What contingency MPOs
will be opened? Who they will serve? What the opening and closing dates are
of the contingency MPOs?

(10) Service to Early Deploying Units - What MPOs should advance
parties use? What services are available to the early deploying forces?

(11) Postal Restrictions - What mail will not be allowed into
or out of MPOs?

(12) "FREE" Mail - How will "FREE" mail be requested? How
to use "FREE" mail if it's authorized?

(13) MPS Services in reference to NEO - whether MPO will open
special hours to handle volume during NEO. We can expect very high volumes
from people trying to mail their valuables/heirlooms prior to evacuation. What
restrictions (if any) will be placed on mailing during NEO prior to actual
conflict?

(14) Unit Sortation ~ What level will mail be sorted to? How
mail will be brought to MPOs from units?

(15) Casualty Mail - Procedures on how mail for casualties is
processed. Specifics on casualty mail can be found in DoD 4525.6-M, Vol II,
paragraph 608.

(16) EPW/RP/POW Mail.

(17) Inspections and Audits. (Suspended or Continued)

(18) MPO Numbering System.

(19) MPS "Chain of Command" - List chain of command in postal area.

(20) 1Identify who is responsible for each function.
(21) Implementation for each system.
(22) Evacuation Planning. (Permanent and Temporary)
(23) Contaminated Mail. (Handling and Disposition)
b. Specify unit sortation requirements to the appropriate JMPA.

c. Pass mail routing and disposition instruction to the appropriate
JMPA.

4. Examples (to be used only as guidance) of postal plans for theater

and subordinate command operations are located at figure 2-2 and 2-3 respectively.
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207. PEACETIME DEPLOYMENT/EXERCISE PLANNING. This paragraph applies to
routine deployments and field training exercises, during which postal services
are provided. When preparing plans for routine deployments, the following
guidance applies:

1. Whenever U.S. forces deploy to areas where host nations allow postal
support, every effort will be made to provide it.

2. The command sponsoring the exercise is responsible for issuing
guidance and coordinating MPS support with the deploying force. Support
requirements will be based on the deploying commander's desires, supporting
command's capabilities, length of deployment, in-place or deploying resources
available, etc.

3. During deployment planning, the sponsoring command will select the
most appropriate component from MPS resources within his authority to provide
postal support or request for support not within his authority. Selection is
usually based on the command with the MPS element nearest the deployment area,
or on the need for CONUS augmentation if in-theater assets cannot provide
support.

4. The designated component command must coordinate directly with the
deploying force command in developing a specific postal support concept with
implementing instructions. The deploying command is responsible for issuing
mailing and operational instructions to its units and personnel. This includes
publicizing a complete mailing address to be used while on the operation,
specifying the cutoff dates for CONUS/retrograde mail and providing accurate
and updated directory information. Detailed MPS instructions will be published
to provide guidance on nature and scope of MPS operations and will be prepared
at all levels having planning and support responsibilities. The principles and
concepts discussed below will be considered when preparing plans. Paragraph
206.3. provides a listing of information that may be necessary for deployment
plans.

5. Although the serving JMPA is responsible for instructions to USPS for
routing mail from CONUS to the deploying force, the designated component com-
mander and deploying force commander must coordinate with the theater postal
planners and the JMPA on imnstructions and procedures consistent with optimum
mail routing. Refer to Table 2-1 for JMPA areas of responsibility; their
message address, and their mailing address. The supporting compon.nt command
will notify the serving JMPA of deployment requirements (including advance
parties) as soon as possible, preferably 90 days in advance. Due to the time
required for USPS to disseminate information notifications of less than 90
days may result in difficulties with initial service.

6. The normal minimum service for a deploying force is receipt and
dispatch of personal letter mail and official mail. Actual first and last
dates of mail on receipt/dispatch will be included in appropriate plans.
Cover mail for advance parties if they precede activation of a supporting MPO.

7. Service can be provided to deploying units in several ways:

a. Using an existing MPO number near the location of the deploying

force (small deployments).
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b. Activating a Mail Address Only (MAO) number (to have total mail
separation) at an existing MPO near the location of the deploying force
(larger deployments). ’

c. Activating an unmanned contingency MAO at an area not near an
existing MPO.

d. Activating a fully operational contingency MPO at an area not
near an existing MPO.

(1) Can be manned by in-theater assets only, CONUS-deploying
postal assets only, or a combination of both.

(2) Postal equipment and supplies for these operations may be
staged in-theater, but in some cases have to come with deploying CONUS units.

e. Regardless of which method(s) are chosen in the planning pro-
cess, they must be specifically identified in the published plan.

f. Procedures for activating contingency MPOs are outlined in
Chapter 1 of this manual.

8. VWhen Marine and Navy mobile units are deployed, organic MPS resources
usually will be included in their force structure to preserve their independent
operational capability. When in-theater support is required, coordination
between Component Commands will be accomplished. The procedures in Chapter 11
will be used to route mail to mobile units.

9. Use of preassigned MPO numbers (for USPS processing and movement of ‘
mail) for deploying forces shall be coordinated with the serving JMPA, the

theater command where the units will be deploying, and MPSA as described in

Chapter 1 and Annex 2.

208. COMMAND POST EXERCISE (CPX) PLANNING

1. MPSA and the MPS will routinely participate in joint Command Post
Exercises (CPX) that are directed and coordinated by JCS. These exercises
offer the MPS with an excellent opportunity to evaluate the effectiveness of
MPS plans and initiatives.

2. MPSA will coordinate exercise play for worldwide CPXs sponsored by
JCS, while Unified/Specified commanders are responsible for developing MPS
play in theater-level exercises.

3. MPS play for worldwide CPXs will be in accordance with the Joint
Exercise Manual (JEM) and other DoD and service Directives. MPSA will deter-
mine the nature and scope of exercise play for JCS-directed and coordinated
CPXs. MPS play will complement the scenarioc and exercise objectives published
in the JCS implemen.ing instructions.

4. MPS play will be coordinated by MPSA through the Unified/Specified
Commands. Prior to an exercise, MPSA will publish an exercise directive
announcing the exercise and scope of MPS play. MPS elements will participate
to the level necessary to meet exercise objectives. Levels of participation .
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will be coordinated within the chain of command of overseas theaters. MPS
elements must establish necessary liaison with other staff activities to ensure
access to exercise materials.

5. MPSA will staff an exercise response cell during appropriate JCS ex-
ercises when postal scenarios are being evaluated. The response cell will
include exercise controllers to ensure MPS exercise play is accomplished within
the guidelines of the exercise directives.

209. TRANSPORTATION PLANNING

1. Transportation of mail (other than that MACOMs arrange, usually
ground) is by a combination of commercial air carriers (both fureign and
domestic), MAC, and ships contracted through Military Sealif. Command (MSC).
Mail is moved in the most timely and efficient manner consistent with domestic
and international postal regulations and policies established through MILSTAMP.
Transportation priority is primarily dependent upon class of mail and class of
mail is determined by the mailer. During full-scale war, all mail transporta-
tion to/from overseas will be by TPFDD priority.

2. Transportation planning for mail movement to/from overseas in peace-
time is the responsibility of MPSA (and its JMPA). Transportation planning for
contingencies is the responsibility of the supported command and i{s accomplish-
ed through procedures specified in JOPS. During the transition to contingency
operations, MPSA will coordinate with commercial and military mail transporters
to ensure the most efficient network.

3. 1If a crisis occurs and JCS directs the implementation of a major
OPLAN, transportation systems will be severely affected. Commercial airlift
will be put into government service via the Civil Reserve Air Fleet (CRAF).
Every effort will be made to continue using routine channels, but if they are
unavailable, MPSA will route mail through military channels. JOPS procedures
to allocate space on DoD-dedicated overseas transportation resources are used
to program necessary lift and to identify appropriate APOEs/APODs. Mail volume
planning factors found in JSCP Annex B will be used to quantify mail volumes
for planning purposes.

4. Restrictions and embargoes are expected to limit MPS services to air
eligible mail in accordance with postal directives and MILSTAMP. Procedures to
program airlift for mail in accordance with JOPS ensures mail ¢ompetes with
other eligible carge in accordance with the desires of the supported command.
However, in the event that airlift resources become unavailable, MPSA will
initiate action to transfer air eligible mail to surface modes, or finally, to
embargo.

210. DOMESTIC MAIL DISRUPTIONS (GRAPHIC HAND). When civil actioms affect mail
movement (such as a USPS work stoppage, an airline strike, or natural disaster),
MPSA will issue specific instructions for the anticipated situation. When
overseas civil actions adversely impact mail movement, the Unified Command or
its subordinate commands will issue specific instructions for each situation.

In U.S. domestic disruptions, MPSA in conjunction with USPS, may:

1. Reduce inbound/outbound MPS mail (on a worldwide or area basis) to
sustain, at a minimum, continuous movement of priority official mail and
personal first-class letter mail for MPOs.
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2. Arrange for temporary staging of mail in CONUS, and if necessary,
embargo or otherwise restrict incoming or outgoing mail by class or service to
reduce mail volume.

3. Publicize to domestic and overseas patrons the current mail movement/
restrictions/embargo conditions and changes thereto.

4. Arrange for augmentation from serviced MACOMs and/or reserve forces,
if appropriate.

211. [EVACUATION PLANNING. (NEO) Component Commands and their postal units
are responsible for input on postal support concerning evacuation plans, and
for implementing procedures to redirect-divert, and if necessary, embargo mail
to/from evacuees. The following procedures and guidance apply:

1. Evacuation plans shall provide for change of address notification to
it. Whenever practical, an MPS element (usually out of the evacuation area)
shall be designated to receive and reroute evacuee mail.

2. Requests to redirect, divert, or embargo evacuee mail in CONUS shall
be routed to MPSA through the appropriate Unified Command. Implementation of
these procedures in CONUS requires extensive coordination between DoD and USPS.

212. EMERGENCY DESTRUCTION/EVACUATION OF POSTAL EIFECTS

The following priorities are established for use in arranging evacuation,
affording protection, and if necessary, ensuring the destruction of mail and
postal effects:

a. Official registered mail.

b. Directory service cards.

c. Blank postal MO forms.

d. Currency and coins.

e. Postage stamps and stamped paper.
f. Paid MOs and checks on hand.

g. MO imprirter.

h. Other accountable mail.

i. All remaining mail.

j. All-purpose and canceling stamps.

k. All other records, equipment, mail sacks, and furniture.
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213. ACCEPTANCE, TREATMENT, AND HANDLING OF ENEMY PRISONER OF WAR/RETAINED

PERSONNEL (EPW/RP) MAIL. This paragraph provides general planning guid-
ance for handling mail for enemy prisoners of war and other retained personnel.
The below information may be used by respective commanders when preparing more
detailed contingency plans and implementing procedures.

a. References:
(1) Geneva Convention of 1949
(2) DoD 5100.69, 27 December 1972
(3) SECNAVINST 3461.3, 30 April 1973 (USN and USMC)
(4) AFR 125-25, 9 November 1970 (USAF)
(5) AR 190-8, 1 June 1982 (USA)

1. Under the Geneva Convention, specific details for handling, trans-
porting, and exchanging detainee mail would be determined through negotiations
between the governments involved. The Geneva Convention has designated the
International Committee of the Red Cross (ICRC) as the coordinating agent for
these negotiations. The United States designated the Department of State as
its negotiating representalive. Because results of negotiations may .ave MPS
implications, elements of the MPS must plan for the possibility of handling the
mail.

2. DoD Directive 5100.69 designates the Secretary of the Army as the
executive agent to administer the Enemy Prisoner of War/Retained Personnel
(EPW/RP) program. AR 190-8 provides details on administering the program,
including the treatment of EPW/RP mail. While these directives do not charge
the MPS with specific responsibilities, MPS elements must be prepared to par-
ticipate. The degree of participation would depend on the terms of any agree-
ment reached and conditions which may vary from location to location.

3. Because of the uncertainty of what conditions might exist, the
following tasks and responsibilities may be incomplete or may not apply in all
situations. They should be used, therefore, only as a gemeral guide:

a. MPSA will disseminate implementing instructions through command
channels to the MPS element responsible for handling EPW/RP mail.

b. The MPS element shall:
(1) Ensure transportation and routing requirements are estab-
lished and, to the extent possible, that all detainee mail transits the MPS in

closed pouches.

(2) Conduct inspections of mail operations at EPW/RP sites to
ensure compliance with proper procedures.

(3) Refuse to recognize any special services (registered,
insured, certified, or C.0.D.) on mail for, or from detainees.
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(4) Maintain close liaison with commanders operating EPW/RP
facilities on all matters concerning detainee mail.

c. The commander operating the EPW/RP facility will:

(1) Establish mailrooms and designate mail clerks/mail order-
lies IAW DoD Postal Manual, Volume II, Chapter 3.

(2) Ensure mail clerk/mail orderlies are properly trained to
perform their duties.
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VOLUME 1

CHAPTER 2.

PART 2

JOINT PLANNING PROCESS

214. PURPOSE. This part describes the joint planning process and the orderly,
structured approach to deliberate planning. The joint planning system applies
equally to all services and commands although some variations may exist. The
joint planning process is defined as "a coordinated joint staff procedure used
by a commander to determine the best method of accomplishing assigned tasks and
to direct the action necessary to accomplish the mission." The system is very
broad and can be applied to many situations and requirements. For the purpose
of this section, attention will be directed toward the deliberate planning
process specified in the Joint Operations Planning System (JOPS) Volumes I, II,
and III.

215. GENERAL.

1. Military planning is conducted under the framework of the Joint
Strategic Planning System (JSPS) and the Joint Operations Planning System
(JOPS). JSPS considers our national objectives and passes planning guidance
through the JCS to commanders of Unified and Specified Commands. MPS mail
volume planning factors may be found in JSCP Annex B. The JSCP also defines
the extent to which planning is conducted.

2. JOPS is the DoD system designed to enhance both global and regional
joint planning and is primarily oriented toward the solution of strategic
mobility problems associated with force deployment and support. JOPS Volumes
I, ITI, and II1I specify standardized procedures, and computer support in order
to coordinate the deliberate planning efforts of the Joint Deployment Community
(Jnce).

3. The MPS planner's responsibility is to develop supporting plans for
MPS elements and to provide MPS input to the supporting plan of the Service
Component, who develop the component (MACOM) input to the Unified Command
plan.

4. The Worldwide Military Command and Control System (WWMCCS) is a
composite system that allows for liaison between NCA (National Command Authority)
and the military. WWMCCS capabilities are not directly accessible by most MPS
planners. MPS elements will coordinate limited use of WWMCCS assets with the
senior headquarters having access to the system. Without access to WWMCCS, MPS
planners cannot access JOPS or JDS capabilities, which are critical for proper
plan development, refinement, and execution.

5. JOPS III ADP application, which is used to build TPFDDs, is just
one of the many executive aids available to WWMCCS users. This part will
describe some of the more common JOPS III ADP applications used by the MPS
planner.

a. The backbone of JOPS 1II is its standard data files. Resident
in these standard files is data that does not routinely change and camn be
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applied equally to any theater or contingency. These files are centrally
maintained to emsure accuracy and may be easily accessed through a VIP (Visual
Information Projection) via WWMCCS. There are a number of standard data files
in JOPS. A brief description of the more commonly used files is provided
below. MPS planners must be familiar with these files and their uses.

(1) Type Unit Data File (TUCHA). This file provides standard
planning data on movement characteristics for unit personnel, equipment, and
accompanying supplies associated with type units of fixed composition. This
data is used in developing and reviewing unit movement requirements in support
of operation plans. Each unit in the TUCHA file is uniquely identified by a
Unit Type Code (UTC). For each UTC, the file contains the weight and cube of
selected cargo categories, physical characteristics of the cargo, and the
number of personnel, if any, requiring non-organic transportation.

(2) Logistics Factors File (LFF). This file contains standard
logistic resupply and replacement personnel planning factors to be used in the
development of joint operation plans. Factors may be varied according to the
theater of operations and combat intensities. Mail volume planning factors are
located in the LFF.

b. JOPS III software programs allow the planner to access data
files and manipulate the data according to functional categories. Major
software programs include a System Monitor (SM), Force Requirements Generator
(FRG), Movements Requirements Generator (MRG), and Transportation Feasibility
Estimator (TFE). MPS planners must be familiar with the applications of each
of these major programs. Together, these programs allow the planner to build
the OPLAN TPFDD. Each TPFDD is "plan unique" in that it is specifically
tailored for each OPLAN.

216. PLANNING FOR POSTAL SUPPORT--JOPS III PROGRAMS.

1. The JOPS II1 ADP program supporting force planning is the FRG (Force
Requirements Generation). Force planning involves determining force require-
ments, and developing and refining force lists. It must consider the concept
of operations, service policies/doctrine, force availability, etc. The objec-
tive is to develop a time-phased force list that will support the concept of
operations. From an MPS viewpoint, MPS forces are usually added to the force
list and time-phased to satisfy the combat service support requirements of the
basic force. Postal units are identified in JOPS through specific Unit Type
Codes (UTC). A UTC is a generic description of a particular deployable unit.
Specific information about this type unit is resident in a JOPS III data file
called the TUCHA. As the plan is refined, UTCs are replaced with UICs, which
positively identify a particular unit. Data available on each UTC will identify
personnel and cargo associated with that particular unit. MPS planning is done
at the service component level and coordinated between MACOMs/services at
Unified Commands. Postal planners must have access to the component planners
to ensure that postal input is in the plan.

2. The JOPS 111 ADP program used in support planning is the Movements
Requirements Generator (MRG). Support planning is a service component
responsibility. The MRG allows the planner to account for non-unit-related
supplies or cargo and add it to the total movement requirements. Mail is
generally considered as non-unit-supplies and accounted for here.
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3. The complex strategic transportation issue is one of the most critical
in the joint planning community. The JOPS III1 ADP program used to conduct
feasibility estimates is the TFE. The TFE uses the data generated in the MRG
and FRG to simulate moving each requirement from the port of embarkation to
port of debarkation in accordance with the phased plan.

4. The MACOM postal planners must be thoroughly familiar with the joint
planning system. In deliberate planni:z, postal planners must address three
separate but related issues that are s:msmarized below:

a. The first requirement is to provide a narrative account of postal
operations in support of the concept of operations. The account should become
increasingly detailed as supporting plans are developed at lower levels of the
chain of command. At the Unified Command level, the postal operations portion
of the CINC's plan should assign responsibilities, plus provide policy guidance
and a concept of operations in sufficient detail for subordinate commands to
develop their supporting plans. The specific location for postal plans,
operations, or instructions is designated by JOPS, Volume I, page VI-269 in the
model OPLAN as Appendix 6 to Annex E: Personnel.

b. The next integral portion of the OPLAN which MPS planners will
impact is the Timed Planned Force Deployment List (TPFDL). Timed Planned
Transportation Requirement List (TPTRL) forms the TPFDD. The TPFDD defines a
number of necessary elements including task organization, command relation-
ships, unit identification, transportation schedule/priority, POE, POD, and a
number of other data elements necessary to conduct detailed force planning by
MPS planners. The TPFDD is a coordinated effort of the MPS planner at service
component level, the service component planners, the postal staff officer at
the supported command and postal plammers at other supporting commands (FORSCOM,
TAC, etc). MPS troop lists are developed to support the total force, concept
of operations, and guidance published in the postal appendix and is dynamic and
changing. Priorities identified in the appendix are those assigned by the CINC
and should be reflected when the TPFDD is developed. Force allocation is a
service responsibility so the TPFDD will reflect service policies and practices
regarding unit size, allocation rules, and equipment.

c. The final element of the MPS planner's triad is quantifying mail
volumes for the TPFDD. Mail volume planning/consumption factors are developed
by each service and are resident in the JOPS III reference file called the LFF.
Mail volumes are included in OPLAN TPFDDs as non-unit-related cargo. MPS
planners must coordinate with service component planners to ensure that cargo
increment numbers (CINs) are included in the TPFDD and that they reflect the
priority in which mail will arrive in the theater. CINs are generated by the
MRG.

d. To summarize the MPS planner’'s responsibilities with regard to
the TPFDD, he/she must develop the MPS supporting plans based on MPS forces
allocated to the OPLAN and in accordance with the TPFDD. Once major forces are
identified, a postal concept is developed, support requirements are identified,
supporting plans are developed, and TPFDD are prepared to support/complement
the supporting plan. The planner must be an integral part of the process that
decides which units are selected and how, when, and where they will be employ-~
ed. Planners must also make sure that mail volumes are entered into the
movement schedules--or there will be no mail in wartime.
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A. Important Addresses for Planning Purposes

1. All Postal Issues - ‘

a. Mailing Address:

Headquarters

Military Postal Service Agency
ATTIN: Plans Division

2461 Eisenhower Avenue, Hoffman I
Alexandria, VA 22331-0006

b. Message Address:
EXEC DIR MIL POSTAL SVC AGCY ALEXANDRIA VA//MPSA-PP//

2. Opening/Closing APO/FPO

a. Mailing Address:
Headquarters
MPSA-OP
2461 Eisenhower Avenue, Hoffman I
Alexandria, VA 22331-0006

Table 2-1. Addresses for Planning Purposes

b. Message Address:
EXEC DIR MIL POSTAL SVC AGCY ALEXANDRIA VA//MPSA-OP// ‘

3. Postal Support - European Theater

a. Mailing Addresses:

Joint Military Postal Activity-Atlantic
USPS Air Mail Facility

Bldg 250, Room MF-35

JFK Intl Airport, New York 11430-9201

Commander
United States Army Postal Group-Europe
APO NY 09081-5520

Commander
7025th AIRPS
APO NY 09021-5000

Commander in Chief
U.S. Navy Europe
ATTN: Postal Officer
FPO NY 09510-0151

Table 2-1. (Continued) .
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b. Message Addresses:

. CDR JT MIL POSTAL ACTY ATL NEW YORK NY

{ CDR 1ST PERSCOM SCHWETZINGEN FRG//AEUPE-PGE-OPS-SB//
7025 AIRPS KAPAUN AS//DO//

CINCUSNAVEUR LONDON UK

HQ FMFEUR //G-1//

4. Postal Support - South/Central America

a. Mailing Addresses:
Chief
Miami Element, JMPA-A
General Mail Facility
2200 Milam Diary Road -
Miami, FL 33152-9710

Commander
4400th AIRPS
APO Miami 34002-0006

b. Message Addresses:

CH JMPA ATL FLD OFC MIAMI FL//MPSA-NY-M//
4400 AIRPS HOWARD AFB PN//DO//

5. Postal Support - Middle East
’ a. Mailing Addresses:
Joint Military Postal Activity-Atlantic
USPS Air Mail Facility

Bldg 250, Room MG-35
JFK Intl Airport, New York 11430-9201

Commander

4401st AIRPS

Shaw AFB, SC 29152-2001
b. Message Addresses:

CDR JT MIL POSTAL ACTY ATL NEW YORK NY
4401 AIRPS SHAW AFB SC//DO//

6. Postal Support - Pacific

a. Mailing Addresses:
Joint Military Postal Activity-Pacific
General Mail Facility, Room 266
San Francisco, CA 94188-5000

Table 2-1. (Continued)
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Commander
United States Army Postal Group-Korea
APO SF 96301-0090

Commander
6005th AIRPS
HICKAM AFB HI 96853-5000

Commander in Chief

U.S. Pacific Fleet

ATTN: Code 4P

Pearl Harbor, Hawaii 96860-7050

b. Message Addresses:
CDR JT MIL POSTAL ACTY PAC SAN FRANCISCO CA//MPSA-SF//
CDRUSAFOSTGP SEOUL KOREA//EAPC-~PG//
6005 AIRPS HICKAM AFB HI//DO//
CINCPACFLT PEARL HARBOR HI //4P//

7. Postal Support - Joint Planners

a. Mailing Addresses:

Commander

Forces Command

ATTN: AFIM-AST

Ft. McPherson, GA 30330-6000

Commander in Chief
U.S. European Command
ATTN: ECJ1-MP

APO NY 09128-4209

Commander in Chief
U.S. Pacific Command
ATTN: J114
Camp H.M. Smith, HI 96861-5025
b. Message Addressses
CDR FORSCOM FT MCPHERSON GA//AFIM-AST//

CINCUSEUCOM VAIHINGEN FRG//ECJI-MP/
CINCPACOM CAMP HM SMITH HY//J114/

Table 2-1. (Continued)

2-18




DOD CLASSES OF SUPPLY
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Figure 2-1. DoD Classes of Supply
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HEADQUARTERS, US X COMMAND
APO NEW YORK 09000
1 AUGUST 1988

APPENDIX 6 TO ANNEX E TO UNCINX OPLAN XXXX-XX (U)
MILITARY POSTAL SERVICE

[ 1 REFERENCES: Cite the documents necessary for a complete
understanding of this appendix.

1. [ ] GENERAL.
a. [ 1 Purpose. Provide a statement of the purpose of this appendix.

b. [ ] Concept of Postal Operations. State the postal concept for
postal support operations and the forces assigned to implement the plan.

c. [ ] Assumptions. State realistic assumptions and consider the
impact of postal operations. 1i.e.

[1} [ ] Restrictions on inbound mail.

{2] [ ] Discontinuation of special services in the theater of
operations.

(31 [ ] Limited airlift to support mail transport requirements.
Figure 2-2. Example of Postal Seciion of Theater Level OPLAN
(4] [ ] Embargo of Retrograde mail.

d. [ ] Planning Factors. Refer to approved joint planning factors.

e. [ 1 Responsibilities.

[1] [ ] State postal support responsibilities of the Military
Postal Service Agency [MPSA].

[2) [ ] State the responsibilities of unified command.
{3] [ ] Assign postal support responsibilities to service
component commanders and define the support required from other commands for

preparation of supporting plans.

2. [ 1 POSTAL POLICIES AND PROCEDURES.

a. [ ] General Guidance. See DoD 4525.6-M, Vol 1, Chap 2.

b. [ 1 Specific Guidance. Summarize the following, in coordination
with supporting commanders and service component commanders. Listing of
aerial mail terminals and military post offices should be tabs.

{11 [ 1 1In coordination with MPSA:
Figure 2-2. Continued
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fa] [ ] Request Free Mail IAW Executive Order 12556.

[b] [ ] Indicate the requirement to implement mail embargo ‘
procedures.

[c] [ ] Arrange for mail movement to the theater of operations.

{(d]l [ ] Pass mail routing, massing, labeling, and distribution
information for unified commands AOR to USPS.

[2]1 [ ] In coordination with subordinate commanders:

[a] [ ] Indicate procedures to establish/maintain mail
operations.

[b] [ ] Indicate procedures for movement of mail originating
in overseas theaters.

fc] [ 1 Indicate implementing instructions for international
agreements affecting postal operations.

[d] [ ] Specify restrictions for retrograde mail.

[e] [ ] Indicate extent to which postal operations will be
established.

[f] [ ] Specify unit sortation requirements.

{g] [ ] Indicate anticipated source of transportation for .
secure mail movement.

[h] [ ] Outline procedures for obtaining postal unique
supplies and equipment.

3. [ ] COORDINATING INSTRUCTIONS. Specify what agency resolves postal
problems. State chain of command.

NOTE: This is only an example for format. Actual contents will be up to
the planner.

Figure 2-2. Continued ‘
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MACOM HQ
APO NEW YORK 09000-5000
1 MARCH 1988

APPENDIX 6 TO ANNEX E TO HQ MACOM OPLAN XXXX-XX [U]

MILITARY POSTAL SERVICE [U]

[ ) REFERENCES: [List all guidance documents and directives which govern
operations in this appendix/annex. As a2 minimum, use the following:

a. [ ] DoD 4525.6-C, DoD Postal Supply Catalog, [DATE] [U].

b. [ ] DoD 4525.6-M, DoD Postal Manual, [DATE] [U].
[Use the following, only when applicable--all are examples only:]
c. [ ] Title 39, United States Code {U].

d. [ ] DoD 4525.32-R, Military Standard Transportation and Movement
Procedures [MILSTAMP], {DATE] [U].

e. [ ] NATO STANAG 2109, Postal Organization for the NATO forces in
Wartime, [DATE] [U].

Figure 2-3. Example of Subordinate Command Postal OPLAN
f. [ ] CINC OPLAN XXXX, Volume II, Appendix 6 to Annex E, [DATE] [S].

g- [ ] CINC OPLAN XXXX, Appendix 1 to Annex A, Time Phased Force
Deployment List [TPFDL], [DATE] [S].

[ 1 TASK ORGANIZATION[S]: [List units and their locations that are affected
by this OPLAN.]

For example: 305th AG Postal, [LOCATION], APO 09XXX

1st Platoon, 305th AG Postal, [LOCATION], APO 09XXX
[Detachment Det XX, XXXX Air Postal Squadron, [LOCATION],
APO 09XXX]

1. [ ] SITUATION.

a. Purpose: [Provide detailed guidance for postal service in support of
this plan, including a concise statement of tasks the postal facility will
accomplish. The chief of postal operations as appropriate, is usually respons-
ible for this appendix preparation and will coordinate with other postal
operations prior to publication. The command postal planners will coordinate
with subordinate units on their appendices prior to publication.]

b. [ ] Concept of Operations. [Provide a general explanation of how
postal services will support the plan. Provide an overview to assure contin-
uance of support to in-place forces, establishment of support for incoming

Figure 2-3. Continued
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forces, deployment of postal personnel to provide support at designated loca-

tion, and determination guidelines on whether or not postal support will be

provided to transient forces, as applicable. Explain the relationship between .
the postal operation, parent detachment, other services, the !ACOM, etc.)

Example follows:

APO 09XXX will provide postal support to [Location] and all authorized users of
the Military Postal Service [MPS] within its areas of responsioility under the
direct operational control of located at (Location). Postal
support will be IAW the Unit Mailroom Concept [UMC]. There will be no postal
receptacle [lockbox] service. APO-to-CIONUS, CONUS-to-APO, and APO-to-APO mail
will be First-Class personal mail and official mail. APOs will suspend delivery
of personal parcels over 12 ounces and special services [i.e., registered,
insured, certified, etc.]. APOs will increase/expedite pickup/delivery of
Weapons System Pouches [WSPs] to provide essential aircraft parts by mail.
Units should priority requisition material via official priority mail for rapid
resupply. XXXX receives and dispatches miil through US Army ground transpor-
tation assets. Further, 305th AG Postal can and will change transportation
routing as directed by XXXX AIRPS.

c. [ ) Assumptions/Limitations. [List expected conditions and capabili-
ties which are a basis for the concept of postal support, and over which the
Commander, has no control. Detail any and all limitations to postal services
during plan implementation.) Examples follow:

Figure 2-3. Continued

[1] [ ] Transportation for mail movement may be extremely limited or i
nonexistent. Extensive use of Military Airlift Command [MAC] channels is .
forecasted for mail deliveries.
{2] [ ] IAW NEO plans, non-combatants, including non-essential US civilian
employees, will evacuate from the forward area. APOs will directorize and
forward non-combatant mail as applicable. At APOs where storage space is
reduced, mail will be refused to enter system at discretion of local command-
er's consideration of transportation assets.

[31 [ 1 Local national employees will be unavailable for work except
where host country legislation requires continuation.

[4] [ ] Deploying commanders will have identified and designated unit mail
clerks IAW applicable directives prior to departing CONUS.

{5] [ ] At some point after commencement of hostilities, the Secretary of
Defense will authorize free mail privileges for US Armcd Forces on duty in
combat areas.

[{6] [ ] USAPGE postal resources will provide postal service to internation-
al military commands, including North Atlantic Treaty Organization [NATO]
agencies and personnel.

2. [ ] MISSION. |[State the mission to provide postal support IAW DoD 4525.6-M
under the limitations and assumptions of the plan. lnclude the necessity for

Figure 2-3. Continued .
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continuity of operations under all contingencies and the utilization of postal
capabilities to support the operational effort with emphasis on weapon support
. systems.] Example follows:

XXXX AIRPS and 305th AG Postal is tasked to provide postal service in support
of MACOM OPLAN XXXX-XX. This support includes the continuous receipt and
dispatch of designated mail to in-place authorized users of the MPS, as well as
the establishment of support to incoming forces, and the deployment of postal

. personnel as designated in Appendix 1 to Annex A the OPLAN.

a. [ ] To establish postal operations. (List locations where deployed).
b. [ ] To establish a casualty mail section for proper routing of mail
for personnel who are Wounded in Action [WIA}, Missing in Action [MIA] and
Killed in Action [KIA]. I

c. [ ] Official mail in theater will be at a level necessary for the
conduct of essential operations only.

d. [ ] Personal mail is considered critical to the maintenance of
morale.

e. [ ] Postal operations will be conducted as far forward as possible.
3. [ ] EXECUTION. [List tasks of postal unit and friendly forces.]

Figure 2-3. Continued

‘ a. [ ] Tasks of XXXX AIRPS. [In separate subparagraphs, provide tasks
of each postal activity.] Examples follow:

[1] [ ] The APO/AMT chief will provide postal support for the
duration of this plan's implementation. Mail delivery to all units and
personnel is IAW the Unit Mailroom Concept [DoD 4526.6, DoD Postal Manual].

[2] [ ] Incoming/outgoing mail will be limited to First-Class
personal [under 12 ounces] and military official mail. This limited embargo
will be lifted in stages as situation warrants.

[3] [ ] The APO chief will establish a casualty mail section and
monitor its operations to ensure compliance with DoD directives.

[4] [ ] Deploy postal personnel and supplies/equipment IAW
Appendix 1 to Annex A the OPLAN.

b. [ ] Tasks of all units receiving mail through APO 09XXX. [Provide
specific tasks of all units receiving mail through the postal facility.]
Examples follow:

[1] [ ] Unit commanders will appoint a unit postal officer, a unit
mail clerk [UMC], and at least one altermate UMC IAW DoD 4525.6-M, Volume II,
Chapter 3. DD Forms 285, Appointment of Military Postal Clerks, or Mail
Orderly, must be prepared in triplicate and signed by the appointed individual

and the unit commander.
Figure 2-3. Continued

2-24




[2]) [ ] Appointed UMCs will present all DD Forms 285 to the APO chief
for review and validation. The unit will retain one copy, one copy will be
given to the appointed individual, and one copy will be retained by the APO.

[a] [ ] UMCs/alternates will be responsible for the receipt and
dispatch of personal and official mail to/from APO 09XXX [DoD 4525.6-M, Vol 1I,
Chap 3].

[{b] [ ] Commanders/UMCs/alternates should be aware of their
responsibility to immediately notify the servicing APO of unit casualties [e.g.
WIA, MIA, KIA] for casualty mail processing by APO personnel.

{c] [ ] Transportation of mail to and from the APO is the
responsibility of units receiving/dispatching mail through APO 09XXX.

{31 [ ] Upon implementation of this plan, complete two copies of
Base/Unit Locator and Postal Directory Cards, on each individual who will
receive mail through APO 09XXX. The unit mail clerk will retain one copy to
provide directory service and the second copy will go to the APO within 48
hours of plan implementation, or upon arrival at [Location].

c. [ ] Tasks of units providing support to XXXX AIRPS. [List units which
provide support in carrying out the plan. Specifically outline necessary tasks

for these units under the plan. Identify vehicle requirements and capabilities.

Coordinate transportation requirements with host base for inclusion in Annex

D. Coordinate with host base supply to ensure they are aware of pickup/dispatch
of special pouches, i.e. Weapon System Pouches, medical supplies, etc.]
Examples follow:

[1] [ ] Tasks of 4th Trans Cmd: If commercial transportation is lost
or, if established transportation routing cannot be utilized, 4th Trans Command
will establish truck/ferry/etc. runs to support locations receiving postal
support through APO 09XXX.

[2] [ ] Tasks of 42nd M.P. Co.: 42nd M.P. Company will provide area
security at APO 09XXX.

[31 [ 1 [Detachment/remote units.]: State their respomsibilities.

[4] [ ] Tasks of 198th AG Co.: Coordinate closely with postal
representatives on casualty information.

4. [ ] RESPONSIBILITIES. List all postal service functional responsibilities
under the plan, as well as the responsibilities of other functions which
provide support to the postal service function. Identify the chain-of-command.
Provide AUTOVON numbers for each, when available, and provide mailing and
message address as appropriate under this plan. Examples follow:

a. [ ] The Commander, Detachment X, XXXX AIRPS, [LOCATION], will function
as Postal Coordinator on all postal matters arising during plan implementation.
The Commander will ensure that APO 09XXX is capable of responding to postal

Figure 2-3. Continued
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mission requirements. All units may directly contact the Postal Coordinator,
telephone number AV XXX-XXXX/XXXX to resolve any special postal problems that
’ APO 09XXX cannot resolve. Mail and messages addresses are as follows:

MAIL ADDRESS MESSAGE ADDRESS
DET X, XXXX AIRPS/CC DET X XXXXAIRPS [LOCATION]//CC//
APO NY 09XXX

b. [ ] Units may directly contact with the Postal Commander, XXXX
AIRPS/CC, Kapaun AS GE, telephone number AV 489-7536/7701 to resolve any
special postal problems that the Postal Coordinator cannot resolve. Mail and
message addresses follow:

MAIL ADDRESS MESSAGE ADDRESS
XXXX AIRPS/CC XXXXAIRPS KAPAUN AS GE//CC//
APO NY 09XXX

5. [ ] COMMAND AND CONTROL. [State command and control responsibilities of
postal personnel resources.] Example follows:

The commander, XXXX Air Postal Squadron, exercises command and control of USAFE
postal personnel/resources through respective subordinate commanders. The
commander, MACOM, exercises command and control over all other service person-
nel.

TAB:

A - [ ] Casualty Mail Handling Procedures [ ]

OFFICIAL:
° [NAME, GRADE, SERVICE OF PLAN WRITER]
[JOB TITLE]

NOTE: This example is only a guide; entries under each heading are examples of
typical entries. Your plan should use a similar format, but have entries
specific to your mission.

Figure 2-3. Continued
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CASUALTY MAIL HANDLING PROCEDURES [U]

[ ] REFERENCES: '

a. [ ] DoD 4525.6-M, DoD Postal Manual, [DATE] [U].
b. [ ] CINC OPLAN XXXX, Vol II, [DATE] [S].

1. [ ] General. IAW DoD directives, U.S. Army military post offices [MPOs]
will not return to sender mail for casualties until military postal clerks
[MPCs] receive absolute verification that proper authorities have notified the
casualties next of kin [NOK].

2. [ ] Specific.

a. [ ] Unit Mail Clerk [UMC] Responsibilities. [In separate paragraphs
provide specific tasks.] For example:

[1] [ ] UMCs must provide their servicing MPO written notification
[signed by unit commander/designate] of unit casualties [e.g. deceased, KIA,
MIA, WIA]. This notification will include the casualty's name, rank, SSAN,
unit designation and evacuee location [e.g., hospital address}, if known.

(2] [ ] UMCs will return all mail for KIAs, MIAs and evacuated WIAs
to their servicing MPO.

Figure 2-3. Continued

b. [ ] MPO Responsibilities. [Provide specific tasks] For example: All .
Army APOs will establish a casualty mail sub-section. After UMC notification
[written] of a unit casualty, MPCs will take appropriate action, as follows:

[11] [ 1 For a deceased individual/KIA:
[a] [ ] Hold all mail for individual.

[b] [ ] Code individual's [cite service directory, Card].
Under "Additional Data," annotate '"Deceased" and the date of UMC notification.

[c] [ ] Three days after UMC notification, query the local
Personnel Center or Personal Affairs] for NOK verification. If there is no
local casualty personnel center or if NOK verification has not been received by
existing personnel center send message to proper service authorities [below]
requesting verification that authorities have notified NOK.

|

[ ] For USA members: HQ Army Casualty Affairs, Alex. VA.

2. [ ] For other services: Addresses will be provided as
soon as they are available

[2] [ ] For an MIA:
[a] [ ] Hold all mail for individual.

Figure 2-3 Continued ‘
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[b} [ ] Code individual's directory card. Under "Additional
Data" annotate "MIA" and date of UMC notification.

[c] [ ] Three days [72 hours] after UMC notification, query
UMC and personnel center for additional information. If NOK verification
received, comply with revised status procedures. If not, send message to: put
MACOMs message address requesting assistance.
{31 [ ] For a WIA [evacuee only]:

fa] If hospital address is known:

| et
.

[ 1 Annotate directory card with forwarding address.

2. [ ] Endorse individual's mail "Patient" and forward to
individual.

[(b] [ 1 If hospital address is unknown: Follow procedures for
MIA, except annotate directory card "WIA-Hosp UNK" and date of UMC notifica-
tion.

[4] [ ] Do not endorse casualty mail with any of the following
endorsements: '"Missing," "Killed in Action," or "Wounded."

NOTE: This TAB on casualty mail was included to show TAB formatting.

Figure 2-3 Continued
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TO. EXEC DIR MIL POSTAL SVC AGCY ALEXANDRIA VA//MPSA-PP//

INFO CDR JT MIL POSTAL ACTY ATL NEW YORK NY//MPSA=NY//
CDR JT MIL POSTAL ACTY PAC SAN FRANCISCO CA//MPSA-SF//
{CLASSIFICATION} AS APPROPRIATE :

SUBJ: REQUEST FOR FREE MAIL

A- SECTION 340L1{A} OF TITLE 39 US CODE

B. CHAPTER 2. SECTION 203.h. DOD MANUAL 4525.bM voOL I

1. IAW REF A AND B. REQUEST FREE MAILING PRIVILEGES BE GRANTED FOR
SERVICE MEMBERS LOCATED WITHIN A COMBAT AREA TO INCLUDE THE COUNTRY
OF {ENTER COUNTRY} AND THE WATERS ADJACENT THERETO WITHIN THE
FOLLOWING DESCRIBED LIMITS: FROM A POINT { } DEGREES NORTH
LATITUDE~ { } DEGREES EAST LONGITUDE ETC. ‘
2. THEATER POC FOR THIS ACTION IS { 3.
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Figure 2-4. Sample of Free Mail Request '
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VOLUME I
CHAPTER 3

MILITARY POSTAL SERVICE INFORMATION SYSTEMS

PART I

SOURCES OF INFORMATION AND INSTRUCTIONS

300. PURPOSE. Part 1 of this chapter sets forth guidance on which sources of
information shall be maintained at each type of postal activity. A brief
description of the required publications is provided.

301. GENERAL. Procurement and maintenance of postal publications and related
material are essential to the mission accomplishment of the MPS. All postal
activities shall have access to established policies and procedures to carry
out mission responsibilities.

302. PUBLICATION REQUIREMENTS FOR MILITARY POST OFFICES

1. The following USPS Publications (reference (i)) shall be maintained
at MPOs:

a. Domestic Mail Manual (DMM). The primary USPS manual used in the
operation of post offices. It contains regulations of direct interest to
mailers, such as postage rates, mail classification, and mail preparation
requirements.

b. Administrative Support Manual (ASM). Contains the internal
operations procedures for post offices. Includes retail services, mail pro-
cessing, transportation, delivery services, and fleet management.

c¢. Postal Operations Manual (POM). Contains the internal operations
procedures for post offices. Includes retail services, mail processing,
transportation, delivery services, and fleet management.

d. International Mail Manual (IMM). Contains regulations, classifi-
cation, and other requirements for mailing between the United States and other
countries.

e. National ZIP Code and Post Office Directory, Publication 65A.
Designed to assist in finding the most current ZIP Code number for any postal
address in the United States and overseas Army and Air Force Post Office (APO)
and Fleet Post Office (FPO).

f. Postal Bulletin (PB). A weekly USPS publication containing
instructions and information relating to the Postal Service and used to an-
nounce interim changes to the DMM, ASM, POM, and IMM.




g. Publication 52 - Acceptance of Hazardous, Restricted or Perishable
Matter. A reference handbook used by postal clerks to determine under what
conditions hazardous, restricted, and perishable materials may be accepted for
mailing.

h. Publication 4 - Importing Animal and Plant Products Through
Overseas Military Post Offices. A reference guide for postal clerks for
determining which products may or may not be imported into the United States.

2. 1In addition to the USPS publications described above, MPOs shall also
maintain the following DoD publications:

a. Department of Defense Postal Manual - Volumes I and 1I
(DoD 4525.6M):

(1) Volume I - Military Post Office Operating Procedures.
Contains policies and procedures issued by the MPSA for the administration and
operation of the MPS and is binding upon all personnel of the Department of
Defense and other eligible members or agencies who are users of the MPS.

(2) Volume II - Mail Handling and Delivery Procedures for Mail-
rooms and Postal Service Centers. Provides instructions for delivery of mail
by mailroom facilities at the unit and postal service center (PSC) level.
Topics include selection and appointment of unit mailroom and mail orderly
personnel, delivery and accountability procedures, security, receptacle ser-
vice, postal offenses and losses, and directory service.

b. Mail Distribution Instructions and Labeling Handbook (MDILAH).
(DoD 4525.6-H) (reference (j)). Prescribes procedures for the makeup, routing,
distribution, and labeling of military mail to CONUS, Alaska, and Hawaii by
military postal activities overseas.

c. Military Post Office Location List (MPOLL)(DoD 4525.6-L-1)
(reference (k)). Provides a numerical alpha, and ship listing of MPO numbers.
Information includes the corresponding geographical location and/or ship's
designation. Also, an alphabetical listing of Aerial Mail Terminals (AMTs) and
international exchange offices with their geographical locations and serving
MPOs is provided.

d. Military Post Office Mail Distribution Scheme (MPOMDS) (DoD
4525.6-L-2) (reference (1)). Used primarily for mail directory service. It
provides a numerical and alphabetical listing of authorized users of the MPS
and corresponding MPO.

e. DoD Postal Supply Catalog (DoD 4525.6-C) (reference (m)). Lists
all USPS supply items available to MPOs and provides guidance for requisition-
ing.

f. Transit Time Information System for Military Mail (TTISM).
(DoD 4525.6-STD) (reference (n)). A uniform system for measuring and monitoring
military mail movement.




3. In additiop to maintaining the publications described in 302.1 and
302.2, above, MPOs that dispatch mail direct to air carriers shall maintain the
U.S. Postal Service Transportation Handbook, Series T-7 (reference (i)). It
outlines USPS, air carriers, and DoD responsibilities for processing, dispatch-
ing, handling, and transporting military mail to and from the United States and
between military postal activities overseas.

303. MAIL TRANSPORTATION FACILITIES PUBLICATION REQUIREMENTS

1. Postal activities that receive, distribute, transfer, and dispatch
military mail, such as AMTs, Military Mail Terminals (MMTs), and Fleet Mail
Centers (FMCs) shall maintain the following USPS, Department of Defense, and
privately printed publications:

a. DMM (reference (i)).
b. POM (reference (i)).
c. USPS Transportation Handbook, Series T-7 (reference (i)).

d. DoD 4525.6-M, "Department of Defense Postal Manual," Volumes I and
II.

e. DoD 4500.32-R, "Military Standard Transportation and Movement
Procedures (MILSTAMP)" (reference (o)), which provides policies and procedures
required to manage and control the movement of mail through the DoD transporta-
tion system. In addition, it provides detailed instructions for completion of
DD Form 1384, "Transportation Control and Movement Document" (TCMD). Note:
Individual office copies are not required if the local Military Service's
transportation management office has copies for easy reference.

f. DoD 4525.6-H (reference (j)).

g. Official Airline Guide--Worldwide Edition (optional) which is a
privately printed publication providing a complete listing of airline schedules
for flights to and from the United States and between overseas locatioms. It
lists alphabetically all major city and airport three-letter codes.

h. DoD 4525.6-L-1 (reference (k)).

i. DoD 4525.6 L-2 (reference (1)).

j. DoD 4525.6-C (reference (m)).

k. DoD 4525.6-STD (Reference (m)).

1. National ZIP Code and Post Office Directory, Publication 65A
(reference (i)).

m. PBs (reference (i)).

304. PROCUREMENT PROCEDURES

1. Current DoD postal publications are available through distribution
channels from Military Service publications distribution centers and shall be

3-3




procured as prescribed by each Military Service's publication distribution
system.

2. USPS publications, forms and posters shall be requisitioned as
prescribed in DoD 4525.6-C (reference (m)).

3. Privately printed publications (Official Airline Guide) shall be
obtained through command funds or local procurement channels.

3-4
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PART II

MANAGEMENT INFORMATION SYSTEM

MILITARY POSTAL SERVICE INFORMATION SYSTEMS

305. PURPOSE. This part describes the management information systems (MIS)
developed to support the MPS. Component systems are defined and their uses are
outlined. Policy and procedures for the collection of data and distribution of
information are also established.

306. GENERAL. The MIS is designed to provide timely and useful information
derived from data generated through the MPS functions of transporting mail and
operating MPO's. By summarizing, comparing, and evaluating critical operational
data, MPS managers will be able to develop and execute intermediate and long-
term planning to enhance the efficiency and economy of their MPS functions.

307. DATA COLLECTION POLICY. Data collection requirements and procedures
contained in this Manual shall be used for management of the MPS at all levels.
To ensure proper commitment of resources and eliminate duplication, formal
approval by MPSA is required for collection of MPS data not specifically pro-
vided for by this Manual. Existing local data collection requirements shall
be reviewed and, when duplication of collection exists, the local requirement
shall be eliminated. After review and appropriate elimination, local data
collection programs and procedures still desired shall be submitted to MPSA
for review and approval.

308. MILITARY AUTOMATED MAIL ACCOUNTING SYSTEM (MAMAS) and REPORTING
REQUIREMENTS

1. MAMAS is designed to provide the volume and transportation costs of
mail moving between CONUS gateway cities and overseas locations and among
overseas locations. It provides the monthly totals of volume and transporta-
tion costs for mail moved by U.S. or foreign commercial air carriers, MSC, and
MAC. Magnetic tapes of electronically stored billing documentation from these
transporters are processed at MPSA to provide pertinent information.

2. Data Input Each month USPS, MAC, and MS” provide magnetic data tapes
to MPSA that contain the daily manifest data for MPS mail movement by commer-~
cial and DoD carriers during the previous month. A computerized program then
extracts data from these tapes, applies the proper rate for the transportation
segment, summarizes this data for the month, and stores data for 36 months for
retrieval as required.

3. MAMAS Reports. The two reports available from MPSA to MPS managers
through MAMAS are:

a. Segment Listing. This report provides current transportation
segments and associated rates for the overseas movement of MPS mail. (See
figure 3-1 for a sample of this report with explanatory notes.)
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b. Report of Mail Volume and Cost. This report reflects the actual
volumes and transportation costs of MPS mail moved over a transportation
segment, or to or from a location or area for a specified period of time.

(1) An example of the standard report format is shown in figure
3-2. Those activities requiring information over a specified transportation
segment shall submit their request to MPSA. An example of a specific request
would be for transportation cost for military ordinary mail (MOM) dispatched on
Pan American from New York, NY off-loaded in Frankfurt, Germany, for transfer
to Lufthansa Airlines and onward movement to Munich (its final destination)
during May 1980. An example of a general request would be for volume and cost
of all mail moved to Okinawa, Japan, from all locations by all carriers during
fiscal year (FY) 1980.

(2) Although there are limits to the capabilities of this
report, the combinations available should accommodate most management informa-
tion requirements.

309. TRANSIT TIME INFORMATION SYSTEM FOR MILITARY MAIL (TTISMM). This centrally
operated uniform system for measuring and monitoring military mail movement is
implemented by DoD 4525.6-STD (reference (n)). The system replaced all other
transit time studies. Intracommand local transit time studies may be conducted
without review and concurrence by MPSA. Information from the system is based

on data collected by field postal units and sent to MPSA for processing. The
information provided by field activities shall include inbound, retrograde, and
surface statistics. This information on sack, pouch, letter, and parcel tranmsit
times shall be compared against benchmark standards to detect unacceptable
service and identify and correct problem areas. TTISSM information shall be
provided to various postal command levels for analysis and use by MPS managers.
It shall also give customers accurate indications of transit times to and from
their overseas location.

310. POSTAL ACTIVITY REPORTING SYSTEM (PARS) AND INFORMATION REQUIREMENTS

1. PURPOSE. PARS was designed to collect and report standard operational
data generated at MPS activities. It now also includes MPOs operated by non~DoD
personnel, (i.e., embassy and consulate MPO operations). Reporting is quarterly.
Additionally, annual reporting of population served and postal manning is
required for management information purposes. This data is used by MPSA for
responding to congressional and other official inquiries, extended reports to
HQ USPS and the U.S. Department of Commerce, and for operational and contingency
planning. PARS data is also used by commanders and supervisors in day-to-day
management of the MPS. This report is authorized by NoD Report Control Symbol
DD-P&L(Q) 1599. It is the responsibility of the parent MACOM to ensure proper
and timely reporting by subordinate units.

2. SCOPE OF REPORTING. Each operational MPO/MAO must report by letter,
the information outlined in this chapter. Messages are allowed, with prior MPSA
approval. The PARS codes below determine frequency and type of report.

a. PARS-CODE (P) represents operational MPOs and those MAOs which
provide financial services; it requires a report each quarter. For consistency,
a parent MPO must not include data in its reports when subordinate MPOs/MAOs
conduct finance operations, have separate APO/FPO numbers, and serve a distinct
population. Since PARS finance data is tied directly with the correlation
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values in Postal Claims and Losses reports, this data must be reported separately
by MPOs and MAOs that operate like normal MPOs. It does not apply to MAOs which
are used simply as a routing indicator (to achieve a breakdown by USPS) to

ease local sorting requirements.

b. PARS-CODE (D) represents any postal headquarters (groups, squadroms,
detachments, etc), AMTs, and FMCs, which provide no financial services; it
requires a report on an annual basis only.

c. PARS-CODE (C) is assigned to postal headquarters at which postal
functions are assigned as a collateral duty and requires no report (examples
are FORSCOM, WESTCOM, EUCOM, PACOM, CINCLANT, etc). MACOM Postal management
headquarters (such as USAPGE, CINCUSNAVEUR, 4400/4401/6005/7025 AIRPS, POSTAL
GROUPS, Air Force postal detachments, FMFLANT, FMFPAC, COMNAVLOGPAC) however,
do report under PARS Code D.

3. REPORTING PROCEDURES. PARS reports will be submitted to MPSA-OP,
through your MACOM, by letter, unless MPSA specifically approves a request for
letter or message directly to MPSA. Reports must reach MPSA by the 30th of the
month following the end of the quarter. When a unit-level activity detects an
error after transmitting a report, that unit will submit a corrected report.
When a MACOM or comsolidating headquarters detects an error in a subordinate's
report, it may direct the unit to submit a corrected report or the MACOM may
submit the corrected report for the subordinate unit. Follow "Corrected Message
Format" figure 3-3. '

4. PREPARATION OF PARS REPORT. It is imperative that you use each line
of the letter format even though you may not have any data to report for that
particular line; i.e. if a postal unit sold no money orders for the quarter, do
not eliminate that line of the letter. Simply enter MONEY ORDERS SOLD: 0
VALUE: 0. If a line of a letter is deleted or left blank, our plans for optical
scanning won't work. Further, we have no way of determining whether data
should or should not be reported, other than to send a message requesting
clarification. This takes time and delays both the PARS report and other
reports which are compiled from the PARS data. If requirements for a particular
report are lines 1 thru 11 (first three quarters), complete all 11 lines. If
they are lines 1 thru 22; (Annual Report), complete all 22 lines. All required
lines must have some entry, even if that entry is 0.

5. Line-by-line descriptions for contents of letter and message formats
for both the Quarterly Report (Oct-Nov~Dec; Jan-Feb-Mar; and Apr-May-Jun), and
for the Annual Report (Jul-Aug-Sep) are contained in figure 3-4 (Quarterly
Report-letter format), figure 3-5 (Annual Report--letter format), figure 3-6
(Quarterly Report--messsge format), and figure 3-7 (Annual Report--message
format). Paragraph numbers refer to the exact paragraph entry in the report.

6. Letter formats, figures 3-4 and 3-5, may be reproduced locally. Form
letters may be completed using pen, pencil, (PRINT LEGIBLY) or typewriter.
Mail original to the headquarters designated for review and consolidation and
keep a carbon copy for MPO files. Once review and consolidation are completed
by the headquarters mail reports to the address below.

Headquarters,
Military Postal Service Agency
ATTN: MPSA-OP
Alexandria, VA 22331-0006
3-7
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CORRECTED PARS REPORT--MESSAGE FORMAT

FROM LINE: Enter your message or unit address.

TO LINE: EXEC DIR MIL POSTAL SVC AGCY ALEX VA//MPSA-OP/

INFO LINE: Enter your MACOM's message address (i.e CINCPACFLT, 7025AIRPS,

1ST PERSCOM, etc.).
CLASSIFICATION OF MESSAGE: UNCLASSIFIED
SUBJECT LINE: PARS CORRECTED REPORT

1. ALPHA-ID: (Enter Alpha-ID of unit making error.
in corrected reports).

3. STAMP SALES: 350 vice 340.

20. ENLISTED ASGD: 23 Vice 21.

Always include this line

NOTE: The numbers in the format are to correspond with the numbers of the line

of the letter or message format which is being corrected.

(ALPHA-ID) is included on each correction message; other lines are as required
to correct errors. Send all report corrections by message.

Figure 3-3 Corrected PARS Report--Message Format

Ensure the first line




|

QUARTERLY REPORT, LETTER FORMAT
(December, March, and June)

(1) ALPHA-ID: A three letter alpha code which MPSA issues to each MPO/MAO
when established. If you are not sure of your Alpha-ID, check with your MACOM.

(2) AS-OF-DATE: Is the last day of the quarter in which you are reporting
regardless of your last business day. Examples of your four "AS-OF-DATES" with
varying year date are listed below. Except for the year, these dates will not
change (i.e. 4th Qtr. 1987 as of date is 870930, 4th Qtr. 1988 as of date will
be 880930). Your "AS-OF-DATE" must be entered in year, month, day sequence
(870331) not 31MAR87, MAR 31 87, or 310387; also, NO SPACING BETWEEN NUMBERS
(i.e. no 87 03 31, 87-03-31, or 87/03/31). The last day of business does not
determine the "AS-OF-DATE", the last day of the quarter will determine that

(i.e. if your last day of business is 870328 your "AS-OF-DATE" will still be
entered as 870331).

1ST QUARTER ~----~--- 871231 2ND QUARTER -------- 860331
(Oct ,Nov,Dec-~ending 31iDec87) (Jan,Feb,Mar--ending 31Mar86)
3RD QUARTER ~------- 890630 4TH QUARTER ---~---- 930930
(Apr,May,Jun-~ending 30Jun89) (Jul,Aug,Sep--ending 30Sep93)

Figure 3-4 Quarterly PARS Report--Letter Format

(3) MONEY ORDERS SOLD: VALUE: Use this line to report the total
number of money orders you sold and the total dollar value, ROUNDED OFF TO THE
NEAREST WHOLE DOLLAR. For example, M.0. sold were 565, actual dollar value was
$198,546.56 your entry would be MONEY ORDERS SOLD: 565 VALUE: 198547. Notice
that the entry has NO LEADING ZEROES (0006 for 6), NO DOLLAR SIGNS ($), NO
DECIMALS (.), and NO COMMAS (,). The computer format requires a certain number
of alpha or numeric characters. It will accept none of those symbols, also N/A
cannot be used to indicate "none" use a numerical zero.

(4) MONEY ORDERS CASHED: VALUE: This line follows the same format
as line 3, except it covers the total money orders cashed and the total dollar
value, ROUNDED OFF TO THE NEAREST WHOLE DOLLAR, for the quarter. For example,
if you cashed 3 M.0.s, with an actual dollar value of $2000.09, then your entry
would be MONEY ORDERS CASHED: 3 VALUE: 2000.

(5) VALUE STAMP SALES: Use this line to report the total stamp sales by
each MPO and its units (to include MAOs and their units), regardless whether or
not the COPE is at a different MPO number.

A. Consider the following possible factors:

(1) Do not double count figures (i.e., do not count COPE sales to
an MPO reporting on its own).

(2) 1f a COPE does not sell to other MPOs/MAOs who report separately,
they can merely report the total sales to clerks and local units.

Figure 3-4 (Continued)
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(3) Do not report fixed or flex credit amounts, report stamp
sales only.

(4) Include COPE sales directly to any local activities such as
banks, credit unions, clubs, and stamp vending machines.

B. ROUND OFF ALL DOLLAR AMOUNTS TO THE NEAREST WHOLE DOLLAR. For
example, stamp sales were $62,000.51 your entry would be VALUE STAMP SALES:
62001. This entry also applies to non-DoD postal operations, such as embassies
and consulates, even if they obtain their stamps from co-op funds or any other
source than USPS fixed credits from a postmaster. For any stamp sales in this
category (mostly embassies not staffed by full time military personnel), enter
an X immediately after each dollar amount (SALES: 3200X). Remember the X is
only for non-USPS fixed credits stamp sales.

C. The main purpose of this type of reporting is to merge with claims
data USPS maintains and statistical coorelation to point out "high" and "low"
activities in relationship to their claims volume. USPS maintains their data by
zip to/from, not by COPE location, since they can be different.

(6) NUMBER POSTAGE METERS: SALES: Use this line to report the actual
number of USPS postage meters assigned and operated by your post office workers,
whether you are currently using the meters or not. It is also for the dollar
amount of meter sales, ROUNDED OFF TO THE NEAREST WHOLE DOLLAR (i.e. if your
post office has no postage meters your entry would be NUMBER POSTAGE METERS: 0
SALES: 0).

(7) NUMBER CONTRACT METERS: SALES: Use this line to report the total
number of contract or company-owned meters on which your post office sets
postage (normally at exchange mail order warehouses, banks, credit unions, etc.)
and the dollar amount of sales from those meters, ROUNDED OFF TO THE NEAREST
WHOLE DOLLAR.

(8) NUMBER OFFICIAL METERS: __ SALES: Use this line to report the total
number of DoD meters (for official postage) that your post office resets, and
the dollar amount of sales from those meters, ROUNDED OFF TO THE NEAREST WHOLE
DOLLAR. .

(9) NUMBER REGISTERED PIECES ACCEPTED: Use this line to report the total
pieces of mail your post office accepts for registration (i.e. accepted via PS
Form 3877, Firm Registration Book or PS Form 3806, Receipt For Registered Mail).

(10) NUMBERED INSURED PIECES ACCEPTED: Use this line to report the total
number of numbered insured articles your post office accepts on PS Form 3813P,
Domestic and International Insured Receipt.

(11) .UNNUMBERED INSURED PIECES ACCEPTED: Use this line to report the
total quantity of unnumbered insured articles your post office accepts on PS
Form 3813, Insured Mail Receipt.

Flgure 3-4 (Continued)
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“

QUARTERLY PARS REPORT

. (1 Jan to 31 Mar; 1 Apr to 30 Jun; and 1 Oct to 31 Dec; not for 1 Jul to 30 Sep)
FROM:

TO: EXECUTIVE DIRECTOR, MILITARY POSTAL SERVICE AGENCY, ATTN: MPSA-OP,
ALEXANDRIA, VA 22331-0006

THRU:

SUBJECT: POSTAL ACTIVITY REPORTING SYSTEM (PARS)

1. ALPHA-ID:

2. AS-OF-DATE:

3. MONEY ORDERS SOLD: VALUE:
4. MONEY ORDER CASHED: VALUE:
5. VALUE STAMP SALES:

6. NUMBER POSTAGE METERS: SALES:
7. NUMBER CONTRACT METERS: SALES:
8. NUMBER OFFICIAL METERS: SALES:
9. NUMBER REGISTERED PIECES ACCEPTED:
10. NUMBERED INSURED PIECES ACCEPTED:

11. UNNUMBERED INSURED PIECES ACCEPTED:

COPE SIGNATURE
O THIS FORM MAY BE REPRODUCED AND COMPLETED USING PEN, PENCIL, OR TYPEWRITTEN
MAIL ORIGINAL TO YOUR MACOM OR POSTAL HEADQUARTERS, FOR REVIEW AND CONSOLIDA-
TION FOR MAILING TO MPSA. KEEP A COPY FOR MPO FILES.

REPORTING UNITS ARE AUTHORIZED TO ADD ADDITIONAL LINES AFTER LINE 11 TO REPORT
DATA FOR MACOM USE ONLY, IF SO DIRECTED BY THEIR MACOM.

Figure 3-4 (Continued)
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ANNUAL REPORT, LETTER FORMAT
(September)

The fourth quarter report will follow the format as shown in figure 3-5
for lines 1 thru 11, adding an additional 11 lines (lines 12 thru 22) to report
population served and post office manning levels.

(12) MILITARY SPONSORS: DEPENDENTS: Use the first blank to
report the total number of active duty military your post office serves on a
regular basis, in excess of 60 days, regardless of their branch of service.
Although it may be difficult to capture data on those personnel on long term
TAD/TDY (over 60 days, but not PCS), try to be as accurate as possible remem-
bering the criteria is mail delivery to them, and never their appearance at a
window for stamps, parcels, or other services. Use the second blank to report
the total number of dependents of military sponsors.

(13) DoD CIVILIAN SPONSORS: DEPENDENTS: Use the first blank to
report the total number of DoD Civilian sponsors your post office serves on a
regular basis, in excess of 60 days. Try to eliminate double reporting if a
civilian employee (DoD school teacher, for example) has MPO privileges by virtue
of also being a dependent. In this example, count on line 12, not here on line
13. Use the second blank to report the total number of dependents of DoD Civilian
sponsors.

(14) U.S. CONTRACTORS: DEPENDENTS: Use the first blank to report
the total number of U.S. contractor spomnsors your post office serves on a regular
basis, in excess of 60 days. Use the second blank to report the total number of
dependents of U.S. contractor sponsors.

(15) STATE DEPARTMENT: DEPENDENTS: Use the first blank to report
the total number of State Department sponsors your post office serves on a
regular basis, in excess of 60 days. Use the second blank to report the total
number of dependents of State Department sponsors.

(16) OTHER U.S. GOVERNMENT EMPLOYEES: DEPENDENTS: Use the first
blank to report the total number of other U.S. Government employee sponsors your
post office serves on a regular basis, in excess of 60 days, (i.e. Drug Enforce-
ment Agency personnel, Treasury agents, U.S. Customs agents, Department of
Agriculture, etc.). Use the second blank to report the total number of dependents
of U.S.Government employee sponsors.

(17) RETIREES: DEPENDENTS: Use the first blank to report the
total number of retirees your post office serves on a regular basis. A retiree
could have privileges by virtue of both retirement and employment as a DoD
civilian. In this case count under DoD civilian sponsor category (line 13), and
do not recount here. Include surviving widows/widowers in this category. Use
the second blank to report the total number of dependents of retired personnel.

Figure 3-5 (Continued)
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(18) INTRANSIT PERSONNEL: Use this line to report the total number of
personnel your post office serves for a period not to exceed 60 days, (i.e.
TDY/TAD, LEAVE, FLEET VISITS, etc.). It is for mail receipt only, not for
mailings at a window by TAD/TDY/on-leave personnel.

(19) OFFICERS AUTH: ASGD: Use this line to report the total num-
ber of officers authorized and assigned, who actually work in the post office,
based on your official manpower authorization document.

(20) ENLISTED AUTH: ASGD: Use this line to report the above
information for enlisted personnel.

(21) U.S. CIVILIANS AUTH: __ ASGD: Use this line to report the above
information for U.S. civilian employees.

(22) TFOREIGN AUTH: ASGD: Use this line to report the above
information for foreign/local national employees.

NOTE: The 4th Quarter and Annual report is a combined report. It is not
necessary to submit 2 separate reports. Lines 1 thru 11 of the report will
include only the actual business information for the 4th quarter, not the
cumulative business conducted for the 1st, 2nd, 3rd, and 4th quarters. Lines 12
thru 22 will include information which is representative of any given day or
days in September.

Figure 3-5 (Continued)
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ANNUAL PARS REPORT
(1 Jul to 30 Sep Report Only)
FROM:

TO: EXECUTIVE DIRECTOR, MILITARY POSTAL SERVICE AGENCY, ATTN: MPSA-OP,
ALEXANDRIA, VA 22331-0006

THRU:

SUBJECT: POSTAL ACTIVITY REPORTING SYSTEM (PARS)

1. ALPAH-ID:

2. AS-0OF-DATE:

3. MONEY ORDERS SOLD: VALUE:

4. MONEY ORDER CASHED: VALUE:

5. VALUE STAMP SALES:

6. NUMBER POSTAGE METERS: SALES:
7. NUMBER CONTRACT METERS: SALES:
8. NUMBER OFFICIAL METERS: SALES:
9. NUMBER REGISTERED PIECES ACCEPTED:

10. NUMBERED INSURED PIECES ACCEPTED:
11. UNNUMBERED INSURED PIECES ACCEPTED:

12. MILITARY SPONSORS: DEPENDENTS :
13. DOD CIVILIAN SPONSORS: DEPENDENTS :
14. U.S. CONTRACTORS: DEPENDENTS :
15. STATE DEPARTMENT: DEPENDENTS :
16. OTHER U.S. GOVERNMENT EMPLOYEES: DEPENDENTS :
17. RETIREES: DEPENDENTS :
18. INTRANSIT PERSONNEL:

19. OFFICERS AUTHORIZED: ASSIGNED:
20. ENLISTED AUTHORIZED: ASSIGNED:
21. U.S. CIVILIANS AUTHORIZED: ASSIGNED:
22. FOREIGN AUTHORIZED: ASSIGNED:

COPE SIGNATURE
THIS FORM MAY BE REPRODUCED AND COMPLETED USING PEN, PENCIL, OR TYPEWRITTEN
MAIL ORIGINAL TO YOUR MACOM OR POSTAL HEADQUARTERS, FOR REVIEW AND CONSOLIDATION
FOR MAILING TO MPSA. KEEP A COPY FOR MPO FILES.

REPORTING UNITS ARE AUTHORIZED TO ADD ADDITIONAL LINES AFTER LINE 22 TO REPORT
DATA FOR MACOM USE ONLY, IF SO DIRECTED BY THEIR MACOM.

Figure 3-5 (Continued)
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QUARTERLY REPORT, MESSAGE FORMAT (prior MPSA approval only)

. If the electronic message format is to be used, type, "IT" in the "LMF"
block of the message form. If message centers cannot transmit via this mode,
leave the "LMF" block blank. MACOMs or postal headquarters will be an info
addressee on all reports. The top part of the message is as follows:

(1)
(2)

3)
7025AIRPS,

(4)
(5)
(6)

FROM LINE: Enter your message or unit address.
TO LINE: EXEC DIR MIL POSTAL SVC AGCY ALEX VA//MPSA-OP//

INFO LINE: Enter your MACOM's message address (i.e. CINCPACFLT,
1ST PERSCOM, etc.)

CLASSIFICATION OF MESSAGE: Unclassified.
SUBJECT: PARS

TEXT: Follow the instructions for letter format figure 3-4.

Figure 3-6 Quarterly PARS Report-Message Format
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ANNUAL REPORT, MESSAGE FORMAT (prior MPSA approval only)

If the electronic message format is to be used type, "TT" in the "LMF"
block of the message form. If message centers cannot transmit via this mode,
leave the "LMF" block blank. MACOMs or postal headquarters will be an info
addressee on all reports. The top part of the message is as follows:

(1) FROM LINE: Enter your message or unit address.

(2) TO LINE: EXEC DIR MIL POSTAL SVC AGCY ALEX VA//MPSA-OP//

(3) INFO LINE: Enter your MACOM's message address (i.e. CINCPACFLT,
7025AIRPS, 1ST PERSCOM, etc.)

(4) CLASSIFICATION OF MESSAGE: Unclassified.
(5) SUBJECT: PARS

(6) TEXT: Follow the instructions for letter format

Figure 3-7 Annual PARS Report-Message Format
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JOINT MESSAGEFORM R NCLASSTFIED
PAGE | DYGMELEASER YIME PRECEDENCE CLASS SPECAT LME CIC ORIGMSG IDENT
- H 3 T ] !
N1, 02 [ " RR [ RR| uuuu TT OR LEAVE BLANK |—
je0cOx MESSAGE MANDLING INSTRUCTIONS

FROM:YQUR MESSAGE ADDRESS
TO:EXEC DIR MIL POSTAL SVC AGCY ALEXANDRIA VA//MPSA-0P//

INFO YOUR POSTAL HEADQUARTERS/MACOM MESSAGE ADDRESS

NCLAS
tUBJ: PARS
L. ALPHA-ID: YOQUR ALPHA-ID ONLY
2. AS OF DATE: LAST DATE OF THE QUARTER IN WHICH YOU ARE REPORTING
3. M.0. S0: VAL:
Y. N.0. CA: VAL:
5. VAL STA SA:
L. NUM POS MET: SA:
7. NUM CON MET: SA:
4. NUM OFF MET:
9. NUM REG ACC:
L,0. NUM INS ACC:
. UNNUM INS ACC:

L2. MIL SPON: DEP:
3. DOD (Iv: DEP:
L4. US CON: DEP:
%i-m. STA DEPT: DEP:
[DRAFTER TVPED WAME, TITLE, OFFIE SYMBOL, PHONE SPECIAL INSTRUCTIONS
8 [ TVPED NAME, TITLE, OFFICE SYMBOL AND PHONE
% —— HUONCUASSTFIED |
Db,m17312 (OCR) W‘mm'ﬁ‘&%e 3-7
3-19
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SECURITY CLASSIFICATION
JOINT MESSAGEFORM UNCLASSIFIED
PAGE DYGRELEASER TIME PRECEDENCE CLASS SPECAT LMF CiC ORIGMSG IDENT

— DATE-TIME _LJONTN YR ACT INFO
Tlo2ee 02 7] RR | RR| uuuu TT Of LEAVE BLANK

fsoox MESSAGE HANDLING INSTRUCTIONS

k. OT USG: DEP:

1?. RET: DEP:

L8. INTRANSIT:

19. OFF AUTH: ASGD:
0. ENL AUTH: ASGD:
2k. US (CIV AUTH: ASGD:
¢2. FOR AUTH: ASGD:

NOTE: MACOMS MAY DIRECT THEIR UNITS TO ADD SPECIFIC DATA FOR MACOM

USE- BY ADDING ADDITIONAL LINES 23. 24+ 25+ ETC.

6
S
4
3
2
1
0
IDlSTRe
. T , YMBOL, SPECIAL 1{
& | TVPED WAME, TITLE, OFFICE SYMBOL AN PHONE
k HGNATURE SECURITY CLASSIFICATION DATE Twat GROUP
l UNCLASSIFIED
oo‘mns/z (OCR) PREVIOUS EOITION IS OSSOLETE.

Figure 3-7 {(ontinued}
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VOLUME 1

‘II' CHAPTER 4

SELECTION AND DESIGNATION OF MILITARY POST OFFICE PERSONNEL

400. PURPOSE. This chapter provides procedural guidance and policy for the
selection, designation, and termination of military post office personnel.
Instructions on the direct hire of U.S. and local national civilians for overseas
MPOs also are provided.

401. BACKGROUND. 39 U.S.C. 406 (reference (b)) requires that Armed Forces
postal clerks, to include DoD and Foreign National civilians, be designated
before assuming postal duties. To satisfy this requirement, personnel working
in a postal activity who handle postal effects or process accountable mail
shall be designated as Postal Clerk (PC), Custodian of Postal Effects (COPE),
or Postal Finance officer (PFO).

402. QUALIFICATION, SELECTION, AND ASSIGNMENT OF POSTAL PERSONNEL

1. Personnel who perform postal duties must be loyal, trustworthy, and
honest. By agreement between the USPS and the Department of Defense, personnel
of questionable integrity may not be assigned to duties in MPOs, mailrooms,
mail terminals, or other postal facilities.

2. Military personnel designated as PCs, COPEs, or PFOs shall meet the
following qualifications:

0 a. Have no record of:
(1) Conviction by court martial.

(2) Punishment under Article 15 (reference (p)), involving a
postal-related incident.

(3) Civilian conviction other than minor traffic violationms.

b. Have no record of derogatory information or unfavorable conduct
that casts doubt on the military member's trustworthiness and honesty.

c. Possess high moral standards and excellent military bearing.

d. Have no history of psychiatric disorder, alcoholism, or drug
abuse, unless a medical evaluation determines the condition no longer exists.

e. Be financially respomnsible.

f. Not have been relieved previously for cause or criminal convic-
tions from military postal duties.




g. Be a U.S. citizen and be eligible for a SECRET clearance (a fa-
vorable Entrance National Agency Check (ENTNAC) or National Agency Check (NAC)
is on file) if required to handle official registered mail.

h. Not have physical restrictions prohibiting duty involving pro-
longed standing, walking, or lifting of weights up to 70 pounds.

i. Have a physical profile serial code (PULHES) of 211221.

3. The above basic requirements, as outlined by the USPS-DoD Postal
Agreement (reference (e)) and expanded upon by MPSA apply to all Military
Services. However, they are not intended as an all-inclusive list of qualifi-
cations for selection to a Military Service career field. In addition to
the above criteria, each Military Service is responsible for developing its own
selection qualifications to incorporate unique career field or duty classifi-
cation requirements.

4. U.S. civilian personnel and Foreign Nationals also must meet the
above basic criteria, to be designated as PCs, COPEs, or PFOs.

5. Military personnel selected for postal duties who have no previous
postal experience should be scheduled to attend a postal course before assuming
postal assignment. Personnel selected for key postal positions shall receive
training before assuming duties. Training shall emphasize the importance of
the postal service and the need to follow established policies and procedures.
The MPS is dependent on well trained, motivated, and reliable person:s:].

403. DESIGNATION PROCEDURES

1. Designation of PCs, COPEs, and PFOs. Commanders having command
authority over military postal activities or their designated representatives
are authorized to designate PCs, COPEs, and PFOs in accordance with the qualif-
ications and requirements listed in paragraph 402, above. Designated personnel
shall be advised of their responsibilities and obligations in handling postal
funds and mail. Designation shall be formalized using DD Form 2257, "Designa-
tion Termination PC-COPE-PFO," as shown in figure 4-1. A change from one
designation to another, such as from PC to COPE, shall require redesignation.
If personnel to be designated are not located at the same place as the respons-
ible commander, designation may be completed administratively through the mail.
The designee shall sign the acknowledgement, and the DD Form 2257 shall be
forwarded to the commander for approval and signature. DD Form 2257 shall be
completed in enough copies for distribution as shown t2low. Additional copies
and distribution instructions may be issued by major commands. FEach designee
shall also be issued a single DD Form 285, to identify him or her as a member
of the MPS signed by the appointing official (See Figure 4-2). The appointing
official shall also sign DD Form 2257. For additional Navy and Marine Corps
requirements, see paragraph 403.2. The DD Form 285 shall be postmarked in
block 10 with the all-purpose date stamp (APDS) of the MPO to which the indi-
vidual is assigned. Provisions of Volume II, Chapter three, Paragraphs 303 and
305, do not apply to DD Form 285 issued to MPS personnel.

a. PCs (Navy and Marine Corps see paragraph 403.2 for additional
instructions on designation of PCs).
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(1) Original in postal activity (Army and Air Force)
(2) Copy to individual (DD Form 285)
b. COPEs, and PFOs (all Military Services)
(1) Original in postal activity files.
(2) Copy to individual (DD Form 285 only).
(3) Copy to source of accountable paper (COPEs and PFOs only).

2. Designation of Navy and Marine Corps Personnel. Navy and Marine Corps

PC designations shall be retained and carried forward for each reenlistment

and shall remain in effect during the service member's entire period of con-
tinuous active duty unless otherwise revoked. However, DD Form 285 shall be
issued by the command to which assigned and shall be revoked when the service
member is reassigned to a new duty station. Navy and Marine Corps personnel
meeting all career field entry requirements shall have their PC designaticas
documented as follows:

a. KNavy. An original page 13 entry shall be made to show the desig-
ree, designating official, and effective date. The page 13 entry and the
original copy of DD Form 2257 shall be filed in the member's field service
record.

b. Marine Corps. The original DD Form 2257 shall be forwarded to the
Commandant of the Marine Corps (Code MHP-50) for inclusion in the member's master
service record. A copy of the designation also shall be filed in the member's
field service record.

3. Designation of Temporary COPEs and PFOs.

a. Fixed Credits. In a case of a temporary absence of the COPE or
PFO (over 5 consecutive working days, but less than 31 total days) another
qualified person shall be designated, by issuance of DD Form 2257, as a temporary
COPE (figure 4-3). The required quantities of accountable paper, funds, money
orders, and equipment shall be transferred to the temporary COPE to operate the
facility during the period of the absence. PS Form 3369, "Consigned Credit
Receipt," for stamps and funds and DD Form 885, "Money Order Control Record,"
for MOs and PS Form 1590, "Supply and Equipment Receipt," shall be exchanged
between the two members. The original copy of the temporary designation shall
be retained in the activities file and one copy provided to the designee. Upon
return of the COPE, the temporary designation shall be terminated and the
exchange of PS Form 3369 and DD Form 885 repeated.

b. Flexible Credits. If the COPE or PFO is absent from 3 to 5
consecutive 7ays, a message shall be forwarded to the appropriate JMPA (New York
or San Fransico) requesting the serving postmaster be notified that no requisi-
tions or remittances will be forwarded during the specified time frame. If the
absence is greater than 5 consecutive workdays, a new COPE or PFO shall be
designated.
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404. SPECIAL DESIGNATION OF MPO PERSONNEL IN AREAS WHERE USPS OPERATES

1. COPEs and PCs may be selected and designated to operate postal .
finance units at CONUS land-based postal facilities and other areas where the
USPS operates. The following procedures and limitations apply:

a. Requests shall be submitted in writing to MPSA for apprcval.
b. Purpose shall be one or more of the following:

(1) Augmenting the USPS for short periods when unusual circum-
stances prevail and USPS cannot provide adequate service.

(2) Assisting in providing postal operations involving maneuvers
and field exercises in isolated locations where USPS cannot provide adequate
service.

c. On-the-job training (OJT) must be provided to personnel assigned
to military reserve postal units.

2. Approval to operate military postal finance units in areas where USPS
operates is necessary for each installation. Authority, once granted, remains
effective indefinitely at the installation, provided:

a. The installation retains the mission to train military reserve
postal personnel.

b. Personnel selected for such training are qualified members of the
military reserve postal activities.

3. A COPE is designated in accordance with paragraph 403 when postal
financial transactions are conducted.

405. TERMINATING DESIGNATIONS

1. Individual designations shall be terminated by a designating author-
ity using DD Form 2257 for the following reasons:

a. Change from one designation to another, such as from PC to COPE
(Army and Air Force only) or from COPE to PFO.

b. Reassigned Lo a new duty location, if the MPO number changes
(Army and Air Force).

c. Reassignment to duties other than postal.
d. Termination of enlisted military service.

e. Convicted of a crime, such as theft or an offense of moral
turpitude.

f. Relieved from postal duties for cause; for example, loss of
postal effects through fraud or intent to defraud, negligence, mismanagement,

or other serious irregularities. .’
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2. Responsible commanders may terminate designations for the following
reasons:

a. Consistent overages or shortages in account audits.

b. Failure by the member to show required progress in training
programs established by each Military Service.

3. Procedures and authority for, and distribution of, termination
actions shall be the same as shown in paragraphs 403.1 and 403.2. The MPO
copy shall be retained in MPO files for 2 years from the termination date,
then destroyed. The member's DD Form 285 shall be withdrawn and destroyed.

4. Military or civilian personnel who are relieved for reasons provided
in paragraphs 405.1.e or 405.1.f shall not be considered eligible for further
postal assignments or positions. Commanders relieving such personnel from
postal duties shall coordinate this action with persomnnel offices to ensure
personnel records are properly annotated to prevent reassignment to postal
duties.

5. It is mandatory that the person whose designation is being terminated
cease all postal duties by the effective date of revocation.

6. If it becomes necessary to terminate a COPE and no qualified relief
is immediately available to continue operation of the post office, the nostal
effects and funds shall be placed in the custody of a commissioned cr w.rrant
officer designated by the responsible commander. In addition, operari. = shall
be suspended until a designated replacement COPE is in position. See CLi.pter
1, paragraph 109.4 for procedures for suspending service. If possible, the
COPE being relieved shall be provided receipts to document the transfer.

4-5




DESIGNATION/TERMINATION MPC-FPC-CQPE-PFO

T0: (Use compiete address) FROM: (Use complete address)
' 228TH AG Company
228th AG Company :
APO New York 09757 APO New York 09757
DESIGNATION

THE INDIVIOUAL NAMED BELOW IS DESIGNATED: [x3X MILITARY POSTAL CLERK (MILITARY)

: FINANCIAL POSTAL CLERK (CIVILIAN)
CUSTODIAN OF POSTAL EFFECTS
POSTAL FINANCE OFFICER

NAME: (Last, First, MI) (Typed or printed) PAY GRADE: BRANCH OF SERVICE:
L _Sot USA

—SMITH, ERANK
ACTIVITY FOR WHICH DESIGNATED: .5, 09757

| acknowlodge my designation as shown ahove, and shall faithfully discharge the duties associated with this

designation. | aiso agree to obey el laws and regufations estabfished by the United States Postal Service
end the Department of Defense.

.
/ 88 May 25

Signature of Designee Date: (Yr, Mo, Day)
TYPED/PRINTED NAME OF DESIGNATING PAY GRADE]S{GNATURE: .
OFFICIAL: (Last, First, MI) g

DUTY TITLE: ¥
Post , James R. Capt Postal Officer

TERMINATION

THE ABOVE DESIGNATION IS TERMINATED EFFECTIVE (Yr, Mo, Day):

REASON FOR TERMINATION (EXPLAIN IN DETAIL):

TYPED/PRINTED NAME OF TERMINATING PAY GRADE] SIGNATURE:
OFFICIAL: {Last, First, MI)

DUTY TITLE:

00 FORM 2257 Replaces AF Form 1848
82 JAN Previous Edition is obsolets

Figure 4-1. Sample of a Completed DD Form 2257
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APPUINTMENT OF MILITARY POSTAL CLERK, 1. DATE EFFECTIVE 2. DATE REVOKED
UNIT MAIL CLERK OR MAIL ORDERLY
(See Instructions on Reverse) 27 May 88

3. NAME OF APPOINTEE ( Last, First, Middle Initial) -

SHAW, DAVID R.
4. NAME OR GRADE 5.$SAN 6. TITLE OF APPOINTEE

SFC 226~78-1658 Postal Clerk

7. ORGANIZATION / ACTIVITY 8. APO, MPO, OR CONUS INSTALLATION

228th AG Company -
- WAL AUTHORIZED TO RECEIVE
(Check and Initial)
OFFICIAL (Ezcept accountable)

{Except accountable, SFICN POUCHES ONLY

O
F
< (m
e LA LV
DD o™ 285
LT N
' Figure 4-2. Completed DD Form 285 (Appointment of Postal Clerk)
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DESIGNATION/TERMINATION MPC-FPC-COPE-PFQ
TO: (Use complete address)

FROM: (Use complete address)
any 228t AG Cempeany
APD Hew York 04737 APC New York C9757

DESIGNATICN
THE INDIVIDUAL NAMED 3cLOW IS DESIGNATED:

MILTARY PCSTAL CLERK (MILITARY)
FINANCIAL POSTAL CLERK {CIVILIAN)
X | CUSTODIAN CF POSTAL EFFECTS

POSTAL FINAMCE OFFICER
NAME: (Last, First, MI) (Typed or printed) PAY GRADE: SRANCH OF SERVICE:
&RVEY, RIBEZET T, joige) TS irmy
ACTIVITY FOR WHICH DESIGNATED: AFO 1Y J¢7%7 ‘
! acknowledge my dasignation as shown above, and shail faithfuily discharge the duties associated with this

designation. | also agree to obey all !aws and ragulations estztlished by the United Stztes Pos:al Service and
the Depariment of Defanse.

Signature of Desigﬁi

TYPED:PRINTED NAME OF DESIGNA _WGRADE
OFFICIAL: (Last, First, M)

—~ [P
PR =
l PPN o

~
s somlo U,

€.y

TERMINATICN
THE ABOVE DESIGNATION IS TERMINATED EFFECTIVE (Yr, Mo, Day):
REASON FOR TERMINATION (EXPLAIN IN DETAIL):

TYPED/PRINTED MAME OF TERMINATING PAY GRADE | SIGNATURE:
OFFICIAL: (Last, First, M)

DUTY TITLE:
DD Form 2257, JAM 82

Acplices AF Forin 1023, dug 6. whih 5 Lpsaien

[E R EN

Figure 4-3. Sample of a Completed DD Form 2257 for
Temporary COPE
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VOLUME I

“II’ CHAPTER 5

POSTAGE STOCK

500. PURPOSE. This chapter regulates the procurement, sale, and accountability
of postage stamps and stamped paper.

501. GENERAL.

1. Stamp Stock. Hereafter, stamp stock is referred to as stock and is
advanced on a flexible credit basis to a PFO by an accountable postmaster.
Stock may be advanced on a fixed or flexible basis to a COPE by a PFO or an
accountable postmaster. Only persons properly designated as COPEs, or PCs are
authorized to sell stock or operate postage meters. PFOs and COPEs receiving
stock directly from an accountable postmaster shall order stock from the
designated source of supply as shown below:

Postal Activity Postmaster
09XXX New York
34XXX
96XXX San Francisco
98XXX
2. Remittances. Throughout this chapter, the term "remittances" refers
° to a check, MO, paid USPS MO, or cash.

a. Authorized methods for remitting funds are:

(1) Check issued by a recognized check-issuing facility.
(2) No-Fee Postal MO. (See Chapter 7, paragraph 706.5)
(3) Nonpostal MO.

(4) Paid USPS MO.

(5) Travelers Checks. (See paragraph 501.9)

(6) Personal Checks. (See paragraph 501.8)

(7) Cash (If checks and MOs are not available)

b. Remittances containing a check or MO shall be submitted using
first-class USPS indicia mail. All remittance checks shall be postmarked
legibly on the reverse so the remitting post office can be identified. Requis-
itions between COPEs and PFOs may be made utilizing first-class, USPS indicia
mail.

c. Remittances containing cash shall not be sent to any USPS
facility. (See Chapter 7, paragraph 709.4.h).
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d. Remittances mailed between postal clerks, COPES, and PFOs con-
taining cash or paid USPS MOs shall be submitted using registered USPS
indicia mail. All cash remittances shall be witnessed. They shall be double
wrapped with loose coins taped to paper or cardboard. The inner envelope shall
be marked with the amount of cash enclosed and annotated with "OPEN IN THE
PRESENCE OF A WITNESS."

3. Witnesses. When actions pertaining to postage stock and meter
accounts require a witness and the postal activity is operated by one clerk,
prior arrangements shall be made with a local unit or installation commander to
provide such a witness. Under unusual circumstances and only when approved by
responsible commanders or their designated representative, the phrase "no
witness available" (NWA) may be used instead of a witness' signature. Every
effort shall be made to obtain a witness because of the possibility of a
clerk's personal liability when there are discrepancies.

4. U.S. Installations. At installations in the United States where USPS
operates and where, as an approved exception (see Volume II, Chapter 2), stock
is sold by military personnel, these instructions shall be followed unless in
conflict with instructions issued by the accountable postmaster.

5. Determining Amount of Initial MPO Credit

a. As a general guide for newly established MPOs, calculate a
minimum of $5 per sponsor when requesting initial fixed credits. The following
variables may require larger or smaller amounts and shall be considered in
determining the initial credit:

(1) Transit times between the MPO and the source of supply.
(2) Availability of a postage meter machine.

(3) Fluctuations in population served, such as mobile units and
temporary duties (TDYs for Army/Air Force) and (TADs for Navy/Marine Corps).

(4) Facilities and equipment for the protection of the stock.
(5) At-sea operations.
b. If a meter is not available, a minimum credit of $2,000 shall be
established. This amount shall provide sufficient stocks of various

denominations.

6. Christmas Stock

a. Each year during the September-October time frame, USPS announces
availability and sale dates of Christmas stamps. COPEs shall review PBs for the
announcement and, when it appears, shall order Christmas stock.

(1) Postal activities ordering direct from the Postmaster, New
York, or Postmaster, San Francisco, shall comply with the instructions contained
in the PB announcing the Christmas stock.

(2) PFOs shall establish policy regarding the issue of Christmas
stock to the MPOs they service.
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b. If a fixed credit needs to be increased to accomodate additional
Christmas stock, submit the request to the source of supply through the
. responsible commander. This shall be accomplished as soon as the PB announcement
is received. Procedures outlined in paragraphs 502.3.c and 502.4.c, apply when
increasing and decreasing fixed credits for Christmas sales. The credit shall
] be decreased to the normal stock level before 31 January.

7. Accountable Postmaster Addresses. Addresses to be used when contacting
accountabl> postmasters for transactions pertaining to fixed and flexible
credits are provided in tables 5-1 and 5-2, respectively.

8. Acceptance of Personal Checks. When authorized by the postal commander,
(See Chapter 9, paragraph 910) postal clerks may accept personal checks for
the purchase of all postal services except COD's and Money Orders.

a. Checks will be accepted only for the exact amount of purchase.
Change will not be given.

b. Checks must be made payable to the accountable postmaster.

c. Clerks are responsible to ensure the following information is
recorded on each check and may be held pecuniarily liable for the value of the
check should they fail to do so.

(1) Name (Of Sponsor).

(2) Rank (Of Sponsor).

. (3) SSN (Of Sponsor).

(4) Organization (Of Sponsor).

(5) Mailing Address of Writer/Sponsor.
(6) Duty Phone (Of Sponsor).

(7) Home Phone (Of Sponsor).

d. Personal Check Acceptance Procedures: Prior to accepting parcels/
selling postage, the postal clerk (PC) shall ask the patron if he/she will be
paying by check. If the purchase is to be made by check, the clerk will then
ask the patron for his/her identification card (ID). The PC will then check
the social security number (SSN) on the card against the AAFES (Army & Air
Force Exchange) or NEX (Navy Exchange) returned check list. If the individ-
uals SSN is not listed, the clerk may accept the individual's personal check.

A government ID shall be required as a means of identification. When authorized
personnel are not issued official ID's, a U.S. passport may be used for iden-
tification. The passport number will be entered on the reverse of the check
when used. Only one form of identification is required. The postal clerk
accepting checks will endorse the reverse of the check:

(1) For deposit only to the account of the serving postmaster
(Postmaster New York or Postmaster San Francisco).
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(2) The account number of the accountable postmaster.

(3) Affix the all purpose dating stamp. ‘

(4) Affix his/her initials near the APDS impression.

e. Submission/Accounting for Personal Checks:

(1) At the conclusion of the business day, the postal clerk will
transfer all checks accepted to the COPE. Clerks will use accepted personal
checks to account for postage and postage meter sales. If accepted checks
exceed the amount required for meter sales, the clerk will list the excess
checks on PS Form 17 to requisition postage stock from the COPE.

(2) The COPE will prepare a business tape listing (adding machine
or calculator) of all accepted personal checks and the U.S. Treasury or Military
Banking Facility (MBF) check. An impression of the APDS and COPE's initials
must be affixed at the top of this tape.

(3) COPE's serviced by the Postmaster, New York, shall use accepted
personal checks to account (to the maximum extent) for postage meter sales.
These checks will be included in the daily postage meter remittance. Should
the total dollar amount of accepted personal checks exceed the total of the
meter remittance, the COPE shall retain only that amount which exceeds the

meter remittance and submit these checks with the next day's meter remittance.
The following items will be submitted via registered mail:

(a) USPS Form 3602-PO. .
(b) Business tape.
(c) Accepted personal checks.
(d) U.S. Treasury/MBF checks.
(e) Accepted Travelers checks.
NOTE: MPO's participating in Direct Deposit Program shall only remit a copy
of the Bank Deposit Slip and PS Form 3602-PO to Control Desk, General Accounting
Office, Room 3110, New York, NY 10199-9511.
(4) COPE's serviced by the Postmaster, San Francisco shall forward
the following items to Bank of America, Attn: Military Postal Accounts, P.O.
Box 702, San Francisco, Ca 94202 accompanied by a Bank of America deposit slip:
(a) Accepted personal checks.
(b) Accepted Travelers checks.
(c) U.S. Treasury/MBF check.

(d) Business tape.

NOTE: The total value of (a), (b), and (c) above, shall be included in the
amount reflected in AIC 752 (Cash Remitted) on PS Form 1412-B.
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501.9. ACCEPTANCE OF TRAVELERS CHECKS: Travelers Checks issued by well-known
established American firms or banks may be accepted in payment for all postal
charges and services as long as sufficient funds are available to provide
change to the customer. If funds are not available, advise the customer to
cash it at an Open Mess, military exchange, or MBF, or to return at a later
time when funds would be available.

A. The following procedures will apply to the acceptance of travelers
checks:

(1) The value of the travelers check may not be more than twice
the amount of purchase. For example do not accept a $50.00 travelers check
unless the purchase is at least $25.00.

(2) Accepting PCs will ensure that:

{a) The customer is authorized MPO services
(b) All travelers checks are made payable to "Disbursing

Officer U.S. Postal Service'". SECOND PARTY TRAVELERS CHECKS SHALL NOT BE
ACCEPTED.

(c) The customer's I.D. card number or, for authorized
personnel without I.D. cards, the U.S. Passport number, is entered on the
reverse of the check.

(d) The reverse of the check is endorsed "For deposit to
Disbursing Officer U.S. Postal Service". PCs shall affix the impression of
the APDS and initial next to it.

(3) PCs may be held pecuniarily liable for wrongful payment of
travelers checks. If the clerk suspects the check should not be accepted,
he or she may refuse to cash it and the decision may not be overuled.

B. Process travelers checks as follows:
(1) PCs at the end of the business day will:

(a) Use accepted travelers checks to the maximum extent
possible to account for money order sales.

(b) Use any remaining travelers checks to account for meter
sales or to requisition postage stock from the COPE.

(2) COPES will:

{(a) Consolidate all travelers checks from PCs and apply
them to the maximum extent possible toward the daily money order remittance
to the M.0.D.

(b) List the travelers checks by number on PS Form 6019,
Section II (See figure 7-4). If the total dollar amount for travelers checks
is less than the amount of remittance, use the remaining cash balance to




obtain a treasury or MBF check and list it along with the travelers checks
in Section II of the PS Form 6019.

502. FIXED CREDITS

1. Administration

a. Fixed credits shall be administered in accordance with USPS
directives as augmented by this chapter and instructions by the responsible
commander.

b. Retention of fixed credits in excess of $1,000 by window clerks
shall be authorized in writing by the responsible commander.

c. When conditions do not allow the COPE to properly protect postal
effects, such as shipboard operations, the responsible commander may designate
in writing a reserve custodian. In such cases, the COPE shall prepare PS Form
3369 "Consigned Credit Receipt," in duplicate to reflect the amount of fixed
credit to be transferred to the reserve custodian. The amount of credit to be
retained by the COPE shall be determined by the responsible commander based on
stock required to conduct day-to-day operations. The reserve custodian shall
sign both copies of the PS Form 3369, retain a copy, and return the original to
the COPE as a receipt. When this procedure is necessary, the portion of the
account retained by the COPE shall be comsidered as a working fixed credit as
prescribed in paragraph 502.5.a.(5). However, a separate PS Form 3369 is not
required. Audits shall be performed at the same interval as window clerk fixed
credit accounts (see Chapter 12).

d. When a COPE or clerk is relieved of an account, the full amount of
fixed credit shall be produced in stock, funds, evidence of requisitions in
transit, or receipts for funds and stock extended. The account shall be audited
and any overage shall be collected and remitted by the PFO or COPE, as
appropriate, to the source of supply and restitution or provision for
restitution of shortages shall be made at the time of audit.

e. Clerks shall be temporarily relieved of their accounts because of
a projected absence for a period of more than 5 consecutive workdays but less
than 31 total consecutive days and they shall be audited. Any overage within
tolerance limits shall be retained by the COPE and reissued to the clerk upon
return. Any shortase requires restitution at the time of audit. If immediate
restitution is not made, see Chapter 14, paragraph 1404.

f. Temporary absences of the COPE shall be handled as outlined in
Chapter 4, paragraph 403.3.

2. General Guidelines for Preparation of Requisitions and Replenishing
Stock

a. Requisitions shall be prepared on PS Form 17 and shall be numbered
in sequence beginning with number 1 each new fiscal year, (for example, 1-88).
Naval activities shall include their office identification number in addition to
the MPO number at the top of the PS Form 17. Requisitions from ships also shall
show the ship's name.
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b. Replenishment of stock from other than primary source of supply is
not allowed except in an emergency or by deployed Navy ships.

c. Fixed credits maintained at post office units shall be replenished
from the stock at the parent post office or the servicing PFO, as appropriate.

d. When remittance is by check or MO, annotate the PS Form 17 with
the serial number and the value. If cash is remitted, list the denominations
and amounts.

e. Prepare requisitions in the presence of a witness who shall be
required to sign the MPO copy of the PS Form 17. Open returned requisitions and
verify contents in the presence of a witness. When the requisition is for
establishment or increase of a fixed credit, resolve any discrepancies before
signing the enclosed PS Form 3369.

f. 1If an error in the returned requisition is found, it shall be
brought to the attention of the source of supply immediately and resolved. If a
shortage exists that cannot be adjusted immediately through coordination with
the source of supply, an investigation shall be conducted as outlined in
Chapter 14, paragraph 1408.

g. If the requisition is not received within the normal transit time,
notify the postmaster by message through the appropriate JMPA and request
status. If the postmaster acknowledges that the requisition has been shipped,
but it is not received after a reasonable transit time, notify the appropriate
JMPA and request tracer actions be initiated.

h. PBs periodically announce mew stock, indicating an effective date
of sale. When requisitioning these items, use a separate PS Form 17 for stock
of each different effective date.

3. Procedures Between the Custodian of Postal Effects and an Accountable
Postmaster

a. Obtaining an Initial Fixed Credit. After the MPO is established
and the amount of fixed credit is determined by the responsible commander, the
designated COPE shall obtain the initial fixed credit. The following actions
shall be completed:

(1) Submit two copies of PS Form 3369 (figure 5-1), indicating
the amount of fixed credit requests, two copies of PS Form 17 (figure 5-2) in
the amount shown on the PS Form 3369, and one copy of DD Form 2257 (see Chapter
4, paragraph 403.1.b.(3), to the source of accountable paper.

(2) After acknowledging the fixed credit and filling the stock
request, the accountable postmaster shall sign and forward the PS Form 3369 to
the COPE. The COPE shall verify that the correct stock is received, sign the PS
Form 3369, return the original to the accountable postmaster, and file the
duplicate in the MPO file. Resolve any discrepancies before signing the PS Form
3369.
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(3) If the initial fixed credit already has been pre-positioned
at the MPO, the COPE and a witness shall audit the stock. Upon verification
that the credit is correct, the COPE shall prepare three copies of PS Form 3369,
indicating the amount of fixed credit received, sign the forms and submit the
original and one copy with a copy of the audit to the accountable postmaster.
Resolve discrepancies before signing the PS Form 3369. Retain a suspense copy
of the PS Form 3369 until a signed copy is returned. When the signed copy is
received, file it in the MPO files and destroy the suspense copy. Note: PS
Forms 3369 shall be submitted by the COPE to the accountable postmaster not
later than the activation date of the MPO.

(4) WVhen an established fixed credit is transferred to a new
COPE, the procedure outlined in paragraph 502.3.a.(3) shall be followed. The
outgoing and incoming COPEs shall perform the audit. If a reserve custodian
maintains a portion of the stock, he or she shall participate in the audit.

b. Replenishing Stock. See paragraph 502.2 for general guidance for
submitting requisitions. Prepare requisitions in quadruplicate and send the
original and one copy and remittance to the address shown in rule 2, table 5-1.
Forward one copy to the address outlined in rule 1, table 5-1, and retain the
other copy of PS Form 17 in MPO files until the copy, accompanied by the filled
requisition is returned. Verify that the returned stock is correct and file the
returned PS Form 17 in MPO files. Destroy the suspense copy.

(1) Requisitions from MPOs served directly by postmasters shall
be submitted as follows:

(a) The check or MO shall be made payable to the postmaster
and shall be forwarded with the requisition {rule 2, table 5-1).

(b) When stock is being returned for redemption and
exchange, prepare four copies of PS Form 17 (figure 5-3). Forward two copies
with the returned stock by registered USPS indicia mail to the address listed
in rule 3, table 5-1. One copy of PS Form 17 covering the returned stock shall
be forwarded by first-class USPS indicia mail to the address listed in rule 1,
table 5-1. Retain one copy in the MPO file pending receipt of the exchange
stock. Requisitions for replenishment of stock shall be submitted separately
from requisitions for redemrtion and exchange.

(c) When stock is returned for any reasom, it shall be
submitted as shown in paragraph 502.3.b.(1) (b).

(d) International reply coupons (IRCs) shall be listed on PS
Form 17 (Return Stamps Column) and forwarded by registered USPS indicia mail to
the Accountable Paper Depository (rule 3, table 5-2). Submit reply coupons
separately from other requisitions. Also, submit U.S.-issued IRCs separately
from foreign-issued IRCs. (Refer to Part 392, IMM, (Reference (i)) to determine
the current value of TRCs.)

(2) COPEs shall order stock before cash on hand exceeds 25
percent of their fixed credit.
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c. Increasing or Decreasing Fixed Credits

(1) Requests for increases or decreases chall be submitted to the
accountable postmaster (rule 1, table 5-1). Increases and decreases shall be in
multiples of $500.

(2) Requests fer increases shall be in letter format stating the
amount desired, the new fixed credit resuliing therefrom, and the reason for the
request. Letters requesting increases shall reflect the date additional stock
is needed. Required enclosures t» the letter include:

(a) PS Forrm 17, in duplicate, listing the quantities and
denominatiors of stock desired to wake up the increas. of credit.

(b) PS Form 3369, in duplicate, reflecting the amount of the
new fixed credit. The accountable postmaster shall sign and return both copies
with the increase. Upon receipt of the increase, the COPE shali verify that it
is correct, sign the PS Form 3369, return the original to the accountable
postmaster, and file the duplicate in the MPO file. Resolve any discrepancies
before signing the PS Form 3369.

(3) Retain a copy of PS Form 17 and PS Form 3369 described above
in MPO files as suspense copies pending receipt of the increase.

(4) Requests for decreases shall be in letter format to the accoint-
able postmaster (rule 1, table 5-1). Letters shall state the amount of reduction
requested and the new fixed credit resulting therefrom. Required enclosuizs
to the letter shall include:

(a) Twe signed copies of PS Form 3369 indicating the new
credit to the accountable postmaster.

(b) VUndesired portion of fixed credit. Make checks payable
to Postmaster, New York (rule 1, table 5-1). When stock has to be returned
to accomplish a reduction in fixed credit, attach one copy of PS Form 17 covering
the returned stock. Unless circumstances require otherwise, accountable
paper shall not be remitted to reduce a fixed credit.

NOTE: When stock is being returned for reduction in fixed credit, prepare three
copies of PS Form 17, listing the stock returned on the back of the form. Forward
one copy of the PS Form 17 with the returned stock by registered mail to the
address listed in rule 3, table 5-1. One copv of the PS Form 17 will be

attached tc the request for reduction in fixed credit (see paragraph 502.c.(3)).
Retain one copy of the PS Form 17 and registry receipt in tie MPO file pending
receipt of PS Form 3369 for the new fixed credit from the accountable postmaster.

4. Procedures Between a COPE and a PFO

a. FEstablishiig a Fixed Credit. When establishing a fixed credit,
follow the procedures prescribed in paragraph 502.2.b. through 502.3.b except
that correspondence shall be exchanged between the COPE and the serving PFO.




b. Replenishment of Stock. Procedures for replenishing stock are
outlined in paragraphs 502.2.b and 502.3.b except that all exchanges of '

correspondence shall be between the PFO and COPE. The PFO shall provide
instructions on how to return and exchange stock and how to process IRCs.

c. Increasing and Decreasing Fixed Credits

(1) COPEs shall request increases and decreases from their serving
PFOs. The requirement to increase or decrease in multiples of $500 does not

apply.

(2) Procedures for increasing and decreasing fixed credits are out-
lined in paragraphs 502.3.c.(2) and 502.3.c.(3), respectively, except that all
correspondence shall be between the COPE and serving PFO. The PFO shall provide
instructions on how to return stock.

d. Local Purchase of Supplies and Repair of Equipment. See paragraph

503.17.

5. Procedures Between PCs and COPEs

a. Establishing Fixed Credits

(1) COPEs shall extend initial fixed credits to selected personnel
designated as PCs by:

(a) Preparing two copies of PS Form 3369 in the amount of the
fixed credit and stamping them with the APDS. A change of COPEs does not
require reaccomplishment of PS Forms 3369 for credits extended to clerks.

(b) Preparing two copies of PS Form 17, indicating amounts and
denominations of stock issued.

(c¢) Extending fixed credit in the amount shown on the PS Form
3369. .

(d) Obtaining the signature of the clerk on appropriate forms.

(e) Preparing an account folder for each extended fixed
credit. These folders shall be used to file all documentation pertaining to the
account.

(2) Postal clerks physically shall count all stamps, stamped
papers, and funds before receipting for fixed credits on PS Form 3369.

(3) COPEs shall keep the original PS Form 3369 and PS Form 17 and
the postal clerk shall retain the duplicates.

(4) Although the COPE shall administer all fixed credits, it is
permissible to issue another person a fixed credit to be used to replenish the
stock of postal clerks conducting window business. This credit shall be

referred to as a "filler stock." This fixed credit may not be used for daily

window sales. If it is necessary for the person with the filler stock to

conduct window business, the COPE shall issue a separate account for that .
purpose.
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(5) COPEs may issue themselves a separate fixed credit when
necessary to conduct window business. This account shall be handled as any
other extended fixed credit and an account folder shall be maintained, however,
it need only be audited when the master COPE account is audited. (See Chapter
12).

b. Replenishment of Stock

(1) At the close of any business day when cash on hand (including
IRCs) exceeds 25 percent of the extended credit, clerks shall replenish from the
COPE or filler stock by submitting a requisition. IRCs shall be listed in the
"Returned Stamps" portion of a separate PS Form 17. However, stock shall be
requisitioned at least once a week, even though cash on hand does not exceed 25
percent of the total credit. EXCEPTION: Clerks that do not use their account
during a given week (that is, backup clerk, leave clerk, leave, TAD, TDY, on
quarters, or because of other reasons) need not requisition during that week.

(2) An alternate method of replenishment that may be used to reduce
workload is for primary window clerks to be issued fixed credits in an amount up
to one month's expected sales. Any extended credit in excess of $1,000 shall be
approved by the responsible commander as required by paragraph 502.1.b. At the
close of business each day, the clerk shall prepare PS Form 1096, "Cash Receipt,"
in duplicate and submit all funds that exceed the authorized $50 change fund
(see paragraph 502.5.b.(3)). For example, at the end of a business day a clerk
has $396.80 in cash; the clerk shall prepare a PS Form 1096 for $346.80 or more
and retain the balance as a change fvnd. The COPE or filler stock custodian
shall receipt for the funds, return the original PS Form 1096 to the clerk, and
retain the duplicate. Once each week, the clerk shall total the PS Forms 1096,
add funds from that day's sales, and submit a PS Form 17 for replenishment stock.
COPEs or filler stock custodians may designate specific days for replenishment
of stock, if they desire to do so.

(3) Clerks are authorized to retain up to $50 of their fixed credit
in cash as a change fund. When sources of change are not readily available,
window clerks may be authorized to retain a $100.00 change fund. Change
funds are not included as a portion of the 25 percent restriction.

(4) When practical, requisitions shall be hand-carried by the clerk
remitting the requisition to the COPE. When requisitions are hand-delivered,
they shall be completed in duplicate. One copy shall be retained by the COPE
and the other by the clerk. A witness is not required to sign the PS Form 17 if
the requisition is filled when the receiving clerk is physically present.

(5) When mailing to the COPE, the inner envelope containing the
requisition shall be endorsed in the lower left corner, "To Be Opened By The COPE
In The Presence Of A Witness."

(6) Remittance for requisitions shall be itemized on the right
side of the PS Form 17 under "Return of Stamps." All entries shall be verified
by a witness (figure 5-2), and the requisition dispatched by USPS registered
indicia mail.

c. Increasing and Decreasing Fixed Credits. Fixed credits extended
by a COPE shall be increased or decreased as necessary.
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(1) Increases. When an increase is necessary, the clerk shall
prepare two copies of PS Form 17 indicating amounts and denominations of stock
needed to increase the credit. The COPE shall prepare a new PS Form 3369 in
duplicate, showing the total amount of the new fixed credit; extend the
increase; and obtain the signature of the clerk on appropriate forms. After
verifying that the issued stock is correct, the clerk shall sign the PS Form 17
and PS Form 3369. The originals shall be retained by the COPE and the duplicates,
along with the original PS Form 3369 indicating the previous extended credit,
shall be given to the clerk.

(2) Decreases. When a decrease is necessary, the clerk shall
prepare a new PS Form 3369 in duplicate, showing the total amount of the new
fixed credit. Submit them along with cash, check, or MO in the amount of the
decrease to the COPE. The COPE shall verify that the amount is correct, sign
for the funds on PS Form 1096, sign the PS Forms 3369, retain the original, and
return the duplicate to the clerk. The COPE also shall return the PS Form 3369
that was on file for the clerk's previous credit.

6. Receiving and Filling Requisitions by PFOs and COPEs

a. Stamp requisitions received by a PFO or COPE shall be opened in
the presence of a witness and the contents verified to determine that the
requisition and remittance are equal. After requisition is verified and
filled, the PFO or COPE shall make appropriate entries on PS Form 3295, "Daily
Record of Stamps, Stamped Paper, and Nonpostal Stamps On Hand" (figure 5-4).

The retained copy of PS Form 17 shall be signed and dated by the PFO or COPE and
a witness, and if the filled requisition is mailed, the registered number used
shall be entered in appropriate sections. The duplicate copy shall be signed,
dated, and the registered number shall be entered by the PFO or COPE and
enclosed in the requisition. Stock shall be securely packed and transmitted by
USPS official registered mail. The registry receipt shall be attached to

the originial of the PS Form 17 as proof of dispatch and retained on file. When
PS Form 3877, "Firm Mailing Book," is used, the registered number under which
the requisition is dispatched shall be reflected in the appropriate space in the
top portion of PS Form 17. PS Forms 3295 shall be maintained on all stock used to
fill requisitions and bulk sales. PS Forms 3295 need not be used at one-person
locations.

b. If an error in the remittance is made, it shall be brought to the
attention of the originator of the requisition immediately and resolved.

c. Stock received from accountable postmasters shall be opened by the
PFO or COPE in the presence of a witness. They shall verify that stock received
agrees with the items requisitioned and those listed as shipped on duplicate PS
Form 17. Enter registry numbers under which the stock was received and the
date of receipt on the duplicate PS Form 17. If no discrepancies are noted,
file the duplicate copy and destroy the triplicate copy. If a shortage in the
shipment occurs, notify the accountable postmaster and the responsible commander.
Notify the accountable postmaster by letter stating the circumstances and
requesting replacement of short items. The letter shall be endorsed by the
person who witnessed the opening of the requisition and include a copy of the
PS Form 17 as an enclosure. The wrapper or shipping case in which the requisi-
tion was received shall be retained until the matter is adjusted. Record actual
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amount of stock received on PS Form 3295. If a later shortage is discovered
(such as a book of stamps missing upon opening a sealed container), submit a
letter as outlined above. Also, postmark the container with the APDS and
return it as an enclosure to the letter. Do not adjust the PS Form 3295. A
copy of the letter relating to the shortage shall satisfy audit purposes.

d. COPEs receiving requisitions from PFOs and clerks receiving requisi-
tions from COPEs by mail shall follow procedures in paragraph 502.6.c, except
message notification shall be to the responsible commander; however, clerks
transacting window service need not maintain PS Form 3295. When requisitions
are hand carried, procedures outlined in paragraph 502.5.b.(4) apply. The provi-
sions of paragraph 502.6.b shall be followed if there has been an error in
stock received.

503. ADMINISTERING FLEXIBLE CREDITS. Flexible credits shall be administered
by postmasters and copes under the same general guidelines established for
fixed credits. The primary differences are in methods of establishmeni aud iu
requisitioning procedures. The flexible accounting system provides more
latitude in stamp requisitioning as funds are not submitted with requisitions
to obtain stamps and stamped paper. The PFOs and COPEs accountability for
stamps and stamped paper under this system is reduced, based on stamp sales
remittances, and increased when stamp requisitions are received. Therefore, the
term "FLEXIBLE" rather than "FIXED" is used to identify this system of account-
ability.

1. Establishment

a. After the postal activity is approved for establishment, the PFO
or COPE shall submit the following documentation t~ the accountable postmaster
(rule 1, table 5-2):

(1) Three copies of PS Form 17, in the amount of the flexible
credit approved by the responsible commander.

(2) One copy of DD Form 2257, designating the accountable PFO or
COPE (see Chapter 4, paragraph 403.1.b.(3)).

(3) A letter advising whether action has been taken to obtain a
postage meter and whether support shall be provided to a DoD contractor postage
meter (see Chapter 6, paragraph 619). In addition, include the proposed date
on which operations will begin.

b. Upon receipt of information and documentation prescribed in
paragraph 503.1, the serving postmaster shall forward the following for
administering the flexible account:

(1) Stock in the requested amount of flexible credit.

(2) Two copies of validated PS Form 3369, "Consigned Credit
Receipt" (Figure 5-5), to be signed by the designated PFO or COPE.

(3) PS Form 1412B, "Daily Financial Report," for use in recording
transactions relative to the flexible account.
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(4) The flexible account code to be used when conducting
transactions with the serving postmaster.

(5) PS Form 3602-P0, "Postage Collected Through Post Office Meter
No.," if a postage meier has been authorized for use by the MPO (see Chapter 6
paragraph 601.2.).

(6) If the MPO shall service a DoD contractor postage meter (see
Chapter 6 paragraph 619).

(a) PS Form 3602A, "Daily Record of Meter Registry Reading,"
for use by DoD contractors to record daily postage meter use and the COPE to
record meter setting.

(b) PS Form 3603, "Receipt For Postage Meter Setting," to
receipt for funds collected from DoD contractors for "customer meters."

c. Upon receiving the initial flexible credit and after verification,
the custodian shall complete PS Form 1412B in duplicate (figure 5-6) and submit
the original and a signed copy of PS Form 3369 to the serving postmaster (rule
1, table 5-2). Entries on PS Form 1412B shall be typewritten, if possible.

2. Increasing or Decreasing Flexible Accounts. Flexible credits are
increased or decreased automatically through receipt of requisitions and
submission of remittance and no further action is required. However, when a
significant increase or decrease is required, submit a letter of justification
to the postmaster (rule 1, table 5-2). Normally, this would be caused by a
significant increase or decrease in the number of customers served or a
significant change in registered mail tranmsit times.

a. Request for increase shall be in letter form, stating the amount
desired and the reason for the request. In addition, letters requesting
increases shall reflect the date additional stock is needed. Enclose three
copies of PS Form 17, listing the quantities and denominations of stock desired
to make up the increase of credit. NOTE: The postmaster may request that a new
PS Form 3369 be prepared upon receipt of the increase.

b. Decreasing the flexible credit may be accomplished by submitting
remittances and not ordering replacement stock or ordering lesser amounts of
replacement stock. If it is necessary for stock to be redeemed to effect the
decrease, see paragraph 503.11 for correct procedures. However, only full sheets
of stamps and boxes of books or envelopes may be returned to the Accountable
Paper Depository. Every effort shall be made to sell excess stock to other MPOs
before returning such items.

3. Change of PFO or COPE

a. Before assuming duties as a PFO or COPE, the outgoing PFO or COPE,
if available, and the incoming PFO or COPE shall conduct a joint audit of all
stock and funds accountable as outlined in Chapter 12. Reaccomplishing PS Forms
3369 for credits extended to clerks is not required.
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b. Upon completion of the audit, the incoming PFO or COPE shall
prepare DD Form 2257, PS Form 3369, and PS Form 1590. Forward one copy of DD
Form 2257 and two copies of PS Form 3369 to the serving postmaster with a copy
of the completed audit and PS Form 1412B, which is the last report for the
outgoing PFO or COPE (rule 1, table 5-2). NCIE: The amount indicated on the
PS Form 3369 as "Stamp Credit Amount" shall be shown on the first PS Form 1412B
submitted by the new PFO or COPE as the "Opening Balance,” Code 840.

c. Temporary absences of the PFO or COPE shall be handled as outlined
in Chapter 4, paragraph 403.3.b.

4. Numbering Sequence

a. PS Forms 17 and PS Forms 1412B are numbered consecutively, begin-
ning with number 1 each new fiscal year. This number is placed in the upper
right corner of the PS Form 1412B and in the finance block of PS Form 17.

b. Bank deposit slips will not necessarily be numbered consecutiveiy.
They shall reflect the same number as the PS Form 1412B that identifies the
funds being remitted. The number is placed in the upper right corner of the
deposit slip.

5. Account identifier Code (AICs). These codes (see figure 5-7) identify
the funds entered on PS Form 1412B. All financial entries on PS Form 1412B
shall be identified with an AIC.

6. Bank Deposit Slips. These slips are coded individually to denote each
flexible account. The bank deposit slips are obtained by submitting a letter to
the serving postmaster (rule 1, table 5-2). A code is assigned to each PFO or
COPE account and shall be indicated in the letter of request. The code is not
interchangeable with other PFO or COPE accounts. Only preprinted bank deposit
slips may be used to submit remittances.

7. Bank Deposits

a. Prepare bank deposit slips in quadruplicate in the format shown in
figure 5-8 and PS Form 1412B in duplicate at least every second workday.
Entries on PS Form 1412B shall be typewritten if possible. COPES located where
there is no disbursing officer or check-issuing facility, or when authorized by
the serving postmaster may submit remittances once a week. Enclose the original
and one copy of the the bank deposit slip with the remittance (rule 2, table 5-2).

b. One copy of the deposit slip with the original copy of PS Form
1412B shall be forwarded to the serving postmaster (rule 1, table 5-2).

c. One copy of the deposit slip with the duplicate copy of PS Form
1412B shall be retained in the PFO or COPE files. This copy of the deposit slip
shall reflect the check or MO number and the date forwarded.

8. Carryover of Funds. COPEs located where there is no disbursing officer
or check-issuing facility, but situated near an agent officer, shall make
arrangements to convert cash into U.S. Treasury checks in the amount that the
agent officer is permitted to issue. The remaining amount shall be carried
forward as "Cash Retained Today," Code 753, and identified on the next report
as "Cash Retained Previous Report," Code 353, on PS Form 1412B.
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9. Requisitions

a. To obtain stock, prepare PS Form 17 in quadruplicate. See par-
agraph 502.2 for general guidelines for preparation of PS Form 17. Refer to
table 5-2 for the correct addresses of offices listed below. Submit regular
requisitions once each calendar month.

(1) PFOs and COPEs served by Postmaster, New York, shall forward
the original and one copy to the Accountable Paper Depository and one copy to
the Military Auditing Unit.

(2) PFOs and COPEs served by Postmaster, San Francisco, shall
forward the original and two copies of the form to the Accountable Paper
Depository.

b. Retain a copy of the PS Form 17 in the PFQO or COPE files, pending
receipt of the filled requisition.

c. Do not submit funds for stock requisitioned.

d. Upon receipt of the filled requisition, verify the quantity of
stock received and record the value of the stamps and stamped paper in AIC 841
on PS Form 1412B. Forward the original of PS Form 1412B to the address shown in
rule 1, table 5-2, and retain the duplicate in the PFO or COPE files. 1If a
subsequent shortage is discovered (such as a book of stamps missing upon opening
a sealed container), follow procedures outlined in paragraph 502.6.c. Do not
make an adjustment on PS Form 1412B as the letter explaining the discrepancy
shall also suffice for audit purposes.

e. PFOs and COPEs may request automatic distribution of commemorative
stamps by submitting a letter to the appropriate Accountable Paper Depository,
providing information as to the quantity desired on a recurring basis. PFOs and
COPEs alternatively may order specific commemorative stamps by submiting a
separate PS Form 17. The PFO or COPE shall enier the value of commemorative
stamps received in AIC 841 on PS Form 1412B.

10. Discount Envelopes. The total discount amount for stamped envelopes
sold (see paragraph 505.2) is reflected on PS Form 1412B in AIC 846. A copy of
PS Form 3220 shall accompany the PS Form 1412B to support this entry.

11. Redeemed or Damaged Stock. Return redeemed or damaged stock to the
serving postmaster Accountable Paper Depository by preparing PS Form 17 in
quadruplicate and forwarding the redeemed or damaged stock with original and one
copy of PS Form 17 by registered USPS indicia mail. Place the PS Forms 17 in an
envelope and attach to the outside of the package containing the returned stock.
Forward one copy of the PS Form 17 to the serving postmaster at the address
outlined in rule 1, table 5-2, and retain one copy in PFO or COPE files. Each
stamp item shall be listed individually, by value, in the "Return Stamps"
section of the form. The value of the stamp items is entered on PS Form 1412B
in AIC 848. Should replacement stamps or stamped paper be desired, follow
requisitioning procedures outlined in paragraph 503.9.

5-~16




12. International Reply Coupons. Upon receipt of IRCs, enter the value
in the "Received" column of a PS Form 3295 and line 5 of PS Form 3958, "Main
Stock Transaction Record.'" Return IRCs to the serving postmaster Accountable
Paper Depository by preparing PS Form 17 in quadruplicate, and forwarding the
IRCs with original and one copy of PS Form 17 by registered USPS indicia mail.
Place the PS Forms 17 and the coupons in an envelope. Endorse the outside of
the envelope "IRC" in the lower left corner. If the quantity of IRCs is too
large to fit in an envelope, place only the PS Form 17 in the envelope and
attach it to the outside of the package containing the IRCs. Forward one copy
of the PS Form 17 with the PS Form 1412B that reflects the return to the
serving postmaster at the address found in rule 1, table 5-2. Retain one copy
in the PFO or COPE files. List the IRCs by value, in the "Returned Stamps"
portion of PS Form 17. Submit U.S. issued IRC's on a PS Form 17 separate from
that used for foreign issued IRCs to the serving postmaster of the address
outlined in rule 4, table 5-2. Annotate the PS Form 17, "Flexible Credit - Do
Not Return Stock." The amount of IRCs sent is entered in the "Issued" column of
PS Form 3295, line 9 of PS Form 3958, and AIC 848 of PS Form 1412B.

13. Shortages. When a shortage in an account occurs and the responsible
person does not make immediate restitution, refer to Chapter 14, paragraph
1403 and prepare PS Form 1412B as shown in figure 5-9. Add the amount of the
shortage to the amount of postage sales, AIC 852, if any, and enter the total in
AIC 090. The shortage shall also te reflected in the "DISBURSEMENTS" section of
the form by entering in the "AIC" column, in blank spaces provided, the code
"761" and the words "Flexible Acct Shortage" with the name and grade of the
person responsible for the shortage. If the shortage is caused by acceptance of
counterfeit currency, see Chapter 14 for reimbursement procedures. If funds
from postage sales are not being submitted, enter only the amount of the
shortage in AICs 090 and 852.

14. Overages

a. Overages discovered during audits of flexible accounts of PFOs or
COPEs and those that are over allowable tolerance limits for fixed credit
accounts of COPEs, or PCs extended by a PFO or COPE flexible account (see
Chapter 12, paragraph 1203.7) are to be reported on PS Form 1412B as AIC 063
(see figure 5-10). Such overages are to be submitted on the next PS Form 1412B
after the overage has been detected. In addition, a letter reflecting the name
and grade of each person from whom an overage was collected and the amount of
each shall accompany PS Form 1412B.

b. If an overage is submitted in error, a letter requesting refund may
be submitted to the address shown in rule 1, table 5~2. The letter shall
provide justification for the request. It shall relate the request for refund
to a previous overage. Do not enter the amount requested in AIC 750, as the
reimbursement will be a separate action.

¢. Funds submitted as restitution for previous shortages shall be
identified on PS Form 1412B as AIC 356 (figure 5-10). Enclose a letter
reflecting the name and grade of each person for whom the restitution is to be
credited.




15. Postage Meter. General guidelines pertaiing to procurement and use of
postage meters are contained in Chapter 6. The mz . difference is in submission
of funds when the COPE has a flexible credit and is served through the postmaster.
In that instance the following appiies:

a. The ~ount of funds derived from the use of USPS postage meters
operated at MPOs are submitted at the same irterval and as a part of the remit-
tance of stock funds. However, the original PS Form 3602~PO and any unused
meter tapes with original of PS Form 3533, when applicable, are submitted to
the postmaster as part of the documentation submitted with the PS Form 1412B.

On the PS Form 1412B, enter the total amount of the unused or spoiled tapes or
the amount claimed when a letter is submitted because tapes are not available
(see Chapter 6 paragraph 606.1) in AIC 536. PS Forms 3533 completed by customers
for refunds, including those for official mail and DoD contractor meters, are
not reported on PS Forms 1412B.

b. The total amount of postage meter funds on hand when PS Form 1412B
is prepared shall be entered in the "RECEIPTS" section of the form (see figure
5-11).

(1) Enter the words "Postage Meters" in the blank space.
(2) Enter the code "110" in the AIC column.

(3) Enter the total amount of all funds derived from the use of
postage meters at the MPO.

c. Shortages in postage meter funds are reflected on PS Form 1412B in
AIC 761 in the same manner as shortages in the flexible credit, except that the
words "Postage Meter Shortage' and the postage meter number are reflected in the
blank spaces provided.

16. DoD Contractor Postage Meters. General guidelines for administration
of these postage meters are contained in Chapter 6, paragraph 619. However,
remittance of funds derived from setting DoD contractor postage meters under
the flexible accounting system shall be as follows:

a. Submit the funds derived from setting the DoD contractor postage
meter with the next remittance of stamp stock funds.

b. Submit a duplicate copy of the PS Form 3603 to the postmaster as a
part of the documentation submitted with PS Form 1412B.

(1) Under the "RECEIPT" section in a blank space, enter "Customer
Meter."

(2) Under the "AIC" column, enter the code "111."

(3) Under the "AMOUNT" column, enter the exact amount of funds
set on the meter.

(4) Add the amount of the check covering funds entered on the
postage meter to the total amount entered on the bank deposit slip.




17. Local Purchase of Supplies and Repair of Equipment. USPS funds gener-
ated from the sale of stamp stock may be used for the local purchase of certain
supplies and for payment for repairs to postal equipment (see DoD 4525.6-C,
paragraph 125 (reference (m) for details). COPEs or PFOs authorized by the
major commander to expend funds for this purpose shall obtain a paid receipt
with the vendor's signature. Accountability shall be maintained
as follows:

a. COPEs or PFOs having flexible accounts with a serving postmaster
shall report local purchases of supplies and payment for repairs to equipment on
the next submission of PS Form 1412B. The original copy of the paid receipt
shall accompany the PS Form 1412B. Attach a duplicate copy of the receipt to
the file copy of the PS Form 1412B.

(1) Local Supply Purchases. Under the "DISBURSEMENTS" section
of PS Form 1412B (in a blank space), enter "Postal Supplies" as the descrip-
tion. Under the "AIC" column, enter "546." The amount column shall reflect the
total amount of all paid receipts submitted.

(2) Equipment Repairs. Under the "DISBURSEMENTS" section of PS
Form 1412B (in a blank space), enter '"Miscellaneous Repair" as the description.
Under the "AIC" column, enter "587." The amount column shall reflect the total
amount of all paid receipts submitted.

b. COPEs with fixed credits extended by a serving PFO shall submit
the original and a duplicate copy of the signed paid receipt obtained from the
vendor along with the next submission of PS Form 17. The receipt shall be used
to document and account for the funds expended and need not cover the entire
amount of the requisition. For example, a requisition for $200 could be
accompanied by a $50 receipt and a $150 check. A third copy of the paid
receipt shall be filed with the MPO copy of the PS Form 17. Upon receipt of
the requisition, the PFO shall account for the expended funds following the
procedures outlined in paragraph 503.17.a.

c. COPEs with fixed credits extended by Postmaster New York may not
submit supply/repair receipts direct to New York using PS Form 17. These COPEs
must submit same to an appropriate PFO who will in-turn submit receipts for credit
to New York using PS Form 1412B.

d. CCPEs/PFOs submitting vcador receipts to accountable postmasters
must retain a record of the Foreign Currency Exchange Rate at the time of
payment to the vendor. This does not apply for billing invoices prepared for
payment in U.S. dollars.

18. U.S. CUSTOMS COLLECTIONS. General guidelines on collection of U.S.
Customs duties are contained in Chapter 9, paragraph 907.9. 1In addition,
COPEs/PFOs with flexible credits shall account for funds derived from the col-
lection of U.S. Customs duties on PS Form 1412B which shall be submitted along
with the original PS Form 6019 and Customs Form 3419 to the serving postmaster.
Make sure to add the amount of funds collected for U.S. Customs duties to the
total amount entered on the bank deposit slip. Fill out PS Form 1412B as follows:

a. Under the "Receipt" section, enter "Custom Collection" in a
blank space.
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b. Und:r the "AIC" column, enter the code "054."

c. Under the "Amount" column, enter the exact amount of funds ‘
collected for U.S. Customs duties.

504. CARE AND PROTECTION OF STOCK AND FUNDS

1. Stock and funds shall be given the best protection possible against
loss or theft. The stock and funds in the possession of each person shall be
kept separate from that held by other persons. The person to whom the stock is
assigned is the only person allowed access to that stock except personnel
conducting audits and inspections as described in Chapter 12. USPS funds may
not be used for personal use. Funds from individual fixed credits may not be
commingled with any other funds, unless authorized by the major commander (see
Chapter 7, paragraph 711.) For purposes of this Manual, stock and postage meter
funds are considered as belonging to the same credit.

2. Safes, lockable counter drawers, and cash boxes shall be provided to
postal clerks to ensure that stock and funds are secured at all times. No
personal nroperty shall be stored in safes or containers used for postage stock.
The duplicate keys or copies of combinations of containers and safes used to
store funds overnight shall be placed in PS Form 3977, "Duplicate Key Envelope"
(figure 5-12). Sealed envelopes are handled as outlined in Chapter 9, paragraph
906.2. Envelopes shall be checked during audits of the COPE and during MPO
inspections for evidence of tampering. Only the persons whose names appear on L
the front of the envelope can receipt for the envelope. Counter drawers shall
be locked when not in actual use and funds kept out of reach of customers.

Clerks can ensure proper protection of funds and stock by storing them in a

safe or vault during their absence from the post office. When a safe or vault '
is not available to individual postal clerks, comply with procedures in Chapter

9, paragraph 906.1.d. Clerks having custody of funds can be held liable for

their loss when these instructions are not complied with.

3. Safe combinations are changed:
a. When the safe is initially received.
b. Because of compromise or possible compromise of combination.

c. When a PFO, COPE, or PC having knowledge of combinations is
transferred out of the activity or relieved of credit.

d. Annually.

505. SALE OF STOCK '

1. Stock shall be sold for cash, personal check, travelers check, or in
exchange for IRCs. When exchanging IRCs for postage refer to part 392, IMM
(reference (i)). Stock and meter funds need not be separated during the
business day. U.S. Treasury checks may not be cashed using stock and meter '
funds. Stock may not be sold on credit. |
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a. NAF activities may use checks drawn on US banking facilities to
purchase stamps. Checks from NAF activities will be submitted to the PFQ/ac-
countable postmaster as appropriate with other remittances when requisitioning
stamp stock.

b. Private associations (boy scouts/girl scouts, and other locally
authorized clubs and organizations) may use checks drawn on US banking facili-
ties to purchase stamp stock, if they are authorized to use the MPS and approval
to accept checks from that activity is granted by the appropriate MACOM.

2. Sale of stamped envelopes shall be at retail value, except when
purchased in multiples of 500 at discount prices. To compute and report
"Oizcount Sales,'" use PS Form 3220, "Stamped Envelope Sales At Discount”

(figire 5-13). Credit for sale of envelopes at discount prices will be adjusted
by listing discount sales on PS Form 3220. COPEs with fixed credits shall
submit a copy of PS Form 3220 with PS Form 17 for the remittance. The COPE
shall retain a copy of PS Form 3220 until credit is received from the source of
supply. COPEs with flexible credits shall follow accounting procedures outlined
in paragraph 503.10.

3. Clerks may not act as agents for any person or firm nor shall they be
required to handle funds other than for meter, postal MO, or stock accounts.
However, MPOs located within the customs territory of the United States
including ships afloat, shall handle U.S. Customs funds in compliance with
Chapter 9, paragraph 907.9.

4. Clerks shall not affix stamps to an article after acceptance for mailing;
mailers must personally affix postage stamps to all mail matter. Postage shall
be affixed to mail in accordance with Sectiom 142.12, DMM (reference (i)).
When an address label is used on a parcel, the postage will overlap the upper
right corner of the label. Customers shall be given as few stamps as necessary
to complete the transaction. Stamps on parcels shall be canceled in full view
of the mailer by the accepting clerk immediately upon acceptance.

5. MPOs may not handle nonpostal stamps (for example, Migratory Bird
Stamps).

6. Stamps issued by foreign postal administrations may not be sold at
MPOs .

7. Commemorative stamps shall be made available at MPOs. Sale dates are
announced in the USPS Postal Bulletin and stamps listed therein may not be
placed on sale before that date.

8. International Reply Coupons may be stocked and sold at MPOs where
demands exist.

506. DAMAGED STOCK

1. Damaged stock may be redeemed by customers in accordance with Part
147, DMM (reference (i)).
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2. Return damaged stamp stock to the source from which received. MPOs
with fixed credits issued by a postmaster shall follow procedures in paragraph
502.3.b(1).(b). Those MPOs maintaining flexible credits issued by postmasters
shall comply with paragraph 503.11.

507. CASHING POSTAL MOs. Postal MOs may be cashed from fixed or flexible
credit funds if volume of cash permits. Identification shall be required in
accordance with Chapter 7, paragraph 708.1. Exchange paid MOs for cash from

the MO account when funds are available, if the major command has not authorized
comningling of funds under provisions of Chapter 7, paragraph 711.
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RULE If you are: Then submit paperwork to:
1 Establishing, increasing. or Military Auditing Unit
decreasing an account or General Accounting Office
changing the COPE Room 3110
New York, NY 10199-9511
2 Submitting a requisition Control Desk
(See Notes 1 and 2) General Accounting Office
Room 3110
New York, NY 10199-9511
3 Returning stock or IRCs Postmaster
{See Note 1) Accountable Paper Depository
. Room 3129
R New York, NY 10199-9615
NOTE 1 - Submit one copy of all transactions to the address listed in
Rule 1.
NOTE 2 - Submit all requisitions containing Treasury, Travelers, MBF
checks or "No Fee® MOs by Registered USPS indicia mail.
Table 5-1. Postmaster, New York, Addresses To Be

Used For Fixed Credits (Not Served by a PFO).
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] Name Location of Credit
Jerome L. Patterson APO 09757
ICheck One) Credit
X . Amount 1,000 {00
Stamp Credit -
) Cash Creait "MR 5\, Sorcen 300 [00

Issued by (Signature) ]
Arthur E. Hayd
| will faithfully account to the U.S. P

transactions recorded on my Daily
of the priorities of protection to be given

Date .
X\ 10 Appril 89

edit amount shown above or modified by
lowing statements and have been advised
in Part 434.2-434.4, Fiscal Handbaok, F-1,
and Parts 213 and 220, Fiscal Handbook, F* ractors will be held responsible for losses of
stamps and funds from stamp credits resulting ve the best available protection during and sfter
post office hours in accordance with Part 430, Fisc 4, F-1. Withdrawal of officisl funds for personal use,
whether temporary or permanent, may subject employees or contractors to removal from office, cancellation of
contract, crimina prosecutign for violation of Title 18, Section 641 or 1711, US. Code.
1

ure Date
10 April 89
3369, May 1987 4u.5.G6P0.1988-0-202-395/78102 CONSIGNED CREDIT RECEIPT

. Figure 5-1. Sample Fixed Credit Receipt
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Requisition
Number (Start with
1 each new fiscal
Postal Finance Unit year.)
AN . /
Postmarx SLaTon/Brancn of INUveud Order Stamps l
APO 09X, Unit 1 Quanuey - Ve |
Framm e ¢ 500 ‘e Sty |
300 3¢ 6100 |
Registry number i Rowrery R dlr sy 200 ] aing |
cash is mailed. > !
£X Oroer Scamen . T O Return Stamen 100 E bl S:DO {
= = o i = —
Sign and date S ,#{" A IR 2 Mav 88 H ™ : ;
PY o Sheoeg H
sach requisition. == Va g 100 § : on P
;“2/‘ 4 ® e i
Withess S
1. Psrson submit- 2 Py——— 100 $1.00 100 :00
ting requisition. H
2. Person filling m“é‘""" ua;;; ] 100'7;0 ;
oyt reac Cx B . H
ngubm:: (;:rson 3 Tens 000 " = .
mm‘“'. l . 2 Fives 10 ;00 4 3¢ i
submission signs o ) Ones 700 H = —
the MPQ copy). prr—sr :
3. Parson witness- § '
ing the filling of List remittance .
the requisition. for reguisiticns : ppogpe :
4. Person recsiving on the "Return : . o :
filled requisition. Staaps” side of 3 :
5. Person witness- ngoFg:"1g§Pé.e. ' i
ing the filled mcney orders,U.S. L
requisition. Treasury checks i3
or H@litary
NOTE: Persons Banlding Facility H Mo 8% — 224
mng rlquisi- cheekséyand ; o 10 - 224
tions will ensure currency. h o 6% - Iw
entries on PS a& | Mo l0-THW
Form 17 are cor-
7ect ond remit- =
WOCE U Slamp l
[ R NERR -5 L
counted for. When
the renuisition is i :
filed in person & {g :
witness is not §§ :
required. i
Al
]
yorar 142 00 AEQUISITION TOTAL 16200

retre

P3 Form 17, Dacamber 1986

STAMP REQUISITION

FIGURE 5-2. SAMPLE STAMP REQUISITION
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Stanon/Branen or Ingividua

° Order Stamps
APO 09X = ey Varve
Financs No. CAG 1<
2
Requstry No. (It anvy k1)
| 4436 . =
3 Ocoer stamos [ & Rewurn Stamos E . L
24 v
At an Signature Oare "; lae ;_
wm‘—m—‘ L) May 28] g 17¢
Witnen 2 ¢ :
Recarmd 9¢ i
Whhaa v
Rewsmn Stamgps :
Quantty teern Raes Vaive 5
1000 .03 30 00 :
1000 .15 150 {00 = Be :
£ 30¢ H
<
444
2 20-22¢(34 .40}
&
" Prepare PS Form 17 in quadruplicate. 1 oo — 22
- Forward the original and one copy with the - 2 | o= :
| redesmed or damaged stock 1o the source § {
| of supply, by USPS registered indicia mail. | \
I Forward one copy by first-class USPS ] — [ 144 Reguter, Cut :
indicia mail to the Miiitary Auditing Unit for | i3
| NY MPOs and to Accounting Office for SF |
| MPOs. Retain one copy in the MPQ files. No, 8% — 22¢
L . j - No. 10 - 22¢
| For flexible credits, enter the total amount  _| §§ Na. 8% — 724w
: of stamps or stamped paper being returned _| .,-..?, No. 10 - 22¢w
on PS Form 14128 in AIC 848. .
Y
!
!
i ?
1S i
_ 1000 $if 8¢ | 180:00 |
§3
Q-
TOTAL 180 400 AEQUISITION TOTAL 180 ) (44

PS Ferm 17, Devembet 1986

STAMP REQUISITION

P UL Gavmmmen Sraney Qe 199 5101 7OMATIE

FIGURE 5-3. SAMPLE PS FORM 17 USED TO RETURN STAMP STOCK
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In Pencil
Post The Stock
Level Here-«~--=3500

U S FOSTaL mEeVICE 1 LAl OF STANSS N7 DA O CD. | L ALAR &F [ [y « 1= m
DAILY RECORD OF STAMPS, STAMPED PAPER, . . l .10 o
AND NONPOSTAL STAMPS ON HAND e -
Use separste sheet for coch stem . € by Alling ia the de-
scniption. denominstion, item number, and prace. Ordinary
e QuamTy AT —ean oty Saanct
w8l nane [ ] @marnvy - L S cxwry [ amarnry D
il 2 2k A8 S —a S T S ) T —
aSFebl 500 _ _3500 350100
PSFeb 200 3300 330|100
' 26Feb 200 3100 310400
Nar 300 2800 280100
3tar 1n0¢0 3800 38000
ar 500 3300 . 33000
{ I

- i
i 3295

Figure 5-4. Sample PS Form 3295 Depicting Stock Issued and Received.

5-28




Name Location Of Credit
Walter F. Bleiler APO San Francisco 96571
(Check One) Credit
Amount 40,000] 00

@ Stamp Credit
Max. Authorized
[ cash creait Cash Portion N/A

issued by §Signat Date
M P 25 May 88

1 will faithfully account 1o the U.S. Postal Service for the stamp credit amount shown above or modified by transactions
recorded on my Daily Financial Reports. [ have read the following statements and have been advised of the priorities of pro-
tection 10 be given funds and accountable paper in Part 142, Fiscal Handbook, F-1,

Employees and contractors will be held responsible for losses of stamps and funds from stamp credits resulting from failure to
give the best available protection during and after posl office hours in accordance with Part 132, Fiscal Handbook, F-1.

Withdrawal of official funds for ! use, porary or p may subject employees or contrac-
tors to removal from office, ilati iminal for violation of Title 18, Section 641 or 1711,
U.S. Code.
Date
W 25 May 88
PS Form 3389. June 1986 CONSIGNED CREDIT RECEIPT
D
Figure 5-5.

Example of Completed PS Form 3369 (Flexible Credit).
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US Postal Service
DAILY FINANCIAL REPORT 21
Station or Unit APO SF 96571 | \.0. ’886
| certify this is e true and the acco ility "
c to mq iy as shown on this forp. Stamp Accountability AlC $ Amount
S| I -
7 4 ote Opening Bsisnce 840 o 00
25 May 88
Walter F,”Blieler, 9¢C. COP Y Stock Received (+) an 40,000 00
Subtotal | 845 40,000! 00
Description AlC $A t S d Envelope Di {-) 846
Postage Sales 090 Stock Returned (-} 848
Bird Stamp Sales 091 Subtotal | 851
[Philatehic Product Sales
Hiterha 800-939 Oniyl 092 Total Sales (- 852
Retail Product Sales 093 Closing Balance ————P
Domestic Value 100
Money Orders
Fee 101 Dascription AIC $ Amount
Adj for Previous Qverag
Adjustment for Previous Shartage Cash Remitted {Final) 752
Cash Retained for Previous Report 353 Cash Retsined Today 753
Cash Required 400 Cash Accounted For 800
PS Form 1412-B, November 1987 #1).3.GPO; 1987-0-202-395/12098
PREPARATION HEADING

PS Form 1412B (Daily Financial
Report) is prepared in dupli-
cate and distributed as
follows:

a. Original - Accounting
Office, address of the
accountable postmaster.

b. Duplicate -~ Retain in
MPO files.

Number each PS Form 1412B in the
upper right corner of the form,
beginning with number 1 on the .
first duty day of the fiscal year.

Enter the APO (Army & Air Force)

or OID (Navy & Marine Corps)
designation in the station or

unit block, and the account
identificacion number in the 1D

No. block. The ID No. for APO 96571
is 086.

Type the COPE's name, grade, and
designation in the signature block.

 Figure $-6. Sample PS Form 1412B Prepared to Show Receipt of Initial

Flexible Credic.




‘ ACCOUNT INDICATOR CODE (AIC)

| ‘ PS FORM 1412B
|

RECEIPT SECTION

CODE DESCRIPTION EXPLANATION

054 CUSTOM COLLECTION Amount collected for payment of
customs duties.

063 OVERAGE DERIVED FROM AUDITS Total amounts collected for overseas
in PROs and COPEs flexible account
or MPC and FPC fixed credit account.

A letter of explanation shall be
submitted to the postmaster (see
rule 1, table 5-2 for the address)
indicating the amount of each
overage and the name and grade of
each responsible person.

090 POSTAGE SALES Value of stamps and stamped paper
sold to include the amount of any
shortage. This amount must agree
with the amount reflected in AIC

852,
o 091 BIRD STAMP SALES These stamps are not currently for

sale at MPOs.

092 PHILATELIC PRODUCT SALES This AIC is not currently used by
MPOs .

093 RETAIL PRODUCT SALES This AIC is not currently used by
MPOs.

100 MONEY ORDER SALES This AIC is not currently used by
MPOs .

110 POSTAGE METERS Enter the total amount of funds

derived from use of postage meters.
PS Form 3602-PO shall accompany
the PS Form 1412B to support this
entry.

Figure 5-7. AIC Codes (see figures 5-9 through 5-11 for
use of AIC codes with PS Form 1412B).

5-31




CODE

DESCRIPTION

111

353

356

400

536

546

583

750

752

CUSTOMER POSTAGE METERS

CASH RETAINED PREVIOUS REPORT

ADJUSTMENT FOR PREVIOUS SHORTAGE

CASH REQUIRED

EXPLANATION

Enter the total amount of funds
received from the customer as
reflected on PS Form 3603.

Enter the amount of funds carried
over from AIC 753 of the previous
report.

The amount submitted to resolve a
previously reported shortage.

The amount derived from entries in
the receipt section of the form.

DISBURSEMENTS

REFUND OF POSTAGE AND FEES

POSTAL SUPPLIES

MAINTENANCE SERVICES

ADJUSTMENT FOR PREVIOUS OVERAGE

CASH REMITTED (final)

Figure 5-7.

This AIC is used to document
refund of postage and fees, such
as spoiled or unused postage meter
tapes when accompanied by PS Form
3533.

This AIC is used to account for

the local purchase of supply items
required in the day-to-day postal
related operations of MPS activities.
Expenditures are authorized only
when USPS supply centers and local
self-service supply centers do not
have the required items.

This AIC is used to account for
funds used for local repair of
postal equipment, such as adding
machines, typewriters, and mail
handling equipment.

Adjustment for previous overages
is NOT entered in this AIC. A
letter is submitted to the post-
master to resolve such adjust-
ments.

The amount of cash converted to a
check, when possible, for submis-
sion of remittance to cover entries
made in the receipt section of the
form.

(continued)
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CODE DESCRIPTION EXPLANATION

753 CASH RETAINED TODAY Enter the amount of funds retained
when only even denomination checks
are available. This entry shall
also be recorded in AIC 353 of the
next report.

761 SHORTAGES Enter the total amount of any
shortage being reported with this
remittance.

800 CASH ACCOUNTED FOR This amount includes cash to be

forwarded for deposit. This
amount and the amount shown in
AIC 400 shall be equal.

STAMP ACCOUNTABILITY

840 OPENING BALANCE The amount derived from the previous
report's CLOSING BALANCE (AIC 853).

841 STOCK RECEIVED The value of stamps or stamped
paper received from requisitions
submitted on PS Form 17, automatic
distribution of stamps or stamped
paper, or the initial amount of
accountability on the first day of

business.
845 SUBTOTAL Total of AIC 840 and 841.
846 STAMPED ENVELOPE DISCOUNT The total discount amount for

stamped envelopes sold in accord-
ance with procedures outlined in
subsection F.2., above. PS Form
3220 shall accompany the PS Form
1412B to support this entry.

847 VOIDED POSTAGE DUE This AIC is not used by MPOs.

848 STOCK RETURNED Value of stamps or stamped paper
returned to the Accountable Paper
Depository. This entry is made on
the day the stamp stock is forwarded.

851 SUBTOTAL The sum total of AICs 845, 846,
and 848.

Figure 5-7. (continued)
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CODE DESCRIPTION EXPLANATION
852 TOTAL SALES The total amount of stamp items .
sold, including the amount of any

shortage. This amount is also
entered in AIC 090.

853 CLOSING BALANCE The difference between AICs 851
and 852.

Figure 5-7. (continued)
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U S POSTAL SEAVICE y ?_
NO 086 ¢ -

POSTMASTER : }
SAN FRANCISCO CA 34101

Ck ¥ S50 65! Synkot*58¢)
$%¥0, 20cT 19XX

[T 313

BANKOF AM ER'Q— 1°7ff¢{l§32ﬁ‘ﬂ
DAY & NIGHT
(w]u} -3

#00000C086 123 230003%an O0GE 7-80750

1. The number on the bank deposit slip placed on the upper right hand corner
shall match the PS Form 1412B number that reflects the deposit. Consequently,
bank deposit slips may not necessarily be numbered comnsecutively. For example,
bank deposit slips may be numbered 1, 2, 4, S, 6, 7, 9, 10, etc. Numbers 3

and 8 were not used because the 1412B bearing those numbers did not reflect a
deposit. .

2. The deposit slip is prepared in quadruplicate.
a. Original and one copy is forwarded to the bank with the remittance.
b. Triplicate copy of the deposit slip is forwarded to the accounting

office with PS Form 14128B.
c. The quadruplicate copy is retained in the MPO files.
3. The COPE's identification number is imprinted on the deposit slip.
4, Reflect the check number for funds submitted om the quadruplicate copy

of the deposit slip. If a U.S. Treasury check is being submitted, reflect
the check symbol number also.

Figure 5-8. Sample of Bank Deposit Slip.
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US Postsl Service

DAILY FINANCIAL REPORT f2
Station or Unit APO SF 96571 l 1.0. N0086
| cortify this is & true and the tability .
: this form. Stamp Accountability AiC $ Amount
3
Date Opening Balsnce 840 40,000 ! 00
r, SFC, COP 26 May 88 Stock Received {+) 841
Subtotal ———————JP | 845 40,0001 00
Description AIC $A t 3 d Envelope Discount (-) 846
Postage Sasies 090 400 00 [ Stock Returned (-) 848 S00 00
Bird Stamp Sales 091 Subtotal —————) 851 35,500 00
Philatelic Prod S
litams 800.988 Oumy” 092 Total Sales (-} 852 400 1 00
Retail Product Sales 093 Closing Balance ———-’ 853 35,100 + 00
Do ic Vaiue 100
Maney Orders Foe 101 Description AIC $ Amount
Flexible Acet Shortage 22, 11
PFC Joe Lukie
Adjustment for Previous Overage
Adjustment for Previous Shortage Cash Remitted (Final} 752 3771 89
Cash Retsined for Previous Report 353 Cash Retained Today 753
Cash Required 400 4001 00 JcCash Accounted For 800 4001 00

PS Form '141 2-8, November 1987

)

Figure 5-9.

PS Form 1412B prepared to reflect
entries required for the RETURN

OF REDEEMED OR DAMAGED STOCK to

the Accountable Paper Depository,
and SHORTAGE: in the Flexible
or Fixed credit accounts (originmal
shortage).

Enter the value of stock (redeemed,
damaged, or exchanged) returned to
the Accountable Paper Depository

in AIC 848 (Stock Returned).

#U.S.GPO:1987-0-202-304/72096

Enter the amount of any shortage or shortages in
the DISBURSEMENT section of the form. In the
blank space provided, enter "Flexible Accounting
Shortage" and the name and grade of the respon-
sible COPE or postal clerk. Enter"761" in the
CODE column and the amount of the shortage in

the amount column. The amounts reflected in AICs
852 and 090 must reflect the sum total amount of
any shortage. The difference between the total
sales and AIC 761 is entered in AIC 752. The

- amount shown in AIC 752 is the amount forwarded

for deposit. In all instances, AICs 400 and 800 -
shall be equal.

Sample of PS Form 1412B Depicting Return of Stock and a Shortage.
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US Postai Service

DAILY FINANCIAL REPORT #2
Do Yok ny [0-%e- ogg
' Corsify this is 4 true statement snd the sccountablity Stamp Accountability aic $ Amount

| consigy
s M ) Date Opening Balance «| B40 35.100' 00
W i A .
ALTER F. BLEILER,SFC,COPE

4 Oct 19xx Stock Received {+) 841

Receipts Subtotal P | 845 35,100 00

Y — —— —— — —

Description $ Amount Stamped Envelope Discount (-) 8486
Postage Sales 090 320 '00 | Stock Returned (-) 848
Bird Stamp Sales 091 Subtota) P| 8st 35,100! 00
s ooy omes 092 Total Sales (- 852 o an
Retail Product Sales 093 Closing Balance —————J 34,780
. Value 100
Domestic

Money Orders fee 101 Description AIC 4 Amount
Overage from Audit 063 13 40
Adjustment For acp 59 1

H Adjustment for Pravious Overage

Adjustment for Previous Shortage : Cash Remitted (Final} 752 355 51
Cash Retained for Previous Report 353 Cash Retained Today 753
Cash Required 400 355 1 Cash Accounted For 800 355 I5)

PS Form 1412-B, November 1987 #U.5.GPO:1087-0-202-395/72998
PS Form 1412B prepared to reflect Type "Overage from Audit” in a blank
entries required for OVERAGES derived space in the RECEIPTS section of the
from audits of flexible or fixed credit form. Type "063" in the code column
accounts. and the total amount of the overage

being submitted in the amount column.

1f the block in the example is used to
record other transactions, overage
information may be placed in any-blank
space i{n the RECIPTS section of the
form. .

Figure 5-10. Sample FS Form 1412B Depicting an Overage and Adjustment for
Previous Shortage in Credit.
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US Postal Service
. DAILY FINANCIAL REPORT F/IA
Stati Uni .D. No.
POk 38571 ['0-No- og6
MJ; ::u:‘ shown on's\?sﬂf':vm. iy Stamp Accountability AIC $ Amount
; 22 .7 Oate Opening Belance 840
Vizor—23dd % 780,00
Walter F. Bleiler,sfc,cope 6 Oct 19xx Stock Received (+) 841
| 845 14, 780100
Description $ Amount pad Envelope Di (-) 8486
Postege Sales 090 850 Y00 Stock Returned (-} 848
Bird Slfmp Sales 091 Subtotat P | 8s1 34780 00
masmoagggct o'su'v'f' 092 Totsl Ssles {-) 852 850 00
Retsil Product Sales 093 Closing Balsnce ————Jp | 853
Domestic Vsiye 100 D
Money Orders Fee 101 Description AlC * Amount
| Postage Meters 110 15475
Customer Meters 111 1,000 !00
Adjustment for Previous Qverage
Adjustment for Previous Shortage Cash Remitted (Finall 752 1.925%
Cash Retained for Previous Report 353 Cash Retained Today 753
Cash Required 400 1 998 Cash Accounted For 800 1,925 bo
PS Form 1412-B, November 1987 *U.8.GPO: 1967-0-202-365/72008

PS Form 1412B prepared to reflect the required entries for reporting the amount of
funds derived from the use of POSTAGE METERS.

PS Form 3602-PO shall be submitted at the same interval as PS Form 1412B.

Type "Postage Meters" in a blank space in the RECEIPTS section of the form. Type

110" in the AIC column and the total amount of funds expended by postage meters
in operation. :

The original copy of PS Form 3602-P0 for each postage meter remittance submitted
shall be attached to the PS Form 14128 to support this entry.

The duplicate copy shall be maintained in the COPE's files. The triplicate copy
shall be retained by the postage meter operator.

Figure 5~11. PS Form 1412B Reflecting Postage Meter and Customer Meter Sales.
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INSTRUCTICHS: After enclosing the duplicate &eys, the empfoyes
t0 whom 3sgisnes 1nt ‘eg cwitmecs c2 #ha sesling af the enveiope
o the empioyee shail sign across ooth Aaps on the Sack of the
envelops. A distinct and legidie postmarx sheuid e affixcd

ECUIPMENT

NO. 0 R 4 £ SERIAL NG, Jcrcss Soth eaveicae Raps. Envelop23 cont2ining duplicats keys

CASH DRAWER

scai} De aasigred fo the appropriate supervisar, who will be hald
personatly tespensibla for thair protectica.

OUPLICATE KEY ENVELOH

i# secesszry o tempsrarily withdraw kevs ‘er uyse %y Ha am

——

STAMP CAIMET

atgyes %0 whom assigned, this envelcza shall te opened dy 12
empisyoe In tha crosencs of 3 witiess, erdorsad by tols, ated

SAFE COMPARTMETT

and preserved. When the keys are retumned, the opened eaveiope
should de discardad and 2 new emvelcts prepared.

ENVELCPE DRAWER

If secessary to have access to 3 receptacla aesigned to an

employes absent from duty, the Supervisor fesponsible for the
‘ duplicate Xeys will withdraw the keys from this enveiops in the
prasence of one of ke designated witnesses, 2and each will en-

L

DESIGNATID WITNECSES (Print) the keys. An inventory of the credit thus made accessibls shail

3977

dorzs this ennveiope io show date and reason for withdrawing

bs mads and certified by the supervisar, or olher designated em-

2

ployee, ard the wiltness and maintsined by the superviser fogath-
or with the cpened anveiope. (Ses Sectica 373, Hamsbeek F-i).

b3 Fosrs
uct 1979

Figure 5-12.

Sample PS Form 3977 Depicting Completed Front and
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Date envelopes were received Date credit for discount is
Person selling envelopes. from the COPE/Accountable submitted to the COPE or
Postmaster. Accountable Postmaster.
V.8 POSTAL BEAYVICE
CLAM STAMPED ENVELOPE DISCOU!
NEPORTING UNIT naMg i EMPLOYES » NG DATE [ENDIN ATE
APO 09XXX John Q. Doe, Sgt. 13Feb8l 20Feb8l
NUMBE R OF SO XES OF 800
DATE 80OLD PURCHASER wise wo_s3/s p————
13Feb8l Army & Air Force Exchange 1 1
14Febsl Dependent Schools 2
15Feb8l American Red Cross 1
18Feb8l Army & Air Force. Exchange 1 1
TOTAL NO. OF BOXES SOLD 5 2
DISCOUNT PER BOX sl4.15 $13.15
e &
TOTALS IMultiply No. of Boxes s0/d by discount per box) ' 70.75 s 26. 30
VERIFIED BY (Supervisor) . DATE ENTERED TO AID 334 | TOTAL DISCOUNT CLAMED /o phes B
Signature of COPE or Supervispr
) $ 97-05
;‘v‘.l';.?l 220 U S GOVERNMENT PRINTING OFFICE 1979 — §30.0%8/2009

Figure 5-13. Accounting for Discount Envelope Sales.
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VOLUME I
POSTAGE METERS
CHAPTER 6
PART I

MPO POSTAGE METERS

600. PURPOSE. This section, in conjunction with Part 144, DMM (reference (i)),
establishes policies and procedures for conducting postage meter operations at
MPOs. Specific instructions are provided for the procurement, control, and

operation of postage meters, to include the remittance of funds and reports to
USPS.

601. GENERAL.

1. Postage meters are furnished to MPOs primarily to provide a means
of selling larger denominations of postage instead of stamps. Imprints made on
gummed tape by postage meters are placed on articles being mailed as evidence
of postage payment. A postage meter consists of a head and a base that are
used together. The meter head prints the value of postage on a special tape
designed for this purpose. The base operates the meter head. The meter head
is the smaller of the two pieces and is designed to fit on the base (see figure
6-1 for meter base components and figure 6-2 for meter head components).

2. Postage meters can be requested by MPOs if parcel mail volume
warrants. Postages meters and dies shall be procured as prescribed in DoD
4525.6-C (reference (m)). Postage meter equipment is assigned to a specific
post office or finance unit and may not be transferred to another post office
without the approval of the accountable postmaster (via JMPAs). Paragraph 608
covers procedures for sending in malfunctioning meters that are still required
by the activity holding them. Functioning meters will not be turned into the
accountable postmaster by any activity since another activity (possibly another
service) may have a need for them. Activities wishing to turn in excess
functioning meters must send a message to JMPAs, requesting disposition
instructions.

3. PS Form 3602-PO shall be used to report meter sales to the account-
able postmaster, record daily meter register readings, and report postage meter
settings. These forms are issued in pads of 100 forms in triplicate and shall
be requisitioned from the serving postmaster by letter (See DoD 4525.6-C). All
PS Forms 3602-PO within a pad are accountable, serially numbered, and shall be
issued in consecutive order. A separate pad shall be used for each meter
operated at a post office. If a form is spoiled in any manner, all three
copies shall be marked "Void" and the original forwarded to the accountable
postmaster. The duplicate copy shall be retained, intact, in the pad and the
triplicate copy destroyed.

602. CUSTODY OF METERS

1. The designated COPE at activities where postage meter equipment has
been issued is responsible for the meter, meter setting keys, meter tools,
operating lever keys, manufacturer's meter seals, and sealing presses.
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2. Two keys for unlocking the operating lever of the meter base shall be
furnished with each meter. One key shall be made available to the operating
clerk during each business day; the other key shall be retained by the COPE
in a sealed envelope, PS Form 3977, bearing the signatures of a person desig-
nated to operate the meter and the COPE. Meter seals and tools for setting and
sealing the meter shall remain in the possession of the custodian and not made
available to postal clerks.

3. When not in use, meter heads, keys, seals, and tools shall be stored
in safes, to which only the responsible custodian has the combination. Meter
heads shall be packed in their equipment cases when safe size allows.

4. When it is impractical to have the COPE issue the meter and operating
lever key to the operating clerk (e.g., the meter is operated at a location
away from the COPE's duty station, or the COPE is unavailable, postal commanders
shall designate in writing a PC, or if none is available, a commissioned, war-
rant, or noncommissioned officer to serve as meter custodian. Meter custodians
so designated shall follow the operating instructions and accounting procedures
for COPEs detailed in this chapter; however, they are NOT AUTHORIZED TO SET OR
OPERATE meters. (See paragraph 607.1).

5. Meter operators are responsible for locking the meter when not in use
and safeguarding the key. During short absences, the operating clerk shall
lock the meter base operating lever; during longer absences, such as for lunch,
the clerk may release the meter to another clerk for operation. When so
released the following procedures are required:

a. The ascending and descending register readings shall be written
on the reverse of the triplicate copy of PS Form 3602-PO and verified and
initialed by both clerks.

b. The regular clerk shall obtain a receipt on PS Form 1096 for
any cash that may be turned over to the substitute clerk for making change.

c. When the regular clerk returns, the register readings shall be
noted and verified in the same manner. The ascending and descending meter
readings shall be subtracted to determine the amount of meter sales for which
the substitute operator is responsible.

d. The substitute operator shall turn over to the regular operator
all funds received from meter sales during the time he or she operated the
meter and the change fund (if any) received from the regular operator. The
regular operator shall include these funds with the remittance at the end of
the business day.

e. The substitute clerk shall obtain a receipt on PS Form 1096 for
any cash turned over to the regular clerk.

6. Meter operators are responsible for all postage printed while in

their custody. Tolerance limits do not apply to meter operations. Shortages
shall be processed as outlined in Chapter 14, paragraph 1403.5. If a clerk
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only operates a meter, any overage shall be remitted with the current day's
business. A letter of explanation shall accompany the submission explaining
‘ the reason the remittance and the PS Form 3602-P0O do not match.

603. ISSUING METERS FOR BUSINESS

1. The COPE or meter custodian shall:

a. Enter the date, meter number, and the beginning ascending and
descending register readings on the PS Form 3602-PO.

b. Change the date of the meter postmarking die.
¢. Verify the entries on the PS Form 3602-PO with the clerk accept-
ing the meter and initial all three copies of the form on the "Supervisor"

line.

d. Release the meter and operating lever locking key to the meter
operator.

2. The clerk accepting the meter shall:

a. Verify the entries on the PS Form 3602-PO with the readings of
the ascending and descending meter registers.

b. Initial all three copies of the PS Form 3602~PO on the '"Meter
Operator" 1line.

’ c. Retain the triplicate copy of the PS Form 3602-PO. The original
and duplicate copies of the PS Form 3602-PO shall be retained in the book by
the COPE.

604. METER OPERATIONS.

1. Postage meter postage shall be used primarily for parcel post and
registered mail. Occasionally, clerks may sell meter postage for use on
letters; however, meter postage normally should not be used as a substitute for
regular postage.

2. Clerks shall affix the meter tape to parcels or letters in the
presence of the mailer at the time of the transaction. As an exception, meter
tapes may be sold in a reasonable number (not more than 5) for philatelic
purposes. Philatelic tapes may not be issued for less than 5 cents.

3. Clerks shall use two or more tapes to cover postage that exceeds the
maximum amount a single meter tape will print. For example, if the total
postage is §$12.50, one meter tape could be for $9 and the second for $3.50.
Both tapes shall be affixed properly to the parcel or letter in accordance with
Section 122.37, DMM (reference (i)).

605. CLOSEQUT OF DAILY METER BUSINESS.

1. At the close of the business day, the meter operator shall:
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a. Return the meter, operating lever locking key, the funds for
postage sold, (during the business day these funds may be maintained with
stock funds), and unused meter tapes issued in error to the COPE or meter
custodian.

b. Verify entries on PS Form 3602-PO made by the COPE against the
ascending and descending meter register readings. Sign all three copies of the
PS Form 3602-PO on the "Meter Operator" line.

2. The COPE or meter custodian shall:

a. Reinsert the meter operators copy (triplicate) of the PS Form
3602-P0O into the PS Form 3602-PO book. Record the ending ascending and
descending meter readings on the PS Form 3602-PO for that day. Subtract both
columns, then compare these totals, which should be equal. The cash received
from the meter operator and unused meter tapes shall equal this total and shall
represent the total sales for the business day.

b. Verify all entries made on the PS Form 3602-PO and sign all three
copies on the "Supervisor" line. Both the meter operator and COPE shall also
print their name and rank next to their signature (figure 6-3).

c. Prepare a PS Form 1096 for all funds received from the meter
clerk in duplicate. Give the original copy of PS Form 1096 and the completed
triplicate copy of the PS Form 3602-PO to the meter operator.

606. REMITTANCE OF FUNDS.

1. The COPE, or designated custodian, shall remit postage meter funds to
the accountable postmaster by registered USPS indicia mail on a daily basis.
(See paragraph 606.4., for flexible credit submissions.) The remittance check
shall be accompanied by the original of PS Form 3602-PO, original of any voided
PS Form 3602-PO, personal checks (accepted for postage and postal finance
services--see paragraph 501.8), and unused meter tapes issued in error. Unused
tapes due to error in the operation of the meter or malfunction of the meter
shall be submitted with the remittance accompanied by a PS Form 3533. If
unused tapes are not available due to meter malfunction, a letter stating
circumstances shall be submitted with the remittance.

2. Treasury checks, military banking facility checks, personal checks,
or no-fee MOs shall be used for the purpose of remitting postage meter funds
to USPS. Cash will never be sent to USPS without prior approval by MPSA.
Checks and no-fee MOs shall be made payable to the serving postmaster.

3. The check serial number, symbol number, and amount shall be recorded
on the duplicate copy of the PS Form 3602-PO, or a copy of the bank receipt,
customer's receipt if a no-fee MO is used (see Chapter 7, paragraph 706.4), or
registry receipt (when personal checks are submitted--see chapter 5, paragraph
501.8d.(4)) shall be stapled thereto and shall be retained by the custodian.

4. COPEs with flexible credits shall submit PS Form 3602-PO at the same
interval as PS Form 1412B (figure 5-11). See paragraph 503.15 for remittance
submission procedures if the flexible credit is issued by an accountable
postmaster.
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607. SETTING MPO/FPO POSTAGE METERS

1. Only the COPE is authorized to set the meter. The meter shall be
set at least once every 6 months or whenever the "Credit Balance" register
becomes less than $100.00 on a business day, whichever comes sooner. Postage
meters that can be set as high as $99,999.99 may not normally be set higher
than the anticipated sales for the next 6 months. This amount usually can be
derived by reviewing meter sales for the same period during the preceding year
and adjusting for any increase in postage rates since then. A significant
increase or decrease in population served also shall affect the amount of
postage to be set on the meter.

2. The amount added by a meter setting shall be in a multiple of 10,000
units, which is $100. These units are added to the descending register. For
example, if the credit balance in the descending register is $137.75 (13,775
units) and the custodian desires that the clerk have approximately $5,000 in
credit available, he or she would add 490,000 units ($4,900), thereby increas-
ing the credit balance to $5,037.75 (503,775 units).

3. To lessen the possibility of error in the amount of postage expended
and reported, the meter normally shall be set at the beginning of the business
day before completion of the top portion of PS Form 3602-PO and issued to the
operating clerk (See figure 6-4). If necessary, the COPE may set the meter
during the workday but this should be avoided whenever possible (See figure
6-5). Setting the meter during the day can be avoided by ensuring that postage
remaining on the meter is more than normally used on any given business day
prior to issuing the meter to the operating clerk. The procedures for setting
the meter are explained in the instruction book furnished by the accountable
postmaster at the time the meter was issued to the MPO. Disregard references
to records of settings as they do not apply to meters assigned for use at the
MPO/FPO.

4. Further information concerning the operation and maintenance of
postage meters may be found in Part 144, DMM (reference (i)).

608. REPAIR OF DEFECTIVE POSTAGE METERS AND BASES. Refer to DoD Postal Supply
Catalog, DoD 4525.6-C, (reference (m)).
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VOLUME I
CHAPTER 6
PART 2
OFFICIAL MAIL POSTAGE METERS

610. PURPOSE. This section prescribes the responsibilities and procedures
for the MPO in regard to official mail postage meters outside the areas served
by the USPS. Official mail postage meters are used by DoD activities at their
own locations for applying postage to their official mail. These meters do not
include those used by the MPO for applying postage to personal mail presented
by customers at the MPO.

611. GENERAL REQUIREMENTS.

1. Licensing a Penalty Mail Postage Meter. Overseas military units and
all other federal agencies must obtain a license from the serving gateway post-
master to use a penalty postage meter and have the meter set at an MPO/FPO.
Agencies must submit a separate PS Form 3601-A, "Application for Postage Meter
License," for each license they request. More than one meter may be assigned to
one license at a given location (MPO/FPO address) but only one subcode may be
assigned. Agencies requiring more than one subcode must request another
license. MPOs are not authorized to issue licenses, but shall maintain a
supply of PS Forms 3601-A on hand should they be required by a local agency.

PS Form 3601-A shall be completed by the requesting activity in accordance with
figure 6-6. The completed PS Form 3601-A will be mailed to the appropriate
gateway postmaster:

a. Locations served by Postmaster New York or Miami

U.S. Postal Service

Office of Mailing Requirements
Attn: Meter Section

Room 3220, JAF Building

New York, New York 10199-9651

b. Locations served by Postmaster San Francisco or Seattle

U.S. Postal Service

Office of Mailing Requirements
Attn: Meter Section

1300 Evans Ave, Room 303

San Francisco, Ca 94188-9651

2. The DoD component and other federal agencies using official meters
are responsible for their operation and use. The COPE or Postal Finance
Officer at each location where official penalty meters are in use shall main-
tain a copy of the PS Form 3601-A, "Application for a Postage Meter Licemse,"
for each meter with a separate subcode assigned. Meters cannot be used without
a valid PS Form 3601-A issued by the serving gateway postmaster.
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3. Transfer of Meters

a. Meters may be transferred to another location (MPO/FPO) under the
same license only if they are to be used by the same unit for which the license
was issued. The agency shall notify the serving gateway postmaster and both
the gaining and losing MPO/FPOs by letter prior to moving the meter.

(1) When notified in writing by the licensee that a meter
currently being set by the MPO is being relocated to another MPO/FPO under the
same license, the COPE currently resetting the meter shall:

(a) Annotate the original PS Form 3610 being maintained by
the setting MPO with the register readings at the time of transfer and the
address of the MPO/FPO where future settings are to be made. Draw a horizontal
line under this last entry. The PS Form 3610 must be retained for 3 years.
(See figure 6-7).

(b) Prepare a new PS Form 3610 and send it by USPS penalty
mail to the MPO/FPO which will make future resets. The PS Form 3610 will have
one entry stating the MPO/FPO which previously did resets and the register
readings when transferred.

(2) Vhen the activity first presents the meter for setting at
the new-setting MPO/FPO, the COPE will follow the guidelines in paragraph
613.3. If the PS Form 3610 has not been received from the original setting
location, obtain the required information necessary to complete the form by
telephone.

b. Meters may not be transferred between military units without
obtaining a new license. Should a military unit be deactivated and the meter
transferred to another unit, a new license shall be obtained.

4. Canceling a license. A license to operate a penalty mail postage
meter may be canceled by the serving postmaster at the request of the government
agency assigned the license or by action initiated by USPS:

a. When a request is made by a government agency to cancel a license
belonging to their activity:

(1) Verify that all meters being operated under that licence
have been canceled.

(2) Prepare PS Form 3604, "Nonuse of Mailing Permit/Meter License"
in four copies (see figure 6-8). Send the original to the address in paragraph
611.1 and second copy to address in paragraph 616.2. Give the activity repre-
sentative the third copy and retain the fourth copy for the MPO/FPO files.

b. When advised of action by USPS to cancel a license assigned to a
government agency for cause (Part 144.23, DMM), the MPO/FPO activity chief
shall contact their MACOM postal headquarters for guidance.

612. SUPPLIES REQUIRED.

1. Meter manufacturers shall furnish the COPE with instructions for
setting various types of meters and provide keys to the locks on the recording
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mechanism, a stylus (used to set the meter), lead seals, and a sealing device.
The COPE shall maintain the instructions in a binder with the PS Form 3610.
The COPE shall requisition additional lead seals from the meter manufacturer
and maintain a supply of the following USPS forms:

a. PS Form 3602-A, "Daily Record of Meter Register Readings."
b. PS Form 3603, "Receipt For Postage Meter Settings."

c. PS Form 3610, "Record of Postage Meter Settings."

d. PS Form 3601~A, "Application for a Postage Meter License."
e. PS Form 3977, "Duplicate Key Envelope."

f. PS Form 3633-G, "Daily Activity Recap for Official Mail."

g. PS Form 3533, "Application and Voucher for Refund of Postage and
Fees."

2. The COPE shall issue a PS Form 3602-A to the meter operator for each
meter when the meter is initially set or when a book is filled. At the end of
each day that the meter is operated, the meter operator enters into the book
the figures appearing in the ascending and descending registers. If the sum of
the two figures does not equal the total entered at the last setting, the meter
head shall be taken promptly to the COPE for examination. Disposition of the
PS Form 3602-A is covered in appropriate Military Service regulatory documents.

613. INITIAL SETTING AND RESETTING OF A METER.

1. Official mail postage meters used overseas shall be set by the COPE
at the serving MPO. The COPE shall set the descending register to the amount
desired by the postage meter operator. The COPE shall reset the meter when
requested by the operator (normally, when the credit balance register (descend-
ing register) becomes less than $50). The postage meter operator shall bring
the meter head to the MPO for setting. No meter reset fee is collected.

The COPE, the MPO supervisor, and the postage meter operator shall be present
when official meters are reset.

2. Initial Setting of a Meter. When an agency first presents a postage
meter to the COPE to be set, follow the following steps:

a. Verify that the unit has a meter license and that the "U.S.
Official Mail" endorsement appears in the meter imprint.

b. Set the meter to the amount requested by the agency and complete
PS Form 3603, "Receipt for Postage Meter Settings." Use a separate receipt book
from that used for commercial meters. A separate PS Form 3603 receipt book is
not required for each official meter being set under the same license. (See
figure 6-9).

(1) Check the box provided on PS Form 3603 to indicate this is

the first setting for the meter. Under the Official Mail Accounting System
(OMAS) it is especially important that this box be checked.
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c. Complete PS Form 3610, '"Record of Postage Meter Settings." (See
figure 6-10). Ensure that the meter license number is entered on the form.
This form will be maintained in the MPO/FPO files.

d. Give the unit representative the original copy of the PS Form
3603. The second copy shall be forwarded with PS Form 3633-G, '"Daily Activity

Recap for Official Mail” to the serving gateway postmaster (see paragraph 616.1).

The triplicate copy shall be retained in the receipt book.

3. Resetting a Meter. When a unit representative presents a meter for
resetting, the following procedures will be followed:

a. Obtain the PS Form 3610 from the unit files that matches the
meter serial number of the meter to be set.

b. Set the meter to the amount requested by the unit representative
and complete PS Form 3603 (See figure 6-9).

(1) DO NOT check the box on Form 3603 indicating first setting.

c. Complete the PS Form 3610 to reflect the net setting amount (See
figure 6-10).

d. Give the unit representative the original copy of the PS Form
3603. The second copy shall be forwarded with the PS Form 3633-G to the
serving gateway postmaster (see paragraph 616.2). The triplicate shall be
retained in the receipt book.

614. REFUNDING SPOILED METER POSTAGE.

1. Credit for spoiled penalty postage meter postage will be made under
Part 147.252 and Part 147.253 of the Domestic Mail Manual (DMM) and this para-
graph. When presented with spoiled penalty postage meter stamps for refund, the
COPE shall:

a. Assist the unit representative to complete the top portion of PS
Form 3533. Prepare the PS Form 3533 in duplicate (See figure 6-11la and b).

b. Complete the remainder of the PS Form 3533. 1In Part III of the
“orm cross out "Received from the Postmaster at the office named above," so
that tue sentence now reads, "Refund in the amount of § ."” Enter the refund
amount and date, and on the signature line of Part III enter the words "Offi-
cial Mail" to indicate that no cash transaction occurred (See figure 6-11a).

(1) DO NOT make cash refunds or apply a refund to a meter.

c. Attach the spoiled penalty meter stamps to the original copy of
the PS Form 3533 and forward with the PS Form 3633-G to the serving gateway
postmaster (See paragraph 616.2).

615. CHECKING A METER OUT OF SERVICE. Official mailers must bring a postage
meter to the MPO/FPO where it is normally set whenever the meter's mechanism
becomes defective. The COPE will then check the meter '"out of service."

Meters may also be brought in and checked "out of service" if the activity no
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longer desires to use the meter. The official mail activity shall also notify
the meter manufacturer's representative that this is being done.

1. Withdrawing a Meter. A meter will be withdrawn when the using agency
no longer needs the meter or when the meter is to be replaced (i.e., the old
meter malfunctions). Within the MPS, the following procedures shall be followed:

a. Complete a PS Form 3533, "Application and Voucher for Refund of
Postage and Fees" (figure 6~12a and b).

b. Verify the control total against the control total entered on the
PS Form 3610 for the meter.

(1) If the total readings (control total) of the ascending and
descending registers are equal to or less than the control total recorded on
the PS Form 3610 for the meter, the COPE shall:

(a) Credit the agency for the postage left on the meter by
indicating a refund on the PS Form 3533. DO NOT give refunds by cash, check,
or money order for unused postage (See figure 6-12a).

(b) Reset the meter descending register of the postage
meter to zero or as close to zero as the descending register can be set. (Most
meters will lock out when the descending balance reaches $9.99).

(c) Enter "0" on the PS Form 3533 as the final reading for
the descending register. (See figure 6-12b).

(d) Enter the reason for withdrawal on the PS Form 3533.
(See figure 6-12b).

(e) Record the register readings for the meter on the PS
Form 3610. 1Indicate on the form the disposition of the meter. Draw a horizon-
tal line under this last entry. The PS Form 3610 must be retained for 2 years
(See figure 6-13 and paragraph 611.3(a)(2)).

(f) Give a copy of the PS Form 3533 to the unit's represen-
tative. The original of the PS Form 3533 will be submitted with the PS Form
3633-G to the serving gateway postmaster (See paragraph 616.2).

(2) 1If the control total of the register readings of the meter
exceeds the control total of the meter or the meter is malfunctioning, the COPE
shall:

(a) Advise the unit representative and meter manufacturer's
representative that a credit for refund can not be made by the MPO/FPO. 1In
all cases of mechanical malfunction of penalty mail postage meters, a determi-
nation will be made by the serving gateway postmaster. Additionally, advise
the unit representative that the unit's PS Form 3602-A, '"Daily Record of Meter
Register Readings," for this meter must be retained for at least one year.

(b) Request that the meter manufacturer's representative

furnish a detailed statement explaining why the meter failed to function
properly in accordance with Part 144.364 of the DMM. This report will be sent
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by the manufacturer to the appropriate gateway accounting unit (See paragraph
616.2). Upon receipt of the meter manufacturer's letter, the USPS gateway
accounting unit will make the appropriate adjustment to the unit's meter
account and the unit will be advised.

(1) The meter manufacturer's representative will be
furnished a copy of the unit's PS Form 3602-A, '"Daily Record of Meter Register
Readings,”" a copy of the most recent PS Form 3603, "Receipt for Postage Meter
Settings" and a copy of the PS Form 3610, "Record of Postage Meter Settings" for
that meter on file at the MPO/FPO.

(c) Reset the descending register of the meter to zero or
as close to zero as the register can be set. (Most meters will lock out when
the descending register reaches $9.99.)

(d) Enter "0" as the final reading for the descending
register on the PS Form 3533.

(e) Enter the reason for withdrawal on the PS Form 3533
(See figure 6-12b.)

(f) Record the register readings for the meter on the PS
Form 3610. Indicate on the form the disposition of the meter. Draw under
this entry a horizontal line. The PS Form 3610 must be retained for 2 years.
(See figure 6-13 and paragraph 615.3).

(g) Prepare a letter explaining circumstances and attach it
to the PS Form 3533 that will be included with the "Daily Activity Recap for
Official Mail," PS Form 3633-G. (See paragraph 616.2). Give a copy of the
letter and PS Form 3533 to the unit representative.

2. Replacing a Meter.

a. Follow the procedures in paragraph 615.1a through 615.1.b.(2).(g)
to caucel the old meter and process a refund credit for any postage remaining
on the meter.

b. Follow the procedures in paragraph 613.1 and 613.2 to install the
new meter.

3. Returning Meters. Meters that have been checked "out of service" will
be returned to the meter manufacturer's representatives by the MPS. Obtain
from the unit the address of the penalty postage meter manufacturer's represen-
tative or the address to which the manufacturer desires the meter shipped. The
meter will be mailed to that address by USPS penalty registered mail. If the
meter representative desires to receipt for the meter at the MPO/FPO, obtain a
receipt from the representative for the meter. Attach this receipt or the
mailer's copy of the PS Form 3806, "Receipt for Registered Mail," to the PS Form
3610 for the meter being returned to the manufacturer.

616. REPORTING METER TRANSACTIONS.

1. A PS Form 3633-G, "Daily Recap for Official Mail,” will be prepared each
day a transaction involving official mail meters occurs at an MPO or FPO. If
transactions involving an official meter do not occur a PS Form 3633-G will not
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be prepared. Official mail transactions are not reported by military activi-
ties on PS Form 1412's. The PS Form 3633-G will be prepared in two copies as
per figure 6-14. Attach the following documents to the original copy of the PS
Form 3633-G:

a. PS Form 3603 (duplicate copies).

b. PS Forms 3533 and supporting documentation (submitted for spoiled
postage).

c. PS Forms 3533 for canceled or replaced meters.

d. PS Forms 3635-G, "Postage and Fee Adjustments for Official Mail"
{when received from serving gateway postmaster - used for revenue adjustments.)

e. PS Forms 1908, "Financial Adjustment Memorandum" (when received
from serving gateway postmaster - used for revenue adjustments.)

2. Submit the original copy of the PS Form 3633-G with supporting
documentation by first class USPS penalty mail to:

a. MPS activities served by Postmaster New York or Miami.

Military Auditing Unit
General Accounting Office

J.A. Farley Building

Room 3110

New York, New York 10199-9531

b. MPS activities served by Postmaster San Francisco or Seattle.

General Accounting Office
P.0. Box 886000
San Francisco, CA 94188-6000.

3. File the duplicate copy in the MPO/FPO files.

617. EXAMINATION. COPEs shall examine the meters when they reset them or at
least every 6 months. They shall determine if the meters operate properly or
if they have been tampered with. This shall be done at the MPO.

1. The COPE shall determine whether the seal, register window, breakoff
screws, top cover, or other visible parts have been broken or tampered with and
whether the die hub or meter drum is locked in home position. If evidence of
tampering or breakage is found, the COPE shall retain the meter and submit a
postal offense report.

2. COPEs shall check serial numbers to see that they agree with those
listed on PS Form 3610 and that the total of the two registers equals the last
entry in column 8 of the PS Form 3610. If the meter is not registering proper-
ly, the operator shall take it out of service.

3. COPEs shall validate entries on PS Form 3602-A.
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4. 1In addition to making an entry on PS Form 3602-A, the COPE shall also
make an entry on the PS Form 3610 when a meter is examined even though it is
not reset.

5. Except for the COPE, no one may break the seal placed on a postage
meter. Breaking or tampering with this seal is a postal offense.

618. EQUIPMENT FAILURE. Service contracts provide for postage meter mainte-
nance and are established and maintained in accordance with individual Military
Service policies. Under no circumstances should the COPE or meter operator
tamper with the meter register.
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VOLUME I
CHAPTER 6
PART 3
FOSTAGE METERS OPERATED BY DoD CONTRACTORS

619. PURPOSE. This section assigns responsibility and prescribes procedures
for administering USPS postage meters operated by DoD contractors. DoD
contractors authorized to operate postage meters shall only use USPS owned
equipment. Leasing of Postage Meters from other sources is not authorized.

620. GENERAL

1. Administrative Procedures. Before shipment of the meter to the
supporting MPO, MPSA shall forward to the COPE a letter of instruction, PS Form
3601-A, an agreement between the MPO and the DoD contractor covering the use of
the USPS meter, and an initial supply of PS Forms 3603.

2. Issuing the Meter. The COPE shall ensure the PS Form 3601-A is
completed and the agreement is signed before issuing the meter. The COPE may
not set the meter until the contractor provides a check covering the amount of
postage desired. PS Form 1590, "Supplies Equipment Receipt,"” shall be used to
document the transfer between the COPE and the DoD contractor. The PS Form
3601-A, the agreement, and a copy of the PS Form 1590 shall be maintained in
the MPO files.

3. Setting the Meter. The DoD contractor is responsible for returning
the meter head to the MPO for resetting, with a check for the amount of postage
desired. The COPE shall complete PS Form 3603 in three copies and distribute
as follows:

a. Original to the contractor.

b. Duplicate and the check covering postage is mailed to the banking
facility of the accountable postmaster (See rule 2, table 6-1). Exception:
COPEs with flexible credits issued by a postmaster shall refer to paragraph
503.15 for remittance procedures.

c¢. Triplicate is maintained at the MPO.
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meters to your serving
gateway postmaster

And are 3
serv:l by: Then submit paperwork to:
1 Sending second copy New York USPS Supply Unit
of letter authorizing or Room 5124
repair of postage Miami JAF Building

New York, NY 10199-9951

San Francisco
or

Support Services
Procurement Specialist Senior

Seattle 1300 Evans Averme, Roam 215 A
.San Francisco, CA 94188-9991 -
e
2 Sending a Post Office All MPOs
meter for repair (see Note 1) Pitney Bowes Incorporated

Meter Repair Department
Attn: Mr. Karl Rupp
Stamford, CT 06901-6829

NOTE 1: All meters will be mailed using registered USPS indicia mail.

Table 6~1. Addresses To Be Used For Repair of Postage Meters
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THESE TWO LEVERS LOCK THE
POSTAGE METER IN PLACE

ROLLS SUPPLY RED INK

‘THIS SIDE OPENS TO THE - OPERATING LEVER, WHEN
LEFT FOR THE INSERTION OF THE ;:55559 m.nmisrggm
ROLL OF TAPE. INTED .

Figure 6-1. Postage Meter Base.
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Figure 6-2.
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THIS REPORT TO ACCOUNTING UNIT

ORIGINAL o

A2 57/ 73 £ .
(/5’ /72? XK
(Unit or Station) (Meter Mir.)
This is to certify that the readings of the registers were as follows at the beginmn' and end of ﬂns day:

Descending register beginning 7 V 7 f / f Ascending register end 7 7 7
Descending register end P Z4 Ascending register beginning 7 2 i‘/
RECEIVED FOR POSTAGE |3 ﬂg‘:
as determined by the register readings

REPORT OF METER SETTING
(Fill in the following only when meter is reset)

Ascending register readings . .
Descending register readings before setting .
Number of units added

Descending register after setting .

PS Form 3602-PO Jan. 1983 Meter set by

Figure 6-3. Daily Report of Meter Business
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THIS REPORT TU ACCOUNTING UNIT

/D £25£5F

ORIGINAL

TR,

(Unit or Station)

7.45'3[;/ 24/92,0 ) 74

(Meter Mfr.) eter No.)

(Date
This is to certify that the readings of the registers were as follows at the begmmng and end of thls day:

10

Descending register beginning ; / 7 f 7 5“ Ascending register end :l;
Descending register end Ascending register beginning 7 2 ‘/ 2
RECEIVED FOR POSTAGE $
as determined by the register readings
.5 7 (Meter Operator) "ﬁ - (Supervisor)
REPORT OF METER SETTING
(Fill in the following only when meter is reset)
Ascending register readings . .. 7 2121
Descending register readings before setting . 21797 5"
Number of units added e e e e e e e e 19 oiociolo +O
Descending register after setting . e e e e e e e e 9 {_/ 2517 _L:,;
Meter set by M

PS Form 3602-PO Jan. 1983

gt

Setting Before Issue. The register reading indicates that the meter

contained 17,575 units ($175.75) when it was checked out of service
the previous day. The custodian had added 900,000 units ($9,000) for
a total of 917,575 units ($9175.75) now on the meter. The ascending
register at the time of setting indicated 982,424 units ($9,824.24)
have been expended by the machine from the time it was originally
placed in operation. After the meter has been set and all entries
completed, the custodian shall sign all copies of PS Form 3602-P0. The
beginning ascending and descending meter readings after setting shall he
entered on the top of the form. The meter is now ready for release to
the operating clerk following the procedures prescribed in paragraph 603.

Figure 6-4. Setting Before Issue




THIS REPORT TO ACCOUNTING UNIT

PS Form 3602-PO Jan. 1983

Setting After Issue.

ORIGINAL o
[
AP0 Oyy 703 51233 55¢&/i7
Unit or Stati (Meter Mfr.) (Meter No.) Date)
This is to certify tttatn lthoer re::i‘i’:)gs of the registers were as follows at the beginning and end of this day:
Descending register beginning - / & 5 |20 Ascending register end 3 = 7
Descending register end Ascending register beginning ¥ 9
RECEIVED FOR POSTAGE 3 4
as determined by the register readings K
'; - (Meter Operator) (Supervisor)
REPORT OF METER SETTING
(Fill in the following only when meter is reset)
Ascending register readings . . 921518 19
Descending register readings before setting . gis|ow
Number of units added ¢9loiociojao
Descending register after setting . ¢le iwrisjo 0

Meter set byé’"m

The beginning descending register reading in the top

portion indicates that the meter contained 14,500 units ($145) when the

meter was released to the operating clerk at the beginning of the business

day and a total of 985,499 units ($9,854.99) (ascending register reading)

expended since the meter was originally placed in operation. The ascending

and descending meter

readings in the bottom portion of the form, completed

by the custodian at the time of the setting, indicate the operating clerk

has collected S100 in postage funds before the setting. An additional

900,000 units ($9000) were added to the descending register and the meter

returned to service with a total of 904,500 wmits (89,045).

Figure 6-5. Meter Setting After Issue.
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| VOLUME I

‘II’ CHAPTER 7

MONEY ORDERS

} 700. PURPOSE. This Chapter, in conjunction with Part 941, DMM and Part 391,
IMM (reference (i)), establishes policies and procedures for conducting MO
business at MPOs. Specific instructions are provided for the procurement,

control, sale, and payment of MOs, to include the remittance of funds and reports
1 to USPS.

701. MO IMPRINTERS, AND OFFICE NUMBER PLATES

1. MO imprinters are the only authorized method of issuing MOs. Under
no circumstance may MOs be handwritten or typed. If an imprinter fails to
] function properly, return it to the accountable postmaster using registered
USPS indicia mail and request maintenance or a replacement. Do not attempt to
repair imprinters.

2. Office number plates consist of a six-digit number and are used for
the purpose of identifying a postal activity with the MOs it issues. The first
five digits of the number consist of the activities MPO number for Army and Air
Force activities or the unit identification code (UIC) for the Navy and Marine
Corps. The last digit, always a "9'", has been added by USPS for computer
processing purposes. The resulting six-digit number is hereinafter referred to
as the office identification number (OID). If there is more than one imprinter
at an activity, all will have the same six-digit number. Should an imprinter

O be transferred to another activity or returned to the accountable postmaster for
repair or replacement, the office number plate shall be removed and retained at
the activity.

702. REQUISITIONING MO FORMS

1. Normal Requisitions. MO forms shall be requisitioned by completing
PS Form 17, "Stamp Requisition," in triplicate at least 45 days before the
minimum supply is reached (see paragraph 702.2). In the "Commemorative and
Unlisted Items" portion of the PS Form 17 (bottom right), list the MOs required
in the "Quantity" column. Insert "MO" in the "Item" column and leave the
"Value" column blank. The original and duplicate shall be submitted to the
source of supply; that is, accountable postmaster, or PFO, and triplicate
retained at the requesting MPO. MO units need not submit a PS Form 17 and
shall order from the servicing MPO, as required, to sustain services. The
number of MOs to be retained at MO units shall be determined by the responsible
commander. When the forms are received, the triplicate copy of PS Form 17 may
be destroyed. PFOs and COPEs receiving MOs directly from an accountable
postmaster shall order from the designated source of supply as shown below:

Postal Activity Postmaster
09XXX New York
34XXX
96XXX San Francisco

. 98XXX




2. Forms Supply. At least a 3-month supply of MO forms shall be main-
tained at land-based MPOs and a 5-month supply at mobile and shipboard post
offices. All MPOs are restricted to a maximum of a 12-month supply of MO
forms.

3. Emergency Requisitions

a. If a situation appreciably depletes the supply of blank MO forms,
an emergency requisition may be requested, by message, to the MPSA with an
information copy to the major commander. The message shall contain:

(1) Number of forms on hand and normal monthly usage.

(2) Number of forms requested to sustain sales until a normal
requisition can be obtained.

(3) Nearest MPO to requester that can fill the requisition, if
that information is known.

b. Upon receipt of message approval from MPSA, the MPO that supplies
the blank MO forms shall submit a letter to the Money Order Division (MOD)
informing them of the transfer on the day the forms are furnished or shipped.
If furnishing the blank forms results in a break in series, the supplying MPO
shall also make an appropriate annotation on their MO business report for the
day the break in series occurs. Example: '"Serial numbers 8014400200 to
8014400399 sent to APO 09633 on 20 Dec 86." 1In no case may an opened package
(less than 100 forms sets) be transferred.

c. The receiving MPO shall annotate the MO business report on the
first and last day that the forms are used. Each annotation shall refer to the
MPO that furnished the forms and state the inclusive serial numbers of the
forms that were furnished.

703. VERIFICATION OF REQUISITIONS

1. An MO shipment received at an MPO or an MO unit physically separated
from the parent office that requisitions by mail shall be accompanied by PS
Form 17, "Stamp Requisition,” in two copies, listing the inclusive serial
numbers of MO forms included in the shipment. It is assumed that each sealed
package contains 100 forms and breaking of seals for verification purposes is
not necessary. Once received at an MPO, each requisition shall be turned over
immediately to the COPE. Shipments received at MPOs afloat may be turned over
to the reserve custodian if MPO security is considered inadequate. Transfer of
blank MOs between the COPE and reserve custodian shall be documented on DD Form
885 as explained in paragraph 704.

2. The COPE or unit MO clerk, together with a witness (see Chapter 5,
paragraph 501.3, for procedures at one person postal activities), shall verify
the entries on the PS Form 17 by annotating each copy of the form with the date
received, registry number, and signature of each person. The COPE or unit MO
clerk shall return the annotated original to the source of supply and keep the
duplicate for the MPO or unit file.




3. After opening a sealed package of 100 MOs for issue, the MOs shall be
checked by serial number for verification. The COPE or clerks at separated
units shall report, by letter to the supplier, listing any missing forms, by
serial number. A copy of the letter shall be maintained in place of the
missing form or forms and the Money Order Business (MOB) report for that day
shall reference the letter of notification to explain the missing MOs in the
report.

4. If two MO forms are received with the same serial number, cancel one
of them by writing across the face "Number Duplicated". The cancelled MO shall
be submitted with the next MOB report listed as "spoiled" (See paragraph
707.2), and explained in the "REMARKS" section.

5. MOs received in defective or mutilated condition shall be treated as
"spoiled" (see paragraph 707.2, for accounting procedures). If large shipments
of damaged blank MO forms are received, notify MPSA for disposition imnstruc-
tioms.

6. An MPO that receives blank MO sets intended for another MPO shall send
them by registered USPS indicia mail to the proper MPO and notify the supplier.

704. CONTROL AND DISTRIBUTION OF MOs

1. All blank MO forms received shall be recorded on DD Form 885 (figure
7-1). When a COPE or unit supervisor obtains MO sets from any source, including
those previously issued that are returned at the end of a business day for
overnight storage, they shall be recorded on the master DD Form 885 for that
series. Upon change of a COPE, the new COPE shall sign the master DD Form 885
acknowledging receipt for the blank MO forms currently retained by the outgoing
COPE (figure 7-1). DD Form 885 shall alsc be used to document current change
of custody of MO forms, issued, transferred, or mailed to clerks at MPOs or
units. An MO clerk shall prepare DD Form 885 if blank MO sets are transferred
from a block received. All MO transfers between clerks, including temporary
transfer for lunch, shall be recorded on DD Form 885 (figure 7-2). When MO
sets are transferred, prepare DD Form 885 in duplicate. The original form
documents the history of the unused MO sets and shall be filed at the unit
where the MOs were sold. The duplicate form shall be a receipt for the clerk
relinquishing the MO sets. An MO clerk need not record a block of MOs on DD
Form 885 if sets are not transferred therefrom.

2. MO forms with the lowest serial numbers shall be the first distribut-
ed to clerks. Newly requisitioned MOs may not be issued until former supplies
are depleted. When practicable, ™) forms should be distributed in sealed
packages of 100. When conditions require the breaking of seals for odd lot
disbursement, the custodian and MO clerk shall verify, by serial number, each
individual MO form. Packages of 100 shall be broken and distributed only
within the same issuing unit.

3. Normally, clerks shall be permitted to have only enough MO forms
necessary to conduct business. The frequency and quantity of MOs supplied to
clerks shall be determined by local conditions. The retaining of blank MO
forms by clerks after the close of business each day shall be determined by MPO
supervisors or responsible commanders.
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4. Distribution of MO forms by mail to units conducting MOB away from
the parent office shall be by registered USPS indicia mail. PS Form 17 shall
be prepared in triplicate for each mailing (figure 7-3). The shipment shall be
verified by a witness who shall sign the PS Form 17. Two copies of the PS
Form 17 shall accompany the shipment and the third copy, as a suspense, shall
be attached to the MPO copy of DD Form 885 on which the shipment was recorded.
The receiving unit shall follow verification procedures outlined in paragraph
703. Upon receipt of the signed PS Form 17 from the unit, the COPE shall
destroy the suspense copy and replace it with the received copy.

705. PROTECTION OF BLANK MO FORMS

1. MO forms shall be stored in a vault, a three-position combination
safe, or a place of comparable security to which the accountable person has
exclusive access. Containers shall be locked when not under direct control of
the responsible individual. Duplicate keys and combinations shall be protected
in the manner provided in Chapter 9, paragraph 906.2. MO imprinters shall be
covered or stored out of view.

2. MO clerks shall be provided with individual metal cash boxes, draw-
ers, or safes equipped with suitable locking devices for the purpose of safe-
guarding blank MO forms and all-purpose dating stamps in their custody. To
establish individual accountability, it is mandatory that only responsible
clerks have access to storage containers.

3. During hours of business, MO effects shall be kept out of reach of
customers.

4. Unused MO forms may not be transferred from the issuance control of
one operational MPO to another without prior comsent of MOD, St. Louis, MO.
Request for such action shall be forwarded to MPSA. See paragraph 702.3,
above, for cases involving emergency requisitions. The restriction also
applies to an MPO that has closed or reverted to MAO status. If MOD declines
the request, or transfer of MO forms is not desired, the COPE shall dispose of
unused MO sets as directed by MPSA.

706. ISSUANCE OF MOs

1. Purchasing MOs. MOs may be purchased only with U.S. dollar currency
and coins, military payment certificates, and Travelers Checks. Purchases of
Money Orders by Travelers Check must be at least 50% of the value of the
Traveler's Check so as to deter customers from purchasing MOs only to cash
Travelers Checks. Personal checks and U.S. Treasury checks may not be accepted
as payment.

2. Maximum Amount. MOs may be used for any amount not to exceed the
limit established in Part 941.12 DMM (reference (i)) for payment in the United
States, its possessions, or territories. There is also a limit on MOs intended
for recipients in foreign countries that accept U.S. domestic MO forms (see
Part 391.2, IMM, reference (i)). When issuing a MO for payment in Canada,
refer to the IMM for correct preparation and to USPS PBs for the most current
conversion tables. Conversion tables shall be extracted from PBs, retained for
ready reference, and replaced by later editions.




3. Internationmal MOs. Customers desiring an international MO shall be
advised to purchase the MO at the host country's post office, if available. If
they do not wish to purchase from the host country's post office, they shall be
instructed to complete PS Form 6701, "Application for International Money
Order," and to purchase a military MO in the amount desired, plus the required
international MO fee, as indicated in the IMM (reference (i)), payable to the
Postmaster, St. Louis, MO. The regular fee shall be paid for the military MO
(see section 941.12 DMM, (reference (i)) in addition to the international fee
included in the amount imprinted on the MO. The MPO shall send the complete MO
and PS Form 6701 by first-class USPS indicia mail to the MOD, PO Box 14964, St.
Louis, MO 63182. Customers shall be advised that transmission to the payee
shall be accomplished by USPS through the paying administration of the country
concerned. Also, customers shall be advised that because of rapid changes in
currency values, the customer is responsible for determining the dollar amount
of MOs purchased. MO service on a domestic basis is available between MPOs and
those countries listed in Part 391.2.a IMM (reference (i)). Additional informa-
tion concerning international MOs is contained in Part 391, IMM (reference

(i)).

NOTE: The international money order (MP1) (Part 391.431, IMM) for Japan is not
available for use at MPOs. Follow the procedures in paragraph 706.3 should a
patron desire a Money Order payable in Japan.

4. Fees. The fee for a postal military MO is shown in section 941.12,
DMM (reference (i)). This fee shall be charged by all MPOs that are financial
branches of New York or Sam Francisco.

5. No-Fee MO. MPOs may issue no-fee MO's for remitting funds for stamp
stock and postage meter accounts (see figure 7-15 for accounting procedures).
In the "Remarks" portion of the PS Form 6019, indicate what the no-fee MO is
issued for (that is, stamp stock remittance or postage meter remittance). No-
fee MOs may also be issued to replace spoiled or incorrectly prepared MOs
(see paragraph 707.2).

6. Issuing. Step-by-step procedures for issuing a MO are as follows:
a. Determine customer's eligibility for service.
b. Verify dollar amount of MO desired.
c. Select the next blank MO in numerical sequence.

d. Set the MO imprinter for the amount desired and ensure that the
correct date is set on the imprinter.

e. Process MO through imprinter and remove the imprinted form set,
and return the amount keys of the imprinter back to their asterisk positioms.

f. Examine MO to ensure that the date, MPO number, and amount are
legible on ali copies of the MO set.

g. Detach and file the voucher (bottom copy) in numerical sequence
with the lowest number on top, taking care not to bend, fold, spindle, or
mutilate. Vouchers shall accompany the MOB report as described in paragraph
709.3.4d.
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h. Collect the amount of the MO plus fee from the customer.

i. Give the customer the rest of the form set (customer receipt,
money order, and carbons). Advise the customer to retain the receipt.

j. Advise the customer to complete the "Pay to" and "Purchased by"
blocks immediately and avoid writing on or attaching anything to the top third
of the MO.

707. ERRORS AND CORRECTIONS ON MOs

1. General. No alteration, change, or erasure, either in words or
figures, shall be made on any part of the MO form set.

2. Spoiled or Incorrectly Prepared MOs. Refer to Section 941.15, DMM
(reference (i)), for processing instructions for spoiled or incorrectly pre-
pared MOs. If the customer requests replacement after date of issue, comply
with Section 941.152b, DMM (reference (i)), and forward the processed receipt
with that day's MO business report. No fee shall be collected for the replace-
ment order (see paragraph 710.9 and figure 7-5 for accou..ting procedures).

If the customer does not have the receipt, the MO shall be cashed and a fee
charged for the replacement. The spoiled MOs shall be placed to the rear of
the vouchers and submitted with the MOB report.

3. Issued Qut of Sequence. When a postal clerk inadvertently issues MOs
out of sequence, those issued may not be recalled; however, the issuing clerk
shall return to the proper sequence as soon as the error is noted (see para-
graph 710.2 and figures 7-7 and 7-9 for accounting procedures).

708. CASHING MOs AND U.S. TREASURY CHECKS

1. Postal clerks shall cash only USPS MOs, domestic MOs issued by
countries listed in Part 391.2, IMM (reference (i)), and Canadian MQOs drawn
on the United States. MOs shall be payed at face value. Payments shall be in
accordance with Part 941.3, DMM (reference (i)). If the MO is altered or
bears erasures, attempt to keep it by obtaining the cooperation of the custom-
er, notify the military investigating agency and submit a postal offense report
as outlined in Chapter 14. Clerks shall become familiar with USPS instructions
before conducting MO business. Do not cash international MOs issued in foreign
currency (see Part 391.5 IMM, reference (i)). An identification (ID) card
shall be required when cashing MUs and the ID card number shall be annotated on
the back of the MO. ID cards shall identify the bearer by photograph and
signature. When authorized personnel are not issued official government ID
cards, U.S. passports may be used for identification. In this case, the
payee's passport number shall be reflected on the reverse side of the cashed MO
instead of the ID card number.

2. U.S. Treasury checks shall not be cashed at MPOs as this may result
in lack of funds to cash MOs and conduct postal business.
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709. PREPARATION Or MO BUSINESS REPORTS

1. The COPE is responsible for ensuring that reports are prepared and
submitted for each day MO business is conducted. The COPE or a designated
verifying official shall review and verify reports before submission. Veri-
fying officials shall be appointed in writing. EXCEPTION: COPEs, MPO super-
visors, and Navy or Marine Corps disbursing officers, by virtue of their
position, may act as verifying officials without being specifically appointed
in writing. When a COPE performs duties as the primary Money Order Clerk, he
or she shall not verify the report.

a. The report shall be prepared by MO clerk on PS Form 6019 (or as
specified by the local (servicing) postmaster as shown in figure 7-4. Ensure
that the OID and unit number appears in the designated block of the PS Form
6019. A unit number shall be assigned by the COPE for each financial unit
conducting MO business. The first unit shall be designated as the parent and
each additional unit shall be numbered consecutively starting with one.
Additionally, the OID aumber shall be included in all correspondence pertaining
to the MO account. (Note: The 0IDs of parent activities for MPOs operated by
the Navy and USMC are ~ortained in Volume II, Chapter 5, Navy Comptroller
Manual, reference (r)).

b. The instructions in this section pertain to normal reports. See
paragraph 710 for peculiar or abnormal situations.

2. Reports prepared by each MPO and each operating MO unit shall be
typewritten, if possible, and contain a complete and accurate record of all MO
business t-ansacted on the date for which the report is prepared. If a type-
writer is nc¢t available, reports shall be printed in ink. The MO report shall
be signed by the clerk preparing the report.

3. The MO clerk shall:

a. Count the number of MOs sold (excluding "No-Fee" MOs) and multi-
ply by the 25-cent fee to arrive at the total fees collected. Using total
fees, MO vouchers, and when ipplicable, spoiled and paid MOs, prepare two
original detailed verification tapes as shown in figure 7-9. To ease prepara-
tion of the adding machine tape at the close of business, postal clerks may
prepare tapes during nonbusy periods for blocks of 50 MOs used. These tapes
shall only list those MOs issued or spoiled plus the total amount collectzd
from them. They may not indicate fees or paid MOs. When this procedure is
followed, an additional tape shall be prepared to recap the totals of all
tapes (figure 7-9). Tapes shall be signed by the clerk signing the MOB report.
If an incorrect amount is added on the tape, the tape can be cecrrected by
deducting a like amount as the next entry on the tape (figure 7-9).

b. Count the cash on hand. The total should match the total cash
shown on the tape. If it does not and the discrepancy cannot be rectified,
refer to paragraph 710, below, for proper accounting. MO units physically
separated from the parent MPO that submit reports by mail shall obtain a check
for cash when a check issuing facility is available.

c. Prepare PS Form 6019 in enough copies to ensure that there is one
for each physically separated location that handles the report; that is, the
unit (if physically separated from the parent MPO), the MPO, the USPS MOD, and
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any other intermediate point. See figure 7-4 for preparation instructions.

(If checks are not available at a unit and cash is submitted with the report to
the verifying official, annotate PS Form 6019, section III, item 10, with the
word "cash" and record the amount in the appropriate space.)

(1) When two or more clerks sell MOs on the same day, the name
of clerk(s) who did not prepare the report shall be listed in the "Remarks"
section.

(2) VWhen all MO business transactions cannot be listed on one PS
Form 6019, continuations shall be shown on the reverse of the PS Form 6019.
Grand totals for the day shall be shown in section III of the first page of PS
Form 6019.

d. Ensure that vouchers are arranged in the sequence sold with
spoiled MOs, if any, behind the vouchers. Do not intermix vouchers and spoiled
Money Orders. Place vouchers with spoiled MOs behind them in an envelope so
that they remain in numerical sequence and are protected. Do not use items,
such as staples, paper clips, or rubber bands to hold the vouchers together.
Personally deliver or mail, by registered USPS indicia mail, all vouchers,
spoiled MOs, paid MOs, funds, Travelers checks, the verification tape, and PS
Form 6019 to the designated verifying official or COPE.

(1) If the report is delivered personally to the verifying
official or COPE, obtain a receipt (PS Form 1096) for funds, Travelers checks,
and paid MOs. Prepare the PS Form 1096 in two copies. The original shall be
given to the MO clerk and the duplicate shall be attached to the COPE's or
verifying official's copy of the MOB report.

(2) 1If the report is sent by registered USPS indicia mail, the
registry receipt shall serve as a receipt: however, a witness shall sign the
report in the "Remarks" section, certifying that the contents are intact when
registered. See Chapter 5, paragraph 501.3 for procedures at one person
postal activities. Both members shall initial across the flap intersections
of the envelope or package containing the MOB report. The registered mail
dispatch shall also be witnessed. When the report is dispatched by registered
mail, annotate the registry number in the appropriate block on the unit file
copy. In this instance, double wrap the report and enclosures and annotate the
inner wrapper "OPEN IN THE PRESENCE OF A WITNESS." When submitting cash,
always prepare and submit reports in the presence of a witness. Prepare the
shipment as outlined in Chapter 5, paragraph 501.2.d.

e. When extenuating circumstances exist, the responsible commander
may authorize the postal clerk to hold the MO report, related vouchers, paid
MOs tapes, and funds overnight.

4. The designated verifying official or COPE shall:

a. Ensure that all items pertaining to the report are received from
the MO clerk preparing the report.

(1) If the report is received by registered mail, open and
verify in the presence of a witness.
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(2) Wwhen the report is delivered personally by the MO clerk,
verify that all paid MOs, funds, and Travelers Checks listed on PS Form
1096 are received before signing the receipt and returning it to the MO clerk.

b. Verify that the serial number of the first MO issued on the
report day numerically follows the number of the last MO issued the preceding
MOB day. DD Form 885 (Money Order Control Record) will be used to verify the
numerical sequence of issued orders. The completed form will be filed with the
master DD Form 885 for that series of money orders. MACOM Commanders may modify
DD Form 885 for this purpose as deemed appropriate.

c. Examine by numerical sequence the MO vouchers to determine that
all used and spoiled MOs have been accounted for.

d. Prepare a verification detail tape. Refer to paragraph 709.3.a
and figure 7-5. This tape shall be attached to the MPO file copy of PS Form
6019.

e. Verify completed PS Form 6019 for accuracy and completeness and
sign all copies. Ensure that clerks are issuing blank MO sets in the proper
sequence. NOTE: When the major command has authorized commingling of funds
(see paragraph 711), the COPE shall take special care in verifying MO
reports.

f. Remit all funds to the appropriate check-issuing agency immedi-
ately upon tape verification, or not later than the next duty day of the
check-issuing agency. Notify the check-issuing agency to make checks payable
to "Disbursing Officer, U.S. Postal Service." Obtain a receipt if a check is
not issued at the time of presentation of funds. Funds may be entrusted to
another postal clerk for delivery to the check-issuing facility. Always obtain
a receipt when funds are exchanged personally between clerks, COPE, and the
verifying official.

g. Immediately upon receipt of the remittance, postmark the back
with the APDS and submit the report and remittance, along with appropriate
enclosures, by Express Mail or registered USPS indicia mail to Money Order
Division, Postal Data Center, PO Box 14971, St. Louis, MO 63182. Navy activ-
ities shall include their OID number on the lower left-hand side of the envelope
or outer wrapper.

h. Never remit cash to the USPS MOD. If checks are not available,
the responsible commander shall designate the serving PFO or another MPO to
monitor the report and obtain checks. In this case:

(1) The submitting MPO shall dispatch the report to the monitor-
ing PFO or COPE by registered USPS indicia mail. The report shall be double
wrapped and the inner-wrapper endorsed "OPEN IN THE PRESENCE OF A WITNESS." A
witness shall certify the registration and dispatch of the report. See Chapter
5, paragraph 501.3 for procedures at one person postal activities.

(2) The receiving PFO or COPE shall open and verify the contents

in the presence of a witness. See Chapter 5, paragraph 501.3 for procedures
at one person postal activities. After validation, a check shall be obtained
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and the report forwarded to the MOD by Express Mail or registered USPS indicia
mail. Annotate the reverse of the check with the MPO number of the MPO that

actually sold the MO. '
5.

COPEs with MO units shall prepare a consolidated report (figure
7-11) when a separate check is not obtained for each individual unit report.
Consolidated reports shall only be prepared when the remittances of two or more
MO reports are combined and only one check is obtained for the total deposit.
When a check has been obtained for an individual unit report, the report shall
not be included in the consolidated report, but remitted as a separate report
to MOD. The following procedures will be used when a consolidated report is
prepared:

a. Each money order report shall be verified by the COPE or verifying
official.

b. Upon verification of all money order reports received for that
day, the COPE or verifying official shall:

(1) Prepare a consolidated tape and report in duplicate (see
figure 7-11). The tape is a recapitulation of totals reflected in Section III
of all reports to be consolidated. The completed tape will provide all of
the entries necessary to complete the consolidated report. Since the consol-
idated report (PS Form 6019) is also a recapitulation of totals, all entries
are made in Section III of the 6019 with the exception of the serial number,
symbol number, amount and total of the check obtained by the COPE for remittance
of funds. These entries will be made in Section II (checks) and the total
will be carried over to block 9 of Section III.

(2) Remit all funds to the appropriate check-issuing agency .
immediately after tape verification. Notify the check-~issuing agency to make
checks payable to "Disbursing Officer, U.S. Postal Service."” QObtain a receipt
if a check is not issued at time of presentation of funds. Funds may be
entrusted to another postal clerk for delivery to the check-issuing facility.
Always obtain a receipt (PS Form 1096) when funds are exchanged personally
between clerks, COPE and the verifying official.

(3) Upon receipt of the consolidated remittance check, postmark
the back with the APDS.

(4) Assemble the consolidated report followed by the parent (if
appropriate) and unit reports in numerical order. The reports and vouchers
shall be arranged to maintain individual unit identity. The entire package
shall be fastened together for easier handling and verification by the MOD.

(5) Submit the original copies of MOB reports, remittance, and
appropriate enclosures via registered USPS indicia mail to MOD. Express Mail
Military Service (EMMS) shall be used to send consolidated MOB reports to MOD
from MPO's where this service is available. Enter USPS Corporate Account #400
in the Federal Agency Code block on the USPS Label 11-B (No postage is necessary).

(6) The registry or Express Mail number shall be recorded on the
duplicate of the consolidated report. This duplicate, together with the
duplicates of the parent and unit reports, shall be retained in the files of
the COPE. .
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710. PECULIAR OR ABNORMAL MOB SITUATIONS

1. Issued from Different Series Same Day. When MOs are issued from two
or more different series on the same day, separate totals for each series shall
be listed on the verification tape and section I, PS Form 6019 (figure 7-12).

2. 1Issued Out of Sequence. The serial numbers cf the MOs issued out of
sequence shall be listed as a break in series under section I, PS Form 6019,
and a notation made that the MOs were issued out of sequence (figure 7-7). On
the date the break in sequence is reached, the serial numbers of the MOs issued
on that date shall be listed as a break in series under section I, PS Form
6019, and a notation made in the "Remarks' section (figure 7-9).

3. Missing MO Form Set. When a MO form set is missing and has not been
reported previously, the clerk shall prepare a statement of circumstances on
all copies of PS Form 6019 (figure 7-8). List the MOs used as separate series.
If it has been reported previously, follow procedures outlined in paragraph
703.3.

4. Missing Voucher. When an issued MO voucher is missing, the following
procedures shall be followed:

a. Any overage in the MO cash that is related to the loss of voucher
or vouchers shall be remitted with that day's business and shown on PS Form
6019 in section I1I, item 4, labeled "See Remarks'" (figure 7-14).

b. Indicate on the related verification tape, in the space that
normally would show the amount, the words "Missing Voucher" (figure 7-14). All
missing vouchers shall be listed by number in the "Remarks" section of PS Form
6019.

c. The COPE shall prepare a money order facsimile as shown in
figure 7-13 and mail directly to the Momey Order Division, Post Office Box 14975,
St. Louis, MO 63182-9312. Do not send the facsimile with the MOB report.

5. No-Business Days and Suspended-Service. MOB reports shall provide
continuity of reporting; therefore, MOB reports shall be prepared to cover
no-business days and suspended-service periods as follows:

a. Those days on which MO business was not conducted shall be reported
inclusively with the first business report following the resumption of business.
On the day MO business is resumed, an entry shall be made in the block "No
Business was Conducted" to account for the entire period that no MO business was
conducted (Enter in the "From Block" the first date that MO business was not
conducted, and in the "To Block" the first day that business was conducted - see
figure 7-15).

b. When a MO unit operates only on a temporary basis (such as
paydays or deployment), endorse "Business Suspended" in the "Remarks' section of
PS Form 6019 on the last day of business. On the first MO business day fol-
lowing the suspension of business, endorse the "Remarks" section, PS Form 6019,
"Business Resumed" and make an entry in the block "No Business was Conducted"
to account for the dates that no business was conducted.

7-11




c. MO units that do not conduct MO business on normal operating days
shall notify the COPE on each day that business is not conducted. ‘

6. MO Sales Totaling Less Than $100. When the amount of cash derived
from the sale of MOs is less than $100.00, it may be carried forward to the
next report. However, if MOs are sold, PS Form 6019 shall still be prepared
and submitted without the remittance. Amounts of less than $100 shall be
entered in section III, item 13, PS Form 6019 (figure 7-12). Whenever the total
in this item reaches $100, submit the remittance with the report.

7. Checks Issued by Agent Officers. COPES located at military instal-
lations having no disbursing officer or check-issuing facility, but situated
near an agent officer, shall make arrangements to convert cash into denomina-
tion of U.S. Treasury checks in the amount the agent officer is permitted to
issue. The remaining amount shall be carried forward as cash balance in
section III, item 13, PS Form 6019 (figure 7-12). The carried forward amount
shall not exceed $100.00. The responsible commander shall be notified when
this condition exists.

8. Balance Carried Forward. Whenever a balance is carried forward in
section III, item 13, PS Form 6019, the next MOB report shall indicate that
balance as brought forward in section III, item 1, PS Form 6019 (figure 7-12).

9. Clerk Errors or Spoilages by Customers. When an MO contains an error
made by the issuing clerk or has been spoiled by the customer and is returned
with the receipt after the date of issue, the replacement MO shall be shown on
the MOB report as a "No Fee" MO (figure 7-5). For the reissued MO (reference
paragraph 707.2), annotate the verification tape "No Fee" (figure 7-5). ‘

10. Reporting Shortages. When shortages in MO accounts occur, they shall
be reported on the business day the shortage is discovered and investigated if
the situation warrants (see Chapter 14, paragraph 1404.1.b). The shortage is
not to be shown on later reports. If a shortage occurs because of acceptance
of counterfeit currency, follow procedures outlined in Chapter 14, paragraph
1404.1.4d.

11. Reporting MO Account Items Held for Investigative Reasons. When
investigative action is necessary and MO account items (that is, blank MO sets,
cashed MOs, cash, or cash equivalents) must be retained past the 2 working
days specified in Chapter 14, paragraph 1404.1.b., the following procedures
shall be followed:

a. The COPE or reserve custodian shall retain MO account items
pending investigative findings, if necessary. A receipt shall be obtained
for any transfer of such items to investigating agencies.

b. PS Form 6019 shall be prepared for the day on which MO account
items are held and shall be submitted to the MOD (figure 7-16).

c. A statement shall be made in the "Remarks'" section of the PS Form
6019 relating the known facts regarding the shortage and justifying retention
of MO account items.
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d. When investigation and legal action is completed, the MO account
items shall be submitted with the next MO business report. Cash shall be
listed as an overage (figure 7-17). The overage shall be identified referring
to the report that originally reflected the shortage.

711, COMMINGLING OF FUNDS. Major commands may authorize the commingling of

MO funds with other funds, including USPS stamp and meter funds. However, funds
of one person may not be commingled with those of another. Individual financial
responsibility in all postal fimancial transactions shall be maintained. Where
commingling of funds is authorized, the major commander shall issue supplemental
instructions to ensure funds are accounted for in the following order: (1) MO,
(2) postage meter, (3) stamp stock. See Chapter 12, paragraph 1202.3.d., for
audit procedures. If commingling of funds is not authorized, an MO change fund
up to $50 may be issued from the COPE's stamp fund provided the transfer is doc-
umented on PS Form 3369 or PS Form 1096.

712. LOST, DESTROYED, MUTILATED, OR VOIDED MOs. Application for a duplicate
MO for a lost, destroyed, mutilated, or voided MO shall be processed in
accordance with Section 941.15, DMM (reference (i)).

713. EXAMINATION OF MO RECORDS

1. Information regarding MO transactions may not be disclosed to any
official or DoD Component or federal agency except as authorized by USPS
regulations. Officials or DoD Components desiring to examine USPS records
retained at MPOs, in accordance with an official investigation, shall have
written approval of the responsible commander for the MPO concerned (Chapter 9,
paragraph 906.14.b.(2), applies).

2. Postal personnel may testify and disclose information pertaining to
money order (MD) tramsactions before civil and military courts when directed by
competent authority. However, immediately upon receipt of a request for
disclosure and prior to testifying, postal personnel shall coordinate any
possible disclosure with appropriate legal authority and supervisors familiar
with applicable postal regulations.
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Sample of DD Form 885 Used by Money Order Clerks.

Figure 7-2.
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Postmerk Ststion/Branch or individus! @ Order Stamps
COFPE APO 09057 Quentity fam Vaiue
Fingnes No. @ CAG ¢ ;
28-89 o H
Regi N?Ilfmy[ fad
ogistry @ -
R-398213 ]
O Order Stamps l 0 Return Stomps g 12¢
Action Sonature Dete ° XT]
Submitted Signauure of COPE S/E 5 T
hipped Signature of Source s 20¢
Meceived Sig. Receipt of MO's 3¢
Witness Witness Receipt of MO 8
Return Stamps H
Quentity from Rate Vsive g
1 H
? = v
[ ot
< .
20-224($4.40)
i |
100 - 224
= 800 — 22¢
8
33 14d Reguler, Cut :
} No. 6% — 224
No. 10 - 22¢
% No. 0% - 22¢w
£ No. 10 - 24W
9 200 w_ :
! i
3
si
ES
i
TO-TAL REQUISITION TOTAL
P3 Ferm 17, December 1986 STAMP REQUISITION © WS Gemermmons Srimmiy v 1907-101-F0UESS-
1. Unit ordering money orders. 7. Signature of person receiving
2. JFinance Number (S/E). money order shipment. Be
3. Registery Number-Filled in when certain to verify money order
money orders are shipved. shipment is correct (include
4. Completed by the unit requesting date).
the money orders (include date). 8. Witnees at receipt of money order
5. Completed by the agency or unit shipment (include date).
vreparing and shipping the 9. HNumber of money orders requested,
money orders (include date). from ordering unit (Steps 4 & 5).
(USUALLY THE ACCOUNTABLE 10. Place the words "Money Order or MO"
POSTMASTER OR THE PFO) in the blank, from ordering unit
6. Witnese of agency shipping (Sters 4 & 5).

money order (include date).

FOR FURTHER GUIDAKCE CHAP 7, PARA 702, 703 & 704 (DOD 4525.6-M, VOLUME I)
Figure 7-3. Sample PS Form 17
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Army and Air Force use
APO number. Navy and
Marine Corps use six-digit
OID number.

. - Enter serial numbers of all paid
Enter the preparing unit's Indicate Unit Number or USPS MOs (first 10 digits from left

return address. Parent. to right only) and amount of each.
.8 ISTAL SERVICE
MILITARY POST OFFICE { ) REPORT OF MONEY ORDER BUSINESS
MPO Office (D No. {APO/UIC) Unit Na. I'.'ﬂaﬂl.nlf R Enter the
09123 PARENT ’ Sor DOD 4625 /} Registry
R Otfice Address NO Business was Congucted number'
COPE (L1, P—— {
APO NY 09123 Tranemitted under Registry No. of (Detes
R 008 5 2 e
5323 8 Sep 83 Enter the day
SECTION SECTION 1t} business was
Enter the serial MONEY ORDERS 155UED ul e :.....m conducted
number cf the - Block Serial Nos. Used . ,':.,.“’"“;:’?"‘ |
fi MO 0012900000 Proviovs report H
irst TR 40012900009 r ;231§3“‘55 180 Do J apoemmes 1,900 W)o
. Ne. 10 2] 2234556887 20 00 | Svioms , i
issued. e 2 2 I ,F..,"": : T Enter amounts
Nofhwea 5 . T Seon] 2,2 from GRAND
Amount Foe [] 1 a. ] TOTAL secti
- orac | 1,900.00 2.25¢5 i . ' on
Enter the serial 4 ? ! s 1 )
Block Seris) Nos. Used 9 I .
number of the 7 = s H o Shormees T
last MO * o : '
. . Used h1 { 7. ] . e p——
issued. &....... b= t—] TormoemtP! 5 992 i35 Enter totais
. [}
== Aroant —te . — Amourt from above.
% v Zrtens (Tomt 200 {00
roras P [ i ] ;
Enter the Block Seviel Nos, Used o ::::«Crl'lr 1,702 2
totals for e d N R T \ Enter totals
MOs sold, Mo, used TOVAL (Toltem 8. 30c1) PP| 200 ﬁ';o " T from section
plus fees. e e — T .
Amount Pos Sevisl No. Jivreiml Mo | Amount :
ToraL P 687,445 166111 1.709{25 % Mo, )
e aid )
Ef"‘:"fete this | lasano 1,900.04 2.25 — Yoracneor | 1 902 125 mratotals
ock from —7 bove.
NOTE:
totals above. o Cury Grend Torsl Amount ——
to liem 2. Section I “Artach copy of Form 1908,
o Carry Grend To Finsncial Adinstment Memorendum
o ltem J, m TOTAL (To ftem 9. Sec Ui} ’ 1,702125%
. Remarky,
List all checks | ["=>
accompanying r Postmark with
the report. the all-purpose
date stamp.
MO clerk will o Contitied tabmecarrect: , uu--.-u m: Veritiea
sign here. e oef g 85, s 4iten, ?"n"‘.-u MSGT _ “fau) CCPE or
- (Military Pestal Cicra - (Designated 1316 - “iraaes designated verify-
PS Fom 6019, Jon. 1983 ing official shall
T ROYCONENT PRINTING OFFICE: 198)-654-00%/1%8 . .
sign here.

Figure 7-4 Sample of an Ordinary Dailv Money Order Business Report
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U.S. POSTAL SERVICE
MILITARY POST OFFICE (MPO) REPORT OF MONEY ORDER BUSINESS

It was mutilated;
iscued this date.

therefore,

MPO Otfice 1D No. (APO/UIC) Unit No. tngtructions:
96332 One Ses DOD 4525.8-M
lsue Office Address No Businass was Conducted
COPE From Yo
APO SF 963 32 Transmitted under Registry No. For Business of (Date)
R 008 394 086 23 Jan 83
SECTION } PAID nonsv‘f:cngemv:s'kno CHECKS VERIFICATION TAPE
MONEY ORDERS ISSUED INCLUDED IN SUMMARY
Block Serial Nos. Used Paid Money Orders 1. ‘n‘.."u USED
From 8002250661 Seris! No. Amount P} 8002250661
The 8002250665 ‘| 8002250653 125 ;00] 2 Mo THRU
No. wed 5 2 i %ol 8002250665
No. spoiled Q 3 1 3. Foe
No. imued 5 . 1 5]  [imprint AN
Amount Feo 1] ] 4. Purpm Date
~T
ToTAL P 854.671 1.00 : : = Stamp Here.
Block Serisl Nos. Used 8 ! . 00T
From ° 1 6-sho 200.00
Thra 10 ! Q Mo Fee 125.00
No. Used m ) ';,'bTA '5’ 45.23
No. spoiled b2 i ) 350.00
No. issued s | [ N 134,44
Amount Feoe %: : 8. :v.d 8 5 4, 67T
TotaL P Fe —+ oche .00T
Block Serial Nos. Used | & Sect Fees 1 gg
From be [ ¥xas¢ ) ooT
Thru 9 H
No. used H 1". . 00T
No-soied TOTAL (To Item 8. Sec 111 P 125100 £ pPmp 125.00
No. issued Checks 12. Ove \~ Mos 125.00T
Amount Foe Seris! No. ISvm! No. Amount
112,324 0 7301 13.Bad G 7e7mL . 00T
ToTAL P Jfl v LAl ssved MOs 854, 67
GRAND ' Ars Pees 1.00
TOTAL 854.67 | 1.00 TOTAL  Sub Tokel g ¢
“Z;W Mo _125.00
NOTE: Te Ca
e Carry Grand Totel Amount : 4 sh 730. 67T
10 Item 2, Section Il ‘:
e Carry Grand Tqml Fees N ~FIRENCRT AT TIEAT WO OrRewm
to Item 3, Section Il TOTAL (To Item 9. Sec III) ’ 730 E 67
Remarks: *

MO 8002250653 issued on 21 Jan 83 waa returned by customer for replagement.
it was treated as "Paid” and a "no fee" MO

B\

Certitied to be correct:
T

{Military Pestal Clerk [Grade |

Asviewed and. Veriti
@gm, MSGT

{Designated Officer/Grade)

PS Form 8019, Jan. 1983

*U.S. GOVERNMENT PRINTING OFFICE: 1983-654-085/1966

Figure 7-5 Sample of a PS Form 6019 and Verification Tape Accounting for "No-
Fee" Money Orders




REMARKS
MOs

thru

prpper sequencs was not possible bafore the close of business.

were issued out of sequence, and reflected herein. Return to

Figure 7-6

Sample Remarks Section of PS Form 6019 When
Money Orders Have Been Issued Out of Sequence,

REMARKS

Ouring normal course of business, MO

was discovered missing. Circumstances surrounding

the loss of this MO are not known at this time. Action taken to locate the missing MO has met with
negative results. Loss has been reported to the COPE (or reserve custodian, if appropriate).

Figure 7-7 Sample Remarks Section of PS Form 6019 When a
MO Form Set Is Missing.
REMARKS
MQOs thru were issued out of sequence and reported on the MOB report

for (Indicate date MOs were issued out of sequence).

Figure 7-8

Sample Remarks Section of PS Form 6019 When
Break in Sequence Is Caused by Money Orders
Having Previously Been Issued Out of Sequence.
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This will be the serial number of
the first MO issued for this report. |

Indicate the report date by

stamp here.

affixing the all-purpose date

This annotation is used to
account for MOs that are

It will appear once for each
money order spoiled.

spoiled; therefore, not issued.

v

Signature of the
person preparing the

7|3

Bl \

tape.
R
-
This is a summary of the
report period. The total
cash shown here should g | %-DT-&(
be exactly what is on “..m
hand.
H&J
h‘n"ﬂﬂh
Tokal Caul

Jyhhl/7b¥vhuul

00T
tue 225 ‘/J/
Pexy 2.25T

200.00
400.00
100.00
250.00
400.00

This will be the serial number of
the last MO issued for this
report.

This is a list of the amount of
each MO sold in the
sequence it was issued.

100.00

1,900.00T -

This is the total amount of the
MOs sold.

This is the total amount
collected for fees.

™
.00T
180.00 -

20.00

if MOs were cashed during this

business period, list them individually
by amount and total the amount after

the last entry is made.

200.00T

.00T
1,900.00
2.25

2(!)00
1,702.25T

"These entries are not used it no money orders were cashed.

Figure 7-9.

Sample of Ordinary Daily Money Order Business Tape.
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USED

THRU
8004500649

To ensurs that the actual

-

00T
125.00

250.25
100.00
400.00

400.00
400.00
2 12550
11110
255.00
SPOILED/NOT ISSUED
44.10
25.00
100.00
100.00
o
o \-245.00
300.00
200 70

”

thru
the 50
MOs

s

14,145.447

Figure 7-10.

number of MOs used are
sccounted for, subtract
the last number from the USED
first number and add 1. in
this example, 61 MOs were |'-> 8004500600
used.
THRU
- L.
8004500660
Aftix the all-
purpose date o
stamp here.
; 00.00T
100.00
100.00
250.00
;ic. 200.00
50.50
25.10
125.50
’ 400.00
< 300.00
55.75
26.35
This entry 1.633.00T
accounts for 00T
MO clerk’s error Al 1 &3.00
when preparing 14,145.44
the tape. 15,778.44
nsure that fees are notj 7 00T
included for "SPOILED/ Als 15.00
OT USED" MOs. Note that]| 6#«ds 15.00T
1 MOs were issued but
nly 60 were used.
00T
fall 50.00
Mo. 150.00
200.00T
Sbet 00T
Visss £ 15,778.44
Face 15.00
b lad Cndal 15,793.44
Aud - 200.00
Pl Cuad 15,533 .44T

Sample MO Business Tape in Increments.




———-—-

Enter USPS 11-8 Labe! Number
if sent by Express Mail

e PORvAL SERVICE
MILITARY POST OFFICE (MPO) REPORT OF MONEY DRDER BUSINESS
PO O*we 1D Ne. (APO/VIC) Unes o . Somerutmne. .
091549 CONSOLIDATED Sas DOO 5755
e Otiee Asora 68 Susinem evm Conprrang .
COPE Srom ve*
139 AG CO ﬁ'-—--—-h Ne. Por Busensns of {Duse) -
APO NEW YORK 09154-0006
R 008 234 097 4 Jan 88
SECTION SECTION 1
io PAID MONEY ORDERS aveo [ CASH SUMMARY
MNCLUDED N SUMMARY e Voo
Usea Pt Money Ovders ‘-m'.',"‘
Gavwl No. Ampunt Proviews
) 1 2.40's mees '
2 ' Sornon / 14,5500 75
3 ] 3 Pem 1'
- . I [ %k 41! 50
RECAPITULATION Foe [ [] [
0 1 1
1SSUED v é - 1+ !
=Y Used [] ] !
Parent 7.309.u0 » H S Snortege 7
Unit 1 3,730.5¢ ¢ o J 1
Unit 2 638.50 [ H . 1
Unit 3 2.822.15 B ] ot 44,5920 25
18.5593.75 il s Crogws Amoura
[T ha N . Pow monoy :
v. ® D ] Soemen tlte 800i 00
FEES he H .:-:;'.:-' '
Parent 20.25 + thed 7 o Sarmen 11) 13;792l 25
Unit 1 11.75 » : .. H b H
Unit 2 1.50 ¢+ e | S . :
Unit 3 8.-uu ¢ ! 1 " T
Al S0 TOTAL (To sews 8. Soc 2T} .‘L ' !
: Chacts 2.Owrves H
V. = Soe Serw' Me. | T Amawne 1
BAID MOs : 442 356 4223113 7921 25]13 Seimenonct H
Parent 650.0u ¢ = - “w 3
Unit 3 ::g:g : ToTAL CREDITY 14,592125,
. 0. = M mouns -
GRARD TOTAL 7 “Asach eapy of Form 1908.
ISSUED Mos 14:550.75 + Em Finencel Adjustoen
FEES 241.50 ¢ VOTAL Torvam 8.8 2 B»| 13 792! 25
SUB TOTAL 14:592.25 ¢ .
Less Paid MOs g00.v0 -
TOTAL CASH 13,782.25 =
WALIFR RLETIFR _SFC___ m
Gfihmry Possi Qleve Grase ) mom-mc-n
Pi Fom 6019, Jun. 932

Figure 7-11 Sample of a Completed (onsol idated Money Order

Bus iness Report.
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MMLITARY POST O FICE 0400) REPORT OF MOWEY ORDEN SUSINESS When only
MO OWan 1D oo (APONNT? =y j em— oven denom-
%017 PARENT Sas DOO 4835 508 nation f:hocks
e OFas Asurms use r-—m are avgilable,
core 302332.3997 Yo show the
APO WY 09017 002?3“2‘6‘999 T—r—— =~ amount
012 14 Jan 82 um fof‘
Imprin: the
U All Purpcse e m ward from the
HOREY ORSERS WIUED Date Starp | et —— last report
Gote S fomy Heze t Bownep wom v M‘. This
o et no» 1) o¢ )
Peaem .00T .-...: Prameoun cannrt 1? : 80 amount should
> m:nms igg-gg . ! s T 1.855 73| |be exactly that
— 110.25 L TR ] which is
'“nﬁfy the Gl 3 410.25T Secnen i) 2 50 shown in item
0 [ . »
spiit series K | —= 00T ‘ 13 of the
ke these. voras P, 410.25 .73 oo .15 1 ¢ N previous
§ Bers Sorwr e Lned . Jasky  7eT 3 |
‘ 825550000 M  Srenee T report.
T™e §025550006 s ‘: - :
[od 8
o n’ s‘”"5‘: i Totacoser P 1,076 oS
~w— 7 % soz=5;c.,oe ' Creens e When only
1 Amanany [ ) 6. Pom maagy l.
f .07 1 Py : even denom-
vora B! y,aes.30] 175 ) 0 e : gver
S i N i‘5’3'55 ] e Tew 1.800,00 | | ination checks
Prepare the] [ AN “is.09 = T are available,
I 00.9C : 1 show the
verification —— 325. ¢ . - — .
tape ke o woiee 535.90 N H omqum ing
this. "o _wwte 223.3% 12 Oen H carried for-
ll L_"_ 1,885,507 | _a= ) ﬁ: ’A ward to the
o B yess.rsTa0 .07 ryy B 76:054%] next report.
il de "A‘.;,' H?r 308700 {Vdrat couore B> 1.87¢i0s | | This amount
H shouid be
007 [ axactly that
O G g T e Saad MOy N15.2% H “Atroch cops of Fare 1908, e
® Comn (uund Tos b Leand T4lr 1,805, 50_ N Funancmsi Adwarmrves Momonpivn which is
2 farvn J Scevon i1 1,855,757 200 00 t in i
——s .007T 1 of the next
.15 report.
Faur .75
Loond Iols 2.501
st Tol? .007T
2ot ME, 1, 5.5 73
£
= 7o Cud 1,858.257 J
Gty ot
m'pﬂ?ﬂ, scT se vttt src
henrs Puoemt Chovs < onde - 1Dvmgreed Uffic ro oG ogte

Py Pom 8B, Jon O3
03 ENENY WNNE N WSS

Figure 7-12. Sample PS Form 6019 and Verification Tape
Depicting Sa.2s from Different Series of

‘ Money Orders.
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Arzy and Air Force use
MPO pumber + 9, Navy and
Marine Corps use six-digit

is iicsing.

Enter the 10 digit serial
munber of the voucher that

Onciude (R Dogn ¥ known)

01D muwber L
] Leave Blank |
N
USPS FACSIMILE M.0. VOUGHER 4
[Ble 1T [e]elslel1e] | [shale [elel] [elisiela) [ 111
Yeur --w Day l'osr.gﬂ-a Amount

ml"du

Signatur

[~
’(va‘ete/lhn: form for missing vouchers. Send directly to
Sney Orde: Division, P.O. Box 14975, St. Louis, MO 63182-9412.

| COPE or Verifying Official's Sicnature

....................................................

DO NOT MIX THIS FACSIMILE WITH VOUCHERS.
DO NOT SEND THIS FACSIMILE IN THE WEEKLY VOUCNER SMIPMENT

¥ f21¢ on d2:tes line” @
UNITED STRATES POSTRL SERUVICE l ' '

qunclnl BUSINGSS
PENALTY FO= PAVATE
USE TO AVDID PAYWENT

OF POSTAGE $30C

SEND TO:
MONEY ORDER DIVISION
POSTAL DATA CENTER
P.0. BOX 14975
ST. LOUIS, MO 63182.9412

L"mlllllll"'llll Illll 'lIlll'll'!ll“llll‘l‘ll"

Figure 7-13. Sauple of a Completed FYacsimile Voucher.
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u.8. POSTAL 3ERVICE

MILITARY POST OFFICE (MPO} REPORT OF MONEY ORDER BUSINESS

MPO Otfica 1D Ne. (APO/UIC) Unit Ne. Tretructions.
625859 PARENT Soe DOD 45258 M
omue ONice Asgress Ne Swinam wer Congucran
Commanding Officer rrom o -
U.S. Naval Activities Tronamitied under Aegstry Ne. For Businam of.(Dere)
Fro 09510 R 008 586 086 21 Feb 83
uou;v‘gsgg:s'muto USED CHECKS catn sihmany
ny i
BC14E€5L43 Dbirs Aot
Giock Sersl Nos Lhed THRU 1. m:v'.m ;
from 80314665443 8014465449 Ame et —+
O Le665449 imprint All o s 771 180
. &€ FTon
No. sporied 0 Purpose Date I 3. Tpees Towat 1 } 75
Ne. imusa 2 Stamp Here. { Secnom [} L
Amount Foe OOT # 4. SEE 50 : 00
. H REMARKS ‘
vorAL P 771.80( 1.75 150.00 . ‘
Biock Serial Nos Used 100.00 ] :
From h6.80 jl §. Snorisge . ]
Theo Mispey Varder _: sl 1
::.::“ o lgggg : Tora pesiT P 823 §55
X y . 1
NO ‘wevea g 350.00 t Credits Amaunt
Amount Foe \ ;\ 771.80T :f s ?“;wf’::‘l E
non I}
TotaL P N .00T H ®. Checks o T
. p> T lived (Towl 823 155
Block Serial Nos. Used Lco .15 1 Secrion I1) !
From % 7x2s¢ 1.757 T 10. :
Thru ! ]
No used Ganmwo Torml .00T 1 " 4
No sooried 13sved MOs  T71.80 ! !
No. itsued fFees 1.75 12. Overses | H
Amount Foe Ovetaye 50.00 Ameunt |
roraL | Toka! casd 823.55T [ 823 Las i Bmen ?
S e o —— N —
1 14 H
Sorac P 771.80| 1.75 —]"orar casorr P 823 155
]
NOTE 4
* g ’l?c: r;n:':::'l I‘;l"I ount E ;ym-h :.'c:p} of Form ~I 908, n
® Cary Grand Total Fees N i/
to ltem 3, Secuion 11/ TOTAL (To Item 9. Sec I11; ' 823 E 55
Remerns: .

success.

Overage due to missing voucher.
vas not retained,

MO 8014665446

was issued and USPS voucher
An effort has been made to obtain voucher, but without
$50 cash overage 1s included in this repore.

Conifrag te 80 ciyfiact ”

DICK A. HALL, PC2

Aaviewas sng Verifie

etmary \

(MUlizary Pestal Clevk (G rade;

a&% .C’c g’m"“’n

({Demgnated Officer/Grade)

P3 Fom §019, Jon. 1981

Figure 7-14.

ou.3.
Sample PS Form 6019 and Verification Tape Depicting a
Missing MO Voucher.
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V.8 POSTAL SERVICE

MILITARY POST OFFICE (MPO) REPORT OF MONEY ORDER BUSINESS

Corvifian 16 ga coarrect:
S I
N TUT, PC2

.

(Milirary Pesral Clerk |Girade )

Neoviawed &

o ithe
KEN ."Kbdﬁ.‘u

{Degignated Officer/Crade)

MPO Offiee 1D No. (APO/VIC) Unit Ne. tomtructons:
532749 PARENT $Soe DOD 45325 8-M
Imue Ottice Agarens No Susinan wes Conducted
Feb 83 15 Feb B3
Coamanding Officer som__3 Feb § ., T
U.S. Naval Activities v under Asgetry Ne. For Businwm of (Dete;
FPO 09510 R 008 644 022 15 Feb 83
S
SECTION (¢ SECTION 11}
MONEY CaDRS (SSUED PAID MONEY ORDERS AND CHECKS CASH SUMMARY
INCLUDED IN SUMMARY Dobire Yy
Block Serist Nos. Used Para Money Ordens 1. 'l'-”';ﬂgg ';'om r
From Soral No. Amount Provious repert H
Thew 8023330070 u 1 2. MO's naved T
No_visa 3 2 ) .'lfunu ”Tcul 710 :00
No sowiied 0 3 i 3 Fem ¥
No. imued 3 4 J g:::-'o:ogm !7 3
Amount Foe [ ] 4 t
[] v |
TOTAL 4 -+
’ 210.00 1 .75 ? 1 s \
Slock Serial Nos. Used [ | 1
Prom ® H 6. Shorteee T
Twvu o [ Correcuion® :
Ne Used 1 H 2 ]
rovapTe—— 3 , TOTAL ourr’ 710 575
No meuves 3 0 Credits Amount
Amount Seo 4 Y 8. Pod meney T
T o B !
ecthon 11
OTAL ’ [“ Ml 9. Checas a0 T
Biock Seriat Noy Used | g‘r‘;‘,{";’,‘,“ 710 1 75
From [ ] ) 10. :
Thru L M !
No vied H ", 1
rrea—— TOYAL To ftem 8. Sec Ity P , :
1§
e e Craens e ettens |
Amount [ Soriel No. vevmel Ne. Amgunt )
T T
TotaL P 415,212 610 71L| 75 I :-:::.lc.."::' H
H addd '
GRAND Y 14. T
TOTAL CREDIY 710 75
ToraL ¥ | 710.00] .75 ] > !
[
NOTE .
* fo‘ ’I'l:'g ;":r:::l ;r ount E ‘4Mcl_l copy of Form 1908.
® Cerry Grand Total Fees T Financial Ad) Me "
to Item 3, Secuion Il TOTAL (To frem 9. Sec 111 P 710 2 75
Aemeras 4
=
APLCS

N

PS Porm §019 V== 1027

Figure 7-15. .

oy.$. COVIMENT PRIRTING OFFICE- 1903-834-008/1966
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V.S FOETAL SEAVICE
MILITARY POST OFFICE (MPO) REPORT OF MONEY ORDER BUSINESS
MPO Otfise 1D Ne. (APO/UIC) unit Ne. (netructions:
09114 PARENT Sos DOD 4525.6-M
imue OMice Averem Ne Susinan wes Condvcios
COPE yrom Te
APO NY 09114 T unew v NO. For Busnem of (Dute)
R 008 296 083 21 May 83
SECTION 11 SECTION 111l
SECTION | PAID MONEY ORDERS AND CHECKS CASH SUMMARY
MONEY ORDERS ISSUED A ANCLUDED N SUMMARY e y vevapn
Slock Serial Nos. Lheo Pasd Money Orders 1. Baloncs trem H
Prem BO08864547 Seriel Ne. ’ " !
Thew  BO0RB64624