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Administrative Services

REVISION

Publication 32, Glossary of Postal Terms

The definitions of several terms have been revised in
Publication 32, Glossary of Postal Terms. This new edition is

available only on the corporate intranet at blue.usps.gov/cpim/

publications. Revisions will also appear in a future printed version
of Publication 32.

— Corporate Information Services,
Information Systems, 11-4-99

Directives and Forms Update

Effective immediately, Publication 223, Directives and
Forms Catalog (June 1999), is revised. The tables below con-
tain the document ID, edition date, title, national stock number
(NSN), and the postal and public supply source for all new,
revised, and obsolete directives and forms. Use this article to
keep Publication 223 current. Information on how to order di-
rectives and forms can be found in chapter 1 of Publication 223.

New Directives

IWEB = |Intranet = http//blue.usps.gov; click on
“Information,” then “Policies and Procedures,” and then
“Publications.”

WWW = USPS webpage = www.usps.com.
PE = Postal Explorer.
F3 = F3 Fill Software.

Edition USPS  Public
Document ID Date Title NSN Org  Source Source
HBK AS-2000 10/99 Year 2000 Recovery Management Planning Resource Guide N/A GR BLUE N/A
HBK DM-109 8/99 Bulk Mail Acceptance 7610-04-000-8622 MKT MDC, MDC
IWEB
MOP FI-09-27-1999  9/27/99  Response Guidelines for Inspector General Reports N/A FIN IWEB  N/A
MOP HR-7-14-1999  7/14/99 The Safety Toolkit N/A HR IWEB  N/A
MOP 1S-09-13-1999  9/13/99 Local Applications Freeze Policy N/A COO IWEB NA
MOP PM-5-21-1999  5/21/99  Supplier Issues N/A FAC IWEB N/A
PUB 300-A 7/1/99 Consumer and Business Guide to Preventing Mail Fraud 7610-04-000-6949 IS MDC, MDC,
IWEB  WWW
Revised Directives
Edition USPS  Public
Document ID Date Title NSN Org  Source Source
HBK MS-150 9/99 Remote Computer Reader (RCR) 7610-03-000-5995 ENG MDC R
PUB 302 7/1/99 Postal Employee Crime Prevention 7610-03-000-9088 IS MDC, N/A
IWEB
PUB 555 9/99 Applicant's Guide for Responding to Personnel Selection 7610-03-000-3719 HR MDC, N/A
Requirements on Form 991 IWEB
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Obsolete Directives

Edition
Document ID Date Title Obsolete Date Replaced By
HBK MS-150-CHG-1  3/98 Remote Computer Reader (RCR) (Change 1) 9/27/99 HBK MS-150-TL-4
LAB 55-C 1/98 Deposit Mail for Collection 9/29/99 Changed to DEC 55-C
PUB 58 9/1/89 EAS Applicant Information 9/10/99 PUB 555
PUB 300 11/1/97 A Consumer’s Guide to Crime Prevention 10/8/99 PUB 300-A
PUB 301 2/1/94 Postal Crime Prevention: A Guide for Businesses 10/8/99 PUB 300-A
Revised Forms
Oldest
Form Editon  Usable Where  Unit of USPS  Public
Number  Date Date Title NSN Used Issue Org Source  Source
PS 2431  8/99 8/99 Request for Miscellaneous Disbursement N/A PS SH FIN BLUE N/A
Payment
PS 4410  9/99 9/99 Authorization for BMC Acceptance 7530-02-000-9229 BC SH MKT BLUE, N/A
(Third/Fourth-Class Bulk Mailings) MDC
PS 5659  7/99 7/99 Passport Application Transmittal 7530-02-000-9490 PS SH (O] BLUE, N/A
MDC
Corrections  (changes highlighted in bold )
Oldest
Editon  Usable Where  Unit of Public
Document ID  Date Date Title NSN Org Used Issue  USPS Source Source
ASMISSUE 7/27/99  7/27/99  Administrative Support Manual  7610-02-000-9881  INF N/A EACH MDC, IWEB, PE MDC
DMMISSUE  1/10/99 1/10/99 Domestic Mail Manual 7610-03-000-9331 MSY  N/A EACH MDC, IWEB, PE GPO,
WWwW
ELMISSUE 6/98 6/98 Employee and Labor Relations  7610-02-000-9963 HR N/A EACH MDC, IWEB MDC
Manual
HBK RE-4 4/85 4/85 Standards for Facility 7610-03-000-3611 FAC N/A EACH MDC, IWEB WWwW
Accessibility by the Physically
Handicapped
IMMISSUE 5/30/99 5/30/99 International Mail Manual 7610-02-000-9904 1BU N/A EACH MDC, IWEB, PE MDC
MANPM 1/31/97 1/31/97  Purchasing Manual 7610-03-000-9546 PM N/A EACH MDC, IWEB, PE GPO,
WWwW
POMISSUE  7/16/98 7/16/98 Postal Operations Manual 7610-03-000-3558 INF N/A EACH MDC, IWEB, PE SMD
PS 3203 4/99 4/99 Personalized Stamped 7530-01-000-9880 MKT PU EACH MDC PIF
Envelope Order
PS 3816 12/94 12/94 COD Mailing and Delivery 7530-02-000-9062 MKT PU EACH MDC PIF
Receipt
PUB 100 9/93 9/93 History of the U.S. Postal 7610-03-000-9247  INF N/A EACH MDC PIF
Service 1775-1993
W-4 1/91 1/91 Employee’s Withholding 7530-01-000-9457 IRS N/A EACH IRS N/A
Allowance Certificate (800-829-3676)

— Corporate Information Services, Information Systems, 11-4-99
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Customer Relations

Holiday '99 Publicity Kit for Postmasters

The U.S. Postal Service is ready to “Fly Like an Eagle ™" for our customers this coming holiday season
to make sure it truly becomes “Holidays Without the Hassle.” Our state of readiness includes more air
and ground transportation, new equipment, and better-trained employees who continue to deliver
record levels of service performance. This kit will help you share important holiday mailing information
with our customers and generate positive publicity for your office’s activities.

As most of you are aware, this is the one time of year that television, radio, and newspaper reporters
are eager to come to you to discuss mailing deadlines, Santa letters, and the caring activities involving

our employees.

To help get important Postal Service messages to your customers, this kit includes helpful tips and
fill-in news releases on package wrapping, correct addressing for customers, mailing deadlines, cool
stocking stuffers, extended hours, and options for buying stamps.

Further information and advice on publicity are available at local corporate relations centers. Questions
about advertising should be directed to area advertising and promotion specialists.

Holiday '99
Campalgn Materials

At the end of October, every postmaster was mailed a
90-Day Calendar and a Communications Kit that included
Holiday '99 signs.

Holiday '99 promotional materials should now be on display
in all post offices. Postmasters needing additional promotional
materials may call the Holiday '99 Hotline at 1-888-999-6623.

— Media Relations, Public Affairs and Communications, 11-4-99

Holiday 99
Aadvertising Campaign

This year’s advertising theme for the holidays is two-fold:

First, we will be focusing on “e-tailers” and customers who
go “e-shopping.” You will see several co-branded spots featur-
ing Amazon.com and the Postal Service. The focus will be on
the convenience and selection of e-shopping and taking ad-
vantage of time and shipping cost savings with Priority Mail —
“What's Your E-Priority.”

Second, holiday retail spots will focus on “Holidays Without
the Hassle.” Bundled direct mail and television ads will inform
customers that the Postal Service is prepared to meet their
needs during the holiday mailing season, and that alternative
access to postal products and services is available to make
their lives easier without additional “hassles” throughout the
season.

The “Fly Like an Eagle” tag line and music continues on all
advertising. This tag is proven to be very effective in product
branding. In addition to the Steve Miller music that links the
Postal Service to providing solutions to customers, another
elementis the “whoosh,” an advertising banner trailing behind a
flying postal eagle logo.
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Holiday '99 PUb/ICIly TIpS

Use the sample news releases included in this kit
or develop your own. Send the completed releases
to local newspapers, radio, and television stations.
Several days after mailing your release, follow up
with a phone call to the local reporter, editor, or
news director.

Plan special events to get media attention. Special
events could include:

® A wrapping demonstration in the post office
lobby.

® A “Mail Early” event. For example, customers
mailing cards and packages on a designated
day could receive cookies or special postage
stamp cancellations, or they could mail items
in a giant-sized “Holiday Mail Only” mailbox.

3. call local radio and television news and talk show

producers. Offer to guest on programs airing before

Christmas to discuss mailing deadlines, proper

addressing and packaging, and stamp-related gifts

available at your post office.

Invite radio and television stations to:

® Do a “live remote” on December 13, the busi-
est mailing day.

m  Follow employees, dressed as “Santa’s help-
ers,” delivering Express Mail items on Christ-
mas Eve or Christmas Day (if applicable).

Provide reporters and editors with the handy
Holiday Mailing Tips sheet in this kit. Consider
making copies of the Holiday Mailing Tips available
to your post office lobby customers, as well. (For
post offices covered by the National Call Centers,
you can also publicize the toll-free phone number.)

Holiday 00 Season Outlook

m  The domestic Christmas holiday mailing
season begins after Thanksgiving and ends
on December 31. We expect Americans to
mail more than 20 bilion mail pieces — up
4 percent from last year.

®  On an average day from October through
December, the Postal Service receives about
100 milion letters and cards nationwide.
This number is expected to increase to 150
milion a day from November 26 through
December 31.

m  Because Christmas falls on a Saturday,
the “busiest mail day” wil be Monday,
December 13. We expect to cancel approxi-
mately 280 milion cards and letters on that
day. Monday, December 20, will also be a busy
mail day. The busiest delivery days wil be
Wednesday, December 15, and Wednesday,
December 22.

®  We don't have suggested “holiday mail dead-
lines” for domestic mail. Our goal this holiday
is to deliver increased holiday mail volumes at
our normal year-round service levels. Delivery
standards vary according to location (on aver-
age: First-Class Mail takes one to three days;
Priority Mail takes two days to most areas;
Standard Mail (B), or Parcel Post, takes one
day per zone; and Express Mail is guaranteed
for overnight delivery to most major cities).
Post offices can provide information on local
delivery standards.

m  We want to encourage our customers to keep
mailing — even at the last minute! However,
we ask the general public to mail early to pre-
vent a backup of mail during Christmas week.

®  To move the large volumes of mail during the
holiday season we will add temporary process-
ing facilities, three X-mas Network Hubs with
more than 100 supplemental airplanes dedi-
cated entirely to moving the mail, thousands of
added truck connections, and dozens of addi-
tional trains. We will also put about 26 million
more mail sacks and trays in service. Nation-
wide, we plan to add about 40,000 temporary
holiday employees.
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Holiday ‘09 SIAMPS

Date of Issue Stamp Stamp Type
October 8 Hanukkah (Holiday Celebrations) Self-Adhesive Pane of 20
October 15 Holiday Greetings (Deer) Self-Adhesive Pane of 20

Self-Adhesive Booklet of 20
Self-Adhesive Vendible of 15

October 20 Vivarini's Madonna and Child Self-Adhesive Pane of 20
(Holiday Traditional)

October 29 Kwanzaa (Holiday Celebrations) Self-Adhesive Pane of 20

Total: 3.4 billion self-adhesive stamps
Note: This is the third season that all holiday stamps are self-adhesive.
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Holiday 99 Mailing Tips

Santa has elves to help deliver his bounty around the globe; the U.S. Postal Service has you to help
make it possible for us to deliver the billions of cards and parcels that come our way during the holiday
season. To help you make it the season of “Holidays Without the Hassle,” we ask that you practice the
following mailing tips:

Addressing Tips

Write, type, or print the complete address neatly.
Always use a complete return address.

Always use complete address information, such
as Ave., Blvd.,, and St. Always use the apartment
or suite number. Always use correct directionals
such as N, W, and SW.

Don't let an incorrect ZIP Code delay delivery

of cards and letters. Local post offices and the
Postal Service web site (www.usps.com) offer
ZIP Code information. (For post offices covered
by the National Call Centers, you can also publi-
cize the toll-free phone number.)

Packaging Tips
Select a box that's strong enough to protect the
contents. Leave space for cushioning inside the
carton.
Cushion package contents with shredded or
rolled newspaper, bubble wrap, or Styrofoam
peanuts. Plain air-popped popcorn is also good
for cushioning: It's inexpensive and environmen-
tally friendly, and you can string leftover popcorn
for holiday decoration.
Always use tape that is designed for shipping,
such as pressure-sensitive tape, nylon-reinforced
craft paper tape, or glass-reinforced pressure-
sensitive tape.
The only addresses on packages for mailing
should be the delivery and return addresses.
Tip: Place a return address label inside the
package.
Carefully pack glass and fragile hollow items,
like vases, with newspaper or packing material
to avoid damage due to shock. When mailing
framed photographs, take the glass out of the
frame and wrap it separately.
Remove batteries from toys. Wrap and place
them next to the toys in the mailing box.

Packages that weigh 1 pound or more must be
taken into the post office for mailing.

Holiday '99 Special Tips
Purchase convenient packaging materials, includ-
ing boxes and padding materials, at your local
post office. Express Mail and Priority Mail boxes,
envelopes, and tubes are free.

Access the Postal Service’'s web site
(mww.usps.com) for postage calculations, the
latest address information, and unique gifts.
(For post offices covered by the National Call
Centers, you can also publicize the toll-free
phone number.)

Avoid waiting in line for holiday stamps by buying
holiday Stamps by Phone (1-800-STAMP-24),
Stamps by Mail, Stamps Online at the Postal
Service web site, or stamps from postal vending
machines.

Don't forget that most post offices are open on
the day of Christmas Eve, which means last-
minute packages can still make it by Christmas
Day to most major metropolitan areas via
Express Mail.

Last-minute international mailers should not
despair. Global Priority Mail averages four days to
many countries for items up to 4 pounds. Express
Mail International Service averages three days to
most major cities.

For those traditional domestic procrastinators, we
offer Priority Mail, which gets packages to their
destinations in two days to most major areas. It's
a great buy at $3.20 for up to 2 pounds. For
$11.75, we also have Express Mail service that
gets mail to most major cities overnight.

Last minute shoppers will find great stocking stuf-
fers at their local post office along with packaging
materials to get those gifts on their way in a hurry.
When writing Santa, be sure to use a return
address. Santa may write back!
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Holiday 00 INews Releases

News releases should be typed double spaced on postal letterhead. The City/State on the
first line should indicate the site where the release originates. Note: News releases use
Associated Press style rules.

- UNITED STATES
‘ POSTAL SERVICE.

(Ready to serve like never before)

(date, year)

FOR IMMEDIATE RELEASE (Contact Name)
(Contact Phone)

POST OFFICE AT MAXIMUM READINESS FOR HOLIDAYS

(CITY, STATE) — The (city) Post Office is ready, wiling and more able than ever before to
“Fly Like an Eagle” and swiftly take care of (city) residents’ mailing needs during the holiday
season.

“Just like the rest of the U.S. Postal Service, we have more connections with planes, trains and
trucks than last year to get your cards, letters and gifts across country, and for that matter — the
world,” said Postmaster (full name).

The volume of mail throughout the nation this holiday season is expected to rise to 20 billion
mail pieces, or about 4 percent.

-30-
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- UNITED STATES
‘ POSTAL SERVICE.

(Help for the holidays)

(date, year)

FOR IMMEDIATE RELEASE (Contact Name)
(Contact Phone)

(CITY) POST OFFICE IS READY FOR THE HOLIDAYS

(CITY, STATE) — This year the (city) Post Office has extended hours and new services
designed to make time “Fly Like an Eagle” for postal customers mailing holiday items.

“We have a number of new conveniences that will make the mailing experience at our
post office fast and fun for customers,” says (city) Postmaster (full name). lllustrating the point,
Postmaster (last name) offers the following list of “holiday helpfuls”:

Special hours, deliveries and conveniences

m  To help customers this 1999 holiday season, we have earlier and later hours. (List
hours.) (For post offices covered by the National Call Centers, you can also publicize
the toll-free phone number.)

We will deliver Express Mail packages on Christmas Eve and Christmas Day.
We accept all major debit and credit cards.

Stamps offer selection with ease

m  This year, we have a wide variety of self-adhesive holiday stamps: Vivarini's
Madonna and Child, Hanukkah, Kwanzaa, Deer, as well as a slightly smaller version
of the Deer stamps offered through vending machines.

m  Most holiday stamps are available at selected grocery stores, banks and various other
locations. There is also a tol-free phone number, 1-800-STAMP-24, for ordering
stamps.

®  Priority Mail and Express Mail stamps are available for last-minute mailings.
m  Forms to receive Stamps by Mail are available from our letter carriers.

Holiday help

m  Call the post office [provide number] or the holiday mail information line [if applicable]
for answers to questions about mailing options, best dates to mail, and packaging
pointers.

m  The Postal Service’s web site (iwww.usps.com) also offers advice, ZIP codes, and
other information.

“As these ‘holiday helpfuls’ show,” Postmaster (last name) said, “we’re prepared to meet the
needs of our customers. We're serious when we say the holidays are here, and we're ready for
the holidays. Are you?”

-30-



PaGce 10

PostaL BuLLETIN 22010 (11-4-99)

| =

UNITED STATES
POSTAL SERVICE.

(Mail early message)
(date, year)

FOR IMMEDIATE RELEASE (Contact Name)
(Contact Phone)

POST OFFICE ASKS CUSTOMERS TO MAIL EARLY; PROVIDES TIPS

(CITY, STATE) — The (city) Post Office is ready to help you “Fly Like an Eagle” through the
holiday season, but with mail volume continuing to increase, “Mail Early” are again the watch-
words this year.

“This 1999 holiday season, U.S. Postal Service customers will bring 20 billion mail pieces to
post offices during the holiday season starting after Thanksgiving,” (city) Postmaster (full name)
said.

“We are asking customers to keep it coming during the busiest time of the year, but please
start early so we can make sure everything is delivered on time,” (he/she) added.

Postmaster (last name) said that customers can help by providing window clerks with full in-
formation on packages, such as requirements for insurance, delivery confirmation, desired time
for package arrival and other pertinent information.

To help customers, (he/she) suggests the following mailing tips:
m  Wirite, type, or print the complete delivery address neatly.
®  Always use a return address.

m  Always use complete address information, such as “Ave.,” “Blvd.” and “St.” Always
use the apartment or suite number. Always use correct directionals, such as “N,” “W’
and “SW.”

m  Don' let an incorrect ZIP Code delay delivery of cards and letters. Local post offices
and the Postal Service web site (www.usps.com) offer ZIP Code information. (For post
offices covered by the National Call Centers, you can also publicize the toll-free phone
number.)

m  Select a container that's strong enough to protect the contents. Leave space for cush-
ioning inside the carton.

m  Always use tape that is designed for shipping, such as pressure-sensitive tape, nylon-
reinforced craft paper tape or glass-reinforced pressure-sensitive tape.

m  Plain air-popped popcorn, shredded or rolled newspaper, bubble wrap, or Styrofoam
peanuts work well for cushioning package contents.

-more-
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m  The only addresses on packages for mailing should be the delivery and return
addresses. Tip: Place a return address label inside the package.

m  Carefully pack glass and fragile hollow items, like vases, with newspaper or packing
material to avoid damage due to shock. When mailing framed photographs, take the
glass out of the frame and wrap it separately.

m  Packages that weigh 1 pound or more must be taken into the post office for mailing.

m  Access the Postal Service’s web site (www.usps.com) for postage calculations, the
latest address information and unique gifts.

®  When writing to Santa, be sure to use a return address. Santa may write back!

“The holidays are here, and we're here to make sure malil flies like an eagle and is delivered
on time. Just help us by mailing early,” (last name) said.

-30-

- UNITED STATES
‘ POSTAL SERVICE.

(Post office extends hours)
(date, year)
FOR IMMEDIATE RELEASE (Contact Name)
(Contact Phone)
(NAME) POST OFFICE EXTENDS HOURS FOR THE HOLIDAY SEASON

(CITY, STATE) — The (city) Post Office, (address), will extend its business hours for the 1999
holiday mailing season, (city) Postmaster (full name) said.

The new hours will be (list new hours) beginning (date) and will continue through (date),
(he/she) said.

“We will also be open on Sundays beginning (date) between the hours of (list times),”
Postmaster (last name) added.

Postmaster (last name) noted also that the (city) Post Office will continue to provide its other
convenient services to assist customers, such as Stamps by Mail, Stamps by Phone
(1-800-STAMP-24), Internet web site (www.usps.com) and Priority Mail and Express Mail
services.

-30-
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- UNITED STATES
‘ POSTAL SERVICE.

(Several post offices offer  Sunday hours)
(date, year)

FOR IMMEDIATE RELEASE (Contact Name)
(Contact Phone)

MANY (CITY) POST OFFICES OPEN SUNDAY, DECEMBER 19;
EXPRESS MAIL WILL G UARANTEE CHRISTMAS DELIVERY

(CITY, STATE) — Time keeps on slipping for procrastinators that have not yet sent off holiday
cards, letters and packages. “To help make packages ‘Fly Like an Eagle,” a number of (city) area
post offices will be open on Sunday, Dec. 19,” said (city) Postmaster (full name).

“(City) post offices will also be open on the day of Christmas Eve, Dec. 24, for regular custom-
er service hours, mail delivery and parcel pick up,” added Postmaster (last name). (See
attached list.) (If applicable, include information pertaining to other holiday celebrations, such as
Hanukkah and Kwanzaa.)

To have last-minute holiday gifts and cards arrive on time, Postmaster (last name)
advises customers to use guaranteed, overnight Express Mail, which is delivered every day of
the year — even Christmas Day.

[List local plans for mail collection or processing on Christmas Eve.]

[If applicable: As a reminder, the (office name), (address), is open every day of the year
including Christmas (list hours).]

Post offices will be closed on Christmas Day, (he/she) added.

-30-

[Attach a page to your press release listing the full schedule, including operating hours, of
post offices open Sunday, Dec. 19, and other special holiday hour information.]
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UNITED STATES

‘ POSTAL SERVICE.

(One pound reminder)
(date, year)

FOR IMMEDIATE RELEASE (Contact Name)
(Contact Phone)

BRING PACKAGES INTO LOCAL POST OFFICE FOR WEIGHING

(CITY, STATE) — The U.S. Postal Service remains an important part of a government
service that strives to ensure the safety of the public and its employees, especially during the
holidays, said (city) Postmaster (full name).

In order to avoid delays, as a reminder to (city) residents, special security rules still apply when
mailing stamped packages that weigh 1 pound or more.

“Even if you've carefully calculated and applied the correct amount of postage, you must bring
these packages to the post office for mailing,” (last name) said.

Packages found in mail collection boxes, because of security guidelines, may be returned to
the sender, Postmaster (last name) explained. The only exceptions are business packages and
letters that use metered postage, (he/she) added.

Packages for international destinations, including military APO and FPO addresses, have
special customs requirements and must also be mailed personally at the post office, (last name)
added.

-30-
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UNITED STATES

POSTAL SERVICE.

(Holiday gift ideas)
(date, year)

FOR IMMEDIATE RELEASE (Contact Name)
(Contact Phone)

NEED GIFT IDEAS? POST OFFICE IS A GREAT PLACE FOR ‘STOCKING' UP

(CITY, STATE) — We've all been through it. You have to buy a gift for the office grab bag. Your
Uncle Stu unexpectedly sends you a gift, now you have to get one for him. You forgot to get
something for the newspaper boy. And, it's that time of year again.

“You should come to the post office,” says Postmaster (full name). “We have gifts that will suit
practically any taste or style.” In fact, (last name) offers the following list of great holiday gifts you
can get at the (city) Post Office:

m STAMPS make great gifts because everyone needs and uses them. Plus, because
stamp subjects are so varied, customers are sure to find subjects gift recipients would
be pleased to place on their mail or save.

| COMMEMORATIVE STAMPS, such as the Celebrate the Century Collection and
the 1999 Commemorative Stamp Yearbook, are ideal for anyone since the stamp sub-
jects reflect American life.

m  POSTAL MONEY ORDERS are safe and secure — better than a gift certificate.
Purchase any amount, up to $700, for just 85 cents. Free gift envelopes are available
while supplies last.

m  PREPAID FIRSTCLASS PHONECARDS adormned with beautiful stamp art can be
purchased in 30-, 60-, 180-, and 400-minute increments. FIRSTCLASS PHONE-
CARDS make ideal gifts for college students, grandparents, and small business
owners.

B UNIQUE STATIONERY AND GIFTS feature popular stamp themes. Most post
offices will sell computer paper, stationery, notecards and greeting cards featuring the
new Contemporary Deer stamp. The millennium collection of similar products feature
some of the best-loved Santa stamps issued over the past century. Merchandise
featuring the popular Kwanzaa and Hanukkah stamps are available at select
locations.

(Last name) suggests that if customers want faster delivery, they should send their packages
by Priority Mail. Delivery takes an average of 2—3 days. (He/she) adds that last-minute mailers
can send their packages overnight using Express Mail. “Because the (city) Post Office also sells
boxes, padded envelopes and bubble wrap, you can literally complete your shopping and ship-
ping in just one trip,” says (last name).

-30 -
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UNITED STATES
POSTAL SERVICE.

(When all you need are stamps)
(date, year)

FOR IMMEDIATE RELEASE (Contact Name)
(Contact Phone)

NEED POSTAGE STAMPS? TRY THESE ALTERNATIVES

(CITY, STATE) — Without a doubt, the holidays are the busiest time of the year for the post
office. Customers are not only mailing their usual correspondence, they are often sending
several packages, adding special services like insurance, or asking clerks about different ways
to mail. “Like any retailer this time of year, we have more customers with larger and more
complex transactions. For customers with simple transactions, like buying stamps, we have
several solutions,” says (city) Postmaster (full name).

For customers who just need stamps, (he/she) suggests the following:

m  Purchase from vending machines in post office lobbies. Many post offices provide
24-hour access to vending machines and offer stamps in different quantities and
denominations. (Plus, many postal vending machines are placed in business parks,
malls and grocery stores.)

m  Purchase from participating retailers who sell books of stamps, at face value, right at
the check-out line. Ask your major grocer, drug store, or convenience store.

m  Purchase from participating banks selling stamps through 15,000 ATMs nationwide.
A surcharge by the bank is usually applied.

m  Call 1-800-STAMP-24. Customers can place orders by phone, use a credit card, and
get stamps delivered to their door.

m  Visit wwmw.usps.com. Not only can customers order stamps, they can look up ZIP codes,
calculate postage and get details on mailing options and special services.

m  Order Stamps by Mail. Order forms are available in most post office lobbies or from
letter carriers.

(Last name) suggests customers take advantage of local post offices offering extended hours
through the holiday season. “Getting everything done for the holidays can be a hassle. By pro-
viding alternate means to purchase stamps and extending office hours, the post office hopes to
help customers spend more time enjoying their holidays,” says (last name).

-30 -
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- UNITED STATES
‘ POSTAL SERVICE.

(Santa Express, if applicable)
(date, year)
FOR IMMEDIATE RELEASE (Contact Name)
(Contact Phone)
PHOTO OPPORTUNITY
LETTER CARRIER “SANTAS” DELIVER ON CHRISTMAS DAY

(CITY, STATE) — Last-minute Express Mail gifts will be delivered personally by a “Santa’s
Helper” on Christmas Eve (and/or) Christmas Day (if applicable) this year to customers living in
(city), said (city) Postmaster (full name).

The traditon began 14 years ago when several U.S. Postal Service delivery employees
decided to make working on the holiday more fun by donning Santa outfits and becoming
“Santa for a day.”

[Talk about local program:]

-30-
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November 1999

Have You Seen Any of These Children?

Please patrticipate in the NALC/USPS Child Alert Program. Tear out this page and carry it with you.
If you have information on any of these missing children, tell your postal supervisor.

Brandi Khounlo

Born: 6-7-83

Date Missing: 7-22-99
Missing From: Storm Lake, I1A

Sylvia Garza

Born: 7-29-82

Date Missing: 5-31-96
Missing From: Mansfield, TX

Jenny Gjoraas

Born: 5-10-84

Date Missing: 8-18-99
Missing From: Sandpoint, ID

Sharna German
Born: 11-5-84

Date Missing: 9-13-99
Missing From: Kansas City, MO

Shoniqua Smith

Born: 8-17-86

Date Missing: 6-25-99

Missing From: Staten Island, NY

Thomas Sirten

Born: 4-27-83

Date Missing: 8-16-99
Missing From: Lester, AL

Please call the National Center for Missing and Exploited Children

Hot Line 1-800-843-5678

TDD 1-800-826-7653
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Missing Children Poster Display Instructions

Please display this poster prominently on bulletin boards in retail lobbies of main post offices,
classified stations, and branches. Operators of contract postal units may display this poster at their
option.

Companion posters, authorized for display on bulletin boards maintained by employee organiza-
tions, appear periodically in The Postal Record, a publication for members of the National Associa-
tion of Letter Carriers.

This poster is published in cooperation with the National Center for Missing and Exploited
Children, the United States Department of Justice, and the National Association of Letter Carriers.
Information appearing on this poster is selected solely by the National Center for Missing and
Exploited Children. For policy and information on Postal Service support in efforts to recover mis-
sing children, see Postal Bulletin 21967 (3-12-98).

Missing Children posters are available for the U.S. Postal Service only through periodic issues of
the Postal Bulletin.
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November 1999

Have You Seen Any of These Children?

Please patrticipate in the NALC/USPS Child Alert Program. Tear out this page and carry it with you.
If you have information on any of these missing children, tell your postal supervisor.

Brandon Fedynich Brianna Fedynich Heather Fedynich

Born: 8-4-89 Born: 2-1-93 Born: 4-19-82

Date Missing: 4-17-98 Date Missing: 4-17-98 Date Missing: 4-17-98
Missing From: Chuluota, FL Missing From: Chuluota, FL Missing From: Chuluota, FL

Miranda Budiman Sierra Landrum Alexander Riley

Born: 5-17-94 Born: 5-20-94 Born: 11-8-94

Date Missing: 10-31-98 Date Missing: 6-5-99 Date Missing: 9-3-99

Missing From: Dallas, GA Missing From: Ruidoso, NM Missing From: Rochester, NY

Please call the National Center for Missing and Exploited Children
Hot Line 1-800-843-5678
TDD 1-800-826-7653
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Missing Children Poster Display Instructions

Please display this poster prominently on bulletin boards in retail lobbies of main post offices,
classified stations, and branches. Operators of contract postal units may display this poster at their
option.

Companion posters, authorized for display on bulletin boards maintained by employee organiza-
tions, appear periodically in The Postal Record, a publication for members of the National Associa-
tion of Letter Carriers.

This poster is published in cooperation with the National Center for Missing and Exploited
Children, the United States Department of Justice, and the National Association of Letter Carriers.
Information appearing on this poster is selected solely by the National Center for Missing and
Exploited Children. For policy and information on Postal Service support in efforts to recover mis-
sing children, see Postal Bulletin 21967 (3-12-98).

Missing Children posters are available for the U.S. Postal Service only through periodic issues of
the Postal Bulletin.
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USPS Becomes National Account

The United States Postal Service has been designated as a
National Account by Headquarters.

The objective is to make the USPS the model for best mail-
ing practices. A national accounts manager from Capital
Metro Operations has been assigned to the account and will be

looking at our organization to identify areas where we could be
more effective in meeting the Postmaster General’s challenge
to keep costs down while improving the quality of service.

— Business Customer Relations, Marketing, 11-4-99

Mail Alert

The mailings below will be deposited in the near future.
Offices should honor the requested home delivery dates.
Mailers wishing to participate in these alerts, for mailings of

1 million pieces or more, should contact Customer Relations
Program Management at 202-268-5885 at least one month
preceding the requested delivery dates.

Requested ~ Number
Class and Delivery of Pieces
Title of Mailing Type of Mail Dates (Millions)  Distribution ~ Presort Level Comments
Territory Ahead Christmas 1 Standard A/ 11/1-11/3 37 Nationwide  CarRt, RR Donnelley; 72-page catalog
Flat 3/5-Digit
Hallmark Gold Crown Catalog Standard A/ 11/1-11/8 12.8 Nationwide  CarRt World Color, Bensenville, IL
Flat
Eddie Bauer Outerwear Sale Mailer ~ Standard A/ 11/8-11/10 2.2 Nationwide  3-Digit Harte-Hanks; 7" x 10 1/2"
Flat
Smithsonian Catalogue Holiday 5 Standard A/  11/10-11/13 1.2 Nationwide  CarRt, Quad Graphics, Lomira, WI;
Catalog 3/5-Digit, 8" x 8" catalog, 112 pages
Basic,
Barcoded
Bloomingdales Christmas #1 Standard A/  11/12-11/15 1.0 Nationwide  CarRt, Quebecor; 9" x 10 7/8"
Catalog 3/5-Digit perfect-bound catalog
Bloomingdales Thanksgiving Day Standard A/  11/13-11/17 1.2 Nationwide  CarRt, Continental; 8 3/8" x 10 1/2"
Sale Catalog 3/5-Digit poly-bagged catalog
Bloomingdales Thanksgiving Standard A/  11/13-11/17 1.0 Nationwide  CarRt, Lazarus; 6" x 9" tent-fold catalog
Preview Catalog 3/5-Digit
Service Merchandise Pre-Holiday Standard A/  11/15-11/16 7.0 Nationwide  3/5-Digit RR Donnelley, Lynchburg, VA
Flat
Service Merchandise Chef’s Standard A/  11/15-11/16 5.0 Nationwide  3/5-Digit RR Donnelley, Lynchburg, VA
Specialty Flat
Sportman’s Guide November Standard A/ 11/15-11/18 1.4 Nationwide  CarRt, Quad Graphics, Martinsburg, WV
Footwear Catalog 3/5-Digit
JC Penney Holiday Gift Certificate ~ Standard A/ 11/16-11/17 20.5 Nationwide  CarRt Harte-Hanks
Booklet
The Swiss Colony Standard A/ 11/17-11/20 1.0 Nationwide  CarRt, 3-Digit, Quad Graphics, Lomira, WI;
Catalog 5-Digit, Basic, 9 1/4" x 6 1/2" catalog has a
Barcoded die-cut cover and a personalized
(address) underwrap
Billy Graham Letter Standard A/ 11/17-11/30 2.2 Nationwide  3/5-Digit, Minneapolis, MN;
Letter Basic, 37/8" x 7 1/8" envelope
Barcoded
JC Penney Cold Weather Standard A/ 11/18-11/20 8.9 Nationwide  CarRt World Color
Remedies Catalog
Eddie Bauer Holiday Prospect Standard A/ 11/22-11/24 2.0 Nationwide  CarRt, RR Donnelley, Warsaw, IN
Remail Catalog 3/5-Digit
JC Penney Dockers Holiday Mailer ~ Standard A/ 11/22-11/24 1.1 Nationwide  CarRt Harte-Hanks
Letter
Territory Ahead Holiday 2 Standard A/ 11/22-11/24 1.2 Nationwide  CarRt, RR Donnelley; 72-page catalog
Flat 3/5-Digit
Sportman’s Guide November HQ Standard A/ 11/22-11/25 1.4 Nationwide  CarRt, RR Donnelley, Spartanburg, SC
Catalog 3/5-Digit
The Company Store Standard A/ 11/22-11/26 4.0 Nationwide  CarRt, Quad Graphics,
Catalog Presorted Saratoga Springs, NY

— Customer Relations, Marketing, 11-4-99
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Domestic Mall

DMM REvision

Markings for Automation Flats

Effective November 4, 1999, Domestic Mail Manual (DMM)
MO012.2.2 is amended to clarify standards for marking excep-
tions for automation letters and flats. These exceptions were
established because the USPS does not print barcodes on flats
or on letter-sized pieces within the address block or on inserts
appearing through a window. Therefore, on these pieces, the
barcode acts as a “marker” for automation rates that can substi-
tute for the “AUTO” marking. This amendment does not sub-
stantively change existing standards; instead, it clarifies the
DMM language and makes M012 internally consistent.

These revisions will appear in the next printed version of the
DMM and are included in the monthly update ofthe online DMM
available via Postal Explorer (http://pe.usps.gov).

Domestic Mail Manual (DMM)

* * * * *
M Mail Preparation and Sortation
* * * * *

M012  Markings and Endorsements

* * * * *

20 MARKINGS — FIRST-CLASS MAIL AND
STANDARD MAIL (A)

* * * * *

[Revise heading of 2.2 and revise item a. Add new item b for
automation flats, and renumber current item b as item c as
follows:]

22 Exceptions to Auto Marking

a. Automation Letters. Non-carrier route First-Class Mail
and Standard Mail (A) letters do not require an “AUTO”
marking if they bear a DPBC in the address block or on
an insert visible through a window. Non-carrier route
First-Class Mail letters not marked “AUTO” must bear
both the “Presorted” and “First-Class” markings. Non-
carrier route Standard Mail (A) letters not marked “AUTO”
must bear the appropriate basic marking in 2.1a.

b. Automation Flats. First-Class Mail and Standard Mail (A)
flats do not require an “AUTO” marking. First-Class Mail
flats not marked “AUTO” must bear both the “Presorted”
and “First-Class” markings. Standard Mail (A) flats not
marked “AUTO” must bear the appropriate basic marking
in 2.1a.

— Mail Preparation and Standards,
Marketing Systems, 11-4-99

CORRECTION

Publication 128 — Strategic Improvement
Guide for Flats Processing

Publication 128, Strategic Improvement Guide for Flats
Processing, is accessible on the corporate intranet at
http://blue.usps.gov (click on Information, then Policies and
Procedures, then Publications, then either By Document ID
Number or By Title, and then scroll down to Publication 128).
The intranet path was incorrect in Postal Bulletin 22009
(10-21-99).

— Processing Operations,
Field Operations Support, 11-4-99

APO/FPO Changes

Make the following ink changes to the most recent APO/
FPO table in Postal Bulletin 22009 (10-21-99).

See

APO/FPO  Action Effective Date  Restrictions
09711 Activate Immediately B-B1-F1-Z1
34001 Close Immediately

34005 Close Immediately

34006 Close Immediately

34061 Close Immediately

34078 Add “N” Restriction Immediately B-B1-F1-N
34079 Add “N” Restriction  Immediately B-B1-F1-N

— International Operations Support,
Network Operations Management, 11-4-99
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Finance

Christmas Pay Procedures for Rural Carriers

The 1999 Christmas period for rural carriers begins
Saturday, December 4, 1999 (Week 1, Pay Period 26-99), and
ends Friday, December 24, 1999 (Week 1, Pay Period 01-00).
During this period, certain timekeeping and pay rules apply.
Timekeepers, including postmasters, supervisors, and other
employees responsible for recording rural carrier time and at-
tendance, should become familiar with Article 9.2.J., Christmas
Allowances and Procedures, of the 1995-1999 agreement
between the USPS and the National Rural Letter Carriers
Association (NRLCA).

This article describes the types of compensation to which
rural carriers are entitled during the Christmas period. It also de-
scribes related timekeeping procedures and regulations for the
Christmas period, as well as special rules (for R days and X
days) that begin with the start of the Guarantee Year 2000 and
continue through the Christmas period.

Exhibits are included to help you fill out Form 1314, Regular
Rural Carrier Time Certificate, and Form 1314-A, Auxiliary
Rural Carrier Time Certificate, during the Christmas period.

Table of Exhibits

Exhibit 1 ~ Regular Carrier Works in Excess of Route’s Evaluation
(Form 1314)

Exhibit2  Regular Carrier Is Required to Work Relief Day
(Form 1314)

Exhibit 3  Regular Carrier Provides Christmas Assistance,
Volunteers to Work Relief Day, and Works Over 12
Hours in a Day (Form 1314)

Exhibit 4  Regular Carrier Works Designated Holiday (Form 1314)

Exhibit5  Regular Carrier Provides Christmas Assistance
(Form 1314)

Exhibit6  FLSA Code A Regular Carrier (Form 1314)

Exhibit 7 Designation 74 Works Designated Holiday (Form 1314)

Exhibit 8  Designation 74 Provides Christmas Assistance on
Relief Day (Form 1314)

Exhibit9  Replacement Carrier Provides Christmas Assistance on

a Regular Route (Form 1314-A)

Exhibit 10 Replacement Carrier Provides Christmas Assistance on
an Auxiliary Route (Form 1314-A)

Exhibit 11  Designation 79 Provides Christmas Assistance on
Assigned Auxiliary Route (Form 1314-A)

Exhibit 12 Non-Rural Employee Provides Christmas Assistance on
Rural Route (Form 1314-A)

Important Items to Remember

m Hours entered in the Xmas Assist Work Hours block are
never included in Total Weekly Work Hours.

® Hours entered in the Daily Overtime block are always in-
cluded in Total Weekly Work Hours.

m Carriers on auxiliary routes are paid for actual hours
worked, not the route’s evaluation, during the Christmas
period.

®  An X day cannot be entered on a time card unless there
is a corresponding R day in the same pay period.

m If a regular carrier works his or her relief day and carries
his or her assigned route, this is not reported as
Christmas assistance.

®m Regular carriers may work only on their assigned route.

® Regular carriers may not work on an actual holiday
(December 25! or January 15Y).

Overtime During the Christmas Period

Regular Carriers (Designation 71, FLSA Code B)
Types of Overtime

During the Christmas period, regular rural carriers are eligi-
ble for two types of overtime:

FLSA Overtime

FLSA overtime is paid at all times of the year, not just during
the Christmas period. Regular rural carriers are paid FLSA
overtime under two circumstances:

a. Hours worked in excess of 12 in a day. If a carrier
works more than 12 hours in a day, the amount over 12
is entered in the Daily Overtime block on Form 1314.

b. Hours worked in excess of 56 inaweek.  These hours
are calculated automatically, so no separate entries are
required.

Christmas Overtime

Christmas overtime is paid only during the designated
Christmas period. Regular rural carriers are paid Christmas
overtime under the following two circumstances:

a. Christmas Assistance. Assistance provided by the
regular carrier on her or his relief day. Christmas assis-
tance is entered in the Xmas Assist Work Hours block on
Form 1314 (See 2, Christmas Assistance, for additional
explanation).
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b. Hours worked in excess of the route’s evaluation.
This is based on the week, not on individual days. For
example, if a route has a daily evaluation of 9 hours
and the regular carrier works 10 hours on two days, and
8 hours on the other three days, no overtime would be
paid. Even though the carrier exceeded the daily evalua-
tion on two days of the week, the total of 44 hours worked
did not exceed the weekly evaluation of 45 hours. (See
Section 567 of Handbook F-21, Time and Attendance,
for calculating overtime when leave days are taken dur-
ing the week and for routes with an evaluation of less
than 40 hours.) These hours are calculated automatical-
ly, so no separate entries or calculations are required.

Overtime Rate

The overtime rate paid to regular (FLSA Code B) carriers is
150% of the carrier’s regular rate. The regular rate is deter-
mined by calculating the total compensation received for
hours actually worked by the carrier since the beginning of the
Guarantee Year (excluding overtime) and dividing by the total
number of hours worked since the beginning of the Guarantee
Year (excluding overtime). The overtime rate is used for both
FLSA overtime and Christmas overtime.

Replacement Carriers

Replacement carriers (Designations 70, 73, 74, 75, 77, 78,
79) are entitled only to FLSA overtime. For these employees,
FLSA overtime is paid for hours worked in excess of 40 in a
week.

Regular Carriers (FLSA Code A)

Regular carriers whose FLSA code is A are paid for actual
hours worked, not for evaluated hours. They are paid overtime
for hours in excess of 8 in a day, or 40 in a week. For FLSA
Code A carriers, enter hours in excess of 8 in a day to the Daily
Overtime block on Form 1314. The system automatically calcu-
lates hours in excess of 40 in a week.

Auxiliary Route Carriers

Carriers serving any auxiliary route are compensated at the
hourly rate for actual hours worked during both weeks of PP
26-99, and Week 1 of PP 01-00. During this period, carriers are
not paid the evaluation of the route. Overtime is paid only when
a carrier exceeds 40 hours’ work for the week.

Christmas Assistance

Christmas assistance is additional service provided on a
rural route due to high mail volume during the Christmas period.
For regular carriers, Christmas assistance applies only to assis-
tance given by the carrier on his or her relief day, while a
replacement carrier carries the full route. For replacement carri-
ers, it applies to any assistance provided on a regular or auxilia-
ry route during the Christmas period. Christmas assistance is
reported in the Xmas Assist Work Hours block on Form 1314 for
regular carriers or on Form 1314-A for replacement carriers.

Regular carriers can perform Christmas assistance only on
their relief day. Therefore, only carriers assigned to J or K routes
may report Christmas assistance. Regular carriers assigned to
H or M routes cannot perform Christmas assistance, because
these route types do not have a relief day.

Note: There are no provisions for paying a regular carrier
for performing service on a Sunday, on an actual holiday, or
other than on the assigned route. These situations should be
avoided.

These are examples of Christmas assistance:

®m A regular carrier comes in on his or her relief day and

helps the replacement carrier case the route.

®m  Aregular carrier comes in on his or her relief day and car-

ries part of his or her regular route. (Replacement carrier
is listed on Form 1314.)

A replacement carrier carries part of a regular route due
to heavy Christmas volume.

These are not examples of Christmas assistance:

®m  Aregular carrier comes in on his or her relief day and car-
ries his or her regular route.

m  Aregular carrier works 2 hours beyond the daily evalua-
tion of his or her regular route.

®  Any work by a regular carrier who is assigned to an H or
M route.
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Time Card Blocks Used During the Christmas Period

FLSA Code B Regular Carriers (Form 1314) (See Section 5.B for FLSA Code A Carriers)

Name of Assigned Carrier Finance Number | _Social Security Number | Des/Act| Rt. No. |FLSA| Yr. | PP
g WK Actusl Days Assigned Carrier Absent (codes on raverse ‘ Daily Training car Limited Travel Rte 6T Miles |XMAS ASSIST
; Wkly Hrs Sat. Mon . Tus. Had, Thar. | Fri, vertime Hours Hrs Dty Hrs Hours Dev Veh Omit WORK HOUR§<'
L
gl 1 1
@ s | 100s wrs | 1o0s | wes | 100s wes | d0os | owes | aeos wes | 100s
o 2
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g Heek 1 Information ook 2 Information
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w
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o >
o
4] wes | 1008 Hes | 1008
-
[
6
Q2 wes | 1008 s | 1005
»
o
wes | 00 #es | aoos
This certifies that the above carrler rendered service |Postsaster's Signaturs Date Carrier
in compliasnce with Postal regulations Initial

REGULAR RURAL CARRIER TIME CERTIFICATE

Filling Out Time Card Blocks
Daily Overtime (#1 on Timecard Above)

For FLSA Code B carriers, this block is used only to record
when the carrier works more than 12.00 hours in a single day.
(See Exhibit 6 for use of this block for FLSA Code A regular car-
riers. This block is not used for FLSA Code P.) Record the total
amount of work hours in excess of 12 per day. Include the
amount of daily overtime in the Actual Weekly Hours block. If
the carrier works the hours indicated in the example below, the
amount entered to the Daily Overtime block is 1.50, and the
amount entered to the Actual Weekly Hours block is 55.50.

Monday 10.00 hours
Tuesday 10.00 hours
Wednesday 10.00 hours
Thursday 12.50 hours
Friday 13.00 hours

The daily overtime block is not used to record:
m  Hours worked in excess of 56 in a week.
m Hours worked in excess of the route’s evaluation.

®  Hours worked when the carrier works his or her relief day.

®m  Additional hours worked by the carrier after completing
his or her route (except for those that are over 12 hours
for the day).

Xmas Assist Work Hours ~ (#2 on Timecard Above)

For FLSA Code B regular carriers, this block is used only
when the carrier comes in on his or her relief day to provide
assistance, not to carry his or her full route. A relief carrier must
be listed on Form 1314 as the replacement carrier for that day.

Note: Do notinclude the amount of Christmas assistance
work hours in the Actual Weekly Hours block.

The Xmas Assist Work Hours block is not used to record:
m  Hours worked in excess of 56 in a week.
m Hours worked in excess of the route’s evaluation.

®  Hours worked when the carrier works his or her relief day
and DACA code R is entered on Form 1314.

®m Additional hours worked by the carrier after completing
his or her route.
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Replacement Carriers/Auxiliary Routes (Form 1314-A)

o “;e u: ¢ Carrier —" | Finance Number I Sacial Secyrity Number I _Des. | Ri Ng. lrisal ve | pp
WK ua y or! Training o A “ﬂ_wﬂnﬂ' Leave-Whaole Hougs Travel N-Ng Service X Assi
Work Hours | Days Hours Hrs Tr_]Miles 1GT | Ann | Sick | Other | COP Hours Sat | Mon | Tue | Wed | Thu Fii Wr(‘:ra\: H:)sl:::
Bl 1
: - Hes. | 1005 Hrs | 1005 rs 11085 His 11005
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b Des Relief Carrier SSN Wkiy Mrs 1Hrs | Tr | Miles {GT] Wkiy Hrs | Hrs | Tr | Miles [ GT
n
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H
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&
5 Hrs | 100s Hrs | 100s
g
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Ll
n
" Hrs | 100s Hrs | 100s
This certifies that the above carrier rendered service Postmaster’s Signature Date Carrier
in pliance with Postal r Initiat
AUXILIARY RURAL CARRIER TIME CERTIFICATE EDM-7833

Rt. No. (#1 on Timecard Above)

Use the chart below to determine which Rt. No. (route num-
ber) to enter on Form 1314-A when reporting Christmas auxilia-
ry assistance by replacement carriers or on auxiliary routes.

If Christmas auxiliary
assistance is provided on...

A regular route,

Then...
Enter the actual route number (e.g.,
K001, J014) on Form 1314-A.

Enter A998 on Form 1314-A and
combine all Christmas assistance
on auxiliary routes on one form.

One or more auxiliary routes
(except for Designation 79
providing assistance on
assigned auxiliary route),

An auxiliary route (assistance
provided by Designation 79 on
assigned route),

Use Form 1314-A for that route.
(Actual route number would
already appear.)

Xmas Assist Work Hours ~ (#2 on Timecard Above)

This block is used whenever a replacement carrier provides
Christmas auxiliary assistance.

Do not include the amount of Christmas assistance work
hours in the Actual Weekly Work Hours block.

X Days and R Days

Regular Rural Carriers

Regular rural carriers (Designation 71, FLSA Code B) on
route types K or J are entitled to one relief day per week or pay
period. When these carriers work on their relief day (R day),
they receive a future day off with pay (X day), instead of addi-
tional compensation. From the beginning of Guarantee Year
2000 (November 6, 1999) through the last day of the Christmas
period (December 24, 1999), special procedures apply to work
on R days and the scheduling of subsequent X days. The chart

below summarizes the rules that apply during the period from
11/06/99 through 12/24/99.

Then carrier must take an

If carrier works an R (Relief) day, X day...

When required to, from 11/06/99 In the same pay period as the
through 12/24/99, R day.

When volunteering to, from After 12/24/99.

11/06/99 through 12/24/99,

Before 11/06/99, After 12/24/99.

Required to Work

When the assigned carrier is required to work his or her
assigned relief day (R day) because no replacement is avail-
able, the carrier is entitled to a day off (X day) in the same pay
period.
Requests to Work

If replacement carriers are unavailable and the carrier
agrees to work when requested on the assigned relief day
(R day), the regular carrier is entitled to a day off (X day) after
the Christmas period.
Relief Days Worked Prior to Beginning of Guarantee Year

Any X days accumulated due to relief days worked before
the beginning of the Guarantee Year may not be taken until after
the end of the Christmas period.

Recording X Days and R Days on Time Cards

During Pay Periods 24-99, 25-99, 26-99, and Week 1 of
01-00, for every X day on the time card there must be a corre-
sponding R day.

Hours worked on an R day are included inthe Actual Weekly
Work Hours block.
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Christmas Period Timekeeping Instructions

FLSA Code B Regular Carriers
Reporting Work on Relief Days

Only regular carriers on J or K routes have an assigned relief
day (R day). Any work performed by a regular carrier on the re-
lief day must be reported in one of the following ways:

R Day

If the carrier reports on the relief day and cases and carries
the assigned route (as is done on a scheduled day), enter an R
on Form 1314 for that day. The carrier is due an X day for work-
ing the relief day. This X day is granted in the same period if the
carrier was required to work, or after the Christmas period if the
carrier volunteered to work.

Christmas Assistance

If a relief carrier carries the assigned route and the regular
carrier provides assistance, record the hours worked by the
regular as Xmas Assist Work Hours. If additional Equipment
Maintenance Allowance (EMA) is due for work performed on
the R day, enter the mileage traveled in whole milesin the Route
Deviation block for the appropriate week.

Reporting Work on Designated Holiday

If Saturday, December 25, is a regular carrier’s scheduled
relief day, Friday, December 24, is the employee’s designated
holiday. If a regular carrier is assigned to work the designated
holiday, the regular must work the full day. Regular carriers may
not provide Christmas assistance on their desighated holiday.
When the regular

carrier works the
designated holiday,

1. Enter DACA code V in the Friday,
Week 1 block on Form 1314.

2. Include the hours worked on the
designated holiday with all other work
hours for that week in the Actual
Weekly Work Hours block.

Note: The carrier is compensated at 150% the daily rate of
pay (in addition to Holiday Leave) for working the Christmas
holiday. The carrier is not entitled to a future day off (X day).

FLSA Code A Regular Carriers

Report total hours worked for the week in Actual Weekly
Work Hours.

If FLSA Code A regular

carrier works... You should enter...

More than 8 hours in one  Total hours worked in excess of 8 in
or more days, one day in Daily Overtime.

A scheduled relief day, R on the day the carrier worked that
relief day. Include the hours worked in
Actual Weekly Work Hours.

Carrier is not entitled to a future X day.
V on the day the carrier worked the
holiday. Include the hours worked in
Actual Weekly Work Hours.

Carrier is not entitled to a future X day.

A designated holiday,

Note: Regular carriers (FLSA Code A) are paid at the
regular rate for all hours worked up to 8 per day and 40 per
week, and at the overtime rate for all hours worked in excess of
8 per day or 40 per week. FLSA Code A employees are not
entitled to X days, as they are paid for working the relief day.

Auxiliary Route Carriers

Carriers serving any auxiliary route are compensated at the
hourly rate for actual hours worked during both weeks of PP
26-99 and Week 1 of PP 01-00. During this period, carriers are
not paid the evaluation of the route. The only changes to stan-
dard timekeeping procedures for auxiliary routes are when a
Designation 79 provides Christmas assistance on the assigned
auxiliary route.

Replacement Carriers Assigned to Vacant Regular Routes
(Designations 72, 74)

Designation 72
FLSA Code B

Procedures are the same as for Designation 71 (regular
carrier), FLSA Code B.

FLSA Code A

Procedures are the same as for Designation 71 (regular
carrier), FLSA Code A.

Designation 74
Reporting Work On a Relief Day or Holiday

If a Designation 74 carrier... ~ Then,

Works a scheduled R day, 1. Enter R on the day the
carrier worked the relief day.

2. Include the hours worked in
the Actual Weekly Work
Hours block. Employee is
not entitled to a future X day.

Works a designated holiday, 1. Do not enter a V on the day
worked. Leave blank.

2. Include the work hours in the
Actual Weekly Work Hours
block.

3. Enter the relief day (J or K
day) in the block for the
actual holiday (Saturday).

Note: Replacement carrier data

is not needed to crossfoot Form

1314 for the holiday.

1. Enter the time for Christmas
assistance on Form 1314 in
the Xmas Assist Work Hours
block.

2. Do not include these hours
in the Actual Weekly Work
Hours block.

3. EnterJor Kin the
appropriate block on Form
1314, the replacement
carrier works a full day on
the route.

Provides Christmas
assistance on a relief day,
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Replacement Rural Carriers Serving as Christmas Auxiliary
Assistants

All replacement carriers serving as Christmas auxiliary
assistants are compensated at their regular rate for actual
hours worked up to 40 per week, and at the FLSA overtime rate
for actual hours worked in excess of 40.

If Christmas
assistance
is provided...  By... Then,

a. Ona A replacement 1. Manually prepare Form
regular rural carrier,6 1314-A for each carrier
route, who provides Christmas

assistance.

2. Enter no more than one
carrier on each Form
1314-A.

3. Submit a separate
certificate for each regular
route on which the carrier
provides assistance.

4. Report the hours in the
appropriate Week 1 and/or
Week 2 block for Xmas
Assist Work Hours.

5. Enter EMA hours, trips,
and miles in the appropriate
EMA block for Week 1 or
Week 2.

b. Onan The assigned 1. Enter N in the appropriate
auxiliary  carrier block in the No Service
route, (Designation 79), section of the carrier's

Form 1314-A for the
assigned route.

2. Record hours worked in
the Xmas Assist Work
Hours block. Enter
Christmas assistance only
when the rural carrier
associate works her or his
Designation 79 position.

3. Include EMA hours and
miles (not trips) in the total
for the appropriate week.
Trips may not exceed the
number of days worked in
the No Service blocks.

Note: A replacement carrier is

required to crossfoot the card.

If Christmas

assistance

is provided...  By... Then,

b. Onan A replacement 1. Manually prepare Form
auxiliary  carrier 1314-A. Enter route
route, (Designation 70, number A998. Use this

(cont'd) 73, 74,75, 78) route type and number for

overburdened service or
Christmas assistance on
auxiliary routes only.

2. Report the hours in the
appropriate Week 1 and/or
Week 2 block for Xmas
Assist Work Hours.

3. Enter EMA hours, trips,

and miles (if applicable) in

the appropriate EMA blocks

for Week 1 and/or Week 2.
Note: If the carrier provides
Christmas assistance on two or
more auxiliary routes in the
same pay period, combine all
work hours and EMA data on
one manually prepared Form
1314-A.

Postal Employees (Other Than Rural) Serving as Christmas
Auxiliary Assistants

Postal employees (other than Designation 7X) who provide
Christmas assistance on rural routes are compensated at
their regular rate of pay for actual time worked. Include all
work hours using their normal Time and Attendance System
(Manual Timecards, ETC, PSDS).

Non-rural employees are entitled to EMA payment if a per-
sonal vehicle is used. Prepare Form 1314-A as follows. (Do not
prepare Form 1314-A if a government vehicle is provided.)

1. Manually prepare Form 1314-A for EMA compensation.

2. Complete indicative data at the top of the certificate. Use

Designation 76/0, actual route type and number,
FLSA Code P, and correct employee and pay period
information.

3. Enter EMA hours, trips, and miles in the appropriate
Week 1 and/or Week 2 EMA blocks.
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Exhibit 1. Regular Carrier Works in Excess of Route’s Evaluation

JAMERSON J J 00-0000 [E 000-00-0000 71/0 | K004 lB 99 126
Name of Assigned Carcier F ipaaggq Numbar | Social Security Number Des/Act] Rt. No. |FLSA} Yr. | PP
@ Actual Days Assigned Carrier Absant (codes on reverse) Daily \ Training cop Limited Travel Rte GT M1les |XMAS ASSIST
:;) WK Wkly Hrs Sat. Mon . fue. Hed. thur . Fri. Overtimae Hours Hrs Dty Hrs Hours Dav Veh Oomit WORK HOURS
3 1 ‘ih{l%y K - wes | 1008 \Nrs | 1008 Wes | 1008 | wes | 100 wes | 1oos
E 2 Ltr’]lqg K / Hrs l 100s Hrs 1 1u0s Hrs l 100y Hrs l 1008 Hrsy J 100s
g 7/ Waok 1 Infermatien Heek 2 In urmnuxhwl\ _
m. e ctua o ola Kilas ctua ole s
n. /1/0 +/ pesrhet R.uN:f .Caorfrllr S SN N:I: wee | enfex u.th. Io.n N N:I: e MG Dav + | Oalt -
w
. - 0 | /0
*| € wiries o | Sims, A | M-~ |07 &) Al
-3 Q\;\nn@
2 \y ov |
s ai / #es | 100s Hes | 1oos
- Hrs lms Wes | 1tas
3|
4] Hes | 100s tes | 100
]
L
& bes_ | 100s s | 100s
g
Hrs l Hrs l 100s A
ostmaster’® natu - t Carrle
Rl v I e 3y Wy S T3 414 3
REGULAR RURAL CARRIER TIME CERTIFICATE 4 y Uy
Regular carrier is assigned to a 45-hour evaluated route. Carrier will be paid Christmas overtime for 0.28 hours in
Carrier works 45.28 hours in Week 1, and 47.08 hours in Week 1 and for 2.08 hours in Week 2, based on hours worked
Week 2, as follows: over the route’s evaluated hours.
Week 1 Week 2 No manual computation for Christmas overtime is neces-
Monday 9.00 hours 10.00 hours sary. This is automatically computed. No entries are made to
Tuesday 8.00 hours 8.00 hours the Daily Overtime block.
Wednesday 10.28 hours 11.08 hours
Thursday 9.00 hours 7.50 hours

Friday 9.00 hours 10.50 hours
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Exhibit 2. Regular Carrier Is Required to Work Relief Day (Week 2)

GREEN J L 00-0000 |E 000-00-0000 [|71/0] KO14 | B 99 P26
Nama of Assigned Carcier f inance Numbar | Social Security Number | Des/Act{ Rt. No. |FLSA| Yr. | PP
Actual Dayy Assigned Carriec Absent (codes on revarse) Daily Training cop Limited Travel Rts GT Miles |XMAS ASSIST
K Wi ly Hrs Sat. Non . Tue. Wad. Thur . Fri. Overtime Hours Hrs Dty Hrs Hours Dev Vah Omit HORK HOURS

1 L(r% l Qﬂg K Hrs l 108y Hrs l 1005 Hey l 160y Hes 1 100y Hes ] 100y
2 .{3 lol&g‘ K X Wes | 1oos wes_ | 1005 wes | v00s | wes | oaoes wes | a0os
el

Heok 1 Infermatilon Weok 2 Infermatign

Dessact] Mame of actual o T | nela Wi actual o ¥ | g Hhete Kiias
(’1 y‘pe.‘ +o y‘( Relief Carrisr SSHN ukly Hes *lex Dev ¢ ] oait - Nkly Hes 3 Dev + | outt -

(AJOI’“( 78/0 MA5044M QQA'QQ'JM Ome 0 ‘ . OMrs?l ﬂg ‘

MusT Fake
X~ Day In

Hrs | 100s Hes | 100s

Feb 1996 U.S. Postal Service

y [ Hrs ads _Hrs J_lﬂ_ﬂs
gsame 1Y 1
s} Hes | 1005 bes | 1008
- peci!?
ila
& Hes | 1005 wes | 1aes
S
Hes Fil Hrs. ‘ i00s
staaster! Carrler
R e S/ DI S S L 2 v T
REGULAR RURAL CARRIER TIME CERTIFICATE ; |
A regular carrier is required to work the second relief day of No manual computation for Christmas overtime is neces-
Pay Period 26. Carrier takes Thursday as the X day. Carrier sary. This is automatically computed. Do not enter Christmas
must be given an X day in the same pay period. overtime in the Daily Overtime block.

Note: Carrier does not work more than 12 hours on any
day.
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Exhibit 3. Regular Carrier Provides Christmas Assistance, Volunteers to Work Relief Day, and Works Over

12 Hours in a Day

REGULAR RURAL CARRIER TIME CERTIFICATE

Carrier works the following hours:

Saturday

Monday
Tuesday
Wednesday
Thursday
Friday

Week 1

6.00 hours
(Replacement
carrier carries
route.)

8.78 hours
9.00 hours
8.00 hours
10.00 hours
7.00 hours

Week 2

12.58 hours
(Replacement carrier
unavailable; regular
carrier volunteers to
work own route on
relief day.)

12.08 hours

9.08 hours

8.25 hours

Sick Leave

8.00 hours

In Week 1:
1. Enter 6.00 in the Xmas Assist Work Hours block.

N

3.
4.

In Week 2:

Carrier requests to work the relief day and is not entitled to
an X day until after the Christmas period.
1. Enter all hours over 12 in a day (0.58 + 0.08 = 0.66) for
the entire week in the Daily Overtime block.

2. Enter 49.99 (total hours including daily overtime hours)

in the Actual Weekly Work Hours block.

Note:

CHANG K L 00-0000 E 000-00-0000 |71/0( K002 (B p9 g6
Naama of Assigned Carrier Finance thorl Social Security Nusber ]Des/Act Rt. No. |FLSA| Yr. I PP
3 WK Actual Days Assignad Carcier Absent (codes on reversa) Daily Tralning copP Limited Travel Rts GT Hiles |XMAS ASSISY
< | Wkly Hrs | sot. | Mon. | tue. | wee. | thur. | fri, | Overtime Hours Hrs Dty Hrs Hours Dev Veh | Omit | WORK HOURS
511143 74 6
a 1 L[rs 1 fo K wes | v00s | wes | ages Hes | 300 | opes | o1ees Qr l%‘u?
~ .
8 2 ‘.trgl zujﬂ / 5 oursaignﬁ wes | 100s wes | 100s | wes | ooy wes | ooy
H ( a Heek 1 Informatloen Heek 2 Informatien
a. Name of Actual Ho Khole Nilas Actual Ko Khole Miles
“ /A«fy WS/ Des/Act Relief Carrisc SsSN Nkly Kes rlen | B [Toay v [ oatt - Mkly Hrs T den 1B o0y o T oute -
3 : 7] /O s
Log h 78/0|Tones, £ |\333~41-111( |8F 321 Skl
gl [A08 heg
: wes | 1005 Hes | 1e0s
i
tes | joos drs | 1o0s
g
ﬂ Hes i 10s Hrs l 100s
hy
G
uw Hrs [ 100 Hrs ] 190s
g
tes | p0g pes | 1ms
This certifies that the above carrisr rendared service P“‘“g'mm . Date Carrler g
in complisnce with Postal regulations . & ?7 Inttial Q
v [4

Enter 42.78 in the Actual Weekly Work Hours block.
Enter DACA code K for Saturday.
Enter replacement carrier information for Saturday.

The carrier will receive 6.00 hours overtime for
Week 1 and 0.66 hours overtime for Week 2. The system auto-
matically computes any overtime due the employee for working
in excess of the route’s evaluation.
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Exhibit 4. Regular Carrier Works Designated Holiday

ADAMS HL 00-0000 E 000-00-0000 |71/0/ K026 [B PO |01
Nama of Assigned Carrier finance Nusber | Social Security Nuabar | Des/Act]{ Rt. No. |FLSA| Yr. | pp
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§ d
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Thi tiffes that the above carrier rendersd service jPosteas 's Sign; L] ate acriar
1n :o:;;lnnc: with Postal regulations I SJ A T /()\qf/ i 7 l""‘“{#%
REGULAR RURAL CARRIER TIME CERTIFICATE w7 v
Regular carrier’s relief day is Saturday. Carrier works the 4. No manual computation for Christmas overtime is neces-
designated holiday on Friday, December 24th, sary. This is automatically computed. Do not enter
1. Enter V on Friday of Week 1. Christmas overtime in the Daily Overtime block.
2. Include hours worked on the designated holiday in the Note: Carrier will receive 150% of one day’s evaluation for
Actual Weekly Work Hours block. working the designated Christmas holiday. Regular rural carri-

th
3. Carrier is not entitled to an X day for working the holiday. ers cannot work on Saturday, December 257
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Exhibit 5. Regular Carrier Provides Christmas Assistance

HILVERS. K _A 00-0000_ £ 000-00-0000. |71/0! 7004 | B b9 be
Name of Assigned Carriaer finance Numbaer Socia}l Security Husbar | Das/Act{ Rt. No. FLSA] Yr. | PP
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Thi tifles thet the ab 1 dered 1 Postaaster’s § . Date o arriar C
e e e eys Sardeg rendered servies | e e N 12~17-9 § ity
REGULAR RURAL CARRIER TIME CERTIFICATE 7 4
Carrier works 7 hours of Christmas assistance on the re- 2. Enter the 25 miles traveled on the relief day in whole
lief day (Saturday, Week 2) and uses a personal vehicle for miles in the Route Deviation block.
25 miles. 3. No manual computation for Christmas overtime is neces-
1. Enter 7 hours in the Xmas Assist Work Hours block. sary. This is automatically computed. Do not enter
Do not include in the total work hours for the week on Christmas overtime in the Daily Overtime block.

Form 1314.
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Exhibit 6. FLSA Code A Regular Carrier

" REGULAR RURAL CARRIER TIME CERTIFICATE

AMIREZ T A 00-0000 |E 000-00-0000 |71/0] X007 |o 199 Pe
Namo of Assigned Cacrrier finance Numbar Social Security Nuaber lDos/Act Rt. No. FLSA| Yr. l PP
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o Wikly Hes Sat. | Non. Tus. | Med. | thar. | Fri. Overtime Hours Hrs Dty Hrs Hours Dev Veh Omit | WORK HOURS
>
S
& 1 xr?lgg R /7 Om—?l-zsa wes | 100s wes | joas | owes | oreay res_ | 100s
P 00
E 2 3»5] ﬁy K / s | v0os | owes | 1aos wes | aoes | owes | woes ks | 1oos
H - Week 1 Information Heok 2 Infermation
a N f Actual o Whole Kilss Actual No Khole Kiles
) Des/Act R.“:f'“'c:r”" Y Wty bes |10 1ew |0 oo o T onit - wkly Hes | 6k €% Daw « | outt -
«
2 ¢33 A : [ /] 30
' s 730 4&5, M 6&6‘//*/’/ wes | j00s s | Joos ‘
v 7
3
o
- Hes | 1008 wes | 1o0s
el
]
w
tes | 1008 es | 100s
o
" bes | 100s ws | joos
-
[
o
& wes | 1o0s wes | 1e0s
«©n
B 1
Hrs l 100s frs 100 rey
This certifies that the above carrier rendered service P“tl‘it‘r'?ﬂ‘uﬂ /\ Date . ?? arr. W
in compliance with Postal regulations l W) s y ,/‘A_A /2 /7" Initial

A regular carrier whose FLSA code is Ais paid by the hour.
Overtime is paid for all hours over 8 in a day or 40 in a week.

1. Carrier works 8.32 hours on Tuesday of Week 1. Enter

0.32 hours in the Daily Overtime block.

2. Carrier works relief day (Saturday) in Week 1. Include
these hours in the Actual Weekly Work Hours block.
Carrier is paid for these hours, so no X day is due.

3. Carrier works 39.88 total hours in Week 1.

4. Carrier works Christmas assistance on the relief day on
the second Saturday. Record the Christmas assistance
time in the Xmas Assist Work Hours block. Do not add
to the Actual Weekly Work Hours. Overtime will be paid
only if the carrier exceeds 40 hours for the week.

5. No manual computation for Christmas overtime is neces-
sary. This is automatically computed. Carrier will receive
0.32 hours of overtime in Week 1 and 1.08 hours of over-
time (35.08 + 06.00 = 41.08 hours) in Week 2.
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Exhibit 7. Designation 74 Works Designated Holiday

__E I 00-0000 -00= JLO+(LL
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This certlfies that the above carrier dered servi Postaastar’s § . Data Careler~>
in compliance with Postal regulations rendered marvies N : N M/\ /& '\2/' 9q Ini\h@}f
REGULAR RURAL CARRIER TIME CERTIFICATE ’ 7
An RCA is assigned to a vacant regular J route, with a relief 2. Include hours worked on Friday of Week 1 in Actual
day on Saturday of Week 2. The carrier works the designated Weekly Work Hours.
1 i i th L
Christmas holiday on Friday, December 24%. Note: Replacement carrier is not needed to crossfoot the
1. Do not enter V or H for working the Christmas holiday. card for the first week.

Designation 74s are not entitled to holiday leave pay.
Friday is a regular work day.
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Exhibit 8. Designation 74 Provides Christmas Assistance on Relief Day

Feb 1996 U.S. Postal Service

PS Form 1314,

VIGLIATURA D P 00-0000 IE 000-00-0000 !74/01 K011 | P 00 Pl
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REGULAR RURAL CARRIER TIME CERTIFICATE

An RCA is assigned to a vacant regular K route, with a relief
day of Saturday. On the first Saturday, the Designation 74 carri-
er provides Christmas assistance for 7 hours. The replacement
carrier works the route the entire day.

1. Enter DACA code K for the first Saturday.

2. Enter 7.00 hours in the Xmas Assist Work Hours block.
Do not include these hours in the Actual Weekly Work
Hours block.

3. Enter appropriate information for relief carrier in bottom
section of time certificate.
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Exhibit 9. Replacement Carrier Provides Christmas Assistance on a Regular Route
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AUXILIARY RURAL CARRIER TIME CERTIFICATE VN EDM-7833

A regular carrier on Route K001 carries his route on a regu-
larly scheduled day. A replacement carrier provides Christmas
assistance on Route K001 as follows:

Week 1 Week 2
Monday