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January 2, 1996

VIA FACSIMILE

Assistant Commissioner for Trademarks
2900 Crystal Drive
Arlington, Virginia 22202-3513

Facsimile: (703) 308-7220

Attention: Lynne G. Beresford

Re: Supplement and Summary of Comments of December 29
Regarding Proposed Revised Rule 1.10, 37 c. F.R. ~1. 10

.

Dear Ms. Beresford:

Please add the following supplement and summary to the
comments in my letter of December 29, 1995, which was forwarded by
facsimile and mail on that date.

1. 35 USC $$21 (a) clearly provides for the granting of a
filing date as of the date of deposit of the paper or fee
with the USPS.

2. The ‘~deposit’; of mail with the USPS is the act of the
mailing person. As authorized by the postal regulations and
followed in longstanding common practice, such deposit is
accomplished by placing the item in any authorized receptacle
as well as by personal delivery to a USPS clerk.

3. The proposed Rule 1.10 is significantly more restrictive
than the enablement provided by the statute, 35 USC ~35.

4. In addition to the step of depositing the paper or fee
with the USPS as prescribed in 35 USC ~21 (a) , the proposed
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form of Rule 1.10 would require the applicant to obtain
written completion of an Express Mall acceptance label by an
authorized USPS clerk on the day in question. Further, the
applicant would bear the burden (firiskN) of whether that USPS
clerk performs his/her duties diligently and legibly.

5. The acceptance by the USPS acceptance clerk necessarily
occurs after the mail has been deposited by the applicant.
This may be a matter of minutes or hours, even being on a
later day, depending upon the availability of a USPS accep-
tance clerk for access by the applicant, and depending upon
the authority and willingness of that USPS clerk to complete
the Express Mail acceptance at that time.

6. The times of availability of Express Mail acceptance
clerks to an applicant will vary depending upon the hours and
practices of the local USPS facilities.

7. The USPS Express Mail clerks are not subject to the
discipline of either the applicant or the Commissioner of
Patents and Trademarks in the performance of their Express
Mail acceptance duties.

8. Patent applicants and their registered agents are subject
to the discipline of the Commissioner in the performance of
their activities before the Office.

9. The proposed Rule would eliminate the most cogent direct
evidence of when an item of mail was deposited with the USPS,
namely the statement of the person who made the deposit.

10. The proposed Rule 1.10 clearly would add to the burdens
of applicants as opposed to facilitating their conduct of
business before the Office.

It may be that the proposed form of Rule 1.10 would simplify
the work of the Office by allowing a clerk, or even a scanning
device, to simply look at the USPS label to determine a filing date
under the proposed Rule 1.10, rather than having someone apply
judgement as to whether an applicant’s Certificate of Mailing is
credible. But it seems to me that one key goal of the office is to
facilitate the obtaining by applicants of the full benefits
available under the statute.

In all events, if an applicant or agent misrepresents the
facts to the Office as to the date of deposit of any paper or fee
to gain a filing date under 35 USC ~21(a), he or she will be
subject to discipline by the Office and place the validity of any
patent or trademark registration at risk to at least the same
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degree as in the many other instances where the Office relies upon
statements by applicants or their attorneys or agents.

I urge that the proposed form of Rule 1.10 be withdrawn, and
that the Rule and practice of the Office be directed to granting a
filing date as of the date the paper or fee was deposited by or on
behalf of the applicant. Prima facia effect should be given to a
Certificate of Mailing, with all of the relevant evidence being
considered if a significant discrepancy appears from the papers as
filed.

Thank you for your time and consideration.

Respectf ly ubmi ted

6

YZZA

“%
,-0’ .’ ““

N 1. Sml<h’
Reg. No. 18,698

NXS:hwc
95.551
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well known that.Postal facilities in large cities typically have
Express Mail acceptance personnel on duty many more hours per day,
and particularly later at night, than do Postal facilities in
smaller cities, suburbs and towns. All have equal access to
“deposit” their mail before a midnight deadline so long as the

:.,

local postal facility provides a drop box.
!!’

But by making the \fi,: ,
acceptance date entered on the Express Mail label the sine aua non .(’ ,
for securing a filing date, those who do not have ready access to
a facility which maintains late hours are cut down.

Obviously, the Acceptance personnel of the USPS are not under
the control of either the applicant or the Patent and Trademark
Office. For example, how could an applicant compel an Acceptance
clerk to complete the Express Mail label at a particular time?
What if the USPS clerk says that he or she is too busy at the time,
and that they will only complete the labels later, at a more
convenient time, or just prior to the next scheduled pick-up of
Express Mail? Or, what if the applicant’s agent believes the
clerk’s entry is not sufficiently clear, but the clerk is very busy
or simply asserts that it is as clear as he/she is going to make
it? Neither the applicant nor the Patent and Trademark Office can
discipline or control the USPS personnel, The proposed practice of
making the conduct of the USPS Acceptance personnel the controlling
factor raises a host of potential problems. And the assignment to
the applicant of the ‘riskH of nonfeasance, sloppy or illegible
work or misfeasance by another governmental agency, namely the
USPS, would impose new, additional and unnecessary burdens upon the
applicants for U.S. patents.

By adhering to the ‘deposit” requirement of the statute, the
actions necessary to obtain a filing date are left in the hands
of the applicant and his attorneys and agents. Reasonable
evidentiary requirements can be spelled out and enforced against
those personnel. The attorneys and agents are subject to the
discipline of the Patent and Trademark Office in the performance
of their relevant activities. The USPS personnel are not. The
Office has decades of experience in prescribing and enforcing
governance rules upon those persons who are before it either as
applicants, attorneys or agents.

The use of the Express Mail procedures may be acceptable to
provide one element of evidence ● lonq with the sworn statement of
an applicant or agent as to when ● paper or fee was deposited. But
making the date entered by the USPS Acceptance personnel the
controlling factor is unreasonable, and, I submit, unduly
restrictive and problematic.

On a more subjective but more fundamental aspect, I am
concerned about the strong resonance of cynicism and suspicion as
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to the credibility of applicants and their attorneys and agents
which seems to pervade both the text of the proposed Rule 1.10 and
the discussion of the proposal. My perception from 40 years of
practice before the PTO has been that one of the Officefs goals is
to assist and facilitate applicants and their agents in carrying
out the patent solicitation process. Have there been numerous
cases of fraud or reasonable suspicion of fraud in the practice,
for example under either Rule 1.8 or 1.10? l#hy is there a tenor of
suspicion, and an effort to create and assign added ‘irisk” to an
applicant who seeks the benefit of 35 USC S 21(a)?

Reconsideration of the proposed Rule 1.10 and reformulation of
a more user-friendly approach are respectfully urged. The Rule
should allow an applicant or agent to establish a filing date by
deposit of the paper or fee with the USPS. The applicant should be
allowed to substantiate the date, if questioned, with appropriate
evidence, such as the signature of the mailing clerk or a
Certificate of Mailing. Or perhaps the Rule could require that the
Certificate of Mailing be signed by either the applicant,
personally, or by a person who is registered to practice before the
Office. In any case, the proposed Rule as presently formulated
represents a significant step in the wrong direction.

Thank you for your consideration.

&d
Respect ull~,

*;2 ““”o

d
“:..-

oel I. Smith
Registration No. 18,698

NIS:tp
Enclosure
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150 Collection aid Ddheq , , .;.
. .

151 iyafl @up@i ~ “ “ “ , -. .
“15L1,  Det&Adoa 4’ AtldloAd &oehoa, . . i+
[eturbox or orher mptac!e inteti.+ or ueed for die
-ipt or de~ve~ of mail on any ctty deli-ety  rouk

ruml delivery mu~. high-y contract route. or other
mail route is daignated  an author-  deposito~  tir
mail within the rnaning  of 18 USC l?~. 170S. 1708.
ml 172S, ● xcept tlus doomloss  and nonlocltablc  bina or
troughs usul  in =n-ion with apartment ho-
mailbox= are ttoc lette@oxex within the meaning of 18
USC L7~J  and are not priwe mail ~ptaxlu.withirt
the meaning of 146=.’ ~e poet is not pan of Che
receptacle. -

.

1512 U= for ~1 Only. Except as prwidad in !5638.
the recep tac les  d~ribed in ISLi shall be ~
exclusively ~r mrtxr whkh ti ~~. ~ereforc.
other km aa pmitmd ia 1S6.S8. no part of a mail
receptacle may be * to deliver any ttxmter  rtot baring
~~. ~k appliq g *.* or ma~te~ pked upon.

lawK:”z;;
supw&d by. attac!tedto..hunt
mail :,n+epmdfe. ..Any” qilab
posta~  ● nd found z! dc+ad above ia’$Ub@t  to ti
sme posa~ as =muld be pa-d if it -re @rned by mail.
( s e e  146.2 for p-- t o  b e  followaL)  . ’ -  ‘

,.. .
151S  Mainti”hg a .&- Appmakb  tn Mai&z.  0 The
mummer  is rcxponsible  fir%-ping the approach to his
mai[box clear to tiilhace dalhwry.  Where the apprmwh
to the mai~ =cptacfe -ted at the curb is tempotily
blakd by a prked ~hicle during norrmd deli~e~
hours for the area. or snow or ice hampCfi the approach
to  chc ~ilbox.  the mocorbd dry or rural  arrier
nortmalIy  d-~,mountx  ro nuke delivery. M the arrier
mntin~lly qriena6 a problem in serving CUrbline
bom  and where the customer  Who is able to control
onstreee parking in tint Of Ma nuilbox doa not tie
prompt mrmm* action after being properly notified.
the postmaster may. with the approval of tttc =~ional
center manager. withdraw delivery -ice.

1S1.4  l?~ptacka  to k PurchxW by che Poatal Sernce.
Neighborh~ delivery and ISlectioct  boxes a n d

parcel lockers W* are to be ptuchasd  by che Prowl
Sem&a shalI t% p~ti -Ily ‘m IOfX not Seeding
I@ ttniK. Amendments to the prq~ors of this =ion
(Ml-s)  -y be made,only  ● ti notice ix publishai in
the F&raJ Regirwr. with opponunity for p u b l i c
cemment.

1S2 Mail  Dcp&t and Colkdon

LS2J ColIac#ou  Timu Mail is collccccd  in rtxideruial
and btssin~ sections served by city Carrie= at ~ima to
con~ect with mail dispatche.  Mail “s a~ collected in
butm~ sclions at frequent intervals !O k~p  boxe

I

:. . ,,
. . . . .

,,
,, . .,,. . .“ ,* ,.’” ‘. - . . . . . #,,. :- ,. . , - . ., ,- ,

.!;,  , . .“ , .,. .

&rt ~~ing o~loaded  a~ ;O pkde an-e&, flov
of mail to the pt o6w - -:,

lf=~=pt~- .,’ . : ‘;” ‘““  - . “ ’ - ”
. . ! s , ,:: - 1. . , . .

IS221 w ,~& M;. h~erdm~ &e pro’qti  ia
Lbbbis?fti  ~ o- br thcde@it  of~.,- ‘ “ ‘-’.

., , # , ,’. .., . . . .-, - ,-. ,, , A -:. , .- ..,
~2& &~dm3 &== c’,i&uoa .’+ ~~.. &.e .

deposit of mail are placed at Cortven@u ‘~mu in *
served by ci~ carriem. at noncicy+elinry  olfis ‘in
front of the pat ot%ca  quarters.  and in ‘nonpe~nncl
rural units. ‘

Ma Ru&J ~xa. Mad on which @tage has b-~~
paid my & deposited fbr collection ,in, m+lboxcs on
ru’nl time. . . . . .

. .

15244 Verd4 Intpmvd  Mail ~ MaWoo”ma.  Mail
may & deposited h bundle fnaiI drops where provide&
Othemvise, it nuy be M wkh the ayier oa’duty wheia
[he VIM call window isop- . . . . - , ‘. ,

1523 *it of M Whh Employ-  ‘he A-HO”+
types of mail may be handed hr dkpatett ,to empb~
on duty in mobile units-or ttansfcr offlc~ and at airpon

,pqid.  ‘, , . . . , . “ ‘ ~, ..- ,!. t. . , ,. . . ..
‘“ ‘ ~ ,-W - o r  foumh+ks’  m a i l . :  ”prasanted  b y
repr~mtives of  wuhcttmrs or dtiburotx.  -bf
mdcittcs HW ,..wheu :’. .  endo~:
‘Emqency-%  pac~~ haa -n weighd ind.bears
n~~ ~. AW additiotul  @wstage found  to@ ‘. -

dtte. is guaranted  by  sender .  - T h i r d -  and kunh-ck
~iL oth= thaii that  d-ikd. attd mail m. be sent .
registered. insurwi. or COD. is not., mailable with the
● mployS “detttifld abix. ~ : , - ‘:”:Y% ,~~ ‘“,..

c .  Unlesx aaeptarm  be L& ‘pream@ ‘ad
previously authorbd by the paxmasscr.  only parcels
wMcb my’ ~ opened Ibr pod inspexthn  i n  the
p=nce  of the mailer to detemninc mailability  of
conmtts may be accepted at airport mail faciliti=.

1S2.4 h@iiiChUtC$  ad Receiving  kxe$

lS2.41 Use

IS2A11  Mailing chutes and r~civing  box=  may be
placed. at the expe~ of c?w owner. in public buildings.
tailroad  stations. hotels, and busins  or office buildin~
of not Ius than fiur stork. and apaqmeni.  how of not
IS than 60 r&derttial apartments. Buildin@ in which
r~eiving  kxs we I-A muas be ‘open to Lhe gmerxl ~
public. without restrictions, during the hourx prescribed .

kr mai[ ~ilefiio~ If the owner of  a  bui lding d- not
ddre to inssall a  mailchute a n d  r+eiving box. a
receiving box otdy may be inStallCd. provided the
postmaster hax determined it is nec-ry and has
approved irs installation.

Iti 37, 12.18-90
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150 Colle@-on  and Delivery
151 Mail Receptacles

1 5 1 . 1  Designadon & Auth4zad Oepositoq.
Every ltix or oshcr recaptack keadd or usui for

tJM Kccei~ 0s delivery of mail orI any city deIivuy route.
runl dchmy  route. highway concmm mute. or other mail
route is designmd an authorixcd  depository  for meiI
tichin b tncsaing of 1S U,S. C. sections 1702, [705,
j708, aad 1725, except @as door siots. and acmkkab[c
biss or uoughs U- itt connection with apnmeat house
mailkwcs  are not Ieucr hxes within the m~ng of 18
U.S.C. 172S end not priw mail recepmcl-  within the
meaning of 146.2. The post is not part of die receptacle.

151S U- for Mail Only. Except  as provided in
154,58,  the receptacles dcscnkd in 151.1 shall k
used exclusively for tnauer which brs postage.
Ihcrcfore. other than as permitted in 1S6.S8. no part
of a til receptacle may ha used to deliver any mater
w ~ng ~stage.  TtIis applies to items or matfer
piacd upon. su~cd by. attachd  to. hung from. or
i~rted into, a mail rcceptack. Arty m“kable  maucr
rto( ~.ng post- and found = described above is
subject to the same PQSWC =5 Wwuld bs paid if it
were carried by rnail. Scc 162 for procedures to ~
followed.

1513  Maintaining a Clear Approach to Mailbox.
The cusmtner is r<ponsibk  for keeping rhc ammach
m his mailbox cl= to facilitate dciiv~. %re the
approach to die mail receptacle Iocamti at the curb is
tem~.ly biakcd by a parked vehicle during ttor-
rtad dc!ive~ houm for the area, or snow or icc )urn-
~ t~ approach  10 the m- ibex .  ths rnotofk!d  c i ty
or mrai m.er nomnally dismounts to make dciiv~,
If the cat+er contimdy  ● xperiences a problem in
=rving  curbline  boxes and where the cus[orner who is
abk co conrrol on-st-t Wking  in front of his rnail-
Lmx does not take prompt cmective action  aflcr bing
proprly  rmrilled. the postmaster may, with the ap
~oval  O( rhc ~crixMl  center mmagsr.  widdmw  de-
live~ sewice.

1 5 1 . 4  R~ptades  t o  be Ptsr+ased by me Postai
Semia. Neighborhood delivery and collection boxes
and gaxccl lockers which are to be purchased by the
Poszal Sefice shall be procured locally in lots not
exceeding 100 units. Amendments of the provisions of
this =criott (151.4) rtuty be made only after notice
published in the Fedemf Regfsrer with oppormnky  for
public cornrmat.

152 Maii Deposit and Coiieotion

1521 ~~n limes. Mail’ is collected in resi-
dential and business sections served by city fiers a(
times to connect w“th mail dispatches. Mail i.. also
collected in business sections at frequenr in[emals w
keep bOXCS from becoming overloaded and to prowide
an even Row of mail to k post  office.

7522  Odinary  Deposit of Mail

I$sua  10.  8.1-a2

2t Post Offioe bbby.  Letter drops are provided
in lobbies of ali pst o(%as  fOr the dCpO$it of mail.

22 Coiiecdon 8axas. @iiection boxes for he
deposit of m-l  arc *4 at mtvenient  pints in
areas served b y  c i t y  arriem at mwitydeliwry
offic6  in frone of the post  ofiicc qu=- and in wt-
persamel nttal units.

223 Rmtl  Boxes. Mail on which posrage his  kcn
paid may he deposited for collection in nmillxYxcs on
rud routes.

24 VIM Mailrooma. Maii may bc dcpmited in
bundle m-l drops where provided. Otbw”sc,  it my
be kfc with che -ef on duty when &c VIM 41
window is open.

1S23 DaposIt  of Maii With EmJployHs. TIE fol-
bwing ~ypas of mail may b handed for dispatch to
employees on duty in mobile units or transfer ofiices
and at airpofl  mail facilities:

a. FiIsKfass Maii.  On which postage has ken
poid.

b. Medicines and Senmts. Third- or founhdass
mail, presented by rep-ntatives of manufacturers
o r  dism-butors  of medic&s o r ~s, w~n ~-
dorsed: Wrgency17Js pchge ftas kn wel~
and bsafs neces.wy ~St~. AttY additional fbxlags
/aund to k due is gwmwccd  by sender. Third- and
fourth<ks tnsii. other than that desctkd and mad
10 k sent re@Tsrcd, insured. or COD, ‘S not nadab[e
with  the ● mployees idcntill+  above.

c. Unkss aceepfance  has ken ~ &  a n d
previously aurh~ by the postmasr.er,  only pKcck
which may be opened for postal inqxction  in the
presence of the mailer to determine mailability of con-
[cnts may be acceptd at airpon mdl facilities.

152A Maii Chutes and Receiving 6oxes

.41 U s e

.4TT Mailing chuccs and receiving kxcs may k
placed at h expense of the owner in public bulM-
ings. milroad stations. hotels. and businas  or otlice
buildings of not less Khan 4 stories, and apartment
houws of not kss than 40 resideruiai apartments .
Buildin~ in which receiving kxcs are located must
be open to the general public, w.rhour  rcsn+ctions,
during Ihe hours prcscrikl for tmd collections. If the
owner  of a building d~s not d~ire co install a m a i l
chute und  receiving bx. a receiving box only may &
insmiled. provided the postmaster  has detertnid it is
necessary and has approval its installation.

.472 ~jJing chut~  and tECSiVkxg b%= a r e  iR-
tended for the depe~t of FiK@XSS Mail ~d ~
quanti~ics  of single-piece race third ciass. Bulk me
m:lilings of [hird-class mail may not bc depositai in
mnil chutes md receiving boxes.

.42 Installation, Speci?i=tiun, and Mainte-
nance. Requests for the instailarion of mding  chutes
xnd receiving boxes  must  & approved by the post-
m:m~er :md he mus[ be furnished the contracl and
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WASHINGTON, OC 20260-6334

EXPRESS MA!L SERVICE Tmnsmittal  Latter  2
Methods Handbook, DM4201 Mamh 31, 1988

A  MATER~AL TRANSMfl’TEO

Tbis mnmiB a partial mision of Hadhmk  DM-201, This revision incorporates revised pnx~utes  for the
opinion of the Elemonic Marketing Reporring  Symm 02MRS).

B. EXPLANATION

This handbcmk  prwides  information, guidelines, and procedures for the management of -press  Mail Sefiitx.

C. INITIAL DfSTfllSU?lON
.

This d=umem is being distributed ditiy b: Headquarters; %gions, 10 each; divisions; MSCS (disuibu-
aan varies).

0. REQUISfT’10NS

To obcain  dditionai copies of rhis handbook, PIXtal facilities must submit  Form 7380, Supply  Cenrer~e4uisi.
rim, to their MSC Expr&s Mail Office.

E. COMMENTS AND QUESTIONS

1. Content. Address any comments

. . .

or questions regarding du content of this  directive Io:

Expedized Mail S,emices Division
USPS Headqwws

Room 5621
Washington, DC 2026&6334

2, Ck@ty. Send any suggestions regarding this directive’s organization or language to:

Document Contxml  Division
USPS Headquaners

Room 2810
Washington, DC 2026&1571
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‘F. FiLlNGlNSTRU4X10NS

File his uansmitral  Iec&r in knt of Tmmmit?al  bKer 1. Follow the instmctions  ‘m tie able hlow:

/ F&move pag- hdod: kcfi  P*CS  haded:

I

Con&m thfiiw  (p. 1)-Coacenrs 292.112
(4 w=) #

Conwnts 632

List  of Exhibi~

115-150 (s Pa&a) /

232.29-260 (5 pqg~) /’”

322,23 /

/332.14-352.32 (2 pages) “
/421.=32.1 (2 pages) ,

/524.31 -542.2 (3 pages)i
/612.41440  (~ pages) \

712-770 (3 Pa&S)

Contents Ovemi-  (p. 1)-Contcrts  292.112
(4 p%=)

commits 632

List of Exhibits

11s150  (5 pages)

232.29-2W (5 pags)

32223

33:, ;k352.32  (2 pSgCS)

421 ~A32. i (2 pages)

524.31 -S42.2 (3 pages)

612.41+S40 (4 pages)

714.2-Exhibit 742.2 (p. 2) (3 pegcs)

G. EFFECTIVE DATE

This material is efkctive qmn receipt.
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CHAPTER 2
EXPRESS MAIL NEXT DAY SERVICE

210 GENERAL

ExpIw Mail  Next Day Sewice offe= a mliabk,  over-
night delivery semicc  Lmvecn ~ignaecd thrccdigit
ZIP C&c prefix areas. The destinations sewed from
each origin MSUoff~e are listed in the Express Mail
Nexc Day Service nerwork(s)  which is gcnetatcd
dwough  the Transportation Mamgetnm Offiie (TMO)
and availabk  from that origin MSCfofficc.  An item
maikd at an accqtancc  posc office by the cutoff times
authorized by the laal postmasccr will & delivered
(or delivary will k artemptcd)  by 3 p.m. the next day
(post Offk to A~ -ice)  or it will  be avail-

able for claim at a daignated facili~ by 10 ● .m. of
the next  day that the faciii~ is o~ for retail business
(* ~i to *C Office Scnice)$ pmtided  rhc desu-
natiou ia part of the odgin MSC/office’s destination
network. Wstagc is mlismiable  to the sender, up ap
pkadon, if the seflice mndards arc not me!.

ExpRss Mail Next  Day Scwice is not available to
AFO/FPO ddlWSCS.

220 SCOPE OF SERVICE

221 Post Office to Post Office Sewka

=1.1 Post Office to post ofk (hbd i 1-A Or t 1-
E) items will bc available for claim by che addressee
by 10 a.m. at the destination post ofice the next post
office business day. Do noe extend or establish window
=nrice  hours to ptwia this semice.

221.2 f% OMce m POSZ Of%c  Service cannot k
used for post oticc box delivery. .

221.3 F%blication 272, Shipnwnf  Claim &cazions.
Posr Ofice to Posr CJJhe Se-ice, iisLs a4 facilities
to which Post  Office co Post  Off:ce shipments may
bc sent.

222 Post Office te Addressee Service

22.1 Dclivety (or atccmpred del ivery)  of Post Of.
tice [O Addressee (h&l 11-8 or I I-F) i~cms mu.sc
tic provided by 3 p.m. the ncx~  day for all items mailed
[o addres.~  within the entire delivery area served by
the destination facility.

222.2 Dclivccy of Express MaiJ to POSC office kxes
must M made using Post Office to Addressee SeWicC.
Deliver such items to the post  office  kwx by 3 p.m.
of the next pst  office business day of the destination
post office (see 232.28). Delivery is considered to have
ken made when rhe dcstinacion  box clerk receives a
shipment and places Form 3849-A. Deliwy  Notice
or Rcceipr (Exhibit 242.22), in che customer’s psi
office box (or pwch,  if caller setice) and completes
rhe “DELIVERY WAS AlTEMPTED” blcck  Of
Mel 1 I-B.

Pickup senice is available to Express Mail Next Day
Se#ice cusromcm  on a scheduled basis. if the cuszomcr
has completed Form 5637, &press Muil Corpowe
Accoum/Exprgu  Md Service Leg, and Form 5631,
fipres~  Mail,  Service Agreemem,  and subrnimd  it to
the Postal Scnice  (see 236).

224 Return Receipt and Address Correction
SeNices

Return mcei~ semice and address crmecrion  semice
may be purchased for Next Day Sctwice  shipments.

2 2 S  ForusrdIng,  Holdhtg, and Return

Express  Mail items will IM foxatded,  held,  and/or
rctumed to sender in accordance with 246.

okHOl,  T’L-l, 1-2546
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Items which cannot k delivered on lhe scheduled de.
Iivq day will & redelivered in accordance with
2432.

230  O p e r a t i o n s

=1 Accaptancta  Procedures

=1,1 Locations.  Exprsss  Mail  Nexr D a y  Semice
shipmenfs  can k

a. Upoai&d at retail windows in designated postal
facilisis;

b. L@$oai~  in bulk at designated postal facilities;

c. Dc@tcd in designated Express Mail collection
bxes;

d. Given to mail dclive~  personnel:

e. Picked up a~ording  to a scheduled pickup ser-
vice:

J Aacptdatadetacttcd  pstal unit(DPU):

g. Deposited at an Express Mail acccpcance  van:
or

h. Collected bm a post office box via a reship-
ment sctwice leg (see 630).

2312 ~wias. Shipmentx muss Ix deposited and
accepted by the cutofi times authorized by the local
psmasscr in onlcr co meet outgoing dispatches for
ncxtday deliveq.  An Express Mail Next Day Se~icc
dagcinarion .ncmwrk directary  lists the threedigir ZIP
Caic prefix d@inations  to which overnight delivery
scrwice is available fmm each Expms Mail faciliry.
Wblication  272, Shipnwu Claim fucaths,  Post 0}
j7ce m PoSS Ofice Semicc.  lists the postal facilities
to which Post Office to Post Office shjpments  can be
sent. Acceptance penonncl must ● ncourage the usc of
co-t ZIP Codes  in bth the destination and rcmm
addrs~ of a[l Express Mail shiprncms.

231.3 Dispatch and Distribution Methods.
For dispatching Express Mail shipments from accep-
Iancc  unit to diswiburimt unit. local offices must devel-
op ‘and implement acceptance uni[ diswibution proce-
dures which support  10CM1 opera[ing plitns in place at

the p  incipd ITMII procming  cenccr. AI a m i n i m u m .
these procedures should include pouching and labeling
insmctioris,  Such procedures should include provi.
sions for early ‘and frcqucm dispatch. where available.
and irtsmxrions for direct ~uching  where volume war.
mm%, Additionally. procedures and dteduks ntusc be
~)s[cd in la-al ticccptance  o~ces to help ensure tha[
they arc cempleted as planned.

232 Postal Faci[ity Acceptance

232.1 General

.11 Materials and Equipment.  E x p r e s s
Mail Next  Day Se~ice  shipnwnts must & accepted
at all ftdl-semica windows at each designated accep-
tance facility. A![ XCeptance windows must be sup-
plied with necessary mailing matetids  ant! equipmem
(including. but not limited CO. network directory liscs.
mailing labels. mte chart... Express M~il envelopes,
2-Pound Paks. Ovcmighter boxes and tubes. bro-
chures. seals. postage =fund  and insumncc claim ap-
plication forms, etc.). customers depositing Next Day
Sc~ice shipments on a frcqucm basis should be given
a supply of mailing labels, containcm.  CCC., and cn-
coumged  M purchase kkkts of Exptess  Mail stamps
or establish an Express Mail Corpomc Account.

.12 SpSClallzed  Windows. Where volume
wa~u. s~iaJi~ windows and coun[cm for J I .:.
ing Nexl Day Sewice  shipments may be estabi.
Local offices may also designate other accqx.
points, including bulk acceptance units. ai~rt mill
faci[icies  (AMFs).  and box section windows.

. 1 3  Suppiles. Express Maii supplies and ade-
quate counter or table space must be available LO cus-
torncm in posral facility lobbies. Instructions on prepar-
ing mailing iabe[s must k prominently displayed.

.14 DecaL Express Mail acceptance facilities
must have a Sign 105, fxpress Muil Acceprun;me O#ice.
displayed al the cntmrtce to the facility.

.15 Locstiofls.  Ali Express Mail  acceptance
of ficc~facilicies  muse promincruly  dispiay. or publish.
up-m4atc in fomtwtion concerning the locations for the
deposit of prepaid shipments (collection boxes. mail”
drops. etc. ).
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2 3 2 2  Aca?PtanwPrQI=duraa

. 2 1  ~presahflli]~ll.  &l[l-A, fi-
press Mail No Day Semice.  POSI O$?ce to Pos/ Of-
Jce, Or 1 I-B, Poft OJYce w Addressee (ExhibiE  232zJ
and b). as appmpriarm must be W on all iuxrw ac-
cepted for shipment by Express Mail Next Day Ser-
vice. Customes  should  complete the ‘-FROM” and
“TO”” blocks on mailing Iabcls (Xxhibie 232c). 1f Post
Ol%a to Post ml= Semke is used, ~k ~mets
ta include kth the a&eSsae’s  nerm d Cugatlktiod
firm on the mailing lakl.  Mailing Iabcls  arc also avail-
able in nxsrgblly  pmcksi,  &stdstuow fam vusicms
fbr = on pin-fed computer @nscm.  Such Post Office
m Post Of&e Iakls am ki~a&d es Lskl 1 I-E and
Post Oflia m ~ lakIs  as L&d I IF. They
= Othemk identical m bbcls 1 I-A and 1 !-B.

2 COfllpldw b&ol 11. -ptance p e r -
sonnel must enter * ~ Code of the =cpeance  facil-
ity, the date and time the shipment is being =ep&d.
the weight of the shiprrmu  (rounded up co the next
highest pound), and rho ~ge: then initial in the
‘*ORIGIN” block. (h recording the time of ZCCF
tan=,  always usc cithu the a.m. or p.m. duignation
or the 24-hour ckxk:  e.g., 1330 for 1:30 p.m.) Norc.-
‘ f  & amepwtce  oflce u wins k&Ls prinred aj?er
:pr& 1984, ched she approptie &k ti”car-

ing M* or xemnd~ &ihwy (see 2323jbr kxri
mailings). E@& dse &livery time to * cwromer.
Al= ensm that the amux pamge is qplid to he
shipmctm  If an Ex~ Mail Next Day SeMce ship
mem js preserd  in an ~press Mail pouch, deduct
the tare weight of the Z. Shortpaid items should
b dispacc~  in SrdaSICe  w“th 132; unpaid  items
should be handld  in ~rdance  with DMM 146.12
and mwned to the Sender.

.= qms Wil Corpomto  Accounts I f
powqgc is paid thrwgh en ~ Mail  ~rE Ac-
count, the sixdigit ~~ number (~ by
an X’) must & Cntcrd in the’ “CU~OMER
WER”’ Mock on label 11. l%ruse of the Exe

Mail  ~ ~~ Chargekk option,
= 322.22S. .

.24 Poatal  Setwlce  Mail  and Offlclal Mal l .
If the shipment is %rJ.I  Semice  mxil  or %al~ Ex-
PS Mail  (ofilcial  R&al _ Expm  MaiJ) uA-
d~ the h digit ~ cede, & name and adchs
Of the agutq tnust ap~ in the ‘*FROM”* or ‘%)9” ad-
+rcss In addition to using a ~nalty  labeUenvelop,  tie

USPS or the  digit agen~ code must k entered @ the
*rider in the “%CCOUNT/CU~MER  NUMBER”.
blak (~ 622). En&r b pwagc fir the shipment in

the “’POST4GE AND FEES”” block. W A FEDER4L
AGENCY SHIPMEm  IS pAID  BY MH, STAMPS,
OR M~ER  STAMP, DO NOI’ ENTER THE THREE
DIG~ AGENCY CODE.

2S Ratum ~pta. If mcum rueipr ser-
vice is dcsi~, give t& custom  ● l%nn  3811.
Domestic Return Receipt. The custom  will complete
the form ad prominently affix  it to the shipment. Plze
a ckk in ck appmptiate  blak on the mailing label
under “RFIWRN RECH~ SERVTCE.”  Add the f=
ro che pxtage  and W-U the soul  in the “POSTAGE
A N D  FEES”” bkk. R .~ delivery =ice is not
available for ExprEas  Mail Secvicc shipments.

.26 SepamUng Copies. separate  the Cu-
fmner Receipt and  Fimusce  copies of the mailing Iakl.
Givc the customer  Receipt copy to the customer and
keep the Fituznce copy. Affi the mailing !a~l to the
mailpiece, if this has m already ken done.

27 Nottfylng Addraaaees - Post mea to
~091 mce Shlp~rr@. Remind CUSSOISIWS  p u r -
chasing Post Of&e  to Pm Oflice *= that they
must let the ~know w-ad when the ship
mm will& available f= claim.

.2S Cautioning Sander— Post OffIce Box
Shipmenk For customers mailing Post Office so
Ad&sS &rVice  @ 8 ~ offke kx, sJcrt the CUS-
[orner that during weekends or holidays, wme box sec-
tions may n~ & ~ssibic  all day. This perticudy

applies to artici~  acqtaj  for mailing on Fridays or
Sarurdays.  Should this mew, the delivcsy  standard will
be the samnd posd busi~ day,

~ finance ~pk  A c c e p t a n c e  f a c i l i t y
~nnel ~ h Fimznce copies.of mailing lakls
into  four categories, or as otherwise instructed by the
rnanagemem  ~onal center (MSC):  (a) Those paid
@ POSWC and f- paid indici+ (b) dms @d via
m EMCA; (c)d] other Pat Offke to Post 0t7%c ship
mcnts; and (d) all other Post Oft%c to A-c ship
ments. Send the Fiie copies  to the EMR3 daa entty
unk daily. No record or log of pi~~ acccptcd  will be
maintaind at the aczepmce  &ili~.

. . . .
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2 3 2 . 3  bte Mailings
.

.31 Accepting Late  Mailings. Shipmen~
mailed after the deposit  tirnc necessaty to meet the
dispatch for nextday delivery to destinations included
on tie Next Day Sewice destination nctwo~ must be
accepted. Advise rhe mailer that. although the USPS
will my ro deliver the shipment the nex~ day, [he Pst-
age refund guarant=  applies for delivery fh sectwd
&y after mailing (e.g., piaes  accepred afser the estab-
lished depsit rime on Monday will & delivered by
Wdnes&y).  If the acccpw~ offlcc is using labe15
prin~d after Septcmbcr  1984, cisak the appropriate
blwk for xcond-day  delivery. Otherwise, circle the
Iime of acccprance  to indicate that the shipment was
mailc~ac~ptd  too lac for tscxtday  delivery.

.32 Dispatching Late Mailings. A regular
dispatch should never be delayed in an attempt to in-
clude 1ate-mailed items. Shipments received cm late
to k included in the regular dispatch will & fomvardcd
to the dispatching faciiity on chc next avaiiable  dis-
patch.

233 Bulk Acceptance Procedures

233.1  (%WS -, Fhtt Mailing Book for Reg-
/stsn3d,  lhsumd,  coo, Ca@fh@, ● nd fipm
Mail. Furnished withour chasge to cussomets  who
maiI at average of three or more Express Mail ship
ments at one simc. Spaces am provided for entering
the dcsdption  of each article. All  entries in firm mail-
ing bmks must be made by the maiter.  in duplicate,
by WWritcr,  ink, or ball~int pen. AU unused por-
tions of the addressee cohsmtt tnusc be obliterated by
drawing a diagonal line through che unused -ion
of the page. Any  aitctations  mtist be initisded by the
mailer and the accepting employee. One copy of the
bill wiii  be retained by the posz offlcc  end the other
wili & rueiptd and titurnad to the maiier. The books
must be prescnti with the articics to be rnai!cd (SCC
Exhibit 233).

2 3 3 . 2  RaCSlptS.  The accqxing  ctnpioyee wiil
count the anicles and check them against enm”cs on
the Form 3877. lf tic sender dms no; want to wait
for a descriptive receipt, issue a buik receipt on Fomn
3824, Tempora~  Bulk Receipt, and issue a regular re-
ceipt after the mailing “has been verified. Use Fomn
3876. Norice  10 Firm Maiier.lncorrecr  Fees, 10 notify
fimn mailers of inco~~ fees,

233.3 Acceptance Times. The accepting cm-
p[oyccs will mark tie time ofacceptancc  on Form 3877 -
and complete the time in, ZIP Code, and ctnployee’s
initials pinions of IAcl 11.

2 3 4  Expmsa MaiI  CoiiectIon B o x e s

234.1 Geneml

.11 Lmtion.  Express Maii collection boxes
can be instalied in pat OWICC lobbies. s~et iocations,
office buiiding lobbies. and ocher locations where a
significant deposit volum can b ex~ted.

. 1 2  Oeals. E x p r e s s  Maii  coiicction boxes
must be identified with Express Maii Next Day Sewke
decals. The coliectiors time(s) usuf =nwvk  wrved must
be shown. Collection time(s) must pemnit  $ranspotla-
tion of che shipments to ast acceptance fxcilkYIAMF
for processing in time to meet tfansptation for ncxl-
day delivery.

.13 PubUshing  Locations. famions  of Ex-
prcss Mail collection boxes and dseir collection times
must  bc published in the local  MSC Express Mad Next
Day Semice  Directory.

.14 Postage Payment MathOds. Oniy pre-
paid shipments, wirh mailing iakia  assd pstage  af-
fixed. can be dqwsitd in Express Mail  dcction
boxes. Shipments without Pstage  affixed, but which
have the ““CU~TOM~  MMBER” biock o n  t h e
mailing Iabci compietcd to indicate payment by an
EMCA. or to indi=te that the shipment is Postal  Ser-
vice mail or o~ci~ Fc&mi agency maii,  may also
tc deposited in Express Mail cokction boxes.

234.2 Ac-ptance Procedures

.21 Shipments wiil  & verifid bydesignated  em-
pioyees  and xi i 1 compkrd in the same way as
for shipments de~ited aX a wjndow (SCC 232.2). The
Curromcr Receipt copy of maiiing labels shouid b
mtumad to smicr on tie Mxt delivery day by F&-
Class Mail. using Envelope EP-i3B- The sender’s ad-
dress m the ““~OM” block must  show through the
*tndow.

= Shtpments which arc brought to an acccp
CMCC f~lIty m time co meet ~he outgoing dispatch
musr k accepted for next-day delive~.  even though

DM-201, TL-z, 3-37-S8



I . .

D E C  2 9  ’ 9 5  D4:56PM P.21/24

. they may actually k vcrifi=i  after & poswd cutoff
timc for acceptance. &ample: Tmfflc  p~vcn=  colJec-
tor ~m geaing back co the acceptance post office be-
fore the cutoff time.

.23 For shofipaid irems. see 132.

24 Nonpaid iccms arc to be handled in accor-
dance with Dotnaic  Mail Manual  (DMM) 146.12 and
returned to the sander for pxage.

2S If shipments arc overpaid, noti~ Customer
Sesvi-  (who will noti~ * cuatomar), furnishing che
name of the sender/mccivcr, dcstinating  city, and
amount of overpaymcm.  Indicate the amount of over-

~~~on *F~=c copy. Dispatch aS s&~~d.

-3 Late Mamlgs. Shiprncnts deposited after
the pmted dcction times for destinations on fhc local
Next Day Scsvicc destination nc~work, must have
either the ‘*SECOND DAY” block checked (on labels
@n& ah Scprcmber 1984), or the mailing time cir-
cled (on forms princcd  @or  to Scpccmbcr  1984) to
indkira delivery on the second day afer mailing. This
is done by tie acceptance employee.

=.4 Fler.We Aoceptan- Time&  Where dcs-
, .marson &sumrks  have hccn cscsblishaI  with cusoff

tim& @her than 5 p.m., and dccrion box= arc uad
for shipments meeting the earlier or Iascr &posit  time,
mask collection boxes to indicate the coIIation am
for &dtions  -had on the earlier or later network.
‘l%is inf~ shoutd also bc published in the lad
MSC Next Day Service Dimcmry.

235 Express Mail *llsc!fon Service

=.1 Gsrumai

.11 Wh8m CdlOCtSd.  Express Mail  Next
Day Scma. shiprncnrs can be colktcd by Postal Scr-
vi~ dclivcxy and colkdon  ~Mcl (at oflIs whidh
~ Exp Mail) in* m- of their nond do.
livay and coil~on ~vities. CustwTErs giving ship
mcm to USPS ernpbyccs  should be informed that

. 1 2  P~~ld Postage.  Shipmcnu mUSt &
p~aid. witi tic mailing [a&l anachd  and pstage
sfhed, and’b ofa size consistcn[ with the equipment
normally ud on the mute. Shipmencs without postage

1

affl~ GWIOt be COkmd  fhm  wmmem. cqc

when the ‘KCOm/CUS’IOMER  NUMBER’.” blak
is cmnpietai to indi=te ~mcnt ~ en Exprus  Mail
Corporate kcount  or under Rdcrai  ~mmcnt k
digit  agen~ tie.

.13 Acu?ptance Facliity Dispatch. IMiv-
ery and collection employ~s  must ensure chat ship-
ments arrive at the acceptance faciliy  for Procekng
in time m met outgoing dispatches. If an cmpioycc
cannot amivc in rho other amngetints  must  be mdc
(c-g.. dcposiang the shipment in an Expms  Mail al-
Iation  kx prior to fhc colladon dmc markd on k
tux). ‘

.14 Pickup Fee. ~crc is no charge for &-
pm Mai] han&d to an ● mpioy= b the course of
mmnai deliv~ and collection activities. A f= is
charged only for ~ose  i~ms picked up in accordance
wir,h Form 563  i, Exptess Mail .fervice Agreemens.

Z&2 Acceptance Procedures. The accep
tance employee will  follow the same accepfancc  proce-
dures used for window acccprancc (SCC  232.2).

23ss b Mafllngs.  If a de l ive ry  or Coltion
CllIp]OyCC  bOWillg@  cdk$ ~ shi~t which ~
& dclivcd S0 tb~ facilhy  k b to mu!
dze outgoing dispatch of vaiuc,  shc custo- musr  k
informed that rhe maiiing will  be ~ced as a la%  nmil-
ing, end that the pmage mfind guanntcc applies if
deliveyy is not made on the ~cond  day (or sumd
pod business day for ‘“A” labels) after mailing (=
232.3).

2 3 6  Plekup ~wi~

236.1 Rsquirernem*  Pickup of Express Mad
Next my ~ce ah~~ will only& provided  00
a schcddd basis pusuansmaForm5631 and ● hrm
5637 specifying time, piace, day or dae, ad fre-
quency  of pickup. (See 235 for collation of Eapms
Mail by dclivay  and cokxion  ● mpioy~s &in#  be
normal prfornmux of thcirdusia.)

236.2 Wham Avallabla. Pickup S- is ganer-
ally available throughout the city delivery ama of all
post offi= offering Exprcs Mail Next Day Scmca.

236,3 Pickup Schedules. Pickup muss t=
schcdul~ so that all i- picked up can b taken
to a designated NCXC Day Scmice acceptance unit and
proccsscd  in time  CO meet the outgoing dispauh.

1 DM-201, n-2, 34148
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=.4 paytnentfor PkWp.  ~cpickupch~ges
using Fomt 5625-B. must bc paid by the same mans
x pmage  is paid for the items which am pick~ UP:
i.e.. by scamp$ or meter srrips. through ZUY Expfcss
~ COW~fE Wcmnt. or under a Herd G~rnmtnt
rhrce digit agenq  cede.

2 3 6 . 5  EstibliShi~  the Ssdce

. 5 1  Openitiond FeasibNty. UpotI na=ipt
of a customer quest f= pickup on Fo~ 5631 I WiiV-
~ ~ices must &termine and v&o the opmrionai
feasibility of the cusComer’s  request before ~= can
begin.

32 Pickup mme. If k pickup cannot be
made z tie rime desired. the customer should be con-
tacted to negotiate a murually satisfactory pickup time.
if possible.

.53 Finalizing t- Pickup. Afw k P-
Iionai f-ibiliv  has been established, the Exprcs Mail
manager wili pqxwe the FonrLs 563 I and 5637 as fir
Custom Designed Sewice (see 322.2), and send copies
to the customer and the posd  unit rcsponsibk for pick-
up. Semnca“ leg numbers arc assignd  in the same nnn-

ncr as Gstorn  Ikignd Seni= kgs,  but must be as-
signd scpesatciy (see Exhl%it 236.53).

.3 Oata Entry Worksh- The post office
COPY of the Forms 5631 and 5637 and a cOn@e@
~a&  Ent~  ~~hcer should be.sent  10 rhe Ehf= dam
entry unit-

2 3 6 . 6  Customer Prepanadon

.61 Labsi 11. Cusernrwf$  m u s t  unnpktc  t h e
“FROM’” and ● TO’” pornon of W 11, and auach
the label to the pi-. Do not renWVC-CWSCr  receipf.

-62 .po~ ~, Malllng “Stafetnent. @
Next Day and $anm Day Airport Express  Mall
*rv/ce. l?tc cusroti will * _ a ~~
5625-B. The pickup employe=  wiii ka~e a signed copy
of Form 5625-B as a receipt (- Exhibit 236.62),

.$3 Form 38~,  F/rm Mailing Book For
Reghwad, insu~l COOJ ~~~@Jd~ and E x-

press MaI/.  Form 3877 is furnished co customers
who mail an average of th~ or moR Exp~ Mail

artic!es  atone time. It is - in Iia of! or in addition
to (such as for Custom Designed or Express Maii Inter-
national Sewice shipments). Form 562S-8. For in-
stmctions  on use. refer  CO DMM 263.5.

.64 Serial  Number R=rdlng. when the
pickup involves th- or more pieces. cdl serial
number from MIs 1 I wiii be tuotdcd  by the custom-
er on k Form 5625-B or Form 38fl.

. 6 5  Btdk Procsduws. whcrI  d’IC numf= o f
pieces to be picked up makes rccoccling  -h wiai
number impmdcd,  a buik p~US’C  ~o~ & ~-
tuted.  In this situation. the USPS will provide the cus-
tomer a suitable container(s) in which ?he pieces will
be encl- The custom W Pw - 5=-B
or Form 3877 as described in 236.63, iisting  the Label
I I -al numbers of the accompanying imm. and en-
close the fmn  in the contairw. Numbemd seals  must
be used m d the contined$).  nc ~m=r will
prepare a separate Form 5625-B. listing only the con-

tainer seal num~s) for receipr by the pickup empioy-
ee. The Pod Semice  will &!em-ne  wbn rhe bnlk
procedkti is w be used.

.66 Express Mail Reshipment If pickup is

~m a pm O* box ~, follow Custom Dc-
signd  Servb ~~ for Express MaiI tuhiprncm
d= in 331.3, except that Form 5625-B must lz
filled  out for the pickup charge.

,67 Return Receipt- 1f Return Recdpc =-
v ice  k ckimd, the txmomcr mu =mpie~  Fo~
381 \. Domesric  Return  Receipt, andprominewiy  a-h
it to =h shipment for which tk semicc  is being pur-
chased. Return rcceipcs must aiways ~ auached  to the
front (address side) of the shipment, unless there  is
no space available. A check must be p]-d in the
$PPR@~ bic=k UtlCk “’R15URN RECEIPT SER-
VICE” on IA&l 1]. If an old mailing iatxl  is used.
he “’CU~~R NUMBER” b[~k  must & en.
do~ wifi  tie WO~ “’R- RECEIPT R E -
QUESTED.” The same endorsement mw be placed
in the “PO=AGE” blak  of - 56~B* A on
Form 3~, llte return receipt f= must be included
in the total  psutge  paid on both fofms. A =p~te
iist of this fee is not fquircd.  Restricted Alivery  sez-
vice is not  avai~blefor  Express Mail shipnunts.
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.713 The pickup cmploya enfrfs~datc  and
time of pichp and signs Form 5625 or 5625< aud
disrnbutcs  it as follo-:

a. Ph the Dcxrim-on  Post Oficc. A&essee.
and Finauce copies in tie  EF- 13 cnvei~ amched
10 che pouch.

b. Giva thecustomermceipt  tothecustomu.

.114 If the customer fails to notifi the I%atal
aindtneul cancel a Sche&lcd pickup and *
pickup Stup is made, * mll=dm unit mw ami.fy
h ~ Mail managm. W custom= will be
cJWged fix dle Sciduied samnpt. ?%c amamt of

. .
~ time nedad will & dctcnnind t-lyd

.12 R-ponsibilitiee  of Sender. The =
comer  mum ndfy  the Exptcss Mail -W. ~ ~t3-
nea, @or m a mutually ax upon rime if them VW
M be a dispatch on a nomrtally  scheduled day. The
amount of notification time needed will be determined
-.

3212  Transpodzttlon.  A locally d=signarcd em-
pioyac  will tsanspm the psuc!l m a qAIW iaatioo
(e&r a *y point fof ~wilhasbdtded
Mvs nm m dircdy !0 * - *). =P=a
Maii tnastbe @* at the reaT of * vchicie (tai!gared)
00 tie Scldllkd Mvsms nm.

321.2 Express 84s11 Reshlpmont  %fltenpickup
is from a pst ofik box X (tcsitipmcnt),  a @
employae will pmpm the pouch in ~= with
323.2 and 630. Shurtpaid irons and busb tqdy mail

‘ will only & included * Ihcy have b ~
rkough the postag~  unit, oroptionai  busi- reply
~c, and postage and fe. have bn Wichcbawn
ii’omrhcqqmiate ~. The cmmmcr’ s ~ of
tiw mscipt form * & = to he -W by Fm-
Ciass Mail. (&Me a N&e 32, Yaw Box Renr’or
Ca/h Setie Fee u Due, and Fom 1538, Rec+
for Poss Ofice B@Cafler  Sew-ce Fee (when ~
q).) Xz Xkbcasd to * per  Offi= box and -
as ragistasad,  certifd, mD, numbkred insured, or
X MA! Next Day ~ must not be enclmal
ia aB Ex~ Ml ~hiptncnt  puch. Any SU~ mail
must be fomrasrkd, under the ~= @d for, to the
addressee show in Hock 17 of Form IW3, Applica-
tion for Post Oflce BOX or Caller Semice (Exhibit
631i). ncsc ficles asc not to & returned to the
=&.

3 3 2  Customef” Depostt  S t
om-

332.1 R8sponsibIllties  of
plops

Postal FscfMfe#

Acceptance Em-

,11 f%caipt  of Shipment Upon receipt of
& pouch(cs), vtify that each has been properly closed
and S4CCL *k Form %25 or 56X to ~

a. The cwwncr pordon  of the receipt has been

Pw@Y i=P-L

b. Eithes postage has kn applied and the anmunt
applied cxmqonds with rhe amount(s) entered ink

_  biock on Form %25 or 562542 or the cuso~
‘cr’s EMCA ~ ~- w (kv~ent ‘*G”
numk has km en- on the f- (= Ch~ 6).
If adhesive Pstagc stamps hawc been used, canal
them by drawing mwal  iines  ~ the face of me
Scunps.

.12 Form m or !SZ5C. Entar the dasc,
be of sccepww,  and sigwurc  on %rm 562S w
S62S-(2. A shipment tcndem$ iarc er out of f@ucncy
(not aanrdln. g m the Fotm 5637)  must have the W
date circlai  ad mus~ & zptd for delivery The sa-
ood day *rnaiiing.

.13 Distribution — Nonverifying  Offloe.
For pm o~~ which send Express Mail to a verifying
~dispatch utti~ distribute Form S625 or
562542, as follows:

a. Place the DesriMrion Post OBce, Adh?ssec,
and Ftice  ~pies i n  the EP-13  CnVCIO~ ~hd
tb the pouch. (Hna/ue apy is detached at the vetifying
officz (AM-F, ~ e) ad sat to tha El@S dara ew
unit ti the origin MSC/of15c@: and

b, Give* cuaromermceipt  copy to the custo-.

. 1 4  D18trfb~ -  Verlfylng Omce. lx+
tribute Fam 5625 or 562S-C, as follows:

a. - the Desrindou Post O~e and tiessee
copi= in he ~-13 envelop -H co the ~uch.
send F-uuznce q to the EMRS daa emy unit of the
origin MSWoffice;  and

b. Give thecustorncrmceipt  copy m chc cuomer.

Dt&2m, TL-2, 3-3140
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2321s ExpruaMau~

, 1 5  Pouoh Tnnsfer.  Tranafcrtiep,ich  to
a relay point for rnnspmarion  to the dispatch unit.

332.2 Responsibilities of Dispatch Office.
The dispatch faciliry (associate office, station/b&nch,
MSC, tcmninal  annex) has the foIIowing  responsibil-
ities.

.21 Receive Shipment Receive the Exp~
Mtil scmicc ~uch(es)  (and outside pieces, if any)
lkom the pickup employee, MVS/PVS driver, or acccp-
rance unit.

42 Schedule Log. Complerc, if appropriate,
Lhe “REMARKS”’ Cokmn of Form 563&o.

23 WeighL  If the weighc shown on F o r m
S62S or 562$C  is inconect  (dtcr deducring  the tam
weight of the Express Mail pouch). circle M fi~
and ekrcr the ~C weight. The verifying office muss
=nd  firms daily to the EMR3 daca entsy unit in the MSC
responsible fix rcpming rcvcnuc and volume data.

340 SERVICE PROCEDURES
NATION MSC/OFFiCE

341 Redpt ResponsibiIlties

AT DESTl-

341.1 Upon receipc  of the pouch(cs),  compIetc,  if
appropriate, the “REMARKS” column of Form
5634-I. . .

341.2 PI- the pouch(cs) in a designated plm for
pickup by the delivety  employee ’or MVS diver.  The
Expmsa Mail pouches must not be misplaced or mixed
with other pouches.

342 i)dhfw by the Postal ~nhe

3421 Delivery. F~d tk pouch(e)  co h &-
livery unit at the pos~ ofilcc, or to an empioyec who
wi]l make Chc &IiVcry.

34U Fl[ling In Form 6626 or’ 6625-C. Bcfom
sting  chc rou~. che dclivay employ-  will remove
the Form 5625 or 5625-C and chc return receipt, if
any, tim tie  Ep- 13 envelop on sh Much and will
sign each recci~ enter the time and date, and son
!he mxeipta  in delivery order.

342.3 Delivering Pouch. The employee delivers
~he pouch(es)  to chc addressee(s) and obtains a signa-
rurc on all Express Mail ~cipts,

X2.4 Undeliverable ~ms ,./

.41 Endorsing Article. If a Custom Dc- }“

signed Scmice item is undeiivemble  for any reason,
[he dclive~  employee must endorse the article with
Che -n for nondclive~,  enter route numizr, the
date and time of artcmpted  delivery, and initial on
Form 562S or 562S<.  The employee.s endorsement
must b de in ~ .’P(ljTAGE,”  sccdon of Form
S62S or 5625-C. If space is not available in the
“’POSTAGE” -on, write che endo=ment on any
spa available on the form and circle  the nouion.
Sa DMM 224.222 fa rdclivcry  p~duma.!*

.42  F o r m  364$A  The dclivuy employ=
will leave Form 364%A,  Deiivery  Nora”ce  or Receipt,
indicating Express Mai], and rccurn the arcic!e to the
delivery unit for clarancc. ThC atticle  wfilI be te&liv-
cred on h I@= ~live~ tip me next dclivcq day.
If dclivczy  is not madx on k ~ond aacmpt.  contact
rhe addtes~  by relephone.  The name, address, and
telephone number of the facilicy  shown on Form
3849-A mw$z  be the same. as he delive~ unit where
tie anicfe  is held.

.43 Form 5625 or 56=. Fonni 562S o r
56X, with notions of ~mpwd dcliwsy,  muse be
sepxtad  tim other ~ipcs and submiaed  co the Ex-
prxss Mail manag~ each day, Tle Express Mail man-
ager at the destination MSC will then contaa  the Ex-
press Mail  mmager  ~ ~ origin  MSC. The Express
,Mail manager a! the origin MSC will contact ~e
mailer,  diXWS tic -n for tic inabili~ m deliver,
and u@xrc rhc scmice  agreement if ~sary. The &-
press Mail manager  mtir never ai!ow “amempted de-
liveries’” m bewme a common occurrence on any ser-
vice leg.

342.5 DlsposiUon  of Form 562S or 5625-C.
The addxes~  or agent  entms  he &k a n d  dmc o f
dciivery, signs the ~ipt and rccurn receipc. if any,
and retains the addrc~  copy. Tha cidivcsy cmployec
mums the sigti  mcaipts co rhc dciivcry unit for clear-
ance. Return rcceipcs  must bc psmmkcd and handld
in accordance with DMM 932.41.

342.6 Customer’s Supply of Express Mall
Pouches. Expres  ~il Custom  Designed Semice
customers should  not have more duan a onc week sup
ply of pouches on hand.
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********$******************
*** ACTIVITY REPORT ***
***********8***************

RECEPTION OK

9225

6178619540

TX/RX NO.

CONNECTION TEL

CONNECTION ID

START TIME 01/02 16:20

USAGE TIME 03’31

PAGES 4

RESULT OK .


