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Assistant Commi ssi oner
2900 Crystal Drive
Arlington, Virginia

Facsimle: (703) 308-7220
Attention: Lynne G Beresford
Re: Supplement and Sunmary of Commentsof December 29

Regarding Proposed Revised Rule 1.10, 37 ¢. F.R. §1. 10

Dear Ms. Beresford:

Please add the follow ng supplenent and summary to the
comments in my letter of December 29, 1995, which was forwarded by

facsimle and mail onthat date.

35 USC §21 (a) clearly provides for the granting of a
or fee

1.
filing date as of the date of deposit of the paper
with the USPS.

wth the USPS is the act of the
mailing person. As authorized by the postal regulations and
followed in |ongstanding common practice, such deposit is
acconplished by placing the itemin any authorized receptacle
as well as by personal delivery to a USPS clerk.

2. The "deposit® of nail

3. The proposed Rule 1.10 is significantly nore restrictive
t han the enabl enent provided by the statute, 35 USC §3s.

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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formof Rule 1.10 would require the applicant to obtain
witten conpletion of an Express Mail acceptance | abel by an
aut hori zed USPS clerk on the day in question. Further, the
aPpIicant woul d bear the burden ("risk") of whether that USPS
clerk perforns his/her duties diligently and |egibly.

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 mnutes or hours, even being on a
| ater day, depending upon the availability of a USPS accep-
tance clerk for access by the applicant, and dependi ng upon
the authority and willingness of that USPS clerk to conplete
the Express Ml acceptance at that tinme.

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

1. The USPS Express Mail clerks are not subject to the
di scipline of either the aﬁplicant ort he Conm ssi oner of
Patents and Trademarks in the performance of their Express
Mai | acceptance duties.

8. Patent applicants and their registered agents are subject
to the discipline of the Conmi ssioner in the performance of
their activities before the Ofice.

9. The proposed Rule would elimnate the nmost cogent direct
evidence of when an itemof nail was deposited with the USPS
nanely the statenent of the person who nade the deposit.

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

tmay be that the proposed formof Rule 1.10 would sinplify
the work of the Ofice by allowing a clerk, or even a scanning
device, to sinply look at the USPS | abel to determine a filing date
under the proposed Rule 1.10, rather than having soneone apply
judgement as to whether an applicant’s Certificate of Mailing is
credible. But it seems to ne that one key goal of the office is to
facilitate the obtaining by applicants ofthe full benefits
avai |l abl e under the statute.

In all events, if an applicant or agent nisrepresents the
facts to the Ofice as to the date of deposit of anypaper or fee
to gain a filing date under 35 USC §21(a), he or she will be
subject to discipline by the Ofice and place the validity of any
patent or trademark registration at risk to at | east the sane
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degree asint he many other i nstances wherethe Ofice relies upon
statenents by applicants or their attorneys oragents.

| urge that the proposed formof Rule 1.10 be w thdrawn, and

that the Rule and practice of the Ofice be directed to granting a

filing date as of the date the paper orfee wasdeposited by oron

behal f of the applicant. Primafacia effect should be given to a

Certificate of Mailing, with all of the relevant evidence being

?prsgdered if a significant discrepancy appears from the papers as
i ed.

Thank youfor your tinme and consideration.

NIS:hwec
95. 551
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wel | known that Postal facilities in large cities typically have
Express Mail acceptance personnel onduty many nore hours per day,

and particularly later at night, than do Postal facilities
smal ler cities, suburbs and towns. All have equal access to
"deposit™ their nmail before a m dnight deadline so |ong as the
| ocal postal facility provides a drop box. But by naking the

acceptance date entered on the Express Mail |abel the sine qua non ./'’

for securing a filing date, those who do not have ready access to
a facility which naintains late hours are cut down.

Qbvi ously, the Acceptance personnel of the USPS are not under
the control ofeither the applicant or the Patent and Trademark
Ofice. For exanple, how could an applicant conpel an Acceptance
clerk to conplete the Express Maill abel at a particular tinme?
What if the USPS clerk says that he or she is too busy at the tine,
and that they will only conplete the labels later, at a nore
convenient tine, or just prior to the next schedul ed pick-up of
Express Mail? O, what I1f the applicant’s agent believes the
clerk's entry is not sufficiently clear, but the clerk is very busy
or sinply asserts that it is asclear as he/she is going to make
it? Neither the applicant nor the Patent and Trademark O fice can
di scipline or control the USPS personnel, The pro?osed practice_of
maki ng the conduct of the USPS Acceptance personnel the controlling
factor raises a host of potential problems. And the assignnent to
the applicant of the "risk" of nonfeasance, sloppy or illegible
wor k ormisfeasance by anot her governnental agency, nanely the
USPS, woul d inpose new, additional and unnecessary burdens upon the
applicants for U S. patents.

By adhering to the ‘deposit” requirenent 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 requirenents can be spelled out and enforced against
t hose personnel. The attorne¥s and agents are subject to the
di scipline of the Patent and Trademark O fice in the perfornmance
of their relevant activities. The USPS personnel are not. The
O fice has decades of experience inprescribing and enforcing
gover nance 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
provi de one el ement of evidence ® |ong with the sworn statenent of
an applicant or agent as to when .paper or fee was deposited. But
maki ng the date entered by the USPS Acceptance personnel the
controlling factor is unreasonable, and, | submt, undul y
restrictive and problematic.

On a nore subjective but nore fundanental aspect, | am
concerned about the strong resonance of cynicism and suspicion as
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tothe credibility of applicants and their attorneys and agents
whi ch seens to pervade both the text of the proposed Rule 1.10 and
the di scussion of the proposal. My perception from 40 years of
practice before the PTO has been that one of the Oficefs goals is
to assist and facilitate applicants and their agents in carrying
out the patent solicitation process. Have t here been nunerous
cases of fraud or reasonable susgicion of fraud in the practice,
for exanple under either Rule 1.8 or 1107 whyis there a tenor of
suspicion, and an effort to create and assign added "risk" to an
appl i cant who seeks the benefit of 35 USC § 21(a)?

Reconsi deration of the proposed Rule 1.10 and refornul ation of
a nore user-friendly approach are respectfully urged. The Rul e
should all ow 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 ofthe miling clerk or a
Certificate of Nhilin?u O perhaps the Rule could require that the
Certificate of Mailing be signed by either the applicant,
personally, or by a pesonwho is registered to practice beforet he
O fice. I n any case, the proposed Rule as presently formul ated
represents asignificant step in the wrongdirection.

Thank you for your consideration.

Respect ully,
oy e

/“-—7 . ; /’ "
/ ’ 7 41%
oel |. Smith
Regi stration No. 18,698

NIS:tp
Encl osure
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150 Collection and Delivery , , .

151 Mail Recepuclel

‘1511 Dsitna.dou as Aw.horlud Depcshnry. . . Every
letterbox Or other receptacle intended of used for the
receipt or delivery of mail on any &icy delivery route.
rurai delivery route, highway contract route. or other
mail route is designated an authorized- de

mail withinthe meaningof18 USC 1702. 1 OS 1 08
and 1725, o xcept that doorslots. and nonlockable bins or
troughs used ia connection with apartment house
mailbox= are aot letterdoxes within the meaniang of 18
USC 1725 and are not private mail recepuacles within
the meaning of 1462. The poet is not part of the
receptacle.

1512 Use for Mail Only.Exccpt as provided in 156.58,
the receptacles described in 1514 shall be used
exclusively for mater which bears postage. Therefore.
other than aa permitied in 1S6.S8. a0 part of a mail
receptacle may be used to deliver any mauer not bearing
postage. This applies t0 items or mater placed upon.

supgorted by. attached to.- hung%mﬂeﬂ into, 2
mall 'receptacle. -Any .-mailab not bearing

postage o nd found as decnbed above is subject 1O the
same postage as would be paid if it were garried by ma|l
(see 1462 fnr procedures to be followed) .

1513 Mainulning a Qekr- Approach o Mailboz. - The
customer is responsible for keeping theappr oach to his
mailbox Cl| €ar 1 fcilitate delivery. Where the approach
to the mail receptacle located acthe CUMD 1S temporarily
blocked by a parked vebicle during normal delivery
hours for the area. or snow or ice hampers the approach
to the mailbox. the motorized city or rural carrier
normally dis_tnoun:s 1o nuke delivery. If the arrier
continually experienses a problem in serving curbline
boxes and where the customer who is able to control
omstrest parking in font Of his mailbox doa aot uke
prompt corrective action after being pro;faerly notified.
the postmaster may. with t e approval OF the sectional
center manager. withdraw delivery service.

151.4 Receptacles t0 be Purchased by the Postal Service.

Neighborhood delivery and coue:uon boxes and
parcel lockers which ar e to be purchased by the Prowl
Service shall be procured locally in lots not exceeding
100 units. Amendmentsto the provisions of this seczion
(151.4) may be made only e (i notce is published in
the Federal Regiszer. with opportunity fPr public
comment.

152 Mail Deposit and Collection

152.1 Collection Times. Mail is collected in residential
and business sections served by City carriers at times to
conpect with mail dispatehes. Mail s also collected in
business sections at frequent intervals to keep boxes

lasug 37, 12.18-90

“ a4

trom becoming overioaded and to provide an-e&, flow
of mail to the pout office. -

1sz.zo|-d:mnepnmarm S e

15221 Post Oﬂlu Lobbdy. hnerdmps are proﬂded ln
lobbns of all post oﬁcs for the deposu ofmau

L - ) ' P

xsz.zz Couealon !oxs. Collecuon bom ﬁor me
deposit of mail are placed at coavenient poinis in ar:as
served by city carriers. at noncity-delivery offices ‘in
front of the post office quarters. and in nonpersonnel
rural units.

15223 Rural Boxes. Mail 0n which postage has beth
paid may be deposited for collection in maxlboxa on
rural routes.

152.24 Yerdaal Improved Mail (VIM) Mailrooms, Mail
may & deposi t 3 ia bundlemail drops wher eprovided.
Otherwise, it rnaT be left with the carrier oa duty when
the YIM Ca wmdovsopea. .

1523 Deposit Of Mail With Employees. The follmv'mg
types of mail may be handed for dispatch to employees
on duty in mobile units-or transfer offices and at airport
mail Rcilitiess o

o F'xrst-Chs _Ma.:l on vhlch pqsugz has bcen
‘Pald. .,' , . T e es .y, '
“hSo-or fourth-cla.s mail. praemed by
representatives Of manufacturers or dmburors -of
medicines or serums. ~whez . endorsad:
*Emergency—This package has been weighed and bears
necessary postage. Any additional postage -found torde .-
due- & guaranteed by sender. Third- and founh-cls
mail, other than that descrived. attd mail - be se
registered. insured. or COD. isnat mallablewlththe
) mployS rienutiée abovc R

c. Unless acceprance has been preamngzd and
previously authorized bythe postmaster.- only parcels
which may be opened for posial inspection” i n the
presence Of the ITRI | €I 10 determine mailabilicy of
contents may beaccepted at airport mail facilities.

1S2.4 Mailchutes and Recelving Boxes
15241 Use

152411 Mailing chutes and receiving boxes may be
placed. at the expense Of the owner. in pubtic buildings.
railroad stations. hotels, and business oc ofrice buildings

of not less than four stories. and apartment how Of not
Isthan 60 residential apartments. Building in which
receiving boxzes are located must be ‘open to the general,
public. without restrictions, during the hours prescribed .
for mail eollections If the owner of a building does not
desire to install a mailchute and regeiving box. a
receiving box oaly may be insaalled. provided the
postmaster has determined it is aecessary and has
approved its installation.

255
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150 Collection and Del i very
151 Mail Receptacles

151.1 Designation As Aythorized Depository.
Every lemerbox or other receptacle intended or used for
the receipt of delivery of mail en any city delivery route.
rural delivery route. highway contract route, or other mail
rovte iS designated an suthorized depository for mail
within the mcaning of 18U.S. C. sections 1702, [705,
1708, aad 1725, except that door slots, and sonlockable
bins Or woughs used in connection with apartment house
mailboxes are not lemer boxes within the meaning of 18
U.S.C. 172S end not private maijl receptacles within the
meaning of 146.2. The post isnot part of the receptacle.

1512 Use for Mail Only. Except as provided in
156.58, the receptacles describedin 151.1 shall k
used exclusively for maiter which bears postage.
Therefore, other than as permitted in 1S6.S8. no part
of a mai} receptacle may be used to deljver any matter
not bearing postage. This applies to items of matter
placed upon. supported by. attached to. hung from. or
inserted into, & mMail receptacle. Arty mailable matter
not bearing postage and found as described above is
subject to the same postage as would be paid if it
were carried by mail. See 146.2 for procedures 10 be
followed.

1513 Maintaining a Clear Approach to Mailbox.
The customer is responsible for keeping the approach
te his mailbox clear to facilitate delivery. Where the
approach to the mail receptacle located at the curb is
temporarily blocked by a parked vehicle during nor-
rtad delivery hours for the area, or snow or ice ham-
~ the approach to the m-ibex. the motorized city
or rural carviec normally dismounts to make delivery,
If the carrier continually ® xperiences a problem in
serving curbline boxes and where the customer who is
abk to control on-street parking in front of his maii-
box does not take prompt corrective action after being
properly notified. the postmaster may, with the ap-
proval of the sectional center manager, withdraw de-
livery service.

151.4 Recmptacies t0 be Purchased by the Postal
Servica. Neighborhood delivery and collection boxes
and pazeel lockers which are to be purchased by the
Postal Service shall be procured locally in lots not
exceeding 100 units. Amendments of t he “provisions of
this section (151.4) may be made only after notice
published in the Federal Register with opportunity for
public comment.

152 Mail Deposit and Collection

1521 Collection Times. Mail’ is collected in resi-
dential and business sections served by city carriers at
times to connect with mail dispatches. Mail is also
ollected in business sections at frequent intervals to
€€ boxes from becoming overloaded and to provide
an even Row of mail te the post office.

152.2 Ordinary Deposit of Mail

Issue 10, 8-1-82

21 Post Office Lobby. | etter drops are provided
in lobbies Of all post offices for the deposit of mail.

22 Collection Boxes. Collection boxes for the
deposit of mail arc placed at convenient points in
arcas served by City carriers; at non-city-delivery
offices in front Of the post office quarters and in non-
personnel rural units.

23 Rural Boxes. Mail on which postage has been
paid may be deposited for collection in mailboxes on
fural routes.

24 VIM Mailrooms. Mail may be deposited in
bundle majl drops where provided. Otherwise, it may
be left with the carrier on duty when the WIM call
window IS Open.

1S23 Deposit of Maii With Employees. The fol-
lowing types of mail may be handed for dispatch te
employees @a duty it mobile units or transfer offices
and at airport mail facilities:

a. First-Class Mail. On which postage has ken
paid.

b. Medicines and Serums. Third- or fourth-class
mail, presented by representatives of manufacturers
or distributors of medicines or serums, when en-
dorsed: Emergency-This package has been weighed
and bears necessary postage. Any additional postage
found 1o be due is guaranteed by sender. Third- and
fourth-class mail. other than that described and mail
to be sent registered, insured. or COD, s not mailable
with the ® mployees identified above.

C.Unless acceptance NAS been ~ & and
Previ ouSl Y authotized DY the postmaster, ON| Y parcels
which may be opened for postal inspection in the
presence of the mailer tO determine mailability of con-
tents may be accepted at airport mail facilities.

152.4 Mail Chutes and Receiving Boxes

41 Use

411 Mailing chutes and receiving boxes may be
placed at the expense of the owner in_public build-
ings. railroad stations, hotels. and business or office
buildings of notless than 4 stories, and apartment
houses of not kss than 40 residential apartments.
Buildings in which receiving boxes are located must
be open to the general public, without restrictions,
during the hours prescribed for mail collections. If the
owner of a building does not desireto install a mail
chute and receiving box, a receiving box only may be
installed. provided the postmaster has determined itis
necessary and has approval its installation.

.472 Mailing chutes and receiving boxes are in-
tended for the depesit of First-Class Mail and small
quantities of single-piece rate third c¢lass. Bulk rate
muilings of third-class mail may not be deposited in
mail chutes and receiving boxes.

.42 Installation, Specification, and Mainte-
nance. Requests for the installation Of mailing chutes
and recelving boxes mustbe approved by the post-
muster and he must be furnished the contract and

Attachment B
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U.S. POSTAL SERVICE
WASHINGTON, DC 20260-6334

EXPRESS MA!L SERVICE Transmittal Letter 2
Methods Handbook, DM-201 March 31, 1988

A MATERIAL TRANSMITTED

This ransmits a partial revision of Handbook DM-201. This revision incorporates revised procedures for the
opinion of the Electronic Marketing Reporting Systern (EMRS).

8. EXPLANATION

This handbook provides information, guidelines, and procedures for the management of Express Mail service.

C. INITIAL DISTRIBUTION

Thi S document i S being distributed dicecdy to: Headquarters; Regions, 10 each; divisions; MSCS (distribu-
don varies).

D. REQUISITIONS

To obtain additional copies of this handbook, pestal facilities must submit Form 7380, Supply Cenzer Requis-
tion, to their M SC Express Mail Office.

E. COMMENTS AND QUESTIONS
1. Content. Address any comments Of questions regarding the content of this directive te:

Expedited Mail Services Division
USPS Headquarters
Room 5621
Woashington, DC 2026& 6334

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

Document Control Division
USPS Headquarers
Room 2810
Washington, DC 2026& 1571
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File this transmittal leeter in front Of Transmictal Lemer 1.

F. FILING INSTRUCTIONS

Follow the instructions in the table below:

f

Remove pages headed:

Insert pages headed:

Contents Overview (p. |)—Contents 292,112
(4 pages) -
Contents 632

Lisz of Exhibits /
115-150 (s pages) /

232.29-260 (5 pages)

322,23 p
332.14-352.32 @) y
421.=32.1 (2 pages) ,

524.31 -542.2 (3 pages)_~
612.41-640 (4 pages) V
712-770 (3 pages)

Contents Overview (p. )—Coantents 292.112
(4 pages)
Coatents 632

List of Exhibits

115-150 (5 pages)

232.29-260 (5 pages)

32213

332..4—352.32 (2 pages)

421 +-432.1 (2 pages)

524.31 -S42.2 (3 pages)

612.41-640 (4 pages)

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

G. EFFECTIVE DATE

This material is effective upor receipt.

%&4— R\Deu‘o

John R. Wargo
Assisians Postmaster General

Moarketing Deparmment

P.18-24
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CHAPTER 2
EXPRESS MAIL NEXT DAY SERVICE

210 GENERAL

Express Mail Next Day Service offers a reliable, over-
night delivery service between designated three-digit
Z1P Code prefix areas. The destinations served from
each origin MSC/office are listed in the Express Mail
Next Day Service network(s) which is generated
through the Transportation Management Office (TMO)
and available from that origin MSC/office. An item
mailed at an acceptance post office by the cutoff times
authorized by the local postmaster will be delivered
(of delivery will k attempted) by 3 p.m. the next day
(post Office to Addressee Service) or it will be avail-
able for claim at a designated facilicy by 10« .m. of
the next day that the facility iS open for retail business
(Post Office 1o Post Office Service), provided the desti-
natioa is part of the origin M SC/office’s destination
network. Postage isrefundable to the sender, upon ap-
plication, if the service standards arc not met.

Express Mail Next Day Service is not available to
APO/FPO addresses.

220 SCOPE OF SERVICE
221 Post Office to Post Office Service

221.1Post Office w Post Office (Labell 1-A orll-
E) items will be available for claim by the addressee
by 10 am. at the destination post office the next post
office business day. Do net extend or establish window
service hours 10 pravide this service.

221.2 Post Office w Post Office Service cannot k
used for post office box delivery. .

221.3 Publication 272, Shipment Claim Locarions,
Posr Office to Post Office Service, lists all facilities
to which Pest Office cO Post Office shipments may
be sent.

OM-201, T'L-I, 1-2546

222 Post Office t6 Addressee Service

222.1Delivery (or attempted delivery) of Post Qf.
ficeto Addressee (LabellI-B or | I-F) items must
be provided by 3 p.m. thenext day forallitems mailed
[0 addresses within the entire delivery area served by
the destination facility.

222.2 Delivery of Express Mailto post office boxes
must be made using Pest Office to Addressee Service.
Deliver such items to the past office box by 3 p.m.
of the next post office business day of the destination
post office (see 232.28). Delivery is considered to have
ken made when the destination box clerk receives a
shipment and places FOIr m 3849-A. Delivery Notice
or Receipr (Exhibit 242.22), in che customer’s post
office box (or poueh, if caller service) and completes
the “DELIVERY WAS AITEMPTED” block Of
Label 11-B.

223 Pickup Service

Pickup service is available to Express Mail Next Day
Seffice customers on a scheduled basis. if the customer
has completed Form 5637, Express Mail Corporure
AccountiExpress Mail Service Leg, and Form 5631,
Express Mail Service Agreement, and submitted it to
the Postal Service (see 236).

224 Return Receipt and Address Correction
Services

Return receipt service and address correcrion service
may be purchased for Next Day Service shipments.

2 2 S Forwarding, Holding, and Return

Express Mail items will be forwarded, held, and/or
returmed to Sender in accordance with 246.
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226 Redelivery

Items which cannot be delivered on the scheduled de-
livery day will be redelivered in accordance with

244.32.
230 Operations
=1 Acceptance Procedures

231.1 Locatlons. Express Mail Next Day Service
shipments can be:

a. Deposited at retail windows in designated postal
facilities;

b. Deposited in bulk at designated pestal facilities;

c. Deposited in designated Express Mail collection
boxes,

d.Givento mail delivery personnel:

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

f. Accepted at a detached postal unit (DPU):

&. Deposited at an Express Mail acceptance van:
or

A. Collected from a post office box via a reship-
ment service leg (see 630).

231.2 Service. Shipments muss be deposited and
accepted DY the cuwoff tines authorized by the local
postmaster | N order to meet outgoing dispatches for
next-day delivery. An Express Mail Next Day Service
destinarion .network directory lists the threedigit ZIP
Code prefix destinations to which overnight delivery
service is available from each Express Mail faciliry.
Publication 272, Shipmen: Claim Locations, Post Of-
fice 10 Post Office Service, lists the postal facilities
to which Post Office to Post Office shipments can be
sent. Acceptance personnel must e ncourage the usc of
correct ZIP Codes in both the destination and retum
addresses of all Express Mail shipments.

231.3 Dispatch and Distribution Methods.
For dispatching Express Mail shipments from accep-

tance unit to distribution unit. local offices must devel-
op and implement acceptance uaitdistribution proce-
dures which support local operating plans in place at

the p.incipaimail processing center. Ata minimum.
these procedures should include pouching and labeling
instructions. Such procedures should include provi.
sions for early and frequent dispatch. where available.
and instructions {or direct pouching where volume war.
rants. Additionally. procedures and schedules must be
posted in local acceptance offices to help ensure that
they arc completed as planned.

232 Postal Pacility Acceptance
232.1 General

.11 Materials and Equipment. Express
Mail Next Day Service shipments must be accepted
at all full-service windows 3t each designated accep-
tance facility. All acceptance windows must be sup-
plied with necessary mailing materials ant! equipment
(including. but not {imited to. network directory fists.
mailing labels. rate chart... Express Mail envelopes,
2-Pound Paks, Overnighter boxes and tubes. bro-
chures. seals. postage refund and insurance claim ap-
plication forms, etc). Customers depositing Next Day
Service shipments on a frequent basis should be given
a supply of mailing labels, containers. ccc., and en-
couraged 10 purchase booklets of Express Mail stamps
or establish an Express Mail Corporate Account.

.12 Specialized Windows. Where volume
warrants. specialized windows -and counters for 3+ -
ing Next Day Service shipments may be estabi:
Local offices may also designate other accep:.
points, including bulk acceptance units. airport mal
facilities (AMFs). and box section windows.

.13 Supplies. Express Mail supplies andade-
quate counter or table space must be available to cus-
tomers in postal facility lobbies. Instructions on prepar-
ing mailing labels must k prominently displayed.

.14 Decal. Express Mail acceptance facilities
must have a Sign 105, Express Mail Acceprunce Office.
displayed at the entrance tathe facility.

.15 Locations. All Express Mail acceptance
of fices/facilities muse prominently display. or publish.
up-to-date in formation concerning the locations for the
deposit of prepaid shipments (collection boxes. mail-
drops. etc. ).
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2322 Acceptance Procedures

.21 Express Mall Label 11. Label 11-A, Ex-
press Mail Nexx Day Service, Post Office to Post Of-
fice ot 11-B, Posr Office 1o Addressee (Exhibits 2322
and b). as appropriate, must be used on all items ac-
cepted for shipment by Express Mail Next Day Ser-
vice. Customers should complete the ‘' FROM” and
“TO"blocks ON mailing labels (Exhibit 232). If Post
Office { O Post Office Service is used, ask customers
to include both the addressee’s name and organizanon/
firm on the mailing label. Mailing labels arc also avail-
able in marginally panched, continuous-form versions
for use on pin-fed computer printers. Such Post Office
to Post Office labels are designated es Label | 1-E and
Post Office to Addressee labels asLabel | |F. They
are otherwise identical o Labels 1 1-A and 11-B.

22 Completing Label 11, Acceprance per -
sonnel must enter the ZIP Code of the acceptance facil-
ity, the date and time the shipment is being accepted.
the weight of the shipment (rounded upto the next
highest pound), and the postage: then initial in the
“*ORIGIN” block. (In recording the time of accep-
tance, always USC efther the am. or p.m. designation
or the 24-hour ¢lock; e.g., 1330 for 1:30 p.m.) Norte:
‘f the acceptance office is using labels printed after

sptember 1984, check the appropriare block indicar-
ing nexa-day or second-day delivery (see 2323 for laze
mailings). Explain the delivery time ro the customer.
Also ensure that the correct postage is applied to the
shipment. |f an Express Mail Next Day Service ship
mem s preseated in an Express Mail pouch, deduct
the tare weight of the pouch. Shortpaid items should
be disparched iN accordance with 132; unpaid items
should be handled in accordance with DMM  146.12
and returned 10 the Sender.

.23 Express Malil Corporate Accounts |f
postage is paid through en Express Mail Corporate Ac-
count, the six-digit customer number (preceded by
an X) must be entered in the' “CUSTOMER
NUMBER™ Mock on Label 11. For use of the Express
Mail Corporate Account customner chargeback option,
see 322.22S.

.24 Posta| Service Mail and Official M all.
If the shipment iS Postal Service mail or Penalty Ex-
press Mail (official Federal agency Express Mail) un-
der the three digit agency code, the pame and address
Of the agency raust appear in the ‘**FROM”* or “TO" ad-
4ress. |n addition to using a penalty label/envelope, the

OM-201, n-2, 3-31-88

USPS or three digit agency code must k entered by the
*rider in the "ACCOUNT/CUSTOMER NUMBER”.
block (see 622). Enter the postage for the shipment in
the “POSTAGE AND FEES* block. IF A FEDERAL
AGENCY SHIPMENT IS PAID BY CASH, STAMPS,
OR METER STAMP, DO NOT ENTER THE THREE
DIGIT AGENCY CODE.

25 Return Recelpts. If retwrn receipt ser-
vice is desired, give t& customer ¢ Form 3811.
Domestic Return Receipt. The customer will complete
the form and prominently affix it to the shipment. Place
acheck in the appropriate block on the mailing label
under “RETURN RECEIPT SERVICE."* Add the fee
to the postage and write the total in the “POSTAGE
AND FEES™ block. esmicted delivery service is not
available for Express Mail service shipments.

.26 Separating Copies. Separate the Cus-
romer Receipt and Finance copies of the mailing label.
Give the Customer Receipt copy to the customer and
keep the Finance copy. Affix the mailing label to the
mailpiece, if this has not aready ken done.

Z7 Notitying Addressees - Post Offlcs to
Post Office Shipments. Remind customers pur -
chasing Post Office to Post Office Service that they
must let the addressee know where, and When the ship-
ment Will& available for claim.

.2S Cautioning Sander— Post Offlce Bex
Shipments. For customers mailing Post Office 1o
Addressee Service 1o a post office box, alert the cus-
tomer that during weekends or holidays, some box sec-
tions May not be accessible all day. This particuarly
applies to articies aceepted for mailing on Fridays or
Saturdays. Should this accur, the delivery standard will
be the second postal business day,

29 Flnance Coples. Acceptance facility
personnel sort the Finance copies.of mailing labels
into four categories, or as otherwise instructed by the
management sectional center (MSC): (a) Those paid
by postage and fees paid indicia; (b) those paid via
m EMCA; (c)d] other Post Office to Post Office ship-
ments; and (d) all other Post Office to Addressee ship
ments. Send the Finance copies to the EMRS dara entry
unit daily. No record or log of pieces aceepted will be
mainuined at the acceptance facilicy.

P.15-24
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232.3 Late Maliings

.31 Accepting Late Mailings. Shipments
mailed after the deposit time necessary to meet the
dispatch for next-day delivery to destinations included
on the Next Day Service destination network must be
accept ed. Advisethe mailer that. athough the USPS
will iry to deliver the shipment the next day, the post-
age refund guarantee applies for delivery the secand
day after mailing (e.g., pieces accepted after the estab-
lished deposit time on Monday will be delivered by
Wednesday). | f the accepance office | S using labels
printed af t €r September 1984, check t he appropriate
block for second-day delivery. Otherwise, circle the
time of acceprance to indicate that the shipment was
mailed/accepted t00 late for next-day delivery.

.32 Dispatching Late Mailings. A regular
dispatch should never be delayed in an attempt toin-
clude lare-mailed items. Shipments received too late
to be included in the regular dispatch will be forwarded
to the dispatching facility on the next available dis-
patch.

233 Bulk Acceptance Procedures

233.1 Form 3877, Firm Mailing Book for Reg-
Istered, Insured, COD, Certifled, ¢« nd Express
Mail. Furnished without charge to customers who
mail an average of three or more Express Mail ship-
ments at one time. Spaces are provided for entering
the description of each article. All entries in firm mail-
ing books must be made by the mailer, in duplicate,
by typewriter, ink, or ballpoint pen. All unused por -
tions of the addressee column must be obliterated by
drawing a diagonal line through the unused pertion
of the page. -Any alterations must be initialed by the
mailer and the accepting employee. One copy of the
bill will be retained by the post office end the other
will be receipted and returned to the mailer. The books
must be presented With the articles tobe mailed (see
Exhibit 233).

2 3 3.2 Recelpts. The accepting employee will
count the articles and check them against entries on
the Form 3877. If the sender doesnot want to wait
for a descriptive receipt, issue a buik receipt on Form
3824, Temporary Bulk Receipt, and issue a regular re-
ceipt after the mailing “has been verified. Use Form
3876, Noticeto Firm Mailer-Incorrecr Fees, 10 notify
firm mailers of incorrect fees.

233.3 Acceptance Times. The accepting em-
ployees will mark the time of acceptance on Form
and complete the time in, ZIP Code, and employee's
initials pinions of Label 11.

234 Express Mail Collection Boxes
234.1 General

.11 Lecation. Express Maii collection boxes
can be installed in post office lobbies. swreet locations,
office building lobbies. and ocher locations where a
significant deposit volume can be expected.

.12 Decals. Express Mail collection boxes
must be identified with Express MailNext Day Service
decal s. The collection tiNME(S) and network served must
be shown. Collection time(s) must permit transporta-
tion of the shipments to an acceptance facility’AMF
for processing intime to meettransportation for next-
day delivery.

.13 Publishing Locations. Locations of Ex-
press Mail collection boxes and their collection times
must be published in thelocal MSC Express Mail Next
Day Serviee Directory.

.14 Postage Payment Methods. Oniy pre-
paid shipments, with mailing labels and postage af-
fixed. can be deposited in Express Mail collection
boxes. Shipments without postage affixed, but which
have the **CUSTOMER NUMBER" block on th e
mailing label completed to indicate payment by an
EMCA, or 10 indicate that the shipment is Postal Ser-
vice mail or official Federal agency mail, may also

be deposited in Express Mail collection boxes.

234.2 Acceptance Procedures

.21 Shipments will be verified by designated em-
ployees and Label]]completedin the same way as
for shipments deposited at a window (see 232.2). The
Customer Receipt copy of mailing labels should be
returned to sender on the next delivery day by F&-
Class Mail. using Envelope EP-13B. The sender’s ad-
dress m the “*"FROM"" block must show through the
window,

.22 Shipments which are brought t an accep-

tance facility in time to meet the outgoing dispatch
must be accepted for next-day delivery, even though
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_ they may actually k verified after the posted cutoff
time for acceptance. (Example: Traffic prevents collec-
tor from getring back  the acceptance post office be-
fore the cutoff time.

.23 For shortpaid items. s¢e 132.

24 Nonpaid items are to be handled in accor-
dance with Domestic Mail Manrual (DMM) 146.12 and
returned to the sander for postage.

25 If shipments arc overpaid, notify Customer
Services (who will notify the customer), furnishing the
name of the sender/mccivcr, destinating city, and
amount of overpayment. Indicate the amount of over-

payment on the Finance copy. Dispatch as scheduled.

2343 Late Mallings. Shipments deposited after
the posted collection times for destinations on the local
Next Day Service destination network, must have
either the *SECOND DAY” block checked (on labels
printed after September 1984), or the mailing time cir-
cled (on forms printed prior to September 1984) to
indicate delivery on the second day after mailing. This
is done by the acceptance employee.

234.4 Flexible Acceptance Times. Where dcs-
tination petworks have been established with cutoff
times other than 5 p.m., and collection boxes ar c used
for shipments meeting the earlier or later deposit time,
mask collection boxes to indicate the collection time
for desdnations reached on the earlier or later network.
This information should also be published in the local
M SC Next Day SerVice Directory.

235 EXxpress Mail Collectlon Service
235.1 General

.11 Where Collected. Express Mail Next
Day Servicshipments can be collected by Postal Ser-
vice delivery and collection personnel (at offices which
accept Express Mail) in* course of their normal de-
livery and collection sctivities. Customers giving ship
ments to USPS employees should be informed that
their receipts will be retumed by mail the next postal
business day.

. 1 2 Prepald Postage. Shipments must be
prepaid, with the mailing label attached and postage
affixed, and be of a size consistent with the equipment
normally used on the route. Shipments without postage
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affixed cannot be collected from customers. except
when the “ACCOUNT/CUSTOMER NUMBER'.” block
is completed to indicate payment by an Express Mail
Corporate Account or under Federal Government three
digit agency code.

.13 Acceptance Facllity Dispatch. Deliv-
ery and collection employees must ensur e that ship-
ments arrive at the acceptance facility for processing
in time to meet outgoing dispatches. If an employee
cannot arrive in time, Other arrangements must be made
(c-g.. depositing the shipment in an Express Mail col-
lection box prior to the collection time marked on the
box).

.14 Pickup Fee. There is no charge for Ex-
press Mail handed 10 an ® mpioy= in the course of
normal delivery and collection activities. A fee is
charged only for those items picked up in accordance
with Form 563 i, Express Mail Service Agreemens.

235.2 Acceptance Procedures. The accep-
ance employee will follow the same aceeptance proce-
dures used for window aceeptance (see 232.2).

2353 Late Mallings. If a delivery or collection
employee knowingly collects a shipmeat which cannot
be delivered o the acceptance facility in time to mest
the outgoing dispatch of value, the customer must k
informed that rhe mailing will be treated as a late mail-
ing, and that the postage refund guarantee applies if
delivery is not made on the second day (or second
postal business day for **A’* labels) after mailing (see
232.3).

236 Plekup Service

236.1 Requirements. Pickup of Express Mail
Next Day Service shipments will only& provided 00
a scheduled basis pusuansmaForm5631 and « Form
5637 specifying time, place, day or date, and fre-
quency of pickup. (See 235 for collation of Express
Mail by delivery and collection ® mployees during the
normal performance of their duties.)

236.2 Where Avallable. Pickup service is gener-
ally available throughout the city delivery area of all
post offices offering Express Mail Next Day Servics.

2363 Pickup Schedules. Pickups muss be
scheduled so that all items picked up can be taken
to a designated Next Day Service acceptance uaut and
processed in time cO meet the outgoing dispatch.
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2364 Payment for Pickup. The Pickup charge,
using Form 5625-B. must be paid by the same means
as postage is paid for the items whichare picked up:
i.e.. by samps or meter suips. through an Express

Mail Corporate account, or under a Federal Government
three digit agency cede.

236.5 Establishing the Service

.51 Operational Feasiblitty. Upon receipt
of a customer request for pickup on Form 5631 , Deliv-
~ Services must determine and verify the operational
feasibility of the customer’s request before serviee can
begin.

52 Plekup Time. Ifthe pickup cannot be
made at the rime desired. the customer should be con-
tacted to negotiate a murually satisfactory pickup time.
if possible.

53 Finalizing the Pickup. After the opera-
tional feasibility has been established, the Express Mail
manager wili prepare the Forms 563 | and 5637 as for
Custom Designed Service (see 322.2), and send copies
to the customer and the postal unit responsible for pick-
up. Serviedeg numbers arc assigned in the same Man-
ner s Custom Designed Service legs, but must be as-
signed separately (see Exhibit 236.53).

54 Oata Entry worksheet. The post office
copy of the Forms 5631 and 5637 and & completed
Data Enzry Worksheet should be sent to the EMRS data
entry unit-

236.6 Customer Preparation

.61 Label 11. Customers must completz the
“FROM’” and e¢ TO'" portion of Label 11, and attach
the label to the pieee. Do not remove customer receips.

.62 Form 5625-B, Malling 'Statement for
Next Day and Same Day Airport Express Mall
Service. The customers will also prepare 5 Form
5625-B. The pickup employee will leave a signed copy
of Form 5625-B as a receipt (see Exhibit 236.62),

83 Form 3877, Firm Mailing Book For
Registered, insured, COD, Certified, and [ -
press Mall. Form 3877 is furnished co customers
who mail an average of threz or more Express Mall
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articles atone time. It is used in lien of. or in addition
to (such as for Custom Designed or Express Maii Inter-
national Service shipments). Form 562S-8. For in-
structions On Use. refer coDMM 263.5.

.64 Serlal Number Recordlng. When the
pickup involves three or more pieces. each senal
number from Labels 1 | will be recorded by the custom-
er onthe FOIr m 56258 or Form 3877.

.65 Bulk Procedures. When the aumber of
pieces to be picked up makes recording each serial
number impractical, a bulk procedure should be subst-
wted. In this situation. the USPS will provide the cus-
tomer a suitable container(s) in which the pieces will
be enclosed. The customer will prepare Form 5625-B
or Form 3877 as described in 236.63, listing the Label
11serial numbers of the accompanying items, and en-
close the form in the containes. Numbered seals must
be used to seal the container(s). The customer Will
prepare a separate Form 5625-B. listing only the con-
tainer s€al number(s) for receipt by the pickup employ-
¢e. The Pod Service will determine when the bulk
procedure is 10 be used.

.66 Express Mail Reshipment If pickup is
from a Post office box address, follow Custom De-
signed Service procedures for Express Mail reshipment
service in 331.3, except that Form 5625-B must be
filled out for the pickup charge.

.67 Retum Receipt-If Ret Ur n Receipt_ser-
vice isdesired, the customer must complete Form
381 1. Domestic Return Receipt, and prominensly anach
it to =ach shipment for which the service is being pur-
chased. Return receipts must always be anached to the
front (address side) of the shipment, unless there is
no space available. A check must be placed in the
appropriate block under *RETURN RECEIPT SER-
VICE” onLabelll.If an old mailing label is used.
the "'CUSTOMER NUMBER” block must be en-
dorsed with the words “RETURN RECEIPT RE -
QUESTED.” The same endor senent  must be pl aced
in the “‘POSTAGE" block of Form 5625-B,and on
Form 3877. The return receipt fee must be included
in the total postage paid on both forms. A separate
list of this feeis not required. Restricted delivery ser-
viceis not available for Express Mail shipments.

OM-201, TL-2, 3-31-88
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713 The pickup employee enters the date and
time of pickup and signs Form 5625 or 5625-C and
distributesit as follows:

a. Place the Destination Post Office, Addressee,
and Finance copies in the EP- 13 envelope attached
wte pouch.

b. Give the customer receipt to the customer.

114 |f the customer fails w notify the Postal
Service in time o cancel a schednled pickup and the
pickup stop is made, the collection unit must notify
the Express Mail manager. The custom= will be
charged for the scheduled sttempt. The amount of
podfication time needed will be determined locally.

.12 Responsibillties of Sender. The cus-
tomer must notify the Express Mail manager, or desip-
nee, prior to a mutually agreed upon rime if there will
not be a dispatch on a aermally scheduled day. The
amount of notification time needed will be determined

locally.

331.2 Transportation. A locally designated em-
playee Will transport the pouch to a specified location
(cither a relay point for connection with 8 scheduled
MVS run or direcdy to the disparch point). Express
Maii orast be placed at the rear of the vehicle (tailgated)
00 the scheduled MVS/PVS run.

331.3 Express Mall Reshipment. When pickup
isfrom a post office box address (reshipment), a postal
erployee Wi | | prepare the pouch in accordance With
323.2 and 630. Shortpaid irons and business reply mail
* will only be included after they have been processed
through the postage~due unit, or optional business reply
account, and postage and fees- have been withdrawn
from the appropriate account. The customer’s copy of
thereceipt f Or m will be semt t 0 the customer Dy First-
Class Mail. (Include a Notece 32, Yaw Box Rent or
Caller Service Fee is Due, and Form 1538, Receipts
for Post Office BoxfCaller Service Fees (When neces-
sary).) hems addressed to the post office box and sent
as registered, certified, COD, mumbéred insured, or
Express Mail Next Day Serviez must not be enclosed
in ag Express Mail reshipment pouch. Any such mail
must be forwarded, under the service paid for, to the
addressee shown in block 17 of FOr m 1093, Applica-
tion for Post Office Box or Caller Service (Exhibit
631i). These articles are not to be returned to the
sender,
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332 Customer Deposit St Postal Faciiities/
Offices

332.1 Responsibllitles of Acceptance Em-
ployees

,11 Receipt of Shipment Upon receipt Of
the pouches), verify that each has been properly closed
and sealed. Check Form %25 or $625-C to ensure
that

a. The customer portion of the receipt has been

properly prepared.

b. Either postage has been applied and the amount
applied corresponds with the amount(s) entered ink

postage block on Form %25 or 5625-C:; or the custom-

‘er’'s EMCA account mumber or Government *°G’’

number has been entered on the form (see Chapter 6).
| f adnesive posage Stanps have been used, canal
t hem by drawing several lines across the face of the

stamps.

.12 Form 5625 or 5625-C. Enter the date,
time of acceptance, and signarure on Form 562S or
S62S5-(2. A shipment tendered late er out of frequency
(not according t the Form 5637) must have the time/
date circled and must be accepted for delivery the sec-
ood day after mailing.

.13 Distribution — Nonverifying Office.
For post offices which send Express Mail to a verifying

acceptance/dispatch unit, distribute Form S625 or
562542, as follows:

a. Place the Destinanion Post Office, Addressee,
and Finrance copics in the EP-13 enveclope attached
 the pouch. (Fingnce copy is detached at the verifying
office (AMF, MSC, etc.) and sat to the EMRS data enmry
unit of the origin MSC/office); and

b. Give* customer receig? copy to the customer.

.14 Distribution - Verifying Office. Dis-
tribute Form 5625 or 5628-C, as follows:

a. Place the Destination Post Office and Addressee
copies in the ~-13 envelop attached co the pouch.
send Funance copy to the EMRS data entry unit of the
origin MSC/office; and

b. Give the customer receipt copy to the customner.
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, 15 Pouch Transfer. Transfer the pouch to
aretay point for wransportation to the dispatch unit.

332.2 Responsibilities of Dispatch O_fﬂce.
The dispatch facilicy (associate office, station/branch,
MSC, terminal annex) has the following responsibili-
ties.

.21 Receive Shipment Receive the Express
Mail service pouch(es) (and outside pieces, if any)
from the pickup employee, MVS/PVS driver, or accep-
tance unit.

22 Schedule Log.Complete, if appropriate,
the “REMARKS"’ columa of Form 563&0.

23 Weight. If the weight shown on Form
5625 or 5625-C is' incorrect (after deducting the tare
weight Of the Express Mail pouch). circle the figure
and enter the comrect weight. The verifying office muss
send forms daily to the EMRS da entry unit in the MSC
responsible for reporting revenue and volume data.

340 SERVICE PROCEDURES AT DESTI-
NATION MSC/OFFICE

341 Recelpt Responsibilities

341.1 Upon receipt of the pouch(es), complete, if
appropriate, the “REMARKS’ column of Form
5634-1.

341.2 Place the pouch(es) in a designated place for
pickup by the delivery employee 'or MVS driver. The
Express Mail pouches must not be misplaced or mixed
with other pouches.

342 Dellvery by the Post al Service

3421 Delivery. Forward the pouch(es) to the &-
livery unit at the post office, or 1o an employee Who
will make the delivery.

3422 Filling In Form 6626 or’ 6625-C. Before
starting the route. the delivery employee. will remove
the Form 5625 or 5625-C and the return receipt, if
any, from the EP- {3 envelope on each pouch and will
sign each receipt, enter the time and date, and sort
the receipts in delivery order.

342.3 Delivering Pouch. The employee delivers
the pouch(es) to the addressee(s) and obtains a signa-
ture 0N all Express Mail receipts.

342.4 Undeliverable Items

.41 Endorsing Article. If a Custom Dc-
signed Serviceitem iS undeiiverable for any reason,
the delivery employee MUSt endorse the article with
the reason for nondelivery, enter route number, the
date and time of artempred delivery, and initial on
Form 562S or 5625-C. The employee.s endorsement
must be made in the '‘POSTAGE’" section of Form
562S or 5625-C. If space is not available in the
“'POSTAGE" section, write the endorsement on any
space available on the form and circle the notation.
See DMM 224.222 for redelivery procedures.

.42 Form 3848-A. The delivery employes
will leave Form 3849-A, Delivery Notice or Receipt,
indicating Express Mail, and return the article to the
delivery unit for clearance. The article will be redeliv-
cred 0N the regular delivery wip the next delivery day.
If delivery iS not made on the second attempt, contact
the addressee by telephonre. The name, address, and
telephone number of the facility shown on Form
3849-A musz be the same. as the delivery unit where
the arucle isheld.

43 Form 5625 or 5625-C. Forms 562S or
5625-C, with notions of anempied delivery, muse be
separated from other receipts and submitted to the Ex-
press Mail manager each day, The Express Mail man-
ager at the destination MSC will then contact the Ex-
press Mail manager at the origin MSC. The Express

Mail manager at the origin MSC will contact the

mailer, discuss the reason for the inabiliry m deliver,
and update the service agreement if necessary. The & -
press Mail manager muse never allow “‘attempted de-
liveries” 1o become a common occurrence on any Ser-

viceleg.

342.5 Dispositionof Form 562S or 5625-C.
The addressee o- agent enters the date and tme of
delivery, signs the receipt and retum receipt. if any,
and retains the addressee copy. The delivery employee
mMumS the signed receipts to the delivery unit for clear-
ance. Return receipts must be postrmarked and handled
in accordance with DMM 932.41.

342.6 Customer’s Supply ot Express Mail
Pouches. Express Mail Custom Designed Service
customers should not have more than a onc week sup
ply of pouches on hand.
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