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Message From the Postmaster General

PMG's FLAG DAY/PAUSE FOR THE PLEDGE MESSAGE

In his 1985 Proclamation of Flag Day and National Flag Week, President Reagan described
the American flag as “the leading symbol of the nation we love and an emblem recognized
around the world as a sign of our unity and devotion to freedom.”

The Star-spangled Banner, the Stars and Stripes, Old Glory—while it has acquired many
names, our flag represents the unique, yet paradoxical, strength of our nation: the union of
diversity. Our founding fathers formed a country united in purpose but built on individuality.
We have brought together diverse races and heritages, creeds and religions to create a cohesive
people, and our separate states nevertheless combine to make one nation.

The American flag symbolizes the historic continuity of this heritage: each new state adds a
new star; yet the original 13 are remembered in the unchanging stripes.

On June 14th each year, we pause to honor this legacy and its enduring values in Flag Day
celebrations. It is a heritage not without price: at Yorktown and Baltimore Harbor, at Gettysburg
and San Juan Hill, at the Marne and Iwo Jima, at the Chosin Reservoir and Cam Ranh Bay, at
Beirut and Tripoli.

To commemorate “our unity and devotion to freedom™ and the sacrifices made to preserve
it, the Postal Service offers a special Flag Day/Pause for the Pledge cancellation from May 1 to
June 14th. This cancellation is available in 51 cities across the country with die hubs provided
through the National Flag Day Foundation. In addition, at 7:00 EDT on June 14th, the Founda-
tion sponsors a nationwide Pause for the Pledge of Allegiance: “I pledge allegiance to the Flag
of the United States of America and to the Republic for which it stands, one nation under God,
indivisible, with liberty and justice for all.”

Like all Americans, I am proud to say these words and proud to recall the heritage that they
honor. And on this Flag Day, I hope you will join in the celebrations.

ALBERT V. CasEy,
Postmaster General
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g,-msn MARGARET MITCHELL nmun STAMP

The l-cent Margaret Mitchell regular stamp
will be placed on sale June 30, 1986, in Atlanta,
GA. Mitchell, an American novelist, wrote one of
the most successful best sellers ever written, Gone
With The Wind When Gone With The Wind was
published in 1936, it became a publishing phe-
nomenon, reaching a sales record of 50,000
copies in one day.

Do Not Sell Befere July 1, 1986

Copyvight U.S. Postal Service 1986

Issued in panes of 100.
Collector information is on page 41.

Supply. An automatic distribution will be made
to post offices with authorized philatelic centers
only. Refer to PostaL BurLLeTIN dated February
27, 1986, for automatic quantities being shipped.
Those post offices should requisition additional
stamps for their regular window transactions. Al
other post offices are encouraged to order sufficient quan-
tities to meet philatelic demand.

Bulk Quantities. Post offices with 950 or more
revenue units requiring 50,000 or more stamps
should immediately submit Form 3356, Siamp
Requisition—Bulk Quantities, to the Bureau of En-
graving and Printing, using Hem number 051.
Requisitions must be submitted in the standard
ordering quantities for a 100-subject stamp to the
maximum of 2.5 million stamps per requisition.

Less-Than-Bulk Quantities. All other post offices
requiring these stamps should requisition them
immediately from their designated stamp distri-
bution offices on separate Forms 17A, Accountable
Items Reguisition from Stamp Distribution Office.

—Marketing Dept., 6-5-86.

All Personnel Processing Mail, for Dispatch Abroad

FOREIGN ORDER NO. 162

Keep all foreign order notices for use as refer-
ence.

A tentative Lottery Order has been issued against
the following:

CANADA

Kenaston International
P.O. Box 940
5010—48th Ave.

and
Frederick Russell
P.O. Box 940
5010—48¢th Ave.
Delta, B.C.

Kenaston International
P.O. Box 35607
2021 W. 42nd Ave.
and j
Jan Friesen |
P.O. Box 35607 ;
2021 W. 42nd Ave.
Vancouver, B.C.

Princess Enterprises
Box 80565

6025 Sussex
Bumaby, B.C.

CANADA—Continued

Lucky Strike Properties Ltd.
Suite 405

5519 6th Street, SE
Calgary, Alberta

Belmont International Marketing
P.O. Box 48808, Dept. 533,
Bentall Centre

Vancouver, B.C.

Kenaston International
P.O. Box 23800

and
Nina Heller
P.O. Box 23800
Vancouver AM.F., B.C.

Do not dispatch any mail to the above. Place
the mail pieces in a pouch which has been en-
dorsed “Foreign Order Mail” and send it to Post-
master, Claims, Inquiry & Undeliverable Mail,
James A. Farley Building, Room 2029-A, New
York, NY 10199-9543. Do not place any endorse-
ment on the mail pieces themselves.

This notice may be posted at the outgoing pri-
mary and it must be posted on the Foreign Order
Board at all MSC’s and designated International
Exchange Offices.—Judicial Officer, 6-5-86.
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ASM and Pub. 41 Revisions

POSTAL SERVICE CONTRACTING AUTHORITY

The changes to USPS contracting and local
purchasing authority made by this article will be
issued in a forthcoming PCM Circular revising
Pub. 41, PosTAL CONTRACTING MANUAL (PCM).
The changes here are limited to PCM 1-201.4,
Head of Procuring Activity; Exhibit 1-401a, Con-
tracting Authority; and Exhibit 1-401b, Local
Purchasing Authority. The changes to exhibit 1-
401.1b will also appear in Issue 5 of the AbMiINIS-
TRATIVE SUPPORT MANUAL (ASM).

Managers, at all levels, must ensure that per-
sonnel under their supervision do not enter into
contracts outside the field in which they have
authority to contract (e.g., supplies and services,
construction, mail transportation), nor enter into
contracts costing more than the dollar limits
placed on their contracting authority. Approval
authority (the authority to approve expenditure
of funds) must not be confused with contracting
authority. Only contracting officers may sign con-
tracts for the Postal Service. Heads of Procuring
Activities are designated contracting officers
solely by virtue of their positions. Contracting
Officers below the level of Head of Procuring
Activity are selected and appointed based on
their qualifications in areas such as training,
experience, business judgment, character, and
reputation.

Contracting Authority for Personal
Property and Services

The Head of Procuring Activity designated by
PCM 1-201.5 for regional procurements of sup-
plies and services within delegated authority is
changed from the General Manager, Procurement
Division, to the Director, Procurement and Mate-
riel Management Service Center. The titles of all
other Heads of Procuring Activity in this area are
not affected by reorganization changes.

The direct contracting authority of the Direc-
tors, Procurement and Materiel Management
Service Center, is unlimited. Contracting Author-
ity may be delegated to Service Center Procure-
ment Branch Managers, limited to $500,000, and
to Service Office Managers, limited to $200,000.
Additional Service Center and Service Office con-
tracting officers may be appointed but only by the
Director, Procurement and Materiel Management
Service Center. Delegations must be by name and
title. Procurement and Materiel Management Serv-
ice Centers and Service Offices have no contract-
ing authority for construction.

The General Managers/Postmasters of the new
divisions and special divisions have broad author-

ity to manage their divisions’ contracting func-
tions—however, they are neither heads of the
procuring activity nor contracting officers and do
not have direct contracting authority. At the
divisions, the new contracting function includes
issuing delivery orders (no limit) and making in-
formal purchases ($25,000 or less). At the special
divisions, the new contracting function includes
informal purchasing and formal purchases to
$200,000. The delegation of $25,000 authority to
the divisions and $200,000 authority to the spe-
cial divisions for supplies and services is across-
the-board and not discretionary. However, con-
tracting authority in the divisions and special divi-
sions can only be exercised by personnel with
contracting officer appointments issued by the
Director, Procurement and Materiel Management
Service Center, as head of procuring activity. Ap-
pointments may be issued to appropriate person-
nel such as the Manager, Support Services, or
Senior Procurement Specialist at the divisions, or
the Manager, Procurement and Materiel Manage-
ment, at the special divisions. Additional con-
tracting officers may be appointed for a division,
by name and title, but only by the Director, Pro-
curement and Materiel Management Service
Center.

Contracting Authority for Mail
Transportation

Head of procuring activity responsibilities and
contracting authority for mail transportation
remain unchanged. See PCM, section 19.

Contracting Authority Related to Real
Property

The Assistant Postmaster General, Facilities
Department, is head of procuring activity for all
Postal Service procurements which by law or
custom are unique to architect-engineering serv-
ices, construction, and real estate. The Director,
Office of Design and Construction, Facilities De-
partment, is head of procuring activity for Head-
quarters, regional, and field procurements of ar-
chitect-engineer services, construction, and con-
struction management services. The General
Manager, Facilities Contracting Division, Facilities
Department, is head of procuring activity for re-
gional and field procurements of architect-engi-
neer services, construction, and construction
management services.

All contracting authority related to real prop-
erty is shown in the following table.
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Contracting Avthorities, Facllities Depariment

Assistant Postmaster Generel
Direct contracting authority: May be delegated to:
Contvacts for: _ Limitations: Selected personnel, designated by name
Real Estate, All Actions No Limit & title
Selected personnel, designated by name
Buildings i No Limit & title
Director, Office of Real Estate
Direct contracting authority:
Real Estate, All Actions No Limit Selected personnel, designated by name

& title

Direcior, Office of Design & Consiruction

Direct contracting authority:
Buildings

No Limit

Selected personnel, designated by name
& title

General Manager, Fadiities Contracting Division

Direct contracting authority:

Buildings | No Limit Selected personnel, designated by name
f & title
Fadiiities Service Conters
Directors, Fucliities Service Conters
Direct contracting authority:
Contracts for: Limitations: May be delegated to:
Real Estate

Land Acqumuon & Control (In- No Limit General Manager, Real Estate Div. Man-
cludes Exist. Bldgs) ager, Realty Acquisition Branch

Purchase of Ensung Leased Build- No Limit General Manager, Real Estate Div. Man-
ings ager, Realty Acquisition Branch |

Leasing No Limit General Manager, Real Estate Div. Man-

_ ager, Realty Acquisition Branch

Real Estate Support and Personnel No Limit General Manager, Real Estate Div.

Services
Buildings ,

Design (Includes A-E, Technical No Limit General Manager, D&C Division Manag-
Support Personnel, and Constr. er, Contracting & Support Br.
Management Services) A-E Contracts $25,000

Mgr. Support Svcs, Field Divisions
Term A-E Contracts
$500,000 total/$50,000 work order
Mgr. Support Svcs, Field Divisions
Construction (includes Construction No Limit General Manager, D&C Division Manag-

Materials and Mechanization)

er, Contracting & Support Br.
Term Consty. Contracts
$500,000 total/$100,000 work order
Mgr. Support Svcs, Field Divisions

General Managers, Real Esiate Divisions
Contracting authority, Ifdclegatcd by Director, Facilities Service Center: -

Contracts for:
Real Estate
- Land Acquisition & Control (In-
cludes Exist. Bldgs)
Purchase of Existing Leased Build-
ings .
Leasmg |
Real Estate Support and Personnel
Services

Limitations:

No Limit
No Limit

No Limit
No Limit

May be delegated to:
Manager, Realty Acquisition Branch
Manager, Realty Acquisition Branch

Manager, Realty Management Branch
No
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Facilities Service Centers—Continued

General Managers, Design & Construction Divisions
Contracting authority, if delegated by Director, Facilities Service Center:

Buildings
Design (Includes A-E, Technical No Limit Manager, Major Facilities Branch
Support Personnel and Constr. Manager, Design & Constr. Branch
Management Services) A-E Contracts $25,000
Mgr. Support Svcs, Field Divisions
Term A-E Contracts
$500,000 total/$50,000/work order
Mgr. Support Svcs, Field Divisions
Construction (includes Construction No Limit Manager, Major Facilities Branch
Materials and Mechanization) Manager, Design & Constr. Branch

Term Consty. Contracts
$500,000 total/$100,000/work order
Mgr. Support Svcs, Field Divisions

Managers, Realty Acquisition Branches
Contracting authority, if delegated by General Manager, Real Estate Division:

Contracts for: Limitations: May be delegated to:
Real Estate
Land Acquisition & Control (In- $2,500,000 No
cludes Exist. Bldgs) '
Purchase of Existing Leased Build- $5,000,000 No
ings

Managers, Reclty Management Branches
Contracting authority, if delegated by General Manager, Real Estate Division:
Real Estate

Leasing $500,000 annually No
$5,000,000 total

Managers, Major Facilities and Design & Construction Branches
Contracting authority, if delegated by Director, Facilities Service Center:
Buildings
Design (Includes A-E, Technical No Limit No
Support Personnel and Constr.
Management Services)
Construction (includes Construction No Limit No
Materials and Mechanization

Managers, Contracting & Support Branches
Contracting authority, if delegated by Director, Facilities Service Center:

Contracts for: Lemitations: May be delegated lo:
Buildings
Design (Includes A-E and Con- No Limit No
struction Management Services)
Construction (includes Construction No Limit No

Materials and Mechanization
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Fadilities Service Offices
General Managers, Facllities Service Offices
Direct accounting authority:
Contracts for: ' Lémitations: May be delegated to:
Real Estate
Land Acquisition & Control (In- $2,500,000 Manager, Real Estate Branch
cludes Exist. Bldgs)
Purchase of Existing Leased Build- $5,000,000 Manager, Real Estate Branch
ings .
Leasing $500,000 annually Manager, Real Estate Branch
$5,000,000 total
Real Estate Support and Personnel $500,000 No
Service .
Buildings
Design (Includes A-E and Con- $500,000 Manager, D&C Branch
struction Management Services) A-E Contracts $25,000
Mgr., Support Svcs., Field Divisions
Term A-E Contracts
$500,000 total/$50,000/work order
Mgr. Support Svcs, Field Divisions
Construction (includes Construction $5,000,000 Term Constr. Contracts
Materials and Mechanization) $500,000 total/$100,000 work order
Mgr. Support Svcs, Field Divisions
Manogers, Real Estate Branches
Contracting authority, if delegated by General Manager, Facilities Service Office:
Contracis for: Limstations: May be delegated to:
Real Estate
Land Acquisition & Control (In- $2,500,000 No
cludes Exist. Bldgs)
Purchase of Existing Leased Build- $5,000,000 No
ings
Leasing $500,000 annually No
$5,000,000 total

- Managers, Design & Construction Branches
Contracting authority, if delegated by General Manager, Facilities Service Office:

Buildings
Design (Includes A-E and Con-
struction Management Services)

Coastruction (includes Construction
Materials and Mechanization)

$500,000

$5,000,000

No

No

Managers, Contracting & Support Units
Contracting authonty. if delegated by General Manager, Facilities Service Office:

Contracts for:
Buildings
Design (Includes A-E and Con-
struction Management Services)
Construction (includes Construction
Materials and Mechanization)

Limitations:
$500,000
$5.000,000

May be delegaled to:
No
No
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Field Divisions (Special)
Field Directors, Support Services
Direct Contracting Authority:
Contracls for: Limitations: May be delegated to:
Real Estate

Land Acquisition & Control (In- $1,250,000 Managers, Facilities
cludes Exist. Bldgs)

Purchase of Existing Leased Build- $2,500,000, Managers, Facilities
ings

Leasing $500,000 annually Managers, Facilities

| $5,000,000 total
‘Buildings

Design (Includes A-E, Term A-E $500,000 Managers, Facilities
and Constr. Management Serv- Manager, Procurement & Supply
ices)

Construction—Repairs & Alter- $2,500,000 Managers, Facilities
ations and New Standard Plan Manager, Procurement & Supply
Buildings only (includes Constr.

Mat’ls and Mechanization)
Managers, Facilities
Contracting Authority, if delegated by Field Director, Support Services:
Contracts for: Limitations: May be delegated to:
Real Estate ;

Land Acquisition & Control (In- $1,250,000 No
cludes Exist. Bldgs)

Purchase of Existing Leased Build- $2,500,000 No
ings

Leasing $500,000 annually No

$5,000,000 total
Buildings

Design (Includes A-E, Term A-E $500,000 No
and Constr. Management Serv-
ices)

Construction—Repairs &  Alter- $2,500,000 No

ations and New Standard Plan
Buildings only (includes Constr.
Mat’ls and Mechanization)

Manager, Procurement & Supply
Contracting Authority, if delegated by Field Director, Support Services:

Buildings
Design (Includes A-E, Term A-E $500,000 No
and Constr. Management Serv-
ices)
Construction—Repairs & Alter- $2,500,000 No

ations and New Standard Plan
Buildings only (includes Constr.
Mat’ls and Mechanization)
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Fleld Divisions (Typical)
Meanogers, Support Services

Direct Contracting Authority:
Contracts for: ; Limitations: May be delegated to:
Construction $25,000 R&A Procurement Specialist
: $75,000 Painting Procurement Specialist
$100,000 with no
more than $25,000
for repairs and
$75,000 for
painting
Contracting Authority, if contract is delegated by Directors or General Managers, Design & Construction
Divisions, of the Facilities Service Centers or General Managers, Facilities Service Offices:

A-E Contracts $25,000 Procurement Specialist

Term A-E Contracts $500,000 total Procurement Specialist
$50,000/work order

Term Constr. Contracts $500,000/year Procurement Specialist

$100,000/work order

| Procurement Spedialist
Contracting Authority, if delegated by Manager, Support Services:

Construction | $25,000 R&A No
. $75,000 Painting No
$100,000 with no
more than $25,000
for repairs and
$75,000 for
j painting
A-E Contracts | $25,000 No
Term A-E Contracts $500,000 total No
: $50,000/work order
Term Constr. Contracts $500,000/year No

'_ $100,000/work order
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LOCAL PURCHASING AUTHORITY

The table below revises PCM exhibit 1-401.1b and ASM 711.32. Regional Postmasters General now
have local purchasing authority of $2,500. CAGs B-] Postmasters’ and Bulk Mail Center Managers’ local
urchasing authority is increased from $750 to $1,000. CAG K Postmasters’ authority is increased from
2100 to $500. CAG L Postmasters’ authority is established at $100. All of these authorities are per
transaction. The authority of the other positions is not changed. These changes are effective June 7, 1986.
Authority may be redelegated by those listed below to subordinate members of the same organization.

Local Purchasing Authority
Purchases of Level of Authority i
Services & supplies Regional Postmasters General; Regional Chief Postal Inspectors $2,500
(noncapital and not Management Sectional Center Managers/Postmasters (may approve 2,000
available from local purchases by offices under their functional responsibility to the
supply centers or limits of this authority
other authorized Inspectors in Charge 1,500
sources) CAGs B-] Postmasters; Bulk Mail Center Managers; Manager, Mail 1,000
Equipment Shops; Directors, Postal Data Center; Director, Mainte-
nance Technical Support Center
CAG K Postmasters 500
CAG L Postmasters 100
Minor facility repairs  Same authority and dollar limit as for services, supplies, and noncapital
and improvements equipment, except:
(expense funds) CAG K Postmasters; Station and Branch Managers 750

~—Procurement & Supply Dept., 6-5-86.
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U.S. POSTAL SERVICE
SECOND-CLASS CERTIFICATION FOR MULTIPLE ISSUES ON THE SAME DAY

INSTRUCTIONS
1. Complete this form and attach it to Form 3510, Application for publication that is regularly published on the same day as another
Additionsl Entry, Reentry or Special Rate Request for Second- “Issue” of the same publication.
Class Publication, when the frequency of a second-class publica- 3. The figures reported must be for the “Issues’” published on the
tion is being changed to include more than one “Issuc™on any same day and must include all copies of all editions of the “lssues™
day (see 444.1, DMM). identified as Issues No. 1 and No. 2 which are circulated through
2. This form must also be submitted to each office of mailing with the mails and by all other methods of distribution.

all Forms 35¢lli and 3541-A for each “Issne” of a second-class

PART A — TO BE COMPLETED BY PUBLISHER/AGENT

Title of Publication USPS Number Date of Issue

Vol. issue Number
ISSUE No. 1 (The issue distributed to the smalier number of nonsubscribars.)

1a. Totsl number of copies of issue distributed by all maans. 1s.
1b. Total number of copies of issus distributed to NONSUBSCRIBERS. (See DMM 422.221) 1b.
1c. Percent of copies distributed to nonsubscribers (decimal format) 1b. divided by 1a. = 1c.
1d. Convert tc. to Wnt format: (i.e., 17 X 100 = 17%) fc. X 100 = 1d. I %
Vol. Issue Numbar
ISSUE No. 2
2a. Total number ;f copies of issue distributed by all means. 2a.
2b. Total number of copies of issue distributed to NONSUBSCRIBERS to the other issue. 2b.
2c. Percent of coples distributed to nonsubscribers {decimal format) 2b. divided by 2a. = 2¢c.
2d. Convert 2¢. toé‘mem format: (i.e., 17 X 100 = 17%) 2¢. X 100 = 2d. %

Signature of Publisher/Agent required
I certify that the information furnished on this form is correct.

PART B ~ TO BE COMPLETEOD BY ENTRY POST OFFICE

Post Office and State of Mailing

INSTRUCTIONS
1. Check Part A to be sure the publisher has included circulation rates under the authorization granted to the publication named
figures for the issue with the smaller nonsubscriber distribution in PART A.
in the section for Issue No. 1. 3. It must instead independently meet the applicable second-class
2. If the data on this form indicates that “Issue” No. 2 is a separate eligibility qualifications in 421.2 through 421.4 and 422, DMM,
publication, that “Issue” may not be mailed at the second-class or be mailed at third- or fourth-class rates.

Copy the figures for 1b, 2b snd 2d furnished by the publisher in PART A in the corresponding spaces below. You must caiculste 1e
below using the publisher’s figures.

1b. _X2= 1e.

For purposes of determining eligibility to mail at second-class rates.

ISSUE No. 2 will be treated as a SEPARATE PUBLICATION if 2b. is greater than e. and 2d. is grester than 10%.

2b. L 1 2d.
Based on the data on this form, ISSUE No. 2 is e separate publication: O ves 1 no

PS Form 3541-CX, May 1986

Exhiblt 484a
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DMM Revision

ELIGIBILITY TO MAIL ISSUES OF A PUBLICATION AT SECOND-CLASS RATES

Summary of Changes

Effective at 12:01 a.m. on June 8, 1986, Do-
MESTIC MaIiL' MaNuaL (DMM) 425.225 is being
adopted to define the eligibility requirements for
entry into second-class mail of multiple “issues”
of a single publication that are regularly pub-
lished on the same day. This section provides
that, for purposes of second-class eligibility and
postage, an “issue’ of a newspaper or other peri-
odical will be deemed to be a separate publica-
tion if it is published at a regular frequency on
the same day as another regular “issue” of the
same publication, and it is distributed to more
than (a) 10 percent nonsubscribers, and (b) twice
as many nonsubscribers as the other issue on that
same day. If two issues of a publication are pub-
lished on the same day, but neither is distributed
to more than 10 percent nonsubscribers and
twice as many nonsubscribers as the other issue,
both would be proper issues of the parent publi-
cation for purposes of determining second-class
rate eligibility.

In addition, DMM 422.221, 422.6 and 425.2
are being revised to carry forth the intent of the
new regulation that publications described as
“Plus” publications be considered separate publi-
cations, whether called “issues” or “editions”,
based on the new criteria. See PosTAL BULLETIN
21565, 5/8/86, page 2.

Certification Form

A new data collection form, Form 3541-CX,
Second-Class Certification for Multiple Issues on the
Same Day, will provide the Postal Service with the
additional distribution information necessary to
determine whether additional same-day “issues”
of a publication are eligible to be mailed at the
second-class rates under the permit granted to
the parent publication. When a publisher of a
second-class publication submits a mailing that
consists of more than one “issue” regularly pub-
lished on the same day, the publisher must
submit a Form 3541-CX. For purposes of com-
pleting Form 3541-CX, only persons who have
paid or promised to pay may be considered legiti-
mate subscribers (see DMM 422.221). Persons
whose subscriptions have expired and who have
not paid or promised to pay for renewals must
therefore be counted as nonsubscribers for this
purpose. A completed Form 3541-CX must be
submitted to each office of mailing with Form
3541 or 3541-A. Instructions for use of Form
3541-CX are found in DMM 444.1 and 484.

Because the use of Form 3541-CX should be
limited, photocopy the Form 38541-CX on page 10
and furnish copies to those publishers who will
need to submit them with mailings deposited at

your office, or with Form 3510 submitted for a
change in frequency to incorporate more than
one “issue” on the same day. If you find that the
need for this form is greater than your photo-
copying capabilities, please contact the Office of
Classification and Rates Administration, U.S.
Postal Service Headquarters, attn: Form 3541-
CX, 475 L'Enfant Plaza W. SW., Washington, DC
20260-5360, for additional forms.

“Issue” Determined to be Separate Publication

If the data on Form 3541-CX indicate that
either “issue” is a separate publication for postal
purposes, that “issue’’ may not be mailed at the
second-class rates under the authorization grant-
ed to the parent publication. It must instead be
mailed at the applicable third- or fourth-class
rates of postage unless it has independently met
the applicable second-class eligibility qualifica-
tions in DMM 421.2 through 421.4 and 422, and
been granted a separate second-class authorza-
tion.

The DMM is revised as follows:

Chapter 4—Second-Class Mail

L ] ] & L]

422.2 General Publications
* | | ]

22 Circulation Requirements

221 List of Subscribers. General publications
must have a legitimate list of subscribers who
have paid or promised to pay, at a rate above a
nominal rate, for copies to be received durng a
stated time. Records for subscriptions to a publi-
cation which are obtained in conjunction with
subscriptions to another publication or other
publications must be maintained in such a
manner that individual subscriptions to each pub-
lication, by title, can be substantiated and veri-
fied. Persons whose subscriptions are obtained at
a nominal rate (see 422.222) shall not be includ-
ed as a part of the legitimate list of subscribers.
Commingled copies sent in fulfillment of sub-
scriptions obtained at a2 nominal rate must be
charged with postage at regular rates (see 411.21
and 411.4).

* * ] * ]

422.6 Requester Publications

. * ¥ L 1

d. Effective October 1, 1982, the publication
must have a legitimate list of persons who re-
quest the publication, and 50 percent or more of
the copies of the publication must be distributed
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to persons making such requests. Subscription
copies of the publication which are paid for or
promised to be paid for, including those at or
below a nominal rate, may be included in the
determination of whether the 50 percent request
requirement is met. Persons will not be deemed
to have requested the publication if their request
is induced by a premivm offer or by receipt of
material consideration. Records of requests for a
publication which are obtained in conjunction
with subscriptions or requests for another publi-
cation or other publications must be maintained
in such a manner that individual requests for the
publication, by title, can be substantiated and
verified. Requests which are more than three
years old will not be considered to meet this
requirement.
. L ] L

425.2 lssves and Edl-ﬁons

21 General. Issues and editions of a second-
class publication may be mailed at the applicable
second-class rates in 410, provided they exhibit
the continuity required in 421.1 and satisfy the
additional requirements in 425.22 and 425.23.

22 lssves

.227 Issues must be published in accordance
with the publication’s stated frequency (see
421.22).

222 The publication of regular issues of gen-
eral and requester publications must be reflected
in the identification statement (455.2) and sub-
scription price. In the case of requester publica-
tions, copies must be distributed to requesters in
accordance with 422.6d.

-223 Exura issues, not reflected in the publica-
tion's stated frequency, published for the purpose
of communicating news and information received
too late for insertion in the regular issue, but not
for advertising purposes, may occasionally be
mailed at second-class rates, The original entry
post office must be notified in writing of such
issues before they are mailed.

224 For second-class purposes, issues may
contain annual reports, directories, lists, and
similar texts as a part of the contents. Copies of
such issues will not bear designations indicating
they are separate publications such as annuals,
directories, catalogs, yearbooks, or other types of
separate publications. Such issues must bear the
publication name as required by 455.1 and be
included in the regular annual subscription price.

.225 An “issue” of a newspaper or other pen-
odical will be deemed to be a separate publica-
tion, for postal purposes, and must independently
meet the applicable second-class eligibility qualifi-
cations in 421.2 through 421.4 and 422, when the
following conditions are met:

a. It is published at a regular frequency, such
as once each week, on the same day as another
regular “issue” of the same publication, and

b. More than 10 percent of the total number of
its copies are distributed to nonsubscribers to the
other regular issue published on that day, AND
the number of copies distributed to people who
do not subscribe to the other issue is more than
twice the number of copies of the other regular
“issue” published on the same day which are
distributed to nonsubscribers.

.23 Editions

231 Individual issues may be mailed at
second-class rates in editions such as demograph-
ic, moming or evening editions. Subscribers and
requesters will routinely receive no more than
one edition of any issue.

232 Extra editions may be mailed at second-
class rates for the purpose of communicating ad-
ditional news and information received too late
for insertion in the regular edition. Such editions
may not be intended for advertising purposes.

233 Editions may differ in content, but not to
the extent that they constitute separate and inde-
pendent publications. Separate publications will
not be accepted for mailing as editions of another
publication.

] L [ ] * L ]
444.1 Change in Title, Frequency, or Office of
Publicotion. An application for reentry must be
filed on Form 3510, Application for Additional Entry
or Reentry of Second-Class Publication, whenever the
name, frequency of issuance, location of the
known office of publication, or qualification cate-
gory (see 422) is changed. When the name or
frequency of issuance of a publication is changed,
a Form 3510 must be filed at the post office of
original entry with two copies of the publication
showing the new name or frequency. When the
frequency is being changed to include more than
one regular “issue” on any day, Form 3541-CX,
Second-Class Certification for Multiple Issues on the
Same Day, must be completed by the publisher
and submitted with Form 3510.

L4 ] & » L

Add new section 484.

484 Statement of Publication of More Than One
issue on the Some Day. The publisher must
submit Form 3541-CX whenever the publisher
desires to mail an “issue” that is regularly pub-
lished on the same day as another “issue” of the
same publication under a single second-class
permit granted to the parent publication. This
form is necessary to determine whether either
“issue”’ will be treated as a separate publication
for purposes of determining eligibility to mail at
the second-class rates (see 425.225). The publish-
er must attach the completed form(s) to the mail-
ing statement(s) submitted to each office where
mailings are made. A sample of Form 3541-CX is
shown in Exhibit 484a.

These changes will be incorporated in a future
revision of the DMM.—Offfice of Classification & Rates
Administration, 6-5-86.
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P=11 Revision

SELECTION POLICIES AND PROCEDURES

This PostAL BULLETIN article includes revisions
to Handbook P-11, Personnel Operations, effective
June 7, 1986. Most of the changes are related to
realignment, but other policy and procedure im-
provements are also included. This article in-
cludes minor pen and ink changes and extensive
text revisions in Chapters 2 through 6 and Ap-
pendix D. Subchapter 540, which includes selec-
tion policies for nonbargaining positions, is re-
vised in its entirety.

CHAPTER 2—Recruitment and Selection

] L ] * ]

2529 Duration of Eligibility

91 (no change)

92 Applicants who successfully had either a
medical or nonmedical unsuitability determina-
tion reversed will have their eligibility extended
for the period of temporary unsuitability, not to
exceed the maximum period stated in 252.91.

93 (no change)

L * L  J *

253 Transfer of Eligibility and Canvassing
253.1 Policy

Pen and ink change: Delete “district managers”
and replace with “Field Directors, Human Re-
sources.”

253.2 Definition

21 (no change)

22 Pen and ink change: Delete *“‘district man-
ager” replace with “Field Director, Human Re-
sources.”

] » L] L *

254.4 Approval

41 Al requests to establish AERs must be
submitted through the Division Manager, Em-
ployment and Development, to the Field Manag-
er, National Test Administration Center for ap-
proval. Each request must include the following:

a-f (no change)

42 The National Test Administration Center
will notify the Division Manager, Employment
and Development of the approval.

254.5 Training Requirements

_Pen and ink change: Change “region” to “divi-
sion.”

254.6 Changes to Area Registers

61 Avuthority. Once an AER is established, of-
fices served may not be taken out of the program

without the concurrence of the Division Manager,
Employment and Development and the approval
of the Field Manager, National Test Administra-
tion Center. (See 271.12))

261.2 Definitions

21-24 (no change)

25 Reemployed Annvitant. An employee
whose annuity under the Civil Service Retirement
Act, as amended, was continued upon reemploy-
ment in an appointive position on or after Octo-
ber 1, 1956. For vacancies at AOs, MSCs, and
BMCs, prior approval of the Division Manager,
Employment and Development must be obtained
before reemploying a retired postal or federal
employee receiving an annuity from the Civil
Service Retirement and Disability Fund. For va-
cancies at the Division level, prior approval of the
Field Director, Human Resources must be ob-
tained.

] L ] L ] . L

265.7 Objection to or Pass Over of Preference
Elgible

71 (no change)

Z11 (no change)

712 Review and Concurrence. For positions
being filled at associate offices, MSCs, or BMCs,
the reasons for the objection or pass over must
be forwarded through appropriate management
channels to the Division Manager, Employment
and Development for review and concurrence.
For positions at AOs reporting directly to an
MSC, this authority may be delegated to the SCD
E&LR (Director, Support where the former is not
authorized). For positions being filled at the Divi-
sion level, the review and concurrence of the
Field Director, Human Resources is required.
The reviewing official will rule as to the sufficien-
cy of the reasons for the proposed objection or
pass over. The reviewing official’s concurrence or
denial of the proposal must be indicated on the
written request along with that official’s signature
and date. The request must then be attached to
the Hiring Worksheet.

718 (no change)

714 Proceduvre

a. Pen & ink change: delete all references to
“Director” and replace with “reviewing official.”

b. Reconsideration. Any preference eligible ob-
jected to or passed over in favor of a nonpref-
erence eligible will be given the reasons for this
action, in writing, and will be informed of the
right to request reconsideration by the selecting
official. (See 315.3.) The selecting official’s dea-
sion is final.
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J2 (no change)

721 (no change)

J22 Achon by installation. The appointing of-
ficial forwards to the Field Director, Human Re-
sources a file containing:

a. (no change)

b. (no change)

¢. Pen and ink change: Change “Regional Gen-
eral Manager, Employee Relations Division” to
“Field Director, Human Resources.” Change
“Regional Medical Director” to “Medical Officer
at the Division.”

d. A signed, undated written notice to the eligi-
ble; this notice must:

(1) (no change)

(2) (no change)

(3) Advise the eligible of the right to respond
in writing within 15 days of the date of the notifi-
cation to: Office of Personnel Management,
NACI Center, SAB, Boyers, PA 16018-0245.

(4) (no change)

J23 Action by Division

a. Pen and ink change: Change “Regional Gen-
eral Manager, Employee Relations Division” to
“Field Director, Human Resources.”

b. Pen and ink change: Change “Region” to
“Division.”

¢. Pen and ink change: Change “Region” to
“Division.”

(1) (no change) |

(2) Send the SF-62, a copy of the written
notice to the veteran, Form 2591, and all sup-
porting documents upon which the disqualifica-
tion was based to OPM. Materials must be sent in
a double envelope, with the inside envelope
marked “Restricted-Medical.” Send via certified
mail, return receipt requested, to: Office of Per-
sonnel Management, NACI Center, SAB, Boyers,
PA 16018-0245.

(3) (no change)

724 Achon by

a. Pen and ink change: Change “‘Regional Gen-
eral Manager, Employee Relations Division” to
‘“‘Field Director, Human Resources.”

b. Pen and ink change: Delete all references to
“Region” and replace with “Division.”

* ] . W » L 4
271 Exhousted Registers
271.V Responsibliity

J1  (no change)

.12 Approval

.12] Divisions have the authority to approve
the reopening of area registers. Requests to es-
tablish or change an area register must be sub-
mitted through the Division Manager, Employ-
ment and Development, 1o the Field Manager,
National Test Adminjstration Center, for approv-
al. Authority to approve reopening of conven-
tional registers is:

a. Field Directors, Human Resources, for
MSCs, BMCs and associate offices reporting di-
rectly to the Division,

b. Sectional Center Managers, for associate of-
fices

b ] ® L
CHAPTER 3—Employment Sultability and
Considerations

311.5 Making Appointment Determinations
51 Regions and Fleld

 J ] | J | 2

¢. Where the eligible’s past history indicates
unsuitability, but the installation head or appoint-
ing officer believes that special consideration
should be given, the file and recommendation
should be sent for concurrence through appropri-
ate management channels to the Division, atten-
tion: Manager, Employment and Development.
Concurrence of the Field Director, Human Re-
sources is required when an eligible is being con-
sidered for a position at the Division level.

d. (no change)

¢. For AOs, MSCs, and BMCs, prior approval
from the Division Manager, Employment and De-
velopment is required before appointing a former
Federal or Postal employee who was removed for
cause, or who resigned while charges were pend-
ing. Prior approval of the Field Director, Human
Resources is required if the appointment is to a
position at the Division level. (See 313.53.)

.52 Pen and ink change: Delete “district or.”

] ] L L ]
S$12.3 Restrictions on Employment of Relatives
L ] ] L 2 .

324 Pen and ink change: Change ‘‘District
Manager” to “General Manager, Field Division.”

* * | ] L |

J34¢ Pen and ink
“district(s)’’ to “division(s).”

325 Examples:

a. (no change)

b. Pen and ink change: Change all references to
“district manager’s” to “division general manag-
er’s.”

¢. Pen and ink change: Change “District Man-
ager” to “General Manager, Field Division.”

* ¢ | L L

-342 Pen and ink change: Change “Regional
Postmaster General” to “Division Manager, Em-
ployment and Development.”

L 4 [ ] ] ]

313 Personal Suitability
313.1 Suitabliity Review Required

Pen and ink change: Change “district director,
E&LR"” to “Field Director, Human Resources.”
L ] & s L

change: Change
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31353 Policy

Pen and ink change: Change “District Manager
or the District Director, E&LR" to “Field Direc-
tor, Human Resources or Manager, Employment
and Development.” Change “district approval” to
“division approval.”

] ]
315.3 Reconsideration of Suitability Determination
(Nonmedical)

In the letter of determination of suitability, ap-
plicants must be notified that:

a. They may request reconsideration of the de-
termination by the selecting official; and

b. Such request must be submitted in writing
stating the reason(s) for the reconsideration,
within 15 days from the date that the applicant
receives the determination.

315.4 Reconsideration of Unsultable Pre-employ
ment Medical Determination. See 327.13

3155 Reveral of Unsuitablility Determination

(No change to text)

] ] E | ]
316.2 Nonsensitive Posltions
3 * ] | ] ]

23 Pen and ink change: Delete “Regional
Employee Relations Division” and replace with
“Field Director, Human Resources.”

E ] | E ]
327 Medical Limitation and Risk
* L ] 3

.13 Right to Request Reconsideration. All indi-
viduals who have been denied employment on
the basis of the medical assessment may request
reconsideration of the adverse determination.
(See Appendix D-7.)

.14 Notification. The individual must be ad-
vised of the right to request reconsideration of
the adverse determination. Such request must be
submitted in writing within 15 days and may in-
clude additional medical or other relevant infor-
mation in support of the request for reconsider-
ation.

.15 Final Decslon. The selecting official ren-
ders the final decision after reviewing the recom-
mendation of the medical officer. The individual
will be advised, in writing, of the selecting ofh-
cial’s decision, which is final.

.16 Pen and ink change: Delete “appeal.”

327.2 Disabled Veterans with 30% or More
Disablility (CPS)

L] *  J . L)

222 Action by Installation. As soon as possible
after the adverse medical suitability determination

is made, the appointing official must forward to
the Field Director, Human Resources, a file con-
taining:

a. (no change)

b. (no change)

¢. Pen and ink change: Change ‘““Regional Gen-
eral Manager, Employee Relations Division” to
“Field Director, Human Resources.”

d A signed, undated written notice to the eligi-
ble; this notice must:

(1) (no change)

(2) (no change)

(3) Advise the eligible of the right to respond
in writing within 15 days of the date of the notifi-
cation to: Office of Personnel Management, Re-
cruiting and Staffing Service Division, Room
6552, 1900 E Street NW, Washington, DC
20415-0001.

(4) (no change)

.23 Division Action

23] Pen and ink change: Change ‘“‘Regional
General Manager, Employee Relations Division”
to “Field Director, Human Resources.”

232 Pen and ink change: Change “Region" to
“Division.”

233 If the division finds the file does ade-
quately support the tentative rejection, it will:

a. (no change)

b. Send the SF-62, a copy of the written notice
to the veteran, Form 2591, and all supporting
documentation upon which the disqualification
was based to OPM. Materials must be sent in a
double envelope, with the inside envelope
marked “Restricted-Medical.” Send via certified
mail, return receipt requested, to the Office of
Personnel Management, Recruiting and Staffing
Service Division, Room 6552, 1900 E Street NW.,
Washington, DC 20415-0001.

Note: Steps a and b must be completed within
10 calendar days of receipt of the file by the
Division.

24 OPM Dedision

241 Pen and ink change: Change “Regional
General Manager, Employee Relations Division™
to “Field Director, Human Resources.”

.242 Pen and ink change: Change “Regional
Office” to “Division.”

25 Finol AcHon. Change “region” and ‘re-
gional office” to “Division.”

L] » L L »

CHAPTER 4—Examination Procedures

L ] ] ] ]

42124 Selection and Certification

Pen and ink change: Change “region” to “Divi-
sion Manager, Employment and Development.”

L] ] s * ®
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CHAPTER S—Mllgpll.ni, Reassignment,
and Promotion

530—Initial-level Supervisor Positions

| L] L L] ]

5324 Relocation

Normally it should not be necessary to relocate
an employee to fill an initial-level supervisor posi-
tion. Exceptions that will involve relocation ex-
penses must be approved by the General Manag-
er, Field Division.

L L L ] ]

53252 Definition. Present and former supervisors
are those employees who hold or have held a
supervisor position listed in Exhibit 530-A or -B,
or covered by the 1974 or earlier Initial-Level
Supervisor Exams, or covered by earlier rated
applications for initial-level supervisor positions.
Present and former postmasters at EAS-13 and
above will receive the benefits accorded by this
subchapter to present and former supervisors.

* * L L *
533.42 Composition. Pen and ink change: Change
“District Manager” to ‘“Division Field Director,
Human Resources.”

53352 Composition. The Advisory Panel is ap-
pointed by the installation head. (Exception: if the
vacancy reports directly to the installation head,
the MSC appoints the panel.) The panel consists
of at least three supervisors or managers, includ-
ing one from Human Resources (E&LR) and one
from the function corresponding to the position to
be filled. At least one member must be a minority or
female, and at least one member must be from a dif-
ferentinstallation. If necessary, the installation head
requests assistance from the next higher level of
management to meet these requirements. A su-
pervisor who evaluated a candidate on Form
5945-B or Form 991 may not be a member of
the Advisory Panel that considers the candidate.

The Division Field Director, Human Resources
may authorize exceptions to the preceding re-
quirements of this paragraph in individual cases if
the installation head is unable to locate a quali-
fied supervisor or manager to serve on the panel.
The reasons for making the exception must be
fully documented in the selection file. Normally
the members’ grade levels should be higher than
the vacancy. A supervisor or manager who served
on a CEB may serve on the Advisory Panel. The
selecting official may not be a member of the
Advisory Panel.

(New section 536.3):

536.3 Noncompetitive Selection for Announced
Vacancies

31 General. An employee who is eligible for
selection noncompetitively under 536.1 or 536.2
may apply for a position as a result of a vacancy
announcement issued under the competitive pro-
cedures. Noncompetitive application may be
made for any position and location for which the
employee is eligible for noncompetitive consider-
ation.

32 Procedure

.321 The employee is responsible for request-
ing, in an accompanying letter, noncompetitive
consideration for the position and for explaining
the basis for that request. The office receiving
applications refers the request and application to
the selecting official for noncompetitive consider-
ation before an Advisory Panel is convened.

322 The selecting official may select the em-
ployee at that time or may defer a decision until
he has had an opportunity to consider the candi-
dates recommended by the panel. There is no
requirement that the employee be selected.

323 At the discretion of the selecting official,
the panel may consider, in competition with other
applicants for promotion, the application of an
employee who applies for an announced vacancy
at the employee's present grade or a lower grade.

s ] . ] ]
Positions Selecting official Reviewing official Approving official
All Initial-Level Supervisor | Installation Head ...................... Functional SC Director?.............. MSC Manager!
Positions Reporting Direct-
ly to the Installation Head. :
All Other Initial-Level Super- | Immediate supervisor/manager | Next higher level manager® ........ Installation Head
visor Positions. | to whom the vacancy reports.

1 If the selecting official reports directly to a Division (rather than to an MSC), the reviewing/approving official is the Division
tions.

Director, Field

S If the next higher level manager is approving official, the review and approval are combined.
Exhibit 537.1. Selection, Review, and Approval

538.2 Reporting Selections

Report all competitive promotions on Form
5088, Promotion Report. Submit the form with the
Form 50-A to the ELRIC, and retain a copy in
the vacancy file. (Nefe: For positions listed in
Exhibit 530-A, the CEB rating is entered in item

] *
12 on Form 5938. However, section 532.5 pro-
vides that lower grade present and former super-
visors be considered without establishing CEB
ratings from them. In these cases, enter “N” {for
Not Required] in item 12.)
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Make the following pen and ink change to Ex- ‘

hibit 530-B: Add 0382-6009 Supervisor, Cus-
tomer Telephone Information Center.

Selection Policies for
Nonbargaining Positions

The following several pages revise subchapter
540 of Handbook P-11, Personnel Operations. The
major changes are:

1. Regions have been almost entirely removed
from the field selection process. Generally, the
responsibilities of the Region are shifted to the
Division, and responsibilities of the District are
divided between the Division and the MSC.

2. The authority to appoint postmasters is
changed from the Regional Postmaster General
to the General Manager, Field Division. Postmas-
ter selections at EAS-24 and above require ap-
proval of the Regional Postmaster General.

3. The authority to approve outside recruit-
ment has been lowered, particularly for technical
and specialized positions at EAS-17 and above
(section 542.3).

4. Postmaster vacancies will be announced on
Form 990, Vacancy Announcement, or Division Bul-
letin, rather than in the Regional Bulletin,

5. Exhibit 544.1, Area of Consideration and
Employee Categories, has been substantially
changed. The new exhibit eliminates the recipro-
cal eligibility provisions formerly in footnote 4 of
Exhibit 544.1-B. (Reminder: The area of consider-
ation shown in Management Instruction
EL-350-86-1 is to be observed for the duration of
the FY-86 realignment.)

6. The authority to designate review commit-
tees (544.52) and the requirements for review
committee membership (Exhibit 544.534) have
been substantially revised. The General Manager,
Field Division may authorize exceptions to the
review committee composition if necessary.

7. With postmaster selections no longer going
to the Region (except EAS-24 and above), the
time required to fill postmaster vacancies should
be substantially reduced. The exceptional notifi-
cation procedure for candidates not recommend-
ed (formerly in 544.547a) has been eliminated,
and the goal of filling postmaster vacancies within
120 days is reduced to 90 days (547.22).

8. There is no change in the policy that selec-
tions will normally be made by the manager to
whom the vacancy reports, subject to next higher-
level review and final approval by the installation
head. However, clerical positions reporting di-
rectly to the General Manager, Field Division, do
not require higher-level review or approval.

9. The special requirements for filling PSO po-
sitions (formerly 544.72) have been eliminated.

10. The residency requirement for newly ap-
pointed postmasters is eliminated, although relo-
cation may still be required under certain circum-
stances (547.3). Form 2459, Acceptance Letter, and
Form 2519, Waiver of Residency Requirement for

|| Newly Appointed Postmasters, are no longer used.

540 Nonbargaining Unit Positions

541 Scope
541.1 Coverage

This subchapter covers selection for all nonbar-
gaining unit positions, except for the following:

a. Positions in the Postal Career Executive
Service (PCES).

b. Positions filled under the Initial-Level Super-
visor Selection Program. See subchapter 530.

¢. Positions in special Service-wide or region-
wide programs, such as MAS Master Instructor,
Attorney Honors Program, Management Associ-
ate, and Management Trainee.

d. Postal Inspector or Security Force superviso-
ry positions.

e. Executive secretarial positions to Regional
Postmasters General.

J- Positions in USPS Headquarters, its adminis-
trative supporting facilities (ASFs), and Service
Centers. Instructions on filing nonbargaining po-
sitions in those organizations are published in
Headquarters Circulars.

541.2 Requesis for Exceptions

Any request for an exception to these policies
and procedures must be forwarded through man-
agement channels to the APMG, Employee Rela-
tions Department, for consideration.

541.3 Employee Relations Responsibilities

Employee relations managers are responsible
for assuring that selecting officials, review com-
mittee members, and other managers understand
the meaning, use, and intent of these policies and
procedures; and for reviewing vacancy files to
assure their completeness. '

542 Policles
542.1 Reviewing Need for Position

When a vacancy occurs or is anticipated, the
managers concerned determine the need for fill-
ing the position. If the decision is to fill the
vacancy, the officials responsible for administer-
ing these procedures are expected to act expedi-
tiously, avoiding unnecessary delays at any stage
of the process. If the position has to be filled on
an interim basis, see ELM 353.3 and section
544.8 of this subchapter.

5422 Moerit Selection

Nonbargaining positions are to be filled from
within the Service whenever possible. Every pos-
sible attempt will be made to select the available
employees who best meet the requirements of the
positions. Employees will be considered and se-
lected without regard to race, color, sex, religion,
age, national origin, political affiliation, marital
status, physical or mental impairment (if the posi-
tion may be efficiendy performed by a person
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with that physical or mental impairment), or any
other non-meritorious factor or consideration.
Note: The term ‘“‘best meets” means that the
review committee or selecting official should
choose an individual whose knowledge, skills, and
abilities are of such high quality as to strongly
indicate a high probability of successful perform-
ance in the position.

$42.3 Exiemal Recruiiment

31 Policy. The policy of considering Postal
employees for vacant positions ahead of outside
applicants does not mean that management is
required to select minimally qualified Postal ap-
plicants over significantly better qualified outside
applicants.

211 Authorization. With the approval of the
appropriate official listed in Exhibit 542.3, out-
side recruitment efforts may be initiated. This
may be done after exhausting the normal internal
selection process, or simultaneously with internal
selection, if necessary to produce an adequate
number of well qualified persons to consider.
(Note: The 6-grade rule and the time-in-grade
rule are waived for internal applicants whenever
outside recruitment is also used.)

312 Ronking and Selection. Outside applicants
are ranked in accordance with 542.334b. Instruc-
tions regarding eligibility for noncompetitive se-
lection (e.g., reinstatement or transfer from an-

other agency), adjudication of claims for veteran

preference, use of the rule of three, determining
suitability, and other requirements concerning
ouside recruitment are in Chapters 2 and 3, and
are applicable to nonbargaining positions filled
externall

y.

32 Pre-employment Medical Examination. All
new employees must receive a pre-employment
medical examination before appointment to de-
termine whether they meet the medical require-
ments of the Postal Service. Failure to meet the
medical requirements of the position will dis-
qualify the selected individual for appointment. A
postmaster appointed from outside the Service
must meet the medical requirements prior to in-
stallation.

33 Postmoster Selection

231 After obtaining approval for external re-
cruitment (see Exhibit 542.3), the SCM must:

a. Post Notice 1, Postmaster Vacancy, in a con-
spicuous place in the lobby of the vacancy post
office for a period of ten (10) calendar days. At
the expiration of the required 10 calendar days
posting period, the officer-in-charge (OIC) of the
vacancy pest office returns the Notice 1 to the
SCM appropriately endorsed to indicate the
actual inclusive dates of posting. Notice 1 must
include a statement that applications from per-
sons outside the Postal Service are restricted to
those individuals who, on the date they submit
their applications, actually reside within the deliv-
ery or service area of the vacancy post office.

b. Publicize the vacancy and the invitation to
submit applications through notices to any orga-
nizations and publications in the community
served by the vacancy post office.

¢. Provide the OIC at the vacancy post office
with an adequate supply of Forms 2591, Applica-
tion for Employment; Form 2181, Authorization for
Release; and self-addressed penalty envelopes for
use by the public in the submission of applica-
tion. At the expiration of the required 10 calen-
dar day posting period, the OIC of the vacancy
post office returns any unused forms and self-
addressed penalty envelopes to the SCM.

322 Individuals outside the Postal Service in-
terested in applying for a vacant postmaster posi-
tion posted for outside recruitment must com-
plete Forms 2591 and 2181 and submit them
with the necessary proof of veteran preference, if
applicable, in the pre-addressed penalty envelope
provided for that purpose. The SCM allows a
reasonable time, but not less than three days
after receipt of the posted Notice 1 (see
542.831a) from the OIC, for receipt of any appli-
cations filed on the last day of the required post-
ing period.

333 Veteron Preference

a. Applicants from outside the Postal Service
are responsible for providing the Postal Service
with necessary documents to substantiate a claim
for any type of veteran preference. (See Section
240 of this Handbook for further information on
veteran preference.)

b. The register of eligibles, established in ac-
cordance with 542.334a, indicates the type of vet-
eran preference to which each applicant is enti-
ted by the proper endorsement beside the name
of the candidate (see 241.62).

¢. A veteran may not be passed over and a non-
veteran ranking lower on the register of eligibles
selected without proper justification. Such justifi-
cation must be submitted prior to selection to the
General Manager Field Division for disposition.

334  Eiigibliity, Quolification, and Sultebility In-
vestigation
a. As soon as possible after expiration of the
time allowed for receipt of applications, the SCM
forwards to the Inspector in Charge (I in C) all of
the forms and necessary supporting documents
received, the Notice 1 that was posted at the
vacancy post office, and copies of any other no-
tices publicizing the vacancy, together with a re-
quest that an eligibility, qualification, and suit-
ability investigation be made of each individual
applying and that a register of eligibles be estab-
lished. Send a copy of the request to the Region-
al Chief Postal Inspector.
b. The register of eligibles is consuucted as
follows:
Group 1. All qualified and suitable applicants
entitled to “CP” preference, listed in order
of their relative qualifications.
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Obtain Approval From
Asst.
Vacancy Field Director Regional Postmaster
MSC Manager Human Director Human Genenral,
Resources Resources Employee
Relations Dept.
A. Postmaster Positions:
EAS-A through 15... g i R e R b T SR AR F PR 2 ¢ 2 e A X
EAS-I8 2 abOVE...........cocoovcinmiissiiacesnrssuasssscasassnrassasnssarafosassnsssisvoassses sensrnsans + X
B. Technical and speuallzed posmons at EAS—” and SRR s . &
above.
C. All other positions:
EAS-13 and below in associate offices.............cccorvurcamnnceee| X
All others at EAS-16 and below (Field)... e M ) (o N~ X
EAS-16 and below in Regional Headquaners miinbiatnns s sasnsremnasn nes baiiliss Bt L S v it IR
EAS-17 and above—all offices... [ X

Exhibit 542.3 Approval for Outside Recruitment

Group 2. All other qualified and suitable ap-
plicants listed in order of their relative quali-
fications.

¢. Upon completion of the investigation re-
quested by the SCM, the 1 in C forwards to the
SCM the following:

(1) The Postal Inspector’s Invcsugauve Report
of the eligibility, qualifications, and suitability of
each applicant.

(2) The register of eligibles established by the
Postal Inspector incident to the investigation of
applicants.

(3) The original documents furnished by the
SCM in accordance with 542.334a.

.335 A recommendation to the General Man-
ager, Field Division, for an appointment from
outside the Postal Service must be accompanied
by specific justification statements from the SCM.
No review committee is required when making a
selection from an Inspection Service register of
eligibles.

543 Noncompetitive Selection Procedures
543.1 Priority Consideration

11 In filling positions, it is Postal Service
policy to consider employees in the following
groups (in the sequence listed), before using the
competitive procedures in 544. These employees
may be selected noncompetitively, provided they
meet the position requirements. (See 543.3 when
these employees apply or are nominated for an
announced vacancy.)

a. Assignment of employees who were previ-
ously granted specific retreat (or return) rights.

b. Assignment of employees occupying abol-
ished positions, unless assignment is to a higher
grade position. ELM 354 describes the assign-
ment procedure, including the area of employee
consideration.

¢. Assignment of employees serving in lower
grade positions to their previous (or intervening)
grades or positions from which they were re-
duced after March 3, 1973. This provision does

not apply to a reduction which was for discipli-
nary reasons or which was initiated at the request
of the employee. It does apply when an employ-
ee’s position was abolished and management of-
fered the employee a lower grade position, which
the employee voluntarily accepted. ELM 354.28
and 354.44 describe the assignment procedure.

d. Assignment of employees serving in lower
grade positions with a higher (saved) grade to
positions at the saved grade (or intervening
grade). Assignment of such employee is governed
by the same procedure as that described in ELM
354.28 and 354.44.

e. Reassignment or promotion of MAS Master
Instructors who are at or near completion of their
2-year assignment with the Office of Training and
Development. The gaining installation and OTD
may request the APMG, Employee Relations De-
partment, to waive the 2-year requirement in the
best interest of the Postal Service. Regional Post-
masters General are provided current information
on the qualifications and availability of all eligible
MAS Master Instructors. Promotion without com-
petition is limited to positions which are not
more than three grades above the individual’s
permanent grade.

£ Reass:gnment or promotion of management
associates, management trainees, and trainees in
other Service-wide or region-wide programs who
have successfully completed their development
programs (except for postmaster vacancies).
Other conditions and himitations on the noncom-
petitive promotion of these individuals are de-
scribed in the respective program issuances. Each
regional headquarters has current information on
the qualifications of associates and trainees as-
signed within that region.

.12 For postmaster vacancies filled noncom-
petitively under 543.11, the selecting official in-
cludes a recommendation before forwarding the
application to the Division General Manager for
consideration.

.18 For postmaster vacancies EAS-11, the
SCM must initially consider noncompetitively any
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career employee who is on the rolls of the vacan-
cy post office and who satisfactorily meets the
basic requirements and qualification standards.

5432 Reassignment and Voluntary Reduction

The competitive procedures described in 544
do not have to be followed when management
initiates or an employee requests a reassignment
to a position at the same grade or when an em-
ployee voluntarily accepts or requests, in writing,
a position at a lower grade. (See 543.3 when an
employee applies or is nominated for an an-
nounced vacancy.) The position may be located
anywhere in the Postal Service. Such an action
may be taken at any time without regard to the
sequence in 543.11. However, higher-level ap-
proval of selections, as required by 544.64, does
apply. (This section does not apply to Postmaster
vacancies.) ;

5433 Noncompetitive Selecion for Announced
Vacendes

31 General. An employee who is eligible for
selection noncompetitively under 543.1 or 5438.2
may apply or be nominated for a position as a
result of a vacancy announcement issued under
the competitive procedures in 544. Noncompeti-
tive application or nomination may be made for
any position and location for which the employee
is eligible for noncompetitive consideration. Note:
Except as provided in 543.11, postmaster vacan-
cies normally are not filled noncompetitively.

22 Precedure

321 The employee or nominating manager is
responsible for requesting, in an accompanying
letter, noncompetitive consideration for the posi-
tion and for explaining the basis for that request.
The office receiving applications refers the re-
quest and application to the selecting official for
noncompetitive consideration before a review
committee is convened.

222 The selecting official may select the em-
ployee at that time or may defer a decision until
he has had an opportunity to consider the candi-
dates recommended by the committee. There is
no requirement that the employee be selected.

228 At the discretion of the selecting official,
the committee may consider, in competition with
other applicants for promotion, the application of
an employee who applies or is nominated for an
announced vacancy at the employee’s present
grade or a lower grade.

544 Competitive Selecilen Procedures
$44.1 General

V1 Area of Consideration and Employes Cate-

J11 When a position is not filled through any
of the preceding noncompetitive procedures, it
will be filled competitively through management

nomination and employee application in response
to a vacancy announcement. Exhibit 544.1 de-
fines the minimum area of consideration and the
organization responsible for preparing the vacan-
¢y announcement for distribution to all organiza-
tions and installations within the area of consider-
ation.

112 As an exception to Exhibit 544.1, RPMGs
and General Managers, Field Divisions may nomi-
nate employees from any location in the Postal
Service for any vacancy in their region or divi-
sion, provided those employees are considered in
competition with candidates within the area of
consideration.

.12 Eligibility. Only career employees are eligi-
ble for promotion. Employee eligibility under the
competitive procedures is based on the person's
permanent position and grade (including saved
grade), and not on a part-time, ad hoc, or tempo-
rary assignment (detall) or temporary promotion
to a different position or grade.

.13 Time-in-Grade Rule. An employee is not
eligible to apply or be nominated for promotion
under the competitive procedures to a position at
EAS-17 or above if the employee has been pro-
moted (or initially appointed to the Postal Serv-
ice) within the year immediately preceding the
dosing date of the vacancy announcement. An
employee is not eligible to apply or be nominated
for promotion under the competitive procedures
to a position at EAS-16 or below if the employee
has been promoted (or initially appointed to the
Postal Service) within the 6-month period imme-
diately preceding the closing date of the vacancy
announcement. A postmaster at any level is not
eligible for promotion or reassignment until 1
year from the date of appointment to the post-
master position. Excsption: These restrictions do
not apply:

a. When the appropriate official as listed in
542.3 determines that outside recruitment may be
required.

b. To postal employees of field installations
(below the Regional District office level) applying
or being nominated for positions in their present
installations.

¢. To employees described in 543.11c and f.

d To an employee whose only promotion
within the restricted period resulted from re-
ranking of a position.

e. To employees whose names are on the PCES
Candidate list.

544.2 Vaconcy Announcement

21 Before a vacancy announcement is issued,
an appropriate area of employee consideration
must be chosen. Exhibit 544.1 lists the minimum
area for each vacancy. If the minimum area is not
expected to produce three or more applicants
who meet the position requirements, the initial
announcement may be opened to an expanded
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Minimum Area of iy nization Preparing
Ny G Consideration s s e Vg Aot
Pert 1—Pesimaster Vacondes
EAS-A through 15....................... MSC-wide (8) (4) (5) cocvvveeenreeeend] Al esiai e snestane MSC.
| e S T e i Division-wide (3) (5).........cov......| Within 6 grades (or 8 PM | Division.
levels®).
EAS-20 through 22 .....................| Region-wide (3) (5) .....cccecvrvenare| SAME <o esrcscnnsensenees| USPS Headquarters.
EAS-24 and above..........cccocueenees Postal Service-wide .............cccesnn.| SAME .ot SaIDE,
Part 2—All Other Fleld Vacandes
EAS-18 and below.........ccoveen...n Installation-wide (3)......cc.oeceernnnne All....coieiivicies st reenesnen.-.| Installation with vacancy.
EAS-14 through 16..................... MSC-wide (3) (4) voocvervcrnnerarrecn] Allveciirieiiiiiiscscesssceesmrseessesneess| MSC.
EAS-17 through 19.................... Division-wide (3).........................| Within 6 grades .. Division.
EAS-20 through 22..................... Region-wide (3) ........cocconnicriens] SAME ccoiniiiiiricnssrsnacasareanenreace]. USPS Headquarters.
EAS-28 and above.......................| Postal Service-wide ............c.......l SAME ........coecviricrrirsirmrnverssseeens| SAME.
Part 3—Reglonal Office Yecancies
EAS-16 and below.......................| Regional Office and Headquar- | All............ccoevreneerirrirninncsinnneecnnsen.| OTganization with vacancy.
ters-related units within com-
muting distance.
EAS-17 through 22 ................... Region-wide (3) .......c.c.erececvuvcenn..| Within 6 grades............ccveninennnn| Same.
EAS-28 and above....................... Postal Service-wide...........ccoocveiens| SAME coiiiinnnecicnieetsriasssisissinns USPS Headquarters.

*Applies only to postmaster arplicanu for postmaster vacancies. For EAS-18 postmaster vacancies, all career employees in the
vacancy office are sometimes eligible; see 547.71?

(lC{Scc section 544.1 for general limitations on employee eligibili%a

(2) Where this exhibit shows a six-grade level restriction (i.e., at EAS-17 and above) the vacancy ma&be opened to employees at
lower grades within the area of consideration, if experience indicates that sufficient applicants who meet the position requirements are
not available using the six-grade limitation. The six-grade limitation is waived when outside recruitment is authorized. In applying the
six-grade rule, equivalent grades (subchapter 410, EIEE) are not considered.

(3) Includes all eligible employees whose permanent duty stations are located within a) local commuting distance of the vacancy
office, or b) the W‘: boundaries of the area of consideration, regardless of the employee’s employing organization. (Exception:
Employees of U eadquarters whose permanent duty stations are in the Washington, D.C., area are excluded from this minimum
area of consideration, except as provided in note (5) below.) Also includes, for postmaster vacancies, all eligible employees whose
permanent duty station is within the vacancy MSC, regardless of the employee’s organization.

(4) For vacancies at a Division office or an associate office reporting directly to a Division, the area “MSC-wide” means the
Division office and the AOs reporting directly to the Division; it does not include subordinate MSCs within the Division.

(5) Headquarters employees whose ent duty stations are in the Washington, D.C. area may apply for posumaster vacandies
in the Northern Virginia MSC, the Southern Maryland Division, and any postmaster vacancy announced Region-wide in the Eastern
Region.

Exhibit 544.1-A. Area of Consideration and Employee Categories

area, so that a subsequent reannouncement cation Standards— Nonbargaining Unit Positions, state
should be unnecessary. (See 544.4 for instruc- the requirements contained in that standard.
tions on the expended area of consideration.) (2) If there is no qualification standard in
22 (Reserved) Handbook EL-302, the following instructions
23 The vacancy announcement (Form 990 or apply to local development of qualiﬁcalion re-
Division Bulletin) must, as a minimum, include quirements:
the following information: (a) Qualifications are to include only those re-
a. ldentification of position (title, occupation quirements which are: 1) job-related, 2) impor-
code, grade, salary range, organization, finance tant to successful performance, and 3) necessary
number, and location). (Verify grade of postmas- at entry into the position. Only those require-
ter vacancies before announcing.) ments which meet all of these conditions are to
b. Statement of the geographic area of consid- be considered essential, and are to be included in
eration and the employees eligible for consider- the vacancy announcement's statement of qualifi-
ation. cations,
¢. Brief description of the duties of the posi- (b) Qualifications are to be described by actual
tion. knowledge, skills, and abilities. In most cases, ex-
d. Statement of the qualification requirements perience, education, or training is not to be ex-
for the position; i.e., the knowledge, skills, and pressed as a specific requirement, but as a
abilities which are essential, as a minimum, for method for demonstrating possession of essential
successful performance in the postion; and/or knowledge, skills, and abilities. Using Section III
specific requirements of education, experience, or of the position description as a guide, the imme-
training. diate supervisor or another individual who is
(1) If a qualification standard for the postion knowledgeable of the job should identify and

has been published in Handbook EL-302, Qualifi- compile a list of the knowledge, skills, and abili-
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ties necessary for performance of each duty state-
ment. The knowledge, skills, and abilities should
then be screened to remove duplicates and to
determine those which are essential; i.e., those
which meet the conditions stated above in (a).
Generally, the final list should contain between 7
to 12 essential knowledges, skills, and abilities.

(¢) Specific requirements of experience should
not be included unless they meet the conditions
stated above in (a). If included, the kind of quali-
fying experience is to be described; specifications
of the amount of experience (e.g., number of
years) are not to be used.

(d) Specific requirements of education or train-
ing should not be included unless: 1) they meet
the conditions stated above in (a), or 2) there is a
recognized academic degree, license, certification,
or training requirement associated with the posi-
tion. If included, the kind of qualifying education,
course work, or training is to be described; terms
such as “levels of understanding (college or uni-
versity)” are not to be used. Very few postal
positions require an academic degree. Examples
of positions which currently require an academic
degree are engineer, attorney, nurse, medical
doctor, and psychologist.

(e) Some examples of requirements which do
not meet the conditions described in (a) are:

(1) A barely relevant kind of expenence, or
rarely used skill or ablllty, in comparison to the
real needs of the posmon,

(2) Education requirements which are unrea-
sonable or unnecessary for the performance of
critical job duties;

(3) A requirement which could readily be met
by a brief, initial period of orientation in and/or
familiarization with the position, or for which
formal tralmng will be provided after entry,

(4) A requirement which unduly restricts the
number of candidates or favors a particular candi-
date;

(3) A requirement not essential to the immedi-
ate position (such as one based on a possible
future assignment), except in the case of trainee
positions where ability and potential to achieve
higher levels in the occupation are required.

(/) The information developed in 2)(b)-(d)
should be included in the vacancy announce-
ment’s statement of qualifications and retained in
the permanent vacancy file to document the job-
relatedness of the qualification requirements used
and for use by the review committee during the
selection process. __

(3) Contact the Field Director, Human Re-
sources for assistance. Divisions requiring assist-
ance may contact the Headquarters Office of Se-
lection and Evaluation. Do not use Section IV of
the position description, or the qualification
standards in Personne] Handbook X-118 B, Qual-
ification Standards for Ppstal Field Service to develop
quatification reqmnements

e. If appropriate, a statement that the review
committee or the selecting official may later re-

quest applicants to submit written samples of
their past work (as described in 544.541 and
544.623).

/- Application requirements as explained in
554.3 below.

g Closing date for receipt of applications and
address to which applications are to be submit-
ted.

24 (Reserved)

.25 All installation heads ensure that vacancies
are posted on employee bulletin boards in all
postal installations under their jurisdiction. Postal
management must make information readily avail-
able to all employees so they know what the eligi-
bility and qualification requirements are for each
vacancy on the list, and how to make known their
interest in being considered.

26 A vacancy does not have to be announced
if the same or an identical vacancy was an-
nounced previously and fewer than 60 calendar
days have elapsed since its closing date. The two
vacancies must have the same position title, occu-
pation code, grade, location, tour (where applica-
ble), and position requirements. The selecting of-
ficial has the option to use the previous applica-
tions received. If the review committee has al-
ready completed its deliberations, the selecting
official has the option to select for the second
vacancy from among the candidates recommend-
ed by the committee for the first vacancy, provid-
ed at least three candidates were recommended.

.27 Candidate List

271 In large installations, there may be a
number of identical vacancies (same title, level,
and occupation code) which are filled over a
period of time and require many vacancy an-
nouncements. Typical examples may include
General Supervisor or Manager, Staton/Branch
Operations. To expedite the selection process,
the following optional procedure may be used
with the approval of the MSC Manager.

272 A single vacancy announcement may be
issued to cover current and anticipated vacancies.
The announcement must clearly state that appli-
cations will be considered for current and subse-
quent vacancies up to 120 days, commencmg with
the date the review committee makes its recom-
mendations.

273 The mnstallation head advises the review
committee of the number of current and antici-
pated vacancies over the 120-day period. The
committee recommends names as follows:

Number of names

Number of vacancies recaumended
(o T TR 3-5.
e L, 41-6.
o T LR 5-7.
e R L L, 6-8.
Sormore ......ccoiniiimnniinns Up to 2 times the number of
vacancies.
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274 If the list of recommended candidates
becomes depleted before 120 days, a new an-
nouncement may be issued. (Degpleted means there
are no recommended candidates the selecting of-
ficial wishes to promote, and the installation head
sausfactonly documents the nonselection of any
remaining recommended candidates to the MSC
Manager.)

275 For the purpose of using this optional
procedure only, the following exceptions apply:

a. Immediately after submitting its recommen-
dation memorandum, the committee notifies. all
applicants in writing as to whether they were rec-
ommended. This is an exception to 544.547.

b. Because the recommended candidates
remain eligible for selection for up to 120 days,
the selecting official is not required to  notify
those not selected. This is an exception to
544.626.

276 All other requirements of this subchapter
must be observed, e.g., area of consideration, em-
ployee eligibility to apply, designation and com-
position of review committee, interviews, and
higher-level review and approval of selection.

5443 Agpplication Requirements

31 To apply or be nominated for an an-
nounced vacancy, an eligible employee completes
Form 991, Application for Promotion or Assignment,
pages 1-3. The employee’s immediate supervisor
and the next higher-level supervisor promptly
complete and sign the recommendation on page
4. A copy of the completed supervisors’ recom-
mendation is then made available to the employ-
ee upon request. The 991s are forwarded to the
address specified in the vacancy announcement,
for receipt by the state closing date.

32 An incomplete application, including one
without recommendation of both supervisors,
may cause the employee to be eliminated from
consideration by the review committee, unless the
employee or the supervisor provides an explana-
tion which is acceptable to the committee. If the
employee and one of the supervisors are appli-
cants for the same vacancy, that supervisor pre-
pares a recommendation and an explanation to
that effect on the Form 991.

544.4 Expanded Area of Consideration

41 Optional

411 To obtain additional candidates, the area
of consideration may be expanded beyond the
minimum area listed in Exhibit 544.1 to the ap-
propriate area listed in Exhibit 544.41 or to a
larger area.

412 The area of consideration does not have
to be expanded beyond the minimum area listed
in Exhibit 544.1 if at least one applicant or nomi-
nee meets the position requirements or if the
review committee recommends at least one candi-
date to the selecting official. (See 544.513 and
544.544.)

Minimum area Mi“im“ml i
Division-wide ..... Region-wide.
MSC-wide .......... Division-wide.
Installation-wide MSC-wide.

Exhiblt 544.41. Minimum Expanded Area

42 Required Expansion. The area of consider-
ation must be expanded if there are no applicants
or nominees within the minimum area who meet
the position requirements or if the review com-
mittee does not recommend any candidates to the
selecting official. The required minimum expanded
area is listed in Exhibit 544.41. See 544.43 on
maximum expansion for positions at EAS-19 and
below. _

A3 Maximum Expansion (EAS-19 and Below)

431 For vacancies at EAS-14 through 19 in
field installations, the area of consideration is
normally not expanded beyond region-wide. If
there are no applicants or nominees within the
region who meet the full position requirements,
the Field Director, Human Resources may au-
thorize outside recruitment (if permitted by Ex-
hibit 542.3), or request that the APMG, Employ-
ee Relations Department:

a. announce the vacancy Service-wide, if there
is a reasonable expectation that fully qualified
applicants are available elsewhere in the Service.

b. authorize recruitment outside the Service if
experience indicates that qualified postal employ-
ees are not available.

.432 For vacancies at EAS-13 and below in
field installations, the area of consideration is
normally not expanded beyond MSC-wide. If
there are no applicants or nominees MSC-wide,
the office with the vacancy may request approval
to begin recruiting outside the Service (See
542.3). Exception: EAS 11-13 postmaster vacancies
are normally expanded Division-wide when neces-
sary.

433 Vacancies at EAS-14 through EAS-19 in
regional headquarters, which cannot be flled
within the region, are normally announced Serv-
ice-wide. The area of consideration is normally
not expanded in filling vacancies at EAS-13 and
below in regional headquarters.

544.5 Review Committee

51 General

511 A review committee is an independent
body with at least three members. Each member
is responsible for exercising good managerial and
professional judgment in recommending to the
selecting official those individuals who best meet
the requirements of the vacant position. (Note:
See 542.2 for definition of the term ‘*“best
meets.””) The evaluations and recommendations
of the committee must be made fairly, objectively,
and independenty of personal bias or others’



21569, 6-5-36, ho- )

POSTAL BULLETIN

undue influence. Neither the committee nor any
individual member of the committee, regardless
of reporting relationship, represents the selecting
official. If necessary, the committee may discuss
the criteria with the selecting official, particularly
where the vacancy announcement lists minimum
qualification requirements. It also must advise the
selecting official if at least three qualified candi-
dates cannot be identified and recommended.

572 Each member of the committee is inde-
pendently responsible for being familiar with
these policies and procedures. Any member who
believes these policies and procedures are not
being followed should attempt to resolve the
issue with the other members of the committee.
Failing that, the member is required to advise the
MSC Director, E&LR, or Field Director, Human
Resources, as soon as possible.

513 A review committee is not required if five
or fewer applications (including nominations)
have been received. If a review committee is not

used, the selecting official interviews all the avail-

able applicants and nominees individually, and
selects the one who best meets the position re-
quirements. As an alternative to considering only
these applicants and nominees, the selecting offi-
cial may request to have the area of consideration
ded further. For postmaster vacancies, the
SCM (or Division Director, Field Operations) as
the recommending official, must interview all ap-
phcants if a review committee is not used.
of Members
.ﬂl The following officials designate review
committee members:

v Organization with Committee members

vacancy designated by—
Postmaster | All levels.................. General Manager, Field
vacancies. Division Note: may be
delegated to Manager,
Employment and

[ Development, at the
Division level.

Other Associate office

MSC Manager, Note:
vacancies.| reporting to an

may be delegated to
SC Director, E&LR.

Division; or MSC, | General Manager, Field

BMC, AQ, or Division Note: may be
other delegated to Manager,
installations Employment and
reporting Development, at the
directly to a Division level.
Division.

Regional Office........ RPMG.

S22 In filling positions at_EAS-1 through
EAS-18 (except postmaster positions) these offi-
cials may delegate the authority to designate
review committee members to the head of the
organization with the vacancy. RPMGs may dele-
gate the authority to designate review committee

members to the Regional Directors when filling
positions at EAS-22 and below within their de-
partments.

523 In designating 2 review committee
member from an organization not under their
jurisdiction, the officials listed in 544.521 are re-
quired to obtain the concurrence of the head (or
appropriate functional head) of the other organi-
zations.

53 Composition of Commiitee

3531 Designation Reguirements

a. The official who designates the review com-
mittee is responsible for assuring that the com-
mittee is composed of members who:

(1) Have a reputation for being fair and objec-
tive, and '

(2) Fully understand the equal employment op-
portunity program objectives of the Postal Serv-
ice, and the need to achieve those objectives,
consistent with the requirement to recommend
applicants who best meet the position require-
ments.

b. The official who designates the review com-
mittee is responsible for making every effort to
designate at least one woman or minority em-
ployee to serve on the committee. If necessary,
the next higher level of management provides
assistance in identifying available women or mi-
nority employees who meet the other criteria for
membership.

532 Grode Level of Commiiise. Review com-
mittee members must be EAS employees at a
grade equal to or higher than that of the vacant
position. (PCES executives are eligible to be
members regardless of the grade of the vacancy.)
If such an employee is not availble, an individual
who is in a lower grade position, but at a man-
agement level equivalent to the vacancy, may
serve on the committee. (For example, an MSC
director may be a committee member in filling a
higher grade MSC director position, as they are
at an equivalent management level). For review
committee membership, grade means an individ-
ual’s permanent (or saved) grade, and not a part-
time or temporary grade resulting from a tempo-
rary assignment (detail), ad hoc assignment, or
temporary promotion.

533 Restrictions

a. Neither the supervisor of the position to be
filed nor any manager exercising authority over
the supervisor, up to and including the selecting
official, may serve on the review committee or
participate in its deliberations.

b. A manager who has evaluated an applicant
on Form 991 is ineligible to serve on a review
committee which will consider that candidate. (An
exception to this may be made by the official who
designated the review committee, when it is im-
practicable to designate another manager. The
reasons for making the exception must be fully
documented and placed in the vacancy file.)
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¢. Exceptions to review committee membership
(Exhibit 544.534) may be approved only by the
General Manager, Field Division, and this author-
ity may not be delegated. The reasons for making
the exception must be fully documented and
placed in the vacancy file.

534 Membership

a. Reviewing committee members will include
those individuals listed in Exhibit 544.534.

b. If there is no person available in the vacancy
office who meets the other criteria for member-
ship, a member from a different office is desig-
nated. That person must meet the criteria for
membership.

¢. For a professional or highly technical posi-
tion covered by Exhibit 544.534, a minimum of
two members with a high degree of expertise in
that particular professional or technical field is
designated.

335 Filling EAS 1-16 Positions. In filling posi-
tions at EAS-1 through EAS-16 in 2 field installa-
tion, at least one member of the review commit-
tee is from a different office. The other members
are from the vacancy office. If an insufficient
number of individuals who meet the membership
criteria is available in the vacancy office to serve
on a committee, the installation head requests
assistance from the next higher organization.

536 Filling Speciol Emphasis Positions. In fill-
ing positions in the Hispanic Program, the
Women’s Program, and the Employee Assistance
Program (EAP), 2 member from at least the next
higher program level is included on the review
committee.

587 Certain Technical Posiions. In filling cer-
tain technical positions, a member from Head-
quarters or Regional Staff may serve as the third
member of the Review Committee. Examples of
such positions are those senior positions in mail
classification, plant maintenance, and address in-
formation systems.

.54 Duties of Committee

541 General

a. The committee considers the Forms 991 of
all competitive applicants. (The term applicants
refers to both applicant and nominees.)

b. The committee may require applicants to
submit written samples of their past work which
demonstrate their abilities in requirements direct-
ly related to the vacant position. However, the
committee is prohibited from requiring applicants
to take a written test, to write a paper on a
specified topic, to analyze and solve in writing a
prescribed managerial or technical problem or to
undergo any other kind of written examination.

542 Interviews

a. If the committee desires to interview appli-
cants, the selecting official must be notified. As a
minimum, either the committee or the selecting
official must interview individually all the candi-
dates recommended for the position by the com-

mittee. For postmaster vacandies, cither the com-
mittee or the SCM must interview individually:

(1) Al candidates recommended by the review
committee, and

(2) All eligible candidates from the vacancy
office, whether or not they were recommended by
the review committee.

b. If both the committee and the selecting offi-
cial are interviewing an employee from another
location, the two interviews should be conducted
during the employee’s same trip, whenever possi-
ble, to reduce travel expenses. (Employees are
responsible for being available for interview re-
gardless of personal plans, such as scheduled
leave.) The committee should make a reasonable
effort to accommodate individual schedules, but

Vacan Organization with Review-committee
¥ vacancy mem

EAS-17 or | Associate Office ...... 1. Functional MSC
Higher. director or designee.®

2. Member from vacancy
office.

3. Member from a
different office.

Division; or MSC, | 1. Functional member
BMC, or other from vacancy Division.
installation 2. Member from vacancy
reporting to the office.

Division. 3. Member from a
different office.

Regional Office.......

. Functional member
from HQ or Regional
office.

2. Member from vacancy

Regional office.

3. Member from a

Davision or MSC.

Postmas- EAS A-13 ..............} 1, 2, and 8. All members
ters *¢ from within vacancy
MSC.OOO
EAS 15-22 ..............| 1. Director from vacancy

Division (or designee).
2. Member from vacancy
MSC“..
3. Member from
different MSC (or
Division).

EAS-24 and above..| 1. Division Director
from vacancy Division.

2. MSC Director from
vacancy MSC.*

3. AO postmaster from
vacancy Division (or
different Division).

Notes:

*For vacancies at AOs reporting directly to a Division, this
member is the functional Division Director, or designee.

®sAll postmaster review committees must have at least one
postmaster member.

s#3For vacancies reporting directly to a Division, these
members are from the vacancy Division.

Exhiblt 544.534 Review Committee Membership
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is not required to delay its proceedings or recom-
mendations. , ;

a. The committee recommends at least three,
but not more than five, candidates who best meet
the position requirements. The committee pre-
pares a memorandum (signed by all members) to
the selecting official, listing the names of the rec-
ommended candidates. Recommendations are
submitted in alphabetical order of the candidates’
last names. The Forms 991 (and written work
samples, if required) on the recommended candi-
dates are also. furnished to the selecting official.

b. For postmaster vacancies: .

(1) A narrative evaluation is prepared by the
immediate supervisor for:

—each candidate recommended by the
review committee, and
—each local eligible who applies, whether
recommended by the committee or not.
This evaluation (see Exhibit 544.543) is reviewed
by the next higher-level manager who may add
any appropriate comments to the file. These eval-
uations are nof made available to the review com-
mittee, but are forwarded to the recommending
official for consideration in making a recommen-
dation. |

(2) The SCM (or Field Director, Field Oper-
ations for AO’s reporting directly to a Division)
prepares 2 brief comparative analysis of the can-
didates recommended by the committee, as well
as any local candidates, then recommends one of
the candidates for appointment. The complete
file (see 544.9) is then forwarded to the General
Manager, Field Division, for final approval and
appointment.

{3) If the General Manager, Field Division, de-
clines to appoint any of the recommended candi-
dates, the vacancy is republished with or without
an expanded area of consideration.

544 Recommendation of Only 1-2 Candidates.
If the review committee recommends only one or
two candidates, the committee notifies the official
who designated the committee. That official may
either:

a. Authorize the selecting official to consider
the recommended candidate(s) and make a selec-
tion, or

b. Arrange to have the vacancy reannounced
with an expanded area of consideration.

545 Reannouncements. If the area of consider-
ation is expanded, any candidate recommended
by the committee need not reapply, but is consid-
ered in competition with applicants responding to
the new vacancy announcement. The same or a
different review committee may be used.

46 No Candidates. If the
review committee does not recommend any can-
didates, the vacancy is reannounced with an ex-
pandc2d area of consideration, as described in
544.42.

547 Notification. The committee’s written no-
tifications to applicants not recommended to the
selecting official are withheld until after the se-
lecting official advises the committee that a selec-
ton has been made and approved. See 544.275
for exception when selecting from a candidate
list.

544.5 Selection

61 Definition of Selacting Offidal. The select-
ing official is normally the supervisor or manager
to whom the vacancy reports. All selections are
subject to higher level review and approval (see
section 544.64). For postmaster positions, the
General Manager, Field Division, is the appoint-
ing offical and the recommending official is as
follows:

Postmaster vacancies Recot?ﬂ?:f;;dmg Approving official
AO Postmaster MSC Manager .....| General Manager,
Vacancies Field Division.

Reporting
directly to MSC
Manager.

AO Postmaster Division General Manager,
Vacancies Director, Field Field Division.
Reporting Operations.
directly to
Division.

62 Selecting Offidal's Responsibllity

621 The selecting official chooses the individ-
ual who best meets the position requirements
from among the candidates recommended by the
review committee. (See 542.2 for definition of the
term “‘best meets.”).

4622 The selecting official must individually
interview all the recommended candidates, unless
the review committee has already done so. To
reduce travel expenses, interviews by the review
committee and the selecting official should be
held during the employee’s same trip, whenever
possible. (Employees are responsible for being
available for interview regardless of personal
plans, such as scheduled leave.) The selecting
official should make a reasonable effort 10 accom-
modate individual schedules, but is not required
to unduly delay the selection process.

-623 Unless the review committee has already
provided them, the selecting official may require
all of the recommended candidates to submit
written samples of their past work which demon-
strate their abilities in requirements directly relat-
ed to the vacant position. However, the selecting
official is prohibited from requiring candidates to
take a written test, to write a paper on a specific
topic, to analyze, and solve, in writing, a pre-
scribed managerial or technical problem, or to
undergo any other kind of written examination.
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.624 The selecting official must make the se-
lection exclusively on merit, and must not pre-
select a candidate. In addition, no action should
be taken which will create the impression that all
candidates are not given a fair opportunity to be
selected, or that a candidate has been pre-select-
ed. The selecting official must not attempt to
influence the deliberations or recommendations
of a review committee.

.625 If the decision is not to select any of the
recommended candidates, the selecting official is
required to justify the nonselection and obtain
approval (through management channels) from
the designating official listed in 544.521 before
taking any further action to fill the vacancy.

.626 After a final selection has been made and
approved, and the individual has accepted the
offer, the selecting official notifies the other rec-
ommended candidates in writing. See 544.275 for
exception when selecting from a candidate list.

.63 Interview and Reporting Arrangements. Ar-
rangements to interview applicants or to obtain
reporting dates on selected candidates are made
through the employee’s supervisors or employing
office. Exception: Such arrangements involving em-
ployees of USPS Headquarters are made through
the Field Director, Human Resources, and the
General Manager, Headquarters Personnel Divi-
sion.

64 Selection, Review, and Approval

641 All selections (whether promotion, reas-
signment, or other type of personnel action) are
normally made by the supervisor or manager to
whom the vacancy reports, subject to next higher-
level review and installation head approval. (This
general policy is not intended to restrict manage-
ment’s authority to assign or reassign nonbar-
gaining people.) At regional offices “installation
head” means the department head, who is the
regional director.

.642 The required higher-level review and ap-
proval must be accomplished before the person-
nel action is effected or the selection announced.

643 If the selecting and reviewing officials
cannot resolve a difference over the selection, the
issue will be referred to the approving official for
resolution. Any selection not approved will be
returned to the selecting official who will make
an alternate selection from among the recom-
mended candidates. This selection will also be
subject to review and approval.

.644 If there are other levels of management
between the reviewing and approving officials,
the approving official may authorize additional
levels of review.

645 For vacancies reporting directly to instal-
lation heads, the reviewing official is the function-
al director at the next higher management level,
and the approving official is the installation head
to whom the reviewing official reports.

646 For postmaster selection, the SCM (or
Division Director, Field Operations) recommends,
and the General Manager, Field Division ap-
points; also see section 547. For postmaster posi-
tions at EAS-24 and above, the selection must be
approved by the RPMG prior to appointment.

647 Exceptions: Clerical positions reporting
directly to a Division General Manager or Re-
gional Director do not require higher-level review
or approval.

544.7 Modifications for Certain Positions

.71 Filling Positions on Ad Hoc Basis

711 Certain nonbargaining positions in the
EEO and Hispanic Programs are filled on an ad
hoc basis. Modifications to the procedure for fill-
ing these positions are as follows.

712 The minimum area of employee consid-
eration is the same as the area served by the
position (installation-wide, MSC-wide, division-
wide, or region-wide), regardless of its grade.

713 If there are fewer than three applicants
within the minimum area, or if the review com-
mittee recommends fewer than three candidates,
the selecting official may either select from
among the available applicants or recommended
candidates, or request, through management
channels, that the vacancy be reannounced with
an expanded area of consideration.

72 (Reserved)

544.8 Temporary Assignments (Details)

81 Policy. The policy on the use of temporary
assignments (details) is described in ELM 353.3.

82 Time Limitations

.82] Six-Month Yime Limi. Newly promoted
employees may not be detailed to another posi-
tion until 6 months has elapsed from the date of
promotion, except in emergencies with the ap-
proval of the MSC Manager.

822 Sixty-Day TVime Lim#t. The following
policy applies when a vacant position covered by
this subchapter is filled by higher-level temporary
assignment (detail), pending selection of a person
for permanent assignment. An individual may be
assigned to the position from the same or an-
other installation for a total of not more than 60
calendar days. If that individual is an applicant
for the position, the higher-level assignment must
be terminated before the 61st day. If that individ-
ual is not an applicant, the next higher level of
management may approve an extension of that
person’s temporary assignment beyond 60 days,
until a selection is made and approved and the
new incumbent assumes the position. An individ-
ual who has served in a vacant position for more
than 60 days is ineligible for appointment to that
position. (This rule does not apply to PCES can-
didates except when filling postmaster positions.)
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83 Excdusions. The 60-day time limit does not
apply:

a. If the assignment is to a position at the same
or lower grade,

b. During the temporary absence of the incum-
bent,

¢. To an OIC assignment (see 544.84),

d. To people detailed to an initial-level supervi-
sor position (see 537.3).

84 Officer-in-Charge (OIC)

a. An OIC is an employee assigned the respon-
sibilities of a postmaster position on a temporary
basis. An OIC:is appointed when a postmaster
position is vacant, pending filling of the position
on a permanent basis; or when a postmaster is
temporarily absent, or is expected to be absent,
from the position in excess of 30 continuous cal-
endar days. When a postmaster is temporarily
absent, or is expected to be absent, for 30 contin-
uous calendar days or less, the senior supervisor,
Postal Operations Administrator, or leave re-
placement, as appropriate, performs the essential
duties of the postmaster position, without being
designated as OIC.

b. Unless specific approval is granted in ad-
vance by the Field Director, Human Resources,
an employee will not be permitted to serve in an
OIC assignment for more than 180 calendar days.
Exception: If the 180-day period expires in the
month of December, the assignment will be ex-
tended to the end of the first full pay period in
January in the following year. (Note: The 180-day
limitation does not apply to an OIC assignment
to a postmaster position ranked at EAS grades A
through 11.) .

¢. An employee serving or having served in an
OIC assignment during a current vacancy at an
EAS-13 or above post office, is ineligible for ap-
pointment to the current postmaster vacancy. In
unusual circumstances (e.g., sparsely populated
geographic areas), an exception may be made
with the prior approval of the Field Director,
Human Resources.

d. The restrictions in 544.84b & ¢ do not apply
when an employee is assigned as OI€C during the
temporary absence of the postmaster.

25 Developmental Opportunity. Where con-
sistent with meeting operational requirements,
temporary assignments should be used as oppor-
tunities to provide employees with experience
which will benefit their career development. First
consideration for nonbargaining unit details or
other special assignments will be given to non-
bargaining employees. Selection of employ-
ees for temporary assignments should reflect the
affirmative action policy of the Postal Service and
insure that women and minority employees are
utilized in all levels of these assignments.

544.9 Vacancy File

91 Establishment. For each position filled
under the competitive procedure, a vacancy file is
established. It is identified and maintained by va-
cancy announcement number and/or position
tide.

92 Contents

921 Only the following documents (or copies)
are included in the file:

a. Vacancy announcement.

b. Position description and EL-302 qualifica-
tion standard, if one exists, or the lists of knowl-
edge, skills, and abilities, education, experience,
or training requirements which were developed
for the position, (See 544.232d).

¢. Names, position titles, and grades of all
review committee members.

d. Documentation on review committee mem-
bership if an exception was made under
544.533b.

e. Forms 991 of all applicants, including their
work samples, if provided.

f Review committee’s recommendation memo-
randum to the selecting official, signed by all
committee members.

g Copies of letters to all nonselected appli-
cants.

h. Name of candidate selected.

1. Memoranda pertaining to the review and ap-
proval of the selection.

J- Copies of completed Form 5938.

k. A record of any exception allowed to any
requirement of this chapter.

.922 Postmaster selection files also must con-
tain:

a. An organization chart for the vacancy office.

b. Form 1832, Employee Complement and Organiza-
tion Data, for the vacancy office.

¢. Operating budget of the vacancy office.

d. Community description of the vacancy office.

¢. A comparative analysis, prepared by the se-
lecting official (see 544.61), of the candidates rec-
ommended by the Review Committee as well as
any local candidate(s) whether or not recom-
mended.

S Declination statements from any local eligi-
bles who did not wish to be considered for the
vacancy.

g Most recent Form 2451, Merit Evaluation, on
all recommended and local candidates for vacan-
cies at EAS-18 or above. (Form 2452-A/B/C will
supersede Form 2451.)

h. Narrative evaluation (Exhibit 544.543) on all
applicants considered by the selecting official.

93 Retention

a. The vacancy file is retained in the selecting
official’s organization for 2 years and then de-
stroyed, unless an audit, investigation, or appeal
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is pending. The file is subject to review by higher
management on a need-to-know basis, and by
EEO professionals and officials of the Postal
Service. The file may be forwarded through
postal management channels to officials of the
Office of Personnel Management, Merit Systems
Protection Board, and Equal Employment Oppor-
tunity Commission who are acting in the per-
formance of their duties.

b. For postmaster vacancies, in addition to the
provisions in 544.93a, forward one complete copy
of the selection file to the Division Manager with
the recommendation.

94 Personal Notes. Any notes made by indi-
vidual review committee members to assist in
evaluating applicants are considered their own
property and not records of the USPS. Such
notes are not to be circulated among other com-
mittee members, nor are they to be included in
the vacancy file.

545 Funding
545.1 Relocation Expenses

11 Reimbursable. Employees who are select-
ed, competitively or noncompetitively, as a result
of applying or being nominated under a vacancy
announcement are entitled to reimbursement of
authorized relocation expenses, as described in
Handbooks F-10, 7Travel and F-10A, Relocation
Guidelines. This rule also applies when employees
voluntarily apply for announced positions at their
present or lower grades and are selected. Allow-
able relocation expenses are paid by the gaining
organization.

.12 Nonreimbursable. Relocation expenses are
not paid by the Postal Service incident to other
voluntary reassignments or other voluntary
changes to lower grade positions which are not
initiated by management.

5452 Travel Expenses

Allowable travel expenses for interviews or
review committee meetings are borne by the se-
lecting official’s organization Exceptions: 1) The
Management Academy pays the interview ex-
penses for the placement of MAS Master Instruc-
tors who are at or near completion of their 2-year
assignments. 2) The SCM pays the interview ex-
penses for postmaster vacancies.

545.3 Salaries

Salaries of selected employees are set in ac-
cordance with ELM 410.

546 Reporting Requirements

All competitive promotions made under sub-
chapter 540 will be reported on Form 5938, Pro-
motion Report. The completed Form 5938 is sub-
mitted with the Form 50-A to the ELRIC, and a
copy is retained in the vacancy file.

547 Posimaster Selection Procedures
547.1 Coverage

The provisions in this section apply only to
postmaster vacancies and are in addition to the
other provisions in subchapter 540.

.11 The General Mgr., Field Division -is the
appointing official for all postmaster positions,
and this authority may not be delegated.

.12 The SCM determines the actual dates of
installation of newly appointed postmasters, but
in every instance such installations must be com-
pleted within 30 calendar days of the effective
date of the appointment.

.13 In order that the National Directory of
Postmasters can be maintained on a current basis,
the postal official responsible for the installation
of an OIC or a newly appointed postmaster sends
a copy of the completed Form 2030, Report of
Installation— Postmaster/0OIC, to the USPS Histori-
an, Room 10400, USPS Headquarters, 475 L’En-
fant Plaza SW, Washington, D.C. 20260-0012.

.14 Postmaster appointments will be an-
nounced on a monthly basis, with appointments
effective at the beginning of the last pay period
of each month. Form 1376, Postmaster Appoi
List, must be completed and submitted 8 working
days prior to the effective pay period to the Se-
lection Systems Administration Branch, Room
9671, U.S. Postal Service Headquarters, 475
L'Enfant Plaza, S.W., Washington, D.C. 20260-
4256. Mark the envelope “Restricted Informa-
uon—Form 1376.” Form 1376 is not available
from area supply centers. Reproduce it locally
from Exhibit 547.14.

547.2 Avuthority to Fili Vacancles

21 The Division Managers authorize the fill-
ing of vacant postmaster positions existing within
their respective divisions.

22 To the extent possible, all vacancies in
postmaster positions must be filled within 90
days of the date the position became vacant. In
those instances where the effective date of a va-
cancy is known in advance by reason of written
notification of retirement or resignation of the
incumbent, every effort must be made to com-
plete the nomination, selection, and appointment
process to preclude the necessity of installing an
OIC.

28 In those instances where the Division
Manager determines a vacant position is not to
be filled pending a final decision on a proposal to
discontinue or consolidate a post office, the va-
cancy is not announced until a final decision is
made to retain the post office.

547.3 Community Invelvement

Postmasters are expected to identify with and
be appropriately involved in the communities
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they serve. If necessary, the General Manager,
Field Division, or MSC Manager may require that
newly appointed postmasters relocate closer to
their post offices to provide the required services
and to ensure their community involvement.

547.4 One-Year Service Requirement

Newly appointed postmasters may not be de-
tailed, reassigned, or appointed to another posi-
tion in the Postal Service until one year has
elapsed from the date of appointment as post-
master, except in emergencies with the approval
of the Division Manager.

5475 (Reserved)
547.6 Requirements for Postmaster Positions

41 For Vacancies Below EAS-18

611 All candidates must show through their
total experience and background that they have
the ability or potential ability to manage the post
office at which the vacancy exists by demonstrat-
ing that they can: |

a. Carry out operational plans and procedures
economically and efficiently.

b. Operate the post office with an attitude of
responsive service to customers.

¢. Be fair and objective in dealings with others.

d. Adjust work activities and schedules to meet
emergency conditions or unanticipated require-
ments.

e. Communicate skillfully, both orally and in
writing.

[ Accurately maintain basic financial records
and stamp stock.

812 For EAS A-E, candidates from outside
the Postal Service must reside in the community
(i.e., either in the delivery or service area).

62 For Vocandes aof EAS-18 and Above

.621 Basic Requirements: All candidates must
show through their total experience and back-
ground that they have the ability to manage the
post office where the vacancy exists. This in-
cludes the ability to:

a. Foster an attitude of responsive service to
customers by the staff.

6. Devise efficient and effective operational
plans and procedures.

¢. Maintain operating costs and expenditures in
proper relationship to the authorized budget.

d. Devise improvements in work methods and
procedures.

e. Adjust work activities and schedules to meet
emergency conditions or umanticipated require-
ments."

J Communicate skillfully both orally and in
writing.

g Define assignments or projects clearly.

h. Delegate authority and responsibility, and
work with and through others effectively.

i Motivate, develop, and supervise employees
of varied backgrounds and skill levels.

J- Negotiate effectively with employee groups.

k. Deal fairly and objectively with subordinates.

.622 Experience: Applicants must clearly dem-
onstrate by their experience, within or outside
the Postal Service, that they have the ability to
organize, plan, and schedule the work of a busi-
ness-type organization in order to operate effi-
ciently within a fixed budget, assure prompt and
accurate service, and develop plans for making
the organization capable of responding effectively
to seasonal and other varations in the workload.
For EAS-24 and above, all the stated experience
must have been at an organizational level that
provided the employee with a broad perspective
of managerial responsibilities, principles, and
techniques.

547.7 Local Eligibles

71 Qualified career employees at the vacancy
post office who satisfy the following eligibility
requirements and who exercise the right of self-
nomination by the timely submission of Forms
991 are designated as eligible candidates.

a. Must be a career employee on the rolls of
the vacancy office.

b. Must be at a permanent grade (including
saved grade) which is no more than six grades
below that of the vacancy. If there are no supervi-
sors in the office permanently assigned to a posi-
tion which is within six grades of the vacancy,
supervisors more than six grades below the va-
cancy may self-nominate. Any career employee at
the vacancy post office is eligible for consider-
ation if the only authorized full time management
position is that of postmaster.

¢. Must satisfactorily meet the basic require-
ments and qualification standards.

d. Any employee reassigned to another office
within normal commuting distance who has re-
treat rights and is within grade range is consid-
ered as an eligible candidate in the office of
origin when the postmaster position is vacant.

72 Employees at the vacancy office who de-
cline to exercise the right of self-nomination are
requested to do so in writing.

73 Al local eligibles must be considered by
the selecting official when making a recommenda-
tion for appointment.

547.8 Limited Applications

Employees may not be applicants for more
than three postmaster vacancies at a time.

547.9 Disclosure of information

.91 Applicablilty of the Privacy Act. Postmas-
ter Selection Records are described as Privacy Act
System USPS 120.130. The records are, there-
fore, subject to access under Privacy Act regula-
tions and instructions (39 CFR 266 and ASM
353).
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92 Disdosure to Candidates. Upon written re-
quest of candidates, the candidates are allowed
access to, or to receive a copy of, each record
maintained on them, including evaluations.

93 Information which identifies sources who
have furnished information about the candidate
under an expressed agreement of confidentiality
must be removed prior to the release of the
record.

94 The investigative memorandum prepared
by the postal inspector may be released only by
the Inspection Service, and a report must be for-
warded to the following address for that purpose:
Chief Postal Inspector, U.S. Postal Service, Wash-
ington, D.C. 20260-2100. When forwarding, in-
clude the candidate’s written request.

CHAPTER 6—Personnel Paperwork

The February, 1985 edition of Form 2489,
Identification of Physical/Mental Disability, had a
printing error on the first six codes listed. They
should be 01, 04, 18, 15, 16 and 17. For further
guidance on handicap coding refer to P-11 611.8
and Exhibit 611.811. Section 611.8 is revised as
follows:

] ]
611.8 Reporting on Accessions of Handicapped
Persons

.81 Criteria for Reporting

.8)1) Handicap Codes. The codes in Exhibit
611.811 correspond to those appearing on Form
2489, Identification of Physical/Mental Disability.
These codes should be applied in determining

reportable handicaps under the program. After
the applicant reads the Privacy Act Statement, the
examining physician enters the applicable code
on Form 2489.

812 Ofther Other impairments,
not specifically listed in the handicap codes, but
which are relatively static and serious enough to
present a placement problem, (for example, rheu-
matic fever, phobia of heights, and neurological
conditions) should be reportied under the code
which most nearly describes the affected part of
the anatomy (body or mind). For example, re-
siduals of rheumatic fever affecting the heart
should be reported under codes 80 or 81, de-
pending on severity; and phobia of heights and
neurological conditions, under code 91.

82 Checking Use Of Proper Code. The em-
ployee who is responsible for hiring must check
the code that has been entered on Form 2489 by
the examining physician against the designations
in the exhibit, to verify that the code accurately
reflects the information provided in section E of
Form 2485, Certificate of Medical Examination. In
questionable cases, the appointing officer should
consult the postal medical officer or contact the
examining physician for clarification. In cases in-
volving multiple disabilities, use the code which
describes the impairment that would most likely
result in placement difficulties. Enter the applica-
ble code in element 37 on Form 50-B.

| ] | ] ]

These changes will be incorporated into a
future revision to Handbook P-11.

—Employee Relations Dept., 6-5-86.
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1. Decision Making/Problem Solving

Decisions are made within the framework of policy, with
consideration of:

a. What difficulty has the candidate experienced with
accepting responsibility, solving problems, making deci-

sions, and taking appropriate action?
b. What decisions has the candidate made that fall out-

side of established policy, regulations, or precedent?
¢. Does the candidate obtain all the facts in a situation
and analyze them carefully? (Give examples)

2. Budget Operations

a. What type of budgeting experience has the candidate
had (business, farm, home, club or church, etc.)? Cite spe-
cifics.

b. Has the candidate ever prepared an annual budget?
If so, for what, how much, etc.?

e~ Has the candidate had training or education in fi-
nance, budgeting, or accounting?

d, Hasthecandldaleeveradnunmteredabudget”lfso
what kind, how much, for how long, etc.?

e. Has the candidate ever initiated or administered a
cost reduction or savings program? Be specific.

3. Planning and Scheduling of Work

Post Office work requires contipuous operation 24 hours
per day and 365 days per year in many locations. There are
also peak periods, such as Christmas, when hundreds of tem-
porary employees may be added to the work force. This
makes the planning and of shifts important to ef-
ficient operations. It also points to the need for numbers of
training personnel to fill in for iliness, vacations, weekends,
etc. Keeping trained part-time flexibles is necessary, but hav-
ing excess personnel is costly and inefficient. The cost of
opemnomcanbekepttoammunumby management ex-
perienced in planning and scheduling continuous and fluc-
tating operations. Consider:

a. 'What kinds of work planning or scheduling the can-
didate has handled. (Own work, subordinates’ work, em-
ployees, money, machines, time, etc.) Cite examples.

b. Whether the candidate has short-range (job-by-job)

planning or long-range (week or longer) planning experience.

- Analysis of Postmaster Candidates
Experience, Background, and Potential

Postmaster positions are essentially management positions, and as such require people who have demonstrated the basic
requirements to manage an efficient operation. This analysis should address the specific experience, training, knowledge,
or background the candidate has which realistically supports the capability to perform in the postmaster position.

Evaluators should cite factual information which supports possession, or lack, of the basic requirements, rather than
evaluating performance or potential. Use examples of how the candidate demonstrates the requirement in actual work situa-
tions, rather than an opinion of the degree to which the candidate possesses it.

The information and questions listed below are intended to guide the thinking and considerations of postal management
in evaluating the candidate. The candidate should not be questioned directly for this analysis; rather the evaluator should
simply state the information believed to best describe the candidate’s experience, training, or knowledge in each of the areas
as applicable to the specific postmaster position for which the candidate is being evaluated.

¢. The candidate’s experience in cyclical or seasonal
or peak planning.

d. Whether the candidate’s plans incorporate a system |
for follow-through and controls.

4. Safety and Health

Great expense is involved where employee absenteeism
is high and the accident frequency and severity rate is high
for injuries to employees. Absenteeism must be kept to a
minimum because extra personnel must be available, In an
organization the size of the Postal Service this could mean
thousands of employees. All of the extra people must be
trained and included in the cost of pensions and other
benefits. This cost is usually about 25 percent of an em-
ployee’s salary. The same applies to employees who are in-
jured on the job, with the added cost of Workers’ Compen-
sation and misery to the employee. A well managed opera-
tion gives priority to controlling absenteeism and safety.
Consider:

a. The candidate’s understanding of the safety and
health responsibilities of a postmaster.

b. How the candidate relates safety and health to effi-
cient operations.

c. What relationship the candidate makes between ab-
senteeism and operating costs.

d. The candidate’s personal health and attendance rec-
ord, including current sick leave balance.

5. Customer and Community Relations

The postmaster has daily occasion to do business with
people from all walks of life in the community, and can im-
prove service and reduce costs by convincing industry and
business leaders that of service in non-peak hours,
delivery of mail to specific locations, etc., can result in better
service and lower cost. It is also important that a favorable
Postal Service image is presented to the community. Cus-
tomer and community relations experience is helpful in this
phase of a well managed operation. Consider:

a. What positions the candidate holds in community.

b, Wheﬂmﬂiecandxdatehasbemwuvemgmupsmch
as chambers of commerce, community improvement associa-
tions, homeowners’ associations, etc. (Be specific)

Exhibit 544.543 (p. 1).
Analysis of Poetmaster Candidates Experience, Background, and Potential
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¢. Whether the candidate has participated in fundrais-
ing campaigns and to what extent.

d. The candidate’s experience in selling ideas, posi-
tions, or recommendations to others, both within and out-
side of the post office.

The following areas need to be addressed only when
the postmaster position under consideration has sub-
ordinate caresr empioyees:

6. Labor Relations

Management rights include, but are not limited to, hir-
ing, directing, and disciplining employees, and managing
the operations. These are the exclusive functions of manage-
ment and cannot be assumed by employees or other per-
sons, whether by practice, default, or other methods.

Employees and their representatives have certain benefits
and rights and these rights have to be respected if an opera-
tion is to be well managed. Consider:

a. What is the candidate’s understanding of manage-
ment’s rights?

b. What is the candidate’s position regarding the rights
of employees and of their labor representatives?

c. What actual relationship has the candidate had with
organized labor?

7. Equal Employment Opportunity

Postmasters are responsible for the implementation of
an effective equal employment opportunity program, includ-
ing affirmative action in the recruitment and selection of
employees. Postmasters must be able to deal fairly and im-
partiaglly with all employees and customers.

a. What is the candidate’s description of an integrated
workforce?

b. What does the candidate consider are the qualifica-
tions an employee must possess for employment, promo-
tions, job assignments, etc?

c. What specific jobs has the candidate held which re-
quired demonstration of sensitivity to the needs, beliefs, and
understandings of minority groups?

8. Employee Development

Ideally, the candidate under consideration has developed
supervisors within the post office who are recognized as as-

sets; or the candidaie has developed people outside of the
post office that are recognized in industry as management
assets:

a. Cite specific examples of people who have been
trained and developed by the candidate. (Use titles, posi-
tions attained, methods employed, frequency, etc.)

b. Does the candidate delegate work commensurate
with responsibility and authority?

c. Is the advice and counsel of the candidate sought by
others? By whom?

d. How does the candidate summarize beliefs on em-
ployee development?

9. Supervision

Successful supervision requires both reward and dis-
cipline when each is deserved. The supervisor who person-
ally tells an employee about a promotion or a raise in salary,
butdoesnotmenuonpoorworkperfonnm,abwntmsm
or educational deficiencies which can be improved, is not
a good manager.

Slmsﬁ!lmpcrvmmalsoreqmmd\eahllnymddcgﬁe
responsibility to others in the organization, which prevents
inefficiency due to work overload and allows the opportunity
for development of a subordinate. Larger post offices may
have a multi-tour operation as well as several stations or
branches.

Experience in control is desirable for efficient operation.

a. What kinds of supervisory experience has the can- |
didate had? (Give titles, numbers, of subordinates, kinds of
subordinates, when, etc.)

b. Is the candidate considered a firm or a lenient super-
visor? Why?

c. What situations calling for face-to-face discussion
with employees has the candidate had? (Explain)

d. What kinds of relationships does the candidate main-
tain with supervisors at same level? ? Subordinates?

e. How frequently and to what extent does the candidate
followup the work of subordinates?

f What kinds of experience has the candidate had which
wmﬂquum:coordmanng directing, and controlling the
performance of outlying units such as associate post offices,
branches, salesoﬁcm distribution centers, warehouses, re-
gionalofﬁm,etc.(Bespeciﬁcastoexaalywhmkind,how
many, their size, their functions, when, etc.)

Exhibit 544.543 (p. 2).
Analysis of Postmaster Candidates Experience, Background, and Potential
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Appendix D—Sample Letters

Appendix D-5 Personnel Operations
Notification of Disqualification
(Based on Application Information)

U.S. POST OFFICE

(Date)

Mr. John Doe
P. O. Box A
Blythe, Ohio 44299-4444

Dear Mr. Doe:

This refers to your application for Clerk-Carrier dated
(month, day, year).

On your application you admit a conviction for theft in
Washington, D.C., in March 1978, for which you were convicted
and received a sentence of 30 days in jail or a fine of $60.

After careful consideration, we have determined that
because of your conviction, you are disqualified for employment
at present in this position.

You may make a written request for reconsideration of this
decision within 15 days. Your request must be addressed to the
undersigned at (specify mailing address).

Sincerely,

Samuel Myer
Postmaster

Appendix D-5, Sample Letter Notifying Applicant of
Disqualification (Nonmedical)
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Personnel Operations Appendix D-6

Notification of Disgualification
(Used After Letter of Inquiry)

U.S. POST OFFICE

(Date)

Mr. John Doe
P, O. Box A |
Blythe, Ohio 44299-4444

Dear Mr. Doe;

This refers further to your application for the position
of Clerk-Carrier and to our letter of (date) ‘requesting your
comments or explanation concerning information secured from
inquiries made to determine your qualification and fitness for
this position.

After careful consideration of all the facts, including
your explanation, we have found that, because of your habitual
use of intoxicating beverages to excess, your conviction record,
and your false statements in your application concerning the
conviction, you are disqualified for employment at present in
this position in the Postal Service.

You may make a written request'for reconsideration of this
decision within 15 days. Your request must be addressed to the
undersigned at (specify mailing address).

Sincerely,

Samuel Myer
Postmaster

Appendik D~-6, Sample Letter Notifying Applicant of
Disqualification (Nonmedical)
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Appendix D-7 Personnel Operations

Notification of Medical Unsuitability
U.S. POST OFFICE

(Date)

Mr. John Doe
P. O. Box A
Blythe, Ohio 44299-4444

Dear Mr. Doe:

You have been found medically unsuitable for the position'of
Mailhandler, and your name has been removed from the active
register of eligibles.

A review of your medical records and evaluation by our
Medical Officer revealed recurrent dislocations of your left
shoulder. This condition is not compatible with the strenuous
activities required for this position, which includes heavy
lifting, pushing, pulling, repetitive stretching and reaching.
Under these conditions, postal employment would place your
personal health and safety in jeopardy.

You may make a written request for reconsideration of this
determination within 15 calendar days from the date of this
letter. Your request must be addressed to the undersigned at
(specify mailing address).

You may include additional medical or other relevant
information in support of your request for reconsideration.
The medical officer will review your files and any additional
information you submit and make a determination. The best
evidence is the objective medical findings from a board
certified specialist in the field that deals with your
particular problem, or a current evaluation from the Veterans
Administration if your are receiving disability compensation.

I sincerely hope you have or will find suitable employment
which is rewarding to you. Thank you for your interest in
employment with the Postal Service.

Sincerely,

Samuel Myer
Postmaster

Appendix D-7 Sample Letter to Eligible
Found Medically Unsuitable



DON’T LET YOUR JOB
GO UP IN SMOKE
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NON-FOREIGN PER DIEM RATE CHANGES

Changes in per diem rates prescribed for official travel in Alaska, Hawaii, the Commonwealth of Puerto
Rico, and possessions of the United States effective April 1, 1986.

Locality

Maxi-
mum
Rate

L1 ET e e RSB ERN

Ft. Wainwright
Juneau ...................
e TR S G SRt TR

Rl - 5m e R AR R e feaphs o s sesy i osd

MBOIVDOIMIE £ e e ons soie bevanisanasss nanir ahses
T e SR S R S U R SRR

i ne o T e R R S M
POIODE = .o s i e iimisieinmissonsansssemvegsssiaiss
T R SR S
L P e o e S Rt L S
T R N O
Shemya AFR ¥ ... ... ooy iocussbinapsi samsamsnsonas
Sitka-Mt. Edgecombe.............cocccoieviiiinicciiiinnrinenienns
R ST B o S e SR SRS SR S|

ST e e e B SR S SO S et

Tanana........
VL R R R e
R D Lt e b s armersinsuvionsns
Yakutat .............

All Other 10CAlIES ... oorooerererrrresrers

Hawail:
* Hawaii, Island of:
ottt SR S S MR L

Puerto Rico:
Bayamon:
L o R R SRR TS S

.........................................................

$19.00
140.00
122.00
215.00
144.00
124.00
122.00
105.00
113.00
113.00
114.00
105.00
105.00
122.00
105.00
122.00
105.00
109.00
119.00
113.00
110.00
126.00
105.00
126.00
136.00
126.00
113.00
160.00
179.00
113.00
103.00

30.00
126.00
118.00
113.00
110.00
100.00
136.00
136.00
165.00
113.00
100.00

91.00

81.00

91.00

63.00
85.00
94.00
85.00
23.00
13.00

182.00
105.00

Locality r'tlmm
ate

Puerto Rico—Continved
Carolina:
5-16—12-15...cccccvvrircrinns
Fajardo (Incl Luquillo):
Ft. Buchanan (Incl GSA Service Center, Guayn-
abo):
] (A Y e SR L 5 cou et TS (e 1. 1L ]
B=l6—12-15.....ccccvvcrriimrrirrr s ensssesnsirianee] 105,00
Ponce (Incl Ft. Allen NCS) ...ccccvinmnrenrmsiccssvnecens 99.00
Roosevelt Roads:
Sabana Seca:
San Juan (Incd San Juan Coast Guard Units):
B TR e T R e 1 Sug e
Virgin lslands of U.S.:

132.00
105.00

132.00
105.00

182.00
105.00

132.00
105.00

132.00
105.00
111.00

126.00

112.00
Walkmilatal b 5500l e R G s 20.00

All Other Localities....................ccconnniinnemnsnsssanssnsssans 20.00

! Commercial facilities are not available. The per diem rate
covers charges for meals in available facilities plus an addi-
tional allowance for incidental expenses and will be increased
by the amount paid for Government quarters by the traveler.
For Adak, Alaska—when Government quarters are not uti-
lized, and quarters are obtained at the Simone Construction,
Inc. camp, a daily travel per diem allowance of $71.50 is
prescribed to cover the cost of lodging, meals and incidental
expenses at this facility.

* Commercial facilities are not available. Only Government-
owned and contractor operated quarters and mess are avail-
able at this locality. This per diem rate is the amount neces-
sary to defray the cost of lodging, meals and incidental
expenses.

3 On any day when U.S. Government or contractor quarters
and U.S. Government or contractor messing facilities are
used, a per diem rate of $13 is prescribed to cover meals and
incidental expenses at Shemya AFB and the following Air
Force Stations: Cape Lisburne, Cape Newenham, Cape Ro-
manzof, Clear, Cold Bay, Fort Yukon, Galena, Indian Moun-
tain, King Salmon, Kotzebue, Murphy Dome, Sparrevohn,
Tatalina and Tin City. This rate will be increased by the
amount paid for U.S. Government or contractor quarters and
by $4 for each meal procured at a commercial }acility. The
rates of per diem prescribed herein apply from 0001 on the
‘cjhy after arrival through 2400 on the day prior to the day of

riure.

Indicates a new locality or change in maximum rate.

—Dept. of the Controller, 6-5-86.
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Revaluation of
Postage Stamp Affixers

Effective June 6, 1986, the selling price of post-
age stamp affixers (Hem 83S5) will be increased
from $19.95 to $20.95 each. This necessitates the
following steps at all post offices:

A. Unit Reserve Stock and Stemp Credits

All stamp affixers will be returned to the Main
Stock of the post office no later than June 5,
1986.

8. Main Stock

Cross out the current price ($19.95) shown on
the label on the back of each stamp affixer con-
tainer and write the new selling price ($20.95) on
the label.

C. Accountabllity

1. CAG A THROUGH ] POST OFFICES. Multi-
ply the total number of stamp affixers on hand,
as shown on Form 3295, Daily Record of Stamps,
Stamped Faper, andNon-po:talStampsonHaud, by
$1.00. Enter the result as a write-in to Account
Identifier Code (AIC) 171, Postage Stock Revalu-
ation, in the Received section of Form 3958,
Main Stock (or Unit Reserve Stock) Transaction Record.
The accounting unit will enter the amount of the
increase as a write-in to AIC 171 on Form 3959,
Dasly Recap—Stamp Stock Transactions, and in the
receipts section of the Accountbook.

2. CAG K AND L POST OFFICES. Multiply the
total number of stamp affixers on hand by $1.00.
Enter the result as a separate line entry in the
Increase Column of Part Six—Daily Stamp Stock
Record, of the Accountbook. AIC 805, Ending
Inventory-Postage Stock will be increased by the
total amount of the revaluation. The offsetting
entry will be a write-in to AIC 171, in the receipts
section of the Accountbook.

—Dept. of the Controller, 6-5-86.

Excess Property—
Reporting and Use Of

National progress concerning serviceable,
excess property reporting and utilization by field
offices for Postal Quarters I and II, Fiscal Year
1986, has resulted in a cost avoidance to the
Postal Service of $21.2 million. All managers are
reminded that serviceable, excess property must
be timely reported and used as the first source of
supply to meet operational needs.

Field managers are to be guided by Handbook
AS-701, Supply Management, Chapter 6, and by
spedific instructions from regional offices for the
reporting and use of serviceable, excess proper-
ty.—Procurement (3 Supply Dept., 6-5~86.

Regional Revenue Protection
Branches and Mail Classification
Centers

Effective June 7, 1986, many of the functions
currently performed by Regional Revenue Protec-
tion Branches will be transferred to the newly
created Rates and Classification Centers listed
below. All forms, reports, and customer matters
normally referred to these branches should be
directed to the Centers after June 7.

Mail Classification Centers (MCCs) must con-
tinue to operate normally until June 7 when their
responsibilities will be transferred to the Rates
and Classification Centers. A memorandum will
be issued to each MCC when this becomes effec-
tive.

Rates and Classification Centers

Rates and Classification Center

Office of Classification and Rates Administration
1845 Walnut Street

Philadelphia, Pennsylvania 19196-9599

Rates and Classification Center
Office of Classification and Rates Administration
New York, New York 10095-9599

Rates and Classification Center

Office of Classification and Rates Administration
Main Post Office Building

4338 West Van Buren Street

Chicago, Illinois 60698-9599

Rates and Classification Center

Office of Classification and Rates Administration
1407 Union Avenue

Memphis, Tennessee 38165-9599

Rates and Classification Center

Office of Classification and Rates Administration
850 Chesry Avenue

$an Bruno, California 94096-9599

—Rates € Classification Dept., 6-5-86.

Pub. 347

Mailing Free Matter for Blind and
Visually Handicapped Persons

This article will clarify a requirement contained
in Publication 347, Mailing Free Malter for Blind
and Visually Handicapped Persons (October 1985).

Blind or visually handicapped customers who
are currenlly receiving postage-free service in their
delivery area are not required (o submit certifica-
tion. However, the postmaster must ensure that
the names and addresses of those customers are
kept on file in the post office. The requirement
to submit certification applies only to customers
who are new to the delivery area.

—Marketing Dept., 6-5-86.
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Copyright U.S. Postal Service 1986

Issue Date: June 30
First Day City: Atlanta, Georgia
Designer: Ron Adair
Richardson, Texas

Art Director: Jack Williams, Postal Service

Program Manager for Philatelic Design
Typographer: Bradbury Thompson

Design Coordinator

Citizens’ Stamp Advisory Committee
Modeler: Frank J. Waslick

Bureau of Engraving and Printing
Engravers: Gary Chaconas (vignette)
Gary Slaught (lettering and numerals)
Bureau of Engraving and Printing
Process: Intaglio
Color: Brown
Image Area: 0.71 x .82 inches or :
18.03 x 20.82 millimeters
Plate Numbers: One single digit
Stamps per Pane: 100
Selvage: ©Copyright 1986 U.S. Postal Service
and Use Correct ZIP Code®

Margaret Mitchell Stamp

A onescent Great Americans Series stamp hon-
oring author Margaret Mitchell will be issued on
June 30, in Adanta, Georgia.

Born in Atlanta, Georgia, on November 8,
1900, Mitchell grew up in an environment perme-
ated by the Old South. Her father, president of
the Atlanta Historical Society, along with the fam-
ily’s servants, held her spellbound with stories
about the Civil War and Reconstruction.

In 1922, Mitchell applied for, and won, a job as
a reporter for The Atlanta Journal Sunday Magazine,
a major accomplishment for a woman of her era.
She worked at the Journal untl a severe ankle
injury forced her to leave. It was during her con-
valescence that she began to recall the stories of
her youth, transforming them into the pages of a
blockbuster: Gone With The Wind.

When Gone With The Wind was published in
1986, it became a publishing phenomenon,
reaching a sales record of 50,000 copies in one
day.

Procedures for ordering first day cancellations
are as follows:

Customers Affiang Stamps: Customers are encour-
aged to buy stamps and affix them to their own
envelopes. All envelopes must be addressed on
the right side at least % of an inch up from the
bottom. Customers are reminded to affix at least
21 cents additional postage to meet the minimum
First-Class postage rate of 22 cents. Mail covers
by July 30 to: MARGARET MITCHELL STAMP,
POSTMASTER, ATLANTA, GA 30304-9991. No
remittance is required.

Postal Service Affixing Stamps: The Postal Service
will affix stamps when requested to do so. Postal
personnel will affix one 20-cent Fire Pumper and
two Margaret Mitchell stamps to each cover to
meet the minimum First-Class postage rate of 22
cents. Mail orders by July 30 to: MARGARET
MITCHELL STAMP, POSTMASTER, ATLAN-
TA, GA 30304-9992. The cost is 22 cents for
each cover serviced. Personal checks will be ac-
cepted for orders up to the limit of 50 covers. Do
not send cash. Postage stamps are unacceptable

as payment.

48 rosry After local stacks of the item are depleted, they will be available from all

Ez Philatelic Centers and by mail order from the Philatelic Sales Divisien for

g E approximately one year after the date of lssue. A Philafaic Catwlog, listing all

R avalloble stamps ond other philetelic Hems, Is avolloble here or from the  USPS Stamp Poster 86-17
Philatelic Sales Division, Washington, DC 20265-9997 Remove afler July 30

PLEASE POST ON BULLETIN BOARD
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INVALID EXPRESS MAIL CORPORATE ACCOUNT NUMBERS

To be posted and used by retail/acceptance clerks. This supersedes all previous notices. Destroy PB
21568 listing. Retail/acceptance clerks must not accept Express Mail shipments bearing any of the invalid
numbers (listed below) in the “customer number” or “agreement number” section of the label or form.

Note: The first 6 digits of a 9-digit Custom Designed Service and Next Day Pickup Service
Agreement make up the Corporate Account Number.

010004 101433 283124 335030 454094 616040 770870 902437 937104
010012 101485 292146 335034 460006 625002 770882 902451 945251
010300 101516 294061 335087 462208 626029 773050 902452 945271
011010 101786 294131 335058 462211 631185 781007 907238 945285
011018 101802 294143 335166 462213 631291 782199 907252 945294
014310 103009 303374 335176 462215 631300 782208 910210 945304
018114 109002 303408 335189 464010 631329 782240 913300 951143
019030 109017 303508 335246 464065 641073 782251 913392 951189
019037 112001 303511 335566 468053 641272 784125 917236 954076
021016 112004 303531 336042 477013 641523 797132 917480 954212
021064 112143 303537 336043 478008 672143 800069 917553 958131
021147 112197 303539 336049 489029 701437 801009 917556 958139
021188 113083 303565 336077 489200 705002 801012 917562 958143
021321 114071 303578 336225 500010 706078 802275 917599 958154
021360 114107 303624 336616 511625 711218 802276 921321 960016
021401 115831 303634 336624 520023 713036 802436 921344 968195
021449 115851 303637 336630 520025 731220 802442 921416 968203
021491 117163 314536 337038 532223 731241 802450 924071 968224
021500 117204 319005 337080 537024 741273 802465 924077 981134
021501 117259 322368 337514 537057 741412 802468 924103 981293
025005 142146 323045 339301 551123 741421 802471 924107 981353
027033 146215 323047 372195 551133 750090 809033 924111 981401
031012 165032 324390 374077 551186 752194 837053 926462 981478
031014 181020 325106 374102 554221 760246 837060 926638 981481
038080 191413 328104 392120 600372 760261 841003 926658 981510
066045 191506 328154 393042 601012 760265 841024 926722 981511
066054 198036 331328 402003 601083 760280 846013 926731 981525
069219 200381 331555 402143 601230 761111 850009 926738 981585
069241 200392 331573 405072 601379 762006 850329 926742 981559
069251 200426 331623 405075 601406 770087 856016 926775 981571
071463 223053 331700 415002 601651 770072 882074 926777 981573
075094 232015 333252 420006 602015 770219 891104 926825 981611
075097 235110 333349 430008 605503 770343 891223 926845 989019
078003 253057 333367 432155 607263 770400 901037 927022 989039
079378 275049 333708 432174 607488 770401 901060 931008 992157
080016 282125 333726 432186 612021 770544 901118 931817 995230
080112 282187 333740 452267 616035 770601 901234 931818 997087
080115 282193 334001 452303 616036 770632 901391 931830 997088
085006 283093 334028 452328 616037 770717 901455 931879 997089
101162 283096 334049 452333 616038 770783 902082 935020 997090
101275 283111 335022 452339 616039 770831 902436 937070 997110

—Marheting Dept., 6-5-86.
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Warning Notice—Unrecovered Stolen Canadian Money Order Forms

(To be posted and used by window clerks. As directed destroy previous notices. Insert any interim notices in sequence.)

The follewing meney orders are veid and should not be cashed: (1) All card type orders. (2) New Style orders 000,000,001-399,999,999.
Advise helders to send them to Canada Post Cffice, Oftawa, Canada, K1A OB).

The new money order serial numbers consist of the first nine digits. The 10th digit is a check digit only. Destroy the PB 21557 article.

459,203,201 to 3,300

459,219,301 10 9,900
459,831,901 wo 2,500

460,008,060 to 8,075
461,137,601 to 7,900

461,170,981 to 1,000
461,304,906 t0 5,100
461,393,102 to 3,400

461,757,001 to 7,500

461,882,656 to 3,200

462,378,501 to 8,600
463,196,321 10 6,340

463,221,045 to 1,200
463,312,700 to 2,800

463,792,231 to 2,300

465,721,001 to 1,200
466,469,490 to 9,500

467,078,146 to 8,400

467,224,173 to 4,200

467,229,732 to 9,800 |

467,245,501 to 6,000

467,246,033 to0 6,100

468,399,981 thru
468,400,000

469,281,701 to 1,800 |

469,899,682 to 9,720

470,922,901 to 3,300

472,349,101 to 9,600
472,395,284 to 5,400
474,094,501 to 4,800
474,155,876 to 5,900
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475,972,101 to 2,160
475,977,186 to 7,240
476,735,159 to 5,200
476,737,701 to 7,800
477,059,734 to
060,200
477,185,201 to 5,300
478,956,914 to 7,000
479,051,145 to 1,200
479,296,551 to 6,600
480,283,601 to 3,900
481,465,401 to 5,500
481,694,201 10 4,300
481,961,820 to 2,500
482,642,201 to 2,700
483,036,081 thru 100
483,236,925 to 7,100
483,267,408 10 7,500
483,588,491 to 8,500
484,831,690 to 1,700
484,993,976 to 4,000
485,096,571 to 6,600
486,680,601 to 0,800
488,438,593 to0 9,000
488,447,578 to 8,000
488,553,870 to 4,000
489,567,001 thru 300
489,622,201 to 2,400
489,925,959 to 5,999
489,926,001 to 6,100
490,141,201 to 1,300
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490,267,729 to 8,000
490,615,601 to 5,700
490,800,401 to 0,700
491,047,126 1o 7,200
491,138,150 to 8,400
491,147,262 1o 7,300
492,218,401 10 9,300
492,227,671 10 7,700
492,271,501 to 1,600
493,495,254 to 5,600
493,702,011 to 2,200
493,702,301 to 3,100
493,802,201 to 2,300
494,241,050 to 1,400
494,621,458 o 1,500
494,685,532 to 5,600
494,743,145 to 3,200
497,107,401 to 7,600
497,151,007 to 1,100
497,180,801 to 1,400
498,051,500 to 1,509
498,350,301 to 0,700
499,890,881 to 0,950
500,471,201 to 1,900
500,739,642 to 9,700
500,759,601 to
760,100
500,856,384 to 6,400
500,946,385 to 6,400
501,922,438 to 2,500
502,025,206 to 5,300

ARARASN

503,787,759 to 7,769
503,844,271 to 4,400
505,099,364 to 9,500
506,506,101 to 6,200
507,721,901 to 2,000
508,855,721 to 6,500
508,672,690 to 2,800
508,726,701 to 6,800
508,726,823 to 7,000
509,073,646 to 5,100
510,068,801 to 9,000
511,899,301 to 9,600
512,328,808 to 8,900
512,373,932 to 4,500
513,426,858 to 7,300
513,457,701 o 7,800
513,795,458 to 5,500
528,910,726 to 0,900
515,697,926 to 7,929
515,790,190 to 0,230
515,892,011 «0o 020
516,649,101 to 9,200
518,114,834 to 5,000
518,126,550 to 6,900
518,147,801 to 8,000
518,761,501 to 1,600
521,995,972 to
996,008
528,727,009 to 100
526,389,501 to 9,600
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MISSING U.S. MONEY ORDER FORMS—DO NOT CASH

To be posted and used by window clerks. As directed, destroy previous notices. Any interim notices should be destroyed when
the numbers listed appear in the Postar BuLLETIN. The actual serial numbers consist only of the first 10 digits on the money orders.
A. New Style. (Listed below) Destroy PB 21566 listing. PB 21461 listing for B Old Style (Gray) remains valid. Retain C Counterfeit PB
21470 listing. Reminder—check for atered dollar amounts by holding money order to the light.

269 419 8661 to 8699
271 186 6453 10 6463
274 372 3943 10 3999
274 507 3213 1o 3299
278 965 4900 to 4917
279 022 5467 to 5499
279 256 2135 to 2199
280 255 8618 to 8647
280 619 5719 to 5732
281 119 4800 to 4999
281 128 0237 o 0299
281 496 8376 1o 8399
282 292 5000 to 5399
282 304 0900 to 0999
282 336 2000 10 2499
282 361 5000 to 5099
282 532 1100 to 1199
282 625 7560 to 7581
282 786 5300 to 5399
282 888 9400 to 9528
282 950 8000 to 8999
283 016 9846 to 9899
283 322 3449 1o 3499
283 368 9471 1o 9499
283 369 1800 to 1899
283 459 4125 to 4199
283 459 4280 to 4299
283 583 1377 to 1399
283 583 1400 o 1499
283 646 6500 to 6699
283 869 6900 to 6999
283 885 3000 o 3199
283 927 6358 to 6399
283 990 4000 to 4199
284 125 2431 o 2699
284 413 5078 1o 5499
284 677 6432 to 6499
284 893 3362 to 3399
284 907 0935 to 0999
285 011 6122 10 6139
285 011 6141 10 6199
285 028 6847 to 6899
285 353 6899 10 6913
285 370 9400 to 9499
285 406 1011 1o 1099
285 508 9680 to 9699
285 508 9813 to 9899
285 667 6900 to 6999
285 739 7600 to 7699
285 841 7300 to 7599
286 361 4362 to 4599
286 366 7304 to 7799
286 517 2828 10 2899
286 980 93855 to 9399
287 112 9320 to 9399
287 171 3334 to 3399
287 867 5524 to 5599
288 246 6658 to 6699
288 498 4400 to 4499
288 498 4600 to 4999
288 823 7647 10 7699
288 823 7772 1o 7799

288 841 7243 to 7399
288 998 5000 to 9999
289 172 4400 to 4499
289 172 4546 to 4599
289 177 2000 to 2199
289 657 9041 to 9099
289 860 7471 to 7493
290 248 0321 to 0399
290 503 0076 to 0099
290 746 6731 1o 6999
290 827 0055 to 0099
291 191 7500 to 7599
291 497 2837 to 2899
291 656 6243 to 6299
291 770 1687 to 1699
292 220 0000 to 0099
293 295 3257 to 3399
293 332 5664 to 5699
294 372 7226 to 7299
204 372 7347 to 7499
294 698 9842 to 9899
294 794 9075 to 9099
294 794 9200 to 9299
294 901 5400 to 5599
295 256 4605 to 4699
295 337 1915 o 1999
295 394 8000 to 8099
295 420 8030 to 8099
295 429 3300 to 3599
295 429 3700 to 3999
296 044 5800 to 5899
296 410 1323 to 1899
296 477 3926 to 3999
296 576 5232 to 5299
296 843 5473 to 5499
296 846 9858 to 9899
297 124 4700 to 4899
297 165 1450 to 1499
297 443 5000 thru
297 576 4999
297 907 0975 to 0999
297 914 6561 to 6599
298 752 5500 to 5599
208 922 2116 to 2199
298 925 6738 to 6799
299 (022 0389 to 0399
299 099 9586 to 9599
299 134 8017 to 8299
299 445 0182 to 0199
299 550 0776 to 0799
300 016 9813 to 9899
300 022 5100 to 5199
300 048 0096 to 0199
300 166 7227 1o 7299
300 253 7068 to 7099
300 254 9700 thru
300 255 0199
300 918 6700 to 6799
301 328 7905 to 7999
301 333 5000 to 5099
302 000 0000 thru
302 123 9999

320 208 3305 to 3499
320 624 7474 10 7499
320 783 7168 to 7199
321 401 5025 to 5034
321 670 1900 to 1999
322 013 7200 to 7299
322 722 7900 to 7999
323 854 0619 to 0699
323 854 0900 to 0999
325 097 0300 to 0399
325 465 7956 to 7999
325 645 2575 1o 2599
325 734 5219 to 5299
325 739 7200 to 7399
325 934 0584 10 0599
326 181 8203 to 8299
326 231 8440 to 8499
326 231 8576 to 8599
326 231 8600 to 8999
326 231 9000 to 9299
326 687 6538 to 6564
328 160 3235 to 3299
328 160 3304 to 3399
328 189 6539 to 6578
328 229 6407 to 6499
328 251 0600 to 0899
328 275 3170 to 3299
328 423 3448 to 3468
328 432 7367 to 7499
328 435 1989 to 1999
328 543 6745 10 6799
328 543 7400 to 7599
328 817 7879 to 7899
329 165 9000 to 9999
329 170 5151 to 5199
329 825 3306 to 3899
330 053 4777 to 4789
330 360 0989 to 0999
330 402 2100 to 2199
330 726 8851 1o 8891
330 982 3100 to 3199
331 201 5539 to 5599
331 468 0700 1o 0799
331 631 5705 1o 6099
331 643 7553 1o 7599
331 890 8100 to 9099
331 960 6019 to 6199
331 966 6733 to 6799
340 044 0851 to 0861
340 283 0024 to 0100
340 367 3100 to 3199
340 624 5530 to 5549
340 761 4101 1o 4299
341 168 4000 to 4999
341 818 4173 10 4199
341 999 8038 to 8052
342 442 5051 to 5098
342 442 6402 to 6499
342 511 0441 to 0457
343 550 0510 to 0599
344 091 7382 10 7499
344 130 6283 10 6299

344 175 9580 to 9589
346 654 0669 1o 0699
346 693 2520 1o 2599
347 338 4189 10 4199
347 458 7148 1o 7199
347 492 6411 10 6499
347 641 3780 to 5699
347 696 3806 to 3899
347 645 0367 1o 0399
348 036 3713 to 3799
348 036 4366 o 4599
348 412 9028 to 9099
348 535 1703 to 1728
348 714 5286 to 5299
348 755 7904 10 7999
349 389 9242 to 9299
349 910 0000 to 0399
360 003 2454 1o 2499
360 037 4500 to 4549
360 038 0502 to 0599
360 112 8583 to 8599
360 135 8159 to 8199
360 134 2600 to 2699
360 135 5611 to 5699
360 135 8159 to 8199
360 172 1404 to 1499
360 282 4600 to 4699
360 403 8453 10 8499
360 418 0700 to 0799
360 419 6700 to 6799
360 535 5648 to 5657
360 762 9368 10 9399
361 142 2817 to 2899
361 754 9300 to 9499
361 782 4204 to 4299
362 299 8900 to 8999
363 130 1575 to 1599
363 130 4500 to 4599
363 374 9010 to 9099
363 444 9333 w0 9399
363 560 5050 to 5099
363 851 4259 to 4299
363 853 7582 to 7799
363 861 7600 to 7899
363 904 4540 o 4999
363 922 5744 to 5799
363 930 9400 to 9699
364 467 6102 to 6199
364 826 1081 to 1099
365 997 7565 to 7699
366 772 6702 to 6799
366 998 7669 to 7681
367 396 9705 to 9799
367 396 9900 o 9999
367 428 8800 to 8999
369 718 3783 to 3799
802 678 2605 to 2699
803 605 2840 to 2899
803 605 6300 1o 6499
805 323 5006 to 5024
990 117 5600 to 5999



{

Y =3 s .. . .‘.. £ g 1¥1 .... M.I n_.,....,. = i o ._..n / ] { .‘ o
S oy, o AL n.ua.m“._. ; Zuw@mdww_i_ X
SRTIENRRS ¥Rt G Sl ar v A e o e E S

Pl LR | e - Sl S . . B = i -~

- — — e e et s et — e = s SRR s e s et e— i A —— m— - ——
. -4 - ey o -
- W~ - A IR it [



POSTAL BULLETIN 21569, 5-29-86, Page 47

'EVERYONE™

IS IMPORTANT

Getting the mail out is «

Don't let the ball drop




UNITED STATES POSTAL SERVICE

WASHINGTON. DC 20260-1571
OFFICIAL BUSINESS

PENALTY FOR PRIVATE USE TO
AVOID PAYMENT OF POSTAGE $300

FIRST-CLASS MAIL
POSTAGE & FEES PAID

USPS
PERMIT NO. G-10

FIRST-CLASS

To order the ROSTAL BULLETIN, follow instructions below and return tﬁis entire page.

Do NOT detach the address label.

1. Postal Service Requisitions

2. Public Orders

a. Missing lssves. To order copies not received
in regular distribution, call the Eastern Area
Supply Center at PEN 440-2211 or (201)
725-2720, ext. 211,

b. Single lasve. To order additional copies,
send a Form 7380, Supply Center Requisition, to
the Eastern Area Supply Center, Sommer-
ville, NJ 08877-9991.

‘¢ Quantity Changes. Complete form below and
send entire page to:

Document Control Division
USPS Headquarters
Washington, DC 20260-1571

d. Address Changes. Same as 1-c.

a. Source. Superintendent of Documents
U.S. Government Printing Office
Washington, DC 20402-0001
Tel. (202)783-3238

b. Single Copy. Complete form below and send
this entire page and check or money order for
$1.50 per copy (payable to Superintendent of
Documents) to address in 2-a above.

¢ Subscription. Complete form below. Send this
entire page and check or money order for
$71.00 (per year) to address in 2-a above.

d. Address Changes. Complete form below and
send entire page to address in 2-a above.

POSTAL BULLETIN ORDER FORM

Pu'dhul'rly,tn-pmy orPononaI

Old Quantity New Quantity

Mnnﬁnl.ho{lfu_cdod)

Customer’s Home Phone Customer’'s Office Phone

{ ) 0 )

Streat A“- Name of Approving Manager
Cay, State, ZIP + 4 Signature of Approving Manager
Country (if needed) Credit Card No. (if vsed) Exp. Date puo/vn

O MasterCard [J VISA accopted. [\ X

Effective m PostaL BuLLETIN articles are effective for one year unless otherwise specificd. Sehedule: The BurLeTiN is published
every Thursday by the ¢ Control Division, Information Resource Management, USPS, Washington, DC 20260-1571.
Distribution: USPS di the Burreriv to all postal fcilities. The Government Printing Office distributes copies to all public
subscribers. m&mm&mm»puﬂmjmwy April, ]uly and October; a yearly index appears early the
l'dlowmg year. :



