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$2.00 Kerosene Lamp
Regular Stamp

Description. The $2.00 Kerosene
Lamp regular stamp in sheet form
will be placed on sale at New York
City, NY 10001 on November 16,
1978. The vignette of the stamp fea-
tures a kerosene table lamp manu-
factured shortly after the Civil War.

Do Not Sell Before Nov. 17, 1978

Copyright U.S. Postal Service 1978

Size: 0.75x0.87 inches.

Color: Brown, orange, yellow and green.

Issued: In sheets of 100.

Marginal Markings: One plate number,
© United States Postal Service 1978,
and Use Correct ZIP Code ®.

Designer: James Schleyer.

Collectors. In New York only on
November 16 and at offices through-
out the country after November 16,
hand-cancellation service is author-
ized for the $2.00 stamps when af-
fixed to or adjacent to currency or
other memorabilia that cannot be in-
serted into the mailstream without
cover. Such cancellations may be ob-
tained on a hand-back basis only and
are not available by mail order.
The number of cancellations on cur-
rency is limited to 100 per customer.

First-day cover cancellations may
be obtained by one of the following
methods:

a. Customer Affixing Stamps. Cus-
tomers are encouraged to purchase
stamps at their local post offices and
affix them to their own envelopes. All

Continued on p. 2

Express Mail Insurance

PostAL Semvice ManuaL 189.43
and 189.44 are restated to correct er-
rors in Transmittal Letter 44, 8-21-
78, Issue 20, and in PosTAL BULLETIN
21155, 9-14-78, page 2.

43 Merchandise Insurance

431 Parcels are insured against
loss or darnage ; coverage is limited to
$500.

432 The mailer must declare
the value of the article at the time
of mailing.

433 Subject to 189.434, in-
demnity will be paid on the basis
of the value at the time of mailing,
provided the declared value is equal
to or more than the indemnity
claimed. If the value at the time of
mailing exceeds the declared value,
the indemnity will be the declared
value. The mailer must submit evi-
dence establishing the value, in ac-
cordance with PSM 164.142.

434 For mailings of value of
$15.00 or less, or those for which
no value was declared, or negotiable
items or currency or bullion, the in-
demnity will be $15.00.

.44 Limitations of Coverage.
Indemnity will not be paid for:

a. Negotiable items (except as
provided in 189.434).

b. Currency or bullion (except as
provided in 189.434).

c. Consequential loss (except as
provided in 189.422c).

d. Nonmailable items (as defined
in PSM 123), or items packaged in
such a manner that they could not
have reached their destination un-
damaged in the normal course of the
mail.

e. Articles of sentimental value
(except as provided in 189.434).

f. Acts of employees or agents of
the sender or addressee.

g. Radioactive injury, or electrical
or magnetic injury, or erasure of
electrical recordings, except by light-
ning.

h. War, insurrection, or civil dis-
turbance, or seizure by any agency of
government.

—Customer Services Dept.,
10-19-78.

All CAG A-] Banking Post Offices

NDC Deposit Report
Phone Calls

Section 344.3 of Fiscal Handbook
F-1, Financial Handbook for Post
Offices, directs all CAG A through
J post offices to make daily deposit
reporting phone calls to the National
Data Corporation (NDC) before
11:30 a.m. local time. This require-
ment insures prompt transfer of
funds.

Various offices are not following
this minimum time requirement.
Officials in banking post offices re-
sponsible for this function are to in-
sure that all deposit report phone
calls are made before 11:30 a.m.
local time.—Finance Dept., 10-19-
78.
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Restriction on Purchase of
Postal Service Property

No postal employee may purchase
surplus U.S. Postal Service property,
including surplus motor vehicles,
under any circumstances, or have
anyone purchase or act as his or her
agent in the purchase of surplus
Postal Service property.—Procure-
ment & Supply Dept., 10-19-78.

Gontinsed from p. I
envelopes must be addressed. Peelable
address labels are recommended and
a filler card of postal card thickness
should be inserted in each cover.
Orders must be postmarked by De-
cember 1, 1978, and should be ad-
dressed to: First Day Cancellations,
Postmaster, New York, NY 10001. No
remittance is required.

b. Postal Service Affixing Stamps.
Request first-day cancellations from:
$2.00 Stamp, Postmaster, New York,
NY 10001, (see PSM 257.2). Re-
quests must be ed not later
than December 1, 1978. Remittance
is required for the face value of each
stamp.

Selected United States mint stamps
gjlllbeavaﬁab‘ le at the Philatelic

es Branch, Washington, DC
20265, beginning November 17, 1978.

Supply. There will be an auto-
matic distribution made only to post
offices with philatelic centers as pub-
lished in Posrar BurLremn 21148
dated 6-15-78. Each philatelic center
will be provided with a distribution
list of the quantities to be shipped
automatically. Post offices with over
950 revenue units requiring the $2.00
regular stamp in lots of 10,000; 20,-
m; 3’0,“1); wlm; Sos{m; lws'
000; 150,000; 200,000; 250,000; and
multiples of 250,000 to maximum of
2,500,000 should immediately submit
a requisition, Form 3356, Stam
Requisition-Bulk Quantities, using
item 092, to the Bureau of Engraving
and Printing. Initial orders should be
limited to the quantity needed to meet
philatelic demand. Past offices with
over 950 revenue units and all other
post offices requiring 7,000 or fewer
$2.00 regular stamps may requisition
the stamp from their designated
stamp distribution center using a sep-
arate Form 17, Stamp Requisttion.—
Customer Services Dept., 10-19-78.

AU Postmasters/Installation Heads

Randolph-Sheppard Vending Facility Report

An annual report is due from
every postal installation that has even
a single coin-operated vending ma-
chine of the snack-beverage—food—
tobacco product variety. Postmasters
are requested to submit consolidated
reports to appropriate MSC man-
agers, including the proceeds from
vending machines at the branches
and stations under their control. This
report must be forwarded through
channels immediately.

This report is required by Re-
gional Instruction 1023-P-210, filing
No. 782, Implementation of the
Randolph-Sheppard Act Amend-
ments of 1974, dated December 29,
1977, section IX. The Regional In-
struction was distributed by the
MSCs at the time of issuance.

Submit reports in the format
shown below.

Date:

Subject: Annual Report of Randolph-Sheppard Activity

Facility Name
To:

For the fiscal year through

, vending machine income

ing and

other activities related to the Randolph-Sheppard Act Amendments of 1974
at this facility are summarized below. This report is submitted in compliance
with Regional Instructions 1023-P-210, dated December 29, 1977, Section IX.
Applications from Siate Licensing Agency for Permils or Contrads to
Operate Vending Facilities
Total Number Received
Number Awarded
*Number Denied
Number Still Pending

Vending Machine Income (Commissions received or profit if locally
operated)
Income Received
Percentage Due State Licensing Agency
Amount Disbursed to State Licensing Agency

The above data is taken from records on file in the office of

Signature
Title
Installation
* Attach explanation of each denial.

—Employee Relations Dept., 10-19-78.

Supplies and Equipment for Bulk Madilings

Many mailers are evidently ex- Services

Representatives are specifi-
periencing difficulty in securing the

materials necessary to bulk
mailings  properly.  Particularly
troublesome 1s the shortage of rubber
bands. All sectional center managers
and postmasters are reminded that
USPS is responsible for making the
materials and equipment necessary to
meet bulk mailing/presort require-
ments available to mailers. Customer

cally responsible for idmat:;fdying al:::
providing the equipment suppli
cunoizg nee!gl. This shoulld)p be
covered on all service calls to existing
customers. Postal managers must
ensure that a sufficient supply of
rubber bands is on hand to adequately
meet the internal needs of their offices
and customers—Mail Processing
Dept., 10-19-78.
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HEALTH BENEATS OPEN SEASON

This article supplements the in-
formation in PosTAL BuLLETIN
21153, 8-24-78, pages 24, on the
Health Benefits Program open season
to be held from November 13
through December 8, 1978.

A. Permissible Changes

During the open season, eligible
employees not enrolled in a Federal
health plan may enroll. Employees
such as casuals and substitute rural
carriers are not eligible to enroll. (See
521.2, EmMpPLoyee & LaBor RELA-
TIoNS MANUAL (ELM). Employees
already enrolled may change plans,
options, from self only to self and
family, or any combination of these
changes.

New enrollments (new hires) and
changes in enrollment permitted at
times other than during an open sea-
son may also be made in the usual
manner between November 13 and
December 8, 1978. However, make
sure these new enrollments or enroll-
ment changes are not identified as
open season changes. Instead, show
the event permitting the chanege
in Part D of Standard Form 2809,
Health Benefits Registration Form.
The Table of Permissible Changes on
the reverse side of page 2, carrier copy
of Standard Form 2809, lists the
events which permit enrollment
changes. The classification of the
event determines the effective date of
the enrollment or change in enroll-
ment.

B. Distribution of Material to
Employees

1. To Al Eligible Employees
Installation heads must give each

eligible employee the following open
season material as soon as it is re-

ceived from the supply centers.
(Comprehensive medical plan bro-
chures, item ¢ below, must be re-
quested directly from the plan) :

a. BRI 41-117, Open Season In-
structions. This pamphlet must be
issued to all eligible employees to in-
form them of the open season oppor-
tunity to enroll or change enrollment.

b. BRI 41-212 (PS), 1972 Fed-
eral Employee Biweekly Health
Benefits Rates.

c. 1979 brochure of the compre-
hensive plan, if any, sewmg the par-
ticular geographic area in which the
employee lives.

d. BRI 41-25, 1979 brochure of
the Government-wide Service Benefit
Plan (Blue Cross-Blue Shield).

e. BRI 41-24, 1979 brochure of the
Government-wide Indemnity Benefit
Plan (Aetna).

2. To Employees U pon Request

a. Employee Organization Bro-
chures. Do not make a general distri-
bution of employee organization plan
brochures. However, such a brochure
must be furnished if an employee asks
for it. The Civil Service Commission,
with assistance from employee organi-
zations, is responsible for mailing em-
ployee nization plan brochures to

ployee who is already 2 mem-
ber of an employee organization that
sponsors a health plan, whether or
not the employee is enrolled in the
particular plan.

b. Standard Forms 2809 and
2809-A.

(1) SF 2809, Health Benefits Reg-
istration Form, should be given to
an eligible employee who asks for it
to enroll or change enrollment.

(2) SF 2809-A, The Federal Em-
ployees Health Benefits Program, pro-
vides information about the program
and should be given to employees who
request it.

c. BRI 41-210, Information to
Consider in Choosing a Health Plan,
contains information to assist an em-
plovee in selecting a health plan. It
should be available to employees upon
request.

C. Open Season Procedures
1. Timely Registyation

An open season enrollment or
change in enrollment (SF 2809,
Health Benefits Registration Form)
must be received in the employing
installation no later than Decem-
ber 8, 1978.

2. Late Registration

Installation heads have authority
to accept and process a late registra-
tion if they determine, under ELM
523.2, that the employee was unable
to enroll or change errollment in
time, for cause beyond control. Fail-
ure to receive the open season ma-
terial during the open season is cause
beyond control if the employee ap-
plies to change registration within a
reasonable time after the material
becomes available.

Belated open season changes ac-
cepted by installation heads should be

so identified under Remarks on SF
2809 and properly documented in a
memorandum attached to the official
personnel folder copy of the SF 2809.
3. Effective Date of Open Season

Changes

a. A new open season enrollment
(from not enrolled to enrolled) is ef-
fective January 13, 1979, if the em-
ployee was in a pay status in any part
of the preceding pay period. If the
employee was not in a pay status dur-
ing the pay period before January 13,
1979, the enrollment becomes effec-
tive on the first day of the first pay
period which follows one in which he
or she was in a pay status. The enroll-
ment of a new or newly eligible em-
ployee (such as a substitute rural
carrier who is appointed as a regular
rural carrier) who happens to register
during the open season is effective the
same as for all new employees.

b. An open season change in enroll-
ment is effective January 13, 1979,
regardless of whether or not the em-
ployee was in pay status during the
precedmg pay period.

An open season c.hange be-
lated.l filed and accepted is effective
on the first day of the first pay period
which begins after January 1, 1979,
and after the SF 2809 is received in
the employing postal installation.
The requirement of having been in
pay status during the preceding pay
period also applies to belatedly filed
changes from not enrolled to enrolled.

4. Separating Employees

a. If it is known that an employee
will transfer, retire, or separate be-
fore the effective date of the open sea-
son change, do no process the open
season SF 2809. Rather, the installa-
tion head (or designee) should write
his/her initials and the date the SF
2809 was received in part F of the
form to show that it was filed in time.

(1) In retirement cases, attach the
unprocessed SF 2809 to other health
benefits documents and process in the
usual manner.

(2) In transfer cases, return the
form to the employee and instruct
him/her to give it to the new agency
promptly when he/she enters on duty
there.

(3) In both retirement and trans-
fer cases, the losing and gaining in-
stallations must prepare transfer-out
and transfer-in SF 2810’s as usual,
transferring the old enrollment in ef-
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fect at the time of the employee’s

transfer or retirement.
b. If an open season change has
been processed but the employee un-
transfers or retires before

expectedly
the effective date of that change, the

losing installation should—

(1) Void all open season forms
and transfer the existing enrollment
(if any) to the gaining office.

(2) Tell the employee that the
open season has been voided,
and, if possible, have the employee
complete a new SF 2809 and handle
it as stated in paragraph 4a above.

(8) I it is impossible ta take this
action quickly, notify the gaining
office that the employee’s open season
change which was filed in time, has
been voided, and that a new open sea-
son SF 2809 must be accepted by the
gaining agency.

c. If an open season change has
been processed, but the employee
separates (including separation be-
cause of death) before the effective
date of the change:

(1) Note in Remarks, if the
change in plans and the enrollment
must be terminated, on all copies of
the SF 2810 terminating the enroll-
ment, “Separated (or died)—Open
Season SF 2809 void.” In the case of
separation by death where the family
enrollment must be transferred to the
retirement system because of a sur-
vivor entitled to annuity, void the
open season SF 2809 and transfer the
old enrollment in effect at the time of
the employee’s death. !

(2) Void the open season SF 2809
if the change involved a change in
plans. Jf the enrollment must be
terminated, prepare SF 2810 termi-
nating the old .enrollment, and note
in Remarks on all copies of the SF
2810 terminating the em‘ol]m-nt,
“Termination su es ‘Change
Plan’ SF 2810 (give date) =1t the
family enrollment is transferred to the
retirement system because of survi-
vors entitled to annuity, note in
Rewmarks on all copies of the SF 2810
transferring the enrollment, “Trans-
fer supersedes ‘Change in Plan’ SF
2810 (give date).” Also, on the car-
rier's copy of termination or transfer
SF 2810, give the SF 2811 report
number by which the “Change in
Plan” SF 2810 was sent.

3. Processing Open Season Forms
Employees who wish to make an
open season change should do so as

soon as they have the informational
literature. Installations should quickly
and accurately process open season
changes on a daily basis to appro-
priate postal data centers so the data
centers may send the changes to the

insurance carriers. The carriers can
then issue identification cards and

verify their liability to doctors and
hospitals.

Open season SFs 2809 generally
should be processed the same as regis-
trations handled at other times.
However, observance of the following
will eliminate many of the mistakes
that usually take place during the
open season.

a. Show 1 (one) as the number of
the event permitting the open season
change in Part D of SF 2809. Enter
Nov./Dec. 78 as the date of event
which permits change.

b. If there is a change from one
plan or option to another, show the
old enrollment code number in the
appropriate section of Part D.

c. If the employee changes options
or from self only to family, but re-
mains within the same plan, the em-
ploying office should strike through
the carrier’s control number pre-
printed in the upper-right corner of
SF 2809 and insert, in the space
below that number, the old carrier’s
control number. This number may be
obtained from the most recent health
benefits form in the employee’s
official personnel folder. No SF 2810,
Notice of Change in Health Benefits
Enrollment, should be prepared in
these cases.

d. If the employee changes to a
different plan during the open sea-
son, he/she acquires a new carrier’s
control number. The preprinted
number in the upper-right corner of
the newly submitted SF 2809 becomes
the new carrier’s control number, and
the old number should not be in-
serted in the space below the pre-
printed carrier’s control number. In
such cases, SF 2810 must be prepared
by the employing office to notify the
losing carrier that the employee has
changed to another plan. In complet-
ing the SF 2810, the old carrier’s con-
trol number must be used. Also, give
the effective date of the action (Part
A, Item 8) as the day before the one
on which the new enrollment becomes
effective, and check Part C on the SF
2810. Do not send the original of this
SF 2810 to the employee.

D. Publicity

1. Installation heads are urged to
give the open season wide publicity
so all eligible employees will be aware
of their health benefits rights during
this period.

2. Itis the Postal Service’s policy to
permit representatives of the Federal
Employees Health Benefits carriers to
use postal facilities to address em-
ployees, but only on the employees’
off-the-clock time.

E. Advice to Employees

1. Postal installations are respon-

sible for giving information to em-

ployees who ask for help on health
benefits matters. Advice should be

limited to questions about
the health benefits program and the
application of health benefits law and
regulations to particular circum-
stances. The employee should be told
to contact the local office or repre-
sentative of the health plan on tech-
nical questions relative to benefits or
conversion (individual) contracts.
(See part F-2.)

2. If an employee submits SF 2809
to cancel an enrollment, the installa-
tion should contact the individual to
make sure that he/she is sure of this
decision. The opportunity to enroll
again and the requirements for con-
tinuing an enrollment after retire-
ment should be pointed out to the
employees before the cancellation is
processed.

3. An employee who does not want
to change plans or enrollment does
not have to take any action during the
open seaspn and the current enroll-
ment will continue. If the employee
is enrolled and does not change en-
rollment, any rate changes made by
the plan automatically apply effec-
tive January 13, 1979 for postal
employees.

F. New Health Benefiis Rates

A table showing biweekly em-
ployee withholdings and U.S. Postal
Service contributions for 1979, is
printed on pages 5-7 of this BuLLE-
TIN. The last column, annuitant pays,
indicates the share of the enrollment
cost deducted from a retired employ-
ee’s monthly annuity check.

Changes in Headquarters and field
employees’ biweekly withholding for
health benefits effective January 13,
1979, will be reflected in pay checks
dated February 1 and 2, respectively.
~—Office of Compensation, 10-19-78.



U.S. POSTAL SERVICE HEALTH BENEFITS SCHEDULE (Effective January 13, 1979)

1970 premium rates 1970 premium rates
Plan (option-type enrollment) CNog-e 1078 tout::: Biweskly - Plan (option-typs enroilmant) Cﬁ&' 1078 total =l Biweekly Monthly
preminm annuitant premilum snnuitant
UBPS Emp. pays UsPs Emp. pays
paye pay» pays paye
Blue Cross-Blue Shield : American Postal Workens
Migh Sl ... ... 0. 101 22,15 22,15 1423 7.92 23.32( Union Plan:
High Family. ) TR 102 51.55 351.55 34.40 17.15 52,07 IR 471 18.03 1930 14. 23 5.07 17. 15
O b 1 e 104 5. 81 6. 92 6. 49 0. 43 3.75 High Family.,.......... 472 .77  47.95 34,40 13.55 44, 27
Low Fan:uly ............. 105 16.87 20.07 18,82 1.25 10, 87 | Arizona-ABC-HMO
Aetna Life Insurance Co.: High Self’. . 161 16. 94 18. 11 14, 23 3.88 14. 57
High Self. ... ccovncsise. 201 18.47 19,02 1423 479 16, 34 High Flnul ............ 162 45.08 50.97 34.40 16 57 50. 82
High Fa.nnly P 202 40.41 40.12 3440 5.72 27.31 Anzona-Ar{zona Heaith Plan:
Low Self. . 204 9. 26 9. 72 9.11 0. 61 5. 26 TR T R 721 16. 18.00 14.23 3.77 14. 33
Low Family. 205 21.90 22,99 21.55 1,44 12. 45 ngh Family............. 722 49, 51.60 34.40 17.29 52. 38
AFGE Health Bencfit Plan Arizona-Pimacare:
High Self. . i, 01 15.2¢4 17.50 14,23 3.27 13.25 DR L i s s s 231 20,08 21,62 14 23 7.39 22, 17
High Famﬂy ............ 02 3499 4002 34.40 5,62 27.09 h Farnil 232 48. 41 52,29 34.40 17.89 53. 68
Government Emplcyeel Hos- California-AAFMC
ital Association Benefit GE L R 861 23.63 2220 14.23 7.97 23.43
Blan: High Family. . .. 862 60.96 47.75 34.40 13.35 43. 84
High Self............... 311 16,39 16.39 14.23 2.16 10, 84 | California-California Medical
igh Family. 312 32,31 34.31 3235 2.16 18.69| Group Health Plan
NALC Health Bcncﬁt Plan High Self. . BWI1 0 22.70 14.23 8. 47 24, 51
HighSelf,.............. 321 17.56 18.96 14.23 473 16. 41 High Flmﬂ .  Bw2 0 55, 12 .40  21.32 61. 11
High Family. . 322 43.74 47.2¢ 4.4 12.84 42. 73 Cahfomu-ley Health Pro-
Postmasters Bencfit Plan: gram
High Self, . ............. 361 21,27 23.61 14. 23 9.38 26. 49 High - L G 661 18.18 18.28 14.23 4 05 14. 94
High Family i e 862 45.67 50.75 3440 16,35 50. 34 High Family............ 662 53.38 6508 34.40 30.68 8l. 39
o e R 64 5. 42 5, 82 5, 46 0. 36 3.15 Cahforma-Gcnernl Medical
Low Family............. 365 1312 1412 1324 0.88 7.65| Centers Health Plan
Rural Carrier Benefit Plan: High Self. . i C71 2017 22.42 14. 23 819 23. 91
High8elf. . .« ..coco0vu. asl 16.42 18.89 14,23 4. 66 16. 26 High anlly ; C72 51.37 56.83 34.40 22.43 23. 51
High F: imnl;e : 382 89.25 43.40 3440 9.00 34, 41 | Californis-Kaiser Foundation
Forei nefit Plan: Health Plan, Northern CA
ﬁ.lllgh B e e i e 401 1214 1528 1423 .05 8.44| Region:
h Family............ 402 39.68 49.87 3440 15.47 48, 43 ﬁllgh Seli. . 501 15.56 16.36 14, 23 2.13 10. 78
GEBA ealth Beneﬁt Plan: High Faunly : 592 39.76 41.68 34.40 7.28 10. 69
High Bl . .coc0von0000s 411 18.09 16,76 14.23 2.53 11. 64 | California-Kaiser Founnation
High Family. . ; 412 48.72 4515 3440 10.75 38.21] Health Plan, Southern CA
Canal Zone Bencfit ‘Plan; ion :
High Belf, ... ..c00cn0is- 431 19.88 1939 14,23 516 17. 34 R 621 18.06 18.06 14. 23 3.83 14. 46
High Family. 432 49.40 4808 3440 13,68 44. 55 High Fumly ............ 622 46.63 4663 34.40 1223 41, 4]
Samba Health Bcncﬁt Plan: California-Maxi-Care :
HEh- oI oy 441 18,87 18.87 14.23 4, 64 16. 22 PRSI e e e CM1 23,59 22.28 14, 23 8,05 23. 60
High Family. i 442 47.87 47.87 34.40 13. 47 4. 10 High Family. . CM2 6203 5197 3440 23.57 65. 98
Mail Handlers Bcneﬁt Plan: Ca.llforma-!lockndgc "Health -
High Self. . A 451 15. 51 15.56 14.23 1,33 9.04| Care Plan:
High mely 452 42.78 4287 34.40 8. 47 33.27 High Self. . ’ CPi 0 18. 01 14. 23 3.78 14, 35
2 o e R 454 10.21 10. 26 9, 62 0. 64 5 56 High Family. Cpr2 (1] 46.86 34.40 12.46 41. 91
Low Family. 455 28.75 28.84 27.04 1. 80 15, 62 | California-Ross- " Health
Alliance Health Benefit Plan: Maintenance Organization :
High Seif. . + 461 16.46 17.42 14.23 3.19 13. 07 FighBell. .. ..co005.... 611 21.42 27.62 14,23 13.39 35,17
High Farmly 462 40.31 4273 M. 4 8.33 32. 9% High Family. . 612 49.97 63.92 3440 29.52 78. 87
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1570 premium ralss | 1670 pramium rate
Pan 1678 tedtal | |
{opiden-fyps smrollmani) lml- e Hiwsably | = Flan (apiien-type sarolimant) %n:- lmhﬁ } Blweakly
TEFR Emp. t Pays P URPR Emp. e
pays pays | 1 pays pays
: k-Cn Aren Come
HighSel............... 251 17.78 18,76 14.23  4.53 T8 ] e eog L
HighFamily,........... 252 47,70 51.91 34.40 17.51 5%, 83 "{ BRI PWI 14.50 16.04 14. 23 1. 81 10. 08
e Health ! n—kgxnnﬂmfnuni At PW2 39.06 43.08 34.40 8.68 33.72
LT DET  19.26° 21.3%1 1428 7.08 21. 50 ?{m d‘ﬁru.ln' N‘g York:
b Famdly . -.FI e D62 50. 69 56,08 34,40 21. 68 61,89 High Sel g : b' ............ 151 23.30 2].98 14, 23 7.75 22,95
g a.n:u ............ 152 53. 00 50. 34 4. 40 15. 94 49. 45
High 8elf.......... verns 651 16,75 18.46 14.23 4.2 15, 88 Gtmp Hﬂlih Amociation:
ﬁh Family............ 652 44.60 49.02 34.40 14.62 4659 HighSel............... 211 16.19 1680 1423 257 11.73
Rocky  Mountain h hm.l ............ 212 41,60 43.15 3440 875  83.87
Health Maintenance Orga- New ork-GHI New York-
i Heailth Plan:
H O s s a5 881 19, 84 22,02 14, 23 1.79 23, 04 Hﬂl‘ .............. 801 13. 20 12, 66 11. 87 0.79 6. 86
Family,........ ves 882 50.53 55.29 34.40 20.89  60.18 Family.........-.. 802 42,35 938.95 9440 455 24,77
Connecticut~Commund New Vork-Health Insurance
Health Care Center Plan Plan:
Baldf............... 711 19.53  19.05 14,23 4,82 16. 61 HighSelf. .............. 511  11.5% 14.57 18.66  0.91 7.89
High Family............ 712 5451 53.18 3440 1878  35.60 igh Family. ........... 512 37,33 41.79 3440 7.39  30.93
Dw-mm Uni- New York-Westchester Com-~
venilty th Flan: mum Health Plan:
Hl.ghﬂil'. e T P E51 23,00 24, 62 14. 23 190, 39 28.67| HighSelf............... QHI1 14. 35 14, 57 13. 66 0,91 7.89
High Family. ........... E52 53.40 59.36 54.40 24, 96 68. 99 h Famﬂy ............ QH2 40.29 43, 54 34. 40 9 14 34. 72
DC-Georgatown  University Ohlo-Health Maintenance
Community Health Plan: Cincinmati:
High Car L G ey ESl 21. 94 24, 69 14, 23 10. 46 28, 83 P s e 141 20.52 20.65 14. 23 6. 42 20. 07
High Family. . .... veeve.  E32 53,34 62.36 3440 27.96 7549 Family,........... 142 55,98 3630 384,40 21.90 62.36
DC-Group Health Association: Ohio-. Community
High8alf,.............. 301 22.30 24.61 1423 10.38 20.65| Health Foundation Plen:
High Family. .. .. ceanans 502 56.38 6218 3440 27.78 75,10 High E-elf ............... 641 18,35 20,31 1423 6,08  19.34
lowhal................ 504 15. 56 17.09 14, 23 2. 86 12. 36 Hﬂlg ............ 642 30. 04 55,29 34. 40 20, 89 60. 18
Low Family... 1010 R DR LY US Y R i s Tk v
Hawali-HMSA Plan: nance atlon:
HighSall............... 871 16. 72 16, 72 14, 28 2. 49 11. 36 High Self............... RFi 15. 85 14. 73 13. 81 0, 92 7.98
High Family............ 872 44.63 44. 63 4. 40 10. 23 37.08 High Family..........., RF2 43, 99 47.23 34. 40 12. 83 42,71
Hawali-HMS8A's Community O:i?on-l(aiser Foundation *
Health _m: ealth Plan of Oregon:
High Fé&1 0 15. 4] 14. 23 1. 18 B.')'?l e S e 571 15. 51 16. B9 14, 23 2.66 11,93
wy. SR R i 9N Fo62 0 45,08 34.40 10. 68 3B. 05 HENFImll ............ 572 41,08 44,63 34, 40 10,23 37.08
Hawali-Ka Foundation Oregon-National Hospital As-
Health Plan, Hawaii Region: sociation:
R e b ne s 681 14. 40 15, 78 14, 23 1. 55 9. 52 HighSelf............... 841 12.78 16. B9 14. 23 2.66 11,93
h Flmi.l By A7 i 652 39. 86 43, 63 34, 40 0, 25 34. 96 High Family............ 842 33.13 43, 80 34. 40 9,40 35,28
ldaho- edical ce Bureau on-Portland Metro Health
of Idaho Plan: 1 an;
High Self............... 811 22. 43 22 45 14, 23 b, 22 23, 97 HighSelf ............... SAl 19. 14 23,63 14.23 9. 40 26, 53
High Family,........... 812 52.79 52. 79 34, 40 18, 39 54, 76 |1gh Family". SA2 50. 43 59,71 34, 40 25, 31 69.75
1 Anchor Organization | Pennaylv ama.-Ccntral "Medical
for Health Maintenance: Health Services, Inc.:
High Self. .............. 171 18. 37 20. 35 14, 23 6.12 19, 42 HighSalie. o v 4 241 16. 94 18. 45 14. 23 4, 22 15, 31
HighFamily............ 172 53. 25 59, 02 34. 40 24, 62 66. 28 High Family............ 242 41, 52 45, 20 34, 40 10.80 38. 31
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I'”mms—l’ntugroup il Prcpaid

Health Services, Inc.:
HighSelf. ......occc0ves
High Family............

Il]mms-Mlchacl Reese Health

Plan

ngh ORI A ) bk
High Family. . i

Iilinois-Northcare:

Illinois-Union Health Service
Plan:
High Self.
High Farml :
Indlana-Meu-o-Hcalth Plan,
Indianapolis:
High Self. .
High Faml.! :
Kentu y-Heahhcarc ‘of Louis-
ville, Inc.:
HighSclf...............
High Family. ...........
Kentucky-Hunter Foundation
for Health Care:

High Family. ;
Maryland-Columb;a "Medical
Plan:
High Self. .« .......0...
High Family. ...........
M wsett-Harvard Com-
muni Heaith Plan:

anelota-Group Health Plan:
HighSelf. ..............
High Family. ...........

anesota—Shnre Health Plan:
High'Sells o oo ..o onvess
High Family. . ..........
Migsouri-Medical Care Group!
HighSelf. ..............
High Family............
Missouri-Prime

ngh Earsily, v cnniovni
J‘ ersey-Central  Essex
Plan:

H e
Hl h Family. ...........
New i‘]cﬂey Group Health
Plan of New Jersey, Inc.:
ERghe B8, Vs i e
High Family.,..........
New Jersey-Ru
munity Health
Hrg L
High Family............

New Mexico-Mastercare:

Fvi
Fvz

751
752

G41
G42

761
762

GK1
GK2

181
182

191
192

671
672

17. 53
30. 48

21. 39
57.13
19, 51
46. 84

16. 64
49. 10

16, 34
43. 97

18. 67
44, 23

18. 91
58, 98

19, 36
50. 19

25.79
61. 15

16.29
45, 93

15. 87
45. 28

16. 54
49. 42

18. 24
44.72

14. 27
36. 44

13.08
36. 16

12, 63
34. 91

20. 91
. 08

17. 53

21. 67
58. 44

53. 72

19. 47
57.92

18. 53
49, 83

18. 78
47. 55

17.05
39. 96

20. 90
62. 76

22.38
56, 32

28.06
65, 20

17,10

14, 57
39. 58

15, 34
36.97

23,71
61.09

14, 23
3. 40

14. 23
34. 40

14, 23
34.40

14. 23
34.40

14. 23
34.40

14, 23
3. 40

14. 23
34. 40

14. 23
3440

14. 23
34. 40

14.23
34.40

14. 23
34. 40

14. 06
34. 40

3.30
16. 08

24, 04
19, 32

524

4.30
15. 43

4. 55
13. 15

CTS
[=-]
| =]

6. 67
28. 36

8.15
21.92

13.83
30. 89

2.87
15. 51

2.91
14. 51

8. 16
23. 14

6.20
16. 16

i chnmylvama-Hcalt.h Service
13. 31 |

49, 73
22.28
67.00
18. 95
56. 77

17. 52
65. 87

15.48
48. 35

16. 02
43. 41

12. 27
26. 96

20. 61
76. 36

23, 82
62. 41

36.13
81.84

12.38
48, 52

12, 47
46. 35

23, 84
65.05

19. 60
49,93

8. 12
26,83

7.89
26. 14

8.57
20.48

26. 70
72.74

Plan of Pennsylvania:

High-tedv. o e o 491 15.97 20,20 14, 23 5,97 19. 10
ngh Family, « vy oiieias 492 38.45 48,18 3440 13.78 44. 77
Pennsylvania-Health Mainte-
nance Organization of Penn-
gylvania:
HghBelf .............. SVl 1516 17.82 14.23 3.59 13. 94
High Family. .. ......... 5v2 40. 63 43, 78 34. 40 9 38 35.24
Pennsylvania-Penn Group
Health Plan:
BIRECBR. & uind & o veition 261 920,95 17.2 14. 23 2.98 12. 62
High Family............ 262 47.02 49.32 .40 14.92 47. 24
Pennsylvania-Philadelphia
Health Plan:
5 271 16,37 193¢ 1423 5.11 17.23
High Family............ 272 44,94 5372 3440 19.32 56,77
Rhode Island- Rhode Island
Group Health Association:
HighSelf. . ............. 701 21,43 21.75 1423  1.52 2246
High Family............ 702 51,97 5281 3440 18.41 54, 80
Texas-Group Health of El
Paso, Inc.:
High B iy stk 1 U:}l 0 19.74 14.23 5. 51 18. 10
High Family. .. ......... uj2 0 44.61 3440 10.21 37.04
Texas-Frucare:
HighSelf............... UPMl 1655 1816 1423 3.93 14. 68
High Family............ UP2 48,26 5297 3440 18,57 55.15
Wanhmgwn-Group Health Co-
operat:ve of Puget Sound
High Self. . ......... .0 541  17.78  19.21 14.23 . 98 16. 95
High Family. .. ..o, .. 542 4464 4841 3440 14.01 45. 27
Wuhington—Kxu&p Physicians
Service:
High Self. . ............. VTl 1967 2115 1423 692 21.16
High Family............ VI2 5500 5042 34.40 24.02 66. 96
W;;.hmgton-Sound Health
an:
HighSelf............... 221 921,51 1879 1423 4. 56 16. 04
High Family............ 222 5701 53.68 3440 19.28 56. 69
thlngton-Wnbmgton Phy-
sicians Service:
HighSelf............... B3l 1791 17.91 1423 3.68 14. 14
High Family............ 832 51,13 5113 3440 1673 51. 16
W;;:omm-Compcare Health
an:
High Self. .............. 691 93,05 23.55 14.23 9. 352 26. 36
High Family..... ....... 692 5770 59.04 3440 24,64 68. 30
Wisconnn-Grou Health Co-
ative of gouth Central
isconsin:
I-Iigh BEEsi., cu o idifi} mamme w‘Jll 0 17.30 14.23 3.07 12. 81
h Family............ 2 0 49.92 34.40 15.52 48. 54
Gum ealth  Maintenance
Lie Insurance Company
B bl vt e 281 1s.08 23,60 14.23 9.37 26. 46
Family............ 282 5593 69.44 3440 35.04 90. 83
Puerto .uco-SSS Plan:
HaghScl!' ............... 891 13,66 13.66 12.81 0. 85 7. 40
High Family .. .......... 892 4317 43,17 34 8.77 33. 92
Blue Crou-muc Shield Com-
rehensive Medical FPlans
ﬁctwark
High Self. . ............. All 0 21.20 14,23 6. 97 21,26
H;gh Family.......c.... Al2 0 55.73 34.40 21.33 61.13

—Office of Compensation, 10-19-78.
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MONEY ORDERS—NEW LIMITATION PLATES AND ADJUSTMENT TO IMPRINTERS

New limitation plates of $350 and
$400 will be issued in| October
to each office for every money order
1mprmter

On November 4, the ﬁrst day of
A/P 2, PFY 1979, each qfﬁce is to
start using the two new limitation
plates ($350 and $400) to issue single
money orders up to $400. The current
procedure described in SpeciaL
PostaL BurreTtin 21146, for collec-
tion of a single fee from the customer

for money orders $300, is
not to be used after November 3.

On November 4, offices will adjust
their imprinters. It takes about 5
minutes using the following instruc-
tions to remove the white plastic plug
and reassemble the imprinter.

INSTRUCTIONS FOR ADJUSTING A
MONEY ORDER IMPRINTER—
MAXIMUM VALUE $300 TO $400

1. Remove the limitation plates.
Destroy the $225 and $275 plates.

MONEY ORDER BMPRINTER - BOTTOM

Circular Hole Channel
7

Flathead of Plastic Plug
In Circular Hole Channel

2. Set money amount keys to the
asterisk (*) positions at the bottom. -

NOTE: Do not turn the imprinter
upside down. Do not set any part
of the brown movable printing
mechanism down on the surface—
damage to the imprinter may result.

3. Lift up the two rubber suction
cups beneath the white plastic base
and tip the imprinter so that the four
screws can be seen under the white
base.

4. Beside the top right rubber suc-
tion cup is a wide rectangular opening
in the brown base. Look through this
opening and see a channel with circu-
lar holes. There should be a plastic
plug in one of the circular holes.

If the flat head of the plug is visible
and accessible, take a screw driver
and pry the plug out. Tape the plug
beneath the brown base and follow
steps 11 and 12. If the flat head of the
plastic plug is not visible when you
look through the opening, follow
steps 5 through 12,

5. Remove the four screws under
the white base. Pick up and slide the
white base toward you until all five
money amount keys are in the five
rectangular holes. Lift up and free
the white base.

6. Pry out the plastic plug in the
channel of the metal base below the
first brown money amount key. Tape
the plug to the inside bottom of the
imprinter.

7. Align the rectangular holes and
fit the white base on the five money
amount keys.

8. Slide the white base along the
slots until it is back in position.

9. Replace the four screws. Do not
tighten until the numbers in the
money amount wheels are all aligned.

10. Set the money amount keys
back at the bottom.

11. Put a piece of filament tape
over the hundreds channel covering
the numbers 5 through 9. This acts’
as a safeguard, like the plug, to re-
mind the clerk not to issue a single
money order over $400.

12. Replace the limitation plates
including the new $350 and $400
values, in uence.—Rates &
Classiﬁcation Dept., 10-19-78.

DIALS ON PROTECTIVE EQUIPMENT

FOUR COMPLETE TURNS.
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This is a complete index for
PosTAL BuLLETINS 21150 through
21157, covering July 1 through Sep-
tember 30, 1978. The index is printed
quarterly.

Only PosTAL BULLETIN articles are
listed; TWXs, memos, or other issu-
ances are not included. Lists of
stolen money orders are not indexed.

Articles are cited by issue number,
date and page, and are listed by key
word or major category. Some
articles are listed twice if they fall
into more than one major category.

POSTAL BULLETIN INDEX

For example, the article National
Delivery/Unit Operations Analysis
System, describing a new manage-
ment information system, is listed
under both DeLIvERY SERvicES and
INFORMATION SYSTEMS.

Cross references are also given as
needed.

If the material in a PB article has
been placed in a permanent directive,
the index cites only the permanent
directive, which is the best current
source for that particular informa-

tion.

When it is planned that the infor-
mation in an article will appear in a
permanent directive, the ihdex cites
both the BULLETIN reference and the
intended location. For example, the
listing Special Cancellations; 21152;
8-10-78; 17; To be in PSM 258.32,
indicates that this information ap-
peared in PB 21152, and will be in-
corporated in a revision of the PosTAL
Semvice MANUAL.

Extra copies of this BULLETIN may
be ordered on Form 1286-A, Publi-
cation Order Blank, from the Eastern
Area Supply Center.

When the material in a PosTaL BULLETIN article has been placed in a permanent issuance, the index
cites only the permanent issuance, which is the best current source for that particular information.

POSTAL BULLETIN INDEX
July-September 1978

21150-21157
Permanent
P8 Directive
Article Title Number Date Page Reference
ACCIDENTS/INJURIES
Accident Report, Form 1769...................... 21153 8-24-78 5
ADDRESSES/ADDRESS CORRECTIONS
Return to Sender—Postmarking.................. 21154 9 7-78 7
Split Forwarding Policy.......................... 21151 7-27-78 6
BUSINESS REPLY MAIL. . ....................... 21151 7-27-78 1
CANCELLATIONS
Special Cancellations. . . ......................... 21152 8-10-78 17 To be in PSM 258.32.
Special Cancellations. . . ......................... 21153 8-24-78 9
CLEANUP WEEK
Operation Cleanup.............................. 21154 9-7-78 2
OperationCleanup.............................. 21155 9-14-78 I
DEAD MAIL
Address Change—LA Dead Parcel Branch. ... .. .. 21153 8-24-78 8 To be in PSM 159.724c.

San Juan Dead Letter Branch ZIP Code Change. .

DELIVERY SERVICES (See also Special Services)

Delivery/Unit Operations Analysis System.........
National Delivery/Unit Operations Analysis System. 21157

21157 9-28-78
21153 8-24-78
9-28-78

15 To be in PSM 159.724b.

5
2 To be in M-39.
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Permanent
P8 Directive
Article Title Number Dafte  Page Reference
DIRECTIVES |
Answer Book, The. ............................. 21151 7-27-78 8
Notice 21 (i3-Period Year Calendar). . . .............. 21155 9-14-78 2
Notice 25 (Postal A/P Planping Schedule) . . ... .. ....... 21155 9-14-78 2
Notice 28 (13-Period Year Calendar, wallet). .. . .. ... ... 21155 9-14-78 10
Postal Bulletin Frequency........................ 21154 9- 7-78 1
Postal BulletinIndex............................ 21150 7-13-78 9
Poster 7—Revised (Rules of conduct on postal property) . .. 21156  9-21-78 2
Purchase of ZIP Code Directory................. 21154 9- 7-78 4
Vehicle Maintenance Publications. .. ............. 21151 7-27-78 5
DOMESTICORDERS. .. ......................... 21154 9- 7-78 7
EEO
National Employ the Handicapped Week........ .. 21157 9-28-78 1
National Hispanic Heritage Week............... .. 21156 9-21-78 1
EXPRESS MAIL
Deposit of Castomer-Metered Express Mail..... ... 21150 7-13-78 3 To be in PSM 144.52.
Directory Service for Next Day Express Mail. . . . .. 21153 8-24-78 10 To be in PSM 159.5.
Express Mail—Claims Pmcemng ................. 21154 9- 7-78 6
Express Mail —Custom Design.................. .. 21156 9-21-78 4
Express Mail Insurance.......................... 21155 9-14-78 2
Express Mail Reporting Procedures............... 21152 8-10-78 18
Express Mail—Reporting Procedures............. 21156  9-21-78 1
International Express —Merchandise Service. 21152 8-10-78 20
International Express Mail—Rate Change. . ... .... 21152 8-10-78 8
FACILITIES
Vacant Space in Postal Buildings. . ............... 21151  7-27-78 8
FINANCE (See also Philately)
Accountbooks/Daily Financial Statements/State-
ments of Aooount—FY R T e 21154 9- 7-78 9
Closing Instructions FY 1978 —Amendment. .. ... .. 21157 9-28-78 1
Closing Instructions—PFY 78..................... 21155 9-14-78 5
Money Orders—NoFee. . ....... ............... 21155 9-14-78 2 To be in F-1.
Money Orders—Supplies. ....................... 21155 9-14-78 2
Notice 21 (13-Period Year Calmda—pullout on page 1 1). 21155 9-14-78 2
Notice 25 (Postal A[P Planning Schedule) . . . 21155 9-14-78 2
Notice 28 (13-Paiod Year Calendar, wallel) cee... 21155 9-14-78 10
Outstanding Salary Advances. . .................. 21154 9- 7-78 4
Use of Postal Funds—Christmas Decorations. ... . .. 21150 7-13-78 3
FIRST CLASS MAIL
First-Class Presort. . . . .. 5o e o RS S T 21154 9- 7-78 7 To be in PSM.
Precanceled Postage . . . . ........................ 21156 9-21-78 5 To be in PSM 131.
FOREIGN ORDERS
Foreign Order Notice 78.. ....................... 21154 9 7-78 7
FORMS
Form 1230-C Revised......................... ... 21156 9-21-78 |
Form 4?86 ............. ......................... 21154 9- 7-78 11
Processing SF 56. . .. . .. [t TR e - SR 21150 7-13-78 7
Processing SF 56 (Corvectton) . . . ................... 21153 8-24-78 9
Retirement Benefit Form Available. . . ............ 21150 7-13-78 1
SF 2815, Employee Service Statement. . . ....... ... 21153 8-24-78 5
Training Form 1782 Revised . . ................... 21154 9- 7-78 9
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Permanent
P8 Directive
Article Title Number Date Page Reference
FOURTH-CLASS MAIL
Enclosures in Special Fourth-Class Mail . . . . .... ... 21153 8-24-78 9
GOVERNMENT AGENCIES PROGRAMS
(See Official Mail)
HEALTH BENEFITS
Health Benefits Program......................... 21153 8-24-78 2 To be in PSM 135541 &
542,
Releasing Health Benefits Coverage Information... 21151 7-27-78 9
HOLIDAY CLOSING NOTICES
Columbus Day Closing Notice. . .................. 21157 9-28-78 11
Labor Day Cloging. . ............................ 21153 8-24-78 8
INFORMATION SYSTEMS
Delivery/Unit Operations Analysis System....... .. 21153 8-24-78 5
NWRS—Preliminary Information. . ............... 21156 9-21-78 4
National Delivery/Unit Operations Analysis System. 21157 9-28-78 2 To be in M-39.
Supplemental ODIS T A A 21152 8-10-78 8
INTERNATIONAL MAIL (By Couniry)
Canal Zone Postal Service Money Orders. . ... 21151 7-27-78 3
Special Delivery Service—Singapore. ............. 21150 7-13-78 18 To be in Pub. 42.
INTERNATIONAL MAIL (By Subject)
(See also Express Mail)
Customs Declarations—International and Canal
T R R 21152 8-10-78 17
Improperly Addressed International Mail . . ..... .. 21157 9-28-78 5
International Mail—Endorsements on Undeliver-
able Foreign Parcels........................... 21152 8-10-78 20
International Money Orders. . ................... 21150 7-13-78 5
LOBBIES
Lobby Display Schedule and Priorities for July.... 21150 7-13-78 6
Lobby Display Schedule and Priorities for Augmt. 21151 7-27-78 7
Lobby Display Schedules for September. . . 21154 9- 7-78 8
Lobby Poster 74 . ............................... 21154 9- 7-78 5
Poster 7—Revised (Rules of conduct on postal property—
temporary fulloul poster on pages 8-9)................ 21156 9-21 78 2
Removal of Public Notice—Citizens’ Rate.......... 21150 7-13-78 7
LOCKBOXES
Lockbox Key Requisitions. . . .................... 21156 9-21-78 4
MAIL CLASSIFICATION
Combination Classesof Mail . . . .................. 21152 8-10-78 17 To be in PSM 139.
MAIL PROCESSING EQUIPMENT
1979 Year Type—Hand Stamps/Canceling Ma-
T R T A I SR SR SRR 21154 9 7-78 8
Dating Pouch/Sack Labels. . . . ................... 21154 9 7-78 6 To be in PSM 334.326.
Shortage of Mail Equipment. ... ................. 21152 8-10-78 1
USPS Pallet Program... . . ........................ 21154 9-7-78 9
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Permanent
' PB Directive
Article Title Number Date  Page Reference
MAINTENANCE |
Maintenance Bulletins.......................... 21150 7-13-78 18
Modification Work Orders. . ..................... 21150 7-13-78 7
MANAGEMENT SECTIONAL CENTERS
District and MSC Changes........... LM 21157 9-28-78 5
MSC List Corrected (listing on page 17). . ........... 21150 7-13-78 1
MILITARY MAIL (Sce also Jone Charts)
Address Change-APO/FPO Units in Latin America. 21150 7-13-78 6
Customs Declarations—Army Post Offices. ...... ... 21152 8-10-78 18
MONEY ORDERS
International Money Orders. . ................... 21150 7-13-78 5
Money Order Limitation Plates................... 21153 8-24-78 g
Money Orders—Stubs. ..................... ... 21154 9 7-78 6
Money Orders—Supplies. ....................... 21155 9-14-78 2
No-Fee Money Orders;.......................... 21155 9-14-78 2 To be in F-1.
OFFICIAL MAIL |
October Department of Treasury Checks.......... 21157 9-28-78 5
Programmed Delivery of Social Security Checks.... 21150 7-13-78 2
September Social Security Benefit Checks.......... 21153 8-24-78 1
PARCELS
Commingled Irregular Parcels—ID Change........ 21150 7-13-78 1
PAYROLL _
Cost-of-Living Annuity Increase. . .. .............. 21153 8-24-78 6
Distribution of Salary Checks..................... 21151 7-27-98 3
EAS—Schedule Change.......................... 21156 9-21-78 4 To be in ELM.
FLSA—Pay Clarification. . ....................... 21156 9-21-78 1
FLSA Retroactive Pay Adjustment................ 21154 9- 7-78 6
Form 1230 CRevised............................ 21156 9-21-78 1
Ontmdng%&hry Advances. ................... 21154 9- 7-78 4
PMS & NCD Salary !nicrenel (Nonbargaining) .... 21150 7-13-78 1
PERSONNEL (See also H:cidmlsllnjm'es, EEQO, Health
Benefits, Payroli, Training, Travel, Uniform Frogram)
Benefits
Federal Employees Group Life Insurance. . . . . .. .. .. 21153 8-24-78 1
Pyrocessing SF 56 (Agency Certification of Insurance
ST R R S 21150 7-13-78 7
Processing SF 56 (corvection) . . . .................. 21153 8-24-78 9
Retirement Benefits Form Available. . . . .. ... ...... 21150 7-13-78 1
~SF 2815, B:ﬁ Service Statement. . . ........... 21153 8-24-78 5
EAS—Sched T R 21156 9-21-78 4 To be in ELM.
Employees® Current Mailing Address. ............ 21152 8-10-78 1
Employment and Placement. . . ..................
Canal Zone Postal Employees . . . . ................ 21151 7-27-78 8
Employment Registration Cards. .................. 21153 8-24-78 10
Fingerprint Card Processing . . . . ................. 21158 8-24-78 2
itial Level Supervisor Positions . . . .. ............ 21153 8-24-78 5
Headquarters/Field Interchange Program. ........ 21156 9-21-78 3
Incentive Awards Program . .. ................... 21154 9- 7-78 6
National Employ the Handicapped Week.... ... ... 21157 9-28-78 1
Rural Carrier’s Annual Leave itment........ 21155 9-1478 10
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Permanent
PB Directive
Article Title Number Date Page Reference
PHILATELY
Announcement of Stamps/Stamped Paper
10-Cent Molly Pstcher Commemorative Postal Card.. 21151 7-27-78 2
13-Cent Dr. Papanicolaon Commemorative Stamp
(ordering information) . . . ....................... 21151 7-27-78 8
14-Cent Eagle International Susface Postal Card. ... 21150 7-13-78 1
15-Cent American Trees Commemorative Stamp. . . . . 21154 9 7-78 1
15-Cent Anto Racing Embossed Stamped Envelope. .. 21151  7-27-78 2
15-Cent Christmas Postage Stamps. . . . . ............ 21154 9- 7-78 3
15-Cent Owls Commemorative Stamps. . . . . ... ... ... 21151  7-27-78 1
15-Cent Viking Missions to Mars Commemorative
Stgmp ...................................... 21150 7-13-78 2
21-Cent International Airmail Postal Card. . . . . . ... 21152 8-10-78 1
21-Cent International Airmail Postal Card (sale
L e e g - S AR G 21155 9-14-78 2
28-Cent Remote Outpost Regular Stamp. . . . . . . . . ... 21150 7-13-78 2
31-Cent International Asrmail Postage Stamp. . . . . . . 21152 8-10-78 2
$3Stamp Bookles. .. ............................ 21153 82478 10
$3.60 Holmes Stamj Booklet (requisitioning delay) . . .. 21153 8-24-78 9
Revalued Embossed Stamped Envelope. . . . . . ... .. .. 21150 7-13-78 3
Back Issue Commemoratives. . .. ................. 21154 9 7-78 7
Domestic First Flight Cachet...................... 21150 7-13-78 2
Domestic First Flight Cachet...................... 21152 8-10-78 2
Domestic First Flight Cachet...................... 21154 9 7-78 5
Domestic First Flight Cachet...................... 21157 9-28-78 7
Extension of Philatelic Deadlines............... ... 21152 8-10-78 20
International First Flight Cachet.............. . ... 21154 9- 7-78 3
International First Flight Cachet............... ... 21156 9-21-78 4
New Philatelic Products. . ....................... 21154 9-7-78 6
Philatelic Item Removed from Retail Sale. ... .. .. .. 21157 9-28-78 4
Philatelic Order List Delayed . . ............... ... 2]152 8-10-78 17
Philatelic—Qtr 4 Sales/Inventory Report. ......... 21156 9-21 78 1
Stamps/Stamped Paper to Be Removed from Sale 21154 9- 7-78 7
POLITICAL MAIL
Political Campaign Mail . . ....................... 21153 8-24-78 1
Political Mailings by Nonprofit Organizations. . . . .. 21157 9-28-78 3
POST OFFICE CHANGES
TR T R 21150 7-13-78 19
B b v 5 ws iy s v o in e s s e o o 21152 8-10-78 19
AR L R R 21153 8-24-78 11
T LR R R G SR < S 21154 9-7-78 10
I R ol L ot o ki o s = e HaRete v wm il - o - - 21156 9-21-78 13
R e I -l 5 v 5 b B s » & 3 -« - 21157 9-28-78 8
Scheduled Advancements and Regulations. . . . .. .. 21151 7-27-78 4 To be in Pub. 65.
POST OFFICE/POSTMASTER
Post Office Outside Business. . . .................. 21154 9- 7-78 7 To be in PSM 243.652.
POSTAGE METERS
Initial Setting of Postage Meters.................. 21152 8-10-78 1
Postage Meter Repair. .. ........................ 21152 8-10-78 18
Postage Meter Repair (clarification of PB 21152)..... 21157 9-28-78 15
POSTAGE RATES
International Express Mail—Rate Change . .... .. .. 21152 8-10-78 8
Second-Class Rate Correction..................... 21154 9 7-78 7 To be in PSM 132124 &

132.223.
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Permanent
; P8 Directive
Article Title Number Date  Page Reference
PRESORTED MAIL
Bulk Rate Third-Class Presort.................... 21154 9- 7-78 11 To be in PSM 134.437.
First-Class Presort......... ..................... 21154 9- 7-78 7 To be in PSM.
PRIVACY ACT
Releasing Health Benefits Coverage Information. .. 21151  7-27-78 9
PROCUREMENT & SUPPLY
Discontinued Nonmachineable Supply Items. ... ... 21157 9-28-78 1
GSA Shipments to FEDSTRIP Orderin Oﬂices 21158 8-24-78 1
Items 13-B & 0-813-P, Plastic Seals. .. ....... 21154 9- 7-78 5
Rubber Line Stamps. . . . .. EESNRNCRRIRRS | - v et sl 21155 9-14-78 1
Supply Item Changes. . ......................... 21151  7-27-78 5 To be in Pub. 24.
Supply Item Discontinued .. ..................... 21153 8-24-78 10
RURAL DELIVERY SERVICE
Annual Count of Mail on Rural Routes............ 21152 8-10-78 3
Annual Count of Mail on Rural Routes—Special
Delivery Articles—Fee Payment................ 21153 8-24-78 10 To be in PSM.
Measurement of Rural Routes................. ... 21152 8-10-78 21
Rural Carrier’s Annual Leave Commitment. ... .. .. 21155 9-14-78 10
SAFETY
Fire Prevention Week.. ... ...................... 21155 9-14-78 1
SECOND-CLASS MAIL
Annual Ownership, Management & Circulation
ST R KR P AR 21153 8-24-78 8
Firm Holdouts. .. . .. SRR T L R S R 21154 9- 7-78 5 To be in PSM 351.121.
Identification Statements and Wrappers for Second-
Class and Controlled Circulation Publications. . 21150 7-13-78 4 To be in PSM 125, 132 &
133.
Second-Class & Controlled Circulation Permits. . . . . 21154 9- 7-78 5
Second-Class Preparation Requirements........... 21154 9- 7-78 12 To be in PSM 125.329.
Second-Class Rate Correction..................... 21154 9-7-78 7 To be in PSM 132,124 &
132.223.
SPECIAL SERVICES
Certified Mail Receipts. . |....................... 21155 9-14-78 2
_ STAMPS/STAMPED PAPER (See also Philately)
$3Stamp Booklet. . ............................. 21153 8-24-78 10
$3.60 Holmes Stamp Booklet...................... 21153 8-24-78 9
Sta.mps and Stamped Paper Stock Level........... 21151 7-27-78 8
tamps/Stamped Paper To Be Removed from Sale.. 21154 9- 7-78 7
ed Postage Stamp Requisitions. . ............ 21151  7-27-78 2
SUPPLIES (See Procurement & Supply)
THIRD-CLASS MAIL
Bulk Third-Class Permit ImPnnt Postage. . . 21156 9-21-78 2 To be in 622.2, F-1.
Mailing Statements by Qualified Nonprofit Mailers. 21152 8-10-78 18
Non-Identical Bulk Rate Third-Class Mailings. . . .. 21151 7-27-78 3 To be in PSM 134.
TRADEMARKS & SERVICE MARKS............. 21153 8-24-78 7
TRAINING
Training Activity Re ﬁortm gSystem............... 21151  7-27-78 6
Traunng Form 1782 Revised. . ................... 21154 9- 7-78 9
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Permanent
-PB Directive
Article Title Number Date Page Reference
TRAVEL
Airline DiscountFares........................... 21155 9-14-78 1
Foreign Travel—Additional Vehicle Insurance. . . .. 21151 7-27-78 8 To be in 253.3, M-9.
Relocation—Management Associate Program. . . . .. 21151 7-27-78 7 To be in M-9.
Travel—Compensation for ‘“Bumped” Airline
T e B S R R 21151 7-27-78 8
Travel—Per Diem. . ...................coovion.. 21157 9-28-78 5 To be in M-9.
UNIFORM PROGRAM
Licensed Vendor Listing......................... 21150 7-13-78 7 To be in Pub. 136
Licensed Vendor Listing......................... 21151 7-27-78 6 Do.
Licensed Vendor Listing......................... 21153 8-24-78 9 Do.
Licensed Vendor Listing......................... 21157 9-28-78 9 Do.
Work Clothes and Contract Uniforms. . . ...... .. .. 21150 7-13-78 2
VEHICLES
Form 4586 (Accident Information). .. ................. 21154 9 7-78 11
Vehicle Maintenance Publications. ............... 21151 7-27-78 5
Vehicle Warranty Repairs. . ..................... 21154 9 7-78 6
WANTED CIRCULARS
Wanted Circular Canceled. . ................... .. 21153 8-24-78 10
Wanted Circular Canceled. .. .................... 21157 9-28-78 5
ZIP CODE
Purchase of ZIP Code Directory.................. 21154 9- 7-78 4
ZONE CHARTS
Zone Charts—Miami APO/FPO.................. 21155 9-14-78 2

—Office of Management Services, 10-19-78.
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CITY DELIVERY STATISTICS—PQ 4 FY 78 UPDATE

I. INTRODUCTION

All city delivery offices will prepare
updated Forms 4028, Delivery Sta-
tistics, reporting the required city
delivery statistics. Report all data as
of the end of Postal Quarter 4, FY 78
(October 6, 1978). Follow these in-
structions carefully to insure accurate
reporting. Each office will submit
both the S data version and the M

data version of the form.

. REPRODUCTION OR REQUISI-
TION OF FORMS 4028

Reporting offices may either re-
produce Forms 4028 or obtain blank
forms as follows:

a. Reproduction. The required
copies may be obtained by repro-
ducing the forms (overprinted) ex-
hibited in this BULLETIN on pages 19
and 20.

b. Requisition. Copies of the forms
are available at the area supply cen-
ters. Management Sectional Centers
(MSCs) will order sufficient quanti-
ties of this form for each city delivery
office under their jurisdiction on
Form 7380, Requisition for Supplies.
MSCs will distribute forms only to
those offices having city delivery
service.

lil. PREPARATION OF FORMS 4028

All city delivery offices must com-
plete the forms and forward to the
MSC in accordance with instructions
on the form. Show all information
as of COB October 6, 1978. Since
the data to be entered on the form
will be computer processed, it is es-
sential that all reporting offices com-
ply with the following:

a. Enter only whole numbers (or
letters) in the designated blocks. Do
not show decimals.

b. Leave the item blank only if
the information item does not apply.

c. Enter only the data required
and do not make notations outside
the designated blocks.

d. Note that the form illustrated
on page 19 bears a bold letter S over
the date block of the form. The form
illustrated on page 20 bears a bold
letter M over the date block on the
form. When using blank Form 4028,
enter the letter S or M with the ap-
propriate items described to identify
the data version.

IV. FORM ENTRIES

The statistical items to be updated
this quarter are shown on the forms
illustrated in this BuLLETIN and are
defined below. To ensure the validity
and uniformity of the data to be re-
ported, it is imperative that only these
standard definitions be followed. For
the purpose of this update, other
definitions, including those which
may be used locally, are not accept-
able. Under the Description column,
write in the titles exactly as shown;
and under the Required Information
column, enter the required data in
the specified block numbers.

V. COMPLETING DATA VERSION $

Item 1. Finance No. In blocks 1-
6, enter the 6-digit post office finance
number. This item must be filled in
with the correct 6 digits; otherwise,
the form will be rejected during com-
puter processing. If the proper fi-
nance number is in doubt, please
verify with your district or MSC.

ltem 2. Enter Business Places
Served. In blocks 7-16, record the
total number of business places
served, including firm window call-
ers and those served through post
office boxes. Business places that re-
ceived more than one delivery per
day will be counted only once.

ltem 3. Enter Possible Central De-
liveries. In blocks 17-23, record the
total number of possible centralized
deliveries; e.g., approved apartment
house mail receptacles, including rear
loading mail boxes installed at the in-

side entrance to buildings (apartment

houses, family hotels, flats, etc.) or
in exterior walls of buildings, neigh-
borhood delivery and collection boxes
(pedestal mounted), delivery centers,
boxes under sheltered covering in
other areas and other boxes in
clusters (two or more). Door, behind
the sidewalk, or curb deliveries meet-
ing the above definition must be
counted in this item and not be in-
cluded in items 4 (possible door de-
liveries), 5 (possible curbside deliver-
ies), and 6 (receptacles behind the
sidewalk) .

Note: For the definition of possible
deliveries, see section 128.22 of
Methods Handbook M-39, Manage-
ment of Delivery Services.

ltem 4. Enter Possible Door De-
liveries. In blocks 24-30, record total
number of door deliveries; e.g., busi-
ness door service, door mail slots,

boxes attached to the houses or ga-
rages or the other locations on the
premises, excluding those boxzes im-
mediately behind the sidewalks de-
scribed in item 6, etc.

Item 5. Enter Possible Curb De-
liveries. In blocks 31-37, record the
total number of possible deliveries to
curhside delivery receptacles.

ltem 6. Enter Receptacles Located
Inside (Behind) the Sidewalk. In
blocks 3842, record the number of
receptacles located inside (behind)
the sidewalk where a carrier makes
delivery from the sidewalk

Note: The total of items 3, 4, 5,
and 6 must equal the Total Possible
Deliveries on Form 3997-B, Delivery
Service Unit Operations Analysis, as
reported at the end of FY 78 13th
acoounting period.

Hem 7. Enter Residential Collec-
tion Boxes. In blocks 4347, record
the total number of residential boxes
having no time decals displayed.

ltem 8. Enter Time Decal Collec-
tion Boxes (Last Collection 5 p.m.
and later). In blocks 48-51, record
the total number of boxes displaying
time decals showing last collection
scheduled 5 p.m. or later.

lem 9. No data required.

tem 10. Enter Local Mail Col-
lection Bozxes. In blocks 56-58, record
the total number of collection boxes
identified as local mail only.

Item 11. Enter Mail Chutes and
Receiving Boxes. In blocks 59-61,
record the number of mail chutes and
receiving boxes used for mail col-
lection. {

Hem 12. Enter Cooperative Mail-
ing Racks. In blocks 6264, record the
number of cooperative mailing racks
used for mail collection.

em 13. Enter Firm Holdout Serv-
ice. In blocks 65-67, record the num-
ber of those customers receiving Firm
Holdout Service (no charge) as de-
fined in PosTAL Semvice MANUAL
351.12.

item 14. Enter Relay Boxes in
Use. In blocks 6870, record the num-
ber of relay boxes in use.

item 15. Enter VIM Mechanical
(Conveyer) Systems. In blocks 71—
72, record the number of VIM (Ver-
tical, Improved Mail) installations
using a conveyer.
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Item 16. Enter VIM Call Window
Service Installations. In blocks 73-74,
record the number of VIM installa-
tions using call windows.

ltem 17. Enter VIM Lock Box
Installations. In blocks 75-76, record
the number of VIM installations
using lockboxes.

Item 18. Enter Is Expedited Pref-
erential Mail Delivery System Imple-
mented? In block 77, if answer is yes,
enter Y, if no, enter N

Item 19. No data reqmred

IBem 20. Data Version Code In
block 79, enter S.

tem 21. Update Code. In block
80, enter 8.

Vi. COMPLETING DATA VERSION M

Item 1. Finance No. In blocks 1-
6, enter the 6-digit post office finance
number. This item must be filled in
with the correct 6 digits; otherwise,
the form will be rejected during com-
puter processing. If the proper finance
number is in doubt, please venfy with
your district or MSC.

ltem 2. Enter Motorized Routes.
In blocks 7-16 record the total num-
ber of city delivery routes on which a
vehicle is used to deliver and \collect
all classes of mail (e.g., curbside,
dismount-door or park and loop) (see
Handbook M-39, 113.2).

Iltem 3. Enter Curbside Delivery
Routes. Enter in blocks 17-23 the
total number of routes that utilize a
motor vehicle to deliver mail to a
curbside mail box.

Item 4. Park and Loop Routes.
Enter in blocks 24—-30 the total num-
ber of routes that use a motor vehicle
for transporting all classes of mail to
the route, usmg a vehicle as a2 mov-
able container as the carrier loops
segments of the route on foot (see
Handbook M-39, 113.4).

ltem 5. Enter Foot Roules. In
blocks 31-37 enter the total number
of city delivery routes served by a
carrier on foot. A bicycle or automo-
tive vehicle used solely as transporta-
tion to and from the route does not
affect the status as a foot route (see
Handbook M-39, 113.1).

VIl. SPECIAL INSTRUCTIONS

In a few large offices, Forms 4028
may not provide enough boxes for a
particular item. In this case, call
Headquarters Delivery Services De-
partment, (FTS) 245-5784, for
special instructions.

Viil. CORRECTIONS

If it is necessary to amend or cor-
rect the forms after they have been
submitted, send corrected forms ac-
cording to the general instructions as
before; except only the following
items should be entered:

a. The correct 6-digit
number.

b. The item(s) to be amended or
corrected (leave all unchanged items
blank).

c. Item 21, Update Code, in block
80 enter the letter R, indicating a
revision.

finance

IX. MSC RESPONSIBILITY FOR RE-
VIEW AND TRANSMITTAL

In the review and verification proc-
ess, the sectional center manager or
designee must:

a. Review the forms for accuracy
and completeness, correcting all er-
rors and /or omissions. Pay particular
attention to item 1, Finance Number,
and correct as required.

b. Whenever any errors are de-
tected, 2 new Form 4028 must be
completed showing the corrected
figures. Forms containing crossed-out

numbers preclude efficient key punch-

ing and will not be accepted.

c. Each MSC will receive a com-
puterized printout to verify that all
city delivery offices assigned to the
MSC have submitted Form 4028 as
required. If the computerized check
list of city delivery offices reflects any
discrepancies relative to city delivery
status, submit Form 1362, Report of
Change In Post Office Status, through
channels.

d. Accumulate all original forms
on hand and forward in one package
for receipt at Headquarters by No-
vember 13, 1978. However, if unusual
circumnstances preclude the submis-
sion of a complete report, include a
list of offices for which the forms are
missing and advise when these forms
will be submitted.—Delivery Services
Dept., 10-19-78.

Undeliverable Due to USPS Adjustments

Form 3577, Correction of Error in
Address Because of Postal Service
Adjustments, is used to notify mail-
ers of certain types of changes in the
mailing address of their customers.
They are:

a. Rural route adjustments

b. Conversion from rural to city

delivery |
Renumbering of houses |
. Renaming of streets
Consolidation of routes
Consolidation of post offices
. Reassignment of ZIP Codes

When Form 3577 is used, there is
no charge for the service. There is
also no charge if a publisher submits

a galley list for corrections needed
because of Postal Servxce ‘adjust-

ments.

-

o

The form must include the city,
state and ZIP Code of the post office,
the date, the name of the postmaster,
and the name and title of the man-
ager completing the form.

Space is provided for entering the
publisher key numbers found across
the top of a customer’s address label.
If these numbers are available, in-
clude them. If they are not available,
the city, state and ZIP Code of the
delivery unit helps the publisher cor-
rect his lists.

No postage is charged for redirect-
ing or forwarding mail as a result of
Postal Service adjustments. All man-
agers are requested to review PosTaL
Service MaNUAL 159.16 before sign-
ing and submitting Form 3577.—
Rates & Classification and Delivery
Services” Depts., 10-19-78.

PARCEL POST
PACKAGES FOR
CANADA AND

MEXICO, AS WELL
AS OTHER COUN-
TRIES, MUST BEAR
CUSTOMS
DECLARATIONS
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U.S. POSTAL SERVICE 904 PF_)
DELIVERY STATISTICS 8
POSTMASTER: Prepare original and two copies. Send original and one copy to your SCF Postmaster and retain one

copy. SCF Postmaster will review the forms for accuracy and completeness and retain one copy. Forward the original
from each office in accordance with Postal Bulletin Instructions.

When completing this form write the brief description for each item in the description column beside the appropriate item
number. Fill in the “Required Information™ column the appropriate numbers or letters insuring each number ENDS in the
RIGHT HAND BLOCK. Where there are no entries, items shall be left blank.

el T T S

POST OFFICE, STATE AND ZIP CODE POSTMASTER (Signature) DATE

ITEM DESCRIPTION r REQUIRED INFORMATION

1 - 2 : 2 4 3 6 ]
1 FINANCE NO. : . - - Y

2 |BUSINESS PLACES SERVED

3 |POSSIBLE CENTRAL DELIVERIES

4 |POSSIBLE DOOR DELIVERIES

POSSIBLE CURB DELIVERIES

RECEPTACLES LOCATED INSIDE (Behind) THE SIDEWALK = =

RESIDENTIAL COLLECTION BOXES

TIME DECAL COLLECTION BOXES (Last collection 5 PM & | § |+ mEuEt
’ later) F’.“.F.I
L] » .

¢ |T,OCAL MAIL COLLECTION BOXES

" |MAIL CHUTE AND RECEIVING BOXES vl

12 |COOPERATIVE MAILING RACKS

-7
_65 66 67 |
" [PIRM HOLDOUT SERVICE =l
¥ IRELAY BOXES IN USE I

'® I[VIM MECHANICAL (Conveyer) SYSTEMS

6 |[yIM CALL WINDOW SERVICE INSTALLATIONS

17 .lVIM _LOCK BOX INSTALLATIONS

IS EXPEDITED PREFERENTIAL MAIL DELIVERY SYSTEM IMPLEMENTED?

19

DATA VERSION CODE

F 4 UPDATE CODE

P$ Form
Mar. 1974 4028 WU.S. GOVERNMENT PRINTING OFFICE: 1975-650-432/1394



21160, 10-19-78, Page 20 POSTAL BULLETIN

US. POSTAL SERVICE PQ PFY
DELIVERY STATISTICS 4 78

POSTMASTER: Prepare original and two copies. Send original and one copy to your SCF Postmaster and retain one
copy. SCF Postmaster will review the forms for accuracy and completeness and retain one copy. Forward the original
from each office in accordance with Postal Bulletin Instructions.

When completing this form write the brief description for each item in the description column beside the appropriate item

number. Fill in the “Required Information™ column the appropriate numbers or letters insuring each number ENDS in the
RIGHT HAND BLOCK. Whem there are no entries, items shall be left blank.

EXAMPLE: i 5 L 2N M
POST OFFICE, STATE AND ZIP CODE POSTMASTER (Signature) DATE
ITEM DESCRIPTION | REQUIRED INFORMATION
_ - e TRy ——
1 FINANCE NO. E E E : :
2 | MOTORIZED ROUTES i I SR R
17 I8 392021 22 23
3 | CURBSIDE DELRIVERY ROUTES SRS - {5
4 | PARK AND LOOP ROUTES : i v e : :
| 31 32 33 M4 35 36 37 |
* | FOOT ROUTES e e
6 : : A
—x3 45447
7 | ) ; : i
| ¥ o [ [
8 TS
» [ |
9 ’ : 3
' | £33
& i
L .4
12 , : S
_ﬁ__.ﬁ.ﬁ_.'_._ﬁL
13 | ' :
s s’
| N -7
16 3 :
" - N
16 :
. | 25 76 |
17 :
; 77
18
j _ 78 |
19 i
79
20 | DATA VERSION CODE M
21 | UPDATE CODE . l 8

PS Form
Mar. 1974 4028 . U.S. GOVERNMENT PRINTING OFFICE: 1975-650-432/1394
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Controlled Circulation
Publication Annual Report

Each fiscal year, beginning October
7 for PFY 1979, the publishers of con-
trolled circulation publications must
complete a Form 8-C, Pieces by
Destination—Controlled Circulation
Publication, for submission with the
first mailing of the publication. Form
8-C is available from area supply
centers. Do not use editions prior to
March 1975. Postmaster will:

1. Complete the top section of the
forms, including the publication name
and number. Enter the finance num-
ber. Enter the area finance office
number if the reporting office is a new
concept office (NCO) for account-
ing purposes.

2. Mail the forms to the publishers
and instruct them to:

a. Record in Part 1. Domestic, the
number of pieces by state of destina-
tion, mailed at domestic rates for the
publication’s first full regular issue.

b. Record in Part II, Foreign, the
number of pieces by ports of exit or
foreign destinations mailed at inter-
national rates.

c. Return the completed form(s)
with their first Form(s) 3541-A,
Statement of Mailing—Controlled
Circulation Publications, showing
number of copies to the post office and
not to the address printed on the
reverse of Form 8-C.

3. Scan the returned Forms 8-C
for completeness and legibility. Verify
that total pieces have been entered on
Line 058, 078, 079, and that the ad-
dition is correct.

4. It is anticipated that the ma-
jority of Forms 8-C will be received
during Postal Quarter 1. As soon as
the forms for Postal Quarter 1 are
received, but not later than January 5,
mail them in one batch to the Reve-
nue Statistics Branch, Statistical
Operations Division, Office of Op-
erations, Headquarters, USPS, Wash-
ington, D.C. 20260. Include a list
of those publications that had mail-
ings in Postal Quarter I and failed
to furnish the required Form 8-C.
Enter the total time required to pre-
pare and process the forms in the box
in the lower right corner of the form
on top of the batch. Subsequent re-
ports of first mailings should be sub-
mitted immediately.

5. See POSTAL SERVICE MANUAL,
133.7.—Management Information
Systems Dept., 10-19-78.

Souvenir Card and Stamps
To Be Removed From Sale

The following items will be with-
drawn from sale at the Philatelic Sales
Branch at the close of business No-
vember 30, 1978:

$1.25 Rocpex Souvenir Card

1¢ Thomas Jefferson (sheet)
3¢ Francis Parkman (sheet)
4¢ Abraham Lincoln

16¢ Ernie Pyle

13¢ Lafayette

13¢ Skilled Hands

13¢ Peace Bridge

13¢ Herkimer at Oriskany

13¢ Alta California

13¢ Articles of Confederation

13¢ Talking Pictures

13¢ Surrender at Saratoga

Any stock of these items on hand
after November 30, 1978, must im-
mediately be withdrawn from all
philatelic outlets and handled in ac-
cordance with section 553, Handbook
F-1, Financial Handbook for Post
Offices.

As of October 2, 1978, the Philatel-
ic Sales Branch discontinued the sale
of $3.60 4 booklets. All philatelic out-
lets should immediately withdraw the
$3.60 A4 booklets from sale and handle
in accordance with above procedures.

The Inspection Service will give at-
tention in this area during audit re-

views.—Customer Services Dept.,
10-19-78.

Submission Frequency of
Travel Vouchers

All employees placed on temporary
travel status are reminded of the fre-
quency requirements regarding sub-
mission of travel vouchers. Methods
Handbook M-9, Travel, section
822.1, specifies that all travelers are
required to submit one voucher only
during each accounting period for all
regular travel (including travel in
territories and possessions) per-
formed within the period. At the end
of a trip, when no other trip is antici-
pated, the traveler will submit a
voucher to the approving officer of
the organizational unit concerned for
approval and submission to the Postal
Data Center.

According to section 822.1 one trip
that covers two accounting periods
may be reported on one voucher.

Following these regulations will
reduce paper flow through the vari-
ous organizations. All managers are
expected to discourage frequent
travel voucher preparation which
conflicts with the preceding.

Employees on extended duty as-
signments or training of seven (7)
days or more are excluded from the
above policy when extra voucher
preparation may be needed to meet
their daily/weekly expense require-
ments. (M-9 will be amended to re-
flect this latter item.)—Finance
Dept., 10-19-78.

Veterans’ Day Holiday

This year the Veterans’ Day Holi-
day (November 11, 1978) falls on
Saturday. In accordance with PosTaL
ServicEe MAnuar 113.262, Postal
operations will be on holiday levels
of service on Saturday and normal
levels of service will be maintained on
Friday, November 10, 1978. Veterans’
Day is no longer observed as a Mon-
day holiday and therefore, PSM
113.263 is no longer applicable.

Eligible employees are to be paid in
accordance with 4344, Holiday
Leave Pay, and 434.5, Holiday
Worked Pay, of the EMPLOYEE AND
LaBor ReLaTiONs MANUAL (ELM).
Accordingly, Saturday, November 11,
will be the holiday for eligible employ-
ees regularly scheduled to work that
day. The designated holiday for eligi-
ble employees whose scheduled non-
workday falls on Saturday will be the
employee’s first scheduled day pre-
ceding Saturday, November 11, 1978.

POSTMASTERS

The June 13, 1978, issue of the
Postal Leader announced a new
Saturday holiday leave policy for
postmasters, starting with the Novem-
ber 11, 1978, Veterans’ Day Holiday.
Under this new procedure, when a
holiday falls on a Saturday, the non-
scheduled workday, the holiday for
NCD-12, 15, and 17, and certain
EAS~18 postmasters will be observed
on the preceding Friday for leave pur-
poses. Where , additional
work hour allowances will be author-
ized to cover the absence of eligible
postmasters for the Friday designated
as their holiday. Eligible postmasters
will observe Friday, November 10,
1978, as their designated Veterans’
Day Holiday. Eligible postmasters
under the new policy include only
those who do not have a senior super-
visor whose regular duties, as de-

Continued on p. 22
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um#om PROGRAM—LICENSED VENDOR LISTING

: Each of the follpwing.uniform vendors has received a vendor’s license since distribution of Publication 136,
Licensed Vendor Listing. This additional listing must be attached to Pub. 136. These lists must be posted where they

are readily available to employees.
Bu;udl’s Formal 179 Highland Worcester MA 01609 Larry’s Skoe Co. Fremont Mall Fremont NE 68025
‘ear Street |
: Montana Clothing 1 E. o4 B 1
Bova's Shoe Tree 121 B. Main Carmi IL 62821 | ¢ 131 E. Olive ridgeport 1L 62417
SRRt iee, Aage | LN Moana | Honolulu HI 96814 | o 4 Wing Shos Store 8224 Highway 7—  St. Louis Park MN 55426
; Shopping Knollwood
Center Plasa
Hhe
Ra A T 37?,,?,“!‘““ Anchorage  AK 99503 |, wing Shos Store 1211 Ellis Jackson MS 39200
Hoasten Uniform 9307 D. Harwin  Houston TX 77036 Avenue
Cencept, Inc. t Rust Shoe Service Le Mars IA 510381
Enapp Retail Shee 2410 Calder Beaumont  TX 77702 | Solen Pire Control 13408 Folson Folson CA 95630
Stere Avenue | Blva.
—Labor Relations Dept., 10-19-78.

PROCEDURES FOR APPOINTING AND TERMINATING CHRISTMAS CASUALS

The following prooedum are ap-
plicable for appointing and terminat-
ing Christmas casuals:

A. Accessions

All casuals appointed December 2,
1978, or later in December will be
hired NTE 12-29-78 and will be
automatically considered as being
hired for the Christmas mailng
period for manpower and statistical
reporting purposes. Those casuals
hired on or after December 2 who
already had two 90-day terms of
casual employment in 1978 may only
be utilized for a 21-consecutive-day
period and therefore may have a last
workday earlier than December 29,
1978. All casuals appointed Decem-
ber 2, 1978, or later in December will
be hired as Casual, Occupation
Code 5201-1001, EAS Level 7 at the
rate of $4.76 per hour. |

A minimal amount of data will be

necessary to effect the appointment
of Christrnas casuals. Only those
items indicated by an “X” in the ex-
hibit Form 50-B, Request for Per-
sonnel Action, must be completed
(see sample worksheet on page 23).
Use casual Designation/Activity code
61-0 or 63-0.

All accession Forms 50-B for
Christinas casuals must be batched
separately and submitted to the ap-
propriate E&LR Information Center
not later than November 18, 1978.

Critical information concerning the
nature of the personnel action, re-
marks, etc., will be automatically in-
cluded in the final Form 50 processed
by the E&LR Information Center.

B. Changes

Christmas casuals cannot be ex-
tended, or converted to career ap-
pointment. They must be separated
from their Christmas casual position

by Form 50 before any other person-

nel action can be processed for them.

C. Terminations

Except as provided below, all
Christinas casuals will be terminated
effective December 29, 1978, and a
Form 50 will be automatically pro-
duced by the Regional E&LR Infor-
mation Centers and distributed to
the appropriate installations. If the
employee’s last day worked is other
than December 29, 1978, the office
should enter the last day worked in
the Remarks Section of the processed
Form 50 before issuing to the em-
ployee and filing in the Official
Personnel Folder.

If it is necessary to separate a
Christmas casual for cause, the action
should be initiated by the employing
office utilizing normal procedures.—
Employee & Labor Relations Group,
10-19-78.

Continued from p. 21
scribed in the standard position de-
scription, include leave replacement
duties for the postmaster. The new
policy states that, where necessary,
additional postmaster leave replace-
ment hours will be authorized on the
Friday before the Saturday holiday in
order for postmasters in the affected
offices to be off on the designated
holiday for pay and leave purposes.

Postmaster leave replacement will
be in accordance with procedures in
425 of Handbook F-21, Time and
Attendance. Postmaster timecards
for holiday leave hours will be re-
corded in accordance with time and

Wanted Circular Canceled

Destroy the wanted circular issued
for the following postal offender:

Daie of
Nome Tssuance

Boyd J. Cohen Movember 16, 1977
—Inspection Service, 10-19-78.

attendance reporting procedures in
342 of Handbook F-21. Postmasters
identified above are entitled to holi-
day leave pay, but in no case may the
total of work hours and paid leave
hours exceed 8 hours for the day.
—Office of Compensation, 10—-19-78.
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WORKSHEET FOR CHRISTMAS CASUAL APPOINTMENTS

REQUEST FOR
PERSONNEL ACTION

TO BE COMPLETED BY REQUESTING OFFICE
FIRSYT MAME INIT. DATE OF BIRTH
(] ; - " Il. o —
XX -XX- XX
NEXY STEP
g ¢ -
85X
" XXX
I;‘I - ]
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INATURE OF PERSONNEL ACTION

MOA NATURE OF ACTION DESCRIPTION
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WASHINGTON. D.C. 20180
OFFICIAL BUSINESS .

UNITED STATES POSTAL SERVICE

FIRST CLASS

Warning Notice—Unrecovered Stolen Canadian Money Order Forms

(To be posted and usted by window clerks. As directed destroy previcus notices. Insert any interim notices in sequence.)
The following money orders are void and should not be cashed: (1) All card type orders. (2) New style orders 000,000,001—199,999,999.
Advise holders fo send them fo Conaoda Pos? Office, Otlawa, Canada, KIA OB).

The new money order serial numbers censist of the first nine digits. The 10th digit is a check digit only. Destroy the PB 21159 article.

200,400,512 to 0,600
200,467,313 to 7,500
201,328,601 to 9,300
201,963,699 to 3,800
201,980,250 to 0,299
202,545,957 to 6,000
207,218,569 to 8,600
208,872,242 1o 2,257
209,190,001 to 5,000
210,301,801 to 2,000
210,835,285 to 5,300
210,935,633 to 5,700
212,900,201 to 0,300
213,345,001 to 5,100
213,504,865 to 5,000
216,823,954 to 4,000
217,621,979 to 2,100
217,622,401 to 2,800
218,660,066 to 0,700
219,494,026 to 4,130
219,692,001 to 2,100
224,126,989 to 7,100
226,781,246 to 1,400
226,073,655 to 3,700
227,129,004 to 9,400
227,564,701 to 4,800
229,000,595 to 0,600

999,083,686 to 3,700
229,428,120 to 8,300
230,004,990 to 5,200
230,143,701 to 4,000
231,387,001 to 7,500
234,067,232 to 7,300
235,833,783 to 3,800
237,386,845 to 7,000
238,758,669 to 8,730
239,162,130 to 2,200
239,863,79 to 3,870
239,864,826 to 4,900
240,362,301 to 2,600
241,535,801 to 6,000
242,545,470 to 5,800

242,917,801 to 8,000 -

243,920,027 to 0,100
244,343,084 to 3,100
244,583,557 to 3,600
245,740,589 to 0,600
245,767,347 to 7,400
247,636,179 to 6,200
247,649,190 to 9,200
947,760,081 to 0,100
250,442,960 to 3,000
252,160,301 to 0,393
952,494,635 o 4,700

253,004,279 to 4,400
253,181,800 to 1,900
253,641,268 to 1,300
254,680,851 to 0,900
259,412,918 to 2,954
261,707,201 to 7,400
261,766,701 to 6,800
262,740,206 to 0,300
963,414,901 to 5,800
264,474,080 to 4,300
266,472,561 to 2,860
268,746,401 to 6,500
270,677,679 to 7,69
272,291,501 to 1,600
274,450,824 to 0,900
274,873,716 to 4,100
275,288,303 to 8,700
278,286,361 to 6,400
278,846,365 to 6,600
278,737,201 to 7,300
282,204,343 to 4,700
282,909,819 to 9,900
283,461,001 to 1,300
284,943 445 to 3,500
285,397,992 1o 8,400
286,837,601 to 7,900

988,349,047 to 9,500
288,657,574 to 7,600
991,853,923 to 3,969
295,946,650 to 6,661
996,077,001 to 7,053
296,077,201 to 7,300
297,173,660 to 3,900
297,213,342 to 3,500
997,444,801 to 5,500
297,700,501 to 0,700
298,072,101 to 2,600
299,902,655 to 2,700
303,834,778 to 4,800
305,253,101 to 3,600
306,165,495 to 5,500
306,698,463 to 8,500
306,933,345 to 3,400
307,200,601 to 1,000
307,806,061 to 6,100
310,917,957 to 8,100
310,956,020 to 6,200
311,577,901 to 8,100
311,994,658 to 4,700
314,162,132 to 2,200
323,294,360 to 4,400
393,296,838 to 6,856
323,997,101 to 7,400
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