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Chapter 1, Introduction

This chapter describes the purpose, structure, and organization of the
handbook. It provides an overview of the handbook and a general discussion
of the concepts, processes, and responsibilities involved in material
management.

Chapter 2, Freight Transportation Management - Shipping and
Receiving

This chapter describes shipping and receiving freight in a generic sense. The
policies and procedures described are applicable to any activity having
receiving and shipping functions (e.g., stockroom, equipment storeroom,
warehouse, etc.). It defines key shipping terms, discusses modes of shipping
and packaging requirements, and explains loading/unloading responsibilities
and claims processing procedures. It also provides general procedures and
requirements for using the Postal Service Web-based Freight Traffic
Management Systems (FTMS) resident on eBuy to prepare Postal Service
bills of lading (PSBL).

Chapter 3, Storage Space Management

Storage space management refers to principles and practices of managing
the physical stock, supply, warehouse, and storeroom space. This chapter
discusses effective planning for generic storage space layout and locator
systems. It also discusses sensitive material, bulk storage, safety measures,
and the requirement for control and reporting of warehouse and storage
space. It explains the requirements for acquiring commercial warehouse,
storage space, and services.

Chapter 4, Stockroom Management

Stockroom management pertains to stockrooms regardless of the
commodity stocked and issued. This chapter discusses general procedures
for both manual and automated systems such as the electronic Maintenance
Activity and Reporting System (eMARS) and the Vehicle Maintenance
Accounting System (VMAS). The principles contained in this chapter for
receiving, storing, and issuing material are generic. This chapter also
discusses the criteria of stocking decision, due-in and backorder
management, how to manage items in inventory, inventory accuracy, and
performance measurement. Requirements and procedures for cataloging a
new item into the Postal Service system are also addressed.

Chapter 5, Asset Accountability

Asset accountability explains the procedures required of a material
accountability officer. This chapter explains the material accountability of the
installation head and the procedures for delegating material accountability
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responsibilities to the material accountability officers and material
accountability assistants. The chapter provides information concerning the
Property & Equipment Accounting System (PEAS) used for tracking capital
property and the filing systems to account for material. It discusses the
responsibilities of material accountability officers, material accountability
assistants, and installation heads; various transactions involved, depreciation
charges, and working with the San Mateo Accounting Service Center. It
describes sub-custody records and the requirements for physical inventory.

Chapter 6, Asset Recovery: Redistribution, Recycling, and Disposal

This chapter contains procedures used in identifying, reporting and
redistribution of excess equipment using the Excess ltems catalog (EIC) on
eBuy, and the disposing of inactive, obsolete, surplus or not repairable
material. Postal Service environmental policy has been incorporated into this
document to reflect the changes necessary with the material management
recycling effort. Two methods of sale, informal and formal, are described.
The informal sale method consists of sealed bid, negotiated sales, tag sales,
and scrap sales. The formal method applies to procedures for announcing
and conducting formal sales through sealed bids or auctions. The chapter
describes procedures for transfer of surplus material to other federal
agencies and foreign governments. Attachments are provided at the end of
the chapter for retail tag sales and auctions.

Appendix
Appendix A — Acronyms, provides supplemental information.
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1 Introduction

11 General
111 Purpose
This handbook discusses the basic concept of material management and
contains policies applicable to retail stockroom operations, storage space
management, freight traffic management, asset accountability, asset
recovery, redistribution, recycling, and disposal.
112 Policy
Professional material management is the cornerstone of effective and
efficient logistics processes. Regardless of the unique organizational
requirement, every effective material management operation is founded on
certain basic concepts. These common concepts provide a basis for the
understanding, use, and improvement of material management practices
specific to a given organization.
113 Definitions
113.1  Material
Material is any physical item purchased by an organization. It consists of
supplies, equipment, repair parts, forms, directives, and all other items that
an organization requires to carry out its mission.
1132 Material Management
Material management is the process of directing and controlling resources or
procedures to accomplish the organizational objectives of providing quality
material responsively and cost-effectively through logistics processes such
as requirements development, storage, distribution, acquisition, disposal,
transportation, accountability, and inventory management and control.
113.3 Customer

January 2014

A customer is any individual or organization that requests material from the
material management system.
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12 Responsibilities

Material Management

121

122

Vice President, Supply Management

The vice president of Supply Management is responsible under Title 39,
Code of Federal Regulations, for establishing and maintaining national
material management policies, programs, and procedures issued in the
Administrative Support Manual (ASM) and this handbook as well as other
Supply Management directives. This responsibility extends to procedures for
purchasing and material management in the smallest facility that purchases

and controls Postal Service™ material.

Manager, Supply Management Operations

The manager of Supply Management Operations develops policies and
procedures for sourcing, controlling, and managing Postal Service supplies,
repair parts, and equipment inventories (other than mail and mail transport
equipment) consistent with Title 39, Code of Federal Regulations, the ASM,
and this handbook. This functional responsibility includes developing those
policies and procedures for material management, accountability, and
control at all Postal Service facilities. Additional responsibilities include:

a. Developing material management training programs.

b. Establishing material requirements programs and standards.

C. Managing material management databases.

d. Establishing performance measurement standards for inventory

management at the national level and contribution measurements for

retail stocking activities.

e. Designing and managing special programs/studies pertaining to

material management.

f. Providing management oversight and direction to the Postal Service
Supply Management Operations (SMO) organization, which include:

1)  Capital Equipment Material Management (CEMM).

(

(2) Cataloging and Technical Data Services (CTDS).
(3) Critical Parts Center (CPC).

(4) Facilities Portfolio.

(5) Label Print Center (LPC).

(6) Material Distribution Center (MDC).

(7)  Mail Equipment Portfolio.

(8)  Mail Equipment Shop (MES).

(9) Materials Production and Distribution (MP&D).
(10) Material Service Centers (MSC).

(11) National Materials Customer Service.

(12) National Program Support.

(13) National Supply Management Programs.

(14) Services Portfolio.
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123.1

123.2

124

1241

124.2

124.2

Supplies Material Management.

)

) Supplies Portfolio.

) Transportation Portfolio.
)

Warehousing and Distribution.

Manager, Capital Equipment Material Management

General

Capital Equipment Material Management (CEMM) is organized into Item
Management Teams that share the same name as the purchasing Category
Management Centers (CMCs) they support. While supporting the CMCs,
their responsibility is to perform strategic planning and demand management
for new systems, provide input to SOWs and DARs, establish requirements
and provisioning, direct and control all phases of material support, support
operational systems and sites, and support end of life-cycle issues such as
disposals. Additionally, the Material Management Technical Support group is
under CEMM.

CEMM Iltem Management Teams

The CEMM Item Teams are as follows:

Automation Equipment, Services and R&D.
Material Handling Equipment, Services and R&D.
Automation Spare Parts.

Mail Transportation Equipment.

Facility Equipment and Signage.

Vehicle Parts and Maintenance Services.

@ -9 a0 o

Fuel Asset Management.

Manager, Materials Production and Distribution

General

The manager of Materials Production and Distribution (MP&D) must ensure

order fulfillment; provide and operate warehousing and distribution facilities
and services; serve as Contracting Officer Representative (COR) for contract
storage, packaging and service contracts; and provide shipping alternatives.

MP&D Operations

In addition the MP&D has five operations supporting specialized
requirements for the entire Postal Service. The operations and their
respective duties are as follows:

a. Critical Parts Center:
(1)  Provides expedited delivery of critical parts.

(2) Processes repairable parts.
(3) Interacts with contract repair facilities.
(4)  Provides transportation shipment alternatives.
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b.  Label Printing Center (LPC):

(1)  Produces labels and other printed matter.

(2) Provides manufacturing expertise on labels and printed matter.
c. Material Distribution Center (MDC):

1 Performs receiving.

M

(2) Coordinates repackaging.

(3) Provides support for special projects.

(4) Processes warehouse requests.

(5) Conducts disposals.

(6) Reviews SOWs for warehouse and distribution requirements.

d. Mail Equipment Shop (MES):
(1)  Manufacturers Postal Service keys and locks.
(@) Provides expertise on keys and locks.
e. Warehousing and Distribution:
(1)  Provides expertise on warehousing and distribution activities.
(20 Maintains a national database of USPS® warehouse space.

Manager, National Supply Management Programs

General

The manager of National Supply Management Programs (NSMP) is
responsible for major supply management programs such as the IMPAC
credit card, materials customer service, and investment recovery. The four
major NSMP groups are:

a. National Materials Customer Service (NMCS).
b. Investment Recovery Team.

C. Material Service Centers (MSC).

d. IMPAC Team.

Manager, Cataloging and Technical Data Services

The manager of the Cataloging and Technical Data Services (CTDS) group is
responsible for item entry and control, technical data management, and
acting as liaison with engineering on technical issues.

Manager, National Materials Customer Service

The manager of the National Materials Customer Service (NMCS) group
handles customer inquiries and provides support on any issue regarding
Supply Management Operations and programs.

Manager, National Program Support Group

The manager of the National Program Support Group is responsible for the
IMPAC credit card program, providing SOW and DAR reviews, conducting
new program evaluations, and overseeing inventory positioning and
investment recovery.
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126.1

126.2

126.2

Manager, Material Service Centers

The manager of the Material Service Centers (MSCs) oversees the four MSCs
to promote the consistent application of supply management policies and
procedures at all field sites. The four MSCs are aligned to support the
following areas:

a. Chicago MSC — Great Lakes and Southwest Areas.

b. Memphis MSC — Capital Metro, Eastern, and Southeast Areas.
C. San Francisco MSC — Pacific and Western Areas.

d.  Windsor MSC — New York Metro and Northeast Areas.

Each MSC is staffed with a purchasing and supply management specialist
team manager and three material management specialists. The MSCs
provide material management technical guidance and support to all Postal
Service activities within their service areas that purchase and stock material.
Specific responsibilities include:

a. Acting as liaison for Supply Management Operations and the field.

b.  Maintaining and monitoring the USPS Excess ltems Catalog (EIC) on
eBuy.

C. Monitoring and supporting implementation of inventory management
and material distribution policies and procedures.

d.  Exercising management oversight for inventories under their purview.

Providing technical guidance and employee development training in
supply management.

f. Performing customer assistance visits.

a. Managing data gathering, reporting, and analysis for contribution
measurement.

h. Scheduling and consolidating forecasting requirements.

i. Providing property accountability and freight transportation assistance
to the field.

Manager, Supplies Material Management

General

The Supplies Material Management group is organized into Item
Management Teams that share the same name as the purchasing Category
Management Centers (CMCs) they support. While supporting the CMCs,
their responsibility is to perform strategic planning and demand management
for new systems; provide input to SOWs and DARs; establish requirements
and provisioning; direct and control all phases of material support; support
operational systems and sites; and support end of life-cycle issues such as
disposals.

SMM Iltem Management Teams

The SMM Item Management Teams consist of the following:
a. Maintenance Repair and Operating (MRO).

b.  Retail Products and Services.
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Commercial Printing.

Stamp Printing.

Packaging and Containers.
Computer Hardware and Software.
Delivery Services Equipment.

Sa@ ™o ao

Industrial EQuipment.

Office Supplies and Equipment.
j- Vehicle Acquisition and Leasing.
k. Freight (non-mail) Transportation.

Districts

Districts are functionally responsible for the retail material management
operations that purchase and stock Postal Service material. Through the
assigned district material management specialist, they must:

a. Maintain the USPS Excess Items Catalog (EIC) on eBuy.

b.  Conduct periodic audits of maintenance stockrooms and report results
to local and area management.

C. Assist local maintenance management in optimizing inventory levels by
utilizing the inventory reports in eMars.

d.  Contribute to the financial integrity of the USPS Annual Report by
overseeing the transfers of capital property between facilities and
maintaining the audit trail for transfers and disposals.

e. Authorize, track, and report the reallocation and cost avoidance of
material assets (equipment).

f. Provide transportation support for shipment of equipment items to
large or heavy to move through the mail.

g. Develop strategy for and implement material management policies and
procedures at Postal Service facilities within their respective
geographic areas.

h. Monitor the operations and material management performance of
subordinate facilities.

i. Provide material management assistance to subordinate facilities.

- Exercise management oversight for all inventories under their
jurisdictions.

k. Maintain established inventory management practices.

Facility and Activity Managers

Facility and activity managers have material accountability for all assets
within their facility. They are designated as material accountability officers
responsible for the security and proper use of Postal Service property under
their jurisdiction. This accountability may be delegated in writing to other
Postal Service employees, but the responsibility remains with the manager.
The appointed individual is designated as a material accountability officer.
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Individual Personnel

All Postal Service employees are responsible for safeguarding all Postal
Service material in their custody. The Postal Service system depends on the
responsible actions of each individual to care for and safeguard material
under his or her control.
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Supply Chain Management

The focus of supply chain management (SCM) is on decreasing the “total
cost of ownership” (TCO) of goods and services via bottom line productivity
improvements coupled with lasting, transformational enhancements in
purchasing capabilities. SCM is designed to improve stakeholders’ value and
customer satisfaction through integrating the total chain and improving each
link of the integrated process from identification of the need through value
received and disposal. SCM activities can be divided into three major
categories: materials, information, and finance. These categories represent
the largest and most significant savings opportunities.

Support Organization

The Postal Service uses a three-level material management system to
provide life-cycle support to Postal Service equipment and operations:

a. Wholesale. This system includes inventory management, distribution,
and transportation of inventories held to support the entire Postal
Service customer community.

b.  Retail. This system includes inventory management, distribution, and
transportation of inventories held to support user’s operations and/or
to resupply specific activities in specific geographic areas.

C. Retail Resupply. This system allows Material Distribution, from time to
time, to designate a retail activity as retail resupply stocking point.
Storerooms/stockrooms in the facilities that house those activities are
used to distribute retail items to meet assigned customer support
goals.

Processes

Wholesale Material Management

Wholesale Supply Management Operations

Wholesale supply management operations consists of the management of all
Postal Service supplies, repair parts, and equipment assets.

Wholesale Inventory ltem Management

Wholesale inventory item management is based on the life-cycle
management of a system that begins when the item for a system is first
conceived and ends when the system is taken out of operational use and
disposed of. Within the Postal Service, the terms “system” and “equipment”

7
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are often synonymous, since much of the Postal Service contract effort is
directed toward the introduction of new mail processing equipment into the
Postal Service automation and mechanization equipment inventory or major
modification of existing operational equipment. Life-cycle management
embraces all functional activities performed in support of the system. Those
functions are performed either by Postal Service organizations or by a
contractor performing in accordance with a Postal Service contract.

Life-Cycle Management

The phases of life-cycle management include concept development,
planning, acquisition, pre-production, production/deployment, operation,
and disposal. The guiding document during the entire life cycle of the system
is the Life-Cycle Management Plan (LCMP). The LCMP is a dynamic
document that is continuously revised and contains such plans as the supply
support plan, provisioning plan, and maintenance plan, which collectively
describe in detail the functional support of the system.

Retail Material Management

Management

Retail inventories are managed under policy guidance and procedures
established by Supply Management Operations. Operational management of
retail inventories is the responsibility of the activity holding the inventory. To
the extent possible, stockrooms should be consolidated into one central
location for each facility. ltems carried are commonly used supplies, repair
parts, and equipment. In some cases, activities may resupply specified lower
level activities in a geographic area.

Control

Given the large number of stocking activities and the decentralized nature of
the Postal Service management system, the retail inventory management
approach is based on the concept that material will be pulled, or ordered, by
individual retail activities from higher echelons in the system. A reorder point
technique will determine when replenishment is required, and an order
quantity will determine how much to reorder in each replenishment.

Stock Categories and Classes

Provisioned Items

Provisioned Items are stocked to give initial support to new or modified end
items of equipment until the actual customer demand to be expected over
time has become clear. Provisioning policy is as follows:

a. New equipment systems will be supported. All new equipment
acquisitions and modifications will be examined by Capital Equipment
Material Management (CEMM) and Supplies Material Management
(SMM) to determine the extent to which they will be provisioned.

b. Stock number assignment and technical data management begins
during the process of determining support approaches, locations, and
quantities of support items — this is the responsibility of the CTDS

group.
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C. Supply Management Operations, in conjunction with Maintenance, will
develop and apply provisioning tools and techniques.

d. Provisioned items may become demand-based items (if actual demand
has been high enough), or they may become candidates for deletion
from the system.

Demand-Based ltems

Demand-based items are stocked because they have been requested often
enough to warrant stockage and because demand for them is expected to
continue.

Nondemand-Based Items

Nondemand-based items are stocked because they are critically important
to customers based on operational impact.

Material Acquisition

Policy

The material management system must acquire quality material as efficiently
and cost-effectively as possible in conformance with Postal Service and
other federal regulations and requirements. The USPS Excess Items catalog
on eBuy should be searched for suitable items before new material is
acquired. ltems listed in the eBuy USPS Excess Iltems catalog are transferred
at no cost to the receiving activity except for possible shipping charges (if a
Postal Service bill of lading is required) and depreciation expenses if the
items are capital and not fully depreciated. If new material is to be acquired,
eBuy and other Postal Service supply sources will be used before open
market sources.

Relationship Between Acquisition and Supply

The relationship between acquisition and supply can be shown by
comparing the responsibilities of material managers and purchasing
personnel:

a. Material managers are responsible for keeping purchasing organization
personnel informed of their requirements for the range, depth, and
location of inventory and its capability for supporting customers.

b. Purchasing personnel are responsible for timely processing of
inventory replenishment requests and for ensuring that
customer-requested items that are not available in Postal Service or
other inventories are procured effectively.

Supply Sources

The Postal Service relies on supplier responsiveness and best value sources
of material and services. Consideration must first be given to excess postal
inventories such as Excess ltems Catalog on eBuy as a source of supply and
then to the wholesale inventory. For items not carried or not available in
inventory, National Materials Customer Service can assist by recommending
alternative supply sources with due consideration of the urgency of the
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customer requirement. Equal consideration is given to quality and
form-fit-function requirements and to responsiveness and best value. eBuy
catalogs should always be considered before an open market source. Some
of the alternate sources of supply are:

a. General Services Administration (GSA), Defense Logistics Agency
(DLA), and Department of Veterans Affairs (VA). These are the supply
sources for items listed in their respective catalogs when they can
meet the need on time and cost effectively.

b. Open Market. If requested material is unavailable from excess or Postal
Service wholesale sources, eBuy or special acquisition methods, it
may be purchased on the open market.

FEDSTRIP Process

Logistics Programs

GSA Advantage (www.gsaadvantage.gov) and the GSA Federal Supply
Schedule program are prime supply sources for many commonly used
products and services not available on eBuy or under national contract.
When ordering through GSA, an IMPAC credit card or Federal Standard
Requisitioning and Issues Procedures (FEDSTRIP) Activity Address Code
(AAC) is required. National Materials Customer Service in Topeka is
responsible for FEDSTRIP AAC assignment and maintenance data for the
following:

a. Headquarters.

b. Headquarters field units (including all field Inspection Service units).
c. Contractors.

d.  Department of Defense (DOD) military Postal Service sites worldwide.

These organizations must coordinate directly with their supporting Material
Service Center (MSC) for FEDSTRIP address code assignments and for
maintenance changes of FEDSTRIP data.

District Material Management Specialist

District material management specialists are responsible for coordinating the
assignment and maintenance of FEDSTRIP AACs for all Postal Service
activities assigned to their respective performance clusters.

Material Service Center

The Material Service Center (MSC) material management specialists are
responsible for coordinating assignment and maintenance of FEDSTRIP
AACs for area-level offices within their geographical area. They review and
recommend enhancements to national FEDSTRIP policy and coordinate the
implementation of such policy at the field level. They provide guidance and
assistance to district material management specialists on FEDSTRIP
matters.

Codes Assignment and Maintenance

All requests are submitted on a PS Form 8192, FEDSTRIP/Address Activity
Code Request, and forwarded to National Materials Customer Service in
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Topeka, Kansas, for the actual assignment and maintenance of FEDSTRIP
codes.

Special Acquisitions
Methods

Where customer support requirements or material management efficiency
and effectiveness dictate, consideration will be given to the application of
special acquisition methods to satisfy Postal Service material requirements.
Such methods may include systems contracts, multiyear requirements
contracts, or other tailored acquisition instruments. Each of these methods is
an initiative to designate specifically a range of material for special innovative
inventory and purchasing management. ltems may include any of the three
commodities (supplies, parts, or equipment items). These special
management methods will typically involve nonstandard inventory
management (in range, depth, and positioning policies) and the application of
tailored purchasing instruments, particularly systems contracts.

Process Analysis

The process for identifying, evaluating, and procuring an item or family of
items under special acquisition methods is a joint wholesale material
management and purchasing function. It requires analysis involving
requirements definition; form, fit, and function; market analysis; contract
solicitation; and vendor performance and evaluation.

Accountability and Control

The managers in charge of Postal Service installations or activities are
physically accountable for all material used and stocked for use in carrying
out their assigned mission. The accountability for material must be
maintained by the checks and balances in the material management system,
stringent accounting controls, and specific periodic reports to Postal Service
officials. National Supply Management Programs is responsible for
monitoring overall system performance. Two primary control methods are:

a. Physical inventories, which are periodic counts of stockroom, storage
area, or warehouse contents. Their main purpose is to ensure that the
physical stock on hand matches that shown on the inventory records.

b.  Financial inventory accounting, which is used for monitoring the
financial resources an activity has invested in material. It applies to
material maintained in inventory and to selected controlled material. To
ensure appropriate accounting of Postal Service equipment, Postal
Service activities must maintain records documenting its assignment,
use, maintenance, and eventual disposition.

Performance/Contribution Measurement

Performance measurement standards for inventory management at the
national level and contribution measurement for retail stocking activities will

11
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be established by the manager of Supply Management Operations. The
following measurement conventions must be observed:

a.

All material support activities will establish with their customers key
performance indicators to measure customer satisfaction.

Joint plans for process improvements will be developed with the
customers.

Each Material Service Center (MSC) will:

(1)  Administer a customer assistance review program to conduct a
periodic on-site review of each performance cluster’s material
management needs and assess the support required to ensure
policies and procedures compliance and customer satisfaction.

(2)  Establish — with their customers — key performance indicators to
periodically measure customer satisfaction.
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Policy

Freight transportation management is the process of matching customer
material transportation requirements with capable Transportation Service
Providers (TSPs) offering services at reasonably negotiated rates. The
principal management responsibilities are providing guidance for best value
TSP selection and arranging for preparation of shipping documentation.

The focus of material management transportation is to provide necessary
knowledge and tools to accomplish proper solutions in the movement and
receipt of Postal Service material, equipment, vehicles, and supplies.
Procedures in this chapter include:

a. Essential bill of lading (BL) processing steps for Free on Board (FOB)
origin.

b. Shipping and data requirements required for TSPs to understand what
services it will provide.

C. Postal Service requirements for auditing and paying invoices.

The BL format is not critical, but it is very important that shipping information
be complete and accurate. The Postal Service provides the use of the
Web-based software application called Freight Traffic Management System
(FTMS) as a method of preparing bills of lading. The SF1103 Government Bill
of Lading (GBL) forms are no longer used within the continental United
States or its territories. Procedures for preparing Postal Service Bill of Lading
(PSBL) forms are in section 222, FTMS PSBL documents.

Applicability

Freight transportation management policies and procedures apply to the
preparation, transport, and receipt of material throughout the U.S. Postal
Service. Personnel responsible for freight transportation management at all
levels must comply with these instructions. Detailed procedures for
qualifying and selecting TSPs, setting-up a payment system, negotiating
rates, and evaluating performance standards will be provided by Material
Service Centers (MSC) or Supplies Material Management (SMM) staff.

13
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Purpose
This chapter provides policies and procedures for:
a. Documenting transactions (subchapter 22).

b. Initiating transactions using FTMS for shipping material
(subchapter 23).

C. Concluding transactions by receiving shipments (subchapter 24).

d. Processing claims against TSPs for loss or damage through Team
Logistics, the Postal Service contractor now filing Postal Service loss
and damage claims (subchapter 25).

Responsibilities

Supplies Material Management (SMM) is responsible for establishing
transportation management policies and procedures, as well as funding and
managing transportation programs. SMM delegates authority for issuing
PSBLs to issuing officers. Issuing officers may redelegate this authority, with
notification to SMM. SMM and issuing officers are responsible for complying
with these policies and procedures. All Postal Service employees must
provide complete information needed to perform transportation management
functions. They must also cooperate with SMM and issuing officers to select
cost-effective transportation services that satisfy their distribution
requirements.

Definitions

FOB Origin — Freight Billed to U.S. Postal Service

“Free On Board (FOB) Origin — Freight Charges Billed to U.S. Postal
Service” is referred to as “FOB origin” in Postal Service manuals and
handbooks. FOB origin means the Postal Service takes ownership of
material when it is loaded onto the transportation vehicle the U.S. Postal
Service has selected and the documentation is signed at the supplier’s
facility. Shipments may be transported on PSBL via FTMS or the supplier’s
BL using BL number(s) pre-assigned by the Postal Service. Freight invoices
will be submitted to the Postal Service through a contractor who will
pre-audit each invoice before payment. Shipments between Postal Service
entities (facilities that are the shippers and receivers) will always be handled
as FOB origin shipments. If there is evidence that an FOB origin shipment
has been damaged in transit, receiving personnel must accept the shipment
from the TSP and the receiver must notify the Postal Service contractor,
Team Logistics, to file a claim against the TSP.

FOB Destination — Freight Prepaid by Supplier

“FOB Destination — Freight Prepaid by Supplier” is referred to as “FOB
destination” in Postal Service manuals and handbooks. FOB destination
means the Postal Service (consignee) takes ownership of material when it is
unloaded from the transportation vehicle and receiving personnel sign the
TSP’s delivery receipt. Freight charges will be paid by the supplier
(consignor) to the TSP. If there is evidence that an FOB destination shipment
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has been damaged in transit, the supplier has the responsibility to initiate a
claim against the TSP.

It is rarely in the best interest of the Postal Service to refuse freight. On
occasions when Postal Service staff does refuse freight, storage or redelivery
charges are incurred or our suppliers may be exposed to these charges. The
most likely occurrence is a shifted load that presents an obvious unloading
hazard to Postal Service staff. However, this situation should be treated as a
failure of the carrier to deliver, not a shipment refusal. The carrier has
responsibility to assist in unloading, so receiving personnel should place the
burden on the carrier to get the product into a position that allows our staff to
safely handle the shipment. Otherwise the carrier has not delivered the
shipment.

Documentation

Types of Transportation Documents

Documents may be paper- or electronic-based. Principal documents include
the bill of lading, shipping order, freight manifest, delivery receipt, public
voucher, and freight invoice.

Postal Service Bill of Lading

a. The PSBL is a contractual agreement between a TSP and the U.S.
Postal Service for transportation services. PSBL issuance is the
responsibility of a delegated issuing officer, based on information
provided by the owner of material (usually the requesting office) on a
shipping order. In practice, the consignor (a shipper who is usually the
supplier or requestor) will often complete the PSBL form (see Exhibit
216.1), which is accepted by the TSP. Full information about the
line-haul transportation for a shipment is entered, as well as
enumeration of accessorial services requested.

b.  When distributing additional copies of a PSBL, the shipping office
should make an additional 3 copies of the PSBL and distribute as
follows:

(1) 1 copy (original) to the TSP picking up shipment.
(2) 1 copy to consignee.

(3) 1 copy to local file.

(4) 1 copy to issuing office.

Pro Freight Bill (Delivery Receipt)

The TSP presents the delivery receipt (DR) to the designated receiving
person at destination for signature when a shipment is delivered. It is used as
a receipt for both the consignee and TSP files. If overage, shortage, or
damage (OS&D) is observed, the discrepancies are noted on the DR and
signed by both the receiving person and the TSP agent. Always refer to the
progressive (Pro) number, the number used in identifying waybills and freight
bills, in correspondence with the TSP.
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Shipment Invoice

The TSP submits the shipment invoice (SI) upon completion of transportation
services. For FOB origin services, the Sl is submitted to the Postal Service in
care of a prepayment invoice auditor. The freight invoice (Fl) is sent to the
consignor for FOB destination shipments. The Sl is based on the services
requested on the PSBL.

Issuance Authority

A PSBL is a contract that obligates the Postal Service to pay a TSP for
transportation services provided at established rates and carried out under
specified procedures. The only individuals authorized to execute PSBLs with
TSPs are authorized Postal Service employees and contractors. Authorized
individuals may delegate transportation management activities to other
individuals at their discretion. FTMS-trained individuals are responsible for
providing transportation management training and PSBL documents or
preparation software, complying with procedures, and providing
administrative support. The following FTMS users are responsible for issuing
PSBLs to requesters:

a. Supplies Material Management staff at Headquarters.

b. Designated shipping and receiving staff and the Material Distribution
Center (MDC) and Critical Parts Centers (CPCs).

C. Materials Service Centers (MSCs) staff.
District Material Management specialists.
Designated supplier staff.

22 Documenting Transactions

16

221

2211

221.2

Information Requirements

Postal Bill of Lading Register

The PSBL number, date of release, and its recipient must be recorded in a
PSBL register at Postal Service supplier facilities. The PSBL register may be
either a hard-copy form (similar to the one in Exhibit 221.1) or part of an
electronic database that retains at least the information shown in that exhibit.
An electronic database must be capable of being queried and archived
periodically.

Shipping Requests

A written, properly authorized shipping request containing specific contract
or purchase order information about the material to be shipped is required
before a PSBL is issued. FTMS facilitates submission of shipping requests
electronically. If the material is already owned by the Postal Service, the
requestor will provide complete information about the item and
transportation requirements and must have approval from her or his
supervisor for the transfer. Shipping requests may be submitted orally, but
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must be confirmed in writing within 2 business days. FTMS is the most
efficient and accurate means of transmitting a shipping request.

Document Retention

An electronic copy of each bill of lading is retained by the Transportation
Management Service Provider (TMSP) for 7 years beginning with the year of
issuance. Upon written request, the TMSP will furnish the USPS with the
electronic and/or printed copies of the proof of delivery documentation and
the bill of lading.

Canceled Shipments

There is no requirement to keep PSBL information in the PSBL register for
canceled transactions. PSBL requestors will keep supporting documents
(either paper or electronic) that explain cancellations for 1 year to respond to
information requests.

FOB Documents

Redirecting FOB Origin Shipments

“Diversion” changes the destination address while a shipment is en route
and before it reaches the last TSP terminal before delivery. “Reconsignment”
changes the destination address after it has reached the TSP’s delivering
terminal. Either may result in an additional charge, which should be billed to
the requesting office and paid from local funds. The PSBL preparer will give
diversions or reconsignments to the TSP in a timely manner, usually by
phone with subsequent written confirmation. Specific instructions indicating
from what point the shipment is being diverted and to what point the
shipment is being delivered (i.e., the street address, PSBL number, TSP’s
freight bill (Pro) number, location of shipment at the time of request, etc.) will
be provided to the TSP. A copy of this letter will be forwarded to SMM.

Redirecting FOB Destination Shipments

The consignor must make diversions or reconsignments. In most cases, this
is a vendor shipping material to the Postal Service under a purchase order.
Requests for diversions or reconsignments must be submitted to the
contract officer for the contract under which the shipment is made since the
request may have a price impact on the vendor.

Tracing Shipments

Misrouted or missing PSBL shipments can be traced by contacting the
consignor to determine the TSP, the date of shipment pick-up, and the TSP’s
Pro number for the shipment. Shipment status must be requested from the
originating TSP. If the shipment has been delivered, a TSP will provide a
copy of the delivery receipt signed by the receiving office. Many TSPs
operate online Web sites that allow shipments to be tracked and traced.

Requesting PSBLs

An office without FTMS access must complete the BL request form (see
Exhibit 221.8). One of the following documents will be attached:

a. Purchase order.
b.  eBuy requisition number.
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c. Contract number
d. PSS Form 7340, Shipping Instruction for Excess Property.
e. Other authorizing document.

Submit the PSBL request form and one of the above documents to the
material management office that provides transportation management
support within your area of responsibility.

Shipment Between Two Points in the Same Metropolitan
Area

Motor Vehicle Service (MVS) trucks may be used for local movements when
properly authorized. If no MVS truck is available, FOB origin shipments are
allowed for moving property entirely within a metropolitan area. PSBL
preparers should contact several local transportation companies listed in
telephone directories and obtain written quotes for their services. The
preparer should also request a copy of their insurance certificate, ICC
number, tax identification number, and payment address for TSPs that have
not been used before. The preparer must send a copy oft the written quote
and required TSP information to SMM to allow a payment account to be set
up by the San Mateo ASC. You may also contact SMM or your MSC for
questions or to locate a carrier that can perform the required service.

TSP Selection for Shipment

The following criteria must be considered prior to selecting a TSP to handle
the shipment:

a. Shipments that exceed 10,000 pounds.

b Postal Service requires exclusive use of vehicle (usually truckload).
c.  Air shipments of more than 300 pounds.
d

Shipments of electronic mail processing or other specialized
equipment.
e. Shipments of vehicles.
f. Shipments of household goods.
g.  Shipments outside the continental United States.
If a shipment does not fall into one these categories, select a
less-than-truckload (LTL) TSP from FTMS. If your shipment falls into section
221.9a, select a truckload TSP from FTMS. You need FTMS level-2 training
and transportation management training to select TSPs in sections b through
g for manual insertion in FTMS.

Table 221.9
Transportation Management Support for USPS

Provided By: SUPPLIES MATERIAL MANAGEMENT
475 LENFANT PLAZA SW RM 4541
WASHINGTON DC 20260-6225
Fax: 202-268-5756

(You may also contact your area MSC. FTMS contains a list of MSC phone
numbers.)
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FTMS PSBL Documents

FTMS assists in selecting a TSP and is the tool used to create PSBLs,
Access to FTMS is controlled. Please contact SMM to obtain training, logon
ID, and a password to access the system. There are two sites available:
http://wadchgws659/nts/ (for training) and http://wadchqws63f/nts/
index.htm (for normal operations).

Correcting a PSBL

After shipment has occurred and changes are made to a PSBL, use the BL
Correction Notice (see Exhibit 223) or equivalent paper or electronic form to
note any corrections. The issuing office should execute the PSBL correction
notice, send the original to the carrier, and retain a file copy. Correction
notices are used for a variety of reasons, including:

a. Change in the number of pieces in the shipment.

b Change in the shipment’s weight and/or dimensions.
C. Change in address (origin or destination).

d Change in a TSP name.

Vendor Compliance With PSBL Procedures

Vendors shipping material FOB origin may be supplied with partially
completed PSBL forms or preparation software to be completed for Postal
Service shipments. The issuing officer providing the PSBL forms or
preparation software is responsible for vendor entry of accurate information,
timely performance of functions, maintenance of a PSBL log or other
database, and use of approved TSPs. The issuing officer or designated staff
must monitor vendor compliance through on-site visits or periodic review of
vendor shipping data. See Exhibit 224 for an example of an instruction letter
to a vendor.
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Shipping is a material management function that identifies a transportation
requirement and TSP services to be performed (the basis for transportation
rates that will be paid), prepares the shipment for TSP pick-up, and collects
information for material accountability. Accurate information and close
adherence to procedures ensure that required services are provided cost
effectively to customers.

Selection of FOB Origin or FOB Destination Terms

The selection of FOB origin or FOB destination delivery terms will be based
on determination of best value to the Postal Service for that transaction.
Relevant considerations include transportation services available to
consignor or consignee (i.e., TSP rules, rates, and charges, etc.) as well as
desirability for the Postal Service to manage its transportation requirements.
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It is in the best interest of the Postal Service to control its inbound
shipments.

Reasons for giving preference to FOB origin terms include opportunities for
transportation pricing based on shipment volumes, coordinating shipment
pick-ups for load consolidation, and consistent service rules for all TSPs.
However, during purchasing negotiations between the Postal Service and
vendors, a determination may be made to ship via FOB destination. This
decision must be supported by an explanation justifying FOB destination as
the best value for the Postal Service. Ordinarily, FOB destination can be
justified when cost savings on delivered unit cost is substantially greater than
the unit price plus transportation charges.

Shipping Requests

Shipping requests are initiated by Postal Service entities. Requests should
be submitted via FTMS or in writing. Requests must include all information
pertinent to the shipment. Telephone requests may be made when the
urgency of shipment needs immediate action; however, telephone requests
should be confirmed in writing within two business days. All shipping
requests should be made as early as possible, but at least one business day
before desired pick-up. Shipping requests should be submitted to
FTMS-trained personnel.

Modes of Shipment

Postal Service material must be shipped at the lowest cost consistent with
required delivery time, reliability, and quality of service. The following
methods should be used for shipments under 10,000 pounds or shipments
not requiring SMM assistance:

a. Local Drayage. For shipments moving within the same commercial
zone, staff may select a local carrier based on their own competitive
evaluation and consideration of past performance.

b. Shipments by Mail. Material may be shipped through the Postal
Service mailstream when the shipment meets size, weight, contents,
packaging, and other requirements prescribed by the Mailing
Standards of the United States Postal Service, Domestic Mail Manual
(DMM®). All postage for shipments must be prepaid.

c. PSBL Shipments. The characteristics of many items will require
shipments via commercial transportation. Refer to part 216 for
procedures on handling commercial TSP shipments.

d.  Highway Contract Routes (HCR) (formerly called Star Routes). The
HCRs are private TSPs that negotiate transportation contracts with the
Postal Service to move mail between Postal Service facilities. Routes
are set between facilities and have established schedules.

e. Maintenance Vehicles. These are used most commonly to transport
equipment items being transferred between facilities that require
maintenance installation. Requester initiates this action by submitting
PS Form 4805, Work Record Sheet (see Exhibit 235e), to the local
maintenance office.
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Packaging

Shippers are responsible for any loss or damage to the material occurring
prior to pickup of shipment resulting from improper packing, marking,
loading, handling, and storing. The shipper is required to pack and mark
packages to be in compliance with contract specifications and/or carrier
transportation specifications. In the absence of such specifications, prepare
the shipment in conformance with TSP requirements to protect the property
and ensure assessment of the lowest applicable transportation charge.
Order specific TSP packaging material when required by the TSP; otherwise,
order appropriate packaging material (not in excess of capacity) to
accommodate shipment. Shipment of unpacked items is discouraged,
unless moved by a specialized or electronic van carrier.

Scheduling and Documentation

Scheduling Outgoing Shipments

Outgoing shipments must be scheduled to avoid conflict with processing or
transport of mail and/or incoming shipments of material. You should contact
the TSP to clarify pick-up times and hours of operation and arrange for any
necessary resources and material-handling equipment.

Staging Material

You should position, safeguard, and secure equipment in designated
shipping areas prior to carrier’s arrival.

Shipping Documentation

Shipment Information and Labeling

Required shipping documentation must be properly completed and available
for processing by the TSP’s agent. Ensure that proper annotations and
signatures are obtained. Items to be shipped should be properly marked,
labeled, and placarded (if hazardous material) for transit. If the shipper has
questions about hazardous materials, contact the district environmental
coordinator, MSC, or SMM at Headquarters.

Air Cargo Shipper’s Security Endorsement

The Federal Aviation Administration (FAA) requires air cargo carriers to obtain
a shipper’s security endorsement (SSE) for shipments that may be routed via
passenger-carrying airlines. Complete the SSE (see Exhibit 237.32) and sign
it in the presence of the air cargo carrier’s agent when the shipment is picked
up at origin. Two forms of identification must be presented; one must have a
photo matching the employee. Suggested identifications are a Postal Service
employee badge and state-issued driver’s license. One SSE with an original
signature must accompany each shipment and a photocopy kept at the
origin. Attach the original onto the shipment using a self-stick envelope
(provided by air cargo carrier if not locally available) for presentation to the air
carrier.
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Demurrage, Detention, and Storage

Policy

The Postal Service monitors demurrage, detention, and storage charges to
ensure that loading and unloading procedures keep these charges to a
minimum.

Definition

Demurrage and detention both refer to the delaying of transportation
equipment by shippers or receivers, beyond specified lengths of free
loading/unloading time allowed by TSPs. TSPs may impose demurrage or
detention charges for such delays. They may also impose storage charges
when they must hold shipments on their own premises while awaiting
delivery or redelivery. All such charges will be paid by the facility creating the
situation.

Basic Factors for Free Time Determination

The amount of free time allowed by a TSP for loading or unloading varies
with weight, type of carrier, and geographical location. Provisions for FOB
origin shipments by highway TSPs are standardized by the General Services
Administrations rules and are outlined below. Applicable carrier rules and
regulations must be checked for rail and air shipments or for FOB destination
shipments. MSCs or SMM will provide guidance upon request.

General Guidelines for Highway TSP Shipments

Table 236.44 following shows a weight/time schedule for FOB origin highway
TSP shipments.

Table 236.44

Weight/Time Schedule
Shipment Free Time
(weight in pounds) (in minutes)
Less than 10,000 120
10,000-20,000 180
20,000-28,000 240
28,000-36,000 300
36,000-44,000 420

Computation of Highway TSP Free Time

Free time begins when the driver notifies the facility that the vehicle is
available for loading or unloading and ends when the bill of lading or delivery
receipt has been signed. One extra hour is allowed when loading or
unloading a TSP vehicle through a normal meal period. TSPs may charge
$25 or more per hour or fraction of an hour for delay beyond the free time
allowed.

Rail Shipments
The following are general guidelines for rail shipments:

a. Weight or Time Schedule. The complexity of rail car detention charge
computations precludes detailed explanation in this handbook. SMMs
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should be consulted as questions arise. As a general rule, 48 hours is
the free time allowed for loading or unloading of rail cars.

b.  Computation. Computation commences from 7:00 a.m. after actual
placement of the car or cars. Saturdays, Sundays, and holidays are not
considered when computing free time; however, they are counted in
determining detention charges once free time has expired.

Responsibilities of Consignors and Consignees

Responsibilities in connection with demurrage, detention, and storage are as
follows:

a. Consignee (Postal Service employee). To avoid demurrage and
detention charges, TSP equipment placed for loading or unloading
must be released within the free time allowed by the TSP whenever
feasible. To avoid charges for storage, consignees must normally
accept shipments when they are offered for delivery. Postmasters and
other responsible employees must arrange with local TSP agents for
prompt notice of delivery.

b. Consignor. When circumstances prevent release of TSP equipment
within the free time allowed, the consignor must place the following
signed certification on the TSP’s documents (TSP and consignee
copies):

| certify that the car or truck shown on this bill of lading has been held
between (date and time) and (date and time). Detention was caused by
(state the exact reason for failure to release the equipment within the free
time).

Signature

Title Date

C. Consignors and Consignees. The consignor or consignee is
responsible for all demurrage, detention, or storage charges that
accrue on shipments at their location. Those charges must be paid
from local funds.

Responsibilities for TSP Loading

Highway, Intermodal, and Air Carrier

Highway, intermodal, and air freight TSPs will load shipments from a place of
rest accessible and adjacent to the vehicle’s tailgate. The rates stated in
tariffs generally include the loading services of one person per vehicle. It is
the TSP’s responsibility to get the freight from loading dock to vehicle, but
for expediency Postal Service staff may assist with loading from their dock to
the vehicle. For more information, see item 568 in the Rules section of the
National Motor Freight Classification (NMFC) or consult SMM.

Railway TSP

Railway TSPs will position a car for loading on a public or private siding. If
the siding is not located at a Postal Service facility, a local drayage carrier will
pick up the freight at the facility (public or private) and deliver it to the public

23



236.6

24

236.6

236.61

236.62

236.63

236.64

236.7
236.71

236.72

236.73

Material Management

siding. Loading arrangements vary by commodity. For more information,
contact SMM.

Postal Service Obligations

Damage Prevention and Accessibility

Postal Service employees are responsible for properly loading, blocking,
bracing, and securing carload and truckload shipments to prevent damage
to the material and to the TSP’s equipment. Freight that is to be unloaded at
a stop-off point must be made readily accessible for unloading without
reblocking or rebracing.

Avoidance of Overloading

Care should be exercised to prevent loading beyond marked capacity when
heavy commodities are involved, as additional charges for unloading or
reloading of excess weight can be quite costly.

Tallying

Postal Service employees must make an actual count and keep a tally record
of all items loaded in or on TSP equipment. Shipping documents or other
formats may be used for that purpose. The tally record should be filed with a
copy of the shipment manifest or shipping order.

Arranging for Special Equipment and Services

When rigging or special loading equipment and services are needed due to
the weight, dimensions, or other physical characteristics of the pieces or
packages, they may be provided by the consignor or may be purchased at
the facility’s own expense through local purchasing authority.

Less-Than-Truckload Motor Shipments

Loading Requirements

The consignor or consignee must furnish adequate means by which material
can be moved onto the TSP’s vehicle when (1) shipping facilities are not
reasonably level with the floor of the TSP’s vehicle; and (2) the shipment
cannot be handled by one person due to weight, dimensions, or other
physical characteristics.

Freight Loaded Into Pup Trailers

A “pup” trailer is about 28 feet long and often used by less-than-truckload
(LTL) carriers in urban areas for pick-up and delivery. Avoid filling a pup with
a single shipment moving on one BL where no more freight on the same BL
can be loaded into the pup trailer. This does not apply if freight on two or
more BLs is being loaded. The full visible capacity (FVC) rule applies when a
pup is filled with one shipment and no more of like kind can be placed on the
trailer; the applicable 20,000-Ib. rate will apply. LTL TSPs usually do not
provide rates as low as truckload (TL) TSP rates, so the resultant charge is
higher and transit time longer than if a TL TSP handled the shipment.

Loading Freight Onto More Than One Pup Trailer

A single shipment should not be loaded onto more than one pup trailer. The
whole shipment should be shipped via a truckload TSP if it appears that the
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freight will exceed the capacity of one pup trailer. Contact your MSC or SMM
with questions about shipments that exceed the capacity of a pup trailer.

Purchase of Needed Services

When assistance needed by the TSP cannot be provided by the consignor or
consignee, it may be purchased using local authority provided that the cost
does not exceed $2,500. Contact your MSC if the cost exceeds $2,500.

Carload and Truckload Shipments

General

Rail TSPs do not assist with loading shipments after equipment is spotted in
position for loading. Highway TSPs generally assist in loading, but their
services do not include packing, erecting, rigging, dismantling, lowering, or
hoisting unless inside pick-up is specifically requested.

Seals

Shippers are responsible for sealing TSP equipment of a closed type (trailers
and box cars) that is loaded with truckload or carload quantities of Postal
Service material. The seal numbers must be entered on the bill of lading, with
an indication of whether the seals were applied by shipper or carrier. TSP
personnel have the right of access to the equipment except in cases where
seals are applied for security reasons. In such cases, the bill of lading must
be annotated as follows:

Do not break seals except in case of emergency or upon prior authorization from
the consignee. If found broken or if broken for emergency reasons, apply TSPs
seals as soon as possible and immediately notify both consignor and consignee.

January 2014
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Policy

Receiving is an important material management function that concludes the
transportation shipment, checks the condition of the material, and collects
information for material accountability. It must be done accurately to
conserve and protect Postal Service assets, as well as provide required
information to other activities affected by the receiving process, such as
payment of supplier invoices.

Receiving Process

Sequence of Events

The receiving process consists of the following sequence of events. They are
as follows:

a. TSP arrival (begin unloading free time).

b Trailer positioning at the dock.

C. Unloading shipment.

d Counting and visually inspecting shipping containers.
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e. Receiving shipment in apparent good order or annotating delivery
receipt for visible damage or shortage, and releasing carrier (end
unloading time).

f. “Receipt to dock” by the authorized receiving personnel.

g. Opening packages and inspecting for concealed damage and quality
(verifying that items comply with contract requirements).

h. “Receipt to stock” by material accountability officer (title to material
passes to Postal Service at this point for FOB destination shipments).

i. Completing material receiving report (used to pay vendor for FOB
destination contract shipments).

Receipt to Dock and Receipt to Stock

“Receipt to dock” and “receipt to stock” are terms often used in stockroom
or warehouse environments. However, these concepts apply to any Postal
Service activity, even if “receive to stock” means receiving equipment at the
destination where it will be unpacked and go into immediate use at a
person’s office or in the facility. “Receipt to stock” occurs when a person at
the destination accepts items in the shipment for Postal Service use. Title to
property for FOB destination shipments does not pass to the Postal Service
until it is inspected and accepted, which is the receipt to stock transaction.
Receipt to stock processing is covered in Chapter 4, Stockroom
Management.

Responsibilities for TSP Unloading

Highway, Intermodal, and Air TSPs

Highway, intermodal, and air freight TSPs will provide delivery to a receiving
platform adjacent to the rear of the vehicle. It is the TSP’s responsibility to
get the freight to that spot, but for expediency, Postal Service staff may
assist with unloading from the vehicle to their dock. The rates stated in tariffs
generally include the unloading services of one person per vehicle. For more
information, consult your MSC or SMM. TSP services do not include
unpacking, erecting, rigging, dismantling, lowering, or hoisting unless inside
delivery is specifically requested.

Railway TSP

Railway TSP’s will position a car for unloading on a public or private siding. If
the siding is not located at a Postal Service facility, a local drayage TSP will
pick up the material at the public siding and deliver it to the Postal Service
facility. Unloading arrangements vary by commaodity, but generally rail TSPs
do not assist with unloading shipments after equipment is spotted. For more
information, contact your MSC or SMM.

Inability to Deliver Due to Unsafe Condition of Shipment

Any shipment, whether FOB origin or FOB destination, that presents a
legitimate safety hazard to unload will not be unloaded at Postal Service risk.
Although staff may refer to this as a shipment refusal, it is actually the
inability of the TSP to deliver. “Delivery” is more than a TSP’s vehicle arriving,
positioning at a Postal Service dock, and opening the vehicle door. The TSP
is responsible for moving a shipment to the back of the trailer where they or
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Postal Service personnel can get it to the loading dock adjacent to the trailer.
If the shipment cannot be maneuvered to the back of the trailer safely by the
TSP, the TSP has not discharged its unloading obligations and has not made
its delivery. Please refer to Section 244.921, Receiving a Shipment with
Apparent Damage, once a shipment is unloaded by the TSP and is
accessible for inspection. The receiving person should call the TSP’s
dispatcher and send a follow-up memorandum that details the time and
events that contributed to the TSP’s inability to deliver.

Designated Receiving Points

General Responsibilities

Each Postal Service stockroom and warehouse or storage room activity will
have a designated receiving point, staffed and operated by trained,
designated receiving personnel. All incoming material and related receiving
documents will flow through those designated processing points for control
and documentation. The receiving processes will be standardized at both
automated and non-automated activities. Each activity head will designate a
specific area or areas for receiving incoming supplies, repair parts, and
equipment. All purchase orders and contracts will specify the receiving
location and all incoming shipments will be directed there. An exception
would be deliveries to individuals/offices (i.e., local buying or credit card
purchases, etc.), which may be delivered directly. Designated receiving areas
will include a receipt staging area. Incoming items will be delivered first to the
staging area for processing and then to the ultimate consignee or to storage.
This staging area can be an area near the loading docks or a table in the
storeroom, depending on the size of the operation. Receiving personnel are
responsible for working with purchasing personnel to see that receiving
hours and telephone contact are clearly stated on purchase orders. Preferred
delivery times may be stated for shipments from vendors.

Tallying

Postal Service employees must make an actual count and keep a tally record
of all items unloaded from TSP equipment. Shipping documents or other
formats may be used for that purpose. The tally record should be filed with a
copy of the delivery receipt.

Arranging for Special Equipment and Services

When rigging or special unloading equipment and services are needed due
to the weight, dimensions, or other physical characteristics of the pieces or
packages, they may be provided by the consignee or purchased at the
facility’s own expense through local purchasing authority.

Receipt Control and Stock Records

General Procedures

Receiving personnel are responsible for maintaining a suspense file to
organize paperwork on all shipments due in. File contents should be
reviewed for planning purposes to ensure fast, accurate, and orderly receipt
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processing. Copies of purchase orders containing prompt payment discount
provisions should be flagged. Receiving reports requiring San Mateo
payment must be completed and submitted to the San Mateo Accounting
Service Center (ASC) within 5 days of receipt of goods or services. Invoices
received directly from a vendor must be checked for accuracy, properly
certified, and promptly submitted to the San Mateo ASC so payment may be
made in a timely manner. When feasible, arrangements for receiving and
storing any large-volume shipments should be made prior to the shipments’
arrival. At automated activities, the receipt control suspense files may be
maintained in a computer database (see Exhibit 243.1 for example of
stockroom pending receipt file).

Signatures

Authority to Sign Receiving Documents

Each installation head designates in writing the personnel who are authorized
to sign receiving documents and thereby accept shipments on behalf of the
Postal Service. The person who purchased the item should not be authorized
to receive the item.

Signature on TSP’s Delivery Documents

The receiving clerk’s signature on a TSP’s delivery document constitutes
Postal Service receipt of a shipment. Unless noted otherwise, the quantity,
description, and condition of items are as shown on the delivery document.
Problems such as overage, shortage, and damage must be detected by
receiving personnel and noted on the documentation at the time of receipt. If
mistakes are not discovered and documented before final receipt, the time
and effort involved in correcting them will be much higher, and the likelihood
of their successful resolution will be considerably lower.

Notification to Designated Receiving Personnel

When items are delivered at a loading dock, personnel in charge at the dock
will promptly notify designated receiving personnel.

Receiving Logs
Installations will maintain receiving logs at the designated receiving location

for recording the date, name of TSP, gross weight, number of containers,
and waybill (if applicable) or BL numbers (see Exhibit 244.4).

Basic Validation and Processing Procedures

The incoming shipments and the accompanying delivery documents must be
checked as the shipment is received. Procedures are as follows:

a. Ensure that the shipment has arrived at the correct consignee
(destination) address. If it has not, the driver should be directed to the
correct address and must deliver to that address at no extra charge to
the Postal Service. A shipment must not be refused if it has arrived at
the correct consignee address. If unloading a shipment delivery poses
a safety hazard, the Postal Service considers this situation the inability
of the TSP to deliver, not a refused delivery. The TSP must arrange for
unloading and placement onto the destination’s dock. See 242.33,
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Inability to Deliver Due to Unsafe Condition of Shipment; and 244.921,
Receiving a Shipment With Apparent Damage.

b.  Verify that information found on containers and any attached or
enclosed packing slips or invoices matches information that appears
on the delivery document and the purchasing or ordering
documentation. Check consignor or vendor name, consignee, BL
number, and description of shipment.

C. Perform all of the actions in this paragraph before signing the TSP’s
delivery receipt when truckload or less-than-truckload shipments are
received from a TSP. Carefully observe the outward appearance of
each container as it is removed from the delivery vehicle. When a
container shows evidence of damage or pilferage, call it to the
attention of the TSP’s representative at once. Ensure that the damage
is noted on the TSP’s delivery receipt and that the TSP’s representative
and the designated receiving personnel both sign the document. Place
damaged containers apart from the others and ensure that the problem
is promptly investigated and noted on the delivery document when
unloading is completed. Count all shipping units (referring to the
delivery document and the purchase or delivery order) to determine
whether a shortage or overage exists. Open containers to check
quantities only when there is evidence of their having been tampered
with or damaged in transit. Maintain a record of the count.

d.  Allincoming items should have a packing slip attached to or contained
in the package(s). If there is no receiving document with the shipment,
the designated receiving personnel must make an effort to ensure that
the shipment is forwarded to the intended consignee or returned to the
consignor.

Annotating TSP’s Delivery Receipt

Both the designated receiving personnel and the TSP’s delivery agent must
sign (1) the TSP’s copy of a delivery receipt and (2) the consignee’s copy of
the delivery receipt. The Postal Service must file its copy with other pertinent
receiving documentation. When there is a BL, the receiving employee must
make certain that the BL humber is shown on both documents; the employee
must add the number if necessary.

TSP Requests for Payment Upon Delivery

All shipments are either prepaid by the consignor (FOB destination) or paid
by the Postal Service (FOB origin) after invoices are submitted by a carrier to
a prepayment freight bill auditor. Postal Service staff and suppliers must not
arrange collect shipments that require payment by the consignee at
destination. If a TSP insists upon payment at the time of delivery, ask the
TSP’s agent to contact the MSC or SMM for resolution.
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Special Procedures for Receiving FEDSTRIP Orders

FEDSTRIP Orders From the Material Distribution Center

Forms, Directives, and General Office Supplies

Ordering offices will receive PS Form 4686, Shipping Order (called a
“shipping notice” here), from the MDC, listing the shipment status for all the
items processed on the customer’s order. If this shipping notice lists items
being shipped from bulk, those items will be shipped separately. ltems listed
as back ordered on this shipping notice will be shipped as soon as the stock
arrives at the MDC. Ordering offices must retain the shipping notice until all
items listed are received. Shipping discrepancies must be reported by
telephone or by mail to the servicing MDC. The customer assistance
telephone number for the MDC is 800-366-4123. Always have your
FEDSTRIP address code and copy of your shipping notice available when
calling.

Note: PS Form 4686 is not the same as the shipping order (SO)

referenced in 216.11.

Repair Parts

Ordering offices will receive PS Form 4686, Shipping Order, and/or PS Form
4693, Repair Parts Center Stock Tag, with each order. Back ordered items
will be shipped as soon as the MDC or Critical Parts Center receives stock.
The ordering office should receive the quantity listed in the shipping column
of the shipping notice (PS Form 4686). All repair part shipping discrepancies
must be reported to the MDC. Always have your FEDSTRIP activity address
code and copy of the shipping order (PS Form 4686) available when calling.
Collection and Delivery Equipment

Ordering offices will receive a post card notification 7 to 10 days prior to
receipt of the equipment. The office must receive all the items listed on the
post card notification. All shipment discrepancies should be reported to the
MDC. The customer assistance number is 800-332-0317, Option 5. Always
have your order number available when contacting the MDC. The order
number is listed in the top left corner of the post card notification. Contact
the MDC by using the telephone number previously listed within the following
time frames:

a. Discrepant shipment —15 calendar days from date of receipt
b. Lost shipment — 70 calendar days from date of shipment

FEDSTRIP Orders from GSA/DLA
Partial Shipments

Consignees must be aware that when they order an item of inventory from
GSA or DLA, the entire order may not necessarily be received at one time.
Consignees should not report shipment shortages without checking to see
whether GSA or DLA has placed a suffix code in column 24 of GSA Form
1348-1A, Issue Release/Receipt Document (see Exhibit 244.821). GSA and
DLA will use suffix codes A, B, C, and so forth, to indicate first, second, and
third partial shipments if part of a requested quantity is being supplied and
the rest is being back ordered for later shipment, or if the quantity being
requested is being supplied in separate shipments. The SF 344 must be
annotated as individual shipments are received by attaching a copy of Form
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GSA 1348-1A and signing and dating block 14. Unless instructed otherwise,
the consignee may discard the other three copies of GSA Form 1348-1A.
Time Frame for Reporting Discrepancies

The SF 364, Report of Discrepancy (see Exhibit 244.822a, Exhibit 244.822b,
Exhibit 244.822¢, Exhibit 244.822d, and Exhibit 244.822¢), will be submitted
by the receiving activity within these time periods:

a. Discrepant shipment — 15 calendar days from date of receipt
b. Lost shipment — 70 calendar days from date of shipment

Documentation

Documentation for Shipments Without Discrepancies

As previously noted in 244.6, both the designated receiving personnel and
the TSP’s delivery agent must sign (1) the TSP’s copy of a delivery receipt,
and (2) the consignee’s copy of the delivery receipt. The Postal Service must
file its copy with other pertinent receiving documentation. When there is a
BL, the receiving employee must make certain that the BL number is shown
on both documents; the employee must add the number if necessary.

Documenting, Reporting, and Remedying Damaged or Discrepant
Shipments

Receiving a Shipment With Apparent Damage

Receiving personnel must accept the shipment from the TSP, even if there is
evidence that a shipment has been damaged in transit, unless there is a
significant safety hazard associated with unloading it. Follow procedures in
244.92, 244.93, and 244.94.

Description of Damage or Loss on Receiving Document

When packages show obvious damage or when shortage or overage is
evident, receiving personnel will note the problem on both the TSP and the
Postal Service copies of the delivery document. The designated receiving
employee must sign each copy and must be sure to have the TSP’s agent
(usually the driver) sign each copy to acknowledge the annotation. The
annotation must be an accurate, factual, and specific statement of the
condition of the shipment, so that claims against the TSP may be processed.
Photographs of Damaged Shipment

Photographs should be taken upon detection of damaged containers to
establish early records. Photos should be taken of the original container
before unpacking, if possible, along with close-up photos showing direct
damage to the item.

Retaining Packing Material

Container, contents, and packing material must be retained for TSP
inspection. Try to preserve their original “as received” condition as much as
possible.

Request for TSP Inspection

Authorized receiving personnel must report all apparent damages and
discrepancies immediately by telephone to the nearest office of the
delivering TSP, with prompt confirmation in writing. The TSP should be
asked to inspect the damaged or discrepant shipment within 48 hours
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(Saturdays, Sundays, and holidays excluded). TSP inspection reports are
considered the best information obtainable on the character and extent of
damages. If the TSP waives inspection, the responsible TSP official’s name
should be recorded, along with the name of the Postal Service person who
received that waiver.

Receiving and Reporting Concealed Damage
National Freight Claim Council Rules

Failure of the consignee to follow the procedures outlined below will be
regarded as indicating delivery of the freight in good condition under National
Freight Claim Council rules.

Claim Validation

National Freight Claim Council rules state that concealed loss or damage
should be reported within 15 days of shipment; however, that rule should not
be construed as preventing a consignee from reporting a problem
discovered more than 15 days following delivery. A claim for concealed loss
or damage is as valid as a claim for apparent loss or damage when it can be
shown clearly that there was no possibility of the damage having occurred
after the goods left the TSP’s custody.

TSP Notification

The designated receiving personnel for the consignee should notify the local
TSP office of loss or damage immediately upon discovery, via a telephone
call that is confirmed in writing. Inspection within 48 hours (excluding
Saturdays, Sundays, and holidays) should be requested. The notification to
the TSP must contain a complete description of the shipment, including BL
number, name of consignor, point of origin, date of shipment, commodity
shipped, date of delivery, and nature of concealed damage or shortage. All
pertinent facts must be explicitly documented, as this type of claim is the
most difficult to settle and the TSP’s liability must be proven.

TSP Inspection

The TSP’s inspection report must be prepared in duplicate. Both the TSP’s
copy and the consignee’s copy must be signed by the TSP’s agent and the
designated receiving personnel. The TSP provides the authorized Postal
Service receiving personnel a copy of the TSP inspection report. If the TSP
declines to inspect the material, the designated receiving personnel’s report
to the TSP is accepted in the claim file as the TSP’s inspection.

Processing Receipt Documentation

All copies of receiving documents and contracts or purchase orders for
purchased material will be initialed, dated, and filed by the designated
receiving personnel. A copy of the receiving documents must be forwarded
to the San Mateo ASC or, if so directed, through the purchasing office to the
ASC. The Postal Service will obtain prompt payment discounts and avoid
penalty interest charges for late payments if receiving documents are
distributed immediately. In conjunction with receiving report verification, the
date and quantity of items received may be posted on PS Form 1586, Supply
Record (see Exhibit 244.94), or on the automated database.
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25 Processing Over, Short, and Damage (OS&D) Claims

251

252

253

January 2014

Processing Criteria

Receipts will be checked by the receiving personnel when items are
off-loaded from trucks and conditions noted at that time. Damaged material
and overages are held as a receipt to dock and not processed to stock or
delivery to a customer until there is a resolution of the discrepancies.

Recording and processing OS&D information will be based on FOB origin or
FOB destination criteria. The delivery receipt should show the FOB point as
either the origin or the destination. If you are the receiving person and
uncertain whether a shipment is FOB origin or FOB destination, you should
contact your MSC for assistance and have receiving document available for
discussion.

FOB Destination

FOB destination shipment OS&D claims are processed by the vendor. When
action is required, the designated receiving personnel must record shipment
data in the OS&D claims log and notify the contracting officer. The
contracting officer will specify what documentary evidence must be provided
to the vendor. The TSP’s local office must be notified by telephone within 48
hours (excluding Saturdays, Sundays, and holidays). Written notification
should follow, with copies sent to the vendor and the contracting officer.

FOB Origin

FOB origin OS&D claims are processed by Postal Service contractor, Team
Logistics, Inc. Designated receiving personnel must report in writing all
damaged shipments and all storage FOB origin shipments to Team Logistics,
Inc., within 30 days of receipt. Supporting documentation must include the
following:

a. Properly annotated and signed copies of the delivery documents.

b. A copy of the applicable BL.

C. The carrier’s inspection report.

d.  Anitemized original invoice when repair is arranged by the designated

receiving personnel and performed by a retail vendor, and repair costs
exceed $50. Designated receiving personnel must process payment of
such invoices. If an original invoice is not available, a copy may be
provided as long as it bears the following signed certification:

| certify that the services were performed or the goods received and
payment has been made.

Signature

Title Date
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e. ltemized repair cost estimate when total repair costs will exceed
50 percent of the value.

f. Photographs taken as documentation (keep a copy in your file).
g. A copy of purchasing document showing value of the damaged item.

Field activity is required to retain claim supporting documentation with BL file
copy.

Recovery Amounts for OS&D Claims

Air freight forwarders and electronics van line TSPs have limited liability for
loss or damage. Claim amounts for air freight shipments usually cannot
exceed 50 cents per pound. Electronics van line TSPs limit their liability to
60 cents per pound. Less-than-truckload, truckload, and rail TSPs are
responsible for the full actual cost of the shipment value unless the shipment
is made on a “released valuation” rate. All TSPs are released from liability for
loss or damage in cases of “acts of God” and other exclusions shown on the
back of the TSP’s BL form. If questions arise about liability for loss or
damage to a shipment, ask the TSP’s customer service representative or
your MSC.

Processing of OS&D Claims by Team Logistics

Postal Service shipments traveling on Postal Service BL (including FOB
origin shipments from suppliers) may arrive at destination in damaged
condition or without the number of pieces (cartons, skids, etc.) originally
shipped. Also, shipments are sometimes lost in their entirety. The Postal
Service has a very good record of avoiding these situations; however, good
receiving procedures do sometimes reveal a loss or damage.

The Postal Service has contracted its freight loss/damage process to Team
Logistics, Inc. Team Logistics collects the documents and other evidence
needed for successful claim filing, then does the actual filing with the
transportation company and follows through with collection of money from
the carrier to cover the Postal Service’s loss. Monies collected are returned
to the finance number of the facility suffering the loss.

Postal Service employees who initially discover a freight loss or damage
should contact the following immediately:

MR CHUCK LEJEUNESSE

TEAM LOGISTICS INC

1229 MINTMERE DRIVE

COLLIERVILLE TN 38017-0357

Telephone: 901-861-0002

Fax: 901-861-0019

e-mail: paper_caboose@teamlogisticsCorp.com
Team Logistics, Inc., will request that documents from the Postal Service
facility reporting the claim include delivery receipt, photographs, commodity
pricing information, etc. Team Logistics, Inc. will advise particular documents
required.
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256.1

256.2
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257.2
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Disposing of Authorized Salvage and Replacement
of Material

Disposal of Material

When salvage of extensively damaged goods is authorized by Team
Logistics, Inc., the designated receiving personnel must notify the carrier that
the material will be discarded if it is not picked up within 15 days. If the
carrier decides to pick up the goods, the designated receiving personnel
must obtain a receipt for them and forward the receipt to Team Logistics for
inclusion in the claim file.

Replacement of Material

Replacement of damaged or salvaged goods is not automatic; if replacement
is required, a requisition must be submitted through normal channels.

Errors

Items Ordered or Shipped in Error

Iltems ordered or shipped in error from one of the central supply sources
(MDC, GSA, or DLA) or a local vendor may be returned for credit. Prior to
returning items, contact the agency for return authorization (see chapter 6).

Defective ltems

For defective items (as opposed to non-defective items that have been lost
or damaged) covered by manufacturer’s warranty, the activity should
attempt to resolve all complaints through an appropriate vendor’s
representative. Contact the appropriate local buying representative or
contracting officer for further guidance if the vendor refuses to correct or fails
to replace a defective item or an aspect of the service under the warranty.

Quality Assurance Procedures

Iltems of inventory that are marked or identified as requiring quality assurance
(QA) inspection will be evaluated in accordance with local QA procedures.
Items not requiring QA inspection and meeting contract or purchase order
specifications will be processed to storage or turned over to customers as
appropriate. ltems eventually passed by QA will be processed in the same
way as items that don’t require a QA inspection.
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Exhibit 216.1
PSBL Form

Material Management

U.S. POSTAL SERVICE BILL OF LADING

PSBL #: G8917801
Name: DEVINETH-THOMAS H DEVINE

E-mail:thomas.h.devine@usps.gov

BILL CHARGES TO
USPS C/O National Traffic Services

I obstructions I Obstructions

Prepared: 1/19/2005 8:34:4 GMT Phone:2022685783 151 John James Audubon Pkwy.
Fax: Ambherst, NY 14228-1185
ORIGIN DESTINATION
FEDSTRIP: FEDSTRIP:
Name: U. S. POSTAL SERVICE Name: USPS
Address: 6013 BENJAMIN RD- REAR Address: 850 TWIN RIVERS DRIVE
USPS USPS
TAMPA, FL 336349997 COLUMBUS, OH 432169998
Contact: BILL SPANGLER Contact: DOROTHY JOHNSON
Phone: 8138893913 Ext: Phone: 6144720431 Ext:
CONSIGNOR CONSIGNEE
FEDSTRIP: FEDSTRIP:
Name: U. S. POSTAL SERVICE Name: USPS
Address: 6013 BENJAMIN RD- REAR Address: 850 TWIN RIVERS DRIVE
USPS USPS
TAMPA, FL 336349997 COLUMBUS, OH 432169998
Contact: BILL SPANGLER Contact: DOROTHY JOHNSON
Phone: 8138893913 Ext: Phone: 6144720431 Ext:
ITEM INFORMATION
PSN/PSIN|Quantity Item Description "’;’lf"g_']“’L‘(‘;?]‘“”;':_‘]“'HELU}“"C°.[.‘;':°’ Hazardous|
1 LECTRONIC AUTOMATION EQUIPMENT 17500 LSE B
Total Weight(lbs.):] 17500
[Total Number of packages: 1 Moving as (enter no. of skids): 0 - Capital Items
Loading and Unloading Information Hours of Operation: 24 hour time
Shipper's Dock Receiver's Dock Origin
& Ground Level € Ground Level Monday to Friday I From: 1000 To:
@ Truck Level @ Truck Level Destination

Monday to Friday

From: 1200 To: 1600

Notes:
Equipment Code:
lAccessorial Equifment:

Carrier Information
SCAC: SPCG
Name: SPECIALIZED TRANSPORTATION INC
Tender Number: 167
Phone: (888)716-8090

Mileage:

Finance Information
Finance #: 660670
Contract # LETTER QUOTE
Postal Account #: 52801

Requesting Office Information
Request Date: 1/19/2005 0:0:0
Request Office: WASHINGTON DC NATL SUPPLY
Request Office Zip Code: 202604547
ArealDistrict BA Code: 6L/ 184

[Comments: 2ND CONTACT PERSON AT RECEIVING LOCATION IS ED HATZER 614-472-0410. MONDAY THRU FRIDAY.

Terms and conditions of PSBL are listed in regulation 41 CFR 102-117 & 118 (Code of Federal Regulations).

Carrier Signature:

Date Pickup:

Date Delivered:

PSBL #

Finance #

G8917801

660670
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Sample BL Register

Exhibit 221.1
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Exhibit 221.8
BL Request Form

Material Management

BL Request Form

Date:
To: From:
Name Name
Office Office
Street Street
City/State/ZIP+4 City/State/ZIP+4
Telephone

Request you provide BLs for shipment of items as indicated below:

Ship From: (Origin) Ship To: (Destination/Consignee)

Name Name

Street Street

City/State/ZIP+4 City/State/ZIP+4

Contact Name & Phone Number Receiving Custodian Name &

Phone Number
If Capital, include ID Number: PCN: Yes No
Is Form 7340, Shipping Instruction for Excess Property, required? | | | ]
Property to be Shipped: (Description)
PSIN:
Quantity: | | | | | | | | | | | |
Carton Pallet Crate Box Piece Other
ftem is: 1 3 [C—31 [
Knocked Down Set Up Wood Steel

(Check appropriate boxes. If ‘Other’ is checked, describe packaging:)
Unit Weight Total Weight Comments/Special Requirements:
Include PO No. or Other Authority
Recommended | | | | | | | | | |
Transportation LTL TL Expedited Air HHG

Mechanic’s Certification: (for used mechanical equipment)
| certify that the equipment for which transportation is requested is serviceable.

Mechanic's Signature & Title Date
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Exhibit 223
Bill of Lading Correction Notice

Bill of Lading Correction Notice

BILL OF LADING CORRECTION NOTICE Date Notice Prepared

10.
11.
12.
13.

14.

15.
16.
17.

BL Number

Date BL was issued

Total weight shown on BL

Origin (As shown in “Origin” block on BL.)

Destination (As shown in “Destination” block on BL.)

Route (Complete routing shown on BL.)

Issuing Office (As shown on BL under “For Use of Issuing Office.”)

To: (Name & address of carrier to which directed, including ZIP.)

Complete items 9a, b, ¢ only when correction is made after transportation charges have been paid.
a. D.O. Voucher Number

b. D.O. Voucher Date

c. D.O. Symbol

From: (Full name & address of the activity initiating the notice, including ZIP.)
Bill of Lading Now Reads (Show the information as it reads prior to correction.)
Correct Bill of Lading to Read (Corrected information should read.)

Authority for Correction (Tender or tariff & item numbers; classification & item number; or other authority for
making change.)

Remarks (Pertinent information not otherwise provided on form. If more space is required, use reverse side of
this form.)

Information Copy To (Name & address, including ZIP)
Signature & Title of Initiating Official

Carrier Representative’s Signature (Required when notice is initiated by shipper & transportation charges are
affected.)
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Exhibit 224
Sample Instruction Letter to Vendor for BL Shipments

NAME AND ADDRESS OF ISSUING OFFICER

To (Name of Vendor):

The following instructions for shipping USPS freight must be observed.

Material Management

Date

Careful compliance with these instructions ensures prompt delivery and facilitates payment to carriers and vendors.
Changes to the attached bill of lading are not permitted without prior approval of the issuing officer.

1. Call the carrier designated on the bill of lading for shipment pick-up.
2. When the freight is loaded, have the driver add the following entries:
a. Carrier’s Pickup Date.

b. Signature of Agent (Carrier Company Name).
C. Per (Driver to initial in this block).
3. Retain signed copy of BL, shipping order, or manifest in Consignor’s local files.

Your cooperation and compliance with these instructions are appreciated.

Signature of Issuing Officer
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Exhibit 234
Shipping Request

FROM:

DATE:
PHONE:
COMMERCIAL:

TO: MATERIAL DISTRIBUTION
US POSTAL SERVICE
475 L’ENFANT PLAZA SW RM 4541
WASHINGTON DC 20260-6225
FAX: 202-268-5756

SUBJECT: Request for Shipping Instructions/Route Order Request

1. Contract or PO No., etc.: FOB Point:
(ATTACH COPY OF PO/DO, etc.) DO 240798-86-M-0050

2. Shipper:

3. Consignee:

4. USPS Item or Commodity Description:

(Complete description: Use PS ltem Number or National Motor Freight Classification. Indicate quantity and
weight of each different item and packaging as prepared for shipment.)

5. Total Weight: Ib. Total Cube:

6. Additional Information (BL numbers if assigned, or other pertinent data):

Signature and Title of Requester
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Exhibit 235e (p. 1)

PS Form 4805, Work Record Sheet
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Exhibit 237.32
Shipper’s Security Endorsement

Shipper’s Security Endorsement
| certify that this shipment does not contain any unauthorized explosives, destructive devices, or hazardous

materials. | consent to a search of this shipment. | am aware that this endorsement and my original signature, along
with other shipping documents, will be retained on file until the shipment is delivered.

Shipper’s Signature:

(Signed in presence of carrier’s agent)

Shipper’s Printed Name:

First Mi Last

Shipper’s Telephone No.:

Shipper’s Facility and ZIP+4:

First Form of Identification Reviewed: Second Form of Identification Reviewed:
Type of ID: Type of ID:

Matching Photo:  Yes No Matching Photo:  Yes No

Number on ID: Number on ID:

Note: At least one ID must contain a photo.

Air Cargo Carrier:

Air Cargo Carrier’s Waybill Number:

USPS Bill of Lading Number:

This signed document is required for all shipments moving via passenger aircraft per Federal Aviation Administration,
Aviation Security Division, Security Directive 96-03, issued July 25, 1996, and effective August 9, 1996.

Attach a photocopy to the memorandum copy of the BL and retain at origin. Attach the original onto the shipment
using a self-stick envelope (provided by air cargo carrier) for presentation to the air carrier.
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Exhibit 243.1
Stockroom Pending Receipt File

File purchasing and receiving
documents for capital and
expense equipment items
ordered but not yet received.

January 2014

Stockroom Pending Receipt File

Examples: PS Forms

7339, Shipping Instructions for Material in Storage
7340, Shipping Instruction for Excess Property

7380, MDC Supply Requisition

7381, Reaquisition for Supplies, Services, or Equipment

Examples: Standard Forms

344, Multiuse Standard Requisitioning/Issue System Document
1103-B, blue copy (consignee) of GBL

Credit card purchases

Purchase order/delivery order

258

45



Material Management

258

Exhibit 244.4

Receiving Log
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Exhibit 244.821

GSA Form 1348-1A, Issue Release/Receipt Document

258

[EEEECEEHEREFEEHEHHEREEREEERE HFEEFEHERHEEEEEEHEHEH KRSy ey snzp 1o
UPPLE— F .
el o E UI| QUANTATY E E:;:‘M:: E E iﬁu o EER:;)%.: aov| RI E ::A;“i; BOLLARS crs|
IASAGF1HHD 11831F8JM5 STL15 GFO0 A 21 521
4. MARK FOR:
4. DOCUMENT WUMBER & SUFFIX (30—44) 5.DOC DATE 6. MMFC 1 7. FRT RATE B. TYFE CARGO 8. PS
94143
[10.QTY REC'D |11.UPNH 12. UNIT WT. 13. UNIT cU 14.urc 15.8Y
1.250 -041
16. FREIGHT CLASBIFICATION HOMENCLATURE
1831F8-4134—0001 PAPER FORMS R CARDS, PRINTED, NOI
25. HATIONMAL STOCK NUMBER & ADD (8-22) 17. ITEM NOMENCLATURE
OF 16
[LB. TY CONT |1%. NO CONT 20. TOTAL WEIGHT 21. TOTAL CUBE
Ll - o] o
22. RECEIVED BY 23. DATE REC'D
7540-00-753—-4941
26. IUC (4=€) UI (23=-24) OTY (25-29) COND (71) DIST (55-56) UP (74-80) SELECT LOC QTY CP
BIN 53K09 1 HD 1
UNPK FPD DAC PSN TC BIN BULK
32 CT 53K09 016416
1831F8
GF1 HD 00001 A 0000521 PPDS
27. ADDITIONAL INFORMATION ]_FS? 8781
PPDS 2 0G0
* STL

FOR DISCREPANCY REFORTING CALL 1-800-488-3111 7 AM - 5:30 PM CENTRAL TIME
GSA FORM 1348-1A REV 10/91 ISSUE RELEASE/RECEIPT DOCUMENT

SELECTED BY

1831F8—4134-0001

MATIOMAL STOCKE NUMBER & ADD (8-22)

(T N

7540-00-753—4941

IUC (4=6) UI (23-24) QTY (25-29) COND (71) DIST (55-38) UF (T4-80)

LR

GF1 HD 00001 A 0000521

ADDITIONAL INFORMATION

25.

6.

27.

GSA FORM 1348-1A REV 10791

16. FREIGHT

PAPER FORMS R CARDS,

PAGE 4909
 EECECERFEREFEFRBRBFREEREEEREEEREFERERBEEEEEREREEE {2 ompprormon | *  empp o
i s SUPPLE- g T | p1s PAIINEQ D © UNIT PRICE | DOLLARS cTs
. u PRO

somen| wmow | §f ¥ [ eommim [of SR 14 0[] e | e [ [ B —sl—m —‘

|IASAGF1HHD 11831F8JM5 STL15 GF0 A 21 521
4. HARK FOR:

24. DOCUMENT NUMBER & SUFFIX (10—44) 5.DOC DATE | 6. MMFC 7. FRT RATE 8. TYPE CARGO 9. P8
94143
ho.oTy REC'D [11.UPN 12. UNIT WT. 13. UNIT €U 14.UrC 15.54
1.250 .041

CLASSIFICATION NOMENCLATURE

PRINTED, NOT

17. ITEM HOMENCLATURE

OF 16
[, TY CONT [19. WO CONT | 20. TOTAL WEIGHT 21. TOTAL CUBE
CT 1,250 041

22. RECEIVED BY

23. DATE REC'D

SELECT LOC QTY CP
1 HD 1
UNPK FPD DAC PSN TC BIN BULK
32 CT 53K09 016416
1831F8
PPDS
1F578781
PPDS 2 0G0
* STL

SELECTED BY

PAGE 4909

January 2014

47



258 Material Management

Exhibit 244.822a
GSA Standard Form 364, Report of Discrepancy (wrong item received)

REPORT OF DIscREPANcY (ROD) 1. DATE OF a’F‘IEPARATION 2. REPORT NUMBER
{_] sHippinG [] packacing Noverber 8, 1994
3.T0O {Nmm;- and address, include ZIP Codr) 4. FROM {Name and address, include ZIP Code)
GSA Discrepancy Reports Center USPS, 30595 Trabuco Canyon Road
1500 E. Bannister Road Trabuco Canyon, CA 92678-9998
Kansas City, MO 64131-3088
5a. SHIPPER'S NAME 5o NUMBER AND DATE OF  [¢ TRANSPORTATION DOCUMENT
INVOICE NUMBER (GEL, Waybill, TCN, etc.)
GSA, Supply Depot, Stockton, CA G-6,969,696
7a. SHIPPER'S NUMBER (Purchase | 7b. OF FICE ADMINISTERING CONTRACT 8. REQUISITIONER'S NUMBER (Requi-
Order/Shipment, Contract, ete.) sition, Purchase Request, ete.)

1891VP-4270-0004

9. SHIPMENT, BILLING, AND RECEIPT DATA 10. DISCREPANCY DATA n .
UNIT | QUANTITY AC-
A AR AN O | SHREDT | QuATITY | Qs | SN | TOIA coves| o
(a) ] (e) {d) {a) {b) 3] id)

Ordered

7530-00-052-7919 BX 3 0 3 |24.40 | 73.20 |W1 1A

Paper, Computer

Received

8105-01-011-2565 BX 0 3 3 |21.50 | 64.50

Bag, Plastic

12. REMARKS (Continue on separate sheet of paper if necessary )
Received three boxes of plastic bags instead of three boxes of computer paper.
We wish to return these plastic bags.

Point of Contact: Guy Hunphries (714) 858-9364

1DISCREPAMCY CODES 2ACTION CODES
CONDITION OF MATERIAL PRODUCT QUALITY DEFICIENCIES . 1A — Dispasition instructions re-
C1 — In condition other than that indicated on Q1 -—Deficient material (Applicable to Grant Aid quested (Reply on reverse)
release/receipt document and FMS shipments only) 1B — Material being retained (See
C2 — Expired shelf life SHORTAGE OF MATERIAL . remarks}
C3 — Damaged parcel post shipment 51 — Quantity less than that on receipt document | 1C'— Supporting supply documenta-
SUPPLY DOCUMENTATION 52 — Quantity less that that requested (OQther than tion requested
D1 — Not received unit of issue pack) R 1D — Material still required expedite
D2 — lllegible or mutilated 53 — Non-receipt of parcel post shipments shipment (Not applicable to
D3 — Incomplete improper or without authority ITEM TECHNICAL DATA MARKINGS (i.c., Name (FMS)
(Only when receipt cannot be properly Flates, Log Books, Operating Handbooks, Special 1E — Local purchase material to be
gracenedJ Instructions, efe.) returned at supplier’s expense
Mlsol ECTED MATERIAL T1 — Missing unless disposition instructions
ddressed to wrong activit T2 — lllegible or mutilated 1o the contrary are received
OVERAGEIDUP LICATE SHIPMENTS T3 — Precautionary operational markings missing within 15 days {iteply on re.
01 — Quantity in excess of that on receipt docu- T4 — Inspection data missing or incomplete verse) (Not applicable to FME)
ment TS5 — Serviceability operating data missing or 1F - Replacement shipment requested
O2—Quantity in excess of that requested (Other incomplete (Not applicable to FMS)
than unit of issue pack} TE — Warranty data missin 1G — Reshipment not required. ltem
— Quantity duplicates shipment WROMNG ITEM (Identify r'cqwa!ﬂd itemn as a to be re-requisitioned.
PACKING DISCREPANCY separate copy in [tem 9 above) 1H — Mo action required. Information
Pl — Improper oleselvation W1 — Incorrect item received only
P2 — Improper packing W2 — Unacceptable substitute 1Z — Other action requested (See
P3 — Improper marking OTHER DISCREPANCIES remarks)
P4 — Improper unitization Z1 — See remarks
13. FUNDING AND ACCOUNTING DATA
14a. TYPED OR PRINTED NAME, TITLE, AND PHONE NUMBER OF PHE- | 14b. SIGNATURE
PARING OFFICIAL
Guy Humphries, MAO (714) 858-9364
15. DISTRIBUTION ADDRESSEES FOR COPIES
164-101 7540-00-159-4442 (Previous edition is obsolete.) STANDARD FORM 364 (REV. 2-80)

Prescribed by GSA FPMR 101-26.8
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Exhibit 244.822b
GSA Standard Form 364, Report of Discrepancy (shortage)
REPORT OF DISCREPANCY (ROD) 1. DATE OF PREPARATION |2. REPORT NUMBER
] sHiepinG [] packacing October 31, 1994
3. TO {Name and address, include ZIF Code) 4, FROM (Name and address, include ZIP Code)
GIE_}A Discrepancy Reports Center USPS, 520 Awvenida Pico
1500 E. Bannister Road San Clemente, CA 92672-9998
Kansas City, MO 64131-3088
5a. SHIPPER'S NAME 5b. NUMBER AND DATE OF 6. TRANSPORTATION DOCUMENT
INVOICE NUMBER (GBL ., Waybill, TCN, ete.}
GSA, Supply Depot, Stockton, CA . H-2,345,678
7a. SHIPPER'S NUMBER (Purchase 7b. OFFICE ADMINISTERING CONTRACT 8. REQUISITIONER'S NUMBER (Requi-
Order/Shipment, Contract, etc.) sition, Purchase Request, efc.)
18917E-4273-0011
9. SHIPMENT, BILLING, AND RECEIPT DATA 10. DISCREPANCY DATA 11.
ac2
NSN/PART NUMBER AND UNIT | QUANTITY | QuanTiTY | QuAN- | UNIT | TOTAL |opeaf Tion
NOMENCLATURE ISSUE BILLED RECEIVED TITY PRICE COsT CODE
(a) (o) le) {d) (a) ib) {c) (d)
7510-00-935-7173 HD 43 40 3 129.50 (88.50 |Ss1 |1g
12. REMARKS (Continue on separate sheet of paper if necessary)
1348-1 indicates that 43 HD were shipped.
Only 40 HD were received.
Please provide credit for 3 HD not received.
Point of Contact: Pete Raith (714) 492-3494
1DISCREPAMCY CODES 2 ACTION CODES
CONDITION OF MATERIAL PRODUCT QUALITY DEFICIENCIES 1A — Disposition instructions re-
€1 — In condition other than that indicated on Q1 -—Deficient material fApplicable to Grant Aid quested (Reply on reverse)
release/receipt document and FMS shipments only) 1B — Material being retained (See
C2 — Expired shelf life SHORTAGE OF MATERIAL . remarks)
C3 — Damaged parcel post shipment 51 — Guantity less than that on receipt .document | 1€ — Supporting supply documenta-
SUPPLY DOCUMENTATION S2 — Quantity less that that requested {Other than tion requested
D1 — Not received unit of issue pack) 10D — Material still required expedite
D2 — lliegible or mutilated 53 — MNon-receipt of parcel post shipments shipment (Not applicable (o
03— Incomplete improper or without authority ITEM TECHNICAL DATA MARKINGS (i.e., Namec )
{Only when receipt cannotl be properly Plates, Log Books, Operating Handbooks, Special 1E -— Local purchase material to pe
processed) hrsrruchoru ete. ) returned at supplier’s expense
MISDI REC‘I’ED MATERIAL T1 — Missing unless disposition instructions
-— Addressed to wrong activit T2 — lllegible or mutilated to the contrary are received
ovERAGEmuPLICATE HIPMENTS T3 — Precautionary operational markings missing within 15 cays (Reply on re-
o1 — Quantnty in excess of that on receipt docu- T4 — Inspection data missing or incomplete verse) (Not applicable to FMS)
T5 — Serviceability operating data missing or 1F — Replacement snipment requested
oz2- Quamity in excess of that requested (Other incomplete e (Not applicable to FMS)
than unit of issue pac Té — Warranty data missing B 1G — Reshipment not required. Item
03 — Quantity duplicates shipment WRONG ITEM (Identify requested item as a to be re-requisitioned.
PACKING DISCREPANCY separate copy in Item 9 abouve) 1+ — No action required. Information
P1 = improper preservation — Incorrect item received only
P2 — improper packing W2 — Unacceptable substitute 1Z — Other action requested (See
P3 — Iimproper marking OTHER DISCREPANCIES remarks)
P4 — Improper unitization Z1 — See remarks
13. FUNDING AND ACCOUNTING DATA
14a. TYPED OR PRINTED NAME, TITLE, AND PHONE NUMBER OF PRE- |14b. SIGNATURE
PARING OFFICIAL
Pete Raith, MAO (714) 667-6774
15. DISTRIBUTION ADDRESSEES FOR COPIES
364-103 7540-00-159-4442 (Previous edition is obsolete.) STANDARD FORM 364 (REV. 2-80)
Prescribed by GS5A FPMR 101-26.8
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Exhibit 244.822¢c
GSA Standard Form 364, Report of Discrepancy (supply documents missing)

Material Management

REPORT OF DISCREPANCY (ROD)
] swippinG

D PACKAGING

1. DATE OF PREPARATION

November 8, 1994

3. TO (Nome and address, include ZIF Code)

GSA Discrepancy Reports Center

1500 E. Bannister Road
Kansas City, MO 64131-3088

4. FROM (Name and address, include ZIP Code)

USPS, 2201 N. Grand Avenue
Santa Ana, CA 92711-9998

Sa. SHIPPER'S NAME

GSA/CSC Stockton, CA

Sb. NUMBER AND DATE OF
INVOICE

6. TRANSPORTATION OOCUMENT
NUMBER (GEL, Waybill, TCN, ete.)

7a. SHIPPER'S NUMBER (Purchase 7b. OFFICE ADMINISTERING CONTRACT 8. REQUISITIONER'S NUMBER (Requi-
Order/Shipment, Contract, eic.) |sition, Purchase Request, ete.)
189KA9-4290~0031
9. SHIPMENT, BILLING, AND RECEIPT DATA 10. DISCREPANCY DATA 1.
AC2
NSN/PART NUMBER AND UNIT | QUANTITY | auanTiTy [ QuAn | UNIT | TOTAL |ooneaf Tion
NOMENCLATURE 1SSUE BILLED RECEIVED | TITY PRICE COST CODE
{a) {b) te) (d) (a) (b} e} {d)
5120-00-221-7947 DZ 144 144 144 | 4.80 |691.20 [D1 |1H or
Pencil, ILead 1C .
12. REMARKS (Continue on separate sheet of paper if necessary)

Supply documents not received with materiel.

Point of Contact: Robert Ruegger (714) 667-6774

Please furnish supply documentation.

1DISCREPAMCY CODES

2ACTION CODES

CONDITION OF MATERIAL
C1 — In condition other than that indicated on
release/receipt document
c2 - Exntre-u shelf life
c3 - aged parcel post shipment
SIJPPLV DOCUMENTAT ON
D1 — Not received
D2 — lllegible or mutilated
D3 — Incomplete improper or without authority
(Only when receipt cannol be properly

gmceufd!
MISDIRECTED MATERIAL
M1 — Addressed to wrong activit
OVERAGE/DUPLICATE SHIPMENTS

1 — Quanllty in excess of that on receipt docu-

Gulntiw in excess of that requested (Other
than unit of issue pack)
03 — Quantity dugllcates shipment
PACKING DISCR

Pl — Improper preservation

P2 — Improper packing

P3 — Improper marking

P4 — Improper unitization

PRODUCT QUALITY DEFICIENCIES . 1A —
Qt —{)ahc:em material {Applicable to Grant Aid
FMS shipments only) 18 —
SHORTAGE OF MATERIAL remarks)
51 — Quantity less than that on receipt document | 1C°—
52 — Quantity less that that requested (Other than tion requested
unit of issue pack) 10 —
53 — Mon-receipt of parcel post shipments
ITEM TECHNICAL DATA MARKINGS (ie., Namc (FMS)
Plates, Log Books, Operating Handbooks, Special 1E -
Instructions, ﬂ:)
T1 - Missin uniess
T2 — IIIeglble or mutilated to the
T3 — Precautionary operational markings missing within
T4 = Inspection data missing or incomplete verse)
TS == Serviceability operating data missing or iF —

incomplet

= Warranty

TE 9
WRONG ITEM (Identify requested item as a
separate copy in Item

W1 — Incorrect

W2 — Unacceptable substitute
OTHER DISCREPANCIES
Z1 — See remarks

data missin 16 —
abouve) 1H—

item received
1Z —

remar)

Disposition instructions re-
quested (Reply on reverse)
Material being retained (See

Supporting supply documenta-

Material still required expedite
shipment (Not applicable to

Local purchase material to be
returned at supplier's expense

Replacement shipment requested

e iINat applicable to FMS)

Reshipment not required.

to be re-requisitioned

Mo action required.
I

only
Other action requested (See

disposition instructions
contrary are receéived

15 days (Reply on re.
(Not applicable to FME)
Item

Information

%)

13. FUNDING AND ACCOUNTING DATA

142, TYPED OR PRINTED NAME, TITLE, AND PHONE NUMBER OF PHE-

PARING OFFICIAL

Robert Ruegger, Supply Clerk (714) 667-6774

14b. SIGNATURE

15. DISTRIBUTION ADDRESSEES FOR COPIES

364-103 7540-00-159-4442

(Previous edition is obsolete.)

STANDARD FORM 364 (REV. 2-80)
Prescribed by GSA FPMR 101-26.8
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Freight Transportation Management — Shipping and Receiving 258
Exhibit 244.822d
GSA Standard Form 364, Report of Discrepancy (expired shelf life)
REPORT OF DISCREPANCY (ROD) 1. DATE OF PREPARATION |2. REPORT NUMBER
[_] srippinG [] Packacing Novenber 8, 1994
3. TO (Name and address, include ZIP Code) 4. FROM (Name and address, include ZIP Code)
GSA Discrepancy Reports Center USPS, 1133 Camelback Street
1500 E. Bannister Road Newport Beach, CA 92658-9998
Kansas City, MO 64131-3088
5a. SHIPPER'S NAME ED"%I.;ISﬂEEER AND DATE OF &J&;ENRS?S;,TIAJI%?HD‘?‘(?H“:IE")T
IN , Waybill, , etc.
GSA, Supply Depot, Stockton, CA
C-1,123,456
7a. SHIPPER'S NUMBER (Purchase 7b. OFFICE ADMINISTERING CONTRACT 8. REQUISITIONER'S NUMBER (Requi-
Order/Shipment, Contract, etc.) sition, Purchase Request, etc.)
18914N-4260-0020
9. SHIPMENT, BILLING, AND RECEIPT DATA 10. DISCREPANCY DATA 1.
Ac?
NSN/PART NUMBER AND UNIT | QuANTITY | auanTITY | QUAN- | UNIT | TOTAL |ooeaf Tion
NOMENCLATURE RECEIVED | TITY PRICE COST CODE
ISSUE BILLED
ta) (b} Ic (d) (a) {b) {c) d)
5120-00-221-7947 GL 36 36 36-°[9.80 |352.80 |cC2 1A
Paint, blue #3042
Manufacturer - Rose Talber
Paint, contract GS10F 14532
Lot No. 10052
Date of Mfg. 12-90
12. REMARKS (Continue on separate sheet of paper if necessary)
Materiel received with expired shelf life.
Please provide authorization to return this materiel.
Point of Contact: David Johnson (714) 640-8720
1DISCREPAMCY CODES 2ACTION CODES
CONDITION OF MATERIAL PRODUCT QUALITY DEFICIENCIES 1A — Dispaosition instructions re-
Cl — In condition other than that indicated on Q1 -—Deficient material {Applicable to Grant Aid quested (Reply on reverse)
release/receipt document and FMS shipments orl!y} 1B — Material being retained (See
c2 — Exnlrﬂ‘.l shelf life SHURTAGE OF MATERIAL . remarks)
C3 — Damaged parcel post shipment 51 — Quantity less than that on receipt .document | 1C'— Supporting supply documenta-
SUPPLY DOCUMENTATION S2 — Quantity less that that requested (Other than tion requested
D1 — Not received unit of issue pack) 1D — Material still required expedite
D2 — lliegible or mutilated — MNon-receipt of parcel post shipments shipment (Not applicable to
D3 — Incomplete improper or without authority ITEM TECHNICAL DATA MARKINGS (i.e., Name (FMS)
{Only when receipt cannol be properly Plates, Log Books, Operating Handbooks, Spucml 1E — Local purchase material to be
gmu.ue ) Instructions, etc.) returned at supplier’s expense
MISDI ECTED MATERIAL T1 = Missing unless disposition instructions
dressed to wrong activit T2 — lllegible or mutilated to the contrary are received
ovERAGEmuPLICATE HIPMENTS T3 — Precautionary operational markings missing within 15 days {Reply on re-
o1 — Quant:ty in excess of that on receipt docu- T4 — Inspection data missing or incomplete verse) (Naot applicable to FMS)
TS5 — Serviceabllity operating data missing or 1F — Replacement snipment requestea
OZ-Quanmy in excess of that requested (Other incomplete (Not applicable to FMS)
than unit of issue pack) T6 — Warranty data missing X 1G — Reshipment not required. Item
— @uantity duplicates shipment WRONG ITEM (Identify requested item as a to be re-requisitioned,
FACKING DISCREPANCY separate copy in [tem 9 above) 1H — No action required. Information
Pl — improper preservation W1 — Incorrect item received nly
P2 — Improper packing ‘W2 — Unacceptable substitute 17 — omgr action requested (See
P3 — Improper marking OTHER DISCREPANCIES remarks)
P4 — Improper unitization Z1 — See remarks
13. FUNDING AND ACCOUNTING DATA
14a. TYPED OR PRINTED NAME, TITLE, AND PHONE NUMBER OF PRE- | 14b, SIGNATURE
PARING OFFICIAL
David Johnson, AMO (714) &40-8720
15. DISTRIBUTION ADDRESSEES FOR COPIES
364-103 7540-00-159-4442 (Previous edition is obsolete.) STANDARD FORM 364 (REV. 2-80)
Prescribed by GSA FPMR 101-26.8
January 2014 51
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Exhibit 244.822e
GSA Standard Form 364, Report of Discrepancy (incorrect consignee)

Material Management

REPORT OF DISCREPANCY (ROD)

] stipPiNG

E] PACKAGING

1. DATE OF PREPARATION

Noverber 8, 1994

—
2. REPORT NUMBER

3. TO (Namc and address, include ZIP Code)
GSA Discrepancy Reports Center
1500 E. Bannister Road
Kansas City, MO 64131-3088

4, FROM (Name and address, include ZIP Code)

USPS, 2911 Niguel Road
Taguna Nicquel, CA 92607-9998

5a. SHIPPER'S NAME

GSA, Supply Depot, Stockton,

5b. NUMBER AND DATE OF
INVOICE

6. TRANSPORTATION DOCUMENT
NUMBER (GBL, Waybill, TCN, etc.)

G-1,666,515

7a. SHIPPER'S NUMBER (Purchase | 7b. OFFICE ADMINISTERING CONTRACT 8. REQUISITIONER'S NUMBER (Requi-
Order/Shipment, Contract, etc.) |sition, Purchase Request, etc.)
189AH5-4279-0012
9. SHIPMENT, BILLING, AND RECEIPT DATA 10. DISCREPANCY DATA 1
AC-2
NSN/PART NUMBER AND UNIT | QUARTITY | QUANTITY | QUAN- | UNIT | TOTAL |.opea| TiON
NOMENCLATURE 1SSUE BILLED RECEIVED TITY PRICE COST CODE
{a} {b) {c) {d) ta) (b} {c) (d)
7530-00-281-5907 HD 144 144 144113.80 |1987.20(MI |1H
12. REMARKS (Continue on separate sheet of paper if necessary)
Received misdirected materiel.
Forwarded to IRS Regional Office, Laguna Niguel
Point of Contact: Sharon Warren (714) 495-3193
1DISCREPAMCY CODES 2ACTION CODES
CONDITION OF MATERIAL PRODUCT QUALITY DEFICIENCIES 1A — Disposition instructions re-
€1 — In condition other than that indicated on Q1 —Deficient material (Applicable to Grant Aid quested (Reply on reverse)
release/receipt document and FMS shipments only) 1B — Material being retained (See
C2 — Expired shelf life SHORTAGE OF MATERIAL . . remarks)
C3 — Damaged parcel post shipment 51 — Quantity less than that on receipt .document | 1C'— Supporting supply documenta-
SUPPLY DOCUMENTATION 52 — Quantity less that that requested ((Other than tion requeste
D1 — Not recel unit of issue pack) 10D — Material still reQulred expedite
D2 — lllegible or mutilated 53 — MNon-receipt of parcel post shipments shipment (Not applicable to
D3 -~ Incomplete improper or without authority ITEM TECHMNICAL DATA MARKINGS (i.e., Name (FMS)
Only when receipt cannot be properly Plates, Log Books, Operating Handbooks, Special 1E — Local purchase material to be
Pro Iﬂsl’rucuom ete.) returned at supplier’s expense
MGSDIRECTED MATERIAL Tl — Mlnlng unless disposition instructions
M1 — Addressed to g ctiv T2 — lllegible or mutilated to the contrary are received
OVERJ\GEfDuPLICATE HiP NTS T3 — Precautionary operational markings missing within 15 days (Reply on re
01— Quanllly in excess of that on receipt docu- T4 — Inspection data missing or incomplete verse) (Not applicable to FMS;
men TS5 — Serviceability operating data missing or 1F = Replacement ihupment requested
02— Quantlty in excess of lnal requested (Other incomplete iNot applicable to FMS)
Jhcn m-ur of issue pack Té -- Warranty data missin 1G — Reshipment not required. Item
03— Qua vy duplicates shipment WRONG ITEM (Identify rmuesrrd item as a to be re-requisitioned.
PACKING DISCREPANCY separate copy in Item 9 above) 1H = Mo action required. Information
P1 — Improper preservation W1 — Incorrect item received onl
P2 — Improper packing W2 — Unacceptable substitute 12 — Other action requested (See
P3 — Improper marking OTHER DISCREPAMNCIES remarks)
P4 — Improper unitization Z1 — See remarks

13. FUNDING AND ACCOUNTING DATA

14a. TYPED OR PRINTED MAME, TITLE, AND PHONE NUMBER OF PHE-

PARING OFFICIAL

Sharon Warren, MAO (714) 495-3193

14b. SIGNATURE

15. DISTRIBUTION ADDRESSEES FOR COPIES

364-103 7540-00-159-4442

(Previous edition is obsolete.)

STANDARD FORM 364 (REV. 2-80)
Prescribed by GSA FPMR 101-26.8

52

Handbook AS-701



Freight Transportation Management — Shipping and Receiving 258

Exhibit 244.94
PS Form 1586, Supply Record

ngltegnéi(imﬂ'-'art No.

National Stock No.

N/A

Bin Location

C5 (a) (2)

Description  Return receipt-registered, insured,

and

Unit Price

certified mail (card available) *
Unit Of Issue Source Of Supply Material Maximum Level Minimum Level
Each (4,500/ctn) Distribution Center 750 ** 250 K%

c;’:'a'::j Issued Received Ordered g :I:n:: d Issued Received Ordered
E.‘tatre-I L}Q)PW Date Qty Date Qty Date Qty Date Qry Date Qry Date Qty Date Qty
3/1] 1,000
6/1 300|5/30 700 | 7/1f 700 ]6/1| 700
9/1 500]8/3q 500 [10/1] 500 |9/1] 500
1271 400[11/30 600 | 1/5/ 600 12/1] 600
1/5] 1000

PS Form 1586, November 1985

January 2014

SUPPLY RECORD

W USGPO. 1989 242-531/92035
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Exhibit 255

PS Form 7343, Claim for Loss and Damage in Transit

Material Management

';,";" Office of
Materiel Management
=22 " Washington, DC 20260-6222

.
Tawaawt”

» UNITED 5,
JIAH3S

CLAIM FOR LOSS AND DAMAGE

IN TRANSIT

Name and Address of Carrier

Date

Claim No.

Amount

Salvage

Shortage

Repair

This claim is filed for loss and/or damage detailed below in connection with the following described shipment:

From (City, State, ZIP Code)

Name of Consignor

To (City, State, ZIR Gode)

Name of Consignee

Routed Via Freight Charges
$
Bill of Lading No. Bill of Lading Date Contents of Shipment Weight of Shipment

The amount of this claim is based on the contract price of replacement cost of the article for which this claim is filed as per the following

statement, or as per attached invoice.

Statement

Make Checks Payable To:

Disbursing Officer, US Postal Service

The Following Documents Are Attached /As Supporting Papers To This Claim

Signature of Traffic Manager

PS8 Form 7343, March 1086
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3 Storage Space Management

31 Introduction

311 General

Postal Service space management is a complicated undertaking involving a
variety of skills and disciplines. Every storage operation must be carefully
planned and designed to provide services and controls that are most
effective and efficient for the task at hand and for the company as a whole.
Sophisticated techniques are used to design and organize storage areas,
and equally sophisticated locator systems are used to permit quick and
accurate identification of material whereabouts. Guidelines for material
safety, preservation, and security minimize material losses. Storage space is
obtained in a variety of ways. Commercial warehouse space requires specific
controls and procedures. Storage space management refers to the principles
and practices of managing the physical stockroom, supply room, and
warehouse space.

312 Purpose

Storage space management serves the purpose of constantly monitoring,
reporting, and controlling storage space that represents a significant Postal
Service investment. Stockroom, supply room, and warehouse space in the
Postal Service distribution system is extensive and expensive. Storage space
is any physical area used to process and hold material or fill and issue
orders. It also includes areas used for administrative support of receipt,
storage, and issuing functions.

313 Responsibilities

Managers plan and lay out all stockroom, supply room, and warehouse
space to support the activities of receiving, storing, and packing material;
plan for its shipment; and perform the administrative functions necessary for
the smooth, quick, and cost-effective handling of material. Managers
requiring assistance may contact the Program Manager, Warehousing and
Distribution, Supply Management Operations, for assistance.

January 2014 55
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Material Management

32 Planning and Layout

56

321

321.1

321.2

322

322.1

Objectives

Efficiency and Economy

The primary objective of planning and layout for stockroom and warehouse
space is to maximize the use of storage space and have an efficient process
flow in order to minimize costs. To achieve that objective, the layout should
aim for the following:

A straight-line flow of activity with minimum backtracking.
Minimum handling and transportation of material.

Minimum travel and movement for personnel.

Efficient use of space.

Provision for flexibility, expansion, and contraction of space.

- o o0 0@

Provisions that allow for the easy identification, storage, and condition
assessment of inventory.

Mechanization and Automation

State-of-the-art advancements in mechanization and automation will be
considered as part of the Postal Service planning effort for warehouse and
stockroom requirements. The equipment used in any stockroom operation
depends upon the types and quantities of materials carried in inventory.
Cost-effective material handling equipment and systems must be
incorporated to handle material through the process of receipt, storage, and
issue in the most efficient manner.

Planning Elements

General Requirements

Effective stockroom and warehouse design and layout require intense
planning. Factors that must be considered are the physical size of the space,
the commodities to be stored, and the type of support to be provided. There
must be security for accountable and sensitive items. There must be
adequate access for storage and issue, as well as multiple exit paths for
safety. The following specific functional requirements must be taken into
account:

Receiving.
Inspection.
Restocking.

Picking orders.
Packing.

Staging and shipping.

@ ~ 9o a0 op

Administrative space.

Handbook AS-701



Storage Space Management

Table 322.4

322.4

Since space is often at a premium within Postal Service facilities, the
principles of space layout must be intelligently and realistically applied to
make optimal use of the available space. Only after the types and quantities
of material to be inventoried have been established, should the layout of the
storage space be planned. Stockrooms must be large enough to hold the
inventory needed to support current operations and to permit the addition of
new items allowing them to be handled readily and safely. If need exists,
consideration must be given to providing an area for bulk supplies that

Iltems must be stored as close to their point of use as feasible. The location
of stockrooms must be convenient to customers. The location of storage
areas for parts should ensure that items are readily available when
maintenance personnel need them. Ease of material handling should be
considered in planning storage locations. A specific area within an
installation may be sectioned off for storing equipment, or several Postal
Service facilities may store their equipment in a single building. Storerooms
should be located with access to freight elevators. In stockroom and
warehouse operations, items should be located to allow for longer shelf-life,
efficient storing, and efficient picking.

3222 Size

cannot be held in the stockroom.
3223 Location
3224 Storage Methods

Material may be stored on open racks, on pallets, on shelves, in drawers, on
movable racks (carousels), or on available floor space. See Table 322.4 for a
listing and description of commonly used storage aids.

Basic Types of Storage Aids

Storage Aid

Description

Advantages

Disadvantages

Pallet racks

Adjustable shelving
designed for standard
pallets and forklift
operation

Organizes bulk storage;
adjustable to pallet
height; economical and
maintenance-free

Requires large amount of
square footage for aisles;
awkward for issues from
bulk safety concern

Fixed shelving

General purpose shelves
in varying dimensions

Economical, versatile

Inflexible, wastes space
on small items, inefficient
picking

Small parts Small part storage in Saves space and Expensive
cabinets various configurations workhours, good for

commodity or group

code location system
Aisle savers Shelf type storage which | Saves 50% space over Expensive

slides on tracks and
eliminates need for aisles

standard shelves; easy to
operate

January 2014
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Table 322.4

Basic Types of Storage Aids

Material Management

Storage Aid Description Advantages Disadvantages
Vertical Electrically powered Saves substantial space, | Expensive and can cause
carousels Ferris wheel type storage | saves time and problems when down
for binnable items workhours in picking,
enhances security and
inventory accuracy
Horizontal Lateral wheel type Saves substantial space, | Expensive and can cause
carousels storage for binnable saves time and work problems when down

items

hours in picking,
enhances security and
inventory accuracy

Flow-through
rack

Rack utilized in
warehousing pick
operations

Economical, versatile
space saving for pick
operations, saves time

Economical, flexible,
space saving

and workhours in picking

Notes:

Determining the best configuration of storage aids for your stockroom is not easy. You can get help
either through the Postal Service or from commercial sources. Postal Service sources include the
Program Manager, Warehousing and Distribution at Supply Management Operations at Headquarters,
and the Materials Service Centers (MSCs). Commercial sources include manufacturers and distributors
of material handling equipment and storage aids. Some companies will come to your site, do a
no-obligation analysis of your storage needs, and provide a recommended layout.

323

323.1

323.2
323.21
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Criteria for Planning Layout

Key Factors

The following factors should be considered when stockroom layout is being
planned:

a. Commodity factors — the characteristics of the items to be stored.

b. Capacity factors — the characteristics of the available storage area.
c.  Activity factors — the activities that must be accommodated.

Commodity Factors

Nature of the Material

Iltems subject to deterioration need to be properly protected from extremes
of temperature, dampness, rodents, insect infestation, and the like. Security
items should be stored in vaults, safes, or caged areas; sensitive items must
be properly safeguarded. Hazardous commodities including ammunition,
flammable material, and oxidizing items need to be segregated from each
other and from other types of supplies and stored in appropriate containers
as applicable according to Occupational Safety and Health Administration
(OSHA) standards and require the proper Material Safety Data Sheet (MSDS)
to be on file.
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323.22

323.23

323.24

323.3
323.31

323.32

323.33

323.34

Size, Weight, and Shape

Extremes of size, weight, or shape need to be considered. Large awkward
containers and unusually heavy items must generally be stored near shipping
doors. Light and fragile items should not be stacked to a height that would
cause crushing or other damage to the containers and their contents.

Turnover

Fast-moving items must be stored in readily accessible areas, where they
can be handled quickly and efficiently. Slow-moving items must be stored in
less accessible or less desirable areas, where structural conditions make
stacking or handling operations difficult. In supply rooms with issue
counters, items issued most frequently should be located as close to the
counter as possible. The decision as to where to place items is called
positioning.

Quantity

Large quantities of uniform packages are conducive to simple layouts. In
contrast, small quantities of various-sized items require special storage
planning: small lots must be stored in short rows, racks, or bins to provide
proper segregation of supplies, maximum utilization of space, and
accessibility for issue.

Capacity Factors

Floor Loads

Floor load capacity is the maximum weight of stored material that the floor
can safely support, expressed in pounds per square foot of storage space. In
multistory buildings, floor load capacities have been established and are
indicated on the building plan. When floor load capacity is unknown, consult
an engineer. If floor load capacity is not exceeded, lightweight and bulky
items may be stacked as high as ceiling clearances allow, considering
crushability and other characteristics of the items.

Doors

The number of doors available will influence the number of main cross-aisles
that can be laid out and maintained for access to loading docks or areas.
Doors should be high and wide enough to permit the easy passage of
material handling equipment. Doors that are not required for access to
loading areas, access by firefighting equipment, or as safety exits may be
closed and sealed, with the additional space used for storage.

Loading Facilities
Aisle space leading to loading docks must be ample.

Upright Columns

The layout of aisles and storage bays will be affected by the location, size,
and number of any upright columns and the distance between them. The
bays should be laid out so that, when the supplies are safely stored, the
amount of unused space will be minimal.
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323.35 Stack-Clearance Safety Regulations

Standard stack-clearance regulations will be established. They will allow
both for the safekeeping of supplies and for fire protection. A certain amount
of clearance below fire protection sprinkler systems is required in
accordance with OSHA standards.

323.4 Activity Factors

When stockroom or warehouse layout is planned, the activities that the
space must accommodate need to be considered. Those activities include
storing, receiving, picking, packing, shipping, over-the-counter issuing and
handling of material, maintaining equipment, filing records, and so on. In a
space in which ceiling height varies, areas with lower ceilings must be used
for receiving and issuing, whereas areas with higher ceilings must be used
for actually storing supplies.

33 Designation of Operating Spaces

The Postal Service uses a standard method of designating storage and
warehouse operating spaces. The designations are as follows:

a. Bin storage area.
b. Bulk storage area.
C. Outside storage area (if necessary).
d. Specialized storage areas:
(1)  Secured area.
(2) Hazardous area.
(3)  Environmentally-controlled area.
e. Truck loading/unloading area.
f. Receiving area.
g. Packing area.
h. Shipping area.

Administrative space.

34 Storage Plans

The following essential factors should be considered when planning most
storage areas:

a. A main aisle for the controlled flow of material through the stockroom.
b.  Sufficient cross aisles for access to bins and shelf stock.

C. Logical material flow, usually moving from the receiving area to the
distribution point.

d. Provisions for all types of storage media required (i.e., bins, pallets,
shelving, etc.).
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e. Aisles that are wide enough to accommodate material handling
equipment.

f. Secure and safe specialized storage areas such as chemical storage
areas.

g. Areceiving area that is separate from the storage areas.

A floor plan must be developed for the available space. The plans for
stockrooms may be less detailed than the plans for warehouses; however, all
plans must consider layout, flow, and accessibility for the customers. Scale
templates of the space and the type of storage aids to be used (e.g.,
shelving, bins, drawers, open counter, racks, etc.) can be made so that
various arrangements can be simulated until the one that most closely
satisfies the basic objectives is found. For each designated type of space,
the square footage will be determined and recorded.

Stockroom or warehouse personnel will maintain master storage plans for all
their facilities, showing the storage allocation and the type of material stored
in the various areas. Plans will be updated whenever storage facilities are
modified or material is relocated. For further reference for maintenance
operations, use Handbook MS-63, Maintenance Operations Support. For
vehicle maintenance operations, use Handbook PO-701, Fleet Management,
Chapter 5, Stockroom Management.

35 Storage Locator Systems

January 2014

351

Locator System

Each stockroom must have a stock identification and a standard locator
system that allows someone who has no knowledge of the stockroom’s
layout to locate items. In nonautomated facilities, stock location information
may be entered on PS Form 1586, Supply Record (Exhibit 351a); the location
information must be updated when stocking procedures change. In
automated facilities, stock location will be maintained in inventory database
records. Layout maps must be posted where they can be readily seen. Bulk
items and irregularly shaped items should be stored in separate areas and
identified by stock number and description, and all other items must be
shelved or stored according to location codes maintained in the stock record
file or database. Each location must be marked with the stock location code,
stock number of the item, item nomenclature, and unit of issue. Locations
may be marked with other information, such as OEM number, shelf-life
information, etc., if desired. For items stored in multiple locations, each
storage location should cross-reference other locations. For smaller stock/
supply rooms, a typical locator system must include designations for row,
shelf, and rack/drawer. Exhibit 351b shows examples of stockroom or
warehouse layouts. Exhibit 351¢ shows sample signage for a stockroom or
warehouse activity. Postal Service activities may use these layout designs or
similar signage.
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352.1
352.11

352.2

353

354

Material Management

Storage Location Codes

Design of Locator System

Nonautomated Stockrooms
A simple locator system consisting of designations for row, cabinet or shelf,
and rack or drawer will usually suffice. In such a system, a location might be
identified as follows:
4-C-12:
4 = Row 4

C = Cabinet or Shelf C

12 = Rack or Drawer

Automated Stockrooms

eMARS accommodates location codes of up to nine characters. A locator
system for these may follow the example below, adapted to the particular
requirements of the local stockroom. In any case, the purpose of the locator
system is to funnel the search for an item down from the largest location
element (such as an aisle) to the smallest and last location element (such as a
space within a drawer). Example:
B-03-D-05-002:
B = Aisle
03 = Cabinet or Bin

D = Shelf or Bin Level

05 = Drawer or Space Within Shelf/Bin Level

002 = Space or Section Within Drawer

Display of Location Codes

Storage facilities will be physically marked by rows using signage and by
marks to indicate the level above the floor wherever racks, shelving, or other
vertical storage aids are installed. Label each storage location to reflect the
specific stock location address. Mark all storage cells. Storage location
layouts and location codes must be posted where they can readily be seen.
A storage locator plan must be displayed in a readily accessible location in
the storage area. (More than one plan may be necessary.)

Multiple Storage Locations

The underlying concept of assigning storage location numbers is that each
item must have a single storage location where feasible. At some facilities,
some items may have single locations. At very large facilities, multiple
locations will most likely be necessary; for example, three locations might be
used for a single item: one on the picking area, one for picking-area back-up
stock, and one for bulk storage. Do not store different items in the same bin
location.

Note: eMARS has the capability of assigning three additional
sublocations.
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355

355.1

355.2

Assigning Material to a Storage Location

Review and Update

As material is received for storage, storekeepers will determine whether like
items are currently in storage and, if so, in what cell. If space in the cell
allows, newly received items will be placed with items already on hand,
arranged so that older stock is used first; i.e., first in, first out (FIFO). If space
does not allow combined stocking or if like items are not currently in storage,
a new location will be selected from available warehouse space. The new
location will be entered on receiving documents and on the item record. As
issues are made and stocks are drawn down, multiple locations of like items
will be consolidated. As stock is relocated, location entries will be corrected.
Spot checks of the efficiency of location control will be included in regular
management reviews.

Item/Location Cross-Reference Lists

For each location, the record will indicate the description of the storage cell
and the items stored in it. In automated systems, the record will be called the
Master Item to Location Cross-Reference List (MILCRL). One record
cross-references location to item number (MILCRL-A). Another record
cross-references item number to location (MILCRL-B).

36 Preservation, Security, and Safety
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362
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Responsibility

Personnel responsible for storage areas will take all necessary steps to
preserve and safeguard material and to promote safety in Postal Service
storage operations. Suitable methods of preservation must be used for each
type of item subject to deterioration. When applicable, shelf life should be
noted on both the stock record card, if used, and the storage container.

Care and Preservation of Commonly Stored ltems
Subject to Deterioration

The following guidance should be observed to optimize the care and

preservation of items commonly stored in Postal Service facilities that are

subject to deterioration:

a. Canvas ltems. Will mildew when exposed to a warm, moist climate and
should be stored in a cool, dry, well-ventilated place.

b. Dry Cell Batteries. To retard spontaneous reactions within the cells and
to minimize the evaporation of moisture, do not store at higher than
normal room temperature.

C. Hardwood ltems. May warp when exposed to excessively damp or dry
climates. Control humidity and protect from insects.

d. Leather Goods. Subject to damage by moisture and should be stored
in a cool, dry, well-ventilated area, away from radiators or other heating
equipment.
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e. Metal Products. May rust and corrode when exposed to moisture.
Make spot checks periodically to detect the development of rust.

f. Oiled Mechanisms. Must be kept wrapped to keep from drying.

g. PC Boards. Must be kept free from dust and require special handling
and protection from static electricity. Do not remove boards from
antistatic bags. If removal is necessary, ensure that proper antistatic
mats and wrist bands are used.

h. Rubber Products. Store in a cool, dry, dark, well-ventilated area; keep
free of oil, grease, dust, and dirt.

Periodic Inspections
Iltems must be inspected periodically to ensure that:
a. Oldest stocks are being issued first.

b.  Approved methods of storage and segregation and appropriate
methods of preservation are being used.

C. Damaged supplies and out-of-order equipment are being segregated
from other supplies, and arrangements are being made for disposal or
repair.

d.  Excess stock is being promptly tagged and reported in accordance
with procedures contained in chapter 6 of this handbook.

Security Measures

Physical security encompasses surrounding grounds, building configuration,
lighting, compartmentalization, electronic detectors, and alarms. The degree
of use of security measures in various areas depends on the characteristics
of the material stored, level of perceived threat, level of facility activity, etc.
Overall security at a facility is the responsibility of the facility manager, who
will review security measures and take appropriate action to ensure that
adequate measures are enforced. Consideration must be given to the
following:

Fenced warehouse compounds.

b.  Caged areas for sensitive material.

C. Security lighting for both inside and outside.

d.  Warehouse and stockroom areas should allow for adequate
surveillance.
Installation of silent alarms in warehouse and stockrooms.

f. Installation of television cameras and recorders in areas storing money

orders and weapons.

g. Access to warehouse and stockroom areas should be limited to or
restricted to Postal Service employees. General access to stores areas
should be limited.

h. Stockrooms should be kept locked except during normal working
hours.
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366

367

368

368.1

368.2

368.3

Sensitive Material

Sensitive material consists of items requiring added security to ensure that
they are not removed from Postal Service property without permission. They
must be stored in a secured storage cabinet or caged area.

Opened Bulk Containers

When a container in bulk storage is broken open, the contents should
immediately be removed to bin or shelf storage or the container should be
resealed. If the container is resealed, it should be marked “SHORT
CONTAINER.” Loose items in open containers should not be stored in bulk
storage areas unless they are bulk-packed and cannot be handled in a bin
area.

Access

No items may be placed in or removed from the storage area unless
personnel in charge are notified. Access must be limited to authorized
personnel who are assigned responsibility and accountability for inventory.
On tours when the stockroom is not staffed, a control procedure must be
established to identify individuals removing items and the items removed.

Safety Measures

Removal of Operational Hazards

All personnel responsible for storage areas must be alert to and take steps to
prevent conditions that might result in damage to material, equipment, and
facilities as well as injury to personnel. Care must be taken in handling.
Foreign articles such as paper, pieces of strapping, dunnage, scrap lumber,
and pieces of boxes must be immediately removed from warehouse floors in
the normal course of operations. Aisles must be kept clear of obstructions.
Adequate light, ventilation, and heat must be provided. To ensure the
absence of unsafe operating conditions, all storage areas must be inspected
regularly for cleanliness. Any unsafe conditions that are noted must be
immediately corrected.

Storage of Hazardous Commodities

Hazardous commodities must be stored in accordance with OSHA standards
and regional safety instructions. Hazardous materials require MSDS
documents to be on file for all items in this classification. Specific references
include section 29 of the Common Fire Regulations, OSHA Standard L801,
and the National Fire Prevention Association codes.

Fire Prevention

All warehouse personnel must be informed of what to do to prevent fires and
what to do in case of fire. A fire plan should be developed and placed in each
stockroom, warehouse, and storage room. The plan should include
personnel assignments, a floor plan that includes location of fire alarms and
extinguishers, required actions, and emergency telephone numbers.
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37 Control and Reporting of Warehouse and Storage

Space

371

372

372.1

372.2

372.3

Importance of Space Control and Reporting

For a material management system to be cost effective, it must effectively
use its storage and warehousing facilities. To do this, management must
improve the use of space and control the costs of warehousing. This requires
actions that are based on accurate and timely data, which in turn is provided
through the reporting process.

Monitoring the Use of Space

Responsibilities
Stockroom supervisors, warehouse supervisors, and material managers are
responsible for monitoring the use of space in their jurisdictions.

Review Cycles

To obtain maximum use of space, stockroom and warehouse supervisors will
review quarterly the use of space and record changes in storage plans. They
will determine the need for additional space and will note the degree of use
for types of storage (e.g., commodity categories, functional categories, and
percentage of utilization of closed or open storage space).

Reporting Space Usage

Monitoring the costs of storage space requirements necessitates that
warehouse and stockroom space is managed and controlled. A formal
system of reporting to the Program Manager, Warehousing and Distribution,
will be used to maintain visibility of storage requirements in the Postal
Service.

38 Acquiring Commercial Warehouse, Storage Space,
and Services

66

381

382

382.1

General

These instructions are drawn from the Administrative Support Manual and
the Purchasing Manual. They are applicable to all Postal Service
organizations.

Policy

Requirements Approval

All requirements for warehouse space and warehouse services are to be
approved by Production and Distribution, Supply Management Operations,
prior to submission to Facilities or Services CMC, Supply Management,
Headquarters, for procurement.
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382.2

382.3

382.4

383

384

384.1

384.2

384.21

Space and Service Acquisition
The following must be observed in the acquisition of space and services:
a.  Allleased space acquisition must be accomplished through Facilities.

b.  All warehouse services acquisition must be accomplished through
Services CMC, Supply Management, Headquarters.

Project Review

All major facilities projects must be reviewed by Program Manager,
Warehousing and Distribution, Supply Management Operations, for inclusion
and/or concurrence regarding elements of the project related to
warehousing, stockrooms, storage space, docks and dock accesses, and
material and supply handling.

Effective Use of Space

Joint use must be made of storage and warehousing space to the greatest
extent possible. Generation of many small and special purpose warehousing
and storage locations is specifically discouraged in favor of larger, centrally
operated multipurpose warehouse, stockroom, and storage locations.

Consultation

Activities will contact Program Manager, Warehousing and Distribution,
Supply Management Operations, prior to entering into any agreement or
contract for warehouse space (either leased or full-service) or for services
when they identify a need that is more than in-house Postal Service
resources can provide. This applies to warehouse spaces that are
contractor-owned and postal-operated, as well as warehouse spaces that
are contractor-owned and -operated. Leased or purchased trailers will not be
used for storage.

Procedure

Supply Management Operations

Program Manager, Warehousing and Distribution, Supply Management
Operations, will assist requesters by identifying other Postal Service space
that may be available including the exact amount of storage space and
material handling equipment needed; and arranging for courtesy storage at
another location.

Requester

Request for Assistance
The requester is obligated to submit a written request for assistance to:

PROGRAM MANAGER WAREHOUSING AND DISTRIBUTION
SUPPLY MANAGEMENT OPERATIONS

475 L’ENFANT PLAZA SW RM 4630

WASHINGTON DC 20260-6225

67



384.22

68

384.22

385

385.1

Material Management

Identifying Detailed Elements

As support to the requirement and to assist the Program Manager,
Warehousing and Distribution, in fulfilling the requester’s needs, requesters
must identify detailed elements of the operation by asking the following:

What items are to be warehoused?

How many of each item are to be warehoused?

Are any items sensitive or requiring security?

How many orders per time unit will be processed by the warehouse?
What is the service area for this warehouse?

What are the weights and dimensions of the items?

@ =9 a0 op

How are the items to be warehoused (racks, cabinets, pallets, bins,
shelving)?

h.  Are the items currently warehoused elsewhere? Where?

i If yes, will the current space be eliminated? To whom?

j- If yes to h, will storage equipment transfer with the items?

k. What is the calculated cubic space required to warehouse the items?

l. What support space is required (restrooms, office, staging, battery
room)?

m.  What total square feet are required, including circulation and support
space, and what ceiling height is presumed in that calculation?

n.  What is the duration of the requirement, including start/complete
dates?

What modes of transportation bring items into the warehouse?

What modes of transportation are used to ship items from the
warehouse?

How many dock doors will be required and at what height?

I ENe]

Will dedicated or exclusive use dock doors be required? How many?
S What material handling equipment is required?

t. Will there be dedicated on-site personnel? How many?

u. What are the required/planned hours of operation, days per week?

% What communications (telephone, fax, computer, LAN) are required?
w.  Are there special requirements not included in a through v above?

Note: When storage space for MTE is required, space requirements
must be initially coordinated with the serving area MTE specialist
assigned to the distribution network office. The specialist will forward all
requests to the manager of MTE, Processing and Distribution, who will,
along with the Program Manager, Warehousing and Distribution, review
the request.

Policy on Trailers for Storage of Materials

Responsibility
It is the responsibility of each organization to implement this policy within
areas under their purview.
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Acceptable Use of Trailers for Storage

There are several circumstances under which use of trailers for storage is
practical and justified:

a. During construction of a permanent facility; during remodeling of a
facility; or pending relocation when the store/stockrooms are being
transferred, reconfigured, redeployed, or replaced.

b.  Truck/van/trailer (that is in itself a traveling storeroom) servicing
facilities on a roving or mobile basis.

c. During periods of high use when the store/stockroom does not have
the capacity to support the seasonal requirement; during a recovery
period after a calamity or natural disaster such as a storm, flood, and
earthquake; and during peak activity periods.

d.  To support deployment of new automation equipment; to support
transfer of equipment between installations for redeployment; to serve
as a staging area in support of installation activities.

e. Use at temporary locations or for a limited time when no permanent
presence is planned but material support is required.

f. Demurrage of trailers that must be detained until the warehouse,
storeroom, or stockroom can off-load the shipment.

Requirements of Storage Facilities as Pertinent to Trailers

There is, however, no justification for the extended or permanent use of
trailers as storerooms or stockrooms. Warehouse, storeroom, stockroom,
and storage requirements are essentially a facility requirement wherein all
proper Postal Service amenities are implemented:

a. Ventilation and temperature control serve to preserve the material as
well as afford comfortable personnel habitat.

b.  Aisle access by material handling devices such as pallet jacks, forklifts,
rolling carts, etc., is essential for personnel safety in handling heavy,
bulky, or sensitive materials.

C. Entrance and exit must not be cumbersome for personnel and
materials.

Trailers by their nature when used for storage cannot provide these
elements. Trailers therefore may not be used for permanent storerooms,
stockrooms, or substitutes for warehousing needs. Temporary use must be
limited to those circumstances described under this policy.

Responsibility for Trailer Deployment

Whether leased or owned, local organizations are responsible for the proper
deployment of trailers. If leased or purchased, properly authorized requests
should be processed through the area Purchasing and Materials Service
Center.
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Exhibit 351a

PS Form 1586, Supply Record

Material Management

PPSSItegléicimEParl No,

National Stock No.

N/A

(card available)

Bin Location

C5 (a) (2)

Description Return receipt-registered, insured, and
certified mail

Unit Price

*

Unit Of Issue

Source Of Supply Material

Maximum Level

Minimum Level

Each (4,500/ctn) Distribution Center | 750 ** 250 ***
g:lz':f:; Issued Received Ordered g :Iz":: d Issued Received Ordered

Date 9 ‘]Pw Date Qty Date Qty Date Qty Date Qty Date Qty Date Qty Date Qry

3/1| 1,000

6/1 300]5/30 790 7/1 700 | 6/1| 700

9/1 500/8/3d 500 [10/1] 500 9/1] 500

1271 400[11/390 600 | 1/5( 600 f12/1] 600

1/5| 1000

PS Form 1586, November 1985
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W USGP.O.: 1989 242-531/92035
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Exhibit 351b (p. 1)
Stockroom/Warehouse Layout Designs
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Receiving
Storage
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Outside Holding
Palletts for
Receiving Large Equipment

Keep
Receiving Receipt of
Book Damaged

Here Materials

Movable Counter

to Provide
"ﬂ Access

STOCKROOM

Receiving
Storage
Floor

Outside Holding
Palletts for
Receiving Large Equipment
r

o)
Containing Hazardous Materials (HZ)
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Stockroom/Warehouse Layout Designs

Exhibit 351b (p. 2)
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Exhibit 351c (p. 1)

Stockroom/Warehouse Activity Signage

RECEIVING
FREIGHT ONLY

RECEIVING
20 MINUTE PARKING
8:00 A.M. - 11:00 A.M.
ROOM 123

PICK-UP
&
DELIVERY
ROOM 334

ALL FREIGHT DELIVERIES
- =

RECEIVING
- =
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Exhibit 351¢ (p. 2)

Stockroom/Warehouse Activity Signage
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Material Management

SUPPLY ROOM

WAREHOUSE

RECEIVING

8:00 A.M. - 11:00 A.M.

1:00 P.M. - 3:00 P.M.
MONDAY - FRIDAY

CALL 268-4985
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411

412

413

414

General

The locations where the Postal Service stores and issues material are called
a variety of names, including supply room, stockroom, tool and parts room,
etc. For the purposes of this handbook, this place is referred to as a
stockroom. The term applies to a maintenance stockroom, supply room,
vehicle maintenance facility (VMF) stockroom, or any other location storing
material.

Applicability

This chapter describes the material management procedures involved in
retail stockrooms. A retail stockroom is any facility that stores, issues and
receives, supplies, forms, equipment, or repair parts. Wholesale facilities,
such as the material distribution center (MDC), are those that supply material
to the retail stockrooms. This chapter also addresses the general procedures
for both manual and automated systems such as Material Distribution and
Inventory Management System (MDIMS), Electronic Maintenance Activity
Reporting and Scheduling (eMARS) System, and Vehicle Maintenance
Accounting System (VMAS). All Postal Service facility retail stockrooms must
comply with these procedures

References

The procedures are based on policy established in the Administrative
Support Manual (ASM) and procedures described in Handbook MS-63,
Maintenance Operations Support.

Accountability

All installation heads are accountable for the material stored in their facilities.
Each functional manager must designate in writing the person who is
responsible for maintaining inventories in remote, satellite, and bench stock
stockrooms, or other stockrooms where accountability is not included in job
descriptions.
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421

422

4221

General

Inventory is material that is on hand to support customers’ requirements.
Inventory is difficult to manage well (even with a computer) and is costly
because of handling, obsolescence, spoilage, theft, and various other
overhead expenses. A basic principle guiding these procedures is to keep
the range (number of items) and depth (quantities) of inventories to a
minimum level necessary for effective customer support.

Stocking Decisions

Considerations

Any cost-effective and responsive alternative to stocking items not carried by
the MDC should always be considered. This includes systems contracts,
just-in-time purchasing, or other arrangements that place the risks and
related expenses of inventory on non- Postal Service sources of supply.
Stockroom managers must consider several things before making stocking
decisions. Answering the following questions will help ensure that proper

decisions are made:

Question

Decision

How long will it take to get the
material if not stocked locally?

A short lead-time often means
stocking is unnecessary.

Is storage space available to
handle the material?

A good rule of thumb is to plan on
enough storage space for three
months’ worth of demand.

What will happen to the operations
or customers if material is not
available in stock?

If the effect on operations is
nonexistent, then stocking the item
does not make sense.

Is the item expensive or fragile;
does it have a short shelf-life; or is
it otherwise particularly prone to
loss?

If so, stocking will be especially
costly. Carrying these types of
items must be justified only by
operational necessity or health and
welfare.

Will there be enough demand to
stock the item?

This demand frequency is
distinguished from demand
quantity; don’t stock items that are
rarely ordered (regardless of the
order quantity) unless there are
special circumstances (see 422.32

and 422.33).

Is the item still supported from
market sources?

Sometimes suppliers will no longer
carry items that are needed to
support operations. In these cases,
it may be necessary to stock an
oversupply of the items.
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Demand-Based ltems

Using Demand History

Demand-based items are stocked because they have demonstrated
sufficient past demand history to warrant stockage under specified Postal
Service demand frequency thresholds. What is the right demand frequency
for stocking an item? Table 422.21 provides stocking guidelines based on
requisitioning or demand frequency and provides guidelines for continued
stockage. If a stocked item does not have the indicated frequency, it
becomes a candidate to be dropped from inventory. Requisition frequency,
however, is only one of the considerations; the questions in 422.1 must also
be answered before stocking a new item.

Table 422.21
Using Requisition Frequency to Establish Demand History
Initial
Commodity Stockage Continued Stockage
Repair parts 6 requisitions in past 12 months 4 requisitions in past 12 months
(consumabile or repairable)
Supplies 8 requisitions in past 12 months 5 requisitions in past 12 months
Forms 13 requisitions in past 12 months 7 requisitions in past 12 months

422.22

422.3

422.31

422.32

422.33

January 2014

Finding Requisition Frequency

How do you know if an item has been requested in the past? The best source
for reviewing not-carried demand supply items is eBuy and eMARS. eBuy
tracks on catalog/off catalog requisitions, direct supplier orders and credit
card log files (see Report Module in eBuy). In eMARS, review the Transaction
Summary Report (see Exhibit 422.22a) and the Non-Stocked Issues Report
(see Exhibit 422.22b).

Supervisors and stockroom personnel should review these reports frequently
to monitor local purchasing and to look for repetitive buys of items that might
be candidates for stocking.

Nondemand-Based Items

Description

These are items stocked because of their importance to the operating
customer or because the item has been proven to be less costly to stock
than not to stock. Normally, the only items authorized for nondemand-based
stockage are insurance or critical items.

Insurance ltems

Insurance items are a component, a subassembly, or assembly that has a
very low mortality rate, is infrequently used, and is stocked as insurance
against a lengthy lead time or pipeline delay.

Critical ltems

A critical item is a component part required to repair a major mail handling
system whose failure would impair, impede, or stop the handling,
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processing, or delivery of mail. A critical item may also be items on hand for
personnel health and safety.

Catalog ldentification

The catalog system must identify these nondemand-based items to give
them more management attention. How these are identified is discussed in
45, Cataloging.

Use

The identification of critical and insurance items is essential for achieving
optimum service at each site at all times. Employees at each site must be
aware of the existence of such items, their use, and their location, and they
must ensure that the stock of such items is equal to the minimum
requirements. A good method of controlling these items is to have ongoing
review and approval on each item prior to entering it in the catalog and
semiannually thereafter.

Managing Items in Inventory

Stock Replenishment

Reorder Point Process

The retail system uses a reorder point process to replenish stock. The
reorder point method is also known as the perpetual inventory system. The
principle is simple: the manager (or computer system) tracks on-hand plus
on-order real assets. This figure is constantly compared with a calculated
asset balance called the reorder point (ROP). When the real assets are at or
below the ROP, the system recommends a quantity to order based on
authorized stock levels. The ROP is calculated by estimating how long it
takes to get replenishment stock (called lead time or pipeline days),
multiplying that time by the average monthly usage, and adding a safety level
quantity. In theory, when assets are at the ROP, the stockroom holds just
enough stock to cover predicted usage while the order is being processed
and shipped, plus emergency stocks. When the ROP occurs, a
replenishment order must be placed to ensure a steady flow of customers’
stock.

Calculations

The Postal Service uses several different calculations to determine
authorized stock levels, lead time, and safety levels. These calculations vary
with the system. Table 423.12 summarizes calculations for eMARS.
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Table 423.12

423.14

Replenishment Quantity in eMARS System

Replenishment quantity is calculated as:

RQ = [(AD x 2) x (PLD/28)|BPQ

where RQ is replenishment quantity

AD is average demand
PLD is pipeline days

BPQ is bulk pack quantity

Reorder Point

The reorder point is automatically calculated each month after the item has been on the
Tool & Parts Room Stock Inventory Catalog for 6 months or more. The ROP is

calculated as:

ROP = AD x (PLD/28) + (AD x .25)
AD = Issue history/months on file

Example

ROP = AD 3/6 = .5 rounded to 1

= AD x (PLD/28) + (AD x .25)
=1 x (28/28) + (1 x .25) = 1.25 rounded to 1

After previous calculations, if the AD is less than .5, the AD becomes zero (0).

January 2014

423.13 Importance of Careful Review

A scheduled and carefully supervised replenishment process is essential to
stockroom effectiveness. Although eMARS will perform the computations
and make replenishment quantity recommendations, their validity is entirely
dependent upon the accuracy of data entered into the system. Appropriate
review of the replenishment quantities must be made prior to placing orders.
Stocks will be well controlled if employees follow the steps in 423.14 in any
replenishment process.

423.14 Replenishment Logic Steps

1.

Review. Review the “Reorder Report for Manually Procured ltems” (see
Exhibit 423.14a) and the “Reorder Report for Locally Procured and
Reparable ltems” (see Exhibit 423.14b) carefully. Several things must
be observed — unusually large or high-dollar-value replenishment
quantities that could contain errors or items that have had increasing or
decreasing demand trends. eMARS uses a full year of demand history
to calculate replenishment quantities. If recent trends are more
indicative of future demand, then the computer-recommended quantity
will understate or overstate requirements because it is using past
demand history. The reorder report is a tool to help override the
computer when necessary.

Validate. Validate replenishment quantities for items that are
questionable for any reason. Physically check balance on hand (BOH) if
necessary.

Initiate Replenishment Action. Initiate automatic or manual
replenishment action.
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Range and Depth (Optimization)

The Optimization Report module in eMARS should be reviewed periodically
by management to optimize the range and depth of maintenance stockroom
inventories. The optimization report has several built-in features to help
identify and return excess inventories to the MDC. The report can be pulled
by Group Code and displays the BOH, 12 months usage, the maximum
usage in one month, item location, Critical/Insurance coding and the
suggested disposal (excess) quantity. The report screen allows management
to input actual disposal quantities for each line item and to delete the item
from inventory if appropriate. The Optimization module can print out a
picking list of items indicated for return/disposal and also generate a return
authorization request form that can be sent to the MDC.

Due-In Management

Definition

Due-ins are eMARS established records that indicate that replenishment
orders are partially or completely unfilled.

Establishing Due-Ins

Due-ins are established as soon as a manual or an automatic replenishment
is processed into the system. There are no computer checks to ensure that
the manual order was actually processed or that automatic replenishment
was uploaded to the wholesale supply management host system. Due-ins
remain in the system until closed out through the receipt process or
canceled.

Accounting for Due-Ins

Due-ins are considered as assets in the replenishment computation when
determining whether the reorder point has been reached. Due-ins are treated
exactly the same way as balance-on-hand assets. If the due-in on the
computer is not really a current outstanding order, inventory dollars may be
uselessly tied up in canceled or lost orders.

Due-In Logic Steps

1. Produce Due-In Report. Generate the Parts Due-In Report and eMARS
will produce a list of all due-ins in the file (one for each month).

2. Select Items for Follow-Up. Look for orders that are still needed but
possibly invalid and items no longer needed. Start with the oldest
due-ins first because this is where the majority of invalid orders are.
Then look at critical and high-dollar value due-ins.

3. Follow-Up. Take follow-up action with the source of supply. First check
the NSN of each due-in selected in Step 2 to determine if the item is
still required. Contact the supplier by telephone to check the status of
the order. If the item is no longer required and the order has not already
been shipped, it should be canceled. If the item is still required, the
shipment should be expedited, if necessary. Annotate the outstanding
due-in reports with review results and the specific actions taken on
each NSN.
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423.3

423.31
423.311

423.312

423.313

423.314

423.32

423.33

423.34

423.4
423.41

423.41

4. Cancel Due-Ins. Cancel the appropriate due-ins in the system. Follow
the eMARS user guide procedures.

Oversupply

Definitions

Oversupply

Oversupply, or excess stockroom inventory, is broadly defined as any
serviceable material over and above the needs of the installation accountable
for it.

Oversupply Material

Oversupply material is the quantity on hand or on order above the
established requisitioning objective (RO) for the item.

Retention Material

Retention material is oversupply material above the RO that should be
retained because of a specific decision to do so based on the item’s
demand, future requirements, criticality, or a special requirement. This
quantity is limited to 6 months worth of demand.

Excess Material

Excess material is material identified as either not appropriate for retention or
over the 6-month retention limit, which is available for either redistribution or
disposal action.

Requisitioning Objective

In eMARS, the RO varies with the pipeline days (P/D). If the P/D is 28 days,
then the RO is 3.25 times the average month demand. Any change to the P/D
will increase or decrease the RO more than the change in days because
eMARS uses P/D in both the ROP and the operating level computations.

Requirements Stack

Exhibit 423.33 is a chart of a requirements stack for an item, using eMARS as
an example. This item could be an MDC- or GSA/DLA-managed item since
MDC, GSA, and DLA have a 1-month pipeline in the Material Distribution
Inventory Management System (MDIMS). The stack shows a total RO of 325
units of stock, or the total of the three stack elements (operating level,
pipeline level, and safety level). Any assets over 325 would be classified as
potential oversupply. This chart will vary with the item since there are
different stack values.

Reports

eMARS installations should run a Low/No Issues Report each month (see
Exhibit 423.34) to identify slow-moving items that may be candidates for
removal from stock.

Backorder Management
Definition
A backorder results from a customer requisition or part of a requisition that

cannot be filled because stock is either depleted or insufficient to meet the
quantity required. Unless canceled, a backorder is automatically filled when
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stock is replenished from the MDC, GSA, or DLA. Backorders at the retail
stockroom are placed only against material carried in stock at that retail
location. Supply Management does not allow the MDC to carry one-for-one
items on backorder.

Requisitions
Requisitions that cannot be filled from local on-hand stocks will be
backordered.

Backorder information is established and maintained for all items that are
normally carried in stock and for which a requisition quantity cannot be filled
from material on hand. The quantity required to fill the requisition will be
recorded as a backorder and reserved for the specific requisition. Current
backorder information will always be maintained by processing all
transactions that affect the information base.

Transactions such as receipts, requisition cancellations, and validation
results must be processed first to ensure that reserved items are available for
other requirements.

Processing

If the customer is in the immediate area, process the receipt of material, clear
the backorder, and notify the customer that material is available for pickup.
The customer has 7 days to pick up the material. If it is not picked up, place
the material in stock. If the customer is not in the immediate area, process
the receipt, clear the backorder, and release the material for shipment to the
customer.

Validating

Over time, customers may have resolved their requirement from alternate
sources. Therefore, complete the following steps to determine if the request
is still valid and how to proceed:

a. Review and validate backorder information with customers to
determine that the quantity and priority are still valid.

b.  Generate eMARS Open Orders Report (see Exhibit 423.44a) and Open
Local Orders Report (see Exhibit 423.44b).

C. Require stockroom personnel to accomplish the validation process by
providing lists of all backorders to their respective customers.

d. Sequence each list by requisition number and indicate stock number,
quantity on backorder, and requisition dates. Provide space for
customer response.

e. Have the customer review the validation request and indicate the
action required on each item (still valid, cancel, change quantity, or
priority).

f. Cancel the backorder if a response is not received within 7 days of the
validation request.

g. Adjust the backorder fill based on the validation results. Initiate the
validation cycle at the end of each month for all backorders.

Handbook AS-701



Stockroom Management

424

424.1

424.2

424.3

431

Positioning Stock

Not all items are stored in the main stockroom. Sometimes it is more
advantageous for operations to store items in other locations. The decision
on where to place items is called positioning. (See 323.23 for turnover
standards.)

Remote Location

Remote stockrooms are located away from the main stockroom. Local
procedures must be developed to ensure that remote stockrooms have the
same level of control as the main stockroom.

Satellite Location

The senior maintenance official has the option to establish satellite
stockrooms for approved items. Satellite stock consists of predetermined
quantities of parts and supplies located in postal installations for distribution
to a repair activity away from the main stockroom. Detailed recording
procedures for maintaining satellite stock are contained in Handbook MS-63,
Maintenance Operations Support.

Bench Stock

The senior maintenance official has the option of establishing bench stock,
which consists of high-usage, low-cost items (e.g., nuts, bolts, washers,
nails, grommets, shear pins, etc.) that do not relate to a specific piece of
equipment. Quantities established should support 10 days or less of usage.
These items are issued in bulk and placed in bins for easy access and
withdrawal. Bench stock is usually located in a local stockroom or in areas of
maintenance activity and is individually listed in the Maintenance Stockroom
Inventory Catalog.

43 Receiving, Maintaining, and Issuing Stock
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431

General

Receiving, storing, and issuing material are the three primary functions of any
stockroom. Receiving operations consist of: initial receipt of material at the
facility (usually a loading dock or other designated receiving point); storage
processing (or “putting away stock”); and issuing or fulfilling customer
requests for stocked material. In some cases, stockroom personnel are
responsible for all three functions. In others, when initial receipt is performed
by other than stockroom personnel, stockroom operations will consist only of
storage and issue functions.

Stockroom personnel who are responsible for initial receipt processing
should follow the guidelines in Chapter 2, Freight Transportation
Management — Shipping and Receiving.

This subchapter deals with general procedures for storage processing.
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Storage Processing

Objectives
The following are major objectives of storage processing:
a. Clear order (due-in) records.

b. Fill backordered requisitions.
C. Update stock records.

d. Restock bin locations.

e. Maintain good housekeeping.
Validation

Care must be taken to validate that the shipment has been delivered to the
correct address, it contains no concealed damage, and quantities match
packing slips or other shipping documents. Any discrepancies should be
handled according to Chapter 2, Freight Transportation Management —
Shipping and Receiving.

Procedures

Automated Stockrooms

General

At automated storage facilities, stock record information is maintained in the
computer system and updated to reflect receipts by processing receipt
transactions in the automated system.

eMARS Receipts

Use the Inventory Receipt module in eMARS to record replenished or unfilled
orders. When receiving material, these records indicate work orders (if any)
for which the material has been ordered.

Complete receipt transactions, clear or reduce due-in quantities, by updating
the quantity. For detailed instructions see the eMARS user guide.

Nonstocked Material

eMARS allows order, receipt, and issue records of nonstocked items to be
maintained.

Nonautomated Stockrooms

To update stock record information, all receipts must be recorded on PS
Form 1586, Supply Record (see Exhibit 351a) at sites where this form is
used.

Stock Records

Purpose

Stock records of all kinds contain the essential information necessary to
manage material in a stockroom. They are most often in the form of stock
record cards, such as PS Form 1586 or computer databases.

Handbook AS-701



Stockroom Management

January 2014

433.2

433.3

433.4

434

434.1

434.2

434.3

434.4

434.4

Automated Activities

At automated storage facilities, stock record information is maintained in a
computer system and updated to reflect receipts by the processing of
receipts transactions in the automated system.

Nonautomated Activities

At nonautomated storage facilities, stock record information is maintained for
each stocked inventory item. It provides information needed in storing,
issuing, and warehousing, and it provides an accounting of the expenditure
of Postal Service funds.

Types of Automated Stock Records

eMARS is a real-time automated system. Transactions are entered as they
occur, and the stock record is updated immediately.

Maintaining Stock in Storage

General

This section provides instructions for caring for the material in the
stockroom, using common sense approaches to managing shelf-life items,
protecting stock against loss or damage, and making maximum use of the
space.

Shelf-Life Items

There is no master listing of shelf-life items since they may vary based on
geography or the storage environment. The procedures to correctly manage
these items are simple and can prevent a lot of waste. Obviously, items with
a short shelf-life should be stocked in minimal quantities, if at all.

Some items with a short shelf-life are film, batteries, marker pens, and

various inks and solvents. Others are less obvious, such as certain papers
and rubber-based products.

Stock Rotation
Rotate shelf-life stocks to ensure first in and first out (FIFO).

Security

Stock losses can be kept to a minimum by applying a few management
principles. The degree of control needed varies with the commodity, but the
following general principles, known as stockroom antipilferage principles
(SAPs), apply across the board:

1. SAP #1. The first step in controlling commodity is identification and
visibility. Create a stockroom sensitive item list that identifies the items
that need extra attention.

2. SAP #2. Locate sensitive items in highly visible areas.

3.  SAP #3. Limiting stockroom access is essential to security. Unstaffed
stockrooms that must be available for issuing material on tours 1 and 3
should never have an open door policy. Limit individuals’ authorization
in the stockroom by issuing a standard operating procedure (SOP)
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designating them by title or by name. Keep the keys in secure locations
and have them logged in and out. If volume or conditions warrant,
consider a security access system.

4. SAP #4. Frequently inventory sensitive items. Counting every time a
transaction occurs is a good practice. This may not prevent a loss but
will quickly uncover one.

5. SAP #5. Monitor adjustments. Unsupervised inventory adjustments are
an easy way to cover up losses. Always require supervisory approval
on all adjustments. Investigate any adjustments made to stock on
sensitive-item list.

6.  SAP #6. If theft is suspected, contact the local inspector in charge.

Storage Locator System

Procedure

Each stockroom must maintain a standard locator system. The following
system provides the means of locating items with minimal knowledge of a
particular stockroom layout:

a. Layout maps must be posted where they can be readily seen.

b.  Bulk and irregularly shaped items should be stored in separate areas
and identified by stock number and description.

C. Other items must be shelved or stored according to location codes
maintained in the stock record file or database.

d.  Each location must be marked with the following:
(1)  Stock location code.
(2) Item stock number.
(3) Item nomenclature.
(4)  Unit of issue.

e. Locations may be marked with other information, such as OEM number
and shelf-life information.

f. For items stored in multiple locations, each storage location should
cross-reference other locations. Postal Service activities may use these
or similar systems of layout design or signage.

Storage Location Codes

Nonautomated Systems

For small, nonautomated stockrooms, a simple locator system consisting of
designations for row, cabinet or shelf, and rack or drawer will usually suffice.
In such a system, a location might be identified as follows:

4-C-12:
4 = Row 4
C = Cabinet or Shelf C
12 = Rack or Drawer
Automated Systems

eMARS accommodates location codes of up to nine characters. A locator
system for these systems may use the following example, adapted to the
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particular requirements of the local stockroom. In any case, the purpose of
the locator system is to funnel the search for an item down from the largest
location element (such as an aisle) down to the smallest and last location
element (such as a space within a drawer). For example:

B-03-D-05-002:
B = Aisle
03 = Cabinet or Bin
D = Shelf or Bin Level
05 = Drawer or Space Within Shelf/Bin Level
002 = Space or Section Within Drawer

Issuing Stock

Basic Principles

Customer requests for stocked material will be processed during established
issue-processing hours. Stockrooms, storerooms, and warehouses are
generally staffed to issue stock as requested by the customer.

Issue Procedures

Maintenance Offices

At automated sites, use the Inventory Issues module in eMARS to post
quantities issued and maintain current balance on hand.

Other Offices

Nonautomated offices should use Form 1586, Supply Record, to post
quantities issued and maintain current balance on hand.

Tool Control

Accounting records must be kept on tools. Employees who use tools in their
daily performance of tasks will be issued tools on a permanent basis.
Reporting procedures for maintenance personnel are contained in Chapter 7
of Handbook MS-63.

44 Repairable Management
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441

Basic Principles

Overhauling or repairing defective parts is often the most effective way of
meeting customer requirements. The decision to designate an item as
repairable is typically made during the integrated logistics support planning
process. In the Postal Service maintenance system, four levels of repair are
identified, ranging from local activity repair to central depot repair. For
specific procedures on managing repairables see Handbook MS-63 and
current repair parts bulletins.
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Vending Repairables

Vending repairables are sent to the Central Repair Facility (CRF) for repair.
Some items are replaced automatically from the Indianapolis Critical Parts
Center when the CRF receives the part. Others require a requisition. This
determination changes from time to time and is kept updated by a repair
parts bulletin.

Return Transportation and Handling

Packaging

Activities returning unserviceable repairables must pack them so that they
are adequately protected during transit. Return the items to the designated
facility (MDC or Repair) using the Mail System or PSBL. The electronic
Merchandise Return Label is available on the USPS intranet at the Online
Depot Repair Operations site at http://crf.usps.gov/asp/ofc_entry_tab.asp.

Handling Procedures

Pack repairables in shipping containers and wrap with packing material
designed to provide maximum protection. Place components requiring
protection from static electricity in electrostatic discharge protective bags
prior to being packaged for shipment.

The containers and packing material may be reusable. Technical data
management will specify the type of packing material to be used when the
items are initially introduced into the Postal Service system. All activities
must use that material whenever packing items for shipment.

Credit Policy

Field sites will be given core charge credit upon receipt of an NRFI/defective
repairable item at the MDC. Warranty items will result in credit given for the
core charge plus the unit price. Financial charges for replacement items will
include the unit price and the core charge. Warranty items will be returned to
stock at full value. Non-warranty items will be returned at the cost to repair
only and will result in a new unit price.

45 Cataloging

88

451

Stock Analysis

Cataloging is the process of identifying and classifying items so that they can
be managed. In eMARS, the catalog is maintained in the computer system
on a real-time basis, updating records as soon as transactions are entered.
The catalog is a primary tool and should be reviewed for changes at least
weekly. Table 451 suggests how a catalog can be used to help analyze the
stockroom inventory. This table is based on the eMARS catalog format.
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Table 451

Stock Analysis Matrix

451

Catalog ltem Meaning Analysis
Header Field names for each column in the report.
Source Code Source of Supply Primary source of supply but also will indicate items

manually ordered and unauthorized stock.

OEM Original Equipment Part ID number assigned by the manufacturer.
Manufacturer Number

CAGE Commercial and Identifies the manufacturer.
Government Entity Code

NSN National Stock Number This should be NSN or local stock number. Frequent

reviews will highlight local items with “99" items in
positions 6 and 7. This may indicate excessive local
buying or lack of cross-referencing for NSN.

Nomenclature

Complete descriptions are essential, particularly on
locally procured local stock number item. The most
descriptive noun should begin the description (e.g.,
hammer, ball pen).

Monthly Average

Accounting Period
Average

Average issues for past 12 months or since stock was
cataloged if less than 12 months. Key element in
replenishment quantities. User can enter a figure in
this field for the first 6 months, after which the system
makes the calculations based on issues. If inaccurate,
the replenishment quantity will be under- or
overstated. Review the monthly average for any item
which is frequently out of stock. Issues that
understate the monthly average may not be recorded.

ROP

Reorder Point

When the total of due-in and BOH are at or below the
quantity in this field, the system will order automatic
replenishment items or recommend an order for
manually replenished items. The ROP quantity is
computed by adding the P/L days (expressed in
months) plus 1/4 month of safety level and multiplying
that sum by the monthly average.

Due-In

Material Procured But
Not Yet Received

What the computer thinks you have on order. Very
important field since invalid due-ins prevent
replenishment. This field must be frequently validated.

BOH Units

Balance on Hand in
Units

What the computer thinks you have on the shelf.
Accuracy of this field is essential, which is why we
perform our daily cycle counts.

Month OH

Accounting Periods on
Hand

This takes the BOH quantity and divides it by the
monthly average. It represents how long your BOH
should last based on your usage. Reviewing this field
is the easiest and quickest way to scan your catalog
for potential excesses.

LCL Ul

Local Unit of Issue

The unit of issue you use for your customers. It may
be different from how you order or receive the item. Ul
errors can result in legendary quantity mix-ups. See
BPQ and BP UI.
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Table 451
Stock Analysis Matrix

Catalog ltem Meaning Analysis
Unit Cost Acquisition Cost of the Review this field frequently to look for
ltem high-dollar-value items, pricing errors, and likely
excess candidates.
P/L Pipeline Days This represents how many days it takes to get a

replenishment order. It is used in the reorder point
calculation and the replenishment quantity
computation. MDIMS and eMARS use a default of 28
days for all items; the default for GSA is 42 days. This
field can and should be changed when actual
experience is notably different from the default value.
Changes affect the reorder point and the
replenishment quantity, which means if you increase
the pipeline days you will reach the reorder point
sooner and also increase the order quantity.

BPQ Bulk Pack Quantity This quantity represents the relationship between how
you issue an item and how you order and receive it. If
you issue as each but order as dozen, the Ul is “EA”;
the BPQ is “12,” and the BP Ul is “DZ.” If the BP Ul
and the Ul are the same, the BPQ must be “1.”

BP Ul Bulk Pack Unit of Issue The order/receipt Ul. See BPQ.

History Units Total issues recorded in the past 12 months or for
however long the item has been cataloged. It is the
basis for the month average computation. It is helpful
in excess reviews since you can exclude relatively
new items from consideration.

History Months The number of months used in the monthly average
computation. For items showing less than 12 months,
it represents how many months it has been in your
catalog.

GRP Code Group Code This indicates which primary piece of equipment the
item is used on. It is very helpful when determining
critical or obsolete items.

Bin Location Where the system “thinks” an item is located. Must be
constantly validated through a location survey
program. Review frequently for inconsistent
numbering sequences and use of a location for
multiple items (e.g., listing “mezzanine” as the location
for 300 items, etc.).

452 Catalog Changes

Catalog additions, deletions, and modifications should be made on a daily
basis, not held for later entry. The following catalog entries need supervisory
review:

a. Deletion of a record.
b. Addition of an item to stock.
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c. Balance on hand (BOH) adjustments.
d. Designation of an item as insurance or critical.

Stock Number Systems

Explanation

The Postal Service systems use the following numbering patterns to identify
stock items and equipment: national stock number (NSN), Postal Service
item number (PSIN), locally assigned stock numbers, and commercially
available government entity (CAGE) code that identifies the manufacturer.
NSN is used for items already cataloged by the federal government. PSIN is
assigned by Inventory Support as a general purpose identifier for Postal
Service-unique supply and equipment items. Locally assigned stock
numbers are assigned by the user activity for items locally acquired and not
yet identified to an NSN. Exhibit 453.1 helps to distinguish between the NSN
and the locally assigned numbers.

Cross Referencing

Postal Service policy is that the primary identification number is the NSN.
Supply clerks should attempt to cross-reference all manufacturers’ part
numbers to an NSN prior to assigning locally assigned stock numbers. When
locally assigned stock numbers are used in the eMARS system,
manufacturers’ part numbers and CAGE codes should be included in the
record. This will make future NSN cross-referencing easier.

January 2014

461

461.1

461.2

Inventory Management and Support

General

The primary responsibility for maintenance stockroom inventory
management rests with the local maintenance manager. The responsibility
for inventory management at nonmaintenance stockrooms rests with the
installation head. In each case, technical and professional support is
provided by district and MSC material management specialists.

Maintenance Inventory Support Process

The maintenance inventory support process (MISP) is a cooperative effort
between the Maintenance and Materials organizations to improve
maintenance stockroom reliability, efficiency, and inventory accuracy. MISP
has been adopted in the Postal Service to coordinate inventory management
and support activities at maintenance stockrooms.
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462

462.1

462.2

462.21

462.22

Material Management

MISP Continuous Improvement Cycle

Local maintenance personnel and material management specialists work
together in the MISP continuous improvement cycle. The four components of
the continuous improvement cycle are as follows:

a. Local inventory management includes all of the physical tasks and
related transactions that are routinely performed by maintenance
personnel to manage local inventories.

b. Independent assessment occurs when a material management
specialist performs a statistical sampling or uses other reliable
methods to collect data for evaluating local inventory performance.

C. Analysis and reporting means that the material management specialist
conducts analysis by reviewing the data generated by statistical
samplings or other assessment tools. Reporting is the act of
communicating the analysis and any recommendations to local
maintenance management.

d. Cause and corrective action plan represents the planned actions by
local maintenance personnel in response to the analysis and
recommendations provided by the material management specialist.

Physical Inventory Procedures

General

These procedures must be tailored to the individual system. The various
Postal Service automated systems all have different ways of handling the
inventory process.

ABC Classification and Cycle Counting

ABC Classification

The purpose of this ABC method is to place more attention on expensive

and/or fast-moving items. ABC classification means breaking the inventory

into three groups based on the dollar value of issues times the number of
issues.

a. Group A: Represents 5 percent of the items on the catalog. They are
the top sellers (see Exhibit 462.21) and account for the highest dollar
value issues.

b. Group B: Represents 15 percent of the items and has the next highest
dollar value of issues.

C. Group C: Represents the remaining 80 percent of the items.
Count Group A items four times a year, Group B items twice a year, and
Group C items once a year.

Cycle Counting

Cycle counting is the process of counting the entire stockroom inventory
incrementally over a given period of time. eMARS produces daily cycle count
reports based upon ABC analysis. These reports will list which items are to
be counted for the day.
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462.24

462.25

462.25

ABC Supplement

ABC needs to be supplemented by local programs and procedures to
designate critical and high-dollar-value items (more than $10,000 on hand)
for increased count frequency. Use the following steps in conjunction with
the inventory procedures described later in this chapter:

1. Use the catalog and select those critical and high-dollar-value Group C
items that need to be treated like Group A items.

2. Produce a separate listing of these items.

3. Add enough of these items to the normal daily cycle count process to
count them at least quarterly.

Manual Stockrooms

For offices without a computer system the following are suggested steps for
creating a cycle count system:

1. Identify each item as Group A, B, or C. Mark 5 percent of the items that
are most important to your customer as Group A items. Mark 15
percent of the items as Group B items. Mark the remaining 80 percent
of the items as Group C items.

2. Each Monday, determine which items must be inventoried. If cycle
counts are to be done weekly, divide the Group A items by 12, the
Group B items by 24, and the Group C items by 48. This tells how
many items of each category must be counted each week based on
counting 48 weeks per year. If the count is more or less frequent than
weekly, adjust the number accordingly.

3. List the items selected in Step 2 on inventory work sheets in location
sequence.

As new items are added to the inventory during the year, code as A, B, or C
based on their importance to the customer. If the operation would be better
served by just two categories, drop the B and use A and C with a 20/80
percent split.

Counting

The process of counting is the same for cycle counts, control group counts,
or statistical samples. All counting should be done blind (i.e., without a
balance on hand showing on the sheet). Procedures are as follows:

1. Determine who will do the inventory and if more than one person is
required, divide the worksheet into sections.

2. Provide each person assigned his or her portion of the worksheet, a
map of the storage area if necessary, a clipboard, and a general
comments sheet.

3. Go to each location and record the count of each item. If there is more
than one location for the same item, continue inventorying items in
location sequence. Combine the counts from different locations of the
same item after all the locations are done. Also record any location
problems, condition of the material, expired shelf-life items, or any
other observation that needs follow-up action. When recording the
count, show the computations (4 boxes x 25 = 100) not just the result
(100). This will help during reconciliation and research.
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Compare the count with the stock record balance on hand. If the
counts match the BOH and there are no in-process documents, that
item is done. If the count does not match the stock record BOH, do a
recount. Additionally, eMARS sites can use the immediate BOH
function or the finder menu.

Conduct a recount if necessary. Recounts should not be done on large
quantities of low-cost, nonessential items. Accept the first count as
accurate on these items. If possible, the recount should be made by a
different counter who doesn’t know the stock record BOH. If the
second count matches the stock record BOH, no action is required. If it
matches the first count, the count is considered to be correct, and
reconciliation and research are necessary before making a BOH
adjustment. If the first count, second count, and the BOH all disagree,
a third count is necessary to determine an exact count.

462.3 Reconciling and Researching Discrepancies

Every discrepancy must be quickly reviewed to find out the reason for the
difference. The procedures are as follows:

462.4

1.

Review all in-process documentation that could affect inventory
accuracy. If documentation that clears up the discrepancy was a
recent action (i.e., within 2 days) and was in the processing chain, then
the discrepancy is not considered an error. If the action is over 2 days
old and did not get processed, this is counted as an error.

Review all discrepancies with the other storage personnel to determine
what happened and to help determine how to prevent the problem
from recurring.

Document each discrepancy and lessons learned during the
reconciliation and research.

Take whatever actions are necessary to correct conditions noted not
directly related to the inventory. For example, conduct a spot inventory
on all items found in locations not recorded on the stock record.
Repackage material when damaged packaging was noted, take
disposal action on unusable items, and correct any location errors
noted.

Adjustment

Adjustments are considered a last resort. If lack of specific action or
documentation is determined to be the cause of the discrepancy, take
corrective action or process the correct documentation to get the records
straight and establish the correct audit trail. If action or documentation
cannot be pinpointed, then an adjustment will be necessary. The procedures

are:

1.

Change the balance on hand eMARS to adjust catalog balance so that
it reflects physical balance on hand.

On a monthly basis, either the maintenance manager or the district
material management specialist must review the adjustment report
(eMARS).
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471.1

471.2

471.3
471.31

471.32

471.33
471.331

Measuring and Maintaining Inventory and Location
Accuracy

Purpose

The ultimate goal of measuring inventory accuracy is to improve the ability to
support the customer and to bring Postal Service inventory management in
line with industry standards.

Policy

Inventory and location accuracy must be verified at least once a year. These
goals are 97.5+ percent for location accuracy and 95+ percent for inventory
accuracy. Maintenance stockrooms comply with this policy by conducting a
100 percent inventory location and accuracy count yearly, using the cycle
count method. Nonmaintenance sites satisfy this requirement by conducting
a statistical sampling.

Procedures

Inventory Accuracy

Inventory accuracy is the measure of stock records to actual stock balances
on hand. The requirement to verify inventory accuracy can be accomplished
by counting part of the inventory at regular intervals so that within the year all
items have been inventoried. Balances on hand must be corrected on the
stock record when necessary. This is called cycle counting and
reconciliation. The inventory accuracy rate (IAR) is calculated as follows:

IAR = Number of items inventoried — Number of items in error X 100
Number of items inventoried

Location Accuracy

Location accuracy measures stock record locations against physical
locations. Location accuracy is a separate function from inventory accuracy.
It is accomplished by verifying part of the locations at regular intervals so that
within a year all locations have been verified. Ensure that locations contain
the correct items and are properly labeled. Locations are not correct if stock
is mixed. The location accuracy rate (LAR) is calculated as follows:

LAR = Total locations surveyed — Discrepancies X 100
Total locations surveyed

Methods of Measurement
Discrepancies

The Postal Service uses two methods for determining inventory and location
accuracy: cycle counting and statistical sampling. An item is discrepant
whenever:

a. Its physical count does not correspond with the book count.
b. Its location is not assigned in the stock record.
C. Its assigned location includes mixed stock.
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d. It is not in its assigned location.
e. Its physical label is not properly affixed or legible.
Cycle Counting

Inventory managers at large stockrooms would find it difficult to verify
inventory and location accuracy once every year. The requirement to verify
inventory and location accuracy can be accomplished more easily by
counting part of the inventory at regular intervals — daily or weekly — so that
all items are counted within the year. Cycle counts should be conducted as
follows:

a. Schedule counts and print cycle counts worksheets from eMars.
b. Perform daily cycle counts.

c. Review transaction history and process transactions or adjustments to
rectify the discrepancies when they are discovered. Reconcile the
physical and stock record balances.

d.  Atthe end of every accounting period, the DMMS will have available in
eMARS copies of the daily cycle count adjustment reports and other
reports which detail inventory accuracy and the physical count as
compared with the catalog BOH. The DMMS can analyze these
reports, make reports on them, and, if necessary, recommend
corrective actions based on them.

Note: Nonautomated sites are not required to do a cycle count or yearly
wall-to-wall inventory unless directed by local management.

Cycle Count Analysis and Recommendations

The DMMS will review the Monthly Cycle Count Adjustment Report and
Stock Level and Location Accuracy Report (see Exhibit 471.333) to
determine if, in two consecutive months, inventory accuracy is below 90
percent or location accuracy is below 95 percent, or both. The DMMS will
notify the local maintenance site of the recommended corrective actions to
bring the accuracy to the desired level and forward copies of the reports to
the MSC material management team leader.

Statistical Sampling

At maintenance and other large stockrooms, a periodic statistical sampling
of inventory and location accuracy should be performed in addition to the
annual requirement to verify inventory and location accuracy. The inventory
and location accuracy rates of this sample are used to determine whether or
not processes need to be improved, or if the installation needs help or further
analysis. The statistical sample also provides a check and balance feature.
Unlike cycle counting, which is performed exclusively by site personnel, the
statistical sampling is conducted by the district or MSC material
management specialist with the assistance of site personnel. This provides
site management with an independent assessment of accuracy rates. The
following should be considered in connection with statistical sampling:

a. Conducting the Sampling. eMARS sites can request a statistical
sample record (see Exhibit 471.334a) using the inventory management
program module. The system will calculate the accuracy rates based
on users’ inputs of the results of their counts. Other sites must
manually construct a statistical sample report using random items
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47211
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selected from the stock record catalog. If manually constructed, items
to be sampled should be 5 percent of the total items and locations, but
no fewer than 30 items. When performing a manual statistical
sampling, the IAR and LAR must be calculated using the formulas and
frequencies shown in 471.31 and 471.32. When sampling is
completed, request an Inventory Management MISP Summary Report
in eMARS (see Exhibit 471.334b).

Statistical Sampling Frequency. Senior management officials at the site

sites. Sampling frequency is based upon the extended dollar value of

b.
will arrange for assistance for the DMMS and/or the MSC material
management team to perform periodic statistical samples at eMARS
inventory at each site (see Table 471.334).

c.

Statistical Sampling Follow-Up. If the statistical sample reveals an
inventory accuracy rate of 95 percent or more and a location accuracy
rate of 97.5 percent or more, no follow-up is necessary. If either
accuracy rate is below the Postal Service goals, corrective action as
described in Part 472 must be taken.

Table 471.334
Statistical Sample Frequency

Extended Dollar Value

Frequency

All sites

$1.0 million or more
$0.5M to $999,999.99

4 times per year (quarterly)
2 times per year (semiannually)

Maintenance sites
Less than $500,000 of inventory

1 time per year (annually)

Nonmaintenance nonautomated
sites

Less than $500,000 of inventory

As required by installation
head

Corrective Action

Procedures

General

When cycle counts or statistical samples reveal the necessity for corrective
action, local maintenance management, with technical assistance from the
DMMS or MSC material management, must take steps to determine the
causes and take corrective action. Possible causes of unsatisfactory

inventory or location accuracy are:

a. Poor physical security of the stockroom.

b. Lack of access control.

C. Poor or nonexistent standard operating procedures at satellite or

remote stock locations.

Lack of key control on tours without stockroom personnel on duty.

Poor locator systems or bin markings.
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f. Lack of transaction integrity (failure to consistently record
replenishment orders, receipts, transfers, and issues).

Cause and corrective action reports detailing probable causes, actions to be
taken, and dates for such actions must be prepared. If poor transaction
integrity is determined to be the cause of low accuracy rates, conducting
control group counts (see 472.12) and using location/inventory discrepancy
reports are the most effective ways to find out what happened and to reverse
the trend.

Control Group Counts

Control group counts are 60 randomly selected items, 30 from the last
statistical sample and 30 from the last week’s cycle count reports. The
counts should be continued for 4 weeks. After the initial week’s count, each
subsequent week’s list should contain 30 new items from the previous
week’s cycle counts. The original 30 items from the statistical sample should
continue from week to week. Counting the same items one week apart can
help to pinpoint problems, since transactions affecting the item since the last
count are very recent. After each count, discrepancies should be reconciled
or accounted for.

Location/Inventory Discrepancy Report

eMARS Sites

eMARS sites can automatically produce control group counts. Location/
inventory discrepancy reports should identify the discrepancy, the cause of
the discrepancy, the corrective action plan, follow-up actions and dates, and
results. (See Exhibit 472.21a and Exhibit 472.21b.)

Other Automated Sites

Other automated sites are encouraged to use any features inherent in the
particular software they are using to control inventories to produce a control
group count.

Nonautomated Sites

The location inventory discrepancy report does not have control group count
capability. (See 462.24 for guidance.)
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Exhibit 422.22a
eMars Transaction Summary Report
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TAEROL STREAM
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Exhibit 423.14a

eMARS Reorder Report for Manually Procured Items

472.23
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Exhibit 423.14b
eMARS Reorder Report for Locally Procured Reparable ltems

CARCL STREAKM INVENTORY MANAGEMENT REPORT U.3.P.5.; eMARS Reporie
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Exhibit 423.23

Example of Invalid Due-in

472.23
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For every item you order at regular intervals, you will always have some quantity in stock and some on order. The sum
of the quantities on hand and on order is asset position. Looking at the graph halfway through month 5, the asset

position is as follows:

Asset on hand

Safety level 100

Operating level 50
Asset due

From order 1 300

From order 2 300

Total assets 750

If, however, the replenishment order and/or shipment becomes lost, misdirected, or destroyed at any point along the
replenishment chain, material is not available for issue when needed. The system still thinks the replenishment is on
the way; therefore, it will not generate a new order to replace it. The only way to ensure that stock will be replenished

is to properly manage the due-in.
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Exhibit 423.24a
eMARS Parts Due-in Report

CAROL STREZM
S0 E. FULLERTON &VE
CAROL STMELM. IL. 601529701

INVENTORY MANAGEMENT REPORT
Due In ltems Report
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L MDSR000-3E CLUTOH ATSY, BEREANE "AANKER 1 [:] E2nas E2a ans waaeoas
L MD-s-000-3118 FREDUCER C-FLAMNGE 1061 RATIC 52 300 L1 LOC WICTA 1 1 EEN| EA =11 WIICOzA
L N 10-2S-000-2028 CLUTCOHFLATE  TENKANT SCRMUBSER 4 1] 13y EA and LA D=
Ll TR TL TR A BEIGH, 350 FATGRLERGTrL S FrTen ] 5| EA Ta1|  EAanui,
T NRL0500-3TM4 EOLLER ASERRY, DLER 2o = By =2s reos C220-aLL [ m I F2eada
N FGLLER DRIVE CLL SUWPA = BIWRA LG 1ATWRABORE IRE & o Wal| EA BOE|  CIFOD
T N20-0C-000-3123 FOLLER DMVE FLANMJED OC-SDRAA X LO: SO 120 1] 31X EBEAa and [erearl
T FoLLER IS TP [SAUE) 7P 0| MIPE FART B 0| Ex WSO |  WeREdi
[ [EPRCCRET BRGATERG-FCIt S_EEVER B BEARPD 1 [ Teag Es G03|  Colamm
[ ) FLLLE¥ DR E(BLEEVER, EUTORETIC FAEERG: T [ WAy EA BOE|  GOZAIGA
) FULLEY & GAAFT A5oY. TRIFLE 1 T T WD3|  TTRACTA,
M TFRCRET FAFD TEER W2 DA 1 T i EA )
] FUALLE ¥ R EACE 2R 18 1 0 AN EA T0a| WG
[ FLLLEY PLEFIFALE. 3 1/2m1E T [ e E=. BOG|  WiZFLan
e TFROCRET (530 1 708 W BLRE 1 1 TeAl EA 000|  CHAKS

et = ]
L | SHEAVEN-GELT 108 PO TA-GRGAE, 11750 i 0 W] EA T
T | e FULLEY.] RAYED WAL TARE UFA%es 1 T o200 EA T0a| WA
] FULLEV TRAVED WAL DRIVE ARIE T T CIH D UDz|  WHiB
[ FUALLET T RAYED MAL DLERARZ] 1 1 12200 EA 003| WHGG
e TDANE 2-F VARIAELE FREGLENG ¥ CATUER - ~AbMER 1 0 Wi EA 003|  wanar
T WIIC-01-000-8313 BELT FEEDER TRANSFOAT 7220 (B BEC FT LG 5 F] 4273 EBA L2315 Fa0 =0
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Stockroom Management

Exhibit 423.24b
eMARS Pending Order Report

472.23

CASOL STREAM
00 E. FULLERTOH AVE
CAROL STREAM. IL. 301800731

INVENTORY MANAGEMENT REPORT
PENDMNG Crders Report

U.S.P.8.; eMARS Reparis
DATE: QA2 HI00S

TIME: 13:13:03
From NEM:  2040:89.000.200F From Date: 01262005
Ta HSH:  Ciay Gk il To Date: 0362005 SEQUEMCE: 5N

SR ORDER TOTAL
O |NESN HOMEHCLATURE CLERK| OTY | ACRONYM W LOCATION DATE COST|
L |reDa0-000-30a FILTER ELEMENT AR SICKLEEAR RCIWER 81203 W 1 COHCOTA [T [
Fitted; M Cufirid Fou: For Sock Sralwe: POROMG

L [aoiooo-enidad (GRZAIECAZE MITOA 3 | 1 ] | ] "WOSTH A ]mm:-:ﬁ | [
Filieg: M Cuglarad Fouy For Siech Starg: FENDING

L [seDna-oo0-570 |{D\.IPLI'$E-. SHAFT HALF =3 | 1 | | | EDO002G | (2032005 | EE
Fitted: M Ondered Fo: For Stosh Status: PENDRG

L |:mu-ﬁ-m-m MEER T IAW-COURLING XK | [] | | | BIFOIC |m:a'ao\:\:- | W04
Frited: N Qrdered For: FOR STOCH Seatus: PEMOING

L |3mw:.un.m:- |-:|.|.|‘|'_‘|-|A££'r BRAKE WARNER | W | 1 | | | WOIBIA | [R0A2008 | T 5
Fitiedz 1 Cundiered For:_For froes Stalus: FENONG

[N T SEDNCER CFLANGE 1001 RATO ST 200 L1 LOC Wil2a | W0 | 1 | | | WO CO2A |m-|a.-3:w | ]
Friled: N Cularag Foyy For Siock Stare:  PENDRG

L [ocose-0m.202 SOR0CHET, BA0AN NG -FOS SLEEVEAE BEAAING [ | 1 | | | COGAIZD |n:.t|.=.5:c-5 | =
Fitled: N Crafared For: For s Siafus: FENDING

L |:I-i‘20-‘?5-¢tl]“"2" FULLEY. DRIVEISLEEVERAUTOMATIC FAB+ENG | XK | 1 | | | COTATIA |nc,mmcc- | mm
Fiited: N Ord'ered For; Fr Swod Siatus: PEMDING

[N E= T T FULLEY LZHAFT ASEY, TRIFLE W | 1 | | | TTEADIA |nczmm | [T
Fiiieds M Crafored Fos:_For St Stas; PEMONG _

L |#00000-000-3067 LEROCET ~ARD TEEN 12 DA | W | 1 | | | CIEFGE |mm | 140
Fiiteet; M Cuaradd Fiy: For Siocy Starys;  PERDIK

L |mu-ﬂm-::-o-:| |=.u5r-c=!me:nm:a-sx|a | 3 | 1 | | | [ |ma-:.:cﬁ | 22400
Fiited: N Cusered Four For Stech Stafus: PENDRG

L |3{‘Q‘I:P‘?E—[‘tl:l-m:l |=AL€V—P1.~MF~¢E~:-I-EM|$ | = | 1 | | | WISz |nc;:ta'axﬁ | 41,00
Fiited: M Ordered Foy: For Stoch Statys; PEMDIG

L |m.¢=-nm-m SRROCHET 50830 1 V18 Ik BORE K | 1 | | | [T ] | ] | BT
Fiited; M Cindfored Fog: For Stesh Statys; FEMDIG

T Fagi 1
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472.23 Material Management

Exhibit 423.33
Requirements Stack

Oversupply

—-g— RO (3.25 APs Demand)

Operating Level (2 APs Demand)
If AP Demand = 100, Operating Level is 200

ROP (1.25 APs Demand)

Pipeline Days Level (28 Days or 1 AP Demand)
If AP Demand = 100, Pipeline Days Level is 100.

Safety Level (.25 AP Demand)
If AP Demand = 100, Safety Level is 25.

Hypothetical Requirements Stack, NMICS/MARS. Pipeline days may vary. Reorder point (ROP)
and requisitioning objective (RO) adjust accordingly.
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Stockroom Management 472.23

Exhibit 423.34
eMARS Low/No Issues Report
Ll =2
;:i‘!::‘m:‘anmi INVENTORY HHHAGE.HEHT REFORT U.5.P.5.: eMARS Feparts
. Low or No Issuas [Active lkems Only) I;JEE_:I:'-'-:'B'Z‘JUS
(FEWER THAN 4 ISSUES IN THE PREVIOUS 12 MOHTHS) F TS
Tetal Valws Graater Than or Equal To: $0.00 SEQUENCE: NSM
Primary MTH UMIT | TOTAL BF |MISTORY | GRF
H5H HOMENCLATURE = AVG | DUE | BOH | LGOI COST | COST | PIL | BPO ) WO gy e | ©01
M0 |BAERET, S0 [ C B E oo N N
OO e AT |DALATHIR LU, DIASE, BRI D42 ] T | M| T " 1 TN KD
TER0LII00E | CTLINCER. FRELMATIE T ] ERES a B ENEIEREER
TGS | CTLINGAR, PHLJUATIC F | v T |65 | aa N R
TEHDELIO 1D | GRAREMCTOR JRF WITH STEAARS SE 1FSHEEIES T | ° D oo EEEIEREREE
[FE0Feemiatea  |oAP VENT BATIEMIES T | - W | A S T 7 |EA | @ | @[ =
T DI ITA | BRCH ABSCREEA TEIE TAT T ¢ e G| Ja B EREE R EE
TGt | MGG, ABGORBER GORT MGOULE | 1DE 1301 7 | v W | ER oe| vl e | 1 |ER | @ | W | =
TR eIIO00T | % CALFER BT Gur TOVOTA, M5 00071 T c EEEE R
TR | PN SO LW ] 7 | v I ELE we| 7 | 1 R | 1 | ¢ | me
TR | TUEE TIRE SULKY CHRDiE AEAI0E T ¢ N E B RN EEE S
Do PPN IT00 | TUEE PNER: TG TGLE (20R 1  5LFRl | 3738, G e N
0 FeTID2I0! | WHEELS, DVETOR v | ¢ FRED oo EEEEEEAEEEET
TD OOt |PLE ALS TOVOTAFORALET CesFOuh |0 raoes. 11 Ol T | E& | Bma)|  eaa| 7 | 1 | ER | & | & | 6w
TEIDFROI0B000  |P08 ABST TOVOTA FORRLFT CAZF0'E |SATI0A oAb T G BEEEEEE RN EEE R
LA AT | GeTe, e DS PR O T & FEY 72 [ T = R T
TADDIAM TS0 | FILTEA GaL REMCAL ERaCaih D001 I N EINE ww w1 || 0|
TADDIE T |FLTERREGLATOR FrRa=inariie | 5 | © T B | 0 rv_E' =
THDOILI0IHE | FILTER, Gl FEMOVAL FE 12 N FTe POR| 2000152001 I T | =& | teocE|  teamE| | 1 | SR | @ | 17 | o
AL |TLTDE DA G CORICA TN Ao | n i | 5 | & I N B I
TAD LI |FILTEAGLNE TIFEC ] T ] c EEE N R E N T
L |Se0recO02000  [FILTLH ALDMINT il INGLHSLL FAND |Tssens 2] = 1 [iry 0% =] | T 1 s 7 13 | o |1
T |SADeI0020t  |FILTEA OO CUTDOOR SWEFER. CF | Jiog T | ° T |E wa| e @1 | 1 | =R | 0 | & | W0 |cmiE |
L[S0t |FLTER ILUMINT AR ShoKL AR MWL 1750000 ] T D CED| of 7 [ 1 | 6& | 9 | W | me |coecma |
L |SHDGRI002003 | FILTER AR PAE-CLEAN SICRLEREA MW | F7Er2se 3 N E GEE o 7 | 1 |22 | 0 | 5 | et |coeciE
L[S0t a0 |FILTEA ELEVENT AR SRAG  CIORBIG | acaiis I T | E= ar| e T | 1 | ER | @ | W | 0w |cEmin |
L |Te0-weii0a00 | FILTER ARLINE DEEctalan T c (E . Weo 7 | 1 | = | ¢ | & | 20 |cownms
L |[SHO PRt [LVBRICATOR ARLINE | COILOTA VEAIZE PRRRER 7 | v T | ER | @ W r | 7 || @ |9 | o% [comos |
L |SH00et00a0  |FITER FUEL  Coeclic 2T T C e 3m g T | 1 | S| 0 | & | 0% |Cmone
L |ceWreaniams  |FLTER. OR, LR G N B 4+ 7 | 1 | ER | & | % | 0w |t
L |SHOvRtiOA0T  |FITES AR LIRE 400 AEEIE & | e EIEEE] ng N N EREE
s Tage 1
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472.23 Material Management

Exhibit 423.44a
eMARS Open Orders Report

CAROL STREAK
e INVENTORY MANAGEMENT REPORT 1L5.P.5.: BMARS Fspntn
CAROL STREAM, IL. 80180-0731 OPEN Orders Report ?r':"-';fg :‘;-'3;";‘;":'5
From HEH: 099138811948 From Date: 100152004
Tor MAM: i Trom T Deaties D314 82005 SEQUENCE: H5H
SR ORDER TOTAL
CO |NEM IIH:IEIH:LATI.IE CLERK| OTY | ACRONYM WO e LOCATION OATE COET]
[ FEEREETEET] ik pld for B SB phod ik v (5] ETCE] O [ETEET] 5
Fitlel: N Oiafarad Fous TERRY HOWE Starog: FEMDIN
L |uw'm rrmpn-n-snnw | v | E | BLDG | 135 ] ||1':m:0! | [
Fitted: M Qreferad Four TERRY HOWE FERDIG
L |nr.=umszsa roder  Inch 13 nap | W | 2 | BLDG | 122 | | 1272004 | ]
Fitted: N Cirdered For: TERST HIWE Simtusr FENDIG
L |n:lu]5m.u!.& [y —y | I a | BLDaG | 138 | ||2'}J.'3\5\5-| | 1]
Fitted; M Ordared Fou: TERRY HOWE Stalus; PEMING
L |;1-5 |1:m|npuacm | 7] | 15 | 804G | 2 | |1u.-:aa:c-| | B2
Fitted: N (Calerad Fog: KEMMETH PELECH Stafus: PENDNGD
L |':u:oz:::- spcial dual ae tor sk unn Fruse - 12030Hs BT | ] 1 | WOTE | 1 ] | 11242004 | =]
Fitiedy M Craferad Fos: STEVE WILLIWS Seatgs: FENDING
[ otr whize peTi-gions i n 8 gl by | i | [ | BLOG | 128 | | 1202004 | X
Fittedr N Grdered For: TERAYHOWE Status; PEMDRG
L |-:'3-|m % mch noft mowen oowem 164 nap | Y] & | BLOG | 135 | ||1?m\:\ﬂ-| | [
Fitted: M Cirdfr ol Fou: TERAY MEAHE Stalus: FEMONG
L |eEEE0E-1a aarte S AZE.IIR50T bartary 3 o7 WBITRY | K i EATTERY | 3 | | 11227008 | 30000
Fitted: N Cirglarad Fr: ROBERT STEWART Stafug: PENORG
L |'555|:ts-|7 |¢»d¢$NFELM2m‘Tﬁ3:T'«m | M | 1 | EATTERY | E | ||I-'z..=.’_'.:c-l | 0000
Fitted: N Orerad Fos: FOBERT STEWART Status: PEMORG
L |'H£l.'-\9-1! |qmmmlﬂ-¢lm-::lmh-n5axz-::w:rm | Y | 1 | BATTERY | El | |u:,v:.m | 20000
Fitted: N Cirdgrad Foy: ROBERT STEWAAT Simtug: FERDWG
Lo |rEsti? swids babeny Tisilnt 7 basy 528 r AL S warrart | N [ | BATTERY | 1 | | [T | 30 50
Fitted; M Cirghered Foy: FOBERT STEWART Stalug; FENDING
L |_*:r:o.z Fe.m:.wwm-a K] ) | B | 143 | ||:u|.-|m:m | (X
Fittegtz M Crgtaran Fog: WILLIAM BUCRITAGHAR Siafg: PEMORG
- Page |
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Stockroom Management

Exhibit 423.44b
eMARS Open Local Orders Report

472.23

CARCL STREAM
SO0 0, FULLIRTON Av

INVENTORY MANAGEMENT REPORT

LS P S ehARS Reponts

N . B | r& Rapor DWATIE; C2372005
AR STAEAM b A ET OPEN Local Orders Repart TIME. 1henes
From KSH: 049138014945 Fram Date: 40152004
To HSH: e front To Date: 0382005 SEGUENCE: HEH

SR OROER: TOTAL|
CO  |MSM HOMENCLATURE CLERK| QTY | ACRONYM Wo = LOCATION DATE COST|
[N CERRET T |r.rmmn-.sw:;;'wnnu I ] WG =) 1200 ma
Conrol Ne: PORMEEIEIH Vendor:  SHERWIM BILLIWS ©0 Satus: PENDING

L [edinndaeins ImelﬂﬂN.-tEn;' | I | ) | miG | [ ||1-;q-;-;m | 1415
Conrol Ne: PORMSEIEIH Vendor:  SHERWIM.WILLBMWS ©O. Szarug:  PENDING

L [omaETiEDE |rnl«i~nmmnu | I | 2 | DG | ] ||1':~?2:IH | 4182
Conol Ne: PORMSEIEIH Vendor:  SHERWIM.RILLBWS ©O Scarus:  FENDING

L |l:|m3m:m:- Immmu' Im s ieet | ] | F; | BROG | [ ||1:‘?2m1 | W
Conol Ne:  POMMSEIEIH Wendor:  SHERWIMWILLBMWIS CO. Seatus:  PENDING

L |'-u$ |mm:|mzsm=~|:5 | [ | [ | ELDG | ] ||-:':5-zm-| | ]
Conrol Ne:  POMMSIIFAIY enidor:  MURPHY ACE HOME CENTER Szarus:  FENDING

L |'i:-mz-m |mummvuwmwu- VAN B-0T | N | 1 | MOFE | [E] | 114 | [
Conol Nee PORMSEN 250 Vendor:  CROMWN LIFT TRUCK #5129 Satus:  PENDING

L |'-w Iqumqmmnnwm | Y | ] | B | [ | 1275 20H | [T
Conral Ne:  POMMSEEIH Vender:  SHERWIMLWILLBAWS ©O. Seatug:  PENDING

L |'=.'3-'.'m Ivnmmmmn'lﬂﬂp | e | 4 | ELDG | ] ||1':9-2m1 | (L]
Conol Ne:  POMMSEIEIN Vendor:  SHERWIMLKWILLBAWS CO. Salus:  FENDING

L |15e551.‘.s-1a Imﬁhmjﬁ'ﬂwarwn | Y | 1 | BATTERY | E] ||1'z:-2m1 | B
Conol Ne:  POMMSIITIET Vendor:  ENEREYS MC Seatus:  PENDING

L [seEEmsar ImsuEL-:.:-lm:m-rﬁaywm | N | 1 | BATTERY | 2 |H'11-2m4 | Eoa]
Conpal Ne:  POMISIITIET Vemider:  ENEREYS MC Szl FENDING

L |15.-ea::f1a Immm 1E-2308-13 by -3 M5 AXE-Z3030F 3y maman | M | 1 | BATTERY | E] |:u'|;:r2m:- | =
Conpal Nee POMMSINM Vemidor:  ENEREYS (BATTERY CONTRACT Salus:  FENDING

L |'=5~.~ac~.—1* Immm E-e0317 baky b3 3 o DT 39 wamanty | A | 1 | BATTERY | E] |lu'|;:r2m:- | =
Conal Ne:  POMMSINM Venider:  ENEREYS (BATTERY CONTRACT Spug:  PENDING

L ]m: sorew cap 14 « 56 | ] [ 2 | Eg H3 |m":-2m:- | 017
Comrnl Ma: POMGSIERIF Wendor  TEMEE MACHIMDRY Seapm PENEANG

w1 gt Pags 1
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472.23

Exhibit 453.1
Stock Number System Codes Explanation

Material Management

Stock Number System Codes Explanation

NSN Format

Example of a complete NSN:

Local Stock Number Format

Example of a Local Stock Number:

Explanation

110

The first four digits of both the NSN and LSN are the Federal
Supply Classification:

The first two are the Federal Supply Group, a broad
commodity description:

The last two are a more specific description:
The fifth position is a dash (-) or space:

The next two digits (sixth and seventh positions) are the
Codification Bureau, usually called the “country code,”
representing the country that entered the item into the
cataloging system:

The eighth position is a dash (-) or space.

Positions 9 through 16, with a dash or space in the 12th
position, are numbers sequentially assigned by the
computer. They do not signify anything without the other six.

7305 01 545 8782

7305 99 000 8782

7305

73 = furniture

05 = office furniture

00 and 01 = USA-entered

99 = postal-entered, locally
assigned

00 8782

Handbook AS-701



Stockroom Management 472.23
Exhibit 462.21
eMARS ABC Stratification Report
EARD, STREAM INVENTORY MANAGEMENT REPORT P —
e s ABC Stratification DANTE: DX 23005
ARSI STHEAM L shsss TIME: 14:15:01
Todal Valus Greabes Than or Equal To: S0L00 A" Factors Cnly) SEQUEHCE: H8H
FACTOR: A
[55: [ == mra!
[ HiK MOMERCLATURE BOH WALUE| OH [ Mare? WALLE| CO | LOCATION: | LOCATIONI | LOCATIOHS
L |2taoue-r00.35ea ENLE ASSY FEST 1.0 CEM AT 10211 1 L ND I THCIOE
S e ] FESORDER SHOGE ALY U STRORE 6| o '::a-.'?l = WD CEEREEE
T |ZeCoe-00.26 SHOCK ABGOREER. AOULATAELE. 75 5| 15 Wil 5 | WO I ED R
i THOLK, AOGOPEER SOJUSTABLE GEMY 19 ERE o] =0 | Bosenin
) TN R SILTES AIS FORM NEZH T F] WD o = THETE
B [Jo10-aa-Tnnon [WEToR. GEARLATE, SARPH, 120VA: T 1 WO EREREEL
Sl EE T SHOE ALY, FRCTIORAFCE SMOLLAT] 2 F] WO o] e BAICE
T [ReRae COAPUNG FLERIRLE 5010 DR, 28004 2 z NG R HAE
FR ET N TR CLUTCRERARE AZEY, 40 DOUBLE CF| 1 1 ND I BOTREA.
W] FEERT, LOVEST COUPLMGA COLS U 3 WD = ARG
L |2010e-t00.10: ST DRM TYLR.CUM CEW AT | T W | WO o] W CiFE
L [J00-we-000-0000 SRR LR COUPLING g 0 HO I BERFOIE
S FE R T SOLLER TEHECH ASZEMBLY I T | NG I IR BOAEA
T [300007-00 361 GLICE, ROLLER CrLAN, AREVRAL ] F] ND o] ;| Beoomin
T [RT-II00-3508  [FULLEY CURWED SEMNDE KAmMW] 4 2 KO I BIAZAIC
T [S0001000-3545  [WrEEL SPROCRET FOLLER CiAN | AL B 8 | ho W 7 | Exewr
T [MEHAIm3ST] [ROULER.DRME F] 2 HIZ = R CRFIED
S EEE LT SOLLER, CRE, SVM D v, 15§ ) G - DR BESOIE,
T Ao -00-3 FULLEY. FLAT BELT. SO DU, 1278 | T 1 NG I E )
T[S O EOLLER, CRVE, B S DA SENMW, 1] &7 ET I T o] W | COmAL
T [ FULLEY. CUAvED T E] N ENE TIATIE
S EE ) FULLEY, FICROFF BELT T L B0 g £ F) WD I B CIEMA
ST FOLLER. COMPENEATING, LEVELER ASY B T WD S BEE BATI TR
T | are FULLEY THANG DISC ASSY z z NG = KE BT
T [0 ETe FIOLLER. FOAN, DCRAIGE STACRER. | o0 T HO I B B0 B H
T (A oA FLLEY AZEY GROOVELIDLER T ) TG - BEE BEDOOE
S FOLLER Asor: IDLER T 1 NG I BE EooTich
T (S O aE EOLLER ADaY E) T G I IR BESEA
T [ nTe FOLLER. IDLER ATaT EL = | Wo ] o | MDA RITEDIR,
T (R0 FULLEY, FLATBELT, £ GI. T 1 NG o] T | CoRRALL
e Faat !
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472.23 Material Management

Exhibit 471.333 (Part I)
eMARS Stock Level and Location Accuracy Report

?I"-;:i:‘-:: s P INVENTORY MANAGEMENT REPORT L5.P.5.; 6MARS Reparts
o Sueck Level and Location Aecuracy Repon DATE: 0232005
CHIZARD 1L, S84 TIME: 11:27:33
Search Date Ramge: 200501 To 2005.04 e
FARTI
HEGATIVE FOSITIVE
CYCLE mﬂ CYCLE STATISTICAL | STATISTICAL ADLFUSTHENTS. ADJUSTMENTS
FISCAL COUNT OUT OF INVENTORY |  INVENTORY LOCATION
YEAR |MTH| ITEMS ACCURACY |  ACCURACY ACCURACY c Val Cound Volue
2008 1 510 i EA [EES 10000 20 [ &t WELE
] T [ o (3] o000 000 I 34750 [ a7
] T [ o (3] ] 1000 (0] ECH E] BEE]
] z T 2 ] S 10000 =] ] 3] T

* Prior b alLARS conversion MTH = 48

e L
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Stockroom Management 472.23

Exhibit 471.333 (Part Il)
eMARS Stock Level and Location Accuracy Report

CHARE AME
oweEAE INVENTORY MANAGEMENT REPORT 1.5.9.5.¢ EMARS Reports
- Stock Level and Location Accuracy Repaort DATE: 03232005
CHICABO, I BI088-0003 TIME: 119733
ey
Search Date Range: F005.01 To 2005-04
PART Il
SUGGESTED !
FISCAL ACTUAL  EMERGENCY
MTH  YEAR = MEMS AMOUNT = ITEMS AMOUNT ARMIUNT CALLS DATE
1 2005 CEMTRAL 180 2386 54 185D w07 7aeqp | W1ZEE E o
LOLALS 2478 PrrETr RECEIPTEL] 1" g1 21388
GOVT- 435 1785802 | TRANFERRED 0 0.0
z eai) CEMTRAL, 1,550 o7T833018 ISSIPED 353 gopdp | TASIRTS 1 12014
LOCAL] 3808 B50ES RECEI 108 044808
GOVT- 430 w00 | TRANFERRE 1 816
3 2008 CHMTRAL 150 EERR R 155100 e papeagy | SEARD ¢ b
LOCAL 1817 850118 RECEIFTED] 14 4a5120n
GOVT- 130 100125 |  TRANFERRED W 835
‘ 2005 CEMTRAL 1,867 W07 155D e meizys | HEAEET 0 T
LOCAL 2 271784 RECEI 144 23 MEE
GOVT 4 e | TRAMFERRE i b

* Poar to eMARE comversion MTH = AP

L Fage2
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Exhi

.23

Material Management

bit 471.334a
Statistical Sample Report
STATISTICAL SAMFLE REPORT
BEDFORD FARK IL5.P.5.: cMARS Rapots
G0 WEST TIRD STREET DATE: D323 2005
BEOFORD PARK, IL. 80455.6731 TIME: 104435
ACTUAL

ROOM LOCATION (LOCATIONZ | LOCATHIND H5SH HOMENCLATURE FACTOR UHIT | BOH BOH

A ] 191 -0 2-D00-F514 CHANEL, FILLET, LH = [ 2 1

& FEREE] A2 naids BEARWBBALL 4 x 1% k Sbini 3 SHELGE [3 H] Es O

A (SR I0O0-048-000-TEDS BELT, FLAT, TF- 154500604 D £ 255061 W X U0 [ [EF] [ 2

* Aen 754 S 0 -2 FLESE W ATRE 10 fA) 15831 B s E& v

A P 8500-04-D0C-3077 FUSE, SLOWY BLTA, 28 A, 250 W [ w2 [} 1

A R I00-03-000-3778 BELT, FLAT, 0.5 X Z300ME MUOM. L, BORRAS = 013 A H

A B1da1-1 HnSaE 0817 STHIP FRICTHOR A a7 Ex E

A FIE IS0 I-D00-1E1T GALGE FITLOM = [T ) ]

+ BilC4-] 300003 D- 2006 SAMDLE ROLER o 818 EA i

A (] A14001- 25000 Fah TUBERRIAL 115 W 5 (-1 [ 1

A e 3120-01-000-3817 BEARMNG SLEEVE SMT68 c o7 = ©

& B11G1 313001 D00 3551 'WHEEL S3UACE ] (A3 4 1

A RO I0E0-01-D0C-257T ROLLER ASSEMELY = ar wa 3
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Exhibit 471.334b
Inventory Management MISP Summary Report

HOUSTON FMO U.5.P.5.: eMARS Repors
5207 WAKEFOREST STREET INVENTORY MANAGEMENT REPORT DATE: 0339005
HOUSTON, TX. TT005-20% MISF Summary TIME: 11:07:1
Fizeal Year: 2005 Manth: 01
ITEMS PERCENT OF
STATISTICS INVENTORIED VALUE VALUE
Centrally Precured B32 5187,764.00 T3.48 %
Government Procured 57 $8,274.59 233 %
Locally Procured 1,387 585,182,989 24.21 %
Tetal Inventary 2,256 £269.1591.58
Issues BZZ $42.010.63
Receipts 133 553.128.98
Transfers 1 51836
Total Transactions TEB 385,154.88
Adjustmaents [Positive) ] £0.00
Adjustrmeants (Negative) ] %000
Total Adjustments Q 50,00

Today's Inventory Summary for: ALL STOCKROOMS

Critical ltems 103 542.687.83 1712 %
Insurance items i £804.00 0.32 %
Zera Cost lems 152 are
Reparable Hems a1 $106.412.09 42,68 %
FPaotential Excess Inventory 1.817 381,212.82 32,67 %
wneEE gt Pagd 1
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Exhibit 472.21a
Location Inventory Discrepancy Report

LOCATION/INVENTORY DISCREPANCY

SITE: DATE:

1. DISCREPANCY:

NSN: 7490-88-555-4000, ENCODER ASSY.
STOCK BALANCE INQUIRY (PNMIC-05) BOH 2. PHYSICAL COUNT WAS 0

2. CAUSES:

PERFORMED AN INVENTORY AUDIT ON 4/10/90 AND FOUND THE BALANCE ON HAND DID NOT AGREE WITH
PHYSICAL COUNT. SPOKE WITH THE SUPERVISOR TO DETERMINE WHY THIS SITUATION EXISTED. REVIEWED
THE FOLLOWING REPORTS FOR THE PAST TWO DAYS TO DETERMINE THE INVENTORY ACCURACY OF THIS
ITEM:

REVIEW OF THESE REPORTS DID NOT HELP SOLVE THE DISCREPANCY. THE SUPERVISOR FELT THAT THERE
WERE OTHER POSSIBLE CAUSES FOR THIS DISCREPANCY SUCH AS:

3. CORRECTIVE ACTION PLAN:

IN SPEAKING WITH THE SUPERVISOR, A DETERMINATION WAS MADE TO TAKE ONE OR MORE OF THE
FOLLOWING STEPS TO RESOLVE THIS SITUATION:

4. FOLLOW-UP ACTIONS AND DATES:

THIS ITEM WILL BE INCLUDED IN THE FOLLOWING CONTROL GROUP COUNTS AND STATISTICAL SAMPLINGS
UNTIL INVENTORY IS CORRECTED AND MAINTAINED.

5. RESULTS:
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Stockroom Management 472.23

Exhibit 472.21b
Location Inventory Discrepancy Report

LOCATION/INVENTORY DISCREPANCY

SITE: DATE:

1. DISCREPANCY:

2. CAUSES:

3. CORRECTIVE ACTION PLAN:

4, FOLLOW-UP ACTIONS AND DATES:

5. RESULTS:
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5 Asset Accountability

51 Definitions

January 2014

511

512

513

Responsibility, Accountability, and Control

The words “responsibility,” “accountability,” and “control” are often used
interchangeably but have important distinctions. Postal Service material
management distinguishes among them in the following ways:

a. Responsibility. Responsibility is part of the job and cannot be
delegated. Responsibility includes possible monetary reimbursement
for loss of or damage to property.

b.  Accountability. Accountability imposes responsibility for record
keeping, physical inventorying, financial reporting, safeguarding, and
other controls necessary for optimal maintenance, use, and disposal of
Postal Service property. The installation head will always retain
responsibility but may delegate accountability to someone in writing.

C. Control. Control is the management, oversight, and regulation of the
systems and processes used to account for the material. Successful
managers of property assume responsibility, maintain current accurate
records, and ensure oversight of the systems and processes for their
finance number.

Capital Property

Capital property is an item acquired through purchase, transfer, or donation
that meets each of the following criteria:

a. Service life of more than 1 year.

b.  Can be identified as stand-alone item of property throughout the useful
life.

c.  Unit cost is $10,000 or more.
d. Depreciates in value.

Expendable Property

Expendable property includes items costing less than $10,000. Repair parts,
replacement components (e.g., motors, compressors), most mail transport
equipment, workroom furniture, and the like, regardless of cost, are also
expendable property. The costs of these items are charged to an expense
account and are not depreciated.
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514

514

Material Management

Sensitive Property

Sensitive property is property considered especially vulnerable to theft or
loss. Examples include computers, digital cameras, camcorders, projectors,
and other valuable portable equipment the installation head considers
vulnerable to theft or loss.

52 Postal Service Automated System

521

522

522.1

522.2

General

The Postal Service has property reports available in the Accounting Data
Mart (ADM) that provide assistance to account properly for capital property.
Information in the ADM reports comes directly from the Property and
Equipment Accounting System (PEAS).

Property and Equipment Accounting System

Description

PEAS is a system used by the accounting service center (ASC) at San Mateo,
California. The system is designed to record capital personal property
transactions and maintain a national inventory of capital personal property.
The system tracks each item of capital personal property through the
acquisition, use, and disposal stages. The PEAS inventory record is related
to the finance number of the installation to which the property is assigned. It
can provide accountability information within the finance number. A primary
function of the PEAS is to calculate, allocate, and record depreciation
expense against the finance number of the holding organization. See
Handbook F-26, Personal Property Accounting, for a more complete
description of PEAS.

Access

Requirements for online access to PEAS include a computer with Postal
Service Intranet access and submission of electronic Form 1357, Request for
Computer Access, in eAccess. Contact your DMMS or your MSC material
management specialist for additional information about access to PEAS.

53 Responsibilities

531

532

120

Installation Heads

Installation heads are responsible and accountable for all material in their
organization. They may delegate a material accountability officer (MAQ) in
writing who will act as their representative for accountability (see 541.21).

Material Accountability Officers

Material accountability officers (MAQOs) are responsible for overseeing
compliance with all material accountability policies and procedures within
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532

their unit. MAO responsibilities include, but are not limited to, the tracking
and documentation of personal property from the point of notification that an
item is pending receipt to its final disposition or transfer to another
organization. Documentation will be maintained through the regular review
and recordkeeping of the receipts, transfers, loans, and disposal of assets.

The documentation of capital property records is critical and will be
performed on a regular basis. MAOs are responsible for conducting,
managing, and certifying the completion of the Semi-Annual Capital Property
Reviews that are mandatory every 6 months. MAOs must work closely with
management to ensure the capital property records are accurate and that all
receipts, transfers, and disposals are processed timely.

MAO responsibilities include:

a. Providing training to all individuals (functional managers, material
accountability assistants, etc.) that maintain subcustody records.
Maintaining subcustody records.

Ensuring that all capital property verification, physical inventory, and
reconciliation procedures are followed.

d.  Reviewing the Property Changes for the Month (PCFM) report for the
finance number on a monthly basis. This report is available from the
Accounting Data Mart (ADM).

e. Ensuring that all changes (additions and deletions) in the Property
Changes for the Month (PCFM) report of capital property are
documented. If there is a discrepancy, document the discrepancy and
forward a copy of the PCFM to San Mateo Accounting Services. A
copy of each PCFM report is to be maintained locally.

f. Verifying and completing the Semi-Annual Capital Property Reviews as
directed, and maintaining copies of all related documentation.

g. Managing the capital physical inventory process.

h. Maintaining loan records on all capital, sensitive, and expendable
assets loaned to private mailers, employees, and other internal and
external organizations.

i. Monitoring and maintaining capital and expendable and sensitive
material accountability records and files.

j- Ensuring the proper disposal of surplus, obsolete, and not repairable
assets in accordance with policy and the best interests of the USPS.

k. Participating as a member of the destruction committee.

l. Ensuring the proper identification, reporting, and storage of excess
serviceable assets.

m.  Ensuring excess assets are promptly and accurately reported, and
coordinating the transfer and shipment of excess serviceable assets.

n. Entering excess assets into the USPS Excess ltems Catalog (EIC), and
maintaining the integrity of the EIC through prompt and accurate
updates.

0.  Supporting the fulfillment of asset requirements from excess stock
first.
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533

534

535

536

537

538

Material Management

Functional Managers

Functional managers are responsible for all property used in their part of the
organization. They sign the subcustody records for their area of responsibility
and are accountable through those records for all their capital and sensitive
property. They will conduct at least an annual verification of subcustody
records. Any time a new functional manager is assigned, he or she ensures
that subcustody records are accurate and signs a new subcustody listing
accepting accountability of the property in his or her part of the organization.
Functional managers may assign a material accountability assistant to work
with the MAO on a day-to-day basis to maintain the accuracy of their
property records and files. They will provide personnel as required to assist
in conducting the capital physical inventory.

Supervisory Personnel

Supervisory personnel ensure proper use, maintenance, and security of all
capital, expendable, and sensitive property used by employees they
supervise. They must notify the MAO/material accountability assistant (MAA)
of any transfers, additions, relocations, loans, excess, loss, damage, or theft
of any property.

Material Accountability Assistants

MAAs are accountable for the custody and safeguarding of property
assigned to their functional area. This includes overseeing the capital and
sensitive subcustody records for their area, assisting in the receiving
process, assisting the MAO as necessary, and reporting to their functional
manager and the MAO any loss, damage, or theft of any property.

Manager, Administrative Services/Finance

Managers of Administrative Services/Finance oversee inventory control for
all capital, expendable, and sensitive personal property within their district
area.

District Material Management Specialists

District material management specialists (DMMSs) are responsible for
overseeing capital, expendable and sensitive property procedures in all
Customer Service and Sales (CSS) and Processing and Distribution (P&D)
activities in their areas. This responsibility includes monitoring activities,
training, and supporting MAOs. The DMMS should not, however, act as
MAO.

Material Service Centers

Material service centers (MSCs) are responsible for supporting property
procedures in their area. These responsibilities include monitoring activities,
training, and supporting the manager of administrative services/finance,
DMMSs, and MAOs.
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54 Accountability and Control Requirements

January 2014

541

5411

541.2

541.21

541.22

541.23

541.24

541.25

Assignment of the MAO

Considerations

Installation heads are responsible and accountable for all material in their
organization. However, in larger activities it is recommended that the
installation head delegate an employee as MAO. The installation head should
understand the magnitude of the job and assign it to someone who has the
capability and time available to properly perform all of the duties listed in
532, Material Accountability Officers. In larger organizations, MAO
responsibilities may require a full-time resource. In any activity it must be a
primary function to be performed daily as the requirements arise.

Procedures

Delegation

Accountability is delegated by the installation head to the selected employee
by letter. Exhibit 541.21 is a sample letter of delegation.

Assigning a Backup MAO

Installation heads should assign (in writing) a backup to the MAO if the MAO
is reassigned or absent for more than 30 days. The backup MAO performs
the duties of the MAO until the permanent MAO returns or a new MAO is
permanently assigned.

MAO Training

The MAO learns material accountability by reviewing this handbook and
Handbook F-26, Personal Property Accounting. Structured training is
available through the Web-based MAO training available from the Supply
Management home page of the USPS Intranet. Additional training and
clarification can be requested from the appropriate DMMS and the MSC.

First Tasks of MAO

The newly assigned MAO will conduct a physical inventory of randomly
selected records and files to determine their accuracy and report in writing
the results of the physical inventory and any recommendations for
improvements to the installation head.

Subcustody Records

Subcustody records are an effective management tool for internal tracking
and accounting of capital and sensitive property under the custody of the
MAA. Subcustody records will be established for all capital and sensitive
property. The MAO will maintain signed subcustody records, with copies
provided to the functional managers. Subcustody records will be updated at
least quarterly if changes have taken place and whenever a new functional
manager is assigned custody of property.
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124

541.26

541.27

541.28

541.29

541.3

541.31

541.32

541.33

Material Management

Verification and Physical Inventory

Every five years, a capital property statistical analysis of items $10,000 and
above must be conducted according to a schedule published by Finance.
While this statistical analysis assists in verification of the field records and
property with the PEAS records at the San Mateo ASC, MAOs are
responsible to conduct their own annual property inventories for both capital
and sensitive items assigned to their finance number.

Sensitive and Capital Property

For accountability of sensitive and capital property, PS Form 1590, Supplies
and Equipment Receipt, or an automated equivalent, must be used when the
items are issued or loaned.

Internal Reviews

The MAO evaluates the status of property records and files by conducting an

internal review (semiannually) using the following guidelines:

a. Review the local standard operating procedures.

b. Randomly select and inventory 10 percent of the capital items and
10 percent of sensitive items.

C. Review files and records to verify that those required by this handbook
are being maintained.

d. Review the past six PCFMs to ensure that they have been properly
verified.

e. If MAAs have been delegated, meet with them and discuss the material
accountability background of the installation.

Reports

The MAO should develop a report to the installation head indicating the
results of his or her review. Exhibit 541.29 shows a sample report.

Designation of Material Accountability Assistants

Considerations

Functional managers may assign MAAs to coordinate with and assist the
MAO and to represent them in the day-to-day dealings with capital,
expendable, and sensitive property. The MAA should be an employee who
has knowledge of the equipment used in the functional area.

Procedures

The functional manager reviews the alternatives and personnel available to
be assigned as MAA and seeks assistance from the MAO in understanding
the complexities of the MAA’s responsibilities. The functional manager
designates by letter the selected employee as the MAA. Exhibit 541.32 is a
sample letter.

MAA Training

The MAA must review this handbook and Handbook F-26 to learn material
accountability. Web-based MAO training should be completed on the Supply
Management homepage on the Postal Service Intranet. The responsible
MAO will arrange or provide for necessary additional training.
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553

Internal Reviews

The MAA evaluates the status of property records and files by conducting an
internal review. The guidelines provided for the MAO in 541.28 apply.

55 Filing System

January 2014

551

5562

552.1

5562.2

553

General

The MAO is responsible for maintaining or overseeing the maintenance of a
filing system that contributes to sound accountability and control. A sound

filing system improves both capital and expendable material accountability.
An effective filing system must be well documented.

Suspense File (Capital and Expendable)

Contents

The Suspense File and the Loan File are the only two files where capital and
expendable records may be retained together. The suspense file is used to
maintain purchasing and receiving documents for capital and expendable
items ordered or requested but not received. This file is used to determine
how much equipment is expected, when expected, and if any of the open
orders have been partially filled. The most common documents in this file
include, but are not limited to:

a. Purchase/delivery order documents.

b.  The printed screen documentation of electronic transfers/
reassignments (PEAS-generated) (see Exhibit 552.1b).

C. PS Form 969, Material Recycling and Disposal (see Exhibit 552.1¢) (if
awaiting signatures, sale, etc.).

Note: A separate suspense file for these forms may be
established.

d. PSS Form 7381, Requisition for Supplies, Services, or Equipment or
eBuy requisitions (see Exhibit 552.1d and Exhibit 552.1¢).

Disposition of Contents

Upon receipt of the property, remove related documents from the suspense
file and file them as follows:

a. Expendable — Complete and distribute copies, as appropriate. File a
copy in the Expendable Property Transaction File (Completed File).

b. Capital — Complete and distribute copies, as appropriate. Transfer the
suspense documents to the Pending Verification File (Capital File).

Expendable Property Transaction File (Completed
File)
This is a chronological file used to retain documentation relating to

expendable equipment receipts, transfers, or disposals. Documentation
should be kept in this file for at least 1 year but no more than 2 years.
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554

555

556

557

Material Management

Pending Verification File (Capital File)

This file is used to retain documentation pertaining to items that have been
received, transferred, or deleted, but are awaiting processing at the San
Mateo ASC. When the PCFM reflecting this transaction is obtained from the
ADM, remove the appropriate document or documents, attach to the PCFM,
and file in the Verified Capital Property File.

Verified Capital Property File

This file is used to retain documentation pertaining to capital property
received. Files should be organized by fiscal year (FY). Separate monthly
folders may be maintained, if volume warrants. Capital records are retained
for 4 years. The capital physical inventory worksheets and supporting
documentation may be placed in this file. The file contains the following:

a. Verified monthly change lists with supporting documentation.
b.  Capital property listing (CPL).

Loan File

The Loan File, containing PS Form 1590, Supplies and Equipment Receipt, is
the record of equipment loaned to employees, other facilities, or private
mailers. This file should be reviewed at least quarterly. The installation head
or the original approving authority will review items lent to non-postal
organizations, such as private mailers, etc. Loaned maintenance test
equipment and tools will be maintained in accordance with Handbook
MS-63, Maintenance Operations Support. Approval to continue the loan will
be supported by a memo to the Loan File. Sensitive property lists may also
be filed in this file for audit purposes.

Form 961-A, Post Office Property Record, File

This file holds, in ID number sequence by sublocation, PS Form 961-A, Post
Office Property Record, for each capital property item acquired prior to
April 1, 2004. Any PS Forms 961-A issued for capitalized equipment
modification costs should be attached to and filed with the PS Form 961-A
for the equipment item modified.

56 Transactions

126

561

561.1

Receipt Processing

General

Receiving is the critical beginning of the accountability and control process.
Effective accountability and control of property starts with solid receiving
procedures. This section covers the receiving processes unique to capital
and sensitive property. The requirements for centralized receiving points,
designated receiving personnel, receiving logs, and standard receiving
processes are described in Chapter 2, Freight Transportation
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561.2

561.3

562

562.1

562.2

562.3

562.3

Management — Shipping and Receiving. The MAO and MAA must be
knowledgeable of the procedures in chapter 2.

Delivery Documentation

The MAO must ensure that a Suspense File is established containing
documentation necessary to identify material to be received through
acquisition or transfer. The MAO reviews these documents weekly and
makes arrangements or plans to receive the property. A central receiving
point for property must be established. This central receiving point can be in
conjunction with other receipt processing.

Receiving

Designated receiving personnel and the MAO will be responsible for receipt
of any property. In cases where technical knowledge is required to verify the
property, the consignee will be called to verify the property and countersign
receiving documents. Designated receiving personnel will inspect the
property, sign and date the receiving or freight documents, and forward all
receiving information to the MAO. Each item of capital must be tagged with a
capital property ID number label, unless there are other accountability
instructions for a particular item.

Transfers

Authorization

No capital, sensitive, or expendable property will be moved from one control
unit to another within the same finance number (internal reassignment) or
from one finance number to a different finance number (external
reassignment) without the concurrence and prior approval of the appropriate
unit manager or installation head and notification to the MAO.

Internal Transfers

Written requests for internal relocations (containing the capital property ID
number, name, title, and the requester’s location) are submitted to the MAOQ,
who then updates subcustody records to authorize and record the
relocation.

External Transfers

Written requests for external relocation or transfer (containing the capital
property ID number and the name and title of the requester) are submitted to
the installation head/MAO for forwarding to the DMMS. The DMMS will
electronically transfer accountability through the Property and Equipment
Accounting System (PEAS) from the shipper finance number to the
consignee finance number (see Exhibit 552.1b and refer to PEAS Field User
Guide).

Note: The shipping office will maintain the printed screen

documentation of electronic transfers/reassignments (PEAS-generated)
along with PS Forms 961-A (if available) in the Pending Verification

(capital) File (see 554). The MAO updates subcustody records based on

the documentation provided.
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563

564

Material Management

Equipment Loans

Capital or expendable equipment loaned to a private mailer or a Postal
Service activity with a different finance number requires PS Form 1590 (see
Exhibit 541.27) documentation and a quarterly review by MAO to ensure that
the items are being used for the purpose agreed to and returned on time.

If capital property with undepreciated value is loaned to another Postal
Service activity with a different finance number for four or more months, it
should be transferred, not loaned. This will allow the depreciation to be
charged to the using activity. Upon receipt and approval of the loan request,
the MAO will prepare a PS Form 1590 in triplicate. When the equipment is
delivered, the borrower will:

a. Sign all copies of PS Form 1590.

b.  Keep one copy for their file.

C. Return one copy to the manager responsible for the equipment.
d. Return the original to the loaning MAO.

Loans to private mailers will be extended only with the approval of the
installation head/manager responsible for the equipment.

Inactive Equipment
Inactive equipment is equipment that is not being used because it is:
a. Not needed (excess).

b. Not yet needed or installed (restricted use).
c. Surplus.

d.  Obsolete.

e.

Unserviceable.

The MAO is responsible for identifying and determining serviceability before
it is reported through the Excess Item Catalog (EIC) in eBuy. Assistance in
determining serviceability may be obtained through the appropriate
maintenance or functional manager.

Each item of inactive equipment is identified with a tag denoting it as:

a. Excess.

b. Restricted-use.
C. In need of repair.
d.  Salvage.

e Junk.

PS Form 7364, Serviceable Property Tag (see Exhibit 564) is used to identify
excess serviceable items; PS Form 4707, Out of Order (see Exhibit 624.221b)
is used to identify items needing repair; PS Form 965, Salvage or Junk Tag
(see Exhibit 624.221¢) is used to identify items as salvage or junk.

The DMMS approves the addition of items to the EIC and coordinates the
external reassignment of inactive equipment. Unserviceable items should not
be reported in the EIC (see 624.1).
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565.1

565.2

566

566.1

566.2

566.3

566.4

566.5

566.5

Disposal

Normal Process

Disposal of Postal Service capital property follows the normal disposal
process described in Chapter 6, Asset Recovery: Redistribution, Recycling,
and Disposal. The key difference in the process for capital property is
forwarding PS Form 969, Material Recycling and Disposal, to the San Mateo
ASC. Additionally, a copy of the PS Form 969 is sent by the MAO to the
finance or accounting office, showing the undepreciated balance. Any
undepreciated value on a disposed item is immediately charged to the
installation’s expense budget as soon as the San Mateo ASC processes the
PS Form 969 unless the item is donated to a non-profit agency.

Disposals Requiring Special Approval
Refer to chapter 6.

Depreciation

General

Depreciation is the periodic expensing of capital equipment costs over an
estimated useful service life, and allocating and matching historic asset costs
to periodic revenues.

Service Life

Service life is the estimated average number of useful years assigned to an
asset. Service life is expressed in years, but is converted to months for the
purpose of calculating depreciation expense. Personal property items have a
variety of service lives.

Expense Calculation

Depreciation expense is calculated by dividing the total cost of the
equipment by the number of months in the service life. The Postal Service
uses the straight line method of depreciation to allocate the cost of an item in
equal increments over the service life. For detailed procedures, refer to
Handbook F-26, Personal Property Accounting.

Changes

Depreciation is based on the total cost of the equipment at acquisition and
for any subsequent modification or upgrade to the equipment. When
modifications or upgrades occur, San Mateo ASC will process a PCFM
showing the modification or upgrade cost.

Tracking and Managing Depreciation

It is essential that depreciation be tracked and managed, as it can have an
important impact on financial planning. The finance office should know the
planned depreciation expenses for each budget year. The figures for the
undepreciated values of current equipment are available through reports
from the ADM.
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Material Management

Depreciation for new, planned acquisitions should be available through the
Capital Budget process. Unanticipated changes such as unplanned
disposals or inventory losses will affect the budget. Undepreciated values for
both disposals and inventory losses are immediately charged to the expense
operating budget. This can involve hundreds of thousands of dollars. The
only exception is for items donated to non-profit organizations.

MAO Involvement

The MAO must be involved in all capital equipment transactions so that the
impact on depreciation can be calculated and this information provided to
finance. All transfers of capital equipment must be correctly documented so
that the receiving finance number not only receives the equipment, but also
picks up any remaining undepreciated value.

57 San Mateo ASC Documents

130

571

572

573

General

San Mateo ASC provides three tools on a routine basis to assist in the
verification of the PEAS records with the field records. PEAS is the Postal
Service master file that maintains accountability of capital personal property
to a finance number.

The verification tools from the San Mateo ASC are:
a. Monthly change list (PCFM).

b.  Capital property listing (CPL).

C. ID label.

Through use of these tools, the organization maintains accuracy between
San Mateo ASC and local records while avoiding the cost in time and money
necessary to correct errors during the physical inventory.

PCFM/CPL Updates to PEAS

The generic description shown on the PCFM/CPL is based on the property
code number (PCN), which covers a broad category. By adding or updating
the location field to each item of capital property assigned to a finance
number, individual items can be more easily tracked. The location field
provides space for alphanumeric characters (e.g., room number, building
number, etc.). The location field appears on the PCFM, inventory
worksheets, and the CPL.

Capitalized Modifications
Expenditures for modifications are capitalized when:

a. The cost is at least 50 percent of the capitalization criteria
(50% x $10,000 = $5,000).

b.  The productive capacity or operating efficiency of the equipment is
materially increased.
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574.3
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C. The life of the equipment is significantly extended.
d.  The modification adapts the equipment to a different use.

ID Labels

General

ID labels are affixed to items of postal property as official identification of the
property. The mylar ID label contains a unique six- or seven-digit number in
series assigned to each item of capital property. The ID label must remain
with the property throughout its life. If the ID label is destroyed, a
replacement should be generated locally using the originally assigned ID
number.

Issuance for New Capital Property

San Mateo ASC assigns an ID number to an item when it first enters the
PEAS. This number is put on the ID label. The ID label is forwarded to the
facility along with the PCFM. If the item is shipped to another facility, the ID
number and label stay with the equipment.

Issuance for Other-Than-New Capital Property

If replacement of the label is necessary due to damage, misuse, or loss, a
replacement should be generated locally using the originally assigned ID
number.

Additions from Reclassifications and Physical Inventories

When the documentation is processed by San Mateo ASC, an ID number will
be assigned and an ID label will be forwarded with the PCFM.

PCFM Procedures

General

For each month in which San Mateo ASC posts any changes to an
installation’s records, a PCFM showing the deletions, additions, and
adjustments made to the capital property records in PEAS will be available in
the ADM (see Exhibit 575.1a). PCFMs will only be mailed by San Mateo for
periods in which new acquisitions were added to an installation’s records.
MAOs must request the property changes for month (PCFM) reports from the
ADM for all months with activity other than new acquisitions.

New ID labels are forwarded with the PCFM report as appropriate. The MAO
ensures that this list is checked against the Pending Verification File and
takes corrective action to resolve differences.

The PCFM must be verified and annotated. Return of a verified copy to the
ASC is not required; however, discrepancies that have not been resolved
should be noted on a copy of the report and returned to the San Mateo ASC.
The MAO may use one copy as a working document. When necessary to
forward a copy to the ASC, include name, phone number, and best time to
reach the MAO.
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Verification of Entries

1. Compare the PCFM transactions with the documents in the Pending
Verification File.

2. It is the responsibility of the activity charged with accountability to
determine and resolve all errors. The logic chart for verification of
PCFM (see Exhibit 575.2) provides guidance for research. It is not
designed to cover all situations but can get you started in the right
direction.

3. Annotate on the PCFM what information was found during the research
and/or what action is being taken to correct the transaction; forward
supporting documentation for changes or corrections with the PCFM
to the San Mateo ASC.

4, If all entries on the PCFM are correct, attach the supporting documents
from the Pending Verification File and place in the Verified File.

5. If entries on the PCFM need corrective action, place in the Pending
Verification File until all actions are complete.

6. Review the Pending Verification File periodically for previously
requested changes that have not been listed on a PCFM. Forward a
copy of these documents again to San Mateo ASC indicating it is a
second request. Annotate on the file copy the date the second request
was forwarded.

CPL Procedures

General

Once a year, the CPL must be printed from the ADM. It provides generic and
extended equipment descriptions.

Verification Procedures

Verify the CPL with subcustody records and resolve any discrepancies. All
information on the CPL should be identical to the local records. Research
and resolve so that both the PEAS data and the local property records are
the same.

Because an incorrect record at any activity most likely means a
corresponding incorrect record at another activity, the proper way to correct
errors is to process the correct document, rather than adding or deleting the
record using a PS Form 2880, Physical Inventory Certification/Adjustments.
PS Form 2880 should be a tool of last resort.

Like any disposal action, undepreciated value on an item deleted by a

PS Form 2880 is immediately charged to the activity’s expense operating
budget. This information must be provided to the finance or accounting
office. The installation head must sign PS Form 2880 prior to processing and
submission to the San Mateo ASC. (see Exhibit 576.2.)

Note: The August 1994 version of PS Form 2880 is the only version
accepted for processing by the San Mateo ASC.
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58 Subcustody Records

581  Establishment

The MAO, with the assistance of the functional manager or MAA, ensures
that subcustody records are established and properly maintained on all
capital and sensitive property.

582 Update and Verification

If property changes occur during a postal quarter or whenever the functional
manager changes, the following steps are to be followed:

1. The MAO updates the appropriate file (EIC or other system) with all
receipts, transfers, disposal, changes, etc., within 3 days of the
transaction.

2. The MAO provides an up-to-date copy (as of the end of the fiscal
quarter) of the subcustody record and a copy of documents supporting
any changes to the functional manager/MAA within 5 days of the end
of the fiscal quarter.

3. The MAA reviews the report and accompanying documentation for
correctness and has the functional manager sign the certification at the
bottom of the report. The MAA sends the updated certified subcustody
report to the MAO.

4. The MAO and the MAA work together to resolve any discrepancies.

59 Capital Property Physical Inventory

501 Frequency

A physical inventory of selected capital property is conducted every 5 years.
Finance will determine the scope of the physical inventory.

592 Procedures

1. Three months prior to the scheduled physical inventory, the MAO will
prepare and obtain installation head approval of an inventory plan that
will identify resources required, develop a schedule to execute the
inventory, and identify documentation required.

2. Two months prior to the scheduled physical inventory, each functional
manager will provide by name the individuals that will assist in the
inventory.

3. Prior to the inventory, the MAO will conduct training for team members.
The training will emphasize the importance of the inventory (number of
items, location, dollar value, deprecation, etc.) to the installation.

4, The team will conduct the inventory. The team will physically locate
each item and research any items that cannot be physically located to
determine what happened to them. The supervisor of the section in
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which there is a missing item must be notified to provide assistance in
completing the research.

The MAO will reconcile inventory changes, adjustments, etc. The
operative word is reconciliation. It means determining what happened
and processing the correct documentation instead of making an
inventory adjustment. For example, if it is discovered that maintenance
has relocated an item to another plant and its location is verified, the
MAO must submit a request for completion of an electronic transfer/
reassignment (PEAS-generated) from the DMMS. PS Form 2880, as
noted in 576.2, is the last resort.

As items are located and problems and questions are resolved, the
physical inventory worksheets will be updated. At the end of the
inventory, the worksheets will be the baseline to match with the next
CPL.

Review and approval upon completion of the physical inventory
process, including research, a PS Form 2880 (see Exhibit 576.2) will be
completed. Physical inventory results, as noted on the PS Form 2880,
will be reviewed by the appropriate functional manager or MAA who
signed the subcustody record, and the installation head. A copy is
provided to the finance office. PS Form 2880 without changes will be
forwarded directly to the San Mateo ASC. Completed PS Forms 2880
with changes and any supporting documents are forwarded to the
DMMS for review and other necessary documentation.

Additions and deletions are made via PS Form 2880. If additions or
deletions for a finance number total $100,000 or more, forward

PS Form 2880 with appropriate documentation for review to:
NATIONAL ACCOUNTING FINANCE MANAGER

475 L’ENFANT PLAZA SW RM 8831
WASHINGTON DC 20260-5245

After review and approval, send the signed copy to the San Mateo
ASC. For additions or deletions of less than $100,000, the installation
head must approve, sign, and send PS Form 2880 directly to the San
Mateo ASC. Enter supporting comments for actions in the Remarks
section.

The MAO submits a cause and corrective action report to the
installation head. The report will contain specific causes, corrective
actions, and schedules to correct the problems recognized during the
physical inventory.
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Exhibit 541.21
Sample Letter of Designation for Material Accountability Officer

June 15, 2004

Mr. John Brown
Contract Technician

Dear Mr. Brown:

The Postal Service requires the installation head to be responsible and accountable for material/property within
the organization. It permits the installation head to delegate this accountability function to an employee referred to
as the Material Accountability Officer (MAO). You are hereby designated as Material Accountability Officer for the
Richmond post office. You will be responsible for the application of property management procedures that are
further defined in Handbook AS-701, Material Management, and Handbook F-26, Personal Property Accounting.

It is important that you recognize that you are acting on my behalf. Regularly review the status of the records and
files and report any inconsistencies to me in writing.

This is an important assignment. Please give it your proper attention.

Postmaster/Plant Manager

cc: Direct reports
Employee’s Supervisor/Manager
Official Personnel File
District Material Management Specialist
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Exhibit 541.27
PS Form 1590, Supplies and Equipment Receipt

1.5, Postal Service Date
Supplies and Equipment Receipt
FROM: Post Office, State and Z1P+4 Section of Unit
Requested By (Individual ar Tilfs) Consignment Completed By Work Order/Route Sheet Mumber
Shipment Made By
TO: Hand to Hand
@ o

Distribution

1. Original to stockroom file.
2. Duplicate to mechanic
3. Triplicate 1o personnel folder.

Custody Receipt
Approved v P
r WPE Dt This form may be used as an intra-
oreman, ate office custody receipt.

Quantity Item Number Property Code Number Description Recorded Cost
Loan Period Date Loaned Received in good condition? O Yes O Mo IFMO, explain on reverse.
{Number of Days) Received By (Signature) Final salary or expense checks will not be released

until all property for which an employee is individu
Date Retumned aly responsible has been returned or satisfactorily
accounted for.

PS Form 1590, tay 1991
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Exhibit 541.29
Sample Report from Material Accountability Officer

June 15, 2004

Ms. Joyce Smith
Installation Head/Postmaster or Designee
Richmond, VA 23232-9998

Dear Ms. Smith:

In response to your letter dated April 8, 2004, and a review of Handbook AS-701, Material Management, and
Handbook F-26, Personal Property Accounting, | have performed the following tasks:

] Searched for, but could not locate local standard operating procedures.

Performed a physical inventory of selected capital and sensitive items.

Reviewed the existing files and records.

Reviewed the past six Property Changes for the Month reports.

Contacted San Mateo ASC for a general discussion concerning our records.

The findings of my review are listed below:

[ The lack of locally established operating procedures is a major concern.

[ We have 1202 items of capital property valued at 23 million dollars recorded on our asset account. Based
on a 10 percent sample, | inventoried 120 items. | was unable to locate 11 items or 9 percent of those
inventoried. If this is representative of the whole inventory of capital items, we would not be able to find 108
items with a value of $2,070,000.00.

[ We do not have subcustody records.
[ Until my review, no action has been taken to verify accountability since the last capital physical inventory.

The following actions are recommended:

[ Establish subcustody records using the Property and Equipment Accounting System (PEAS) and a locally
established database.

[ Functional managers should designate Material Accountability Assistants (MAA).
[ Conduct annual verification as part of establishing subcustody records.

[ Develop local standard operating procedures.

John Brown

Contract Technician/Material Accountability Officer
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Exhibit 541.32
Sample Letter of Designation for MAA

April 8, 1997

Ms. Jane Harmond
Dear Ms. Harmond:

It is the practice of the Postal Service to provide Material Accountability Assistants to work directly with the
Material Accountability Officer. You are hereby designated as Material Accountability Assistant for Marketing and
Sales. You will be responsible for the custody and application of property management procedures, which are
further defined in Handbook AS-701, Material Management, and in Handbook F-26, Personal Property
Accounting.

It is important that you recognize that you are acting on my behalf. Regularly review the records and files as they
relate to Marketing and Sales and report back to me in writing any inconsistencies.

This is an important assignment. Please give it your proper attention.

Manager, Marketing and Sales

cc:  Official Personnel File
Material Accountability Officer
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Exhibit 552.1b
Screen Prints of Transfers/Reassignments Information Generated in PEAS
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Exhibit 552.1d (p. 1)
PS Form 7381, Requisition for Supplies, Services, or Equipment

UNITED STATES R orat . . .
SOCTAl CERVICE. equisition for Supplies, Services, or Equipment
B rosac service . q pplies, , or Equip
1. Date 2. Request No. 3. Budget Finance No. |4. Account No. 5. Property Accountability |6. Property Code |7. Capital Property
Finance No. No. 1D No.
WC Acronym Equipment No. EC Waork Crder No.
8. Job Order Number {Maintenance Use Only)
REQUESTOR INFORMATION DELIVERY INFORMATION
Sa. Name Title 10a. Contact Telephone No.
( )
Sb. Signature 9c. Organization 10b. Address
Sd. Address City State |ZIP + 4
City State |ZIF + 4 10c. Desired Delivery Date 10d. Required Delivery Date
Se. Telephone No. af. FEDSTRIP Address Code 10e. FEDSTRIP Address Code 10f. Acceptable Delivery Times
{ ) Fram: To:
SUPPLIES, SERVICES, OR EQUIPMENT INFORMATION
, 11b. Supplies, Services, or Equipment Requested 11c. Unit of . Estimated
. ltemPart No. (Attach SOW, specifications, or other technical data, if applicable) jssue | 19 Quantty 11e. Unit Price | 111. Total Cost

12. Rationale
11g. Total Estimated
Cost 3

SUGGESTED SOURCES OF SUPPLY (Provide name, street address, city, state, ZIF + 4, contact name, and telephone and fax no.)

APFPROVALS (The o ting official is authorized to make the purchase provided if of exceed the amount entered below.)
14a. Cerification of Funds (Signature, name, and fifle) Date
Funded Amount: $
14b. Approval Authority (Signature) (Name and fitle) Date
14c. Other Approval (Signature) (Name and title) Date
15. After ApprovalFunding, Send to: 18. Local Notes

PURCHASING USE ONLY

17a. Excess Equipment Available? |17b. Buyer Initials |17c. Processing Code |17d. Assigned By/Date 17e. Control No. [17f. Date Due
[ No [ Yes

PS Form 7381, Movember 1994
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Exhibit 552.1d (p. 2)
PS Form 7381, Requisition for Supplies, Services, or Equipment

Instructions

General Information

1.  Enterthe date.
2. Enter the last two digits of the current fiscal year and the
next local sequential number (91-1, 94-2, etc.}

Fiscal Information

3.  Enter the budget finance number of the funding office.

4.  Enter the applicable account number (SXXXX if expense;
8XXXX if capital).

5. Enter the property accountability finance number (this is
the finance number of the office receiving the equipment).

6. Enter the property code number, if capital equipment (see
Handbook F-43, Property Code Numbers).

7. Enter the capital property ID number if the item will be
added to a piece of capital equipment and increase its
value.

8. Enter the job work order number, as appropriate
(maintenance use only).

Requestor Information
9. You (the requestor) must provide the following information:

Your name and title;

Your signature;

Your organization's name (example: Marketing).

The complete address of the facility or organization in
which you work;

e. Your telephone number (including area code); and

f. The FEDSTRIP address code of the funding office.

anoTa

Delivery Information
10. You must provide the following delivery information:

a. Who should be contacted in case questions concerning
delivery arise (include the telephone number and area
coda);

b. The complete address of the facility or organization
where the delivery is to take place (including, for
example, "inside,” "back door," ete.),

¢. The desired delivery date. This is the optimal date
when the good or service can be provided;

d. The required delivery date. This is the date by which
the good or service must be delivered,;

&. The FEDSTRIP address code of the facilty or
organization where the item will be delivered; and

1. The acceptable delivery times. These are the hours
during which personnel will be available to accept the
delivery.

Supplies, Services, or Equipment Information

11. If you are requesting more than one type of item, use a
separate line for each type. If applicable, indicate catalog
numbers. If you wish the item to be obtained from GSA,
indicate so here. If applicable, provide a general

statements of work, specifications, or other technical
data are included with your request. Also ensure that
specifications are included with any brand-name or
equal description.

c. If applicable. enter the type of unit in which the item is
sold (units of issue are "each', "one box", "one set", "a
carton', etc.).

d. Enter the required quantity (by unit sold) of each item.

&. Enter the unit price for the item. Prices may come from
catalogs or previous purchases. f the price is
unknown, provide an estimate.

1. Enter the total estimated price for the item.

g. Total all items in column f. This total cost also serves
as the funding amount for this requisition.

Rationale

12. Provide a briet explanation of why the supplies, services,
or equipment are needed.

Suggested Sources of Supply

13. Provide three (if possible] names, addresses, and
telephone numbers of manufacturers, repair companies, or
other businesses capable of meeting the requirement. If
known, ensure that suggested sources include small,
minority, and woman-owned businesses.

Approvals
14. Obtain the appropriate approvals.

a. The individual certifying that funds are available for this
purchase signs hers and also provides his or her title
and the date.

b. The individual with authority to approve the purchase
signs here and also provides his or her title and the
date.

c. If further approval is necessary, the appropriate
authority signs here and also provides his or her name,
title and date. If any other approvals are required,
obtain and attach them to this form.

After Approval/Funding Send to:

15. Enter the name and address of the purchasing
organization which has the authority to purchase the
supplies, services, or equipment required.

Local Notes

16. Use this space to enter any information or data you deem
necessary.

Purchasing Use Only

17. These areas may be filled in only by purchasing personnel.

a. Indicate whether the itemn may be obtained through

L . . . EXCEss.

description of the service or squipment required, and " . P .

attachpany statements of work qsp‘:ecificatiani or other b. 'rll'he bnuylsr handling this requisition must enter his or
: N er initials.

technical information needed to process the purchase.

a. It applicable, enter the item or part number.

b. If you have entered an item or part number in column
a, provide only the name of the item. Otherwise,
provide a short description of the required supplies,
services, or equipment. Ensure that any necessary

Enter the processing code for this particular purchase.
The contracting officer must enter his or her initials
here and also provide the date.

e. Enter the COMPASS control number.

Enter the date the purchase is due to be finalized.

)

s

PS Form 7381, November 1994 (Reverse)
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Exhibit 552.1e
eBuy Requisition

eBuy - Print Reguisition

Frefesences | Support | Halp | Tralining | Leg Out
Biling Surermary | Switch Project | G153 Oplion 18

[ome |f catatogs ) Raquisiions | sutus | Approvais | stats |{ Reports [ Excess wems | Postcersty | aamin]

Off Catalog Print Raquisition

Reguisition Mame: REQ - 40168015 i ) In Progeess
Requisition &: RODDOSOLE01LS ARG D7 LSk 1] i
Requisitiongr: VINCENT J CLEMMER / CLEMMERD {901-747-7563) Vst mabdivd 057134000 55

Reguisition Header

Bill To: 475631 Ship To: 184756(MAILING)
MSC = MEMPHIS MATERIAL SERVICE CENTER
DISTRICT CODE 184 USPS
VWP SUPPLY MANAG 225 M HUMPHEEYS BLVD
Budget Group: MEMPHIS, TN 3IB166-6262
ATTHN: VIMCENT J CLEMMER
Payment Information Capital Tnformation
Paymant Mathod: SM Buyer Property Code #c
Vehicle: No Capital Property 10:
FEEMNETYPS:. Ci Proparty Accoutablity
After Approval Contact Finance #: 475631
Nome: MAD, Telephone: 301-747-7563 s
Aderess: MATERIAL SERVICE CENTER WF SUPRLY MANAG
251 N HUMPHREYS BLVD Delivery Ingtrucilons
ROON 1005 Required Dallvery Date: 6715/ 2004
MEMPNIS, The 38166-6202 MOTIFY CONSIGNEE 24 HOURS PRIDR TO DELIVERY

Line Item Detail

Bill To/ Unit Price/ Extunded
oy Uon Bascription Bhip To G Acct # Frice
Estimated tax ($):
Estimated shipping f handling cost ($):
Total goods and services ($): 0.00
Requisition Notes
Wa Notas Foundl
Raeguisition History
Mo History Found!
AREE; EL WP AEIPFLY MANAG
Current Approval Process: MEMPHIS MSC DIST: 164-DISTRICT LULE 154
UreLT: L1000 2504 MFMETE BT
Status Approvar/Dalegates Phana Approver Type/ Wiluws Approwed By Date
WAITING  LESLIE LISSIMORAE 102-268-4047  Limk [$22300) FEOINE
WAITIMG  CYNTHIA L KINCAID 202.368-5173  Mardatery NANE
WAITING  FINAL SYSTEM CHECK Final Systam Check 3

Supplier Information
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PS Form 7364, Serviceable Property Tag (Excess)

January 2014

SERVICEABLE PROPERTY TAG (EXCESS)

Postal Activity (Name, Address, ZIP Code)

PS Item No./NSN

POSTMASTER .Dtgzg,,- _
US POSTAL SERVICE °.
826 BAY AVENUE i 123421 _
roperty e No.
CAPITOLA, CA 95010-9998 4230.40
Acquisition Cost
14,000.00
FEDSTRIP Address Code Finance No. Year of Acguisition
189Y0U 05-0000 1994
Condition Code New-1 @;gd__z) Date Reported Excess
(Circle Appropriate Designation) Wood Steel 11 / 03 / 94
item Description [Include Serial and/or Model Numbers) Number of Items
. . 1
Truck, Forklift, Sit down Y
E. Rader
Tag Number =
c- 136007

PS Form 7364, APRIL 1989

1. REPORTING ACTIVITY

592
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Exhibit 571
PS Form 961-A, Post Office Property Record

| | | | | | | | |
B/A | State | Finance No. [VMF [cAG| PCN | Cost | Yr of Aca [System ID No. | Unit ID No.
| | | | | | |
Act | Reference Or Contract No. 1 From I AP | FY Act Contract Number k:ap AIPI Cap FY | vears
Current Processing Information Original Purchase Information Ser Life
Sublocation:
TRANSFERS: Attach Form 7340 (pink copy); DISPOSALS: Attach Form 969 (original approved copy);
MISCELLANEQOUS ADJUSTMENTS: Attach memo of explanation. Send to St. Louis PDC.
PS Form 961-A, September 1984 PosT OFFiCE PROPERTY RECORD
Front
Date Repairs

PS Form 961-A (Reverse)

Back
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Asset Accountability

Exhibit 571.1a
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Exhibit 575.1a

Accounting Period Change List

102 "5L-88905 N/S HOAIANOD
816's $ 052’9 261821 FIZOWESD666LY 20%55%  OYEL W¥O4 Qv b £661 296692 00°002Y
102 "£1-8905 N/S ¥OAIANOD
8L6’s $ 0sl'y 261841 9IZOHEE0666LY 209557  OYE. WHOd  aQv b s661 L7664 00° 0024
INIHOVW DNIL¥OS 130¥Vd
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anvA 1502 391440 *ON LIVY1INOD "ON 30N3¥343¥ NOILAINIS3IA 3dAl 3000 HA ON  H3SWNN 201 *ON 3002
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¥3434 SNOILONYLSNI NOILVIIAI¥3A ¥o4 “Q3LVIIONI d/¥ 3HL ONI¥NG 03$S3J04d 220991
SNOTLIVSNVYL AYOLNIANI AL¥3JO¥d TWNOSH¥Id TWLIdWD SIN3ISI¥A3Y ONILSIT SIHL 240608v4 140434
2001 39vd 2ad SINOT 1S
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Exhibit 575.2 (p. 1)
Logic Chart for Verification of Accounting Period Change Lists

Logic Chart for Verification of
Property Changes for the Month Report (PCFMs)

Problems that frequently arise in the course of verifying PCFMs generated from the Accounting Data Mart (ADM)
are listed on this page. The references at the end of each problem description pertain to the appropriate actions
and potential solutions listed on the following page.

Problem

1. ASC listing references District/Material Service Center-initiated code “J” purchases for which you have no
documents and/or have not received equipment. See A through E and P.

2. ASC listing references District/Material Service Center-initiated transfers for which there are problems. See
A through E, H, and I.

3. ASC listing references a disposal document (PS Form 969) of which you have no copy and/or no prior

knowledge of disposal. See B, C, and I.

4. ASC listing references activity code “D”MDC Issuance (PS Form 7339). You have a document but no
knowledge of receipt of shipment. See A through D, H, J, and .

5. ASC listing references activity code “D” issuance (PS Form 7339). You have no document, but the
equipment has been received. See B, C, J, and .

6. ASC lists a Headquarters activity code A transaction. You have no document and are uncertain as to
whether property has been received. See A through E and I.

7. ASC list shows a charge for property that has been rerouted, is being temporarily stored at another facility,
or is on order but not yet received at your facility. See A, B, D, and E.

8. ASC shows a charge for property which you have not received that involves a modified delivery order. See
A through O and K.

9. ASC listing shows a charge for an item that you have not received, but of which you know the current

status. See A through C and E.

10.  You have received items on Forms 7334, 7339, 7379-B, or a Headquarters contract, but the items have not
been charged on the ASC listing for the past two months. See E, F, and NI.

11.  You determine that the PCNs, number of units, and allocations of cost (not total cost) are wrong. See B, M,
and N.

12.  You determine that total costs are wrong. See B, C, and E.

13.  Your facility is charged with new equipment under activity code “M,” and the charge needs an additional
explanation, copy of the support document, etc. See B, C, and G.

14.  You have pending PS Forms 969, 7340, or 2880 which have not been processed in two months. See E, |,
and N.

15.  You have pending discrepancies that have been previously reported to the ASC and/or the manager of
administrative service, and you have received no response after two Months. See E.

16.  ASC listing indicates a modification number for equipment repair. You do not know whether the
modification has been performed. See A through D, G, O, and P.

17.  You need to have descriptive information (brand name, serial number, model number, size, capacity, etc.)
added to a property record. See O.

18.  ASO listing shows an installation charge on an interim 900000 series number rather than the actual
equipment identification number. See R.

19.  You have exhausted all attempts to reconcile overages/shortages through routine procedures. See S.

20. You need to have the physical location (room number, pay location, ZIP Code, etc.) added to a property
record. See T.
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Exhibit 575.2 (p. 2)
Logic Chart for Verification of Accounting Period Change Lists

Action/Solution

A Don’t simply note “Did not receive.” on the change list.

B Note on the change list: (1) the problems, (2) action you are taking to correct it, and (3) other action
needed.

Cc Retain identification labels.

D Contact personnel who might use the equipment and try to find out whether the item was received or
service was performed.

E Consult and coordinate with the manager of administrative service.

F Forward copy of pertinent document to the manager of administrative service.

G Discuss with Maintenance, Building Engineer, Functional Manager, Site Coordinator, or the manager
of administrative service as appropriate. Contract documents could be available in contracting office
files.

H Contact shipping office.

| Request copy of shipping document.

J Request shipping status from carrier.

K Request copy of documentation from the district.

L After first attempting local inquiry and seeking district assistance, contact the San Mateo ASC,
explain the situation and request assistance.

M Return identification labels, as applicable, with the change list to the San Mateo ASC.

N Attach copy of appropriate documents to the change list and forward to San Mateo ASC, requesting
research adjustment.

(o) If modification has been completed, include modification notification with appropriate equipment file.

P If property acquisition costs, services, or other charges are verified and there is no available support
documentation, make a note of the action you have taken and file with the list.

Q Enter information in the extended description field of the Property and Equipment Accounting
System.

R Identify the actual equipment installed, indicate the correct identification number to be charged on
the change list, and return the change list to the ASC.

S Issue PS Form 2880 for deletions and additions that cannot otherwise be substantiated as disposals.

T Enter location information in the location field of the Property and Equipment Accounting System.
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PS Form 2880, Physical Inventory Certification/Adjustments

Asset Accountability
Exhibit 576.2 (p. 1)
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6 Asset Recovery: Redistribution,
Recycling, and Disposal

61 Introduction

January 2014

611

611.1

611.2

611.3

Policy

Asset Recovery

Through asset recovery, items no longer required or no longer retaining a
specific functionality with regards to their original purpose are reclaimed or
restored to some degree of usefulness. Asset recovery benefits the Postal
Service by incorporating supply chain management practices described in
this chapter to costs avoidance and revenue generating methodologies while
stipulating environmental protection policies.

Redistribution, Recycling, and Disposal

The Postal Service is concerned with the effective, efficient, and profitable
disposal of surplus, obsolete, scrap and other types of material within our
organization. Redistribution, recycling, and disposal actions must serve the
overall interest of the Postal Service.

Environment

The Postal Service environmental policy, as stated in Handbook AS-550,
Recycling Guide, and Handbook AS-552, Pollution Prevention Guide, must
be incorporated into procedures governing material redistribution, recycling,
and disposal.

The Postal Service is committed to conducting all its activities in a manner

that protects human health and the environment, and will not hesitate to

exceed legal requirements when appropriate. In establishing regulations and

practices, the Postal Service implements policies that follow these guiding

principles:

a. Meet or exceed all applicable environmental laws and regulations in a
cost-effective manner.

b. Incorporate environmental considerations into our business planning
processes.

C. Foster the sustainable use of natural resources by promoting pollution
prevention, recycling, reuse of materials, and waste reduction.
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Material Management

d. Expect every employee to take ownership of and responsibility for our
environmental objectives.

e. Work with customers to address mutual environmental concerns.
f. Measure our progress in protecting the environment.

g.  Will encourage contractors to comply with similar environmental
protection policies.

h. Initiate pollution prevention technique by focusing on the use of
material and processes that eliminate or reduce the quantity and
toxicity of wastes at the source.

Applicability

These policies and procedures apply to the redistribution, recycling, and
disposal of material throughout the Postal Service. All installation heads,
functional managers, supervisors, and supply chain management personnel
at all organizational levels of responsibility must comply with these
instructions. Area, district, or local management may establish additional
review and approval procedures only if the Material Service Center and the
Area Environmental Compliance Specialist approve the procedures or
process.

Purpose
This chapter provides the following:

a. Procedures for Postal Service material managers to use in identifying,
reporting, redistributing, crediting, and disposing of inactive, excess, or
surplus material.

b. Procedures for identifying oversupply, designating retention assets,
and reporting and redistributing excess inventories of material.

C. Procedures that apply to excess or surplus equipment and other
material lent outside the activity inventory.

d. Methods for identifying, reporting, shipping, and controlling, including
internal and external reassignment of, these items.

e. Return procedures unique to special material categories such as mail
transport equipment, vehicles, automated data processing equipment,

etc.

f. Procedures for selling, scrapping, recycling, or disposing of supplies
unserviceable or obsolete, including procedures that apply to auction
sales.

Responsibilities

Installation heads, material management specialist, material accountability
officers, and other employees designated as responsible for material
management must take all necessary steps to ensure the prompt and proper
redistribution, recycling, and disposal of material declared nonrepairable,
obsolete, surplus, or inactive. Material management personnel are
responsible for ensuring that redistribution, recycling, and disposal are
accomplished promptly, within environmental guidelines.

Handbook AS-701



Asset Recovery: Redistribution, Recycling, and Disposal 616

615 Definitions
The following are definitions of terms used in this chapter:

a.

Redistribution is the process of returning inactive serviceable assets to
the source of supply or transferring them to a Postal Service activity
that can use them.

Disposal is the process of properly relinquishing possession of assets
that are unrepairable, obsolete, or surplus to Postal Service needs
through trade-in, sale, cannibalization, sale for recycling, transfer,
donation, or placement in a landfill.

Inactive material refers to all assets that are not being used.

Recycling refers to the collecting, processing, redistributing and
reusing, of material otherwise destined to be discarded.

Excess Items Catalog (EIC) is an eBuy catalog that contains excessed
Postal Service items.

Recovery of Assets and Material (RAM) involves the reutilization and

disposal of excess/surplus Postal Service assets (parts, supplies, and
equipment). RAM establishes processes, procedures and policies that
improve and contribute to the overall financial well being of the Postal
Service. RAM employs specific tactics to reduce inventory investment,

and to enhance management of excess/surplus assets.

616 Postal Service Forms Used
The following Postal Service forms are used in the redistribution and disposal

of material:
Form Number Form Name
PS Form 965 Salvage or Junk Tag
PS Form 969 Material Recycling and Disposal

PS Form 1586

Supply Record (card)

PS Form 3544

Post Office Receipt for Money

PS Form 4707

Qut of Order (tag)

PS Form 4783

Maintenance Control Supply Room Inventory Record

PS Form 7340

Shipping Instruction for Excess Property

PS Form 7348

Sale of USPS Personal Property — Bid and Award

PS Form 7348-B

Sale of USPS Personal Property — Iltem Bid Page

Multi-Agency Forms:

Form Number

Form Name

OF 16 Sales Slip — Sale of Government Personal Property
SF 122 Transfer Order — Excess Personal Property
SF 123 Transfer Order — Surplus Personal Property

Commercial Form(s):

Postal Service Bill of Lading (PSBL)

January 2014

155



62

Material Management

62 Material Identification and Reporting

156

621

622

622.1

622.2

622.3

General

Inactive material accounts for a portion of total Postal Service assets. Some
causes of excessive inactive assets are changing requirements, erroneous
stocking objectives, duplicate buying, inaccurate forecasting, and
obsolescence. The Postal Service can reduce total cost of ownership
through concentrated efforts which involve accurately identifying all material,
consistent reporting, and the redistribution or disposal of these assets.
Significant cost avoidance can be achieved by using the excess items
catalog (EIC) to redistribute assets versus new purchases.

Responsibilities

General

All Postal Service personnel are responsible for identifying inactive assets
within their local working area and reporting them to the appropriate
management level. Installation heads, maintenance managers, material
accountability officers, and other employees responsible for material
management will take all necessary steps to ensure the prompt and proper
disposition of identified inactive assets. Material management personnel are
responsible for ensuring that redistributions are accomplished promptly.

Operational Personnel

Postal Service manager’s at all functional levels are responsible for:

a. Ensuring that funds are not spent for new material if the need can be
filled on time and economically by using the EIC.

b.  Ensuring that inactive serviceable assets both excess to the manager’s
own operational needs and restricted for planned future use are
identified, reviewed and reported to the material accountability officer
(MAO). Transfers will be conducted in accordance with the procedures
in this chapter.

Installation Heads and MAOs

The Installation head delegates the material accountability officer (MAQO). The
installation heads and MAOs are at the front line to ensure accurate
identification, prompt reporting, and transfer of inactive assets. Critical
responsibilities relating to material identification and reporting are:

a. Accurately identifying inactive assets, using appropriate resources
such as Publication 247, Supply and Equipment Catalog.

Determining serviceability of inactive assets.

C. Maintaining communication with appropriate functional managers
concerning repairable equipment to be returned to use.

d. Ensuring that all assets identified as excess serviceable and are
promptly and accurately reported through channels.

Handbook AS-701
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622.4

622.5
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e. Maintaining inventory control of inactive equipment assets within the
facility, either manually or automated, and filling requirements from the
EIC in lieu of new purchases.

f. Ensuring that excess assets requested by another Postal Service
activity are promptly transferred as directed by material management.

g. Promptly coordinating changes in status of inactive assets (e.g., put
into local use) with the district material management specialist.

h. Ensuring that all serviceable excess items are placed in the eBuy EIC.

Maintenance Management

Maintenance management employees are more aware of inactive material
status than most Postal Service employees. Their positions are critical to
assuring that inactive serviceable (ready for immediate use) assets are
declared excess. Maintenance management responsibilities are:

a.  Assisting the MAO in accurately identifying inactive equipment, using
the appropriate resources.

b.  Determining serviceability of inactive equipment assets identified as
excess.

C. Assisting the MAO in determining feasibility of repair vs. disposal of
inactive equipment assets.

d. Promptly ensuring those repairs to inactive equipment assets are made
and that these assets are reported through channels, with assistance
from the MAO.

e. Reporting inactive equipment assets to the MAO.

f. Ensuring that inactive equipment assets destined for transfer are
properly packaged for shipment to avoid damage during transit.

g. Assisting the MAO and installation head in ensuring that excess assets
are promptly transferred as directed by material management.

h. Ensuring that the optimization report housed in the Maintenance
Inventory Support Process (MISP) module of the eMARS is used to
assist maintenance with controlling excess.

i. Promptly reporting any changes in status of inactive equipment assets
(e.g., returned to local use) through the appropriate MAO to the
material management specialist.

District Material Management Specialists

The district material management specialist (DMMS) position, which reports
to the manager of administrative services/finance, is responsible for
reviewing and assisting in the identification, reporting, and transfer of
inactive assets. These specialists provide assistance and guidance in
material management activity to all personnel within the district served.
MAQOs, installation heads, and maintenance managers are the primary field
contacts. DMMS responsibilities are:

a. Ensuring the proper identification, reporting, and storage of inactive
serviceable assets.
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622.8

623

623.1
623.11

623.12

Material Management

b. Monitoring to ensure that excess assets are promptly and accurately
reported. Equipment should be reported using the EIC.

C. Ensuring that appropriate personnel in all offices within the district
have access to appropriate supply data, and reports.

d. Maintaining inventory control of inactive equipment assets within the
district using the EIC and encouraging filling of requirements from
excess in lieu of new purchases.

e. Coordinating the transfer of excess serviceable assets and providing
appropriate documentation to process transfer and shipping.

f. Assisting the installation head and MAO in ensuring that excess
inactive equipment assets are promptly transferred.

Material Service Center Material Management

Material Service Center (MSC) material management is responsible for
assisting the DMMS in performing material management activities and
recommending changes in policy and procedures to Headquarters. Their
responsibilities relating to redistribution are:

a. Providing technical assistance in the redistribution of supplies and
equipment, as well as, training for all parties involved in asset
redistribution.

b.  Reviewing material management reports to ensure that assets are
promptly and accurately reported in the EIC and following up on past
due reports.

C. Reviewing recommendations and providing input at the national level
regarding redistribution policy.

National Supply Management Programs

The National Supply Management Program (NSMP) develops instructions for
implementing redistribution procedures and planning.

Supply Management Operations

Headquarters Supply Management Operations develops policy, procedures,
and plans to manage Postal Service assets.

Identification of Inactive Material

Material Designation

Oversupply Material

These assets include the quantity on hand or on order above the established
requisitioning objective for an item.

Retention Material

These are assets that represent a maximum (month) usage level or that has
been specifically reviewed and approved for activity or system retention
based on operational criticality, special program requirements, limited future
availability, contingency planning, etc.
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624.1
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Excess Material

These are assets over and above the foreseeable needs of the Postal Service
facility or organization accountable for them, and are serviceable and readily
available for redistribution (not designated for retention).

Surplus Material

These are assets over and above the foreseeable needs of the Postal Service
nationwide.

Obsolete Material

Assets which no longer provide or have a functional requirement within
Postal Service systems, processes or machinery, due to the development of
new and more economical methods.

Review Procedures

DMMS with the support of MSC personnel will review all categories of
material assets, primarily oversupply, retention, and excess on a quarterly
basis.

Reporting of Inactive Inventory

Policy

Excess equipment items must be listed in the EIC. Unserviceable items will
not be reported in the EIC.

Reporting Methods

General

The holding activity has two options for reporting inactive equipment for
redistribution: tagging or memorandum to the appropriate material
management group.

Tag Reporting
USPS Forms
Use the following Postal Service forms to tag and report inactive assets:

a. PS Form 7364, Serviceable Property Tag (Excess). This four-part tag
can be used to identify excess serviceable equipment assets (see
Exhibit 624.221a).

b. PS Form 4707, Out of Order (tag). This perforated two-part tag with
string is used to identify equipment in need of repair. Once completed,
the string part is attached to the equipment and the detachable stub is
forwarded to maintenance management. Before initiating repair, the
installation head or designee must determine whether the repair should
be performed. When repairs to an unserviceable item are deemed not
cost effective, tag the item with a PS Form 965 and initiate recycling or
disposal action (see Exhibit 624.221b).

C. PS Form 965, Salvage or Junk Tag. This one-part tag is used to identify
unserviceable equipment that is not cost effective to repair. Immediate
recycling or disposal action should be taken. (See Exhibit 624.221c.)
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624.222 Status Changes
Status changes must be reported as follows:

624.23
624.231

a.

Holder of Item. If a reported item has been returned to service,

transferred, or disposed of, remove copy 4 of PS Form 7364 (see
Exhibit 624.221a) from the material and note on it the appropriate
change in status and date (for example, “Put into use 11/30/04").

Note: DMMS have access to the EIC and may process status

changes on-line without using PS Form 7364.

PS Form 7364. When using PS Form 7364 to identify multiple units of

noncapital equipment items, the batch-tag method (one tag for a batch

of multiple items) may be used. Report status changes as follows:

(1)  Affix copy 4 and note change in the number of items followed by
the appropriate transaction codes.

(2) Copy the updated form and forward through the material
accountability officer to the functional manager, attention
material management specialist.

(3) Reaffix original form on remaining units.
Area Offices and Headquarters Field Activities must follow instructions
in 624.222, but forward copies of PS Form 7364 to the supporting

material entity, attention material management, or use the
memorandum reporting method (see 624.23).

MAQOs, District and MSC Material Management Specialists with EIC
access must:

(1) Review PS Form 7364 (or memorandum input) upon receipt for
complete and accurate information.

(2)  Once the information is verified, access the EIC and process data
according to instructions in the EIC user module.

Material Not Requiring Tagging. Several items are not tagged and do
not need to be listed in the EIC prior to redistribution or disposal. These
include:

(1)  Repair parts (see Handbook MS-63, Maintenance Operations
Support, and Publication 112, Repair Parts Catalog (in CD ROM)).

(2)  Motor vehicles (see Handbook PO-701, Fleet Management).

(83) Consumable supplies, directives, and forms (see Publication 247,
Supply and Equipment Catalog, and Publication 223, Directives
and Forms Catalog).

(4)  Mail Transport Equipment (MTE).
(5) Obsolete retail vending equipment.

Memorandum Reporting

District/Performance Clusters

Memorandum reporting is done by notifying applicable DMMS via
memorandum, e-mail or as otherwise instructed by local management.
Provide the following information: PSIN/NSN, PCN, description, finance
number, capital ID number (if applicable), quantity, condition (serviceable or
unserviceable), location, contact name, and telephone number.
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Table 624.24

Headquarters Field Units

Headquarters field units (such as Inspection Service offices or facilities
service offices) and area offices may use the memorandum method by
contacting the material management team at the applicable MSC.

Special Equipment Reporting
Major Mechanization and Automated Equipment

Table 624.24 describes the special reporting and handling procedures
associated with the movement of MPBCS/OSS, AFSM/100, facer-cancelers,
DBCS/OCRs, etc.

Special Equipment Reporting

Tag and Report In Excess Items

Equipment Type Catalog Additional Procedures
Major Mechanized and Entry with immediate closure Approval from area VP through Area
Automated Equipment (transfer) is optional In-Plant Support Merrifield, VA; coordinate

with MAO and DMMS for processing all
accountability transfers via the Property
Equipment Accounting System (PEAS)

Retail Vending

Yes Contact district retail specialist to confirm
proper reporting in EIC; review MLBs for
obsolete equipment.

Inspection Service items Yes (security containers) Report other items by memo to local postal
inspector in charge (see Exhibit 624.243).
Mail Transport Equipment No Report through transportation and

networks specialist.

624.242

624.243

624.244

January 2014

Retail Vending Equipment

This equipment, although reported as excess, requires additional reporting

procedures.

a. District Retail Specialist will report excess retail vending equipment to
the DMMS.

b. Both parties should review Material Logistics Bulletins for current and
obsolete vending equipment. (See 64 for disposal instructions.)

C. Excess vending equipment will be entered in the EIC.

Inspection Service ltems

Excess Inspection Service controlled items (see Exhibit 624.243) are
reported by memorandum to the local postal inspector in charge and listed
on the EIC. See section 645.2 for recycling and disposal instructions for
Inspection Service controlled items.

Mail Transport Equipment (MTE)

All MTE items must be reported to the MTE Support System through
Transportation and Networks, Processing and Distribution, to the Area
Distribution Networks Office (DNO).
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Information Technology Equipment

Report excess, obsolete, or nonrepairable Information Technology (IT)
equipment (e.g., computers, laptops, printers, digital copiers, fax machines,
Blackberries, and cell phones) to the supporting IT organization for
disposition. IT updates its AIMS database and provides disposition
instructions to the reporting activity.

Report Review

eBuy Reports/EIC Maintenance
Refer to eBuy and the EIC modules.

Responsibility

DMMS

The DMMS must review the following reports in eBuy. DMMSs will take the
appropriate actions after each review:

a. Reviews will be conducted as follows:
(1) Catalog Listing for Area/District (weekly).
(2) ltems Pending Disposition (daily).
(3) ltems Pending Approval (daily).
(4)  Order Management (daily).

b. Recovery of Assets and Material (RAM) documentation will be reviewed
by the DMMS before submission to the MSC. Upon receipt at the MSC
the documentation will be checked and transcribed for submission to
Supply Management Operations for posting.

MSC Material Management Specialist

MSC material management specialist (MMS) will review all items listed in
625.21 at a minimum, every week, and take the indicated actions.

63 Redistribution

162

631

632

General

Redistribution is the movement of property from one postal installation to
another.

Benefits

Some benefits of redistribution include:

a.  The avoidance of the cost of a new purchase.
b. Immediate availability of the material.

C. Reduction in “Total Cost of Ownership” storage space and holding
costs.

Optimum utilization of available assets.

Transfer of remaining capital depreciation to the gaining finance
number.
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Return/Transfer Processes

Options
Proper authorization and applicable forms are required for each of the
following options:
a. Return centrally stocked items such as repair parts and supplies to the
MDC.
Return item to local vendor who furnished the item.
c.  Transfer between Postal Service activities by using the EIC.

Return to MDC

Repair Parts, Supplies, and Equipment

Requesting Office

Items considered for return to the MDC must be new, properly marked, in its
original package, and be at least $50.00 in value. Additionally, supply items
must also be the current edition date in full carton quantities. Excess items
can not be returned without prior approval. Approval can be requested by
submitting a completed Request for Return Authorization. This form is
available on the Material Customer Service Web site at: http://blue.usps.gov/
purchase/operation/ops_nmcs_home.htm.

A separate form should be completed for each group code. Maintenance
stockrooms also have access to a Request for Return Authorization form that
is located in the MISP section under Optimization in eMARS. The completed
form can be e-mailed to “Topeka Parts RA” or can be mailed to:

CAPITAL EQUIPMENT MATERIAL MANAGEMENT

US POSTAL SERVICE

500 SW GRAY ORMSBY DRIVE

TOPEKA KS 66624-9995

Requests will normally be processed within 10 working days. The
appropriate item manager will evaluate all requests to determine which items
and quantities are authorized for return. The item manager will specify credit/
non-credit disposition and will assign a Return Authorization (RA) number.

The approved RA form will be returned to the requesting office. ltems
approved for return to the MDC should be returned within 21 days of the
approval date. The RA number must be on the outer cartons and labels.
Include a copy of the RA form as a packaging slip to ensure proper credit.
Offices returning unauthorized items or that fail to return items in a timely
manner will not receive credit, nor will the items be returned to the site.

Equipment

Requesting Office

Excess serviceable equipment items must first be reported to the servicing
DMMS. The DMMS will review the items for listing in the EIC. ltems listed in
the EIC can be redistributed locally or nationally. New items that aren’t
utilized through the method noted above can then be considered for return to
the MDC.
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Return Procedures for Discrepant Order

When there are shipping errors on items ordered through the MDC, contact
Materials Customer Service (MCS) to have the error corrected. Have the
initial shipment documentation available when calling the MCS. If the order
discrepancy was caused by an MDC error, MCS will credit the site or
authorize a return. Do not return any items to the MDC without prior return
authorization. Do not send back any item via priority mail.

Maintenance Office Review of eMARS Reports

Maintenance offices should review the Inventory Optimization Report every
six months and the Low/No Issues Report once a month to determine if an
item is a candidate for return to a vendor. These reports are located in the
Inventory MISP module of eMARS (see Handbook MS-63, Maintenance
Operations Support) for additional instruction.

Transfer Between Postal Service Activities

Repair Parts

Requesting Office

A facility or Inventory Control at the MDC may request transfer of a repair
part, either because a shortage exists at the MDC or an emergency need
exists. Credit will be granted at 100 percent of book value.

Procedure

Maintenance offices must review the eMARS stock catalog to determine if a
part is available for redistribution. If available:

a. Transfer in accordance with local procedure.

b. Contact the MSC for assistance with items the MDC will not authorize
for return or vendors will not accept back.

Supplies

Excess supply items may be redistributed. If needed, request assistance

from the DMMS. The following guidelines may be established locally:

a. Prepare a memorandum listing the supply items by: NSN, description,
quantity, edition/issue date, and shelf life (if applicable).

b.  Circulate the listing within the immediate area (localstations/ branches)
or district wide.

C. Annotate the transfer on PS Form 1586, Supply Record (Card) (see
Exhibit 633.52), or automated supply system.

Equipment

Requesting Office

When a requirement for equipment is identified, the EIC will be used as a first
source of supply by the requesting office.

Note: All Postal Service departments with both Customer Service and
Processing and Distribution functions must ensure that all in-house

assets are reviewed for availability. If the requirement cannot be satisfied
with on-site assets, and is available in the EIC, the requisitioner will

submit an eBuy request to acquire the item from the EIC.
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Process

eBuy users have access to the EIC. Therefore, they have the ability to order
items from the EIC.

The process is as follows:

a. Upon the approval of an EIC requisition, eBuy forwards the approved
request to the owning or holding the DMMS for completion or denial.

b. The DMMS that maintains ownership of the item will ship it to the
requestor or deny the request. No matter which situation occurs eBuy
will forward an e-mail to the requisitioner explaining the status of the
order.

C. Postal Service facilities, district and area offices that do not have eBuy
capabilities, will use local requisitioning policies and procedures.

d.  The DMMS holding the item will ensure that items designated
(approved) are shipped. When a PSBL is required the DMMS
maintaining or holding the item will prepare the PSBL (for instructions
see the FTMS user’s guide).

Shipping Office

The installation head or MAO of the shipping office ensures that items are

properly packaged for shipment and expeditiously transferred. When the

item is capital property, the Property and Equipment Accounting System

(PEAS) will be used to perform the transfer. A copy of the last screen shot

which appears before the transfer is completed in PEAS will be placed in the

pending verification file for reconciliation with the Property Change for the

Month listing. If the item is expense, file in the expendable material

transaction file.

Note: If the capital property ID label is not affixed to the property, either
affix label to the property or mail directly to the consignee.

Receiving Office

The installation head or MAO at the receiving office must take the following

steps:

a. Retain a copy of the PS Form 7340 for capital items in the suspense file
pending receipt of the items.

b. Upon receipt, verify shipment against PS Form 7340 for accuracy.
When the item is capital, ensures that the ID label is attached to form or
on item and is correct. If not, contact the shipping office and/or
applicable DMMS. Retain the form in the pending verification file to
reconcile with the monthly period change listing.

C. If not received within 15 days, contact the shipper and/or applicable
DMMS for assistance.

d. A PSBL may accompany the PS Form 7340 if commercial
transportation is required. Maintain copies with electronic PS Form
7340. See 55 and 56 for instructions.
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Special Equipment Redistribution

Mail Transport Equipment (MTE)

The area Distribution Networks Office (DNO) currently controls redistribution
of MTE items with information provided by Transportation and Networks at
the Processing and Distribution Centers/Facilities.

Major Mechanization and Automated Equipment

The area office of In-Plant Support is responsible for approval of all
relocation and excessing of major mechanization/automated equipment
within the respective areas.

Inspection Service Items

Normal redistribution procedures apply with approved requests for transfer
(see 624.243).

Vending Equipment

The district retail specialist and the manager of Customer Service Support
(Area) review assets. Normal redistribution procedures apply with approved
requests for transfer.

Motor Vehicles

The manager of Vehicle Maintenance currently reviews these assets. A PS
Form 7340-A, Shipping Instructions for Excess Property — Vehicle (see
Exhibit 633.545), is processed to document all transfers (see Handbook
PO-701, Fleet Management).

Information Technology Equipment

Redistribution of IT equipment (e.g., computers, laptops, printers, digital
copiers, Blackberries, fax machines, and cell phones) is controlled by the
supporting IT organization. IT equipment is only transferred or reassigned to
another activity or person with direction from the supporting IT organization.

Return Procedures

General

The procedures noted in Table 633.51 provide guidance for all returns unless
stipulated by a policy or directive of Supply Operations or its designee.
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Table 633.51
Summary of Return Procedures

Material Being Credit
Returned Authorization Percentage Marking & Packing Comment
Repair Parts Inventory Control Zero for past Mark RA on label and Prevent
Topeka bought with inside container. Ship replenishment by
Operations capital funds. All printed circuit boards changing eMARS
others can in antistatic bags and source code to M, L,
generate 100% foam cartons. One PS X, or U. Authorized
credit with Form 7433 per repair items must be
approved RA. item, section A & B to received by TMDC
accompany repair within 30 days of RA
items. Approved RAto | approval.
accompany shipment.
MDC Supplies, Shipping MDC 100% for new Mark RA on label. Only new, full cartons
Forms, and items in carton. Approved RA to will be considered.
Directives accompany shipment.

Express Mail and

Express Mail® and

No credit.

Priority Mail ltems Priority Mail®

Supply Center
GSA-MRA GSA Customer 100% of current Per GSA Customer All GSA request must
(Material Returns Service GSA price. Service Guide. be authorized prior to

Authorization)
Material Ordered
in Error

800-488-3111

return.

GSA-MRP GSA Customer 80% of current Per GSA Customer All GSA request must
(Material Returns Service GSA price. Service Guide. be authorized prior to
Program Excess) 800-488-3111 return.
DLA (Defense Call responsible Credit in Instructions provided
Logistics Agency) Commodity accordance with by contract person.

Defense Supply condition of

Center or DLA material returned.

Rep listed in DLA

Customer Svc

Guide
Codes:

A = Repairable parts authorized for local stockage.
B = Purchased by BPA.
C = Local purchase under warranty.

L = Local Purchase.

N = Repairables procured other than from TMDC and repaired locally.
U = Repairables procured from TMDC but repaired locally.

X = ltems automatically deleted from inventory master file when the BOH becomes zero.

January 2014

633.52

Exceptions

The following are exceptions to the procedures in Table 633.51:

a. Cost transfers within district boundaries. These are considered as local
decisions.

b. Individual transactions with a cumulative value of $100 or less. This
exception avoids the high cost of processing.
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641

642

Responsibilities

Installation heads, material accountability officers, and other employees
responsible for managing material must take all necessary steps to ensure
the prompt and proper recycling and disposal of material. MSC and district
material management personnel are responsible for providing guidance and
coordinating with MAOs the disposal activities throughout their assigned
geographic area.

Approval and Disposition

Disposal actions and methods for capital and sensitive property must be
approved in advance; some other items require special documentation and
handling. Accidental destruction, loss, or theft must also be documented.
The requirement for prior approval is hot applicable for material disposed of
by trade-in. See Table 642.

Table 642
Approval and Disposition Matrix
Supervised
PS Form 969 Destruction
Material Needed Prior Approval Needed? Committee
Capital or Sensitive Expense | Yes Yes: Manager, Administrative Service or Yes
designee1
Yes: Team Manager, Material Service
Center, or designee?
Note: Prior approval is not required for
items being traded in. PS Form 969
processed, however, to document the
disposition of the item.
Nonsensitive Expense Yes No No
Consumables (Supplies, No No No
Forms, Directives, Repair
Parts)
Antiques/Collectibles Yes Yes: Postal Service Historian Yes

1. CS/S Districts; VMFs; Stations and Branches; Associate Offices; P&D Centers; P&D Facilities; Maintenance; MIS; AMCs; AMFs;

and BMCs.

2. HQ field organizations; Area Offices; Inspection Service Offices.

643

168

Supervised Destruction Committee

The supervised destruction committee, at a minimum, should include the
installation head/designee and the MAO. For disposal actions involving the
destruction of capital items or sensitive property, a supervised destruction
committee must be established at all postal facilities. This committee
witnesses and documents material destruction by signing PS Form 969 (see
Exhibit 624.221d).
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644 Documentation

645

645.1

645.11

645.12

645.13

PS Form 969 is completed by the owning unit’s personnel before the
disposal of capital and noncapital property. PS Form 969 is available on the
Blue page; click Forms (instructions are on Page 2 of the form).

Accounting practices require that signature blocks 17, 20, and 21 on PS
Form 969 are signed by different individuals when disposing of capital
property. The order (dates) in which the required signatures are obtained is at
the discretion of local management.

PS Form 969 is used to document the disposal of capital equipment; the
completed form is sent to the supporting Asset Accountability Service Center
(AASC) for processing. Only the original signed document is acceptable for
submission to an AASC. PS Form 969 is also used to document the disposal
of noncapital equipment; the completed form is filed locally (copies are not
sent to the AASC unless otherwise directed).

PS Form 969 is not required for the disposal of consumables. Contact an
AASC for technical guidance if needed.

Note: For Headquarters (HQ) and HQ field units, the finance number
accountable manager/department head assumes the same
responsibilities as an installation head for the purposes of
documentation and accountability.

Material Requiring Special Approval

Antiques and Collectibles

General

All antiques, collectibles, and objects of historic value must be controlled
within a postal facility and appropriately safeguarded to ensure that they are
not damaged, destroyed, stolen, or disposed of as junk or valueless

property.
Exceptions

Antiques and collectibles, except for the types of postal property listed
below, may be disposed of only with the specific approval of the Postal
Service historian:

a. New Deal artwork (see Handbook RE-1, Realty Acquisition and
Management).

b. Postal Service property listed in the current edition of Publication 247,
Supply and Equipment Catalog.

c. Postal Service-owned or -leased real property.
d. Records (see 645.16).

Definitions

Antique — a unique or commercial object owned by the Postal Service that
is at least 100 years old.
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Collectible — anything that has value or interest for a person or organization
and is less than 100 years old. Age distinguishes a collectible from an
antique. Examples of Postal Service collectibles are a 1913 Seth Thomas
wall clock in an oak case; a collection bag used prior to 1930; an airmail
mailbag; leather-topped oak lobby tables; a brass, post-mounted collection
box; and a hanging scale.

Object of Historic Value — something that is one of a kind, rare, or
associated with a particularly significant person or event in postal history. An
example of an object of historic value is a ballpoint pen used by President
Nixon to sign the Postal Reorganization Act.

Artwork — a painting, sculpture, mural, drawing, mobile, engraving, etching,
etc., owned by the Postal Service and located in a Postal Service facility or
on loan to a museum, historical society, library, etc. Artwork may be of any
age.

Memorabilia — written or printed manuscripts, documents, books, and
publications that may be considered antique, collectible, or of potentially
historic value. Memorabilia are to be maintained and protected because their
intellectual content contributes to the documentation and understanding of
the history of the structure, functions, and activities of the Postal Service or
Post Office Department. Examples include postmasters’ certificates of
commission, personal correspondence, journals, diaries and scrapbooks,
copies of press releases and clippings, and copies of speeches.

Care of Historic Items

Responsibility

Managers at all levels should be aware of the antiques, collectibles, and
objects of historic value in use, stored, or displayed in their facility. However,
the postmaster or head of a facility is ultimately responsible for historic items
in his or her facility.

Preserving Antiques, Collectibles, and Objects of Historic Value

All antiques, collectibles, and objects of historic value in use, on display, or in
storage must be properly cared for and preserved. Follow these general rules
to enhance preservation:

a. Keep each object in a safe environment. Objects should be protected
from theft; vibration; extremes of heat, cold, and humidity; excessive
natural, incandescent, or fluorescent light; and physical damage
(scratching, bumping, breaking, etc.).

b. Inspect objects every three months to make sure that they have not
become damaged or soiled.

C. Conserve objects as necessary. Guidance on selecting a qualified
conservator may be obtained from:
HISTORIAN
UNITED STATES POSTAL SERVICE
475 L’ENFANT PLAZA SW
WASHINGTON DC 20260-0012

Telephone: 202-268-2074
Fax: 202-268-5413
e-mail: phistory@usps.gov

Handbook AS-701



Asset Recovery: Redistribution, Recycling, and Disposal 645.162

January 2014

645.15
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645.152

645.153

645.154

645.16
645.161

645.162

CONSERVATION SERVICES REFERRAL SYSTEM
AMERICAN INSTITUTE FOR CONSERVATION
1156 15TH ST, NW STE 320

WASHINGTON DC 20005-1714

Telephone: 202-452-9545

Fax: 202-452-9328

e-mail: info@conservation-us.org

Website: www.conservation-us.org; click Find a Conservator

Transfer or Disposal

Approval for Disposal

Local Postal Service officials may not take any disposal or other action
regarding historic items, whether by donation, sale, or otherwise, without the
approval of the Historian. Requests for such approval must include a clear
photograph of the item, a written description of the item, the proposed
method of disposal, and the reason why the proposed disposal is
appropriate.

Loans

Loans of historic items, when approved, must be subject to the care and
security requirements above. A written loan agreement is required. It must be
signed by the local postal official and the authorized agent of the borrowing
institution and must set forth all the terms of the loan.

Sale or Auction

When the disposal of historical items by sale or auction has been approved,
follow the guidance for disposal as set forth elsewhere in this chapter.
Receipts from Sale

Any receipts from the sale of antiques, collectibles, or objects of historic
value, artwork, and memorabilia must be entered in AIC 157, “Sale of Postal
Antiques,” on the Postmaster’s Statement of Account. The entry to AIC 157
will be reflected in Special Revenue Account 44036, “Other Miscellaneous —
Sale of Postal Antiques.”

Records

Records Created Before Postal Reorganization on July 1, 1971

All old records that were generated by the Post Office Department are
subject to the Federal Records Act and must be offered to the National
Archives and Records Administration for appraisal, disposition instructions,
and, if warranted, accession into the National Archives.

Records Created After Postal Reorganization on July 1, 1971

Postal Service records are the property of the Postal Service. Postal Service
functional groups with an interest in the records determine their disposition.
All such records should be maintained and disposed of in accordance with
existing records control schedules appearing in various Postal Service
directives.
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Assistance

For assistance in handling records created before July 1, 1971, and in the
disposition of Postal Service records created after that date, contact:
RECORDS OFFICE
UNITED STATES POSTAL SERVICE
475 L’'ENFANT PLAZA SW RM 4541
WASHINGTON DC 20260-2201

Telephone: 202-268-7119
Fax: 202-268-8976

Inspection Service-Controlled Items

Inspection Service—controlled items (see Exhibit 624.243) that are identified
for disposal must be reported to the local postal inspector in charge who will
issue disposition instructions. In addition to following the procedures in
645.2, a locally approved PS Form 969, Material Recycling and Disposal, with
the make/model and serial number of each security container (aka “safes”)
must be submitted to an Asset Accountability Service Center for additional
review and disposition guidance.

Mail Transport Equipment

The Area Distribution Networks organization must authorize disposal of all
MTE items.

Motor Vehicles
See Handbook PO-701, Fleet Management.

Proprietary Items Requiring Special Processing

Accountable Paper

Destruction procedures are outlined in Handbook F-48, Bulk Requisitioning
and MSC Accountable Paper Functions.

Postage Meter Printing Heads

Authorization

Postage meter printing heads purchased for use by Post Offices may be
released from the assigned postmaster’s equipment inventory accountability
only with written authorization from the administrative services manager. The
items must either be transferred to another Postal Service installation for
further use or completely destroyed.

Destruction

After obtaining appropriate approvals, forward the unserviceable postage
meter head and ring die/hub (by registered mail) to the maintenance manager
at the appropriate Processing and Distribution center or facility for disposal
action. Instructions for requesting approval and carrying out disposal are as
follows:

a. Before requesting disposal authorization, review instructions on repair
and replacement to ensure that the item is not salvageable.
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b. If disposal is warranted, request approval by submitting PS Form 969
to the administrative services manager. A copy of the approved PS
Form 969 should be submitted to the maintenance manager.

C. Once equipment accountability has been clearly established (rental vs.
Postal Service ownership) and approval has been obtained, send the
machine to the maintenance manager, who will have it completely
demolished. Demolition includes rendering the meter completely
unusable. The indicia must either be pulverized or melted down. In
addition, the meter head must be stripped of all usable parts before it is
destroyed.

d. A supervised destruction committee must be composed of supervisory
personnel from Maintenance and Marketing.

Imprinters

Postage Validation Imprinter

No local disposal action is authorized. Inoperable PVIs must be sent to the
maintenance manager for return to the Topeka MDC.

Money Order Imprinters

The Postal Service has a 5-year warranty on the Paymaster money order
imprinters, item #08100. You should report unserviceable imprinters to
Paymaster Corporation. The only disposal method for unserviceable money
order imprinters is supervised destruction.

Dead Letter Mail
Consult the Postal Operations Manual.

Post Office Boxes

Serviceable Items

Serviceable units must initially be listed in the EIC. Post Office boxes
determined to be surplus to Postal Service needs must be disposed of
accordingly. Authorizations to return serviceable new-in-carton 2900 series
units to the MDC must be obtained from Inventory Control.

Unserviceable/Obsolete Iltems
Units with combination type locks may be disposed of as complete units.
Units with key type locks must have the keys and locks removed (punched
out) before disposal or have the keys removed and locks rendered
inoperable (drilled with a bit). Forward locks and keys to:

MAIL EQUIPMENT SHOP

2135 FIFTH ST NE
WASHINGTON DC 20260-6224

Telephone: 202-281-2620

It is not necessary to remove fronts from nesting when disposing of Post
Office boxes.
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Donations

Postal Service managers must not grant approval to donate Post Office box
units or collection boxes in response to requests from federal or state
agencies, academic institutions, nonprofit organizations, or a public body. All
actions concerning the above items must be conducted in accordance with
the procedures outlined in 646.126.

Sales

Large lot sales of Post Office box units will be conducted by districts using
informal sales method or auction. Individual fronts or drawers, box/drawers,
and small lots may be sold at any philatelic or other Postal Service retail
outlet, provided keys and key type locks have been removed and sent to
MES as explained in 646.52.

Retail Vending Equipment

Reporting

Report all inactive retail vending equipment items to DMMS. Retail vending
equipment items that are obsolete, are surplus, or have been listed as excess
for a period of up to 6 months should be considered for disposal action.
Supervised destruction is no longer the mandatory disposal method for retail
vending equipment items. Disposition actions may consist of any of the eight
methods listed in 646.11, Methods and Priority, or any other specific method
directed by Self Service, Retail, Consumers, and Small Businesses.

Disposition
Self Service, Retail, Consumers, and Small Businesses, retain authority over
disposition of all retail vending equipment items. Therefore, offices with
inactive, obsolete, or surplus customer vending items that are being
considered for disposal action must follow the directions provided in Material
Logistics Bulletin (MLB) the Self Service, Vending Operations, mailing
address is:

RETAIL SERVICE EQUIPMENT

US POSTAL SERVICE

475 L’ENFANT PLAZA SW RM 7670

WASHINGTON DC 20260-7670

Permanently Marked Material

Before any material permanently marked with the Postal Service indicia or
words identifying the items as Postal Service material can be sold,
transferred, or donated, the identifying markings must first be obliterated or
removed.
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Collection Boxes

Policy

Collection boxes, including post type, street collection, and relay storage
boxes must not be sold to the public. They must be destroyed by the owning
Postal Service entity and sold as scrap. Collection boxes designated for sale
as scrap must be recycled. Contact a USPS environmental specialist for
information concerning federal, state, and local scrap metal recycling
requirements. (See 646.1271.) Collection boxes, including post type, street
collection, and relay storage boxes, must not be loaned to organizations or
agencies, including federal agencies, except as provided in 646.82.

Loans

With approval from the manager of Public Affairs, Corporate
Communications, surplus collection boxes may be loaned to a federal
agency such as a museum, for exhibit purposes only. There is no
requirement to change the color or remove the indicia, although the lock
must be removed and an audit trail established and maintained until the item
is returned. A written license agreement must also be executed to keep the
use of the collection box under Postal Service control. The Postal Service
must use PS Form 1590 signed by both parties and a signed license
agreement acknowledging the Postal Service rights to monitor all collection
box loans.

A loan of a collection box for use in a motion picture, on broadcast or cable
television, and/or in advertising agencies is executed under a licensing
agreement for a fee or no fee. Go to http://www.usps.com/
rightsandpermissions/ for an overview of the rights and permissions program
and for more detailed information. Rights and Permissions, Chief Counsel,
Corporate Law, must maintain a copy of the license agreement when a
collection box is licensed by a third party for use in the entertainment
industry or for any other purposes. All requests must be approved by the
manager of Public Affairs, Corporate Communications.

Mail Processing Equipment

The district manager, In-Plant Support, reports mail processing equipment
(e.g., facer cancelers, letter sorting machines, flat sorters, parcels/bundle
sorters, etc.) identified as unserviceable, obsolete, or surplus, through the
area manager, In-Plant Support, to the manager of Technology Acquisition
Management, Engineering, Merrifield, VA. (Final disposal action must be
coordinated through the MAO with the DMMS providing assistance as
needed.)

Information Technology Equipment

Contact the supporting IT organization for proper reporting and disposal
instructions for all IT equipment (e.g., computers, laptops, printers, digital
copiers, fax machines, Blackberries, and cell phones).

175


http://www.usps.com/rightsandpermissions/
http://www.usps.com/rightsandpermissions/

646.11

176

646.11

646.12

646.121

646.122
646.1221

646.1222

Material Management

Priority

When excess, surplus, or obsolete equipment, supplies, and repair parts
cannot be redistributed or recycled, material values must be recovered by
one of the methods listed below. The method selected must be in the best
interest of the Postal Service. The following list is in the preferred order of
priority and corresponds with disposal codes 1 through 8 on PS Form 969
(see Exhibit 552.1c):

a. Trade-in.

Sale by the Postal Service installation.

Cannibalization for parts.

Sale for recycling.

Transfer to other federal agencies (including military).

Donation to a state agency, public body, or nonprofit organization.
Destruction and landfill disposal.

S@ =9 a0y

Adjustments (loss, theft, and accidental damage or destruction).

Methods

Trade-in to Vendor

Trade-in is considered the most practical and efficient means of disposal.

Therefore, this method should be the first one considered for disposing of

equipment. The requirement for prior approval does not apply to equipment

disposed of by trade-in. The requesting office takes the following steps:

a. Completes PS Form 969, Material Recycling and Disposal (except for
consumable items).

Cross-references order or contract number of purchased item.

C. If capital or sensitive item, obtains the signature of installation head/
designee and MAO when trade-in is completed.

d. Files the vendor’s receipt or applicable purchase order for the traded-in
item with the originating office copy of PS Form 969.

e. Distributes PS Form 969 according to steps listed on reverse of form.

Sale by Postal Service Installation

General

Material that cannot feasibly be traded in should be offered for sale when it

appears that the value to be received would justify the sales effort. When

material is disposed of by sale, either the informal method or formal bid
method must be used.

Restrictions on Sales to Postal Employees

The following restrictions apply to sales to postal employees:

a. Material. Material may be purchased by postal employees, providing
they are not connected in any way with declaring the material excess
or approving it for sale. Any transactions involving the sale of postal
material to postal employees must be in conjunction with public sales
or auctions that have been advertised to the general public. It is
imperative that the public does not perceive that postal employees
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have exclusive or preferential access to purchasing Postal Service
surplus material. Additionally, postal employees are not prohibited from
purchasing any material offered for sale at a retail philatelic outlet,
provided that the price is fixed at a uniform rate for all customers.

b.  Postal Service Vehicles. Vehicles may be purchased, provided the
purchaser is not connected in any way with declaration of the vehicles
as excess or surplus. Additionally, surplus vehicles will be offered to
potential purchasers in the following priorities:

(1)  National Rural Letter Carriers. Certain restrictions apply. See
Handbook PO-701, Fleet Management.

(2)  General Public. Certain restrictions apply. See Handbook PO-701
and the Postal Operations Manual.

(3)  Other Postal Employees (Including Motor Vehicle Service
Drivers). Excluded from this approval are all PCES and their
immediate family resident in their households and all personnel
connected with fleet purchases, management operations, and/or
vehicle maintenance functions.

Informal Sales

The informal negotiated method may be used if each individual item to be
sold has an estimated fair market value of $10,000 or less. Competition
should be obtained and all sales should be conducted in the best interest of
the Postal Service. Under this method, offers from the public may be
obtained in writing, over the telephone, by fax, or in person, and the material
is sold to the highest bidder. Informal sales are conducted in any of the
following ways:

a. Sealed Bid. Items to be sold by informal sealed bid should be
displayed for a period of 5 days prior to the published bid opening
date. Bids received should be sealed in an envelope and kept in a
secure place. The bids are opened by the installation head or designee
and one witness, and sale items are awarded to the highest bidder. The
successful bidder is notified and requested to make payment and
pickup within a specified period.

b.  Negotiated Sales. Negotiated sales may be used when small quantities
of material need to be moved quickly due to time and space
restrictions. Bids may be solicited by telephone or fax. Negotiated
sales normally will not require advance notice.

C. Tag Sales. When it is in the best interest of the Postal Service, material
including Post Office door/drawer fronts may be sold at postal and
warehouse facilities. Door/drawer fronts will be sold individually or in
small lots at a predetermined fixed price. Collectibles, for which
approval has been obtained from the Postal Service historian, may also
be sold at these outlets. Sales must be advertised either by posters,
mailouts, use of news media, or other methods.

d.  Scrap Sales. Material that has no operational value, or material that has
been offered and not sold, may be sold as waste. Scrap sales should
normally be the last method of sale consistent with the best interest of
the Postal Service.
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646.1224 Formal Sales

The formal sales method must be used when the estimated fair market value
exceeds $10,000 per item, or if the approving official directs its use. Under
this method, offers from the public are solicited either as sealed bids or
through an auction. It is imperative that adequate competition be obtained
for all formal sales. All awards must be made in the best interest of the Postal
Service. The DMMS will coordinate formal sales activity.

646.1225 Procedures for Announcing and Conducting Sales
Sales are announced and conducted as follows:

a.

178

Public Notice. Adequate public notice must be given for all sales,
including auctions. Bidders lists should be maintained of all known
interested bidders. (Exhibits relating to auctions are provided in
Attachment B following this chapter.)

Informal Sales. Competition should be obtained and all sales must be
conducted in the best interest of the Postal Service. Keep the following
considerations in mind:

(1)  Negotiated sales normally will not require advance notice prior to
actual sales.

(@ Informal sealed bid sales normally require 5 days’ public notice.
Post or mail a locally produced notice of GSA Optional Form 15,
Sale Government Property (see Exhibit 647.225b(2)).

(3) Retail sales may be advertised by mailouts to areas close to the
retail outlet, the placement of posters in nearby Post Offices, use
of the news media, etc.

(4)  Scrap sales normally will not require advance notice.

Formal Sales. Formal sealed bid sales must be announced and

conducted in accordance with the terms and conditions of the

following forms or their computer-generated facsimiles:

(1) PS Form 7348, Sale of USPS Personal Property — Bid and
Award (see Exhibit 647.225c(1) (p. 1)).

(2) PS Form 7348-A, Sale of USPS Personal Property — General
Sale Terms and Conditions (see Exhibit 647.225¢(2)).

(3) PS Form 7348-B, Sale of USPS Personal Property — Item Bid
Page (see Exhibit 647.225c¢(3)).

Adequate public notice must be given:
(1) Post a copy of PS Form 7348 in Post Office lobbies and public
places. Also mail copies of the bid package to known interested

parties. The postings and mailings must contain all terms and
conditions of the sale.

(2) Sealed bids must be publicly opened at the time and place
designated on Form 7348. Form 7348 or a computer-generated
facsimile must be used as the award document.
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Auctions. Auctions may be conducted by the Postal Service or
consigned to a second party (e.g., an auctioneer or broker who will also
collect payment), whichever is in the best interest of the Postal Service.
A “Sale” notice will be published by poster, flyer, or some form of news
media, and mailed out to those on the bidders list, stating the general
terms as well as any special or unusual sale conditions. On the day of
the sale, the auctioneer will restate the conditions of the sale prior to
beginning the auction. Material for which offers have been rejected or
for which no bids were received may be offered again later in this sale,
or sold as scrap.

646.1226 Payment Procedure
The following must be observed in connection with sales payments:

a.

January 2014

Collection of Sales Price. Under both sealed bid procedure and
postal-conducted auction procedure, the sales price must be collected
prior to removal of the material from the sale site. Payment procedures
at consignment auctions are determined by the contract between the
Postal Service and the auctioneer.

Separation of Duties. A determination of how best to handle payment
arrangements must be made according to the following guidelines:

(1)  When the sale site is immediately adjacent to a Post Office or
station, have customers go directly to a designated window
clerk.

(2) When the sale site is not adjacent to a station, arrange for a
station to handle payments, or designate a window clerk to go to
the sale site to accept payments.

(3) If an employee other than a window clerk must be used, the
separation of duties in Handbook F-1, Post Office Accounting
Procedures, Part 122, must be applied.

Form of Payment. Payment may be by cash, check or money order
made payable to the U.S. Postal Service, as directed in Handbook F-1,
Part 311.

Documentation. GSA Optional Form 16, Sales Slip — Sale of
Government Personal Property, must be used in conjunction with PS
Form 3544, Post Office Receipt for Money. Optional GSA Form 16 (see
Exhibit 647.226d) is a four-part form similar to the cash sales slips used
in over-the-counter retail sales. The form functions as an invoice, a
cash receipt, a permanent accounting record, and a material release
document; it may also be used to record over-the-phone quotations for
informally negotiated sales. Completion of the form is largely
self-explanatory; note that in the “Sale No.” block at the top right
corner, the number from PS Form 969 must be inserted.

Sales Completion. When payment is made, the window clerk (or other
person designated to receive payment) must complete PS Form 3544,
entering the item or lot number and the material description from

Optional Form 16 (see Exhibit 647.226d). The original of PS Form 3544
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and all four copies of Optional Form 16 are given to the buyer. The
buyer presents those forms to the MAO (or other employee in charge of
the sale), who signs Optional Form 16, gives the buyer the original of
that form and of PS Form 3544, and releases the material.

Reporting Sale and Recording Revenue
Sales must be reported and revenues duly recorded as follows:

Forms Distribution
(1)  The MAO distributes copies of Optional Form 16 as follows:
(@ Copy 2, Yellow: files with Accounting.
(b) Copy 3, Blue: files with the installation’s copy of
PS Form 969.
() Copy 4, Pink: submits to the DMMS.
() The window clerk distributes PS Form 3544 as follows:
(@ Copy 2: uses it to support an entry to an account identifier
code (AIC) on PS Form 1412, Daily Financial Report.
(b) Copy 3: forwards to the MAO, who files it with the
installation’s copies of Optional Form 16 and PS Form 969.

Recording Revenue. Before forwarding Copy 2 of Optional Form 16 to
the accounting section, the MAO must insert an appropriate AIC
number in the “Reimbursable Account Number” block. One of the
following AICs must be used:

(1)  AIC 149 — Funds collected from the sale of paper, plastic, and
other recyclables such as: Aluminum, Batteries (Nonvehicle),
Cardboard, Fluorescent Bulbs, Glass, Newsprint, Pallets, Printed
Matter from Mail Recovery Center (Dead Letter Mail), Plastic,
Rubber, Shrink Wrap, Twine, Waste Paper and other recyclables.

(2) AIC 151 — Sale of Unserviceable Motor Vehicle Parts, Tires,
Cylinder Qil, and Refunds for Oil Drums and Other Containers.

(8) AIC 156 — Sale of Miscellaneous Equipment.
Note: Includes supplies, nonvehicle parts, and scrap metal.
(4) AIC 157 — Sale of Postal Antiques.

Auction Attachments. An example of a letter or task order contract with
the auctioneer detailing the services to be performed such as labor,
advertising and method of payment to auctioneer (usually a percentage
of gross sales, which provide incentive to increase potential sales).

Note: This may require solicitation as well.

646.123 Cannibalization for Parts

When material can no longer be used in its original configuration, it may be
cannibalized. Cannibalizing refers to the removal of serviceable parts for use
in the repair of other equipment, such as major mechanization. No Postal
Service employee may appropriate for personal use any item that is to be
destroyed.
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Sale for Recycling

Disposal

If material has been cannibalized, it must be dismantled, disfigured, rendered
unusable, and sold as scrap. For removal of other types of materials such as
hazardous waste, paper, etc., contact the Environmental Compliance
Specialist in your area or the Materials Service Center for information
concerning recycling and waste reduction resources. Landfill disposal is the
last resort for the U.S. Postal Service. All items or material designated for
landfills must met the regulatory guidelines established by the Environmental
Protection Agency, State and local laws, and Postal Service regulation.
Online Assistance

The United States Postal Service Environmental Management Policy,
Headquarters has established and external web site that can be used by all
postal entities to aid the decision making process concerning disposal, the
USPS external Web Page is located at http://postal.tteam.com.

The Area Environmental Compliance Specialist should also be contacted and
Handbook AS-550, Recycling Guide, and Handbook AS-552, Waste
Reduction Guide will be followed.

Note: DMMSs and MSCs will be notified prior to implementing any
disposal activity.

Transfers to Federal Agencies (Including Military)

Federal Agencies

Material may be transferred to other federal agencies with or without
reimbursement, depending on whether the material has value to the Postal
Service. The administrative services manager or the material service center
must approve transfers of capital, sensitive, proprietary, or items requiring
special approval. All other items may be transferred with the approval of the
installation head/designee without cost to the Postal Service. The forms
used to document such transfers are:

SF 122, Transfer Order — Excess Personal Property (see Exhibit 647.251¢)
SF 123, Transfer Order — Surplus Personal Property (see Exhibit 647.251d)
Military Organizations (APOs/FPOs)

When USPS capital items in use by APOs/FPOs have reached their fully
depreciated value, the accountable postal organization will transfer them
permanently to the holding military organization by completing PS Form 969.

Donation to a Federal or State Agency, an Academic Institution, a
Nonprofit Organization, or a Public Body

Policy

The Postal Service defines a public body as any state, territory, or
possession of the United States, any political subdivision thereof, the District
of Columbia, the Commonwealth of Puerto Rico, or any American Indian
tribe. Collection boxes and Post Office boxes that are designated surplus to
Postal Service needs must not be donated to federal or state agencies,
academic institutions, nonprofit organizations, or a public body, but shall be
recycled or destroyed and scrapped. Surplus material that is unmarketable,
excluding collection boxes and Post Office boxes, may be donated to state
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agencies, academic institutions, nonprofit organizations, or a public body.
Materials classified other than collection boxes that are designated surplus,
nonsensitive, expendable, or obsolete are referenced in 646.1262 and may
be dealt with accordingly.

Authorization

The installation head or designee must authorize donations of nonsensitive,
expendable, obsolete, or surplus material. Refer to 645 and 646 for specific
disposal procedures relating to the donation of items categorized
“proprietary” or “requiring special approval.” The manager of the MSC must
authorize donations of capital or sensitive property.

Procedure

The installation head must obtain a written request, signed by an officer of
the qualifying agency, that includes the agency’s tax-exempt identification
number and telephone number. Upon receipt of the written request, the
installation head or designee will prepare and process PS Form 969 and
attach the documentation to the form. The installation head or designee
notifies the requesting agency that the material is ready for pickup or
shipping. If any packing or shipping costs are incurred, the requesting
agency must pay them. The installation head or designee must obtain a
signature for receipt of the material (e.g., on the original written request).
Donation to Foreign Government

Consideration may be given by the installation head or the assigned
designee on a case-by-case basis to donate surplus equipment, other than
collection boxes and Post Office boxes, to a foreign government. Requests
for specific equipment will normally be received from International Postal
Affairs. Approval to donate any equipment will be granted by the manager of
Asset Management and Asset Management Performance & Accountability
(AMPA). Surplus equipment located in the field will be processed for
shipment through AMPA and the Asset Accountability Service Centers.

Destruction and Landfill Disposal

Policy

Postal Service facilities, offices, departments, and entities must not use
landfills to dispose of collection boxes. Postal Service entities that designate
collection boxes for destruction must destroy by scrapping out the
equipment followed by metal recycling. Methodologies used to process
recyclables normally generate residual (waste) that cannot be sold,
reprocessed, or reused. The processes noted above are the only authorized
methods of destruction or disposal for collection boxes. The methods above
comply with the Environmental Protection Agency, federal, state, and local
environmental laws, and Postal Service regulations concerning the
destruction, disposal, or recycling of metal objects.

Procedure

A variety of federal and state requirements set standards for municipal
landfills. Postal Service employees should use existing methods to collect
and transfer materials to landfills. In accordance with Handbook AS-550,
Recycling Guide, and Handbook AS 552, Waste Reduction Guide, each
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facility should build a recycling team, conduct a waste stream assessment,
select the best recycling methods, and understand and publicize to all
employees the principles of collection, storage, and transfer.

Costs

Reasonable removal costs that are within local purchasing authority may be
incurred and should be charged to the account covering trash removal.

Adjustments: Loss, Theft, and Accidental Damage or Destruction
Loss and Theft

Employees must report all lost or stolen material through their immediate
supervisor or manager to the installation head. The installation head will
determine whether the quantity and value of lost or stolen items also
warrants submission of an explanatory memorandum to the local inspector in
charge. For capital property, PS Form 969 (see Exhibit 624.221d) must be
sent through channels, with a copy of the memorandum, to:

PROPERTY SECTION

INFORMATION SYSTEMS SERVICE CENTER

2700 CAMPUS DRIVE

SAN MATEQO CA 94497-9471

Telephone: 866-974-2733

The form should be signed by the installation head and the material
accountability officer.

Accidental Damage or Destruction

If material is damaged to the point that it is unrepairable, it must be disposed
of according to procedures outlined in this chapter. The installation head/
designee and MAO should sign the PS Form 969.

PS Form 7364, Serviceable Property Tag (Excess)

SERVICEABLE PROPERTY TAG (EXCESS)

Postal Activity (Name, Address, ZIP Code) PS Item No./NSN
POSTMASTER 124D
US POSTAL SERVICE ID No. (Capital)
555 SOUTH THIRD STREET
MEMPHIS TN 38101—9998 Property Code No.
Acquisition Cost
$259.00
FEDSTRIP Address Code Finance No. Year of Acquisition
18471V 47-5664 | 1993
Condition Code New-1 { Usedq Date Reported Excess
(Circle Appropriate Designation) Wood &Ste‘ey’ 8/15/94
Item Description fInclude Serial and/or Model Numbers) Number of Items
Case and Table, Carrier, Adjustable 1
Shelf, w/o Dividers Control Officer
H. McGovern
Tag Number -
248505
PS Form 7364, APRIL 1989 1. REPORTING ACTIVITY

January 2014
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Exhibit 624.221b
PS Form 4707, Out of Order (tag)

PS Form 4707, January 1991
U.S. POSTAL SERVICE
OuT OF ORDER

{Defective or Inoperative Equipment)
Type of Machine or Equipment Mumber

DO NOT USE

REMOVE
| FROM SERVICE
IMMEDIATELY

PS Form 4707, January 1991 (Reverse)

‘Employee

This equipment must be disconnected or
property locked out if connected to a
power source.

Type of Machine or Equipment Mumber

TYPE OF EQUIPMENT:
Office Date Date
Employee

LOCATION:

Turn this stub into your supervisor. Affix
tag to defective or inoperative article.
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Form 965, Salvage or Junk Tag

E Salvage or Junk Tag

UNITED STATES

POSTAL SERVICE

N Notice:
S Dispose of This Item as Soon as Possible
(Control Officer Signature) (Date)

PS Form 965, April 1994
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Exhibit 624.221d (p. 1)

PS Form 969, Material Recycling and Disposal
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646.1282

isposal

Redistribution, Recycling, and Di

PS Form 969, Material Recycling and Disposal

Asset Recovery
Exhibit 624.221d (p. 2)
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646.1282 Material Management

Exhibit 624.243
Special Approval for Inspection Service-Controlled ltems

Special Approval for Inspection Service-Controlled Iltems

The transfer and disposal of the following items, both serviceable and unserviceable, are controlled by the Inspection
Service. Disposition instructions may be obtained by reporting by memorandum the item number, description, and
quantity of excess/surplus items to the local postal inspector in charge. Security containers are to be entered into EIC
and reported to the Inspection Service prior to any transfer or disposal action. Inspection Service-controlled locks are
to be reported by memo.

Item No. Description
293 Safe

294 Safe

295 Safe

296 Safe

297 Safe

298 Safe

299 Safe

091SP Lock

0912B Lock

0912C Lock

0912D Lock

0931A Lock

0931AHR Lock

0931A0 Lock

0931AHL Lock

0931CYL Lock

09310 Lock

01239 Observation unit
01240 Observation unit
01240A Observation unit

replacement glass

188 Handbook AS-701



646.1282

Asset Recovery: Redistribution, Recycling, and Disposal

Exhibit 633.211

PS Form 8180, Request for Return Authorization
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Material Management

|
|
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REMOVE STUBS FROM BOTH ENDS OF ENVELOPE
USE THUMB NOTCH TO PEEL OFF ENVELOPE FACE

OV1 3719vHVYd3H JONVYNILNIVIA - LNJIWNDO0A d3TT0HLNOD
VN SSY10 LSHId

00E% "JOVLSOd 40
ANIWAYG QIOAY OL 35N SS3NISNE TWIDNEH0
ALYAIHd HOd ALTYNId —

TAYW'SN

2096-¥2999 SH WH3dOL

AMHd WYHYLNOW MS 52 AMH
32IAH3S TVLSOd S3LVLS a3LINN
HILN3ID NOLLNBIHLSIA 13IHILYIN

PS Form 7433, Maintenance Reparable Tag

646.1282
Exhibit 633.213

Handbook AS-701
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PS Form 4783, Maintenance Control Supply Room Inventory Record

Asset Recovery: Redistribution, Recycling, and Disposal

Exhibit 633.512
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646.1282

Material Management

Exhibit 633.52

PS Form 1586, Supply Record (card)
PPSSheg-\éﬁjmfParr No. National Stock No, N/A Bin Location c5 (a) (2)
Description  Return receipt-registered, insured, and Unit Price

certified mail (card available) *
Unit Of Issue Source Of Supply Material Maximum Level Minimum Level
Each (4,500/ctn) Distribution Center | 750 ** 250 *xx
f?:ﬁ:f\‘ii Issued Received Ordered g :lilr::: d Issued Received Ordered
Dates 9 (wa Date Qry Date Oty Date Qty Date Qty Date Qty Date Qty Date Qty
3/1| 1,000 I
6/1 300{5/30 790 7/1 700 [6/1] 700
9/1 500]8/30 500 ji0/1] 500 |9/1] 500
1277 400111/30 600 | 1/5/ 600 l2/1]| 600
1/5/ 1000
PS Form 1586, November 1985 SU PPLY RECORD o USGRO. 1989 242-531/92035

192
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Asset Recovery: Redistribution, Recycling, and Disposal 646.1282

Exhibit 633.532¢(1)
PS Form 7340, Shipping Instruction for Excess Property

Number
ATES POSTy
H b 3 445846
4 SHIPPING INSTRUCTION FOR EXCESS PROPERTY
‘-.....5 B cepitat [ Expense
ship By  _, Official Mail Under B Freight Under Government
Penalty Tag* . B/LNo.C-1,234,567
B/L Description
Instructions to Shipper
If equipment is no longer
available, or is not in “Good
or Better” condition, return
Routing: Ship Via Shipper Finance No. (Mumeric Only) Enter “T" if VMF all pspers with an explanation
to issuing office shown below.
|4 ! ll 6 514 !ll D Mail BLUE copy of original
GBL to consignee after ship-
Sh ipper ment is signed for by carrier.
*Shipments sent by Official
US Postal Service Mail must be adequately packed
2970 Market Street to prevent dsmage.
Philadelphia, PA 19104-9997
T 2. 3. 4. !5. 6. 7. 3 X
Identification Property Code PSIN Description (Include serial number, model | Acg. Property Q Unit Total
(if capital) Number number, and other data as required.) Year | Tag Number ty. Cost
819191410{0]9300.40 Small Parcel Bundle Sorter |90 1 800,000 (300,000
Signature of Shipper Date of Shipment
George Larson 7/20/94 TOTAL ’
State Number Enter “T" if VMF
Consignee Finance No. Refer inquiries to Division
{Numeric Only) 411 3141815 Dirsctor/Manager Support Services
Consignee Ordering Office Req. Number City, Stote & ZIP + 4 of Postal Installation
US Postal Service : 1ohi
. phia, PA 19104-9997
1425 Crooked Hill Road Philadelphia, PA
Harrisburg, PA 17107-9997 Authorized Signature
) H. Samerton, Dist. Mat. Mgmt. Spec.
Date ’
7/25/94

PS Form 7340, October 1986 4 gpippeR‘S COPY: Ship property, delete from tab list, and duplicate of PS Form 7391
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646.1282

Exhibit 633.545

Material Management

PS Form 7340-A, Shipping Instructions for Excess Property — Vehicle

No.
U.S. Postal Service ° a
SHIPPING INSTRUCTIONS FOR EXCESS PROPERTY — VEHICLE 035926
INSTRUCTIONS

Shipper: See Chapter 2, Fleet Management Handbook PO-701. Reason for Storage: |1=Age, 2=Wrecked, 3=Uneconomical to

repair, 4 =Miles and 5=0ther.

Reason for Transfer: 1=Growth (New Route), 2=Motorization | Reason for Replacement: |=Replaced by new vehicle, 2=Replaced
(New Service), 3=Route Adjustment, 4=Change in Delivery by contract vehicle, 3=Replaced by future procurement, and
(Eliminate Vehicle Hire), 5=Replaced Vehicle in Storage, and 4=Replacement not required.
6=>Storage. Vehicle Condition: 1=Good, 2=Fair, 3=Poor and 4=Junk.

[SHIPPER: Consignee:
From Region To Region
From Location Code To Location Code
From Finance No. To Finance No.
Reason for:
Vehicle Number Transfer
Storage R
Replacement
Replacement Vehicle Vehicle Condition -
Make/Model Change From To
Prepared by
U.5. Postal Service (Division] Division g or Desig Date §gnsd

PS Form 7340-A, June 1989

194
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Asset Recovery: Redistribution, Recycling, and Disposal 646.1282

Exhibit 633.63
PS Form 7370, Request for Funds Transfer

Page 1 of
UNITED STATES
POSTAL SERVICE v Request for Funds Transfer
Date:
Our Ref:

ACCOUNTING SERVICE CENTER

MINNEAPOLIS INFORMATION SERVICE CENTER
US POSTAL SERVICE

1 FEDERAL DRIVE

FT SNELLING MN 55111-9614

(Fold here before placing form in a window envelope.)

Pursuant to Management Instruction AS-720-90-9, Procedures for Transfers and Budgetary Adjustments of Expendable Equipment,
prepare a journal to debit Account Number 56840 and credit Account Number 56830 for the following amount(s) and finance number(s).
For additional entries, use Form 7370-A, Request for Funds Transfer (Continuation Sheet). Number pages sequentially, adding the name
of your Division and the date on each attached 7370-A. Show grand total of all entries on Form 7370, Local reproduction of Forms 7370
and 7370-A is authorized.

Debit Account Number 56840 Credit Account Number 56830
Finance Number Amount Finance Number Amount
Grand total of all debits Grand total of all credits

Copies of Form 7381, Requisition for Supplies, Services, or Equipment, supporting the transaction(s) listed are on file in this office.

Signature of Manager, Support Services PEN/Commercial Telephone Number with (Area Code)
Typed Mame and Division Mailing Address
PS Form 7370, August 1990 Entries may be continued on Form 7370-A

January 2014 195



646.1282 Material Management

Exhibit 646.10
Release from Liability and Denial of Warranty for Sold or Donated Computer Equipment

The following equipment is being sold/donated by the U.S. Postal Service to

(buyer/donee):

7.

8.

This equipment may contain toxic materials and, if so, may not be sent to a landfill (i.e., disposed of in the trash).
Once the buyer or donee takes possession of this equipment, the buyer/donee is solely responsible for ensuring that
the equipment is recycled or disposed of in accordance with all applicable local, state, and federal laws. Reselling
this equipment does not release the buyer/donee of this responsibility unless a similar signed release is executed.
The buyer/donee accepts the equipment as is. No warranty is provided or implied.

Buyer/Donee Signature

Printed Name

Title

Address

Phone

196 Handbook AS-701



Asset Recovery: Redistribution, Recycling, and Disposal 646.1282

Exhibit 647.225b(2)
GSA Optional Form 15, Sale Government Property

OPTIONAL FORM 15
DECEMBER 1960
GSA CIRCULAR NO. 226

GOVERNMENT

PROPERTY

Time and Date .7i35 a.m., February ¢,.1994.....
at . USPS, 10th & Pattison Streets, Philadelghia, PA............

Inspection ... BQUiRENE. WaXehauSe, . . vve i e ireineeinaennaennn

For Additional Information Contact . .Jack Miller. ..........

al . .(A13) 6893255, st rnrnrarararar s Ceeres e s esesa e
Refer to Sale No. ...%3........ e ettt te et e e,

*U.5. Government Printing Umce: 1862 — S21-s5d
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646.1282 Material Management

Exhibit 647.225¢(1) (p. 1)
PS Form 7348, Sale of USPS Personal Property — Bid and Award

RETURN WITH BID

U.5. POSTAL SERVICE INVITATION FOR BIDS NO. PAGE %
SALE OF USPS PERSONAL PROPERTY — BID AND AWARD
ISSUED BY ADDRESS YOUR BID TO
:':O? INFORMATION CONTACT (Name & Tel. BI1DS WILL BE OPENED AT (Place, date and time)
Sealed bids in —____ copy(ies) for purchasing any or all items listed on the accompanying schedule, will be received at the place

designated above until the date and time specified above and at that time publicly opened, subject to: (1) The General Sale Terms and
‘onditions, PS Form 7348-A attached and made a part of this solicitation package and such other special terms and conditions, if
required, attached and made a part of this solicitation and identified as
I . (2) BID DE P(}SITD 1S NOT REQUIRED:[] IS REQUIRED IN THE AMOUNT OF TWENTY

PERCENT OF THE TOTAL BID, MADE PAYABLE TO: Disbursing Officer, U.S. Postal Service, (3) Bidder is required to pay for

any or all of the items listed on the Item Bid page(s), Form 7348-B, as part of this Bid, at the price set opposite each item, within
calendar days after date of award, and to remove the property within —______ calendar days after date of award
by the U.S. Postal Service.

Property to be sold will be available for inspection on , between the hoursof ____ AM
and ___ PM, at

BID (This section to be completed by the Bidder)

In compliance with the above, the undersigned offers and agrees, if this Bid is accepted within _________ calendar days (60
calendar days if no period is specified by the Postal Service or the Bidder, but not less than 10 calendar days in any case) after
date of Bid opening, to pay for and remove the property. The total amount of the Bid(s) is § ____ and attached is the bid
deposit, when required by the Invitation, in the form(s) of , in the
amount of §

BIDDER REPRESENTS THAT: (Check appropriate boxes)

(1) He/She [ has, [] has not, inspected the property on which he/she is bidding.

(2) He/She Dis,Dis not, ang individual or aDsmall business concern. (See CFR, Title 13, Chapter 1 Part 121, Sec. 121.3-9,
for the definition of small business.) (Complete the following only if the total amount of the bid(s) exceeds $25,000.)

(3) (a) He;’SheDhﬂs,D has not, employed or retained any complany or person (other than a full-time, bona fide employee work-
ing solely for the Bidder) to solicit or secure this contract, and (b) he/she [ has, [ ] has not, paid or agreed to pay any company or
person (other than a full-time bona fide employee working solely for the Bidder) any fee, commission, percentage or brokerage fee,
contingent upon or resulting from the award of this contract; and agrees to furnish information relating to (a) and (b), above, as
requested by the Contracting Officer. (For interpretation of the representation, including the term “‘bona fide employee,” see Postal
Contracting Manual 1-504.3.)

NAME AND ADDRESS OF BIDDER (Street, Suite No., City, State and SIGNATURE OF PERSON AUTHORIZED TO SIGN THIS BID
ZIP Cade} (Type or print)

NAME AND TITLE OF SIGNER (Type or print) DATE OF BID

TELEPHONE NUMBER:
BIDDER IDENTIFICATION NO. (If applicable):
ACCEPTANCE BY THE US. POSTAL SERVICE (This section for USFS use ONLY)

ACCEPTED AS TO ITEM(S) NUMBERED SIGNATURE OF USPS CONTRACTING OFFICER DATE OF
ACCEPTANCE

TOTAL AMOUNT CONTRACT NUMBER(S) NAME AND TITLE OF CONTRACTING OFFICER

PS Form
Jan. 1950 7348
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SOLICITATION INSTRUCTIONS AND CONDITIONS

. BID DEPOSITS

Where a bid deposit is required by the Invitation, all bids must be
accompanied by such deposit in the amount of 209 of the total
amount bid which must be in the possession of the Contracting
Officer by the time set for bid opening. Bid deposits shall be in the
form prescribed in clause No. 4 of Form 7348-A. Any bid which is
not timely supported by an acceptable bid deposit may be rejected as
non-responsive. Any bid deposit received after bid openings will be
considered in the same manner as a late bid.

2. MODIFICATION OR WITHDRAWAL OF OFFERS

(a) Offers may be modified by written or telegraphic notice received
prior to the exact hour and date specified for receipt of offers,

(b) Offers may be withdrawn by written or telegraphic notice or in
person by an offeror or his authorized representative (provided
his identity is made known and he'signs a receipt for the offer).
but only if received at the specified office.

(i) If this solicitation is advertised, prior to the exact hour and
date specified for receipt of offers, or

(i) If this solicitation is ncgotiated. prior to award.

3. LATE OFFERS, MODIFICATIONS, AND WITHDRAWALS

(a) Offers and modifications of offers or withdrawals thereofl
received at the office designated in the solicitation after the exact
hour and date specified for receipt will not be considered unless
they are received before award is made and, except for withdra-
wals under negotiated soliciations, either:

(i) they were sent by registered or certified mail not later than
the fifth calendar day prior to the date specified for receipt. or

(1) they were sent by mail (or telegram if authorized), or deli-
vered by other means to the precise depository prescribed in the
solicitation. and it is determined by the head of the procuring
activity that the late receipt was due soley to mishandling after
receipt by the addresee postal facility.

(b

The only acceptable evidence to establish —

(1) the date of mailing under (a)(i). above. is legible, original
postmark supplied and affixed on the date of mailing by Postal
Service employees on the offer wrapper or on the original receipt
given therefore, or

(i) the time of receipt under (a)(ii), above, is the time/date
stamp of such facility on the offer wrapper or other contempor-
ary, documentary evidence of receipt maintained by the facility.

Notwithstanding the above. a modification of an otherwise
successful offer which makes its terms more favorable to the
Postal Service will be considered at any time it is received and
may be accepted.

(c

(d) If this solicitation is negotiated, consideration also will be given
to:

(i) the only offer received.

(i) ‘normal offer revisions, by offerors selected for discussion,
received before the negotiation cut-off time established by the
Contracting Officer, and

(i) offers and modifications of offers received before award
when determined by the head of the procuring activity to con-
tain a overriding cost or technical benefit to the Postal Service.

. AWARD OF CONTRACT

Each item will be sold to the responsible. responsive bidder for that
item whose bid is the highest bid received. unless, such bid would
take unfair advantage of the Postal Service or other bidders. (See
clause 3(b) of Form 7348-A) All awards will be made on line item
basis.

A written award mailed (or otherwise furnished) to the successful
Bidder within the time for acceptance provided in the Invitation shall
be deemed to result in a binding contract without any futher action
by either party.

. SALE OR USE TAX:

Any sale or use tax imposed by any State or political subdivision
thereof will be paid dircctly by the Purchaser to said State of political
subdivision thereof levying such tax.

. EXPORT

The Invitation for Bids (IFB) does not constitute a guarantee that
the property listed in the 1FB is authorized for export from the
United States. The property sold hereunder may not be exported
from the United States without approval and required clearances
from the appropriate governing and regulatory agencies concerned.
It is the sole responsibility of the Purchaser to obtain clearances and
approval for export of any property purchased hereunder.

. DELIVERY, LOADING AND REMOVAL OF PROPERTY:

Unless otherwise provided in the Invitation, the Purchaser must
make all arrangements necessary for packing. removal, and trans-
portation of property and the Postal Service will not act as liaison in
any fashion between the Purchaser and carrier nor will the Postal
Service recommend a specific common carrier.

. AWARD INFORMATION:

A written notice of award will be furnished each successful bidder.
After the bids have been tabulated. bidders will be permitted to
examine the abstract of bids or sale resume.

January 2014
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Exhibit 647.225¢(2) (p. 1)
PS Form 7348-A, Sale of USPS Personal Property — General Sale Terms and Conditions

U.S. POSTAL SERVICE

SALE OF USPS PERSONAL PROPERTY — GENERAL SALE TERMS AND CONDITIONS

INVITATION FOR BIDS NO. PAGE NO.

I INSPECTION.

The Bidder is urged. to inspect the property prior to submitting a bid.
Property will be available for inspection at the places and times specified
in the Invitation.

2 CONDITION AND LOCATION OF PROPERTY.

Unless otherwise specilically provided in the Invitation, all property
listed is offered For sale “as ind “where is.” The description of the
property is based on the best information available to the sales oflice.
However, unless otherwise specifically provided in the Invitation, the
USI'S makes no warranty, express or implied, as 1o quantity, kind,
character, quality, weight, size, or deseription of any of the property, or
its [itness for any use or purpose and except as provided in Conditions
Noo 1 2and 14 or other special conditions of the Tnvitation, no request for
adjustment in price or Lor rescission of the sale will be considered. This iy
not a sale by sample.

3 CONSIDERATION OF BIDS.

) Unless otherwise provided in the Invitation, telegraphic or tele-
phonic bids will not be considered.

th) The Bidder agrees that his bid will not be withdrawn within the
period of tme specilied for the aceeptance thereof tollowing the opening
ol bids (60 calendar days it no period be speeified by the USPS or by the
Bidder. but not less than 10 calendar days in any case) and that during
such period his bid will remain (irm and irrevocable, The USPS reserves
the right to reject any or all bids, including bids under which a Bidder
could take unlair advantage of the USPS or other Bidders, to waive any
technical defects in bids. and unless otherwise specified by the USPS or
by the Bidder, to aceept any one item or group ol items in the bid. as may
b in the best interest of the USPS. Unless otherwise provided in the
Invitation otherwise provides. a bid covering any listed item must be
submitted on the basis of the unit specified for that item and must cover
the total number of units designated for that item.

4. FORMS OF BID DEPOSITS AND PAYMENTS,

Unless otherwise provided in the Invitation. bid deposits (when
required by the Invitation) and paymentsshall be in US. curreney orany
form ol eredit instrument other than promissory note, made pavable on
demand in US, curreney: Provided. That uncertilicd personal or busi-
ness cheeks must be first party instruments: Provided further, That if in
connection with any prior sale. the Bidder or Purchaser tendered an
uneertified personal or business check which was not paid by the drawee
for any reason and the Bidder. Purchaser. and the Drawer of the check
were so notificd in writing by the selling agency. uncertified personal or
business checks will not be an acceptable form of bid deposit or payment.
Bids submitted alter the effective date specified in the written modifica-
tion referred 1o which are not accompanied by the proper bid deposit
tother than an uncertified personal or business cheek) will be summarily
rejected.

5. BID PRICE DETERMINATION.

When bids are solicited on a unit price basis. Bidders will insert their
unit prices and total prices in the space provided tor cach item.

() In the event the Bidder inserts a total price on the item but fails 1o
inserta unit price. the USPS will determine the unit price by dividing the
total price by the quantity of the item set out in the Invitation. The unit
prive so determined shall be used for the purpose of bid evaluation, award
and all phases of contract administration.

(h) When bids are solicited on a “lot”™ basis. Bidders should submit a
single total price in the Total Price Bid column ol the bid sheet. Bidders
should not make any entry in the Unit Price Bid column, In the event a
Bidder submits a total bid price and also a unit bid price which are not

<identical. the unit bid price will not be considered.

0, PAYMENT.

1 he Purchaser agrees to pay for property awarded to him inaccordance
with the prices yuoted in his bid. Subjeet to any adjustment made

pursuant to other provisions of this contract, payment of the [ull pur-
chase price. after applying the total bid deposit. il any, must be made
within the time specified in the Invitation and prior to delivery of any of
the property. Il an adjustment is made reguiring additional payment,
such pavment must be made immediately upon notice of such adjust-
ment. In the absence ol any debts owed to the selling ageney., where the
total sum becoming due to the USPS from the Purchaser on a contract
awarded 10 him under the Invitation is less than the total amount
depsoited with his bid. the difference will be promptly refunded and also.
deposits accompanying bids which are not accepled will be prompily
refunded to the Bidder. No refund or demands will be made for any
amount less than one dollar ($1).

7. TITLE.

Unless otherwise provided in the Invitation. title to the property sold
hereunder shall vestin the Purchaser as and when removal is effected. On
all motor vehicles and motor-propelled or motor-drawn cquipment re-
guiring licensing by a State motor vehicle regulatory ageney, a certificate
of release, Standard Form 97 will be furnished for cach vehicle and picee
ol equipment.

R DELIVERY. LOADING. AND REMOVAIL OF PROPERTY.

(a) Unless otherwise provided in the Invitation, the Purchaser shall be
entitled 1o obtain the property upon Tull payment therelor with delivery
being made only from the exact place where the property is located within
the installation. The Purchaser must make all arrangements necessary for
packing, removal, and transportation of property. The USPS will not act
as liaison in any fashion between the Purchaser and carrier. nor will the
USPS recommend a specilic common carrier. Loading will only be
performed as set forth inthe Invitation. and unless otherwise provided in
the Invitation, loading will not be performed on Saturdavs, Sunds
Federal holidays, or any day that the installation where the property i
located is closed. Where it is provided that the USPS will load. the USPS
will make the initial placement of the property on conveyance(s) fur-
nished by the Purchaser and the initial placement on the Purchaser’s
convevance shall be as determined by the USPS. Unless otherwise pro-
vided inthe Invitation, the USPS will not block, chock. brace, lash. band,
orin any other manner seeure the cargo on such convevance(s) furnished
by the Purchaser,

(b} Where it is provided in the Invitation that the USPS will not load
or that the Purchaser will load. the Purchaser will make all arrangements
and perform all work necessary to effect removal of the property, The
Purchaser shall remove the property at his expense within the period ol
time allowed in the Invitation, 11 the Conracting Officer determines that
the failure to remove the property within the period of time originally
allowed arose out of causes bevond the control and without the fault or
negligence of the Purchaser, such determination shall be reduced to
writing. and a reasonable extension of time for removal shall be allowed.,
Such causes may include. but are not restricted o acts of God or of the
public enemy. acts of the USPS in er s sovereign or contractual
capacity. lires, Moods. epidemics. guarantine restrictions, strikes, freight
embargoes, and severe weather, I the Purchaser is permitted o remove
the property after the expiration of the time originally allowed tor
removal or any additional time allowed by the Contracting Olficer
pursuant to this clause. the USPS without imiting any other rights which
it may have, may require the Purchaser 1o pay a reasonable storage
charge. The Pu er shall reimburse the USPS Tor any damage to
USPS property caused during the removal operations by the Purchaser
or his authorived representative.

{e} Trems purchased under the Invitation will be released only o the
Purchaser or his authorized representative. The authorized representa-
tive must Turnish authorization from the Purchaser 1o the Custodian of
the propertyat the property location before any delivery or release will be
made, When property is deseribed as being hoxed. packed. crated.
skidded. or in containers, the USPS does not warrant that the property,
as packaged. is suitable for shipment.

(d) Segregation, culling or selection of property Tor the purpose of
effecting partial or increment removals will not be permitted exeept as
specitically authorized and preseribed by the USPS,

b

PS Form
Jan. 1980
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Y. DEFAULT.

I, alter the award. the Purchaser breaches the contract by Linlure to
tvment within the time allowed by the contract as required by
Condition No. 6 or by Tailure 1o remove the propeny as reguired by
Condition No. K then the USPS may send the Purchaser a 1 5-day written
I tutcalenlated from date of mailing). and upon Purchiser’s
e o cure such detanlt within that period (or such further period as
the Contracting Ollicer may allow), the Purchaser shall lose all right, title
aned mnterest which he might otherwise have acquired in and to such
property as to whicha default has ocearred. 'The Purchaser agrees that in
the event he Guls 1o pay Tor the property or remove the same within the
preseribed period(s) of time, the USPS atits clection and upon notice of
detault shall be entitled to retain (or colleet) as liguidated da LU 3 sUm
cyuith tothe grearer of ta 2007 ol the purchase price of the itemis) as to
which the default has occurred. or {h) 825, or the purchase price ol such
iemis) il the purchase price is less than S25: Provicded. That inthe event ol
multiple awards of items under a single Invitation for Bids, the amount to
he charged. il the minimum charge provided Tor in “h™ above is appli
ble. shall be determined by the total purchase price reflected in the avard
documents: Provided further, That the maximum sum which may be
recovered by the TS PS as damages for Gailure of the Purchaser to pay Tor
anmd remove the property shall be the formula amount, When the USPS
[ allspecilically apprise the Purchaser. either in
its ariginal notice of detault (or in separate subscquent written notice),
that upon the expiration of the period preseribed tor curing the default,
thy formula amount will be retained {or collected) by the USPS as
lguidated diamages. However, il the property was sold on i “per fot™
hasis and the Purchaser removes o portion ol the lot but Tails 1o remone
the balinee, no portion of the purchase price will be refunded. 1t the
Purchs stherwise Bails in the performanee ol his obligations, the USPS
iy esercise such rights and may pursue such remedies as are provided
by Liw o under the cortract.

exercises this eleetion, 1

L SETORE OF REFUNDS.

Phe Bidder or Purchaser agrees that the selling ageney may use all ora
portion of any bid deposit or refund due him w satisiy, in whole or in
part.any debts arising out of prior transactions with the selling ageney.

HOINTEREST,

Sotwithstanding any other provision ol this contract. unless piaid
ihin 30 calendar days from the date of fiest written demand. all
amounts that become pavable by the Purchaser to the USPS under this
contriact shall bear mterest at the rate of six pereent per annum from the
date of first written deniand until paid. Trrespective of the amount of the
indebtedness.a minimum interest charge of five dollars (85) shall be due
the USPS onam aomount exceeding STOO not patd within 30 calendar
s from the date of Tiest written demand. Interest on debis of SHH or
less willb not be collected o such debts are 1 ed without resort 1o
hngaation,

P2OADIUSTMENT FOR VARIATION IN QUANTITY OR
WIIGHT

Iacept for erm contracts, when property is sold by aunit other than
“weight™ the USPS reserves the right to vary the guantiny rendered or
delivered to the Purehaser by T 2w hen the property issold by “weigl™,
the USEPS reserves the right to sary the weight tendered or delivered 1o
the Purchaser by 250, The purchase price will be adjusted upwards or
downwards i accordance with the unit price and on the basis of the
guantny or weight actoally delivered. Unless otherwise specilicatly pro-
vided in the Invitation. no adjustment Tor such variation will be made
where property is sold on g price Tor the Tor™ basis.,

L3 WEIGHING

SWITCHING, AND SPOTTING,

Where weighing is necessary o determine the exact purchase price. the
haser shalbarrange forand pay all expenses of weighing the property
tunfess USPS scales are available on the premises). All switching and
sputting charges shall be paid by the Purchaser, When removal is by
truch. weighing shall be under the supervision of the USPS and at its
apti ] d scales, or (e other seales aceept-
ahle o both parties. When remaoval is by rail weighing shall be on railroad
trawh seades, or by other means acceptable to the railroad Tor freight
PLUEPOSES,

14. RISK OF LOSS

Unless otherwise provided in the Invitation. the USPS will be respon-
sible for the care and protection of the propenty subsequent to it being
available for inspection and prior to its removal. Any loss, damiage. o
destruction vccurring during such period will be adjusted by the Cone
traeting Olficer to the extent it wins not caused directly or indirectly by the
Purchaser, its agents, or emplovees. With respect to losses only, in the
event the praperty is oflered Tor sale by the “lor™, no adjustment will be
authorized under this provision unless the USPS s notificd of the loss
prior to remorval rom the instadlation ol any portion of the lot with
respect toowhich the Toss is claimed.

15 LIMETATION ON USPSS LIABLHLLY,

Except for reasonable packing, loading. and transportation costs,
whena retirn of property at USPS costis anthorized. the measure of the
U'SPSS lability inany e hility ol the USPS w the Purchaser
has been established shall not exeeed refund ol such portion ol the
purchase price as the USPS may have recenved.

6, ORAL STATEMENTS AND MODIFICATIONS,

Any oral statement or representation by any representative ol the
USPS. changing or supplementing the Invitation or contract or am
Condition thereol, is unauthorized and shall conter no right upon the
Bidder or Purchaser.

17 COMVENANT AGAINST CONTINGENT FEES,

Purchaser warrants that no person or ageney has been emploved or
retained 1o solicit or secure this contraet upon an iaeenient or under-
standing for a commission. pereentage. brokerage, or contingent lee.
excepting bona lide emplovees or bona fide established  commerci
agencies maintained by the Purchaser Tor the purpose ol doing hu
For breach of this warr; he USPS shall have the vight toar
contract without liahility or. at its option. w recover from the
the amount of such commission, percentage. brokerage. or contingent
fees in addition to the consideration herein set forth,

18, OFFICIALS NO'T 1O BENEFIT.

No member ol or Delegate 1o Congress or Resident Commissioner
shall be admitted to any share or part ol this contract or to any benetit
that may arise therefrom, unless it be made with o corporation lor its
general benefit,

19. CELAIMS AND DISPUTES (MARCH 1979)

fad Ay claim relating to this contmet shall be resolved inaceordanee
with the Contract Disputes Act of 1978 (41 USC 601, ¢t seq.). |

th} On reguest. the Contracting Oflicer promply shall furnish the
Contractor a copy of the regulations and procedures applicable w the
resolution of cliims re 2 1o this contract.

() Any claim by the Contracto st the Postal Service relating to
this contract shall be in writing and shall be submitted 1o the Contrae
Ofticer Tora decision. Forany claim ol maore than S50.000. the Contr,
tor shall certity that the claim is made in good Faith. that the supporting
data are accurate and complete to the best of his knowledge
and that the amount reguested accurately rellects the contraet adjustment
tor which the Contractor belicves the Postal Service is liahle,

(el Ay clim which is not disposed of by agreement shall be decided
by the Contracting Otlicer, who shall issue his decision in writing and
shall mail or otherwise furnish a copy ol the decision to the Contractor.
Ihe Contracting Officer™s decision on the elaim shall be finaland conclu-
sive and not subject to review by any Torum, tribunal. or Government
ageney unless:

(i) within 90 daxs Trom the date of receipt ol the Contracting
Olficer™s linal decision the Contractor appeals such decision to the Board
ol Contract Appeals in accordance with the Contract Disputes Act of
1978, or

) within 12 months of the date of the reecipt by the Contractor

ol the final decision of the Contracting Officer concerning the clim. the
Contractor brings an action dircetly on the claim in the United States
Court of Claims.
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ier Pending final resolution of anappeal or action, or linal settlement.
the Contractor shall proceed diligently with perlormance ol the contract
e accordince with any decision of the Contracting (fficer,

200 CERTIFICATION OF INDEPEFNDENT PRICE
DETFRMINATION,

Gy By submission ol this bid or proposal. the Bidder or Olferor
certilies, and i the case o ajoint bid or proposal cach party thereto
certifies s to ity own organization, that in connection with this sale:
o1} the prices in this bid or proposal hane been arrived at independently,
without consulation, communication. or agreement, for the purpose of
restricting competition. as o any matter relating to such prices. withany
other bidder o otferor or with any competitor: (2} unless otherwise
reguired by law the prices which have been guoted in this bid or proposal
hive not been knowingly disclosed by the Bidder or Offeror and will not
knsrwingly be disclosed by the Bidder or Offeror prior o opening. in the
cool i bid, or prioe to award, i the case ol a proposal, dircetly or
mdiectly toany other bidder or olferor or toany competitor: and (33 no
arempt bias been made or will be made by the Bidder or Offeror to induee
any ather persan or frm to submit or not 1o submit o bid or proposal for
the purpose of restricting competition.

thi Fach personsi ¢ this bid or proposal cortities that: (1 he s the
peisan in the Bidder Olferor™s organization responsible within that
nlor the decision as to the prices being bid or offered the
and that be has not participated. and will not participate. i any a
contrary 1o Lot D through Gl 3, above: or (23000 he is not the person i the
Badder's or Olterors organization responsible within that organization
o thie decision as o the prices being bid or offered herein but that he has
heen anthorieed o wibimg (o act as agent for the persons responsible for
such decision i certifvimg that such persons hive not participated. and
well ot participate. inany action contracy teda)( L through G 2 above,
and ds their agent does herchy so certilvs and (ii) he bas not participated.
and will not parncipate, inany action contrary o Gl through G,
ahove,

(] This certitication is not applicable to o foreign Bidder or Offerom
submitting a bid or proposal for o contract which requives performance
or delivery outside the United Stites, its possessions, and Puerto Rico,

(W Acbid o proposal will not be considered for award where (ad .
G on (thi above, has been deleted or moditicd. Where tad 2), above,
has been deleted or moditicd. the bid or proposal will not be considered
torawarrd unless the Bidder or Offeror Turnishes with the bad or proposal
A spned statement which sets torth in detadl the circumstances 8 the
disclusure and the head ol the selling agency. or his designee, detenmines
that such disclosure wis not made Tor the purpose ol restricting
SO Lo

2OASSIGNMENT OF CONTRACT AND CHAIMS,

fad Eaeeptas otherwise provided below, neither this contract norany
terest o elims for monies due o to become due under this contract,
s be translerred or assigned by the Contractor to any other party

(h) I this contract provudes Tor payvment aggregating SEO or more.
clintms tor maorties due or to become due the Contractor trom the Postal
Service under this contraet be assigned toa bank. trust company, or
other linaneing institution. whing any Federal lending ageney, and
iy thereatter be turther assigned and reassigned toany stch institution.

Any such assignment or reassignment shall cover all amounts pasable
under this contract and notalready paid, and shall not be made 1o more
than one party except that any such assignment or reassignment may be
midy (o one ety as apent or rusted For two or more partics participat-
ing in such financing. Noassi Or reissi sl will be recognized
as vilid and binding uponthe Post ryice unless a written notice of the
assignment or reassignment. together with a true copy of the instrument
of wssignment, is iled with (13 the Contracting Otlicer, (20 the surety or
stireties tpon the bond or bonds. ifany, i conneetion with this contract:
and (3) the disbursing officer. it any. designated in this contract o make
pay ment,and the Contracting Otheer has acknowledged the assignment
in writing.

() The Postal Service mav at its diseretion recognize a transter of this
contract incidential o the transfer of all of the Contrwtors assets or all
that part of the Contractors assets involved in the performanee of this
contract.

(d) Assignment of this contret or any interest or claims Tor monies
due or to become due under this contract other than in accordanes with
the provisions of this clause shall be grounds lor annulmem ol this
contract at the option of the Postal Service, The rights and remedics ol
the Postal Serviee under this clause are not exclusive and shall be in
addition toany other rights and remedies provided at low or under this
contrict.

22 INDEMNIFICATION,

I he Bidder or Purehaser agrees tosave the USPS harmiless from any
and all cluims, demands. actions. debts e, judgments, costs i
attorness” lees arising out of, chiumed on account ol, or in any manner
predicated upon loss ol or damage to property ol and injories 1o or the
death of anv and all persons whatsocver, in any manner cansed or
contributed to by the Bidder or Purchaser, its agents. serants
crplosees. while in, npen or about the sale or the property site on which
the property sold or olfvred Tor sale s located or while going 10 ar
departing rom such areas: and 1o sae the USPS harmless from and on
account ol damages ol amy kind wineh the USPS mav sulfe
ol the acts of the Bidder or Purehaser, s agents, servinits, or emplovees
while in or about the sid sites,

20 WITHDRAWAL OF PROPERTY AFTFR AWARD.

Ihe USES reserves the sight to withdraw for s use any o all of the
property conered by this contract. 1l a0 hona (ide reguirement for the
property deselops or exists prior to actual removal of the propery from
USPS control o the event of aowithdrawal under this condition, the
USPS <hall be liable only Tor the relund of the contract price of the
withdrawn property or such portion of the comtract price as itimay hane
receinved.

240 FHIGIRINETY OF BIDDERS,

s by an

I he Bidder warrams that he is not: (o) under 21 vears ol a

eniplosee of the USPS prohibited by the regulations of the USPS from

ent or |mrm‘d|:|lc I'I'IL‘['['IhL'[
hove, Far breach of this
e sl this contraer withow

purchasing property sold hercunder: (ovan
ot the howsehold of the emploves i (b, @
warpaniy, the USPS shall have the r
liability.

202

Handbook AS-701




Asset Recovery: Redistribution, Recycling, and Disposal

Exhibit 647.225¢(3)

PS Form 7348-B, Sale of USPS Personal Property — Item Bid Page

646.1282

U.5. POSTAL SERVICE

SALE OF USPS PERSONAL PROPERTY—ITEM BID PAGE

INVITATION FOR BIDS NO.

FPAGE NO.

ITEM
NO.

ARTICLE FOR SALE

QUANTITY
{No. of Units)

UNIT OF
MEASURE

PRICE BID
FPER UNIT

TOTAL PRICE BID

DOLLARS

| ers

BID NUMBER—TO BE FILLED IN BY SALES OFFICE

NAME OF BIDDER AND IDENTIFICATION NC., IF APPLICABLE (Type or print)
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Exhibit 647.226d
GSA Optional Form 16, Sales Slip — Sale of Government Personal Property

o o o0 O O O O O O O

SALES SLIP
SALE OF GOVERNMENT PERSONAL PROPERTY No'2 0 2 2 2 2 3
SELLING AGENCY DATE OF SALE
_Us Postal Service, Richmond, VA 1-94
BUYER'S NAME AND ADDRESS SALE NO.
John Q. Public
42 Park Avem.le REGISTRATION NO. (if any)
Richmond, VA
ALL PROPERTY LISTED BELOW MUST BE PATE
PAID FOR IN FULL AND REMOVED BY ’ 2/2/94
:lfr:gl DESCRIPTION PRICE
32 TIocker w/o Door 13.02
33 Workshop Cabinet 14.14
34 Lobby Desk 14.29
35 Lobby Desk 15.39
REIMBURSABLE ACCOUNT NO. (If any)
156 TOTAL AMOUNT ’ 56.74
ol » BY (Signature)
ER PAID ON ’
ERE- DATE OF
9| ¢| Mary Jones SALE 56.74
; . BY (Signatwre and daie)
s Pl g
“ |

NOTICE TO BUYER

This copy is to be retained by the buyer. When full payment is made, this
copy will be so marked. An additional copy will be issued to the property
custodian authorizing release of the property. Sign the release copy when the
property is received. Please note the deadline date for final payment and re-
moval of property indicated above. This sales slip is accepted subject 1o the
General Sale Terms and Conditions of SF 114-C, a copy of which is on file
and will be made available upon request.

1. BUYER'S COPY RSLRALIL

(GSA Crreular No 226)
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Exhibit 647.251a
SF 120, Report of Excess Personal Property
PAGE 1 OF
1. REPORT NO, 2. DATE MAILED 3, TOTAL COST
ETANDARD FORM 120 REV. REPU Rr UF
APRIL IV TN EXCESS PERSONAL $
FPMR (41 CFR) m-‘u.:u PRQPER"
4. TYPE (Check one only of a. ORIGINAL c. PARTIAL W/D (Also check “e" and/or “f" e. OVERSEAS
OF REPORT 3" Ub," e, or “d") b. CORRECTED d. TOTAL W/D If appropriate) f. CONTRACTORS INV
5. TO (Name and Address of Agency to which report Is made) THRU 6. APPROP. OR FUND TO BE REIMBURSED (if any)
7. FROM (Name and Address of Reoorting Agency) 8. REPORT APPROVED BY (Nama and Title)
9, FOR FURTHER INFORMATION CONTACT (Title, Address and Telephone No.) 10. AGENCY APPROVAL (If applicable)
11. SEND PURCHASE ORDERS OR DISPOSAL INSTRUCTIONS TO (Title, Address and Telephone No.) 12. GSA CONTROL NO.
13. F5C GROUP 14, LOCATION OF PROPERTY (If location is to be abandoned give date) 15. REIM/REQD | 16. AGENCY CONTROL NO. | 17. SURPLUS RELEASE
NO. DATE
YES NO
18, EXCESS PROPERTY LIST NUMBER ACQUISITION COST FAIR
VALUE
'L%M DESCRIPTION COND.| UNIT | oF uNITs PER UNIT TOTAL %
(a) ®) (©) ) (e) (U] (&) M)
STANDARD FORM 120 REV. (Use Standard Form 120A for Continuation Sheets) 120108 PREVIOUS EDITION USABLE
APRIL 1957 EDITION NSN 7540-00-634—4074

January 2014 205



646.1282

Exhibit 647.251b

SF 120-A, Report of Excess Personal Property (Continuation Sheet)

Material Management

STANDARD FORM 120-A
APRIL 1357

CONTINUATION SHEET

APRIL 1957 EDITION

GEM. SERV. ADMIN, -
FPMA (41CFR) 101-43.311 (Report of Excess Personal Property) GE
FROM (Name and Address of Reporting Agency) REPORT NO. AGENCY CONTROL NO.
EXCESS PROPERTY LIST (Continued) cono. uNIT NUMBER ACQUISITION COST VTLlSE
'Lg"" DESCRIPTION ! oFuNITs | o ToTAL "
(@) (b) ) | () (e) 0] [ h
STANDARD FORM 1204 120208
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Exhibit 647.251¢
SF 122, Transfer Order — Excess Personal Property

STANDARD FORM 122 1. ORDER NO.

Jume 1974 TRANSFER ORDER

ADMINMISTAATION - EXCESS PERSONAL PROPERTY 2. DATE

FPMR 41 CFR) 101-32.306

FPMR {41 CFR) 101-43.315

3. To: GEMERAL SERVICES ADMSSTRATION*® 4. ORDERING AGENCY (Full name and address)*

5. HOLDING AGENCY (Name and address)¥ 6. SHIP TO (Consigmee and destination)®

7. LOCATION OF PROPERTY 8. SHIPPING INSTRUCTIONS

9. ORDERING AGENCY APPROVAL 10. APPROPRIATION SYMBOL AND TITLE

A SIGNATURE B. DATE

C. TIMLE 11. ALLOTMENT 12. GOVERNMENT B/L NO.
= PROPERTY ORDERED

GSA AND DESCRIPTION ACQUISITION COST
HOLDING ITEM (Include noun name, FSC Group and Class, Condition Code and, UNIT | QUANTITY
AGENCY NOS. | NO. if available, National Stock Numb bondd TOTAL
7] ] @ - [} ]
14, A. SIGNATURE B. TITLE C. DATE
GSA
APPROVAL

g AGENCY AND LOCATION FSC CONDITION %

cas STATE

onLY

*Include ZIP Code 122-110
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Exhibit 647.251d
SF 123, Transfer Order — Surplus Personal Property

1. ORDER NUMBER[!‘ o ‘ FORM APPROVED
TRANSFER ORDER a. OMB NUMBER
SURPLUS PERSONAL PROPERTY |, - 20500018 | once 1 or s
2. TYPE OF ORDER 3. SURPLUS 4. SET ASIDE DATE (5. 6. TOTAL ACQUISITION
RELEASE DATE jr]oN. COST
[Jstate acency [ pootsear [ ] Faa REPORTABLE
_REPORTABLE
7.70: GENERAL SERVICES ADMINISTRATION (FPRS) * P LOCATION OF PROPERTY

9. HOLDING AGENCY (Name and address) ¥

10. FOR GSA USE ONLY
souRce cope [
state [ ] ary [T 1171
Tvpe oF ponaTIoN [ [ ]
ADJUSTED ALLOCATION CODE [ | |

11. PICKUP OR SHIPPING INSTRUCTIONS #

12. SURPLUS PROPERTY LIST

LA IDENTIFICATION DEMIL. | cOND.|QUANTITY ACQUISITION COST
NO. NUMBERI(S) DESCRIPTION cope| (hb
. CODE UNIT UNIT TOTAL
{a) {b) (c) (d) (e) ) (g} (h}
13. TRANSFEREE ACTION |a. TRANSFEREE (Name and address of State b. SIGNATURE AND TITLE OF STATE AGENCY c. DATE
Agency, SEA, or public airport) # I OR DOMEE REPRESENTATIVE
Transferee certifies and agrees
that transfers and donations
are made in accordance with
41 CFR 101-44, and to the
terms, conditions, and assur- d.SIGNATURE OF HEAD OF THE SEA (Sciool or |e. DATE
ances as specified on this dock National Headquarters)
ument.
14, RCD%EI&STRATIVE a. DETERMINING OFFICER (DOD or FAA) ¥ B. SIGNATURE OF DETERMINING OFFICER c. DATE
I certify that the administra-
tive actions pertinent to this
order are in accordance with [ GSA APPROVING OFFICER e. SIGNATURE OF APPROVING OFFICER f.DATE
41 CFR 101-44 and as speci-
fied on this document have
been and are being taken.
*Djsase Include “ZIP Codes™ In all address blocks. 123-107 STANDARD FORM 123 (REV. 6-82)
NSN 7540-00-965-2415 Prescribed by G
Previous Editions not usable

S
FPMR (41 CFR) 101-44.110
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Acronyms

ACPL Annual Capital Property Listing

AD Average Demand

ADM Accounting Data Mart

AIC Account Identifier Code

AMC Air Mail Center

AMD Average Monthly Demand

AMF Air Mail Facility

AMMS Area Material Management Specialist

AS-701 Designation for Material Management Handbook
ASC Accounting Service Center

ASM Administrative Support Manual

BOH Balance on Hand

BPA Basic Pricing Agreement

BPQ Bulk Pack Quantity

CAG Cost Ascertainment Group

CAGE Commercial and Government Entity code
CBU Cluster Box Unit

CMC Commodity Management Center

CPL Capital Property Listing

CSC Customer Supply Center

CSS Customer Service and Sales

DBCR Delivery Bar Code Reader

DLA Defense Logistics Agency

DMM Domestic Mail Manual

DMMS District Material Management Specialist

DNO Distribution Networks Office

DR Delivery Receipt

DRC Discrepancy Report Center

eAccess Web site for requesting access to various Postal Service systems
EAS Executive and Administrative Service

eBuy Postal Service Web-based purchasing system
EDW Electronic Data Warehouse

EIC Excess Items Catalog (resident on eBuy)
eMARS Electronic Maintenance Activity Reporting & Scheduling system (replaced VMARS)
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FAAC Federal Activity Address Code

FEDSTRIP Federal Standard Requisitioning and Issue Procedures
Fl Freight Invoice

FIFO First In First Out

FM Freight Manifest

FOB Free on Board

FTMS Freight Transportation Management System (resident on eBuy)
FVC Full Vehicle Capacity

FY Fiscal Year

GBL Government Bill of Lading (replaced by PSBL)
GSA General Services Administration

HCR Highway Contract Route

IAR Inventory Accuracy Rate

IRT Integrated Retail Terminal

ISSC Information Systems Service Center

LAR Location Accuracy Rate

LCMP Life Cycle Management Plan

LSN Local Stock Number

LTL Less Than Truckload

MAA Material Accountability Assistant

MAO Material Accountability Officer

MDC Material Distribution Center

MDIMS Material Distribution Inventory Management System
MES Mail Equipment Shops

MILCRL Master Item to Location Cross-Reference List
MISP Maintenance Inventory Support Process

MLB Material Logistics Bulletin

MRA Material Return Authorization

MRC Mail Recovery Center

MRP Material Returns Program

MSC Material Service Center

MSRF Maintenance Support and Repair Facility
MTE Mail Transport Equipment

NMFC National Motor Freight Classification

NMHV Nonmail-Hauling Vehicle

NRFI Not Ready for Issue

NSN National Stock Number

OEM Original Equipment Manufacturer

oL Operating Level

0S&Db Overage, Shortage, and Damage

OSHA Occupational Safety and Health Administration
PEAS Property & Equipment Accounting System
PCES Postal Career Executive Service
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PCFM Property Change for Month
PCN Property Code Number
PD Pipeline Days
P&D Processing and Distribution
PLD Pipeline Delay in Days
POS One Point of Service terminals
PPAS Personal Property Accounting System
PSBL Postal Service Bill of Lading (replaced GBLs)
PSC Purchasing Service Center
PSIN Postal Service ltem Number
PSN Postal Stock Number
PVI Postal Validation Imprinter
QA Quiality Assurance
RA Return Authorization
RADI Return Authorization Due In
RAM Reutilization of Assets & Materials
RFI Ready For Issue
RO Requisitioning Objective
ROP Reorder Point
RQ Replenishment Quantity
SAP Stockroom Anti-pilferage Principle
SO Shipping Order
SOP Standard Operating Procedure
SR/BS Stockroom/Benchstock
TCO Total Cost of Ownership
TL Truckload
TSP Transportation Service Providers (FTMS carrier)
VA Department of Veterans Affairs
VMAS Vehicle Maintenance Accounting System
VMF Vehicle Maintenance Facility
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Appendix B

Glossary

January 2014

A-code repairables. Repairable authorized for stocking at a local facility.

ABC analysis. An inventory management technique that studies dollar
value, demand history, lead time, and other factors for all inventory items so
as to rank the items in terms of relative importance (A items being most
important; C least important) and thereby determine the relative degree of
management attention that each warrants.

ABC classification. Class (A, B, or C) assigned to an inventory item via ABC
analysis.

Acceptance. On the part of the Postal Service, acceptance means receipt
and retention of the goods delivered or services rendered by a contractor,
following inspection to ensure conformance with contract specifications; on
the part of a supplier, acceptance means receipt of and consent to the Postal
Service’s offer to buy (e.g., purchase order, delivery order, etc.).

Accessorial charge. Charge by a carrier for rendering service in addition to
line-haul, such as sorting, packing, cooling, heating, switching, diverting, or
consigning.

Accountability. Responsibility for the record keeping, physical inventorying,
financial reporting, safeguarding, and other controls necessary for optimal
maintenance, use, and disposal of Postal Service property.

Accounting Data Mart (ADM). A Web-based Postal Service application
used to pull various financial reports (part of the Electronic Data Warehouse).

Accuracy. Degree of freedom from error or the degree of conformity to
some standard.

Acquisition. A term that refers to the process of obtaining the goods and
services necessary to support Postal Service operations. Goods and
services may be acquired from internal supply sources [Material Distribution
Center (MDC) and the Mail Equipment Shops (MES)]; established
government stock programs (General Services Administration, Department
of Defense, and Veterans Affairs), or from Federal Supply Schedule
contractors and other commercial sources through eBuy.

Acquisition cost. The cost to obtain an item, including transportation cost;
or the dollar value of an item within the Postal Service material management
system.

Acquisition year. See year of acquisition.
Addition. Capital item on hand but not shown on the inventory worksheet.

Adjustment. Generally, any addition, deletion, and other adjustment that
must be processed in order to reconcile actual counts arrived at through
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physical inventorying with records maintained by the San Mateo ASC or the
local activity; or, specifically, action taken that neither adds nor deletes
property from an installation’s accountability; taken to correct information in
the San Mateo ASC Property & Equipment Accounting System (PEAS)
records.

Administrative adjustment. Corrections of administrative errors in the
records-correction of PCN or ID number, correction of number of units,
reallocation of cost, and so forth.

Administrative lead time. The time interval (measured in calendar days)
from receipt of item requisition to the date when an order is placed or a
contract is awarded for the item.

Air bill/Air bill of lading. The basic airline document covering the
movement of international and domestic air freight shipments. It
accompanies every air shipment providing information needed for the
dispatch and proper handling of the freight.

Air freight forwarder. Classified as a transportation carrier, the freight
forwarder assembles and consolidates small shipments into larger
shipments.

Aisle. Any passageway within a storage area.

Allocate. To distribute, assign, or allot material in limited supply.
Allocated ordering quantity. Maximum order quantities for MDC items
authorized by the proponent office and available to different Postal Service
facilities. The limits on these order quantities are based on the cost
ascertainment grouping (CAG) of the facility.

Antiques. Unique or commercial relic or object, owned by the Postal
Service, which is a least 100 years old.

Apparent damage. Damage that is visible at the time of delivery.

Approval authority. Authority to indicate by signature approval to purchase
an item.

Approved item name. Standard, centrally assigned and used name for
describing an item of supply or equipment in a catalog.

Artwork. Painting, sculptures, murals, drawing, mobiles, engravings,
etchings, etc., of more than ordinary significance, owned by the Postal
Service and lent out to a museum or library. Artwork may be any age.

Asset key. PEAS terminology for PCN.

Asset number. PEAS terminology for capital ID number.

Asset position. The asset position is the sum of the quantities on hand and
on order, less backorders, for an item regularly ordered and maintained in
inventory.

Asset recovery. Refers to reclaiming or restoring items that are no longer
required or no longer functional for their original purpose to some degree of
usefulness.

Asset retirement. PEAS terminology for a capital property deletion/
disposal.
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Assets. The economic resources controlled by an entity whose cost at the
time of acquisition can be objectively measured.

Auction. A public sale in which property or merchandise is sold to the
highest bidder.

Authorized user. A Postal Service facility authorized to requisition stock
and nonstock items directly from the GSA or the MDC.

Available for issue. The inventory balance on hand, less any outstanding
obligations.

Average inventory level. Safety level plus one-half the operating level. This
is an approximation of the average expected on-hand quantity for any item.

Backorder. Unfilled customer order, commitment, or requisition. It is an
immediate (or past due) demand against an item whose inventory is
insufficient to satisfy the demand. Unless canceled, a backorder is filled
automatically when stock is replenished.

Backorder rate. Measures how effectively inventory managers anticipate
customer requirements by assessing how many items could not be provided
to customers because stocks had been depleted. Backorders will typically
be held and monitored at both the wholesale and retail levels. The backorder
rate is based on the number of items backordered compared with the
number of items carried in inventory. The backorder rate is expressed as a
percentage.

Balance on hand (BOH). Quantity of stock actually on the shelves or in the
bins or other storage areas of a supply facility, available for issue or use.
Barcoding. A method of encoding data using a barcode for fast and
accurate readability.

Barrel. Cylindrical-shaped container that is longer than it is wide and has
ends of equal diameter.

Batch processing. Automated processing technique where transactions
are accumulated and processed together, or in a batch.

Benefits-to-cost ratio. A measurement of management effectiveness in
which operational advantages and improvements or resource savings are
weighted against monetary and other expenditures necessary to attain them.

Bias. Distortion of data or its presentation as the result of an assumption or
other loss of objectivity.

Bill of lading. Limited liability contract covering transportation of property
from one place to another. It acknowledges receipt by the carrier, identifies
the consignee, provides proof that the shipment was delivered to the
consignee, and serves as the basis for payment and audit of charges.

Bin location. The physical “address” of a stock item in a stockroom or
picking line.

Block storage. A method of storage that stacks containers side-to-side in
cube-like formation, with a minimum of aisle space.

Budget entity. PEAS terminology for a Finance Number.

Bulk Mail Center (BMC). A mail processing plant for the distribution of mail
in pieces or bulk form.
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Bulk pick line. A method of order selection (picking) where items are
located on a pick line and issued from stock only in case lots.

Bulk processing. Used for Material Distribution Center requisitions when
the quantity ordered of any supply item is equal to or greater than one case.

Bulk storage area. The storage area in the warehouse used for large
quantities of a stockkeeping unit. The products stored in a bulk storage area
are used either to replenish the pick line or to fill larger orders.

CAG Office. Cost ascertainment grouping (CAG) categorization that groups
Postal Service facilities according to revenue units. The categories include:

A—G: Offices with 950 or more revenue units.
H—J: Offices with 190 to 949 revenue units.
K: Offices with 36 to 189 revenue units.

L: Offices with 0 to 35 revenue units.

Cannibalization. Removal of an assembly, subassembly, or item of
equipment from an end item to be used on a like end item to restore the
receiving end item to operational condition.

Capital property. Items that are acquired through purchase, transfer, or
donation, and that meet each of the following criteria: (a) have a service life of
more than one year; (b) are capable of being identified as a standalone item
of property throughout their useful life; (c) have an assigned value of $10,000
or more.

Carcass. Repairable assembly not ready for issue.

Carrier. An individual, company, or corporation engaged in transporting
property or persons for compensation.

Carrier’s delivery document. A freight bill (often called a pro) prepared by
the carrier and given to the consignee when the shipment is delivered.
Provides information such as a description of the goods, the name of the
shipper, the point of origin, and the shipment weight.

Carton. A container constructed of solid or corrugated fiberboard or
paperboard.

Catalog. Collection of technical data generally ordered by stock number.

Causative research. In-depth investigation of selected adjustments
conducted to determine why they are necessary so that corrective action can
be taken. Causative research consists of a complete review of all
transactions (including supporting documentation for receipts, issues,
surveys, and unposted documentation) since the last physical inventory.

Centrally purchased items. Items that are purchased at Headquarters,
MDC, PSC, or at area level for the purpose of cost benefit, inventory
management, and/or standardization.

Centrally stocked items. Common-use supply, part, and equipment items
that are purchased on a consolidated basis to obtain value discounts and
stocked centrally to ensure availability.

Certification. Acknowledgment of receipt, either full or partial, of supplies,
services, or equipment specified within a delivery/purchase order or
contract.
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Claim. A demand made upon a carrier for payment because of loss or
damage alleged to have occurred while a shipment was in the carrier’s
possession; or a demand upon a carrier for refund of an overcharge.
Collectible. Anything that has value or interest to a person or organization
for the purpose of purchase, retention, or preservation. A collectible is less
than 100 years old. Age distinguishes a collectible from an antique.
Commercial zone. Points and places within the boundaries of cities, towns
or townships, and their surrounding areas.

Commodity. A type or grouping of items.

Compliance review. Review conducted to determine compliance with
regulations, procedures, and legislation.

Concealed damage. Damage that is not evident at time of delivery, but is
discovered after the package is opened and the contents are examined.

Consignee. Person or organization to whom a shipment is to be delivered.

Consignor. Person or organization that directs or arranges for a shipment.
(The consignor may or may not be the shipper.)

Consolidation. Practice of combining smaller shipments to make carload or
truckload shipments.

Consumable supplies. See Supplies.

Contracting activity. Any department or unit within the Postal Service that
has the responsibility and authority to contract for the acquisition of facilities,
equipment, supplies, services, or mail transportation.

Control code. Repairable item code and the requisition serial number used
by warehouse personnel to identify repairables.

Conveyance. Means of transportation; transportation equipment.

Cost center. ADM terminology for a finance number.

Cost supply items. Select group of supply items for which a cost is
charged back to the requester’s finance number.

“Country store” items. Items that are procured at the Headquarters level
on a one-time basis that are sent to the MDC for storage and/or allocation.
Headquarters provides allocation instructions.

Courtesy storage. Temporary storage of items that are not part of the
normally available for-issue-stock of the supply facility. The Postal Service
warehouse system will accommodate requests for courtesy storage on a
space-available basis.

Crossdock. A warehouse activity involving receiving a load and placing it in
the staging area to be loaded and shipped to another location.

Cubical capacity (cube). The carrying capacity of a car, truck, or other
conveyance, measured in cubic feet (length x width x depth).

Custody. Immediate charge and control exercised by a person over Postal
Service property.
Customer. See User.

Customer service. Delivery of a specific amount of product or services to a
customer at the time and in the condition or manner specified by the
customer or by Postal Service policy.
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Customer Supply Centers (CSC). Retail GSA outlets that carry a limited
number of supply items. Delivery is generally within days; however, order
quantities are limited.

Cycle counting. A physical inventory-taking technique where inventory is
counted on a periodic schedule rather than simply once a year.

Damage. Injury to property (partial or total destruction) or marring of the
appearance or soundness of its structure. Usually occurs during the
handling, packaging, or transportation process. See also Apparent damage
and Concealed damage.

Decision analysis report. Report generated for new initiatives that states
the problems, identifies alternatives and associated costs, and recommends
one of the alternative solutions. The reason for selection is also explained.

Deficiency. Term used with the GSA stock system in referring to material
ordered from GSA that is found to be faulty or unsuitable for its intended
purpose, not because of damage but because of its design, its quality, or a
procurement error.

Delinquent. Late; behind schedule.

Delivery document. See Receiving documents.

Delivery lead time. Time interval, measured in calendar days, from the date
when an order is placed or a contract is awarded for an item to the date
when the item is actually received in stock. Also referred to as shipping time,
delivery lead time includes production lead time when items are
manufactured for the Postal Service.

Delivery order. Order that directs an established source of supply, or a
commercial contractor with whom the Postal Service has set up a term
contract, to transfer possession of goods to the ordering activity.

Demand. A user requirement for a particular product, component, or
commodity.

Demand data. Historical data collected to document customer demand for
a given inventory item.

Demand history. Information on the requisition frequency and volume of a
given item in the material management system. Demand history is derived
from supply records and is used in determining how much stock should be
kept on hand.

Demand-based item. Item stocked because it has demonstrated a
sufficient past demand history to warrant stockage under specified Postal
Service demand frequency thresholds.

Demurrage/Detention. Penalty charges assessed by carriers when
shippers or receivers detail conveyances of freight beyond a specified free
time which is allowed for loading and unloading.

Depreciation. The periodic expensing of capital equipment costs over an
estimated useful service life, and allocating and matching historic asset costs
to periodic revenues.

Depth. Quantity carried in inventory of a given item.

Direct cost. Operating cost that can be directly attributed to a particular job
or operation.
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Discrepancy. Term used for the situation in which a shipment is found
unsatisfactory due to shortage, overage, damage, or any other difference
between the item as ordered or shipped and the item as received. See also
Deficiency.

Disposal. Act of getting rid of unrepairable, obsolete, unusable, or surplus
serviceable Postal Service property through trade-in, sale, cannibalization,
sale for recycling, transfer, donation, or placement in a landfill.

Disposal committee. Group of individuals at a Postal Service activity
designated to review and approve recommended disposal methods for
excess property.

Disposal methods. Authorized means by which Postal Service material
may be disposed of; namely, trade-in, sale, transfer, donation, and
supervised destruction. Specific approval requirements and procedures
apply to each disposal method.

Distribution. The process by which material is processed, handled, and
moved within the Postal Service material management system to Postal
Service customers.

Distribution center. Warehouse of finished goods. Also the facility from
which wholesale and retail orders may be filled. A material warehouse would
be the distribution center for the buyers of its stock.

Diversion. Change made in the route of a shipment while in transit. See also
Re-consignment.

Documentation. Authentication or substantiation of an action with
documents (e.g., the completion of PS Form 969) to reflect the method used
to remove an item or items from Postal Service inventory.

Donation. Method of disposal in which unrepairable, obsolete, unusable, or
surplus serviceable property is contributed to a state agency, public body,
nonprofit organization, or foreign government.

Download. Process of receiving data by one computer from another.
Drawdown. Issue or other use of stocked inventory items.

Drayage/Local drayage. The movement of material within the boundaries
of a city, town, township, or commercial zone.

Discrepancy Report Center (DRC). A GSA unit to which all quality
deficiency reports and all discrepancy reports are addressed for processing.

Due-in. Material procured but not yet received from any source (contract,
depot, government, or other Postal Service facility).

Due-in management. Process of monitoring and expediting stock
replenishment due-ins to ensure that material is received when needed.

Due-out. Quantity currently owed to customers because it was unavailable
for issue at the time of requisition.

Dunnage.

a. Loose packing of bulky material put around cargo for protection during
transport.

b.  Lumber or other material used to brace and secure cargo to protect it
from damage.
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Echelon. Hierarchical level of activity or management. In material
management, echelon refers to one of the three inventory levels —
wholesale, retail resupply, or retail consumer.

Economic order quantity. Inventory control technique that determines the
stock level (order quantity) for an item that will result in the lowest overall
cost by weighing the cost incurred in stocking the item against the costs
incurred in not stocking it.

Economic repair cost. Refers to a general guideline for determining
whether Postal Service property should be repaired. An economical repair
cost is seen as one that does not exceed 40 percent of the cost of replacing
the property; however, availability of replacement items must be taken into
account.

Economic repair quantity. Quantity of unserviceable repairables that will
be repaired as a single lot when serviceable items reach the repair reorder
level.

Electronic Data Warehouse (EDW). A web-based depository of financial
and performance data from various Postal Service systems.

Emergency order. Order for a repair part required to repair an essential
piece of equipment that is inoperative.

End item. An item that fulfills a specific function. Generally, end items are
made up of components, assemblies, and subassemblies.

Environmental Protection Agency (EPA). An independent federal agency
charged with enforcing laws passed by the Congress regarding
environmental issues.

Equipment. Any capital or noncapital property of the Postal Service that
performs a function in its own right, is not consumed in use, and has a useful
life expectancy (exclusive of component wear out) of at least one year.

Established sources. A network of sources of supply used by the Postal
Service. Included are both internal sources and several sources established
by the federal government for use by federal agencies, including the Postal
Service. The federal sources include the FEDSTRIP, Customer Supply
Center, and Federal Supply Schedule programs managed by GSA, as well as
stock programs managed by the Department of Defense and the Department
of Veterans Affairs.

Exception report. Report that lists or flags only those items which deviate
from plan.

Excess material. Equipment, supplies, or repair parts over and above the
foreseeable needs of the Postal Service facility or organization accountable
for it.

Expendable material. Expendable refers to items that are not classified as
capital property and are generally consumed over their service life. This
includes items costing less than $10,000, repair parts, most mail transport
equipment, and workroom furniture regardless of cost. The costs of these
items are charged to an expense account and are not depreciated.

Fair market value. The amount for which an item will sell, presuming that
willing sellers are not compelled to sell and willing buyers are not compelled
to buy.
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Federal Standard Requisitioning and Issue Procedure (FEDSTRIP). A
system of processing government agency requisitions for supplies from the
GSA-managed National Supply System.

Federal Supply Schedule. Indefinite-quantity contracts awarded by GSA to
commercial contractors for various standard-use supplies, equipment items,
and services. Designed to provide volume purchase discounts while still
giving agencies the option of ordering items directly from contractors. Postal
Service activities may issue delivery orders against the Federal Supply
Schedules.

FEDSTRIP address or FEDSTRIP number. A 6-character code assigned
by GSA to indicate the agency (or other government element of ownership or
sponsorship), the specific activity, and the address to which goods,
documentation, and billing are to be sent.

Feedback. Flow of information back into a control system that enables
comparison of actual with planned performance.

Field assistance review. Review designed to help an activity in specific
functional areas.

Fill rate.

Finance number. A 6-digit number assigned to a Post Office for financial
accounting purposes.

Financial inventory accounting. The process of reflecting, in terms of
dollar values, the results of any supply transaction that affects the aggregate
dollar value of inventory balances.

First in, first out. A method of inventory evaluation that presumes the
oldest inventory (first in) is the first to be used (first out).

Five-year budget process. The budget process that project requirements
over the short- and long-term. Federal budgets require projections over a
5-year period.

Fixed mechanization support equipment. Mechanization or equipment
which is custom-designed for a building and/or is included in the cost of a
building project. It is generally attached to the building or part of the building
structure.

Floorload capacity. Maximum capacity of a storage space or car,
expressed in pounds per square foot.

FOB destination. Free on board to the point of destination. Freight costs
are paid by the seller to the point of destination. Title transfers at destination.

FOB origin. Free on board at the point of origin. Freight costs are paid by
the buyer. Title transfers at origin.

Forecasting. Generally, the consolidation into cumulative projections of
requirements developed throughout the Postal Service to enable
coordinated acquisition. Specifically, the use of established procedures for
computing Postal Service-wide needs for equipment items that are
purchased annually on a consolidated basis.

Formal advertising. One of the two methods of formal contracting used by
the Postal Service. Following solicitation of sealed bids and a public bid
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opening, award is made to the responsible bidder whose bid conforms to the
Postal Service invitation for bids and will be most advantageous.

Formal sales method. One of two methods used by the Postal Service to
publicly offer items for sale. This method must be used when the estimated
fair market value exceeds $10,000 per item, or if the approving official directs
its use. PS Forms 7348, 7348-A, and 7348-B or their computer-generated
counterparts must be used.

Free on board (FOB). Delivered to a specified point with all transportation
charges paid.

Functional authorization. Any organizational unit that has the responsibility
to approve or disapprove equipment and forms procurements within its
respective jurisdiction.

Bill of Lading (BL) request form. Form used provided by the requester (or
purchasing office) to provide information for a Bill of Lading. Contains
origin’s name and address, shipper’s name and address, type of shipment,
weight of shipment, quantity of shipment, special annotations, etc.

Gross weight. The weight of an article together with the weight of its
packing and packaging and any pallet used; or, as applied to a truck, the
weight of the truck and its contents.

GSA items. Supply or equipment items procured, stocked, and issued
through the General Services Administration. These items are identified by
both a National Stock Number (NSN) and Postal Stock Number (PSN) when
stocked by the MDCs.

Handling. A general term for all warehouse activities requiring the
movement of warehoused items; as opposed to storage, the stationary
portion of warehousing.

Hardware. The computer and its peripheral equipment used in automated
data processing.

Hazardous material. A substance or material in a quantity and form that
may pose an unreasonable risk to health and safety or property when
transported in commerce. Materials so designated may include, but are not
limited to, explosives, radioactive material, etiologic agents, flammable
liquids or solids, combustible liquids or solids, poisons, oxidizing or corrosive
material, and compressed gases.

Historical record. An official written document that requires special
approval to determine disposition.

Holding cost. Cost directly related to the amount of items maintained in
inventory. Sometimes called investment cost, carrying cost, or maintenance
cost.

Honeycombing. Storing and withdrawing inventory items in such a manner
that the empty space resulting from withdrawing is not usable for the storage
of additional items.

ID number. A unique 6- or 7-digit number by which each piece of capital
property owned by the Postal Service is identified and managed. ID numbers
are assigned and controlled by the San Mateo ASC. They are barcoded on
labels that are affixed to property items.
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In-process documentation. Documentation relating to issues, receipts,
and other supply transactions that affect the stock record balances of items
undergoing physical inventory.

Inactive material. A term referring to property that is not being used
because it is either not needed (excess), not yet needed, or not yet installed
surplus, obsolete, or in need of repair.

Indefinite-quantity contract. A type contract, under which various
activities are authorized to place order, in varying amounts, for the item or
items covered by the contract. Federal Supply Schedules are indefinite
quantity contract.

Inspection Service items. Supply and equipment items for which
acquisition, stockage, issuance, and disposal are controlled by the
Inspection Service.

Insurance item. A component, subassembly, or assembly that has a very
low mortality rate, is infrequently used, and is stocked as insurance against a
lengthy shut-down of equipment.

Insurance item rate. An indication of the incidence of insurance items. The
insurance item rate is measured as a percentage of total line items carried in
inventory.

Integrated logistics support plan. The principal logistics document for an
acquisitions program, consolidating all requirements within the various
Postal Service organizations and Headquarters elements. It describes the
logistics elements that must be considered to successfully deliver and
employ new, modified, or redeployed systems or equipment; and establishes
a plan of execution for each element.

Integrated logistics support planning. A disciplined unified, proactive and
interactive approach to the management and technical activities necessary
to:

C. Integrate logistics support considerations into the basic design of
systems and equipment.

d. Develop material and other logistics requirements that are related
consistently to specified support objectives, to system/equipment
design, and to each other.

e. Acquire and position the required logistics support.

f. Deliver the required logistics support concurrently with the equipment
or system at an acceptable life-cycle cost to the Postal Service.

Intermodal. Using more than one type of carrier for transportation from

origin to destination; for example, motor to rail, motor to rail to motor, or

motor to air.

Inventory. Material stocked to meet future requirements; or the act of

holding material in stock to meet future needs.

Inventory accuracy rate. Relationship between the number of items
actually on hand and the number expected to be on hand as stated on
inventory records; the adequacy of physical inventory security measures.
Measured in percentage based on the unit count.
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Inventory carrying cost. Cost of carrying inventory, usually defined as a
percentage of the dollar value of inventory per unit of time (usually one year).
Factors used in determining the dollar value of inventory include the capital
invested in inventory and the cost of maintaining it, such as taxes, insurance,
obsolescence, spoilage, and storage space.

Inventory control. The decisions and procedures by which those
responsible for inventories decide which items to stock, how much to stock,
when and how much to order for replenishment purposes, and when to
declare stock excess and dispose of it. Involves the maintenance of data on
the quantities, locations, and conditions of all property due in, on hand, and
due out, so as to facilitate inventory management.

Inventory investment. Aggregate dollar value of all levels of inventory.

Inventory locator system. A system for determining the specific location of
an inventory item in the storage area to facilitate picking and issuance.

Inventory management. Process of determining future requirements and
controlling inventory so as to meet those requirements effectively and
economically.

Inventory management cost. Those Postal Service variable costs that are
affected by the decisions of the inventory manager to carry items of supply in
inventory. These costs generally fall into four basic categories: order cost,
holding cost, transportation cost, and stockout costs.

Inventory parts listing. A list containing quantity and value information for
each repair part of supply item maintained in a facility storeroom. The list is
organized by item number. Data elements include balance on hand,
accounting period, and year-to-date summaries of the number of units
issued or adjusted and their respective values.

Inventory turn rate. The number of times inventory is replaced during a
given time period (usually a year). It is calculated by item by dividing the
number of items issued for the period by the average inventory level for the
period. In aggregate, it is calculated as the total number of inventory issues
for the period divided by the aggregate average inventory level for the period.
Low inventory turn rates indicate that the inventory levels are too high, and
effective customer support can most likely be achieved with lower inventory
levels.

Inventory write-off. A deduction of inventory dollars from financial records
because of inventory losses, damage, or spoilage.

Inventorying. See Physical inventorying.

Invoice. An itemized list of deliveries by a vendor and an associated dollar
value due to the vendor.

Issuance. The process of filling requisitions from stock held in local supply
and parts rooms

Issuing office. Offices responsible for the implementation and control of
PSBL procedures.

Item name. The name by which an item is identified in a catalog. An item
name is a concise general description of the item.
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Julian date. A calendar date expressed as a 4-digit number, where the first
digit is the last digit of the calendar year and remaining three digits are the
sequential day of the year. For example, the Julian date for January 1, 2004,
is 4001; for January 2, 2004, 4002; for December 31, 2004, 4365, etc.

Knocked down. Term that denotes that an article has been taken apart so
as to reduce the space it occupies.

Lading. That which constitutes a load; the freight in a car, vessel, vehicle, or
container.

Laydown area/Shipment staging. A temporary storage area in a
warehouse or terminal where goods are accumulated for final loading at one
time.

Lead time. See administrative lead time and delivery lead time.

Lead-time level stock. Amount of stock needed to cover requisitions
expected to be received from the time a replenishment order is placed
through the time the replenishment stock is received. Figured by multiplying
the monthly usage rate by the number of months of lead time. See also
delivery lead time.

Less-than-carload. Quantity of freight less than that required for
application of the carload rate (a carload rate generally being more favorable
than a less-than-carload rate).

Less-than-truckload. Quantity of freight less than that required for
application of the truckload rate (a truckload rate generally being more
favorable than a less-than-truckload rate).

Life-cycle cost. Cost associated with the design, development, acquisition,
operation, support, and disposition of a system or equipment over its full
operating life cycle.

Life-cycle management. Seven-phased cycle for the management of an
end item in the postal inventory. Phases include: concept development,
planning acquisition, pre-production, production/deployment, operation, and
disposal.

Line item. Each individual type of property listed on a requisitioning,
purchasing, or transportation document.

Line-haul. Transportation of freight over the tracks of a railroad or over the
routes of a trucking company from one town or city to another, not included
local pickup, delivery, or switching.

Loaded to capacity. Refers to the extent to which a vehicle is loaded with
freight. A vehicle loaded to capacity is (1) filled to its weight-carrying capacity
or (2) so filled with freight that no more like freight in the shipping form
tendered can be loaded in or on the vehicle.

Local purchase. The authorized purchase of supplies and services by an
installation for its own use or the use of an installation or activity logistically
supported by it. Local purchases are not limited to suppliers within the
immediate geographic area of the purchasing installation. (See the
Administrative Support Manual for levels of authority.)

Local stock number. Stock number assigned to nonstandard items by a
Postal Service retail activity.
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Locator system. See stock locator system.

Logistics. The practice of planning for, acquiring, storing, issuing,
transporting, and using items in support of an activity or endeavor.

Mail Equipment Shops (MES). A Postal Service field facility operating
under Supply Management, Material Production & Distribution that
manufactures, repairs, and supplies locks, keys, mailbags, pouches, and
other related equipment and accessories for other Postal Service facilities.

Mailing label. A generic term for any label used in shipping or mailing
correspondence, supplies, repair parts, and equipment.

Maintenance planning. The development and establishment of
maintenance concepts and requirements for the lifetime of a system or
equipment. It analyzes maintenance tasks, equipment overhaul
requirements, obsolescence, and maintenance data logging requirements.

Markings. Numbers, nomenclature, special labels, or symbols affixed to
packages for identification during transportation and storage operations.

Material. All material, other than buildings and real estate, owned by the
Postal Service; that is, all supplies, equipment, and repair parts.

Material accountability officer. Postal Service employee responsible for
taking material control measures in regard to the property assigned to his/her
facility’s finance number. This includes safeguarding, physical inventorying,
record keeping, excess reporting, and disposal.

Material control. Material management function of regulating the receipt,
custody, use, and disposal of all Postal Service-owned material (except real
estate and vehicles).

Material disposal. See Disposal.

Material Distribution Center (MDC). Postal Service wholesale facility in
Topeka KS that is responsible for stocking common-use supplies, parts,
equipment, forms, and directives and for issuing them to other Postal Service
facilities.

Material management. The process of directing and controlling personnel
or procedures to accomplish the organizational objectives of providing
quality supplies, parts, and equipment on a responsive, cost-effective basis
through requirements development, property control, warehousing, and
distribution.

Material Service Center (MSC). One of four HQ field units that provide
material management support and oversight to the field.

Mean time between failures. Average amount of time a given piece of
equipment will operate before it fails.

Mean time to repair. Average amount of time required to repair a given
repairable piece of equipment.

Min-max system. Inventory management technique that places a
replenishment order when the available stock falls to the minimum level or
below it. The quantity ordered is the difference between the available stock
and the maximum (target) level.

Modem. Device allowing computers and/or terminals to communicate over
telephone lines. The modem translates a digital computer signal into an
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analog telephone signal, and vice versa. Both sending and receiving

machines must have a modem in order to communicate.

Modes. Refers to the basic divisions of the transportation industry. The

primary modes are truck, rail, air, and water.

Moving average. An average computed on a fixed number of observations;

the fixed number is always applied to the most recent observations.

Multi-Use File for Interagency News (MUFFIN). GSA'’s electronic

information system, which can be accessed by customers 24 hours a day.

Services available include:

a. Source of supply information on schedule, stock, and special order
programs.

Excess/surplus personal property availability.
List of GSA customer service officers.
Quality complaint reporting.

Customer comments and suggestions.
FEDSTRIP requisitioning.

National Stock Number (NSN). A number assigned to each common item
of supply repetitively used, purchased, stocked, and distributed within the
federal government. It is made up of 13 digits in 4 groups; for example,
7240-00-160-0440 (Federal Supply Group 72, Federal Supply Class 7240,
and National ltem Identification Number 00-160-0440). All items
requisitioned by FEDSTRIP from GSA must be identified by NSNs.

Natural account. PEAS terminology for a GLA (general ledger account)
number.

~ 0 oo QT

Negotiated sales. Sales involving informal bids solicited by telephone or
fax when the formal sales method is determined to be nonfeasible or
impracticable because of time or space requirements.

Negotiation. One of the two major methods of formal contracting used by
the Postal Service. Employed when the formal advertising method is
determined to be infeasible or impracticable.

Net book value. PEAS terminology for the undepreciated balance.
Nondemand-based item. ltem stocked because of its importance to the
operating customer or because it has been determined that it is less costly to
stock than not to stock the item.

Nonstocked item. Item not stocked in inventory.

Not ready for issue (NRFI). A repairable assembly in need of repair.

Notice of credit. Credit issued to a facility upon return of a repairable item.
A credit equals 80 percent of the original cost of the item.

Obsolete material. Material that has been replaced by substitute items or
items of an improved design.

Occupational Safety and Health Administration (OSHA). The branch of
the Department of Labor responsible for ensuring safety in the workplace.
Representatives have the authority to conduct unannounced visits and
reviews of Postal Service facilities.
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On-time delivery. Delivery of a product or service at the time previously
specified.

Open market. The commercial market. Procuring from the open market
involves contracting with commercial vendors, and not using previously
established federal purchasing agreements.

Operating costs. The cost of ordering, holding, and issuing material.

Operating level stock. The amount of stock expected to be issued from
one replenishment to the next.

Operational availability. The probability that a given system or equipment
will be in an operable or “up” condition at a random point in time.

Order. A commission to purchase; directions to deliver goods or to pay
money.

Order costs. Costs associated with preparing and placing an order for
inventory replenishment, and of receiving the incoming shipment.

Order cycle. Includes the time and processes involved from the placement
of an order to the receipt of the shipment or services. The processes
included are:

a. Communicating the order.

b. Processing the order.

C. Transporting the shipment or performing the service.

Order time. Time elapsing between the receipt of a requisition by a supply
room or other warehousing facility and the issuance of the item or items to
the requisitioner.

Ordering instructions. Bulletins issued for centrally procured items
providing delivery order details and, in some cases, financial and distribution
information.

Overage. Atrticle of freight (packaged or loose) which, upon delivery by a
carrier, is found to be in excess of the quantity of material recorded on the bill
of lading covering the shipment.

Overage, shortage & damage (OS&D) claims. A written request to a

carrier for reimbursement of expenses to repair or replace material that has
been damaged or lost by the carrier.

Packing. Application or use of exterior shipping containers and assembling
of items or packages in them, together with necessary blocking, bracing,
cushioning, weatherproofing, strapping, and marking.

Packing slip. List of items contained in a shipment.

Pallet. A device used for moving and storing freight. Freight is placed upon
the pallet. Pallets are constructed to facilitate their movement by forklift.

Parts order list. A list containing quantity to order, source code, unit price,
and item number of items that reach reorder point during daily inventory
operations.

Past due. An order that has not been completed on time; delinquent.

Penalty label. Labels used to send official government agency mail
containing matter relating exclusively to the business of the government,
authorized by law without prepayment of postage.
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Performance review. A review of the performance of an activity in specific
areas, as defined by specific standards and measures.

Permanently marked material. Material having the Postal Service insignia
imbedded in its body.

Physical count. Counting designated items in storage and recording the
quantity counted on a designated document such as a count card or tally
sheet.

Physical inventory adjustment. Transaction that corrects the book
balances of the material and financial records.

Physical inventory research. An investigation of potential or actual
discrepancies between the physical count and the balance shown on the
stock record. Its purpose is to ascertain whether the recorded balance is
correct and to discover the causes of discrepancies.

Physical inventory reversal. Transaction that reverses a physical inventory
adjustment through a credit loss or credit gain action in both material and
financial records.

Physical inventorying. Actions necessary to make a physical count of all
supplies, parts, and equipment within a supply room, stockroom, or other
warehousing area, and to reconcile that count with records on the property
inventoried. Postal Service activities are required to conduct physical
inventories on a scheduled basis.

Pick line. Area in the warehouse from which the cases or items for orders to
be shipped are picked. The area is also called the order-pick storage area.

Picking. Process of withdrawing components or finished goods from stock
to fill a customer request.

Picking ticket. Stock tag describing the item the lineman pulls from supply
center stock to fill an order.

Pickup and delivery. A service rendered by carriers in which shipments are
picked up at the consignor’s location or delivered from the carrier’s terminal
to the consignee’s location without additional charge.

Pilferage. Pilferage exists when items are found totally or partially missing
from a shipping container that has been torn open, or when items vulnerable
to theft are found totally or partially missing in the same or adjacent
shipments in which other containers have been tampered with.

Planned utilization date. The date that idle equipment (normally
restricted-use equipment) stored for future use is to be put into service.
Positioning. The determination of where stocked material should be
physically positioned in the overall distribution network.

Postal Service Item Number (PSIN). A number assigned to a supply or
equipment item to identify that item for requisition, storage, issuance, and
property control purposes. This identification system is being phased out.
Postal Stock Number (PSN). A number assigned when the item is stocked
by the MDC but not carried in the Federal Supply System managed by GSA.
Has the same format as an NSN. Also known as a “pseudo NSN.”

Praeto’s Law. A concept developed by Vilfredo Praeto that states that a
small percentage of a group accounts for the largest fraction of the impact
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value; for example, 20 percent of the inventory items may constitute 80
percent of the inventory value.

Probability distribution. Distribution of the potential outcomes for a given
event. Generally a graphic or tabular representation of all possible results.

Procurement. Includes purchasing, renting, leasing, or otherwise obtaining
supplies or services. It also includes all functions that pertain to obtaining
supplies and services (except for determination of requirement), including
description, selection and solicitation of sources, preparation and award of
contract, and all phases of contract administration.

Productivity. The work effectiveness measure that is generally the sum of
outputs divided by the sum of inputs.

Property Code Number (PCN). Six-digit numerical classification used to
identify capital property items and capitalized modification. A PCN is
assigned to each type of item and maintained by the San Mateo ASC. PCNs
are published in Handbook F-43, Property Code Numbers.

Property & Equipment Accounting System (PEAS). The San Mateo ASC
accounting system used to track capital property.

Property records. Supply records and all other records used in controlling
Postal Service property.

Property transaction. An action that either adds an item of capital property
to or deletes it from the accountable facility’s inventory. May be an
acquisition, a transfer, a loan (temporary transfer), or a disposal.

Proprietary items. Supply and equipment items that have been designated
by the Inspection Service as critical from the standpoint of disposal and
which, therefore, may not be transferred, sold, or released outside the Postal
Service.

Provisioned item. Item stocked to provide initial support of new or modified
end items of equipment or systems until the introduction of the equipment or
system is complete and historical demand reflects the valid continuing
customer requirement.

Provisioning. Actions taken during the process of purchasing equipment or
systems to determine which parts and assemblies should be stocked in
inventory to ensure continued equipment/system operation.

Quarantine. A control process placed on an operation to protect against a
health hazard.

Queue. The lining up of messages, data, or other items for sequential
processing.

R-coded reparable. A reparable item that must be ordered from the MDC
and is not authorized for stocking at a local facility.

Range. The variety of items carried in inventory.

Re-consignment. Any change in a consignment, other than a change in the
route, made before the arrival of the goods at their billed destination or any
change in a consignment made after arrival of the goods at their billed
destination, when the change is accomplished under conditions that make it
subject to the re-consignment rules and changes of the carrier. See also
Diversion.
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Ready for issue (RFI). A repairable that has been rebuilt and returned to
stock.

Receipt/Receiving. Unloading trucks or rail cars and inspecting material for
processing to customers or for storage. Includes material inspections.

Receiving documents. Documents used by personnel responsible for
receiving and accepting incoming shipments on behalf of the Postal Service.
The documents are used to verify that items shipped meet all requisition,
order, or contract terms, and, if so, to authorize payment for the items.

Recycled materials. Materials that otherwise would have been destined for
disposal but that have been collected, reprocessed, or remanufactured into
new products.

Redistribution. Physical relocation of items from one activity to another.
Also transfer.

Reference Number. A unique number assigned to each transaction in
PEAS.

Reorder point. The point at which replenishment action should be taken for
a given stock item. The reorder point is reached when the level of stock on
hand equals the lead-time level quantity plus the safety-level quantity
(termed the reorder point quantity).

Repair part. A replaceable part, subassembly, or assembly that is expected
to be used for the efficient repair of breakdowns during the useful life of an
equipment item.

Repair tag. A form that contains a brief description of a defective reparable
part and is affixed to the part.

Repair turnaround time. The period of time from the induction of an
unserviceable item into repair until the repair facility returns it to serviceable
condition.

Reparable or repairable. A part, subassembly, or assembly that can be
repaired and reused for the majority of breakdowns during the useful life of
its end-item application.

Replenishment. The act of submitting requisitions and placing orders so as
to prevent depletion of stock maintained in inventory.

Report of discrepancy (ROD). Standard PS Form 364, completed for
returned items for credit or to obtain credit on damaged or erroneous
material. Sent to the DLA supply center that issued the item.

Requirement. Need for a supply, repair part, or equipment item, identified
by a Postal Service operational entity and conveyed through appropriate
channels to material management and purchasing personnel; or the
projection of the quantity of an item that will be needed to support operations
for a stated period of time (generally one year).

Requirements development. The systematic projection and reporting of
the supplies, repair parts, and equipment needed to carry on Postal Service
business. Enables Supply Management to determine strategies for
purchasing items on a consolidated basis so as to achieve monetary and
administrative savings.
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Requirements planning. A combination of long-term and intermediate-term
planning and forecasting to identify the future needs of the Postal Service.
Such planning is strategic in nature and, by definition, system-wide in
perspective.

Requisition. An electronic or written request submitted to a supporting
material management or purchasing activity for supplies, parts, or
equipment; or an electronic or written order for supplies, parts, or equipment
items submitted by material management personnel to an internal or other
established supply source.

Requisitioning objective. Maximum quantity of stock to be maintained on
hand and on order so as to sustain current operations. It consists of the sum
of the operating level quantity, the lead-time level quantity, and the safety
level quantity.

Restricted-use material. Serviceable material that the accountable facility
or organization plans to use in a specific location within six months of the
date that the material is placed in storage.

Restricted-use property. Inactive serviceable property that the
accountable facility or organization plans to put into use, in a specific
location, no longer than six months from the date when the property is
placed into storage. Also referred to as “not-yet-installed” or “not-in-use”
property.

Retail. An activity that uses items of supply and equipment.

Retail consumer. Postal Service activity that maintains retail inventory
sufficient to support only its own operations.

Retail resupply. Postal Service activity that maintains retail inventory to
support itself and subordinate activities.

Retention level. The sum of the requisition objective and the retention
stock. It is a trigger point to warn when an item is in long supply.

Retirement. The disposal/deletion of a capital asset in PEAS.

Return. The disposition of an item that may be returned to the inventory
system for credit or not credit, or that it is prepared for sale. Before returning
items to GSA/DLA for no credit, material should be offered to postal
activities.

Reutilization of Assets & Materials (RAM). A MSC report summarizing the
value of the redistribution of excess material, comprised of cost savings from
not buying new items plus the benefit of placing idle assets back into service,
and the revenue from the sale of surplus and obsolete material.

Safety level quantity. The amount of stock kept on hand to cover the
contingency period that could occur if both operating level and lead time
level stocks were depleted.

Salvage. Property that has some value in excess of its basic material
content but which is in such condition that it has no reasonable prospect of
use for any purpose as a unit and its repair or rehabilitation is clearly
impractical.

Scrap. Material that is damaged, defective, or deteriorated to the extent that
it has no value except for its basic material content; items that do not qualify
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for redistribution or return; e.g., obsolete items, damaged beyond economic
repair, unidentified items will be disposed of and sold as scrap. Also referred
to as “junk.”

Sealed bid sale. A sale in which an invitation for bids and bidding forms are
provided to prospective buyers. The invitation for bid describes the property
offered for sale, lists any special conditions applicable to the sale, and
indicates where and when property may be inspected.

Seasonal demand items. Items for which there is a significantly higher or
lower rate of demand during the same period each year.

Self-service equipment. Customer-operated equipment such as
automated postal centers (APCs) and stamp vending machines.

Sensitive expendable property. Expendable property that is considered
especially vulnerable to theft or loss.

Sensitive material. Expense items that are considered especially vulnerable
to theft or loss (e.g., office equipment such as computer equipment, digital
cameras etc.).

Serial locks. Street letterbox padlocks used with hasp and staple-type
fasteners.

Serial number. A unique number assigned to a single piece for identification
that will never be repeated for similar pieces. Serial numbers are usually
applied by the manufacturer but can be applied at other points, including by
the distributor or wholesaler.

Service life. The estimated average number of useful years assigned to an
asset. Service life is expressed in years, but is converted to months for the
purpose of calculating depreciation expense. Personal property items have a
variety of service lives.

Serviceable material. Material that performs its function without repair or
renovation; new or used property that can be put into immediate use.

Set-up. Articles shipped ready for use, as contrasted to articles that are
knocked down.

Shelf life. Predetermined life expectancy that perishable commodities can
sit in inventory and still perform their intended use.

Shipper. Organization that furnishes or delivers material to a carrier for
movement.

Shipping. Function of moving material from the warehouse to customers by
commercial or government conveyances.

Shipping label. Generic term for any labels used in shipping or mailing
correspondence, supplies, repair parts, and equipment for a postal facility
and/or vendor.

Shipping point. Location from which material is shipped.

Shortage. All or part of a shipment, as shown on the bill of lading, which has
not been received.

Solicitation. Oral or written request issued by Postal Service purchasing
personnel seeking to obtain competitive offers from prospective vendors for
specific items or services.
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Sources of supply. See Established sources.

Space management. Principles and practices of managing the physical
storeroom and warehouse space required by the Postal Service to perform
the material functions necessary for supporting customers.

Specifications. Portion of a requisition and the resulting order or contract
that describes the requirement in specific terms and which may include
criteria for determining whether the requirement has been met.

Staging area. A temporary storage area in a warehouse or terminal where
goods are accumulated for final loading at one time.

Stock. Items held in storage to be used for future needs; as used in this
handbook, synonymous with inventory.

Stock control. See Inventory control.

Stock locator system. A system, maintained in conjunction with supply or
inventory records, which shows the exact location of all items stored within
the supply room or other warehousing area.

Stock number. A number assigned to an item by the MDC when the item is
stocked by the MDC but not carried in the Federal Supply System managed
by GSA. Has the same format as an NSN. Also known as a “pseudo NSN.”

Stock records. Written or computerized records of inventory items.
Stock turn. See Turnover rate.

Stockage objective. Safety level plus the operating level. An approximation
of the maximum on-hand assets for any item.

Stockout. Complete depletion of the inventory for a given item.

Stockout costs. Costs to the operating customer resulting from the
unavailability of needed material and the delay experienced in receiving that
material.

Stockpicking. Act of finding and pulling a specific quantity of a stocked
item in order to fill a requisition for the item.

Stop-off. A privilege granted a shipper for the purpose of completing a
loading or for partial unloading between points of origin and final destination
(for truckload shipments).

Storage. Holding, protecting, and preserving merchandise until it is issued,
shipped, or otherwise used.

Stratification. See ABC analysis.

Supervised destruction. Authorized method by which property may be
disposed of when no other disposal method is feasible. Under this method,
property may be destroyed in the presence of the material accountability
officer or other responsible employee or may be broken up and taken to a
dump.

Supervised destruction committee. Committee established at all Postal
Service facilities to witness and document the destruction of capital or
sensitive property prior to final disposal. At a minimum, the committee
includes the installation head or designee and the material accountability
officer. Supervised destruction is performed by a supervised destruction
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committee to ensure proper methods of treatment of capital and sensitive
items prior to final landfill disposal.

Supplier. Company or individual that provides goods or services.

Supplies. Items having an expected useful life of less then one year, or
items that are consumed in use (e.g., paper, pencils, folders, etc.). The term
does not apply to repair and replacement components of postal equipment
and mechanized systems.

Supply control classification. Process by which each individual type of
item in an inventory is identified and described to eliminate the possibility of
duplicate records on a given item, to enable a uniform means of referring to a
given item, and to facilitate inventory planning and control.

Supply room. Area within a Postal Service facility that is used for the
purpose of receiving, stocking, and issuing items of supply to authorized
requisitions.

Supply support. All management actions, procedures, and techniques used
to determine requirements for acquiring, cataloging, receiving, storing,
transferring, issuing, and disposing of spare and repair parts, both for initial
provisioning and for replenishment. It analyzes all projected attributable
logistics cost elements and provides for identifying spares and repairables.

Surplus material. Any material over and above the foreseeable needs of the
Postal Service.

Suspense file. Chronological file containing documents reflecting actions to
be performed on specific dates.

Tariff. A publication containing rates, rules, ratings, regulations, and charges
applying to transportation and incidental services.

Technical data. All items of recorded information, regardless of form or
character, used to identify what an equipment, component, or part looks like,
what components and material are used to make it, how it is assembled, and
what special processes, if any, are required in the manufacturing process.

Term contract. Type of contract that establishes that for a given period of
time, upon receipt of delivery orders for items or services, the contractor will
deliver those items or perform those services at the price and in accordance
with the provisions stipulated in the contract.

Terminal. Carrier station located at the shipping and receiving end, or at an
important juncture, in a transportation line.

Touch Tone Order Entry (TTOE). MDC telephone ordering system.

Tracing. The act of requesting a transportation company to determine
location of shipment, or a portion of a shipment, for the purpose of
expediting movement, establishing time of delivery, or investigating delay in
delivery.

Trade-in. Preferred method of disposal in which equipment, supplies or
repair parts are given to a vendor as whole or partial payment in the
purchase of new equipment, supplies, or repair parts.

Traffic management. The directing, control, and supervision of functions
involved in the effective and economical procurement and use of freight
transportation services from commercial for-hire transportation companies,
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including rail, highway, air, inland waterway, coastwise, and intercoastal
carriers.

Transaction Number. See Reference Number.

Transfer (redistribution). Movement of property from one Postal Service
installation to another resulting in a change from one finance number to
another.

Transportation costs. The costs associated with the physical movement of
equipment and supplies from external sources to Postal Service activities
and also between Postal Service activities.

Transportation mode. Method used to move property from one place to
another.

Truckload. Quantity of freight that will fill a truck; quantity of freight
weighing the maximum legal amount for a particular type of truck; or, when
used in connection with freight rates, the quantity of freight necessary to
qualify a shipment for a truckload rate.

Turn. Number of times a given property item is issued within a specified
period of time.

Turnover rate. Measurement of inventory management effectiveness,
arrived at by dividing the total dollar value of items issued to customers
annually by the average value of the inventory on hand.

Unserviceable material. Material that cannot perform its function without
repair or renovation, or that cannot be used in its present condition. Includes
both reparable and unrepairable items.

Upload. Process of receiving data by one computer from another.
Usage history. See Demand history.
User. Person authorized to use a Postal Service system or application.

Variable costs. Costs directly related to the dollar value of the orders
placed to replenish inventories. Variable costs directly affect the amount
spent on inventory management. They fall into two categories: holding costs
and ordering costs.

Vendor. Company or individual that supplies goods and/or services. See
Supplier.

Warehouse. A building or section of a building used for processing, storing,
and issuing goods.

Warehousing. The material management activities of planning and
organizing material handling and storage, developing stock locator systems,
receiving incoming property, safeguarding property, and assembling and
preparing property for issuance or shipment.

Warranty. A written guarantee of the integrity of a product for a specified
time after product acceptance and the maker’s responsibility for repair or
replacement of a defective product or parts.

Waste reduction. Any change in a process, operation, or activity that
results in the economically efficient reduction in waste material per unit of
production, without reducing the value output of the process, operation, or
activity, taking into account the health and environmental consequences of
such change.
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Waybill. Railroad term for the document that accompanies a shipment
during transportation. Motor carriers usually use the term freight bill or pro.

Wholesale. A central level of inventory that supplies retail activities.

Wilson EOQ formula. Formula for calculating economic order quantity
(EOQ), expressed as follows:

Q = J((2CY)/(HU))

Where:

Q = the economic order quantity

C = cost to place an order

Y = demand per period

H = holding cost expressed as a percentage

U = price of one unit

Work order. Authorized statement of work to be performed.

Year of acquisition. Fiscal year in which payment for capital property items
is made to the contractor or other supply source. Year of acquisition must be
stated on the property record for the item.
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A

ABC classification, 462.21

ABC stratification report, Exhibit 462.21
ABC supplement, 462.23

Access
to property and equipment accounting
system, 522.2

to storage space, 367
Accessibility of freight, 236.61
Accidental damage or destruction, 646.1282

Accountability. See also Asset accountability
control methods, 139
definition, 511
stockroom management, 414
Accountable paper
recycling and disposal of, 646.1

Accounting Service Center. See San Mateo
Accounting Service Center

Accounting system. See Property and equipment

accounting system
Acronyms, Appendix A
Administrative Services/Finance
manager’s responsibilities, 536
Air cargo
loading responsibilities, 236.51

shipper’s security endorsement, 236.32,
Exhibit 237.32

unloading responsibilities, 242.31
Antiques

definition, 645.13

preserving, 645.142

receipts from sale, 645.154

recycling and disposal of, 645.1
Approval

approval and disposition, 642

approval and disposition matrix, Table 642
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for disposal of Inspection Service controlled
items, Exhibit 624.243

for disposals, 645.151
material requiring special approval for
recycling and disposal, 645
storage space requirements, 382.1
Artwork
definition, 645.13
Asset accountability
accounting period change list, Exhibit 571.1a
capital property physical inventory, 59
control requirements, 54
definitions, 51
eBuy requisition, Exhibit 552.1¢e
filing system, 55
logic chart for verification of accounting period
change lists, Exhibit 575.2
Material Recycling and Disposal (PS Form
969), Exhibit 552.1c
PCFM report, Exhibit 571.1a
Physical Inventory Certification/Adjustments
(PS Form 2880), Exhibit 576.2
Post Office Property Record (PS Form 961-A),
Exhibit 571
Postal Service automated system, 52
Requisition for Supplies, Services, or
Equipment (PS Form 7381), Exhibit 552.1¢c
responsibilities, 53
San Mateo ASC documents, 57
Serviceable Property Tag (Excess) (PS Form
7363), Exhibit 564
subcustody records, 58
Supplies and Equipment Receipt (PS Form
1590), Exhibit 541.27
transactions, 56
transfer and reassignment information
generated in PEAS, Exhibit 552.1b
Asset recovery
applicability,612
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definitions, 615

disposal, 64, 611.2
environmental policy, 611.3
forms used, 616

Maintenance Repairable Tag (PS Form 7433),
Exhibit 633.213

material identification and reporting, 62

Material Recycling and Disposal (PS Form
969), Exhibit 624.221d

methods, 646.12

Out of Order (tag) (PS Form 4707), Exhibit
624.221b

policy, 611

priority, 646.11

purpose of, 613
recycling, 64, 611.2
redistribution, 63, 611.2

release from liability and denial of warranty for
sold or donated computer equipment,
Exhibit 646.10

Request for Funds Transfer (PS Form 7370),
Exhibit 633.63

Request for Return Authorization (PS Form
8180), Exhibit 633.211

responsibilities, 614

Salvage or Junk Tag (PS Form 965), Exhibit
624.221c

Serviceable Property Tag (Excess) (PS Form
7364), Exhibit 624.221a

Shipping Instruction for Excess Property —
Vehicle (PS Form 7340-A), Exhibit 633.545

Shipping Instruction for Excess Property (PS
Form 7340), Exhibit 633.532c(1)

Supply Record (card) (PS Form 1586), Exhibit
633.52
Auction of historical items, 645.153
Authority
Postal Service Bill of Lading issuance, 217
Automated equipment
inactive inventory reporting, 624.241
redistribution of, 633.442
Automated stockrooms
location codes, 352.2
storage processing, 432.31

Backorder management
definition, 423.41
processing, 423.43
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requisitions, 423.42
validating, 423.44
Bench stock, 424.3
Bill of lading. See Postal Service Bill of Lading

Bulk containers
storage of, 366

C

Canceled shipments, 221.4
Capital Equipment Material Management. See also
Iltem Management Teams
manager’s responsibilities, 123
Capital file, 554
Capital property
definition, 512
material accountability officer responsibilities,
541.27
new, ID labels issuance, 574.2
other-than-new, ID labels issuance, 574.3
physical inventory, 59
Capital property listing procedures
overview, 576.1
updates to PEAS, 572
verification of entries, 576.2
Capital records
suspense file, 552
Carload shipments
loading, 236.751
seals, 236.752
Carriers. See Transportation Service Providers
Catalog identification, 422.34
Cataloging
catalog changes, 452
stock analysis, 451
stock analysis matrix, Table 451
stock number systems, 453
Cataloging and Technical Data Services
manager’s responsibilities, 125.2
Claim for loss and damage in transit (PS Form
7343), Exhibit 255
Codes, assignment and maintenance, 137.4
Collectibles
definition, 645.13
preserving, 645.142
receipts from sale, 645.154
recycling and disposal of, 645.1
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Collection boxes
disposal policy, 646.81
loans of, 646.82
Collection equipment
orders from material distribution center,
244.813
Commercial warehouses. See Storage space
management
Completed file, 553
Computers
recycling and disposal of, 646.10
release from liability and denial of warranty for
sold or donated equipment, Exhibit 646.10
Concealed damage
claim validation, 244.932
National Freight Claim Council rules, 244.931
TSP inspection, 244.934
TSP notification, 244.933
Concepts
accountability and control, 139
codes assignment and maintenance, 137.4
demand-based items, 134.2
district material management specialist, 137.2
FEDSTRIP process, 137
life-cycle management, 133.13
logistics programs, 137.1
material acquisition, 135
Material Service Centers, 137.3
nondemand-based items, 134.3
performance/contribution measurement, 1310
process analysis, 138.2
processes, 133
provisioned items, 134.1
relationship between acquisition and supply,
135.2
retail material management, 133.2
special acquisitions, 138
stock categories and classes, 134
supply chain management, 131
supply sources, 136
support organization, 132
wholesale inventory item management, 133.12
wholesale material management, 133.1
wholesale supply management operations,
133.11
Consignees
responsibilities of, 236.47
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Consignors
responsibilities of, 236.47

Contribution measurement, 1310
Control
definition, 511
Control group counts, 472.12
Control methods, 139
CPL. See Capital property listing procedures
Credit policy, 444
Critical items, 422.33

Cycle counting
description of, 462.22
as performance indicator, 471.332

D

Damage prevention, 236.61
Damaged shipments. See also Over, short, and
damage claims
claim for loss and damage in transit (PS Form
7343), Exhibit 255
claim validation, 244.932
concealed damage, 244.93
description of damage or loss, 244.922
photographs of, 244.923
receiving, 244.921
request for TSP inspection, 244.925
retaining packing material, 244.924
TSP inspection, 244.934
TSP notification, 244.933
Dead letter mail, 646.4
Defective items, 257.2
Defense Logistics Agency
receiving FEDSTRIP orders from, 244.82
Definitions. See B
Delivery
documentation, 561.2
inability to deliver due to unsafe condition of
shipment, 242.33
Delivery equipment
orders from material distribution center,
244.813
Delivery receipt
annotating, 244.6
function of, 216.12
Demand-based items
description of, 134.2
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finding requisition frequency, 422.22, Table
422.21

using demand history, 422.21
Demurrage, detention, and storage
computation of highway TSP free time, 236.45
definition, 236.42
free time determination, 236.43
guidelines for highway TSP shipments, 236.44
policy, 236.41
rail shipments, 236.46
responsibilities of consignors and consignees,
236.47
Depreciation
changes, 566.4
definition, 566.1
expense calculation, 566.3
managing, 566.5
MAO responsibilities, 566.6
service life, 566.2
tracking, 566.5
Designated receiving points
responsibilities, 243.1
special equipment and services, 243.3
tallying, 243.2
Designation, letters of

for material accountability assistants, Exhibit
541.32

for material accountability officers, Exhibit
541.21

sample, Exhibit 541.21
Destruction. See Recycling and disposal
Detention. See Demurrage, detention, and storage
Directives

orders from material distribution center,

244.811

Discrepancies

documenting, 244.92

expired shelf life, Exhibit 244.822d

incorrect consignee, Exhibit 244.822e

location/inventory discrepancy report, 472.2,
Exhibit 472.21a, Exhibit 472.21b

as performance indicators, 471.331
reporting, 244.822

shortage, Exhibit 244.822b

stockroom, 462.3

supply documents missing, Exhibit 244.822¢c
wrong item received, Exhibit 244.822a

Disposal of damaged material, 256.1
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Disposals. See also Recycling and disposal
approval for, 645.151
Material Recycling and Disposal (PS Form
969), Exhibit 552.1¢c
normal process, 565.1
policy, 611.2
sale for recycling, 646.1241
District clusters
inactive inventory reporting, 624.231
District material management specialists
asset accountability responsibilities, 537
FEDSTRIP responsibilities, 137.2
inactive inventory reporting, 625.21
material identification and reporting
responsibilities, 622.5
Districts
responsibilities of, 127
DLA. See Defense Logistics Agency
DMMS. See District material management
specialists
Documentation
air cargo shipper’s security endorsement,
236.32, Exhibit 237.32
canceled shipments, 221.4
for concealed damage, 244.93
correcting a PSBL, 223, Exhibit 223
for damaged or discrepant shipments, 244.92
document retention, 221.3

documenting freight transportation
transactions, 22

FOB documents, 221.5
FTMS PSBL documents, 222
information requirements, 221

Postal Bill of Lading register, 221.1, Exhibit
221.1

processing receipt documentation, 244.94,
Exhibit 244.94

for receiving, 244, Exhibit 243.1
recycling or disposal action, 644
requesting PSBLs, 221.7, Exhibit 221.8

San Mateo Accounting Service Center
documents, 57

for shipment between two points in the same
metropolitan area, 221.8

shipment information and labeling, 236.31

for shipments without discrepancies, 244.91

shipping requests, 221.2

tally records, 236.63
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tracing shipments, 221.6
TSP selection for shipment, 221.9
types of transportation documents, 216.1
vendor compliance with PSBL procedures,
224, Exhibit 224
Donations
post office boxes, 646.53
to a state agency, public body, or nonprofit
organization
authorization, 646.126
Due-in management
accounting for due-ins, 423.23
definition, 423.21
eMARS parts due-in report, Exhibit 423.24a
establishing due-ins, 423.22
invalid due-in, Exhibit 423.23
logic steps, 423.24

E
eBuy
reports, 625.1
requisitions, Exhibit 552.1e
eMARS
ABC stratification report, Exhibit 462.21
low/no issues report, Exhibit 423.34
non-stocked issues report, Exhibit 422.22b
open local orders report, Exhibit 423.44b
open orders report, Exhibit 423.44a
parts due-in report, Exhibit 423.24a
pending order report, Exhibit 423.24b
receipts, 432.312
reorder report for locally procured reparable
items, Exhibit 423.14b
reorder report for manually procured items,
Exhibit 423.14a
sites, 472.21
stock level and location accuracy report,
Exhibit 471.333

transaction summary report, Exhibit 422.22a
Environmental policy, 611.3
Equipment. See also Special equipment and

services

inactive, 564

loans, 563

major mechanization/automated, 624.241,

633.442

Equipment accounting system. See Property and
equipment accounting system
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Errors

defective items, 257.2

items ordered or shipped in error, 257.1
Excess material

identification of, 623.13
Excess property

Shipping Instruction for Excess Property —
Vehicle (PS Form 7340-A), Exhibit 633.545

Shipping Instruction for Excess Property (PS
Form 7340), Exhibit 633.532c(1)

Expendable property
definition, 513
sensitive property, 514
transaction file, 553

Expendable records
suspense file, 552

Expense calculation, 566.3
External property transfers, 562.3

F

Facility and activity managers
responsibilities of, 128
Federal agencies
property transfers, 646.1251
FEDSTRIP
codes assignment and maintenance, 137.4
collection equipment orders, 244.813
delivery equipment orders, 244.813
directive orders, 244.811
district material management specialist, 137.2
form orders, 244.811
general office supply orders, 244.811
Issue Release/Receipt Document (GSA Form
1348-1A), Exhibit 244.821
logistics programs, 137.1
Material Service Center, 137.3
partial shipments, 244.821
receiving orders from GSA/DLA, 244.82
receiving orders from material distribution
center, 244.81

repair part orders, 244.812

reporting order discrepancies, 244.822,
Exhibit 244.822a—Exhibit 244.822e

special procedures for receiving orders, 244.8
Filing system

expendable property transaction file, 553

loan file, 556

MAO responsibility for, 551
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pending verification file, 554

Post Office Property Record file (PS Form
961-A), 557

suspense file, 552
verified capital property file, 555
Fire prevention, 368.3
FOB destination
freight prepaid by supplier, defined, 215.2
over, short, and damage claims, 252
redirecting shipments, 221.52
selection of terms, 232
FOB origin
freight billed to USPS, defined, 215.1
over, short, and damage claims, 253
redirecting shipments, 221.51
selection of terms, 232
Foreign governments
property donation to, 646.1264
Formal sales, 646.1224
Forms
orders from material distribution center,
244.811
Free On Board. See FOB destination; FOB origin
Free time
computation for highway TSPs, 236.45
factors in determining, 236.43
Freight
accessibility of, 236.61
loaded into pup trailers, 236.72
loading onto more than one pup trailer, 236.73
Freight Traffic Management System. See also
Freight transportation management
PSBL documents, 222
Freight transportation management
applicability, 212
definitions, 215
documentation, 216
documenting transactions, 22
issuance authority, 217
policy, 211
processing over, short, and damage claims,
25
purpose, 213
receiving, 24
responsibilities, 214
shipping, 23
FTMS. See Freight Traffic Management System
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Functional managers
responsibilities of, 533

G

General Services Administration
Issue Release/Receipt Document (GSA Form
1348-1A), Exhibit 244.821
receiving FEDSTRIP orders from, 244.82
Glossary, B

Government personal property
Sale of Government Personal Property (GSA
Optional Form 16), Exhibit 647.226d
Government Property
Sale of Government Property (GSA Optional
Form 15), Exhibit 647.225b(2)

H

Handbook purpose, 111
Hazardous commodities, 368.2
Headquarters field units
inactive inventory reporting, 624.232
Highway shipments
computation of TSP free time, 236.45
guidelines for, 236.44
loading responsibilities, 236.51
unloading responsibilities, 242.31
Historic items
loans of, 645.152
receipts from sale, 645.154
responsibility for care, 645.141
sale or auction, 645.153
Historic value, objects of
definition, 645.13
preserving, 645.142

ID labels
additions from reclassifications and physical
inventories, 574.4

function of, 574.1

for new capital property, 574.2

for other-than-new capital property, 574.3
Imprinters

money order imprinters, 646.32

postage validation imprinter, 646.31
Inactive equipment, 564
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Inactive inventory reporting
Inspection Service items, 624.243
mail transport equipment, 624.244
memorandum reporting, 624.23
methods, 624.2
policy, 624.1
retail vending equipment, 624.242

special equipment reporting, 624.24, Table

624.24
status changes, 624.222
tag reporting, 624.2
USPS forms, 624.221
Inactive material identification
excess material, 623.13
material designation, 623.1
obsolete material, 623.15
oversupply material, 623.11
retention material, 623.12
review procedures, 623.2
surplus material, 623.14
Individual personnel
responsibilities of, 129
Informal sales, 646.1223
Inspection Service
controlled items, recycling and disposal of,
645.2
inactive inventory reporting, 624.243
redistribution of items, 633.443
special approval for disposal of controlled
items, Exhibit 624.243
Installation heads
asset accountability responsibilities, 531
material identification and reporting
responsibilities, 622.3
Insurance items, 422.32
Intermodal carriers
loading responsibilities, 236.51
unloading responsibilities, 242.31
Internal property transfers, 562.2
Internal reviews

by material accountability assistants, 541.34

by material accountability officers, 541.28
Inventory management

ABC stratification report, Exhibit 462.21

backorder management, 423.4

bench stock, 424.3

catalog identification, 422.34

critical items, 422.33
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demand-based items, 422.2

due-in management, 423.2

finding requisition frequency, 422.22

insurance items, 422.32

inventory accuracy, 471.31

low/no issues report, Exhibit 423.34

maintenance inventory support process,
461.2, Exhibit 471.334b

non-stocked issues report, Exhibit 422.22b

nondemand-based items, 422.3

open local orders report, Exhibit 423.44b

open orders report, Exhibit 423.44a

oversupply, 423.3

overview, 421, 461.1

pending order report, Exhibit 423.24b

physical inventory procedures, 462

purpose of, 461

remote location, 424.1

reorder point process, 423.11

reorder report for locally procured reparable
items, Exhibit 423.14b

reorder report for manually procured items,
Exhibit 423.14a

satellite location, 424.2

stock level and location accuracy report,
Exhibit 471.333

stock positioning, 424
stock replenishment, 423.1
stocking decisions, 422
transaction summary report, Exhibit 422.22a
use of items, 422.35
using demand history, 422.21

Invoice, shipment, 216.13

Issue Release/Receipt Document (GSA Form

1348-1A), Exhibit 244.821
Item/location cross-reference lists, 355.2

ltem Management Teams
Capital Equipment Material Management,
123.2

responsibilities of, 123.1
Supply Material Management, 126.2

L

Labels. See ID labels
Landfill disposal
costs, 646.1273
policy, 646.1271
procedure, 646.1272
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Laptops
recycling and disposal of, 646.10
Less-than-truckload motor shipments
carload and truckload shipments, 236.75
freight loaded into pup trailers, 236.72

loading freight onto more than one pup trailer,
236.73

loading requirements, 236.71
purchase of needed services, 236.74
Letters of designation

for material accountability assistants, Exhibit
541.32

for material accountability officers, Exhibit
541.21

Life-cycle management, 133.13
Loading
less-than-truckload motor shipments, 236.71
responsibilities for, 236.5
Loan file, 556
Loans
collection boxes, 646.82
equipment, 563
of historic items, 645.152
Location codes, storage
automated stockrooms, 352.2
design of locator system, 352.1
display of, 353
nonautomated stockrooms, 352.11
Location/inventory discrepancy report, 472.2
Locator systems, storage, 351
Logistics programs, 137.1
Logs, receiving, 244.4, Exhibit 244.4
Lost property, 646.1281
Low/no issues report, Exhibit 423.34

M
Mail processing equipment
recycling and disposal, 646.9
Mail transport equipment
inactive inventory reporting, 624.244
recycling and disposal of, 645.3
redistribution of, 633.441
Maintenance Control Supply Room Inventory
Record (PS Form 4783), Exhibit 633.512
Maintenance inventory support process
continuous improvement cycle, 461.3
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overview, 461.2
summary report, Exhibit 471.334b
Maintenance management employees
responsibilities of, 622.4
Maintenance Repairable Tag (PS Form 7433),
Exhibit 633.213
Managers
Administrative Services/Finance, 536
Capital Equipment Material Management, 123

Cataloging and Technical Data Services,
125.2

facility and activity, 128
Material Service Centers, 125.5
Materials Production and Distribution, 124
National Materials Customer Service, 125.3
National Program Support Group, 125.4
National Supply Management Programs, 125
Supply Management Operations, 122
Supply Material Management, 126
Manual stockrooms
physical inventory procedures, 462.24
MAO. See Material accountability officers
Material
definition, 113.1
Material accountability assistants
designation considerations, 541.31
designation procedures, 541.32
internal reviews, 541.34
letter of designation, Exhibit 541.32
responsibilities of, 535
training for, 541.33
Material accountability officers

asset accountability delegation, 541.21,
Exhibit 541.21

assigning a backup MAO, 541.22
assignment of, 541

capital property responsibilities, 541.27
depreciation responsibilities, 566.6
filing system responsibilities, 551

first tasks of, 541.24

internal reviews, 541.28

letter of designation, Exhibit 541.21

material identification and reporting
responsibilities, 622.3

physical inventory responsibilities, 541.26

responsibilities of, 532

sensitive property responsibilities, 541.27

subcustody record responsibilities, 541.25
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training for, 541.23
verification responsibilities, 541.26
Material acquisition
policy, 135.1
relationship between acquisition and supply,
135.2
Material distribution center
FEDSTRIP orders from, 244.81
property return, 633.2
Material identification and reporting
inactive material identification, 623
overview of, 621
report review, 625
reporting of inactive inventory, 624
responsibilities for, 622
Material management
definition, 113.2
policy, 112
Material management specialists
inactive inventory reporting, 625.22
Material Recycling and Disposal (PS Form 969),
Exhibit 552.1c, Exhibit 624.221d
Material Service Center
asset accountability responsibilities, 538
FEDSTRIP process, 137.3
manager’s responsibilities, 125.5
material identification and reporting
responsibilities, 622.6
Materials Production and Distribution
manager’s responsibilities, 124.1
operations, 124.2
Mechanization equipment
inactive inventory reporting, 624.241
redistribution of, 633.442
Memorabilia
definition, 645.13
Memorandum reporting
inactive inventory, 624.23
Military organizations
property transfers, 646.1252
Money order imprinters, 646.32
Monitors
recycling and disposal of, 646.10
Motor vehicles
recycling and disposal of, 645.4
redistribution of, 633.445
MP&D. See Materials Production and Distribution
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N
National Freight Claim Council, 244.931
National Materials Customer Service
manager’s responsibilities, 125.3
National Program Support Group
manager’s responsibilities, 125.4
National Supply Management Programs
Cataloging and Technical Data Services
manager’s responsibilities, 125.2
manager’s responsibilities, 125.1
material identification and reporting
responsibilities, 622.7
Material Service Centers manager’s
responsibilities, 125.5
National Materials Customer Service
manager’s responsibilities, 125.3
National Program Support Group manager’s
responsibilities, 125.4
Non-stocked issues report, Exhibit 422.22b
Nonautomated stockrooms, 352.11
storage processing, 432.32
Nondemand-based items
catalog identification, 422.34
critical items, 422.33
description of, 134.3, 422.31
insurance items, 422.32
use of, 422.35
Nonprofit organizations
property donation to, 646.126
Nonstocked material
storage processing, 432.313

0]
Object of historic value
definition, 645.13
Obsolete material
identification of, 623.15
recycling and disposal of, 646.52
Office supplies

orders from material distribution center,
244.811

Online assistance
recycling and disposal, 646.1242

Open local orders report, Exhibit 423.44b
Open orders report, Exhibit 423.44a

Opened bulk containers
storage of, 366

247



Operational hazards, 368.1
Operational personnel
material identification and reporting
responsibilities, 622.6
Optimization Report, 423.15
OS&D. See Over, short, and damage claims
Out of Order (tag) (PS Form 4707), Exhibit
624.221b
Over, short, and damage claims

claim for loss and damage in transit (PS Form
7343), Exhibit 255

defective items, 257.2

disposing of material, 256.1

errors, 257

FOB destination, 252

FOB origin, 253

items ordered or shipped in error, 257.1

processing claims by Team Logistics, 255

processing criteria, 251

quality assurance procedures, 258

recovery amounts for claims, 254

replacement of material, 256.2
Oversupply

definition, 423.311

excess material, 423.314

identification of material, 623.11

inactive material identification, 623.11

oversupply material, 423.312

reports, 423.34, Exhibit 423.34

requirements stack, Exhibit 423.33

requisitioning objective, 423.32

retention material, 423.313

P
Packaging
return of unserviceable repairables, 443.1
for shipping, 235
Partial shipments, 244.821, Exhibit 244.821
Payment upon delivery, requests for, 244.7

PCFM procedures
logic chart for verification of accounting period
change lists, Exhibit 575.2
overview, 575.1
report, Exhibit 571.1a
updates to PEAS, 572
verification of entries, 575.2
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PEAS. See Property and equipment accounting
system
Pending order report, Exhibit 423.24b
Pending receipt file, Exhibit 243.1
Pending verification file, 554
Performance clusters
inactive inventory reporting, 624.231
Performance indicators
automated sites, 472.22
control group counts, 472.12
corrective action, 472
cycle count analysis and recommendations,
471.333
cycle counting, 471.332
discrepancies, 471.331
eMARS sites, 472.21
inventory accuracy, 471.31
location accuracy, 471.32
location/inventory discrepancy report, 472.2,
Exhibit 472.21a—Exhibit 472.21b
measurement methods, 471.33
nonautomated sites, 472.23
policy, 471.2
procedures, 471.3, 472.1
purpose of, 471
statistical sampling, 471.334, Exhibit 471.334a
Performance measurement, 1310
Permanently marked material
recycling and disposal of, 646.7
Personal Property

Report of Excess Personal Property (SF 120),
Exhibit 647.251a

Report of Excess Personal Property
(Continuation Sheet) (SF 120-A), Exhibit
647.251b

Sale of Government Personal Property (GSA
Optional Form 16), Exhibit 647.226d

Sale of USPS Personal Property — Bid and
Award (PS Form 7348), Exhibit 647.225¢c(1)

Sale of USPS Personal Property — General
Sale Terms and Conditions (PS Form
7348-A), Exhibit 647.225¢(2)

Sale of USPS Personal Property — Item Bid
Page (PS Form 7348-B), Exhibit 647.225¢(3)

Transfer Order — Excess Personal Property
(SF 122), Exhibit 647.251c

Transfer Order — Surplus Personal Property
(SF 123), Exhibit 647.251d
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Personnel. See Responsibilities
Physical inventory
ABC classification, 462.21
ABC supplement, 462.23
adjustment, 462.4
capital property, 59
counting, 462.25
cycle counting, 462.22
manual stockrooms, 462.24

material accountability officer responsibilities,
541.26

Physical Inventory Certification/Adjustments
(PS Form 2880), Exhibit 576.2
reconciling and researching discrepancies,
462.3
Post office boxes
donations, 646.53
sales, 646.54
serviceable items, 646.51
unserviceable/obsolete items, 646.52
Post Office Property Record (PS Form 961-A)
function of, 557
sample form, Exhibit 571

Postage meter printing heads
destruction of, 646.22
disposal authorization, 646.21
Postage validation imprinters, 646.31
Postal Service
automated system
overview, 521
property and equipment accounting
system, 522
loading responsibilities, 236.6
Sale of USPS Personal Property — Bid and
Award (PS Form 7348), Exhibit 647.225¢c(1)
Sale of USPS Personal Property — General
Sale Terms and Conditions (PS Form
7348-A), Exhibit 647.225¢(2)
Sale of USPS Personal Property — Item Bid
Page (PS Form 7348-B), Exhibit 647.225c(3)
Postal Service Bill of Lading
for canceled shipments, 221.4
correction notice, 223, Exhibit 223
document retention, 221.3
FTMS documents, 222
function of, 216.11
instruction letter to vendor, Exhibit 224
issuance authority, 217
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register, 221.1, Exhibit 221.1
requesting, 221.7, Exhibit 221.8
sample form, Exhibit 216.1
vendor compliance with procedures, 224
Printers
recycling and disposal of, 646.10
Pro freight bill, 216.12
Process analysis, 138.2
Processes
retail material management, 133.2
wholesale material management, 133.1

Property and equipment accounting system
access to, 522.2
description of, 522.1
transfers and reassignments information
generated in, Exhibit 552.1b
Property changes for month. See PCFM
procedures
Proprietary items
recycling and disposal of, 646
Provisioned items, 134.1
PSBL. See Postal Service Bill of Lading
Public bodies
property donation to, 646.126
Pup trailers
loading, 236.72, 236.73

Q

Quality assurance procedures, 258

R
Rail shipments
guidelines for, 236.46
loading responsibilities, 236.52
unloading responsibilities, 242.32
Receipt processing
delivery documentation, 561.2
overview, 561.1
receiving, 561.3
Receiving
concealed damage, 244.93
damaged or discrepant shipments, 244.92
designated receiving points, 243
documentation, 244.9

Issue Release/Receipt Document (GSA Form
1348-1A), Exhibit 244.821

notification to designated personnel, 244.3
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partial shipments, 244.821

policy, 241

procedures, 244.1

procedures for FEDSTRIP orders, 244.8
process, 242

receipt control, 244

receipt to dock/stock, 242.2

receiving logs, 244.4, Exhibit 244.4

reporting discrepancies, 244.822, Exhibit
244.822a—Exhibit 244.822e

responsibilities for TSP unloading, 242.3
sequence of events, 242.1

signatures, 242.2

stock records, 244

stockroom pending receipt file, Exhibit 243.1

TSP requests for payment upon delivery,
244.7

validation and processing procedures, 244.5

Recycling and disposal

250

accidental damage or destruction, 646.1282

accountable paper, 646.1

announcing and conducting sales, 646.1225

antiques and collectibles, 645.1

approval and disposition, 642

approval and disposition matrix, Table 642

approval for disposal, 645.151

assistance, 645.163

auctions, 645.153

cannibalization for parts, 646.123

collection boxes, 646.8

computers, laptops, monitors, and printers,
646.10

dead letter mail, 646.4

destruction, 646.127

documentation, 644

donation to a state agency, public body, or
nonprofit organization, 646.126

formal sales, 646.1224

imprinters, 646.3

informal sales, 646.1223

Inspection Service controlled items, 645.2,
Exhibit 624.243

landfill disposal, 646.127

loans of historic items, 645.152
lost property, 646.1281

mail processing equipment, 646.9
mail transport equipment, 645.3
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Material Recycling and Disposal (PS Form
969), Exhibit 552.1c, Exhibit 624.221d

material requiring special approval, 645
methods, 646.12
motor vehicles, 645.4
payment procedure, 646.1226
permanently marked material, 646.7
policy, 611.2
post office boxes
donations, 646.53
sales, 646.54
serviceable items, 646.51
unserviceable/obsolete items, 646.52
postage meter printing heads, 646.21
priority, 646.11
proprietary items requiring special processing,
646
recording sales revenue, 646.1227

records created after postal reorganization on
July 1,1971, 645.162

records created before postal reorganization
on July 1,1971, 645.161

release from liability and denial of warranty for
sold or donated computer equipment,
Exhibit 646.10

Report of Excess Personal Property (SF 120),
Exhibit 647.251a

Report of Excess Personal Property
(Continuation Sheet) (SF 120-A), Exhibit
647.251b

reporting sales, 646.1227

responsibilities, 641

restrictions on sales to Postal Service
employees, 646.1222

retail vending equipment, 646.6

sale by Postal Service installation, 646.122

sale for recycling, 646.124

Sale Government Property (GSA Optional
Form 15), Exhibit 647.225b(2)

Sale of Government Personal Property (GSA
Optional Form 16), Exhibit 647.226d

Sale of USPS Personal Property — Bid and
Award (PS Form 7348), Exhibit 647.225c(1)

Sale of USPS Personal Property — General
Sale Terms and Conditions (PS Form
7348-A), Exhibit 647.225¢(2)

Sale of USPS Personal Property — ltem Bid
Page (PS Form 7348-B), Exhibit 647.225¢(3)

sales, 645.153
stolen property, 646.1281

Handbook AS-701



Index

supervised destruction committee, 643
trade-in to vendor, 646.121

Transfer Order — Excess Personal Property
(SF 122), Exhibit 647.251c

Transfer Order — Surplus Personal Property
(SF 123), Exhibit 647.251d

transfer to federal agencies, 646.1251

transfer to military organizations, 646.1252
Redistribution

benefits of, 632

definition, 615, 631

equipment, 633.21, 633.22, 633.43

Maintenance Control Supply Room Inventory
Record (PS Form 4783), Exhibit 633.512

maintenance office review of eMARS reports,
633.3

Maintenance Repairable Tag (PS Form 7433),
Exhibit 633.213

options, 633.1

policy, 611.2

Postal Service forms used, 616
process, 633.432

receiving office, 633.434

repair parts, 633.21, 633.41

Request for Funds Transfer (PS Form 7370),
Exhibit 633.63

Request for Return Authorization (PS Form
8180), Exhibit 633.211

requesting office, 633.211, 633.221, 633.411,
633.431

return procedures, 633.5, Table 633.51

return procedures for discrepant order, 633.23
return to MDC, 633.2

return/transfer processes, 633

Shipping Instruction for Excess Property (PS
Form 7340), Exhibit 633.532c(1)

Shipping Instruction for Excess Property —
Vehicle (PS Form 7340-A), Exhibit 633.545

shipping office, 633.433
special equipment, 633.44
supplies, 633.21, 633.42

Supply Record (card) (PS Form 1586), Exhibit
633.52

transfer between Postal Service activities,
633.4

Reorder point process, 423.11

Reorder report for locally procured reparable
items, Exhibit 423.14b
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Reorder report for manually procured items,
Exhibit 423.14a
Repair parts
orders from material distribution center,
244.812
Repairable management
basic principles, 441
credit policy, 444
handling procedures, 443.2
packaging, 443.1
return transportation and handling, 443
vending repairables, 442
Replacement of damaged material, 256.2
Report of Discrepancy (GSA Standard Form 364),
Exhibit 244.822a—Exhibit 244.822¢

Report of Excess Personal Property (SF 120),
Exhibit 647.251a

Request for Funds Transfer (PS Form 7370),
Exhibit 633.63

Request for Return Authorization (PS Form 8180),
Exhibit 633.211
Requirements stack, Exhibit 423.33
Requisition for Supplies, Services, or Equipment
(PS Form 7381), Exhibit 552.1c
Responsibilities
for asset recovery, 614

Capital Equipment Material Management
manager, 123

care of historic items, 645.141

Cataloging and Technical Data Services
manager, 125.2

consignors and consignees, 236.47

definition, 511

designated receiving points, 243.1

district material management specialists, 537,
622.5

districts, 127

facility and activity managers, 128

for freight transportation management, 214

functional managers, 533

general, 12

individual personnel, 129

installation heads, 531

maintenance management employees, 622.4

manager of Administrative Services/Finance,
536

material accountability assistants, 535
material accountability officers, 532
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for material identification and reporting, 622

Material Service Centers, 538

Material Service Centers manager, 125.5

Materials Production and Distribution
manager, 124

National Materials Customer Service manager,
125.3

National Program Support Group manager,
125.4

National Supply Management Programs
manager, 125

operational personnel, 622.2

recycling and disposal, 641

redistribution, recycling, and disposal, 614

space use monitoring, 372

storage areas, 361

storage space management, 313, 361, 372.1,
385.1

supervisory personnel, 534

Supply Management Operations manager,
122

Supply Management vice president, 121

Supply Material Management manager, 126

trailer deployment, 385.4

for TSP loading, 236.5

Retail material management
control, 133.22
management, 133.21

Retail vending equipment
disposition of, 646.62
inactive inventory reporting, 624.242
redistribution of, 633.444
reporting inactive equipment, 646.61

Retention material
identification of, 623.12

Return processes. See Redistribution

Review cycles
storage space management, 372.2

S

Safety measures
for storage areas, 368

Sale of Government Personal Property (GSA
Optional Form 16), Exhibit 647.226d

Sale of historical items, 645.153

Sale of USPS Personal Property — Bid and Award
(PS Form 7348), Exhibit 647.225c(1)
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Sale of USPS Personal Property — General Sale
Terms and Conditions (PS Form 7348-A), Exhibit

647.225c(2)
Sale of USPS Personal Property — Item Bid Page
(PS Form 7348-B), Exhibit 647.225¢(3)
Salvage or Junk Tag (Form 965), Exhibit 624.221c
Salvaged goods
disposing of material, 256.1
replacement of material, 256.2
San Mateo Accounting Service Center
CPL procedures, 576
ID labels, 574
PCFM/CPL updates to PEAS, 572
PCFM procedures, 575
verification tools, 571
Scheduling outgoing shipments, 236.1
Seals, 236.752
Security endorsements
air cargo shipper’s, 236.32, Exhibit 237.32
Security measures
stockrooms, 434.4
storage spaces, 364
Sensitive material

material accountability officer responsibilities,
541.27

storage of, 365
Service life, 566.2
Serviceable items, 646.51
Serviceable Property Tag (Excess) (PS Form
7364), Exhibit 564, Exhibit 624.221a
Services. See Special equipment and services
Shelf-life items, 434.2
Shipment invoice, 216.13
Shipper’s security endorsements, 236.32, Exhibit
237.32
Shipping
air cargo shipper’s security endorsement,
236.32, Exhibit 237.32
arranging for special equipment and services,
236.64
computation of highway TSP free time, 236.45
damage prevention and accessibility, 236.61
damaged or discrepant, 244.92
demurrage, detention, and storage, 236.4
documentation, 236.3
free time determination, 236.43
guidelines for highway TSP shipments, 236.44
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information and labeling, 236.31
less-than-truckload motor shipments, 236.7
modes of shipment, 234

overloading avoidance, 236.62

packaging, 235

policy, 231

Postal Service obligations, 236.6

rail, 236.46

responsibilities for TSP loading, 236.5

responsibilities of consignors and consignees,
236.47

selection of FOB origin or destination terms,
232

shipping requests, 233, Exhibit 234

staging material, 236.2

tallying, 236.63

between two points in the same metropolitan
area, 221.8

Work Record Sheet (PS Form 4805), Exhibit
235e

Shipping Instruction for Excess Property (PS Form
7340), Exhibit 633.532c(1)
Shipping Instruction for Excess Property —
Vehicle (PS Form 7340-A), Exhibit 633.545
Shipping requests, 221.2, 233, Exhibit 234
Signage
storage space management, Exhibit 351c
Signatures
authority to sign receiving documents, 244.21
on TSP’s delivery documents, 244.22
Space management. See Storage space
management
Special acquisitions
methods, 138.1
process analysis, 138.2
Special equipment and services

inactive inventory reporting, 624.24, Table
624.24

for loading, 236.64

for unloading, 243.3
Staging material, 236.2
State agencies

property donation to, 646.126
Statistical sampling, Exhibit 471.334a
Stock

analysis, 451

analysis matrix, Table 451

bench stock, 424.3
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demand-based items, 134.2
issuing, 435
level and location accuracy report, Exhibit
471.333
maintaining in storage, 434
nondemand-based items, 134.3
positioning, 424
provisioned items, 134.1
receiving, maintaining, and issuing, 43
in remote stockrooms, 424.1
rotation, 434.3
in satellite locations, 424.2
security, 434.4
shelf-life items, 434.2
storage location codes, 434.52
storage locator system, 434.5
tool control, 435.23
Stock number systems
codes explanation, 453.1, Exhibit 453.1
cross referencing, 453.2
Stock records
automated activities, 433.2
nonautomated activities, 433.3
purpose of, 433.1
types of automated stock records, 433.4
Stock replenishment
calculations, 423.12
importance of careful review, 423.13
logic steps, 423.14
range and depth, 423.15
reorder point process, 423.11
Stockroom management
accountability, 414
applicability, 412
cataloging, 45
inventory, 46
managing inventory, 42
overview, 411
performance indicators, 47
receiving, maintaining, and issuing stock, 43
references, 413
repairable management, 44
storage processing, 432
Stockroom pending receipt file, Exhibit 243.1
Stockrooms. See also Storage space

management
automated, 352.2

layout designs, Exhibit 351b
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nonautomated, 352.11
sighage, Exhibit 351¢c
Stolen property, 646.1281

Storage. See also Demurrage, detention, and

storage
hazardous commodities, 368.2

maintaining stock, 434
methods, 322.4
opened bulk containers, 366
plans, 34
processing, 432
Storage location codes
automated systems, 434.522
nonautomated systems, 434.521
stock, 434.52
Storage locator system
stockrooms, 434.5
Storage processing
automated stockrooms, 432.31
eMARS receipts, 432.312
nonautomated stockrooms, 432.32
nonstocked material, 432.313
objectives, 432.1
procedures, 432.3
validation, 432.2
Storage space management
access to, 367
acquiring space, 38
activity factors, 323.4
assigning material to a storage location, 355
automated stockrooms, 352.2
capacity factors
doors, 323.32
floor loads, 323.31
loading facilities, 323.33

stack-clearance safety regulations, 323.35

upright columns, 323.34
commodity factors
nature of material, 323.21
quantity, 323.24
size, weight, and shape, 323.22
turnover, 323.23
consultation, 383
effective use of space, 382.4
efficiency and economy objectives, 321.1
fire prevention, 368.3
general requirements, 322.1
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identifying detailed elements, 384.22

item/location cross-reference lists, 355.2

location codes display, 353

location of storage areas, 322.3

location systems, 351

locator system design, 352.1

mechanization and automation objectives,
321.2

monitoring use of space, 372

multiple storage locations, 354

nonautomated stockrooms, 352.11

opened bulk containers, 366

operating spaces designation, 33

overview of, 311

periodic inspections, 363

planning and layout, 32

planning elements, 322

planning layout criteria, 323

project review, 382.3

purpose of, 312

removal of operational hazards, 368.1

reporting space usage, 372.3

request for assistance, 384.21

requester, 384.2

requirements approval, 382.1

responsibilities, 313

responsibility for preservation, security, and
safety, 361

review and update, 355.1

review cycles, 372.2

safety measures, 368

security measures, 364

sensitive material, 365

signage, Exhibit 351¢c

size, 322.2

size considerations, 322.2

space and service acquisition, 382.2

space control and reporting, 371

stockroom/warehouse layout designs, Exhibit
351b

storage locator codes, 352

storage locator systems, 35

storage methods, 322.4

storage of hazardous commodities, 368.2
storage plans, 34

supply management operations, 384.1
Supply Record (PS Form 1586), Exhibit 351a
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trailer use policy, 385
types of storage aids, Table 322.4
Subcustody records
establishment, 581
MAO responsibility for, 541.25
update of, 582
verification, 582
Supervisory personnel
responsibilities of, 534
Supply chain management, 131
Supply Management
vice president’s responsibilities, 121
Supply Management Operations
manager’s responsibilities, 122
material identification and reporting
responsibilities, 622.8
storage space management, 384.1
Supply Material Management
ltem Management Teams, 126.2
manager’s responsibilities, 126.1
Supply Record (PS Form 1586), Exhibit 244.94,
Exhibit 351a, Exhibit 633.52
Supply sources, 136
Support organization, 132
Surplus material
identification of, 623.14
Suspense file
contents of, 552.1
disposition of contents, 552.2

T
Tag reporting
inactive inventory, 624.2
Tags
Out of Order (tag) (PS Form 4707), Exhibit
624.221b
Salvage or Junk Tag (PS Form 965), Exhibit
624.221c
Serviceable Property Tag (Excess) (PS Form
7364), Exhibit 564, Exhibit 624.221a
Tally records
loading, 236.63
unloading, 243.2
Team Logistics
processing OS&D claims, 255

Theft, 646.1281
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Tool control, 435.23
Tracing shipments, 221.6
Trailers
acceptable use for storage of materials, 385.2
requirements of storage facilities as pertinent
to, 385.3
responsibility for deployment, 385.4
Training
for material accountability assistants, 541.33
for material accountability officers, 541.23
Transaction summary report, Exhibit 422.22a
Transfers
authorization, 562.1
external transfers, 562.3
internal transfers, 562.2
Transportation. See Freight transportation
management
Transportation Service Providers. See also Freight
transportation management
air carriers, 236.51
annotating delivery receipt, 244.6
computation of free time, 236.45
guidelines for highway shipments, 236.44
highway, 236.51

inspection of damaged or discrepant
shipments, 244.925

inspection report, 244.934
intermodal, 236.51
loading responsibilities, 236.5
notification of loss or damage, 244.933
railway, 236.51
requests for payment upon delivery, 244.7
selection for shipment, 221.9
signature on delivery documents, 244.22
unloading responsibilities, 242.3
Truckload shipments
loading, 236.751
seals, 236.752
TSPs. See Transportation Service Providers

U

Unloading
responsibilities for, 242.3

Unsafe condition of shipment, 242.33
Unserviceable items, 646.52
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Vehicles
recycling and disposal of, 645.4
redistribution of, 633.445
Vending equipment
inactive inventory reporting, 624.242
redistribution of, 633.444
reporting, 646.61
reporting inactive equipment, 646.61
Vendors
compliance with PSBL procedures, 224,
Exhibit 224
Verification
of accounting period change lists, logic chart
for, Exhibit 575.2
material accountability officer responsibilities,
541.26
subcustody records, 582
Vice president, Supply Management
responsibilities, 121
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w

Warehouses. See also Storage space

management
layout designs, Exhibit 351b

sighage, Exhibit 351¢
Wholesale inventory item management, 133.12
Wholesale material management

life-cycle management, 133.13

wholesale inventory item management, 133.12

wholesale supply management operations,
133.11

Work Record Sheet (PS Form 4805), Exhibit 235e
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