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Handbook DM-103, Official Mail, was last printed in February 1998. To inform you of changes since
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across the other columns to find specific information about that revision.

This online version of DM-103, Official Mail, published in February 1998 is updated through
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Transmittal Letter 3

A. Explanation. This is a complete revision of the Appendix for Handbook DM-103, Official Mail.
The Appendix, Agency Authorization Codes, contains an updated listing of agencies
authorized to participate in the Official Mail Accounting System (OMAS). This revision has
been incorporated into the online version of Handbook DM-103 located on the corporate
intranet at http://blue.usps.gov/cpim. Subsequent revisions to the Appendix will be published
periodically.

B. Revision. This revision of the DM-103 Appendix replaces all previous versions of the
Appendix. Remove, Transmittal Letter 2, dated September 2000, and replace it with
Transmittal Letter 3.

C. Distribution. No printed distribution of Transmittal Letter 3 was made. If you do not have
access to the corporate intranet, copies are available from the Material Distribution Center
(MDC) as follows:

� Touch Tone Order Entry:  Call 1-800-332-0317, option 1, then option 2.

� cc:Mail:  Send an F3Fill-completed PS Form 7380, MDC Supply Requisition, to MDC
Customer Service at TOKS001L.

� Mail:  Send a completed PS Form 7380, MDC Supply Requisition, to the following
address:

SUPPLY REQUISITION
500 SW GARY ORMSBY DR
TOPEKA KS  66624-96702

D. Changes. The changes to Appendix, Agency Authorization Codes, appear in boldface type.

E. Comments and Questions. Address any comments or questions to:

POST OFFICE ACCOUNTING
US POSTAL SERVICE
475 L’ENFANT PLZ SW RM 8831
WASHINGTON DC  20260-5242

F. Effective Date. This revision is effective upon receipt.

Donna M. Peak
Vice President, Controller
Finance
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61 General 118. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

62 Monitoring OMAS Revenues 118. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

63 Monitoring Suspended Transactions 124. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

64 Monitoring Open Batches 127. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

65 Monitoring Meter Activity 128. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

66 Monitoring Permit Imprint Activity 134. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

67 Monitoring BRM Activity 139. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

68 Monitoring Periodicals Activity 142. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Appendix — Agency Authorization Codes 144. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
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Exhibits

Exhibit 233 − Penalty Metered Mail Format 14. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 234.1a − Completed Form 3601-A, Application or Update for a License to Lease and 
Use Postage Meters 15. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 234.1b − Penalty Meter License Log 16. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 234.31 − Completed Forms 3631-G, Adding or Deleting a Setting Location for Penalty 
Mail Postage Meters, to Change (Add and Delete) a Setting Location 18. . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 234.4 − Completed Part B of Form 3632-G, Miscellaneous Transactions for Penalty 
Mail Postage Meters, to Change an Agency Cost Code 20. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 234.5 − Completed Part A of Form 3632-G, Miscellaneous Transactions for Penalty 
Mail Postage Meters, to Change a CMRS Account Number 21. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 235.1a − Completed Form 3603, Receipt for Postage Meter Settings 23. . . . . . . . . . . . . . . . . . . 

Exhibit 235.1b − Completed Form 3610, Record of Postage Meter Settings 24. . . . . . . . . . . . . . . . . . . . 

Exhibit 235.2 − Completed Part A of Form 3632-G, Miscellaneous Transactions for Penalty 
Mail Postage Meters, to Install a CMRS Meter 26. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 237.2 − Completed Form 3601-C, Postage Meter Activity Report, to Replace 
a Meter 29. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 238 − Completed Form 3533, Application and Voucher for Refund of Postage 
and Fees 31. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 239.1 − Completed Form 3633-G, Daily Activity Recap for Official Mail, to Report 
Meter Transactions 33. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 242 − Penalty Permit Imprint Format 35. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 244 − Completed Form 3615, Mailing Permit Application and Customer Profile 36. . . . . . . . . . 

Exhibit 244.1a − Completed Form 3619, Permit Number Record 38. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 244.1b − Completed Form 3609, Record of Permit Imprint Mailings 38. . . . . . . . . . . . . . . . . . . . 

Exhibit 246a − Completed Form 3604, Nonuse Revocation of Mailing Permit or Meter 
License 40. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 246b − Completed Form 3613, Cancellation of Permit 40. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 248.1 (p. 1) − Completed Form 3000-G, Postage Statement Register for Penalty 
Mail 42. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 248.1 (p. 2) − Completed Form 3000-G, Postage Statement Register for Penalty 
Mail 43. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 248.2 − Completed GPO Form 712, Certificate of Conformance 45. . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 248.22 − Completed Form 3602-G, Postage Statement — Penalty Permit Imprint 47. . . . . . . . 

Exhibit 249.1 − Completed Form 3633-G, Daily Activity Recap for Official Mail, to Report 
Permit Imprint and Periodicals Transactions 49. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 253 − Penalty Periodicals Imprint Formats 52. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 273 − Penalty BRM Formats 56. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 274.2 − Form 25 Ledger to Record Penalty BRM Handled Under BRM Account 
Option 58. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 278a − Completed Form 3582-A, Postage Due Bill 61. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 278b − Completed Form 3611, Postage Due Statement for Automated BRM 61. . . . . . . . . . . . 

Exhibit 279.31 − Completed Form 3630-G, Penalty Business Reply Mail Accounting Period 
Report 64. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
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Exhibit 279.32 − Completed Form 3633-G, Daily Activity Recap for Official Mail, to Report 
BRM, Merchandise Return, and Postage Due Transactions 66. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 282 − Penalty Merchandise Return Label Formats 68. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 287.31 − Completed Form 3639-G, Penalty Merchandise Return Service Accounting 
Period Report 72. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 293.31 − Completed Form 3638-G, Penalty Mail Postage Due Accounting Period 
Report 75. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 322 − Format for G-10 Permit Imprint Single-Piece Letters or Flats 78. . . . . . . . . . . . . . . . . . . . . 

Exhibit 332 − Format for G-10 Permit Imprint Volume Letters or Flats 79. . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 344 − Postal Service BRM Format (FIM C w/ ZIP+4 Barcode) 80. . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 43 − Franked Envelope with Simplified Postal Address 83. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 523 − Completed Part A of Form 3634-G, Transferring Postage to or Cancelling 
Penalty Mail Postage Meters 91. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 532 − Suggested Format for Batch Log 94. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 533 − Completed Form 3637-G, Batch Header for Official Mail 96. . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 541.1a − Batch Accepted Transaction Report Showing Accepted Meter 
Transactions 98. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 541.1b − Batch Accepted Transaction Report Showing Auto-Generated Fee 
Transactions 99. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 541.2 − Batch Transaction Error Report 100. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 544.2 − Completed Form 1908, Financial Adjustment Memorandum 104. . . . . . . . . . . . . . . . . . . . 

Exhibit 545.2 − Completed Form 3635-G, Adjusting Postage and Fees for Official Mail 106. . . . . . . . . . 

Exhibit 552a − Worksheet 1:  Verifying Revenue by Finance Number 109. . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 552b − Worksheet 2: Verifying Revenue by Reporting Unit 110. . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 62a − Revenue by Finance Number (District) 120. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 62b − Revenue Listing for Finance Number 121. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 62c − Revenue Listing for ZIP Code 122. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 62d − Revenue Tracking Report 123. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 62e − Batch Status for a Post Office 124. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 63a − Transactions in Error Suspense 125. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 63b − Suspended Transaction Report 126. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 64 − Open Batch Report 127. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 65a − Lack of Meter Activity Report 130. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 65b − Installed Meters 131. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 65c − Meter License Status Report 132. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 65d − Computerized Meter Resetting System (CMRS) Report 133. . . . . . . . . . . . . . . . . . . . . . . . . 

Exhibit 65e − Meter Inquiry 134. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
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1 Introduction

11 Purpose
The purpose of this handbook is to provide guidance to postal employees
concerning the documenting and reporting of official mail. Adherence to these
procedures will enable the Postal Service to assess and collect the proper
amount of postage and to credit revenue to the appropriate post office.

12 Matter Sent as Official Mail

121 Definitions

121.1 Official Mail

Official mail is mail relating exclusively to the business of the U.S.
government that is sent by authorized agencies (see 121.2) without
prepayment of postage. The three general categories of official mail are:

� Penalty mail — nonprepaid mail of the executive and judicial branches
of the federal government, so called because such mail must include
the words “Official Business/Penalty for Private Use $300” (see
chapter 2).

� Internally generated Postal Service mail (see chapter 3).

� Congressional and other franked mail (see chapter 4).

121.2 Authorized Agencies

Departments and agencies of the federal government — including
corporations, commissions, committees, and any officers or other authorities
of the federal government — are entitled by law to send mail without
prepayment of postage. However, they must apply to and be authorized by
the Postal Service before they may send nonprepaid mail. The term
authorized agencies refers to those departments and agencies that have
been approved to participate in the official mail system.

An updated list of authorized agencies is published periodically in the Postal
Bulletin (see the appendix to this handbook).
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122 Prepayment of Postage
Some agencies (including the Army, Navy, Air Force, Marine Corps, and
Department of Energy) choose to prepay postage by using regular postage
stamps, commercial meters, or other means available to other mailers.
Prepaid mail of agencies is not considered official mail and should be treated
in the same manner as other mail.

123 Reporting Suspected Abuse of Official Mail
Privileges
Unless permitted by statute or Postal Service regulations, an agency may not
lend or furnish penalty envelopes, cards, cartons, labels, meter stamps, or
penalty mail stamps to any private person, concern, or organization. The use
of these items for matter not relating exclusively to the business of the U.S.
government is prohibited.

If the matter sent does not seem to be related exclusively to the business of
the U.S. government, postal personnel should submit a report of the
suspected abuse to their rates and classification service center (RCSC). The
RCSC must refer cases of abuse to the proper agency for investigation and
action.

Note:  Postal personnel may not detain official mail.

13 Rates and Services Accorded Official Mail

131 General
The Postal Service provides official mail customers the same rates and
services — including forwarding, return, and address correction — accorded
other mailers unless otherwise provided by law or regulations. Official mail
must be prepared with an appropriate indicia format and must meet the
eligibility, marking, preparation, and physical standards for the class of mail
and rate of postage used. Both domestic and international mail may be sent
as official mail.

132 Unpaid Mail
Agency mail discovered without any indication of postage should be handled
as unpaid mail and returned to the originating agency.

133 Rates Excluded by Law
Agencies may not send official mail at Nonprofit Standard Mail, Library Mail,
or Preferred Periodicals rates.
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134 Services Requiring Prepayment
The Official Mail Accounting System (OMAS) does not provide for collection
of postage and fees from agencies for the services listed below. Therefore,
agencies must prepay postage and fees for these services:

� Money orders.

� Collect on delivery (COD) mail.

� Post office box and caller service fees (except when paid for with the
Federal Postal Payment Card, see note at 142).

� On-site meter setting fees.

14 Documentation of Postage and Fees

141 General
Official mail is not prepaid; however, it is not sent free of postage. Authorized
agencies must reimburse the Postal Service the appropriate amount of
postage and fees due for the mail services they receive. The reporting
requirements detailed in this handbook must be followed so that agencies are
billed for their actual official mail activity and the resultant revenue can be
credited to the appropriate post office.

142 Tracking Penalty Mail
The primary method for tracking penalty mail activity is through reports of
agency mailing activity sent by post offices to their district OMAS
coordinators, who input the appropriate charges into OMAS.

In addition, vendor records of Computerized Meter Resetting System (CMRS)
meter settings, records of stamp distribution offices (SDOs) of orders for
penalty mail stamps and stationery, and postage statements entered into the
Permit System are transmitted to the Minneapolis Information Service Center
(MNISC) for inclusion in OMAS. Express Mail postage that is charged to an
agency code is captured by the Electronic Marketing Reporting System
(EMRS) and transmitted to the MNISC for inclusion in OMAS. For more
details, see chapter 2.

Note:  Under a pilot program, some agencies are using the Federal
Postal Payment Card (FPPC) to pay for postage. All types of penalty mail
services — including manual meter resettings, permit imprint, business
reply mail (BRM), merchandise return service, postage due, Periodicals,
Express Mail, and fees — may be paid for with this card. In addition,
agencies may use the FPPC to pay for regular postage stamps and
stamped stationery and post office box and caller service fees. FPPC
transactions are handled in the same manner as Postal Payment Card
transactions, except that they are billed through OMAS. When an entire
agency converts to use of the FPPC for a particular type of mailing at a
given post office, the applicable OMAS account (90000-series meter
license, penalty permit imprint, penalty BRM, or penalty merchandise
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return account) must be canceled and a commercial account established
at that post office.

143 Tracking Postal Service Mail
All Postal Service mail originating from Headquarters, Headquarters field
units, and area offices must be tracked so that postage and fees can be
charged to the accountable postal unit. Post offices are directed to send all
postage statements and forms relating to this mailing activity to their district
OMAS coordinators to be entered into OMAS. Post offices using the Permit
System enter postage statements for Postal Service mail locally. Postal
Service mail originating from district offices and local post offices, except
Express Mail, is not tracked. For more details, see chapter 3.

144 Tracking Franked Mail
The Postal Service uses a sampling system to track individual piece mailings
of Senators while the House of Representatives uses an internal system to
track mailings by its members. In addition, postage statements used to enter
mass mailings by members of Congress are forwarded to the district OMAS
coordinators to be entered into OMAS. Post offices using the Permit System
enter postage statements for Congressional mailings locally. Vendor records
of CMRS meter settings by district offices of House members are transmitted
to the MNISC for inclusion in OMAS. For more details, see chapter 4.

15 Official Mail Billing Process

151 Billings for Penalty Mail

151.1 Agency Estimates

Authorized agencies are required to submit to the MNISC an estimate of their
anticipated penalty mail activity each fiscal year. This estimate, due in
mid-September, is to be based on the agency’s prior year penalty mail usage
adjusted to reflect any changes expected during the coming year. The Postal
Service bills agencies monthly based on 1/12 of their estimates. Most
agencies are billed through On-line Payment and Collection (OPAC),
U.S. Department of the Treasury’s electronic funds transfer system.

151.2 End-of-Year Settlements

At the close of the government fiscal year, final “settling-up” invoices are
issued to each penalty mail agency. These invoices reflect the difference
between the agency’s actual official mail activity during the fiscal year and the
funds collected based on the agency’s estimate.
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152 Billings for Franked Mail
The manager, Post Office Accounting, prepares monthly bills for the House
and Senate based on reports of actual and sampled mailing activity of
members of Congress. For more details, see chapter 4.

153 Chargebacks for Postal Service Mail
Internal mail costs are charged back to Headquarters, Headquarters field
units, and area offices, but not to district offices and local post offices.
Chargebacks appear on the Postal Service Financial Report (PSFR) as an
expense (line 46, Internal Mail). These chargebacks are also reported under
general ledger account number 52438 (or 52439, for Express Mail only).
Budgeting for internal mail costs is a part of the normal budget process for
Headquarters, Headquarters field units, and area offices. For more details,
see chapter 3.

16 Crediting Revenue to Local Post Offices
Postage and fees for official mail activity result in revenue being credited to
local post offices. Verified revenue amounts are reported by finance number
on the PSFR as current period revenue for that accounting period (line 02,
Other Commercial Revenue). Official mail revenues are also reported for
each post office on the Revenue and Expense Summary Report under
general ledger account numbers 41422 (Workload Revenue) and 41423
(Workshared Revenue) and in the Gross Revenue Report, which is
distributed to post offices annually.

Note:  Transactions that are reported or input into OMAS after the close
of a reporting period are shown as prior period adjustments on the next
PSFR.

17 Authorizations to Use Official Mail

171 Authorization by Manager, Post Office Accounting
Agencies that wish to send mail without prepaying postage must submit a
written request to the manager, Post Office Accounting. Once authorized, an
agency is assigned the following:

� A 3-digit agency code.

� “G” penalty permit imprint number.

� Business reply mail (BRM) permit number.

Upon written request from an authorized agency, the manager, Post Office
Accounting, may also take action as follows:

� Assign a penalty merchandise return permit number.

� Grant permission to use penalty mail stamps and stationery.
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� Grant permission to use Disaster Field Office meters (see 232.5).

Note:  A complete listing of authorized agencies, their agency codes, and
penalty permit numbers is published periodically in the Postal Bulletin
(see the appendix to this handbook).

172 Authorization by Local Post Offices
Local post offices issue penalty meter licenses and local authorizations
enabling authorized agencies to use their penalty permit, BRM, and
merchandise return permits.

Note:  Postal units may use the Postal Service permit imprint and BRM
permit numbers without activating these permits at a local post office.

173 Authorization by Rates and Classification Service
Centers
The rates and classification centers (RCSCs) approve or deny applications
from authorized agencies for penalty Periodicals mailing privileges.

18 Official Mail Accounting System Responsibilities

181 Local Post Office Responsibilities

181.1 Postmasters

Postmasters or their designated managers have the following OMAS
responsibilities:

1 Establish procedures and provide effective controls to ensure that all
official mail transactions are processed promptly and accurately.

2 Appoint a person to serve as the local contact for OMAS activities. This
person is referred to throughout this manual as the “accounting unit.”

181.2 Accounting Units

Accounting units — employees appointed to take responsibility for the
accounting function at local post offices — have the following OMAS
responsibilities:

1 Verify, batch, and submit to the district reports of official mail activity
received from reporting units.

2 Correct any transactions that are rejected by OMAS and resubmit them
within 5 working days (within one working day following the end of a
reporting period).

3 Resolve other problems brought to his/her attention within 3
working days.
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4 Use the OMAS management reports to verify revenue and ensure that
all data entered into OMAS for a local post office is accurate and
complete.

Accounting unit responsibilities are described in detail in chapter 5.

181.3 Reporting Units

All postal units — including stations/branches, BMEUs, mailing requirements
units, and other reporting offices — are responsible for submitting reports of
official mail activity (such as postage statements, meter setting receipts,
meter checkout forms, applications for meter licenses, and reports of BRM
and postage due activity) to the accounting unit or the district OMAS
coordinator on a daily or accounting period basis. Frequency of reporting
varies for different types of mailing activities.

182 District Responsibilities

182.1 District OMAS Coordinators

District OMAS coordinators serve as the reference point for all OMAS
activities throughout their districts. This requires that they thoroughly
understand all OMAS procedures and forms. District accounting offices also
serve as accounting units for the local post offices where they are physically
located.

The primary responsibilities of district OMAS coordinators are as follows:

� Data entry. All official mail data must be entered accurately and
completely no later than the Monday following the close of each
accounting period. For detailed instructions on data input requirements,
refer to the OMAS Data Entry Users’ Guide.

� Resolving operational difficulties. When problems are referred to the
districts by OMAS staff at Headquarters, district OMAS coordinators
follow local procedures to investigate and correct the difficulty.
Normally, they can resolve problems by working with the appropriate
reporting office and monitoring any required corrective action. If
necessary, district OMAS coordinators should refer difficulties to their
immediate supervisors, who will either correct the difficulty or refer the
problem to the appropriate supervisory level for resolution.

� Monitoring compliance with OMAS procedures. District OMAS
coordinators use the OMAS management reports and on-line inquiry
screens to monitor the accuracy and timeliness of reporting of official
mail activity by each post office in their districts (see chapter 6).

Note:  Shared Services/Accounting at the Eagan ASC monitors OMAS
activities for Post Offices that report under the Standard Accounting for
Retail (SAFR) system.
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182.2 District Managers, Finance

District managers, Finance, have overall responsibility for administering
OMAS programs throughout their districts. They oversee all financial aspects
of OMAS and ensure that OMAS responsibilities throughout their districts are
clearly assigned.

183 Area Responsibilities

183.1 Area OMAS Coordinators

Area OMAS coordinators serve as reference points for OMAS activities
throughout their areas. This requires that they thoroughly understand all
OMAS procedures and forms.

183.2 Area Managers, Finance

Area managers, Finance, have overall responsibility for administering OMAS
programs throughout their areas. They oversee all financial aspects of OMAS
and ensure that OMAS responsibilities throughout their areas are clearly
assigned.

184 Minneapolis Information Service Center
MNISC is the data processing center for OMAS. MNISC personnel maintain
the computer system, make changes and improvements as directed by
Headquarters, and work with the districts to ensure proper OMAS operation.

185 Minneapolis Accounting Service Center
Minneapolis Accounting Service Center (MNASC) personnel process the
monthly bills to agencies based on the agencies’ estimates of annual mailing
activity. MNASC personnel also produce and distribute quarterly reports
summarizing the official mail activity of each agency.

186 OMAS Headquarters Staff
OMAS Headquarters staff disseminates necessary information, designs and
implements program changes in conjunction with the MNISC, refers
operational and administrative difficulties to the appropriate area or district
OMAS coordinator for resolution, acts as a liaison with authorized agencies,
works with other departments at Headquarters to ensure that OMAS rates
and procedures are current and correct, and prepares monthly bills for the
House and Senate based on reported mailing activity.
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19 OMAS Training Opportunities
Postal employees who need detailed OMAS training should attend the
Standard Mail Classification or Standard Window Clerk training program at
the Postal Employee Development Center. Both of these classes include
modules on official mail.
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2 Penalty Mail

21 General

211 Definition
Penalty mail is official mail sent by authorized executive and judicial agencies
of the government without prepayment of postage. All penalty mail must
include the words “Official Business/Penalty for Private Use $300.”

Note:  Internally generated Postal Service mail is no longer considered to
be penalty mail and must not include the penalty mail legend (see
chapter 3).

212 Categories of Penalty Mail
Outgoing penalty mail of authorized agencies must include one of the
following types of postage:  penalty mail stamps, penalty metered postage,
penalty permit imprint, or penalty mail Periodicals imprint. Categories of
nonprepaid return mail include penalty BRM, penalty merchandise return
service, and penalty postage due mail. Reporting and accounting procedures
for each of these categories of penalty mail, as well as for penalty Express
Mail, are described in this chapter.

Note:  As of January 1, 1995, the use of the standard penalty (eagle)
indicia was discontinued and may not be used. Agency mail bearing this
indicia must be treated in the same manner as matter not bearing
postage and returned to the sender.

22 Penalty Mail Stamps and Stationery

221 General
Authorized agencies may use penalty mail stamps and stationery for
single-piece rate mailings only. Sufficient penalty mail stamps to cover the
correct postage, including any applicable fees, must be affixed to each
mailpiece. No credit is given for overpayment.
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222 Authorization
Authorized agencies may apply to use penalty mail stamps and stationery by
submitting a letter and receiving authorization from the manager, Post Office
Accounting, Postal Service Headquarters. Local post offices should assume
that agencies using penalty mail stamps and stationery have been authorized
to do so since stamp distribution offices (SDOs) ship penalty mail stamps and
envelopes only to authorized agencies.

223 Format Requirements
Agencies using penalty mail adhesive stamps or preprinted penalty stamped
stationery must include the complete return address of the agency on each
mailpiece. The words “Official Business” must be preprinted immediately
below the return address.

224 Special Uses of Penalty Mail Stamps

224.1 Express Mail

Penalty mail stamps may be used for Express Mail postage (see 26).
Acceptance personnel should make sure that the words “Penalty Mail
Stamps” are written in the Federal Agency Acct. No. block of the Express
Mail label.

Note:  When penalty mail stamps are attached as postage, the agency
code should not be included on the Express Mail label.

224.2 Reply Mail

Agencies that are authorized to use penalty mail may distribute penalty mail
stamped envelopes or cards for reply mail purposes. These mailpieces must
bear the preprinted address of the agency (see 27).

224.3 Postage Due

Penalty mail stamps may not be used to pay postage due charges (see 27).

225 Authorizing Refunds for Unusable Stamps
Local post offices may not make refunds to agencies for unusable penalty
mail stamps or envelopes. Agencies may request that unusable items (such
as misaddressed envelopes or damaged stamps) be exchanged by the SDO
at full value.

226 Reporting Requirements
Local post offices are not required to track or report use of penalty mail
stamps. Penalty mail SDOs enter orders for penalty mail stamps and
envelopes into the STAMPS system, from which the charges are transmitted
to the MNISC for inclusion in OMAS. Revenue from penalty mail stamps and
envelopes is credited to the finance number of the SDO.



232.5Penalty Mail

13February  1998
Updated With Postal Bulletin Revisions Through December 9, 2004

23 Penalty Meters

231 General
Authorized agencies may use penalty meters, which function like commercial
meters except that postage is not prepaid. Agencies may use either CMRS
meters or manual meters. Except as noted here, the same requirements —
including meter licensing through the Centralized Meter Licensing System
(CMLS), meter inspections, and procedures for lost or stolen meters — apply
to agencies as to commercial meter users (see Domestic Mail Manual (DMM)
P030). All penalty meter activity must be properly reported so that agencies
can be billed through OMAS and the resulting revenue credited to the
appropriate post office.

232 Special Uses of Penalty Metered Postage

232.1 Mass Mailings

Authorized agencies wishing to send penalty metered mail at other than
single-piece rates must enter the mailing at a BMEU with a postage
statement. The BMEU follows the normal verification and acceptance
procedures for these mailings (see 248) and includes the postage statement
(but not the revenue) on its official mail daily recap (see 249).

232.2 Express Mail

Authorized agencies may use penalty meter strips to pay for Express Mail
postage (see 26). Acceptance personnel should make sure that the words
“Penalty Postage Meter” are written in the Federal Agency Acct. No. block of
the Express Mail label.

Note:  If penalty meter strips are attached, the agency code must not be
included on the Express Mail label.

232.3 Reply Mail

Authorized agencies may distribute penalty metered reply cards and
envelopes for return to the meter license holder (see DMM P030).

232.4 Postage Due

Agencies may not use penalty meter strips to pay postage due charges 
(see 29).

232.5 Disaster Field Office Meters

Authorized agencies with field offices involved in disaster relief may apply to
the manager, Post Office Accounting, for authorization to use disaster field
office (DFO) penalty CMRS meters. Approved agencies are entitled to use a
special meter stamp with the words “United States Government Emergency
Operations” in lieu of the city and state of the mailing post office (see DMM
P030).
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DFO meters must be presented by a meter manufacturer to the Washington,
DC, main post office (ZIP Code 20066-9998) for licensing under normal
CMRS penalty meter licensing procedures (see 235.2). These meters may be
set for any amount deemed necessary by the responsible agency. All DFO
meter activity is credited to the Washington, DC, post office.

Field office personnel using DFO meters must notify the local postmaster
where mail is deposited immediately upon entering a disaster location. They
must also apply to the local post office for a regular penalty meter license and
have a regular penalty meter installed under that license if disaster activities
extend beyond 30 days. However, agency staff who are not in a fixed location
(e.g., in mobile or temporary offices) may use DFO meters throughout the
duration of a declared emergency.

233 Format Requirements
Penalty metered postage strips must include the words “U.S. Official
Mail/Penalty for Private Use $300.” The return address must include the
agency name and mailing address followed by the preprinted words “Official
Business.” See Exhibit 233 for the required format for penalty metered mail.

Exhibit 233
Penalty Metered Mail Format

234 Licensing Procedures

234.1 Assigning a Penalty Meter License

Authorized agencies must obtain a license to use penalty meters at each post
office where metered mail will be deposited. To obtain a penalty meter
license, the agency (or the meter manufacturer’s representative) submits
Form 3601-A, Application or Update for a License to Lease and Use Postage
Meters (see Exhibit 234.1a), to the mailing requirements unit of the licensing
post office.

Note:  The application for a penalty meter license is separate from the
application required for a meter license issued through CMLS.
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Exhibit 234.1a
Completed Form 3601-A, Application or Update for a License to Lease and Use Postage Meters
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Upon receiving a completed Form 3601-A from an authorized agency, the
mailing requirements unit follows these steps:

1 Verify the following information on the application:

� Check the 3-digit federal agency code by checking the most
recent listing of Agency Authorization Codes in the Postal Bulletin
(see the appendix to this handbook). Postage for each meter
operated under a license is charged to the agency code (and
optional 5-digit cost code) shown on the license application.

� Make sure the box labeled “Post office where metered mail will be
deposited” shows the name and ZIP Code of the setting location
post office — that is, the station or branch where a manual meter
will be taken to be set or a CMRS meter will be taken for periodic
examination.

2 Assign a sequential penalty meter license number, beginning with the
number 90000, and record this number in your Penalty Meter License
Log (see Exhibit 234.1b). For each license number assigned, record
the agency name, agency code, cost code (if requested), and issue
date.

3 When an application is approved, issue the agency a penalty meter
license with the 90000-series license number. Also notify the setting
location post office of the agency’s name, address, and penalty meter
license number.

4 Send the meter license application (Form 3601-A) to your accounting
unit.

Exhibit 234.1b
Penalty Meter License Log
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234.2 Authorizing Additional Setting Locations

If an agency wishes to install meters at more than one setting location within
the same post office (that is, at different postal locations under the same
finance number), the mailing requirements unit of the licensing post office
follows these steps:

1 Complete Form 3631-G, Adding or Deleting a Setting Location for
Penalty Mail Postage Meters (see Exhibit 234.31). This form can be
used to add up to five additional setting locations.

Note:  Do not list meter serial numbers on a Form 3631-G that is
being used to add setting locations.

2 Notify each new setting location of the agency’s name, address, and
meter license number.

3 Send the completed Form 3631-G to your accounting unit.

234.3 Changing the Setting Location

If an agency wants to change the setting location of an active penalty meter,
different procedures apply depending on whether the new setting location is a
unit of the same post office or of a different post office.

234.31 Within the Same Post Office

To change the setting location of a penalty meter to another station or branch
of the same post office, the mailing requirements unit of the licensing post
office follows these steps:

1 Complete two Forms 3631-G, Adding or Deleting a Setting Location for
Penalty Mail Postage Meters — one to remove (delete) the old setting
location and another to establish (add) the new setting location (see
Exhibit 234.31).

2 Notify both the old and new setting locations of the change.

� The old setting location should indicate on the Form 3610,
Record of Postage Meter Settings, for that meter, that the setting
location has been changed.

� The new setting location completes a new Form 3610 showing
the control total from the last setting for the meter, as shown on
the old Form 3610.

3 Submit both Forms 3631-G to your accounting unit.
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Exhibit 234.31
Completed Forms 3631-G, Adding or Deleting a Setting Location for Penalty Mail Postage Meters,
to Change (Add and Delete) a Setting Location
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234.32 To a Different Post Office

Transferring the setting location of an active penalty meter to a different post
office (that is, to a different finance number) requires the following actions:

� The old setting location post office must check the meter out of service
(see 237) and authorize a credit in OMAS for any remaining postage
(see 237.1). Postage may not be transferred to a replacement meter in
this situation.

� The new setting location post office must reinstall the withdrawn meter
(see 235). The agency must have, or must obtain, a penalty meter
license (as well as a CMLS license) at the new post office.

Note:  If an agency moves all its meters to another post office, the
mailing requirements unit of the former licensing post office should cancel
the old penalty meter license (see 234.6).

234.4 Changing an Agency Cost Code

If an agency wishes to assign or change a 5-digit cost code under an existing
penalty meter license, the mailing requirements unit of the licensing post
office takes these actions:

1 Complete Section B of Form 3632-G, Miscellaneous Transactions for
Penalty Mail Postage Meters (see Exhibit 234.4).

2 Send a copy of the completed Form 3632-G to your Meter Accounting
and Tracking System (MATS) coordinator at the district accounting
office, who will update the cost code in MATS.

3 Submit Form 3632-G to your accounting unit.

Note:  If an agency wishes to use more than one cost code, the agency
must obtain additional penalty meter licenses. However, any given meter
may be assigned to only one meter license and cost code.

234.5 Changing a CMRS Account Number

When a meter manufacturer’s representative notifies a post office of a
change to an agency’s CMRS account number, the mailing requirements unit
of the licensing post office takes action to update the account number in
OMAS as follows:

1 Complete Section A of Form 3632-G (see Exhibit 234.5) for each meter
affected by the change.

2 Submit all Forms 3632-G to your accounting unit.
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Exhibit 234.4
Completed Part B of Form 3632-G, Miscellaneous Transactions for Penalty Mail Postage Meters, to
Change an Agency Cost Code
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Exhibit 234.5
Completed Part A of Form 3632-G, Miscellaneous Transactions for Penalty Mail Postage Meters, to
Change a CMRS Account Number
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234.6 Canceling or Revoking a Penalty Meter License

If an agency requests cancellation of a penalty meter license or if there is no
meter activity under a license during a 12-month period, the mailing
requirements unit of the licensing post office follows these steps:

1 Complete Form 3604, Nonuse Revocation of Mailing Permit or Meter
License, and send a copy to the agency, the meter manufacturer, and
your accounting unit. The agency has 10 days to appeal the revocation
(see DMM P030).

2 Verify that all meters assigned to the canceled license are removed
from service (see 237).

3 Note on your Penalty Meter License Log that the license for this agency
has been canceled.

Note:  Do not reissue a canceled 90000 series penalty meter license
number to another agency. When a penalty meter license is canceled,
that number is permanently canceled for that post office.

235 Checking a Penalty Meter Into Service
The following procedures must be followed to ensure that penalty meters are
properly installed in OMAS.

Note:  To move the setting location of one or more penalty meters to a
different post office, the meters must first be withdrawn from service at
the former post office (see 237) and then reinstalled at the new post
office, as described here. If a meter is replacing an existing meter, follow
the procedures at 237.2.

235.1 Initial Setting of a Non-CMRS Meter

Before delivering a non-CMRS meter to an agency, the meter manufacturer’s
representative must present the meter and a completed Form 3601-C,
Postage Meter Activity Report (see Exhibit 237.2), to the setting location post
office. The setting location post office follows these steps to install the meter
in OMAS:

1 Verify that the agency has a penalty meter license for this setting
location and that the words “U.S. Official Mail/Penalty for Private Use
$300” appear in the meter stamp (see Exhibit 233). Also check that the
meter indicia shows the correct post office.

2 Set the meter for the amount requested, and complete in triplicate Form
3603, Receipt for Postage Meter Settings (see Exhibit 235.1a), using a
separate receipt book from that used for commercial meters, as follows:

� Be sure to indicate whether this is the first setting for the meter.

� Write the setting amount in the space provided for OMAS settings
only (in the upper-right corner of the receipt).
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Exhibit 235.1a
Completed Form 3603, Receipt for Postage Meter Settings

� In the Amount of Setting block, leave the boxes to the right of
Trust Fund and Cash or Check blank, and write “Official Mail” to
the right of the dollar sign. Do not accept postage; the agency will
be billed through OMAS.

� Return the original of Form 3603 to the person who presented the
meter for setting; send the duplicate copy to the person at your
unit who prepares the official mail daily recap (Form 3633-G); and
retain the triplicate copy in your receipt book.

3 Complete Form 3610, Record of Postage Meter Settings (see Exhibit
235.1b). Record the amount of postage set, leaving column 6, Amount
Collected, blank. File the Form 3610 by meter serial number.

4 Provide a Form 3602-A, Record of Meter Register Readings, to the
agency for each meter checked into service.

5 Sign and date stamp the completed Form 3601-C with a round stamp.
Provide the original to the meter manufacturer’s representative and
send a copy to the person at your unit who prepares Form 3633-G.
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Exhibit 235.1b
Completed Form 3610, Record of Postage Meter Settings
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235.2 Installing a CMRS Meter

Before delivering a CMRS penalty meter to an agency, the meter
manufacturer’s representative must present the meter and a completed Form
3601-C, Postage Meter Activity Report (see Exhibit 237.2), to the setting
location post office (the location where the CMRS meter will be taken for its
scheduled inspections). The setting location post office follows these steps to
install the meter in OMAS:

1 Verify that the agency has a penalty meter license for this setting
location and that the words “U.S. Official Mail/Penalty for Private Use
$300” appear in the meter stamp (see Exhibit 233). Also check that the
meter indicia shows the correct postal location.

2 Complete Part A of Form 3632-G, Miscellaneous Transactions for
Penalty Mail Postage Meters (see Exhibit 235.2). Be sure to obtain the
agency’s CMRS customer account number from the meter
manufacturer’s representative at the time of installation. Send the
completed Form 3632-G to the person at your unit who prepares Form
3633-G.

3 Complete Form 3610, Record of Postage Meter Settings (see Exhibit
235.1b), entering the date of installation in column 1. Send the
completed Form 3610 to your accounting unit for filing.

Note:  Do not set postage on a CMRS meter (unless the meter is
replacing a withdrawn meter, as described at 237.2).

4 Provide a Form 3602-A, Record of Meter Register Readings, to the
agency for each meter checked into service.

5 Sign and date stamp the completed Form 3601-C using a round stamp.
Provide the original to the meter manufacturer’s representative and
send the copy to the person at your unit who prepares Form 3633-G.
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Exhibit 235.2
Completed Part A of Form 3632-G, Miscellaneous Transactions for Penalty Mail Postage Meters, to
Install a CMRS Meter
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236 Resetting a Penalty Meter

236.1 Resetting a Meter at the Post Office

When an agency representative brings a non-CMRS penalty meter to the
post office for resetting, the setting location post office follows these steps:

1 Set the meter for the amount requested and complete in triplicate a
manual Form 3603, Receipt for Postage Meter Settings (see Exhibit
235.1a), using the receipt book designated for penalty meters.

� Write the setting amount in the space provided for OMAS settings
only (in the upper-right corner of the receipt).

� In the Amount of Setting block, leave the boxes to the right of
Trust Fund and Cash or Check blank, and write “Official Mail” to
the right of the dollar sign. Do not collect postage as it will be
billed through OMAS.

� Return the original of Form 3603 to the person who presented the
meter for setting; send the duplicate copy to the person at your
unit who prepares Form 3633-G; and retain the third copy in your
receipt book.

Note:  Do not generate a Form 3603 receipt from the integrated
retail terminal (IRT).

2 Record the amount of postage set on the Form 3610 (see Exhibit
235.1b) for that meter, leaving column 6, Amount Collected, blank.
Then refile the form.

236.2 On-Site Meter Setting by Postal Service

An agency participating in the on-site meter-setting program must pay the
standard fee for each meter that is set, examined, or checked into or out of
service. These fees must be paid by check or advance deposit account and
are not reported as OMAS revenue.

237 Checking a Penalty Meter Out of Service
To check a penalty meter out of service, the meter manufacturer’s
representative must present the meter and a completed Form 3601-C,
Postage Meter Activity Report (see Exhibit 237.2), to the setting location post
office.

Note:  To move the setting location of a penalty meter to a different post
office, the meter must be withdrawn from service at the current setting
location (as described here) and then reinstalled at the new setting
location (see 235).

To withdraw a meter, the setting location post office follows these procedures:

1 Verify the control total shown on Form 3601-C for the meter being
withdrawn against the total shown on your Form 3610, Record of
Postage Meter Settings (see Exhibit 235.1b), for that meter.
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2 If the meter is malfunctioning or the meter display cannot be read,
follow the established refund policy to determine the amount of refund
due. If the amount of refund cannot be determined until the
manufacturer inspects the meter, the meter manufacturer will notify
your accounting unit of the refund amount. The accounting unit will then
credit the agency with the appropriate refund by completing Form
3635-G, Adjusting Postage and Fees for Official Mail (see Exhibit
545.2), and sending the completed form to the setting location for
inclusion on your official mail daily recap (see 239.2).

3 If the meter is not being replaced or is being transferred to a different
post office, follow the refund authorization procedures at 237.1. If some
or all of the remaining postage is to be transferred to a replacement
meter, follow the procedures at 237.2.

237.1 Authorizing a Refund

To authorize a refund for a withdrawn meter, the setting location post office
follows these steps:

1 Record on Form 3601-C the amount to be refunded (block F-1) and
write “Credit in OMAS” in block F-8. Sign and date stamp the form with
a round stamp. Send the original of Form 3601-C to the person at your
unit who prepares Form 3633-G, and return the remaining copies to the
person presenting the meter for checkout.

2 Write “Canceled” and the date on the Form 3610 for the withdrawn
meter, and indicate the amount of postage to be refunded. Return the
record of postage meter settings to the file.

Note:  Local post offices may not issue refunds for unused penalty
postage. All penalty refunds must be credited through OMAS.

237.2 Transferring Postage to a Replacement Meter

If a withdrawn meter is being replaced, some or all of the remaining postage
can generally be transferred to a replacement meter. However, postage may
not be transferred in the following situations:

� From a withdrawn meter to a meter that is already in use.

� Between a CMRS meter and non-CMRS meter.

� Between meters belonging to different manufacturers.

� If the meter display cannot be read.

� If the meter is being moved to a setting location in another post office.

If postage cannot be transferred, follow the refund authorization procedures
at 237.1.

To transfer postage to a replacement meter, the setting location post office
follows these steps:

1 Verify that the submitted Form 3601-C, Postage Meter Activity Report
(see Exhibit 237.2), includes complete meter information for both the
meter being withdrawn and the meter being installed.
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Exhibit 237.2
Completed Form 3601-C, Postage Meter Activity Report, to Replace a Meter
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2 Set the replacement meter for the amount of postage being transferred,
and complete a new Form 3610 for this meter. Be sure to record the
serial number of the withdrawn meter and the amount of postage
transferred.

3 Write “Canceled” on the Form 3610 for the withdrawn meter. Also
record the serial number of the replacement meter and the disposition
of postage, including both the amount transferred and the amount
refunded, if any. Return the old Form 3610 to the file.

4 If the agency requests the setting of additional postage (for a
non-CMRS meter only), set the replacement meter for the additional
amount and complete a receipt (Form 3603) for this amount. (Do not
check the First Setting box.) Also record the new setting on the Form
3610 for the replacement meter. Give the original Form 3603 to the
meter manufacturer’s representative, and send a copy to the person in
your unit who prepares Form 3633-G.

5 Record on Form 3601-C the amount of postage transferred (block F-2)
and any remaining amount to be refunded (block F-1). If any postage is
being refunded, write “Credit in OMAS” in block F-8. Sign and date
stamp the form using a round stamp. Send the original copy of the form
to the person in your unit who prepares Form 3633-G, and return the
remaining copies to the meter manufacturer’s representative.

238 Authorizing Refunds for Spoiled Meter Strips
To obtain a credit for spoiled or unusable penalty meter strips, an agency
must take the spoiled meter strips and a completed Form 3533, Application
and Voucher for Refund of Postage and Fees (see Exhibit 238), to the post
office. The setting location post office follows these procedures:

1 Verify the amount of the spoiled postage and make sure that each strip
bears the words “U.S. Official Mail/Penalty for Private Use $300.”

2 In Part III of Form 3533, write the amount of refund due and the words
“Credit in OMAS” on the Signature of Payee line. Provide a copy of the
signed Form 3533 to the agency, and send the original to the person at
your unit who prepares Form 3633-G.

3 Destroy the spoiled meter strips using locally established procedures
for destroying accountable paper.

Note:  Post offices are prohibited from providing refunds by cash, check,
or money order for unused or spoiled penalty postage. All penalty refunds
must be credited through OMAS.
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Exhibit 238
Completed Form 3533, Application and Voucher for Refund of Postage and Fees

(To be completed by customer)
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239 Reporting Penalty Meter Transactions

239.1 Reporting Requirements

Mailing Requirements Unit

Submit the original and any duplicates of all forms relating to the
licensing of penalty meters to your accounting unit at the end of
each day.

Setting Location Post Offices

At each setting location with penalty meter activity, a person must be
assigned the responsibility of completing Form 3633-G, Daily Activity Recap
for Official Mail (see Exhibit 239.1). This person must collect all forms relating
to penalty meter activity and submit a daily recap to the post office accounting
unit as follows:

� At the close of business on each day that the setting location has
penalty meter activity to report.

� On the last day of the reporting period whether or not the setting
location has penalty meter activity to report for that day. (CAG A–G post
offices must report on the last day of each accounting period; CAG H–L
post offices must report on the last day of each postal quarter.)

Note:  Do not report penalty mail postage meter activity (including Form
1908 activity) on Form 1412, Daily Financial Report.

239.2 Completing Form 3633-G

Setting location post offices must report penalty meter activity daily by
completing Form 3633-G (see Exhibit 239.1) as follows:

1 Collect these documents:

� Forms 3601-C (for installed, withdrawn, or replaced meters).

� Forms 3603 (duplicate copies of meter setting receipts).

� Forms 3533 (for spoiled meter postage).

� Forms 3632-G (for installed CMRS meters).

� Forms received from your accounting unit showing
OMAS-generated fee assessments and revenue adjustments.

2 Run an adding machine tape to verify meter transaction amounts.

3 Complete the Meters column of Form 3633-G as follows:

� Enter zero as the opening balance at the start of each reporting
period. Each subsequent day of the reporting period, use the
closing balance from the previous day’s (or most recent) Form
3633-G as the new opening balance.

� Total all setting amounts from Forms 3603 and record the total as
revenue. Also calculate the subtotal.
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Exhibit 239.1
Completed Form 3633-G, Daily Activity Recap for Official Mail, to Report Meter Transactions
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� Total any refund amounts from Forms 3601-C (for withdrawn or
replaced meters) and Forms 3533 (for spoiled meter postage)
and record them as refunds.

� If you have received a revenue adjustment notice (Form 1908 or
3635-G) from your accounting unit, record the total net
adjustment amount as adjustments. Indicate whether the net
adjustment is a positive or negative value. Complete the Today’s
Date block on Form 3635-G.

� Calculate the closing balance by subtracting any refunds from the
subtotal and either adding or subtracting the adjustments
(depending on whether the amounts are positive or negative).

4 If you have received a fee assessment notice (see Exhibit 541.1b) from
your accounting unit, enter the fee as revenue in the Fees column. Do
not forward these notices with the completed Form 3633-G, but keep
them on file.

5 Complete the Total column.

6 Fill in the Number of Forms section, showing the number of supporting
documents being forwarded with this Form 3633-G. Include any Forms
3632-G, Part A, used to report the installation of penalty CMRS meters.

7 Attach the supporting documents (and the adding machine tape
verifying the totals) to the original Form 3633-G, and submit them to
your accounting unit. File the duplicate Form 3633-G.

24 Penalty Permit Imprints

241 General
Authorized agencies and their contractors may make bulk mailings using a
penalty permit imprint without prepayment of postage. Unless noted here, the
same requirements apply to agencies as to other users of permit imprints
(see DMM P040). All postage and fees relating to penalty permit imprint
mailings, including presort and bulk mailing fees, are billed through OMAS
and the resulting revenue is credited to the post offices where mailings are
entered.

242 Format Requirements
Exhibit 242 illustrates the format for penalty permit imprints. Note that all
penalty permit imprint numbers are preceded by the letter “G.”

The return address must include the agency name and mailing address
followed by the preprinted words “Official Business/Penalty for Private Use
$300.”
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Exhibit 242
Penalty Permit Imprint Format

243 Assigning a “G” Permit Imprint Number
The manager, Post Office Accounting, assigns a “G” permit imprint number to
each agency that is authorized to use penalty mail. Larger agencies may
request separate permit numbers for different organizations within the
agency.

244 Authorizing Local Use of Penalty Permit Imprint
Agencies must apply for authorization to use their penalty permit imprints at
each post office where they will deposit permit imprint mailings by submitting
Form 3615, Mailing Permit Application and Customer Profile (see Exhibit
244). This application may be submitted to the mailing requirements unit (see
244.1) or directly to the BMEU with a mailing (see 244.2). A contractor may
submit the application on behalf of an agency.

A one-time application fee is automatically assessed by OMAS each time an
agency activates its permit number at a local post office.

244.1 Application Submitted to Mailing Requirements Unit

Mailing Requirements Unit

Upon receiving a completed Form 3615, the mailing requirements unit follows
these steps:

1 Verify that the 3-digit federal agency code is correct by checking the
most recent listing of Agency Authorization Codes in the Postal Bulletin
(see the appendix to this handbook). Inclusion of a 5-digit cost code is
optional. Also record the permit imprint number assigned to the agency,
and record it on the Form 3615. If the agency has been assigned more
than one permit imprint number, make sure you select the correct
permit number for the unit requesting the local authorization.

Note:  An agency with a newly issued permit imprint number must
present a letter from the manager, Post Office Accounting,
indicating the newly assigned agency code and permit number.
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Exhibit 244
Completed Form 3615, Mailing Permit Application and Customer Profile

S
am

p
le

A
p

p
ro

ve
d

D
at

e
C

an
ce

le
d

D
at

e 
F

ee
P

ai
d

D
at

e
Is

su
ed

P
er

m
it

N
u

m
b

er



244.2Penalty Mail

37February  1998
Updated With Postal Bulletin Revisions Through December 9, 2004

2 Check your file of Forms 3619, Permit Number Record, to see whether
the agency already has a valid permit imprint authorization at your post
office. If so, return the Form 3615 to the agency or contractor that
submitted the application.

3 If the agency does not have a valid authorization on file at your post
office, complete the Permit Imprint Authorization section of Form 3615
as follows:

� Write “OMAS” in the Date Fee Paid block.

� Complete the permit imprint authorization coupon, again writing
“OMAS” in the Fee Due block. Detach the coupon and present it
to the agency representative.

� Make a copy of the completed Form 3615, and submit it to your
accounting unit. File the original in alphabetical order by agency
name.

Note:  Do not collect an application fee from the agency or its
contractor. This fee is automatically assessed through OMAS.

4 Complete Form 3619, Permit Number Record (see Exhibit 244.1a), and
file it in alphabetical order with your other penalty permit imprint
authorizations.

5 Notify the BMEU that the agency has activated its permit number at
your post office.

Business Mail Entry Unit

Upon receiving notification that an agency has activated its “G” permit imprint
number locally, the BMEU completes Form 3609, Record of Permit Imprint
Mailings (see Exhibit 244.1b), as follows:

1 Write the agency name and telephone number, permit number and
issue date, and the words “Penalty Mail — No Local Funds Required.”
Leave blank the Fees Paid blocks at the top of the form.

2 File the Form 3609 in numerical order by permit number with the
records of permit imprint mailings for other agencies. Use this form to
maintain a record of each mailing under this permit number.

Instructions for Permit System sites:  Do not track penalty permit imprint
activity using Forms 3609 and 3619.

244.2 Application Received with Mailing at BMEU

Upon receiving a Form 3615 with a penalty permit imprint mailing, the BMEU
follows these steps:

1 Make sure that the Form 3615, the postage statement, and the
mailpieces all bear the same permit number. Also verify the permit
number by checking the most recent listing of Agency Authorization
Codes in the Postal Bulletin (see the appendix to this handbook). If the
permit number is not assigned to the agency, reject the mailing and the
Form 3615.
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Exhibit 244.1a
Completed Form 3619, Permit Number Record

Exhibit 244.1b
Completed Form 3609, Record of Permit Imprint Mailings

�
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2 If the permit number is correct, check your file of Forms 3609 to
determine if a valid permit imprint authorization for that agency already
exists at your post office. If a valid authorization is on file, return the
Form 3615 to the agency or contractor who submitted it. If a valid
authorization is not on file, forward Form 3615 to the mailing
requirements unit, which will complete the authorization process (see
244.1).

3 Proceed with the normal verification and acceptance procedures for the
mailing (see 248).

245 Changing an Agency Cost Code or BMEU ZIP Code
If an agency requests a change to the 5-digit cost code shown on its Form
3615 or if the ZIP Code of the BMEU changes, the mailing requirements unit
takes action as follows:

1 Make a copy of the agency’s Form 3615 in your files, mark the change
in red on both copies, and return the original to the file.

2 Write “Change” in red at the top of the copy, and submit it to your
accounting unit.

Note:  An agency may use a different cost code from that shown on
Form 3615 without going through this change procedure by simply writing
the desired cost code in the Federal Agency Cost Code block of the
postage statement.

246 Canceling a Permit Imprint Authorization
A penalty permit imprint authorization may be canceled at the request of the
agency, or if an agency does not use its permit for a 24-month period at a
given post office. If an agency misuses the permit, notify the manager, Post
Office Accounting, before taking any action to cancel the permit.

To cancel an authorization because of nonuse, the BMEU follows these
steps:

Complete Form 3604, Nonuse Revocation of Mailing Permit or Meter
License (see Exhibit 246a), and send it to the agency to notify it that
authorization to use its permit imprint has been canceled because of
nonuse. The agency has 10 days to file a written appeal (see DMM
P040).

If the agency requests cancellation of the permit or if the agency does not file
a written objection within 10 days of receiving Form 3604, the BMEU follows
these steps:

1 Complete Form 3613, Cancellation of Permit (see Exhibit 246b), in
duplicate. Submit the original to the person in your unit who prepares
the daily Form 3633-G, and forward a copy to the agency.

2 Write “Canceled” and today’s date on the agency’s Form 3609, Record
of Permit Imprint Mailings.
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3 Ask the mailing requirements unit to note the cancellation date on the
agency’s Form 3619, Permit Number Record, and on the agency’s
Form 3615.

Exhibit 246a
Completed Form 3604, Nonuse Revocation of Mailing Permit or Meter License

Exhibit 246b
Completed Form 3613, Cancellation of Permit
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247 Reinstating a Permit Imprint Authorization
To reinstate a penalty permit imprint authorization that was canceled in error,
the mailing requirements unit takes these steps:

1 Make a copy of the agency’s Form 3615, write “Reinstatement” and the
current date in red on both copies of the form, and submit the copy to
your accounting unit.

2 Record the date of reinstatement on the agency’s Form 3619, and
notify the BMEU to reinstate the agency’s Form 3609, Record of Permit
Imprint Mailings.

248 Verification and Acceptance Procedures
Except as noted here, BMEUs follow the same verification and acceptance
procedures for penalty permit imprint mailings as apply to other permit imprint
mailings (see Handbook DM-102, Bulk Mail Acceptance). Certain additional
requirements apply to GPO contractor mailings, including mailings entered
with Form 3602-G (see 248.2).

248.1 Mailings Entered by an Agency

Upon receiving a penalty permit imprint mailing, the BMEU follows these
steps:

1 If the mailing does not meet the eligibility and preparation requirements
for the class and rate at which the pieces are being mailed, reject the
mailing.

2 Verify that the agency is authorized to use its permit number at your
post office. If there is no Form 3609, Record of Permit Imprint Mailings,
on file, advise the agency that a completed Form 3615 must be
submitted before the mailing can be accepted. (See 244.2 for
procedures to follow if the agency submits a Form 3615 with the
mailing.)

3 Check that the agency name in the return address (and in the permit
imprint) on the mailpieces is that of the authorized agency. If it is not,
reject the mailing.

4 Verify that the appropriate postage statement has been submitted. Note
that Form 3602-N, Postage Statement — Standard Mail (A) (Nonprofit
Only) — Permit Imprint, may not be used for agency mailings. Also note
that only GPO contractors may submit a mailing using Form 3602-G,
Postage Statement — Penalty Permit Imprint (see 248.22).

Note:  If an agency submits a mailing using Form 3602-N or Form
3602-G, reject the mailing. The agency must resubmit the mailing
using the appropriate postage statement.

5 After a mailing has been verified and accepted, record the mailing on
Form 3000-G, Postage Statement Register for Penalty Mail (see Exhibit
248.1). Assign a sequential register number to each postage statement
recorded, starting a new series for each fiscal year (for example, 98–1,
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98–2 for mailings entered in FY 1998). Record the register number in
the upper right corner of both the postage statement and the clearance
document.

Exhibit 248.1 (p. 1)
Completed Form 3000-G, Postage Statement Register for Penalty Mail 
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Exhibit 248.1 (p. 2)
Completed Form 3000-G, Postage Statement Register for Penalty Mail 
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Note:  At post offices having more than one location for accepting
bulk mail, the postage statement register is maintained at the
location responsible for posting postage statements to advance
deposit accounts. Other locations must call that location to obtain
the sequential register number.

6 Record the date and amount of postage for the mailing on the agency’s
Form 3609, Record of Permit Imprint Mailings (see Exhibit 244.1b).

7 If the agency or contractor submitted a duplicate copy of the postage
statement, return a copy of the completed postage statement to the
person who submitted the mailing.

8 Forward the signed postage statement to the person in your unit who
completes Form 3633-G, the official mail daily recap.

Instructions for Permit System sites:  Enter penalty postage statements
(except Form 3602-G) into the Permit System daily. Do not record these
postage statements on Forms 3000-G or 3609. Attach the Weighing and
Dispatch Certificate (Form 3607) to the corresponding postage statement,
and submit all penalty postage statements to your accounting unit at the end
of the day.

248.2 GPO Contractor Mailings

The Government Printing Office (GPO) requires its contractors to submit
GPO Form 712, Certificate of Conformance (see Exhibit 248.2), to the BMEU
with all nonprepaid mailings. This is in addition to the appropriate postage
statement. Verification procedures for mailings submitted by GPO
contractors, including special requirements for mailings entered with Form
3602-G, follow.

248.21 Verifying GPO Form 712

Upon receiving a penalty permit imprint mailing from a GPO contractor, the
BMEU follows these steps:

1 Verify that the contractor has submitted both GPO Form 712 and the
appropriate postage statement. A single GPO Form 712 may cover
mailings under multiple postage statements. However, each postage
statement may reference only one GPO Form 712 serial number. If
GPO Form 712 is not submitted, reject the mailing.

2 Verify that the serial number on the GPO Form 712 appears on all
postage statements that relate to that form. (The serial number should
be entered in box 4 of Form 3602-G and in the upper right corner of all
other postage statements.) Allow the contractor to make any necessary
corrections.

3 Compare the number of mailpieces reported on GPO Form 712 and the
number of pieces reported collectively on the postage statement(s)
submitted with the contractor’s mailing(s). If these totals do not match,
reject the mailing(s). The contractor may resubmit the mailing(s) after
correcting the discrepancy.
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Exhibit 248.2
Completed GPO Form 712, Certificate of Conformance

4 If all the mailings reported on GPO Form 712 are accepted, complete
the post office portion of the form as follows:

� Date stamp the form using a round stamp.

� Enter the city, state, and ZIP Code of the post office.

� Sign and date the form.

� Check the block or blocks indicating the class or classes of mail
accepted and the number of postage statements submitted.

5 Return all copies of the completed GPO Form 712 to the contractor.

Note:  If a mailing is rejected, do not complete the post office section of
GPO Form 712. Return all copies of the form and the mailing to the
contractor. If some mailings reported on a GPO Form 712 are accepted
and others are rejected, the contractor must delete the information
pertaining to the rejected mailings.



248.22 Official Mail

46 Handbook DM-103

248.22 Special Procedures for Form 3602-G Mailings

GPO contractors are permitted to submit to a BMEU permit imprint mailings
containing mailpieces of different weights and more than one class of mail. All
mailings of this nature must contain at least 200 pieces or weigh 50 pounds
and must be reported on Form 3602-G, Postage Statement — Penalty Permit
Imprint (see Exhibit 248.22). Mailings that do not meet these requirements
must be prepared with penalty metered postage, penalty mail stamps, or
postage affixed by the contractor.

GPO contractors may also use Form 3602-G to report single-piece rate
mailings of identical weight and class of mail. However, bulk rate and presort
discount mailings may not be mailed using this form.

When a GPO contractor submits a mailing with Form 3602-G, the BMEU
takes the following steps (in addition to the procedures described in 248.21):

1 Verify that the contractor has submitted GPO Form 712 with the
mailing.

2 Make certain the contractor has physically sorted the mailing in
accordance with the class and weight categories reported on Form
3602-G. If the contractor has not physically sorted the mailing
categories, reject the mailing.

3 Verify that the class of mail shown in the permit imprint or on the
mailpieces corresponds to the class of mail reported on Form 3602-G.
If the class of mail endorsements on the pieces is not the class or
classes reported on Form 3602-G, take the following action:

� If the pieces qualify for the class of mail shown on the mailpieces,
accept the mailing under the condition that postage will be
computed and reported on Form 3602-G at the rate for the class
of mail shown on the pieces.

� If the pieces do not qualify for the class of mail shown on the
mailpieces, reject the mailing.

4 Complete the shaded portion of the postage statement, calculating the
postage following the instructions on the back of the form.

5 After a mailing has been verified and accepted, assign a register
number and record the mailing on Form 3000-G, Postage Statement
Register for Penalty Mail (see Exhibit 248.1). Record the register
number in the upper right corner of both the postage statement and the
clearance document.

6 Record the date and amount of postage on the agency’s Form 3609,
Record of Permit Imprint Mailings (see Exhibit 244.1b).

7 Forward the signed postage statement to the person in your unit who
completes Form 3633-G.

Instructions for Permit System sites:  Do not enter Form 3602-G into the
Permit System, but record the mailing on Form 3000-G and Form 3609.
Submit Form 3602-G, along with any other penalty postage statements, to
your post office accounting unit at the end of the day.
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Exhibit 248.22
Completed Form 3602-G, Postage Statement — Penalty Permit Imprint



249 Official Mail

48 Handbook DM-103

249 Reporting Penalty Permit Imprint Activity

249.1 Reporting Requirements

Mailing Requirements Unit

Submit all forms relating to the issuance of permits to your accounting
unit at the end of each day.

Business Mail Entry Unit

At each BMEU with official mail activity, a person must be assigned the
responsibility of completing Form 3633-G, Daily Activity Recap for Official
Mail (see Exhibit 249.1). This person must collect all postage statements and
other forms relating to official mail activity and submit a daily recap to your
post office accounting unit as follows:

� At the close of business each day that you have official mail activity to
report.

� On the last day of the reporting period whether or not you activity to
report for that day. (CAG A–G post offices must report on the last day of
the accounting period. CAG H–L post offices must report on the last
day of each quarter.)

Note:  Do not report penalty mail permit imprint activity (including Form
1908 adjustments) on Form 1412, Daily Financial Report.

Instructions for Permit System sites:  Do not complete Form 3633-G.
Send all penalty postage statements (including any Forms 3602-G) to your
accounting unit to be included on its consolidated Form 3633-G.

249.2 Completing Form 3633-G

BMEUs report penalty permit imprint and Periodicals mailing activity daily by
completing a single Form 3633-G (see Exhibit 249.1) as follows:

1 Collect these documents:

� Postage statements (including those submitted with penalty
permit imprint mailings, metered mailings sent at other than
single-piece rates, and penalty Periodicals mailings).

� Forms 3613 (for permit cancellations).

� Notices of revenue adjustments and auto-generated fee
assessments received from your accounting unit.

2 Run an adding machine tape to verify your penalty permit imprint
activity.

3 Complete the Permit Imprint column of Form 3633-G as follows:

� Enter zero as the opening balance at the start of each reporting
period. Each subsequent day of the reporting period, use the
closing balance from the previous day’s (or most recent) Form
3633-G as the new opening balance.
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Exhibit 249.1
Completed Form 3633-G, Daily Activity Recap for Official Mail, to Report Permit Imprint and
Periodicals Transactions
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� Calculate the total postage from the postage statements and
record this amount as revenue.

� If you have received a notice of revenue adjustment (Form 1908
or 3635-G) from your accounting unit, calculate the total net
adjustment amount from these forms and record this amount as
an adjustment. On Form 3635-G, fill in the Today’s Date block. If
you have a Form 1908 adjustment, file the original Form 1908
with your copy of Form 3633-G and attach the duplicate of Form
1908 to the original Form 3633-G that you submit to your
accounting unit.

� Calculate the closing balance by either adding or subtracting the
net adjustment (depending on whether the amount is positive or
negative).

4 Complete the Periodicals column of Form 3633-G if you have any
penalty Periodicals mailings to report (see 255), using the closing
balance from your most recent Form 3633-G as the opening balance.
Record the total postage from postage statements for Periodicals
mailings as revenue.

5 If you have received a fee assessment notice (see Exhibit 541.1b) from
your accounting unit, enter the fee as revenue in the Fees column. Do
not forward these notices with the completed Form 3633-G, but keep
them on file.

6 Complete the Total column.

7 Fill in the Number of Forms section, showing the number of supporting
documents being forwarded with this Form 3633-G.

8 Complete the Penalty Postage Statement section of Form 3633-G,
entering the number of penalty postage statements recorded for the
day on Form 3000-G, Postage Statement Register for Penalty Mail.
Also record the first and last register number assigned to these postage
statements. Make sure that each of these postage statements is
reported on (and submitted with) Form 3633-G.

9 Attach to the original Form 3633-G the following:

� The postage statements arranged in order by register number.

� Any other supporting documents used in compiling this form
(including Forms 1908 and 3635-G, but not auto-generated fee
assessments).

� The adding machine tape verifying your totals.

10 File the duplicate Form 3633-G (including the original of any Forms
1908).

11 Submit the original Form 3633-G and all supporting documents to your
accounting unit.
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25 Penalty Periodicals

251 General
Authorized agencies may send publications without prepayment of postage,
provided the publications meet the eligibility standards set forth in DMM
E200. Except as noted here, government agencies must comply with the
same mailing requirements that apply to other mailers of periodicals. All
penalty Periodicals fees are automatically assessed through OMAS and are
credited as revenue to the office of original entry.

252 Authorization
Agencies may apply for penalty Periodicals mailing privileges by submitting
an application for original entry, additional entry, or reentry and supporting
materials (but no fees) to the mailing requirements unit of the post office of
original entry. The mailing requirements unit forwards the application and
copies of the publication to the RCSC serving the original entry post office
(not to the accounting unit).

Rates and Classification Service Center

Upon approving the application, the RCSC sends a notice of approval to the
post office of original (and additional) entry and to the manager, Post Office
Accounting, to be entered into OMAS for automatic assessment of fees.

Mailing Requirements Unit

Upon receiving notice that an agency’s publication has been approved for
penalty Periodicals mailing privileges, the mailing requirements unit takes
action as follows:

1 Prepare a Form 3543, Record of Periodicals Postage, writing the words
“Penalty Mail — No Local Funds Required” at the top of the form.

2 File this form in publication number order with the other Forms 3543 for
penalty Periodicals. (Post Office Accounting assigns a temporary
publication number to publications of authorized agencies having
applications pending.)

Instructions for Permit System sites:  Do not record penalty Periodicals
mailings on Form 3543.

253 Format Requirements
A penalty mail Periodicals imprint must be in the approved format for pending
or authorized penalty Periodicals mailings (see Exhibit 253). The following
requirements apply:

� The imprint must contain the words “Postage and Fees Paid” and the
name of the authorized agency.
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Exhibit 253
Penalty Periodicals Imprint Formats

PERIODICALS
POSTAGE AND FEES PAID
AGENCY NAME
ISSN OR USPS PUB. NO.

APPLICATION TO MAIL
AT PERIODICALS
RATES PENDING

AGENCY NAME
DELIVERY ADDRESS
CITY STATE  ZIP CODE

OFFICIAL BUSINESS
PENALTY FOR PRIVATE USE $300

AGENCY NAME
DELIVERY ADDRESS
CITY STATE  ZIP CODE

OFFICIAL BUSINESS
PENALTY FOR PRIVATE USE $300

Imprint for
authorized
Periodicals
publications

Imprint for
publications
mailed while
application
pending

� The front or back cover of each copy of the publication or the address
side of the envelope or mailer must include the agency name and
complete return address.

� The words “Official Business/Penalty for Private Use $300” must be
preprinted (not handwritten or typewritten) directly below the return
address.

254 Verification and Acceptance Procedures
Agencies must submit a completed postage statement (Form 3541-R,
Postage Statement—Periodicals Regular and Science-of-Agriculture Rates)
to the entry office with the mailing of each issue or as otherwise required by
the standards for Periodicals (see DMM P200).

Upon receiving a penalty Periodicals mailing, the BMEU follows these steps:

1 Verify that the mailing meets the eligibility and preparation requirements
for Periodicals. If it does not, reject the mailing.
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2 Verify that the agency has a valid Periodicals entry authorization at your
post office. Write “Pending Application” at the top of the postage
statement for mailings made while an application for original entry is
pending.

� If the agency has not yet applied for original entry authorization,
the agency must submit a completed original entry application
(Form 3501 or 3511) in addition to the postage statement.

� If a publication is submitted without an additional entry
authorization, accept the mailing upon submission of a copy of
the additional entry application form (Form 3510).

3 Verify that the agency name in the return address and in the penalty
mail Periodicals imprint is that of the authorized agency. If it is not,
reject the mailing.

4 After a mailing has been verified and accepted, record the mailing on
Form 3000-G, Postage Statement Register for Penalty Mail (see Exhibit
248.1).

� Assign a sequential register number to each mailing, as
described for penalty permit imprint mailings (see 248.1).

� Record this register number in the upper right corner of both the
postage statement and the clearance document.

� Forward the postage statement to the person in your unit who
prepares Form 3633-G.

5 Record the date and amount of postage on the Form 3543, Record of
Periodicals Postage, for that publication.

Instructions for Permit System sites:  Enter penalty postage statements
into the Permit System daily. Do not record these mailings on Form 3000-G
or Form 3543. Attach the Permit receipt to the corresponding postage
statement, and submit both to your accounting unit at the end of each day.
Do not complete Form 3633-G.

255 Reporting Penalty Periodicals Mailing Activity
BMEUs must report penalty Periodicals mailing activity by submitting a
completed Form 3633-G, Daily Activity Recap for Official Mail, to your
accounting unit at the close of business each day. Report postage and fees
from Periodicals mailings and regular permit imprint mailings on the same
Form 3633-G (see 249.2).

Instructions for Permit System sites:  Do not complete Form 3633-G.
Send all penalty Periodicals postage statements to your accounting unit to be
included on its consolidated Form 3633-G.
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26 Penalty Express Mail

261 General
Authorized agencies have the same service and contract options as other
mailers when arranging for penalty Express Mail service. Agencies may affix
penalty meter strips or penalty stamps to the Express Mail envelope; some
agencies also allow Express Mail postage to be charged against their agency
code. When an agency code is entered on the Express Mail label, the label is
entered into the Electronic Marketing Reporting System (EMRS) and the
postage charges are transmitted to the MNISC for inclusion in OMAS. This
ensures that agencies are billed for their Express Mail activity and the
resulting revenue is credited to the originating post offices.

262 Payment Methods
Acceptance personnel follow these procedures when an authorized agency
presents an article for penalty Express Mail service:

1 Make certain that the Federal Agency Acct. No. block of the Express
Mail label includes one of the following:

� The 3-digit agency code (a 5-digit cost code may also be
included).

� The words “Penalty Postage Meter” (if penalty meter strips are
affixed).

� The words “Penalty Mail Stamps” (if penalty mail postage stamps
are affixed).

2 If an agency code is used in lieu of meter strips or stamps, verify that
the agency permits Express Mail postage to be charged to its agency
code by checking the most recent listing of Agency Authorization Codes
in the Postal Bulletin (see the appendix to this handbook). The agency
representative must also provide an envelope or label bearing a
complete agency return address and the preprinted words “Official
Business/Penalty for Private Use $300.”

263 Authorizing Refunds for Express Mail Failures
Agencies may apply for refunds for penalty Express Mail failures in the same
manner as other customers. All refunds must be entered into EMRS to be
credited in OMAS.

Note:  Local post offices are prohibited from making refunds to
authorized agencies by cash, check, or money order. All penalty refunds
must be credited through OMAS.

264 Reporting Requirements
Local post offices do not need to track or report penalty Express Mail.
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27 Penalty Business Reply Mail

271 General
Authorized agencies may distribute penalty BRM envelopes, cards, or labels
to enable correspondents to mail a reply to the agency without affixing
postage. Agencies may also provide BRM labels to suppliers to facilitate the
shipment of parts, supplies, and materials to the agency at First-Class or
Priority Mail rates. Unless noted here, the same requirements apply to
agencies as to other users of BRM (see DMM S922). All postage and fees
relating to penalty BRM are billed through OMAS and the resulting revenue is
credited to the post office where the BRM is received.

Note:  In addition to the penalty business reply format, agencies may use
the penalty metered reply format (see 232.3), penalty mail stamps or
stamped stationery (see 224.2), or penalty merchandise return labels
(see 28) for reply purposes.

272 Billing Options
Authorized agencies may elect to have their penalty BRM billed under either
of the following options:

� BRM account option. The agency is billed an annual BRM accounting
fee for each post office ZIP Code where the agency’s BRM is returned
as well as a per piece fee.

� Postage due option. No accounting fee is assessed but the agency is
charged a higher per piece fee for its BRM. The agency’s BRM charges
are included with any postage due charges (see 29).

Under both options, all BRM postage and fees are billed to the agency
through OMAS.

273 Format Requirements
Penalty BRM envelopes must be printed as shown in Exhibit 273. The
following requirements apply:

� The agency’s address may be printed, typewritten, or hand-stamped
(but not handwritten) on the mailpiece, or a printed gummed label may
be affixed in the address area.

� The words “Official Business/Penalty for Private Use $300” must be
included below the return address.

� The BRM legend must include the words “Postage Will Be Paid By
[Agency Name].”
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Exhibit 273
Penalty BRM Formats

NO POSTAGE
NECESSARY
IF MAILED
IN THE
UNITED STATES

FIM C

NO POSTAGE
NECESSARY
IF MAILED
IN THE
UNITED STATES

Agency Name
Attn:  Finance Dept.
Federal Building

FIM B

POSTAGE WILL BE PAID BY AGENCY NAME

OFFICIAL BUSINESS

PENALTY FOR PRIVATE USE $300

Washington DC 00000-0000

Agency Name
Attn:  Finance Dept.
Federal Building

POSTAGE WILL BE PAID BY AGENCY NAME

OFFICIAL BUSINESS

PENALTY FOR PRIVATE USE $300

Washington DC 00000-0000

For Permit Holder’s Use

For Permit Holder’s Use

FIM C
For preprinted
BRM with
barcode

FIM B
For preprinted
BRM without
barcode

274 Authorization

274.1 Assigning a Penalty BRM Permit Number

The manager, Post Office Accounting, assigns a BRM permit number to each
agency that is authorized to use penalty mail. Larger agencies may request
separate BRM permit numbers for different organizations within the agency.
Agencies are assessed an annual BRM permit fee for each permit number
assigned. All fees are automatically assessed through OMAS.
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274.2 Authorizing Use of Penalty BRM Permit

Agencies must apply for authorization to use their penalty BRM permit by
submitting Form 3615, Mailing Permit Application and Customer Profile (see
Exhibit 244), to the mailing requirements unit of each post office where their
business reply mail will be returned. A contractor may submit an application
on behalf of an agency provided the application has been signed by an
authorized agency representative.

Mailing Requirements Unit

When an agency submits a Form 3615 to activate its penalty BRM permit
number at your post office, the mailing requirements unit follows these steps:

1 Advise the agency that all penalty BRM must comply with the format
shown in Exhibit 273. If possible, review an example of the agency’s
BRM format.

2 Verify the agency code and the BRM permit number by checking the
most recent listing of Agency Authorization Codes in the Postal Bulletin
(see the appendix to this handbook). If you have any doubt as to the
correct agency code or BRM permit number, contact the manager, Post
Office Accounting.

3 Complete the BRM Authorization section of the submitted Form 3615
as follows:

� If the agency wishes to have its BRM processed under the BRM
account option, check the BRM Advance Deposit Account box. If
appropriate, check the BRMAS Approved box (see 274.3). In the
Date Fee Paid block, write “OMAS.”

� Complete the BRM authorization coupon, writing “OMAS” in one
or both Fee Due blocks, as appropriate. Detach the coupon and
present it to the agency representative.

4 Make a copy of the completed Form 3615 and send it to the postage
due unit of the station or branch where BRM will be received. The
postage due unit will forward the Form 3615 to the accounting unit. File
the original Form 3615 in alphabetical order by agency name.

5 Complete Form 3619, Permit Number Record (see Exhibit 244.1a), and
file it in alphabetical order with your other penalty permits.

Postage Due Unit

Upon receiving a completed Form 3615 from the mailing requirements unit,
the postage due unit follows these steps:

1 Prepare a ledger using Form 25, Trust Fund Account (see Exhibit
274.2), to maintain a daily record of BRM received by the agency, as
follows:

� If the agency selected the BRM account option, write “BRM
Account” at the top of the form. Fill in the agency’s name,
address, and BRM permit number. Prepare columns for the type
of BRM, date, number of pieces, postage and fees, and total.
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Exhibit 274.2
Form 25 Ledger to Record Penalty BRM Handled Under BRM Account Option

� If the agency selected the postage due option, check whether you
already have a Form 25 on file for that agency. If not, prepare a
Form 25 with the words “Postage Due” at the top of the form, as
described at 292.

2 File the Form 25 ledger in the appropriate Form 25 (BRM or postage
due) file.

3 Forward the agency’s application (Form 3615) to your accounting unit.

274.3 Authorizing Use of Business Reply Mail Accounting System

Agencies that select the BRM account option may obtain a significantly
reduced per piece charge for BRM cards and letters under the Business
Reply Mail Accounting System (BRMAS). This system provides for
automated processing of BRM through use of barcodes that identify the BRM
rate category.
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To participate in BRMAS, the agency submits a letter of request to the
postmaster at the post office where its BRM will be returned, along with the
completed Form 3615. If the request is approved, the mailing requirements
unit follows these procedures:

1 Check the box labeled “BRMAS Approved” on the agency’s Form 3615.

2 Notify the postage due unit that will be handling the BRM that the
agency has been approved to participate in BRMAS.

275 Renewing BRM Permit and Local Authorization
Penalty BRM permits and local authorizations to use a BRM permit are
automatically renewed (and fees assessed through OMAS) unless the
agency requests a cancellation (see 276).

Note:  Local post offices do not collect BRM accounting fees from
agencies. These fees are automatically assessed through OMAS.

276 Canceling or Reinstating a BRM Authorization

Mailing Requirements Unit

Upon receiving notification that an agency wishes to cancel its authorization
to receive penalty BRM at your post office, the mailing requirements unit
takes action as follows:

1 Make a copy of the agency’s Form 3615 in your files, and fill in the Date
Canceled in red on both copies to show that the agency’s BRM
Authorization has been canceled. Return the original to the file, and
forward the copy to the postage due unit.

2 Write the date of cancellation on the agency’s Form 3619, Permit
Number Record, and return it to the file.

Postage Due Unit

Upon receiving a Form 3615 showing that an agency’s BRM authorization
has been canceled, the postage due unit takes these steps:

1 Write “Inactive BRM permit” on the Form 25 used to record the
agency’s BRM, and return it to the file.

2 Forward the red-marked copy of the Form 3615 to your accounting unit.

Note:  To reinstate a BRM authorization that was canceled in error, the
mailing requirements unit and postage due unit should reverse the steps
taken to cancel the authorization.

277 Changing a BRM Account to Postage Due Option
If an agency notifies a post office that it does not wish to renew its BRM
account, the agency’s BRM will then be handled under the postage due
procedures (see 29).
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Mailing Requirements Unit

Upon receiving notification that an agency wishes to switch from a BRM
account to the postage due option, the mailing requirements unit follows
these steps:

1 Make a copy of the agency’s Form 3615 that is in your files. On both
the original and the copy, write “Change” in red at the top and fill in the
Date Canceled block to show that that the BRM Advance Deposit
Account has been canceled. Return the original Form 3615 to the file.

2 Send the copy of Form 3615 to the postage due unit, and request the
postage due unit to note on the agency’s Form 25 ledger for BRM that
the BRM account option has been canceled.

Postage Due Unit

Upon receiving a Form 3615 from the mailing requirements unit that is
marked in red with the word “Change,” the postage due unit takes these
steps:

1 Write “Inactive BRM Account” on the agency’s Form 25 for BRM.

2 Forward the red-marked copy of the Form 3615 to your accounting unit.

3 Check whether a Form 25 for tracking the agency’s postage due activity
is already on file. If not, prepare a Form 25 ledger as described at 292.

Note:  When an agency cancels its BRM account, all subsequent BRM is
treated as postage due mail (see 29) and is charged at the higher per
piece fee.

278 Calculating BRM Postage and Fees
All penalty BRM must be forwarded to the postage due unit before it is
delivered to the agency holding the permit. Upon receiving BRM for an
agency that is authorized to receive BRM at your post office, the postage due
unit follows these procedures:

1 Check your Form 25 ledgers to see which payment option the agency
has selected. If the agency has not selected the BRM account option at
your post office, handle the BRM as postage due (see 29).

2 If the agency has selected the BRM account option, record the type of
BRM, date, number of pieces, postage and fees, and total on the
agency’s Form 25 labeled “BRM Account” (see Exhibit 274.2). Be sure
to include the appropriate charges for BRMAS pieces.

3 Record the day’s total from Form 25 onto Form 3582-A, Postage Due
Bill (see Exhibit 278a). Where other mailers are instructed to attach
postage meter strips or stamps, write “Official Mail — BRM Account.”

Note:  For BRMAS accounts, enter the day’s total onto Form 3611,
Postage Due Statement for Automated BRM (see Exhibit 278b).
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4 Submit the postage due bill (Form 3582-A or 3611) to the agency with
the BRM pieces, but do not collect any postage. All fees and postage
for penalty BRM are assessed through OMAS.

Exhibit 278a
Completed Form 3582-A, Postage Due Bill

Exhibit 278b
Completed Form 3611, Postage Due Statement for Automated BRM
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279 Reporting Penalty BRM Activity

279.1 Reporting Requirements

Postage due units must report penalty BRM activity to their accounting units
at the end of each accounting period (see 279.3). In addition, certain
transactions must be reported on a daily basis (see 279.2). These reporting
requirements ensure that BRM received by agencies is properly billed
through OMAS and that revenue is credited to the proper post office.

Note:  Reporting procedures for BRM handled under the postage due
option are described at 293.

279.2 Daily Reporting

Postage due units are not required to report penalty BRM activity on a daily
basis using Form 3633-G. However, you must prepare a Form 3633-G on
any day that you receive a notice of revenue adjustment (Form 1908 or Form
3635-G) or an OMAS-generated fee assessment from your accounting unit.

In addition, you must forward to your accounting unit any Forms 3615
received from your mailing requirements unit on a daily basis. These forms
are not reported on Form 3633-G.

Note:  Do not report penalty reply mail activity (including Form 1908
activity) on Form 1412, Daily Financial Report.

279.21 Reporting Revenue Adjustments

Upon receiving a Form 3635-G or Form 1908 from your accounting unit, the
postage due unit completes Form 3633-G as follows:

1 If you have previously submitted a Form 3633-G to your accounting unit
during the current accounting period, use the balance from the most
recent Form 3633-G as the opening balance. If not, enter zero as the
opening balance.

2 Enter the total net adjustment amount as an adjustment in the
appropriate column (Business Reply, Merchandise Return, or Postage
Due). Either add or subtract the adjustments (depending on whether
the amounts are positive or negative) to calculate the closing balance.

3 If the adjustment is from Form 3635-G (see Exhibit 545.2), write the
date in the block labeled “Today’s Date.”

4 File the duplicate Form 3633-G (with the original Form 1908 attached).

5 Attach the Form 3635-G or duplicate Form 1908 to the original Form
3633-G, and submit them to your accounting unit at the end of the day.
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279.22 Reporting Fees Assessed

Upon receiving from your accounting unit a Batch Accepted Transaction
Report showing an auto-generated fee transaction (see Exhibit 541.1b), the
postage due unit completes Form 3633-G as follows:

1 If you have previously submitted a Form 3633-G to your accounting unit
during the current accounting period, use the balance from the most
recent Form 3633-G as the opening balance. If not, enter zero as the
opening balance.

2 Enter the fee as revenue in the Fees column, and calculate the closing
balance and the Total column.

3 File the duplicate Form 3633-G with the fee notice attached.

4 Submit the original Form 3633-G to your accounting unit at the end of
the day.

279.3 Accounting Period Reporting

Postage due units must report penalty BRM activity handled under the BRM
account option by submitting Form 3630-G and Form 3633-G to your
accounting unit on the last day of each accounting period.

Note:  To ensure that BRM revenue is entered into OMAS during the
proper accounting period, postage due units may be required to complete
and submit these forms on the Wednesday preceding the close of the
accounting period.

279.31 Preparing Form 3630-G

On the last day of each accounting period for which you have penalty BRM
activity to report (or, if required, on the preceding Wednesday), prepare Form
3630-G, Penalty Business Reply Mail Accounting Period Report (see Exhibit
279.31), as follows:

1 Total the entries for number of pieces, postage and fees, and total
(postage plus fees) on each agency’s Form 25 labeled “BRM Account”
for the accounting period (see Exhibit 274.2).

2 Post the totals from each agency’s Form 25 on a separate line of Form
3630-G. Be sure to include the agency name and BRM permit number.
These amounts will be billed through OMAS.

3 Calculate the grand total. This is the total amount of penalty BRM
revenue that will be credited to your postal unit for the accounting
period.

4 Post the grand total from Form 3630-G to Form 3633-G (see 279.32),
staple the forms together, and submit them to your accounting unit.
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Exhibit 279.31
Completed Form 3630-G, Penalty Business Reply Mail Accounting Period Report
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279.32 Preparing Form 3633-G

Complete a single Form 3633-G, Daily Activity Recap for Official Mail (see
Exhibit 279.32), to report penalty BRM, penalty merchandise return, and
penalty postage due activity at the end of each accounting period as follows:

1 Complete the Business Reply column of Form 3633-G as follows:

� If you previously prepared a Form 3633-G during this reporting
period because you received a notice of revenue adjustment or
fee assessment from your accounting unit (see 279.2), use the
closing balance from the most recent Form 3633-G as your
opening balance. If not, enter zero as the opening balance.

� Enter the grand total from Form 3630-G as revenue.

� If you have outstanding Forms 1908 or Forms 3635-G received
from your accounting unit, calculate the total net adjustment
amount from these forms and record it as an adjustment (see
279.21).

� Calculate the closing balance, adding or subtracting any
adjustments (depending on whether the net adjustment amount is
positive or negative).

2 Complete the Postage Due and Merchandise Return columns
— entering the grand totals from Form 3638-G and Form 3639-G,
respectively (see 293.31 and 287.31). Also enter any current
adjustments relating to postage due or merchandise return activity.
Calculate the closing balance.

3 If you have any outstanding notices of fee assessments (see 279.22)
received from your accounting unit, enter the amounts as revenue in
the Fees column. Do not forward these notices with the completed
Form 3633-G, but keep them on file.

4 Complete the Total column.

5 Fill in the Number of Forms section, counting all supporting documents
being submitted with this Form 3633-G.

6 File the duplicate of Form 3633-G. Attach Form 3630-G and any other
supporting documents to the original Form 3633-G, and send the forms
to your accounting unit.
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Exhibit 279.32
Completed Form 3633-G, Daily Activity Recap for Official Mail, to Report BRM, Merchandise
Return, and Postage Due Transactions
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28 Penalty Merchandise Return Service

281 General
Authorized agencies may provide penalty merchandise return service labels
to individuals and organizations to enable mail and other articles to be sent to
the agency without prepayment of postage. Using merchandise return labels
rather than BRM labels allows the agency to select the class at which the
materials are shipped and to specify special services (special handling,
insurance up to $100, or registered mail service).

Except as noted here, the same requirements apply to agencies as to other
users of merchandise return service (see DMM S923). However, all fees and
postage for penalty merchandise return activity are billed to agencies through
OMAS.

282 Format Requirements
Agencies must use one-part merchandise return labels prepared in
accordance with DMM E060.12.5 and as shown in Exhibit 282. Penalty
merchandise return labels must meet these requirements:

� The words “Official Business/Penalty for Private Use $300” must be
printed directly below the agency name and return address and above
the class of service requested in the upper left corner of the label.

� If insurance or registered mail service is requested by the permit holder,
the appropriate special services notification must be preprinted on the
label. Only the special handling endorsement may be rubber-stamped.

� The Merchandise Return Label box must include both the name and
ZIP Code of the post office that will receive the mail and the name and
address of the agency.

283 Authorizing Penalty Merchandise Return Service

283.1 Assigning a Penalty Merchandise Return Permit Number

An agency that wishes to use penalty merchandise return labels must apply
by letter to the manager, Post Office Accounting. A single permit number is
assigned to each agency unless the agency requests multiple numbers. An
annual authorization fee for a penalty merchandise return permit is assessed
through OMAS.

Note:  Penalty merchandise return permit numbers are included in the
listing of Agency Authorization Codes that is published periodically in the
Postal Bulletin (see the appendix to this handbook).

283.2 Authorizing Registered Merchandise Return Service

Agencies wishing to use registered mail service for their merchandise return
articles must submit a written request to the manager, Business Mail
Acceptance, Postal Service Headquarters.
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Exhibit 282
Penalty Merchandise Return Label Formats

AGENCY NAME
DELIVERY ADDRESS
CITY STATE  ZIP CODE

OFFICIAL BUSINESS
PENALTY FOR PRIVATE USE $300

POSTAGE DUE COMPUTED BY:
DELIVERY UNIT IF NO SPECIAL
SERVICES (OR)
ACCEPTANCE POST OFFICE IF
SPECIAL SERVICES ARE
REQUESTED

POSTAGE
MERCHANDISE RETURN FEE

INSURANCE FEE (IF ANY)
SPECIAL HANDLING FEE (IF ANY)
TOTAL POSTAGE AND FEES DUE $

NO POSTAGE
NECESSARY
IF MAILED
IN THE
UNITED STATES

POSTAGE-DUE UNIT
US POSTAL SERVICE
PO BOX 9998
CONESTOGA PA  17516-9998

PERMIT NO 1
AGENCY NAME

CONESTOGA PA  17516
501 FIRST AVE

MERCHANDISE RETURN LABEL

AGENCY NAME
DELIVERY ADDRESS
CITY STATE  ZIP CODE

OFFICIAL BUSINESS
PENALTY FOR PRIVATE USE $300

ACCEPTANCE POST OFFICE
COMPUTE POSTAGE DUE

POSTAGE
MERCHANDISE RETURN FEE

REGISTERED FEE
TOTAL POSTAGE AND FEES DUE $

NO POSTAGE
NECESSARY
IF MAILED
IN THE
UNITED STATES

POSTAGE-DUE UNIT
US POSTAL SERVICE
PO BOX 9998
CONESTOGA PA  17516-9998

PERMIT NO 1
AGENCY NAME

CONESTOGA PA  17516
501 FIRST AVE

MERCHANDISE RETURN LABEL

REGISTERED MAIL SERVICE WITHOUT
POSTAL INSURANCE DESIRED BY
PERMIT HOLDERMerchandise return

label for registered mail
service without
insurance

Recommended Blank Space for Insurance Label or
Marking, or Special Handling Marking if Appropriate

Merchandise return
label with no special
services or with
insurance and/or
special handling

Class of Mail Endorsement

Insurance and/or
Special Handling Endorsement

Agency Name

Recommended Blank Space for Registered Mail Label

Class of Mail Endorsement
(Must be First-Class or
Priority Mail)

Registered Endorsement
(Must Indicate Without
Postal Insurance)

Agency Name

283.3 Renewing (or Canceling) a Penalty Merchandise Return
Permit

Penalty merchandise return permits are automatically renewed (and fees
assessed through OMAS) unless the agency requests the manager, Post
Office Accounting, to cancel its penalty merchandise return permit number.
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284 Authorizing Local Use of Penalty Merchandise
Return Service
Agencies must apply for authorization to use their penalty merchandise return
permit by submitting a Form 3615, Mailing Permit Application and Customer
Profile (see Exhibit 244), at each post office where parcels bearing penalty
merchandise return labels will be received. No fee should accompany this
application since all fees for penalty mailers are assessed through OMAS.

Mailing Requirements Unit

Upon receiving a Form 3615 from an agency wishing to activate its penalty
merchandise return permit at a local post office, the mailing requirements unit
follows these steps:

1 Advise the agency representative that the agency’s penalty
merchandise return labels must comply with the formats shown in
Exhibit 282. If possible, review the agency’s penalty merchandise return
label format before the agency begins using its permit.

2 Verify the agency code and merchandise return permit number by
checking the most recent listing of Agency Authorization Codes in the
Postal Bulletin (see the appendix to this handbook). If the agency has
recently obtained a permit number, the agency representative must
provide a copy of the authorizing letter. If you have any doubt about an
agency’s permit number, contact the manager, Post Office Accounting.

3 Complete the Merchandise Return Service Authorization section of
Form 3615, writing “OMAS” in the Date Fee Paid block. Also complete
the merchandise return service authorization coupon, writing “OMAS” in
the Fee Due block. Detach the coupon and return it to the person who
submitted the Form 3615. File the original Form 3615, and send a copy
to the postage due unit at the station or branch where the merchandise
return parcels will be received. The postage due unit will forward the
Form 3615 to your accounting unit.

4 Complete a Form 3619, Permit Number Record (see Exhibit 244.1a),
writing “Merchandise Return” as the type of permit in the space
provided. File the Form 3619 in alphabetical order with your other
penalty permit authorizations.

Postage Due Unit

Upon receiving a completed Form 3615 to activate an agency’s penalty
merchandise return permit number at your postal unit, the postage due unit
follows these steps:

1 Prepare a ledger using Form 25, Trust Fund Account, to maintain a
daily record of the agency’s merchandise return parcels as follows (see
Exhibit 274.2 for a Form 25 ledger used to record penalty BRM):

� Write “Merchandise Return” at the top of the form to distinguish it
from the Forms 25 used to record the agency’s BRM and postage
due mail.
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� Write the agency name, address, and penalty merchandise return
permit number, and prepare columns for the date, number of
pieces, postage and fees, and total.

� File the Form 25 with the other ledgers used to record penalty
merchandise return activity.

2 Forward the Form 3615 to your accounting unit.

285 Renewing, Canceling, or Reinstating Local
Authorization
Authorization to use a penalty merchandise return permit number at a local
post office is renewed automatically unless the agency notifies the post office
that it wishes to cancel its authorization. Annual authorization fees are
assessed automatically through OMAS. To cancel or reinstate a penalty
merchandise return authorization, follow the procedures for canceling or
reinstating a BRM authorization (see 276).

286 Calculating Postage and Fees
All parcels with a penalty merchandise return label must be forwarded to the
postage due unit before being delivered to the agency. The postage due unit
follows these steps:

1 Check your file of Forms 3619 to verify that the agency is authorized to
receive penalty merchandise return service at your postal unit.

2 Record the date, number of parcels, and amount of postage and fees
due on the agency’s Form 25 for merchandise return.

3 Post the day’s total from Form 25 onto Form 3582-A, Postage Due Bill
(see Exhibit 278a). In the portion of the bill where other customers are
instructed to attach postage meter strips or stamps, write “Official Mail
— Merchandise Return.”

4 Submit the bill to the agency with the penalty merchandise return
pieces, but do not collect any postage. All penalty merchandise return
service postage and fees are billed through OMAS.
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287 Reporting Penalty Merchandise Return Activity

287.1 Reporting Requirements

Postage due units are required to report penalty merchandise return service
activity at the end of each accounting period. In addition, certain transactions
must be reported on a daily basis.

287.2 Reporting Revenue Adjustments and Fees Assessed

Postage due units do not report penalty merchandise return activity on Form
3633-G daily. However, you must submit a Form 3633-G to your accounting
unit on any day you receive a notice of revenue adjustment (Form 3635-G or
Form 1908) or an OMAS-generated fee assessment (see instructions at
279.2).

287.3 Accounting Period Reporting

Postage due units are required to report penalty merchandise return activity
on the last day of each accounting period (or, if required, on the preceding
Wednesday) using Form 3639-G and Form 3633-G.

287.31 Preparing Form 3639-G

Postage due units must complete Form 3639-G, Penalty Merchandise Return
Service Accounting Period Report (see Exhibit 287.31), as follows:

1 Total the entries for the number of pieces, postage and fees, and total
(postage plus fees) on each agency’s Form 25 labeled “Merchandise
Return” for the accounting period.

2 Post the totals from each agency’s Form 25 on a separate line of Form
3639-G. This is the amount that will be charged to the agency through
OMAS.

3 Calculate the grand total. This is the amount of penalty merchandise
return revenue that will be credited to your postal unit for the
accounting period.

4 Post the grand total to Form 3633-G (see 287.32), staple the forms
together, and submit them to your accounting unit.

287.32 Preparing Form 3633-G

Postage due units should report penalty merchandise return, penalty BRM,
and penalty postage due activity at the end of the accounting period on a
single Form 3633-G (see instructions at 279.32).
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Exhibit 287.31
Completed Form 3639-G, Penalty Merchandise Return Service Accounting Period Report
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29 Penalty Mail Postage Due

291 General
Authorized agencies may receive any of the following categories of penalty
postage due:  address correction service, return mail, forwarding and return
service, certificates of mailing, mailing list corrections, and shortpaid mail.
Business reply mail for agencies that do not select the BRM account option is
also handled as postage due mail.

Note:  Agencies that are authorized to use penalty mail are billed for all
postage due mail through OMAS.

292 Calculating Postage Due Charges
When the delivering post office receives any type of postage due mail for an
authorized agency (including BRM for agencies that do not have a BRM
account), the postage due unit must record the amount of postage due as
follows:

1 Record the type of postage due mail (such as address correction,
shortpaid, or BRM handled under the postage due option), date,
number of pieces, and amount of postage due (including any fees for
BRM) on the Form 25 for the agency that is marked “Postage Due” at
the top.

2 If a Form 25 ledger to track the agency’s postage due mail is not on file,
prepare one as follows (see Exhibit 274.2 for an example of a Form 25
ledger used to record penalty BRM):

� Write “Postage Due” at the top of the form.

� Determine the 3-digit agency code by checking the most recent
listing of Agency Authorization Codes in the Postal Bulletin (see
the appendix to this handbook).

� Record the agency’s name, address, and 3-digit agency code,
and prepare columns for type of postage due, date, number of
pieces, postage and fees (for BRM processed under the postage
due option), and total.

3 Post the agency’s total postage due charges for the day from Form 25
onto Form 3582-A, Postage Due Bill (see Exhibit 278a). In the portion
of the form where users are instructed to attach postage meter strips or
stamps, write “Official Mail.” Submit this bill to the agency with the
postage due mail, and file the Form 25 with your other Forms 25 used
to record penalty postage due.

Note:  Do not accept payment — including cash, penalty stamps, or
metered postage — from agencies for penalty postage due mail. All
penalty postage due charges must be assessed through OMAS.
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293 Reporting Postage Due Activity

293.1 Reporting Requirements

Postage due units are required to report penalty postage due activity at the
close of business on the last day of each accounting period using Form
3630-G and Form 3633-G. In addition, any revenue adjustments must be
reported on a daily basis.

293.2 Reporting Revenue Adjustments

Postage due units are not required to report penalty postage due activity on a
daily basis using Form 3633-G. However, you must prepare a Form 3633-G
on any day that you receive a revenue adjustment (Form 3635-G or Form
1908) from your accounting unit (see instructions at 279.21).

293.3 Accounting Period Reporting

On the last day of each accounting period (or, if required, on the preceding
Wednesday), postage due units must complete Form 3638-G and Form
3633-G.

293.31 Preparing Form 3638-G

Postage due units must complete Form 3638-G, Penalty Mail Postage Due
Accounting Period Report (see Exhibit 293.31), at the end of each accounting
period as follows:

1 Total the number of pieces, postage, per piece fees, and total (postage
plus fees) on each agency’s Form 25 labeled “Postage Due” for the
accounting period.

2 Post the totals from each agency’s Form 25 ledger on a separate line of
Form 3638-G. These amounts will be billed to the agencies through
OMAS.

3 Calculate the grand total. This is the amount that will be credited to your
postal unit for penalty postage due activity for the accounting period.

4 Post the grand total from Form 3638-G as postage due revenue on
Form 3633-G, and submit both forms to your accounting unit.

293.32 Preparing Form 3633-G

Postage due units should report penalty postage due, penalty BRM, and
penalty merchandise return activity on the same Form 3633-G (see
instructions at 279.32).
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Exhibit 293.31
Completed Form 3638-G, Penalty Mail Postage Due Accounting Period Report
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3 Postal Service Mail

31 General

311 Overview
All postal units may use the G-10 permit imprint for outgoing mail (both
single-piece and volume mailings), except for Express Mail items. Postal
units are required to use their accountable finance number for Express Mail
items (see 35).

For reply mail, all postal units may use the appropriate Postal Service
Business Reply Mail permit number (see 34). Do not use the G-10 permit
imprint for reply mail, except for cards prepared for domestic return receipt
(Form 3811).

312 Format
All Postal Service mail must have preprinted in the upper left corner the
Postal Service corporate logo followed by the complete return address
(including ZIP+4 code) of the postal unit. The return address aligns left with
the bottom edge of the “P” in the corporate logo (see Exhibit 322).

The penalty mail legend, “Official Business/Penalty for Private Use $300,”
which is required for other non-prepaid government agency mailings, is not
used for Postal Service mailings.

32 Single-Piece Mailings

321 General
Single-piece G-10 permit imprint mail may be entered into the mailstream
without going through business mail entry unit (BMEU) acceptance. This mail
must be prepared according to the elements described below.

322 Format
All single-piece G-10 permit imprint letter- and flat-size mailpieces must be
prepared using facing identification mark (FIM) B for processing purposes. All
other format elements listed in 312 must also be included. All parcels must
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have the format elements listed in 312, but do not need a FIM B. Labels
locally created that will be adhered to letter- and flat-size mailpieces should
contain FIM B.

The G-10 permit imprint may not be used for reply purposes except for Form
3811, Domestic Return Receipt. This should be formatted according to the
single-piece G-10 permit imprint standards.

Exhibit 322 provides an example of a properly formatted G-10 permit imprint
for single-piece letters and flats.

Exhibit 322
Format for G-10 Permit Imprint Single-Piece Letters or Flats

Drawing not to scale

Note:  Postal Service employees may not provide G-10 permit imprint
labels to suppliers to pay shipping costs. Effective March 1, 1996, Postal
Service suppliers must pay for all shipments to postal facilities.

33 Volume Mailings

331 General
All postal units using the G-10 permit imprint for large volume mailings (200
pieces or 50 pounds minimum) must submit the mailing to a BMEU with the
applicable postage statement. Except as described here, these mailings are
subject to the normal eligibility and preparation requirements.

332 Format
All format elements listed in 312 must be included. FIM B is optional on
volume mailings submitted through a BMEU.

Exhibit 332 shows the proper format for the G-10 permit imprint used for
volume mailings. The marking standards in Domestic Mail Manual (DMM)
M012 apply to these mailings.
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Exhibit 332
Format for G-10 Permit Imprint Volume Letters or Flats

Note:  The finance number of the accountable postal unit must be
entered in the Federal Agency Cost Code block on the postage
statement.

333 Parcels
When using a vendor to distribute parcels in bulk using a G-10 permit, the
vendor must use the same barcode symbology that is required for barcode
discounts for a paid mailing under DMM C700.

334 Authorization
Postal units are not required to complete Form 3615, Mailing Permit
Application and Customer Profile, to activate the G-10 permit imprint number
at local post offices.

34 Business Reply Mail

341 General
All postal units may distribute preaddressed business reply envelopes, cards,
and labels using the Postal Service BRM permit number 73026 to facilitate
customer response.

Note:  Do not provide BRM labels to postal suppliers or vendors.
Effective March 1, 1996, all shipments to postal facilities must be paid by
the supplier.

342 Notice 32 BRM Permit Number
Postal Service BRM permit number 99998 is used only to distribute Notice
32-C, P.O. Box Fee Due (FIM C Marking).
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343 Authorization
Postal units are not required to complete Form 3615, Mailing Permit
Application and Customer Profile, to activate the Postal Service BRM permit
number at local post offices.

344 Format
Postal Service BRM envelopes and labels must be in the approved format
shown in Exhibit 344. The mailpiece characteristics and format elements
described in DMM S922 apply to Postal Service BRM. Each BRM envelope
and label should include the following:

� A legibly printed address. Handwriting, typewriting, and handstamping
may not be used to prepare BRM.

� A complete address, which must be printed directly on the mailpiece.

� The legend “Postage Will Be Paid By Addressee” even though Postal
Service mail is not charged.

� A barcode with FIM C.

Exhibit 344
Postal Service BRM Format (FIM C w/ ZIP+4 Barcode)

35 Express Mail

351 General
All postal units may use Express Mail service with an accountable finance
number.

352 Completing the Express Mail Label
To use  Express Mail  service, the  Postal  Service  Acct. No. block  of the
Express  Mail label  must  be  filled  in  with  the appropriate 8-digit
combination of numbers (e.g., 419-99999 — where the first digit is always
“4,” the second digit is “0” for field or “1” for Headquarters, and the last 6
digits are the accountable finance number).
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36 Merchandise Return Service
No postal unit at any level (including managers and authorized purchasing
agents) is authorized to use Merchandise Return Service for any purpose.
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4 Franked Mail

41 General
Official mail of members of Congress is sent without prepayment of postage
and is identified by the member’s frank (facsimile signature) in place of a
postage stamp. Members of the House of Representatives may use penalty
metered postage in addition to a member’s frank. Franked mail is handled as
ordinary mail and is entitled to any special service for which it is properly
endorsed.

For a complete listing of persons entitled to use franked mail, see DMM
E050.

For additional information about congressional mail, see Postal Operations
Manual (POM) 491.

42 Prohibited Uses of Member’s Frank

421 Express Mail Service
The House and Senate prohibit usage of nonprepaid Express Mail service,
except for Senate Express Mail drop shipments from Washington, DC (see
452.4).

422 Reply Mail
The House and Senate do not allow their members to distribute franked
cards, envelopes, or labels to constituents to facilitate replies or inquiries.
Members of Congress are also prohibited from distributing any franked
material to vendors to facilitate the shipment of materials or supplies.
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43 Format
Franked mail is identified by the facsimile signature of the member of
Congress in the upper right corner of the envelope or label, followed by
“M.C.” standing for member of Congress or “U.S.S.” for U.S. Senate. The
return address must include the words “Official Business.”

If mail is being sent at other than single-piece rates, the appropriate mail
category must be printed on the address side of the envelope underneath the
member’s signature.

Franked mailpieces included in a mass mailing may bear a simplified address
for general distribution to postal customers within a congressional district or
state (see  43).

Exhibit 43
Franked Envelope with Simplified Postal Address
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44 Notification of Problems
Post offices experiencing any difficulties in providing services to the state or
district office of a member of Congress should contact Legislative Affairs,
Postal Service Headquarters.

45 Reporting Procedures

451 General
Several methods are used to track the official mail of members of Congress
so that the Postal Service can receive proper reimbursement. The Postal
Service tracks most mailing activity of senators through the Franked Mail
Sampling System. The House tracks franked mailings of representatives
through the Monthly Members Reporting System. In addition, the use of
metered postage is captured through the resetting reports provided by meter
manufacturers. Bulk rate mailings of both senators and representatives
require appropriate postage statements, which are then entered into OMAS.
GPO reports of mailings of Agriculture Bulletins sent out under a member’s
frank are also entered into OMAS. The manager, Post Office Accounting,
prepares monthly bills for the House and Senate.

452 Mailings by Senators

452.1 Overview

The Postal Service uses a sampling system to track the individual piece
mailing activity, including single-piece rate mass mailings, of senators.
Separate sampling systems are used to track mail entering the mailstream
inside and outside Washington, DC. Under Senate rules, all bulk rate
mailings by senators must be mailed from the Washington, DC, post office.
These bulk rate mailings require postage statements, which are used to enter
postage charges into OMAS. The manager, Post Office Accounting, uses
data from both the Franked Mail Sampling System and OMAS to provide the
Senate with its monthly bill.

452.2 Franked Mail Sampling System — Inside Washington

Special procedures are used to track Senate franked mail entered into the
mailstream in Washington, DC. Both individual piece mailings and
single-piece rate mass mailings sent from Washington, DC, are recorded
through the Franked Mail Sampling System. Any mail using the orange bag
service that is sent from a senator’s Washington, DC, office to the senator’s
home state office is also subject to sampling.

Do not include bulk rate franked mailings in a sampling since they
require a postage statement, which is entered into OMAS (see 452.4).
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452.3 Franked Mail Sampling System — Outside Washington

Post offices regularly serving the state offices of senators must sample the
outgoing franked mail. To ensure the validity of statistical revenue estimates,
senators’ offices must not be aware of the scheduled test dates.

For specific sampling instructions and procedures, see POM 491.5 or contact
the manager, Revenue and Volume Analysis, Postal Service Headquarters.

Note:  Senate rules do not permit the state offices of senators to enter
mass mailings at local post offices outside Washington, DC.

452.31 Sampling Procedures

Post offices included in the Franked Mail Sampling System provide the state
offices of senators with orange pouches and outgoing pouch labels formatted
as follows:

� The first line of the label identifies the facility with the designated
functional unit responsible for sampling the mail.

� The second line reads “Congress — Data Collect Unit.”

� The third line must include the senator’s last name and the ZIP Code of
the state office.

� If space permits, the city name and state code of the senator’s office
may be included.

Postmasters must ensure that the mail pouches are promptly delivered, on a
daily basis, to the data collection unit that is responsible for sampling the
mail. Pouches that are not sampled must be processed immediately.

452.32 Form 103 Reporting

Post offices included in the Senate sampling system must record all
applicable information on Form 103 as described in Notice 4, Sampling
Instructions for Form 103, Franked Mail — Outside Washington Subsystem.

Forward Form 103 to your district office no later than one day after the
test is completed. Even if no reportable items are received on a
scheduled test date, Form 103 must be submitted.

452.33 Field Data Collection

The manager, Revenue and Volume Analysis, in conjunction with the RCSCs
and the districts, administers the collection of field data as described in
Notice 4-A, Administrative Procedures for Form 103, Franked Mail — Outside
Washington Subsystem.

452.34 Post Offices Not Included in Sampling System

Post offices not regularly serving a senator’s state office do not report
single-piece franked mailings. If a local post office begins to receive Senate
franked mail on a regular basis, a supervisory employee must contact your
district to determine if your post office should be included in the Franked Mail
Sampling System.
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452.4 Bulk Rate Mailings

All bulk rate mailings by senators are prepared by the Senate Service Bureau
and are mailed from Washington, DC. Although each mailpiece includes the
senator’s frank, these mailings are accounted for as penalty permit imprint
mailings. A postage statement that includes the proper permit imprint number
(G-301 or G-791) must be submitted with the mailing. These postage
statements should be sent to the Washington, DC, OMAS coordinator.

Bulk rate mailings to a senator’s constituents are expedited by using either
Express Mail drop shipment or Priority drop-ship service. Express Mail
charges are entered into EMRS by the Washington, DC, post office for
inclusion in OMAS. When mass mailings are sent to a senator’s home state
using Priority drop-ship service, separate postage statements are required to
account for Priority Mail and bulk mail postage charges.

453 Mailings by Representatives

453.1 Overview

Mailing activity of members of the House of Representatives is tracked and
billed on a direct accountability basis, rather than by sampling. The manager,
Post Office Accounting, prepares a report of the postage used by each
member and submits a consolidated bill to the House monthly. These bills are
based on the following:

� Monthly reports of mailing activity from the House Finance Office.

� Postage statements submitted with mass and bulk rate mailings.

� Meter manufacturers’ reports of meter setting activity by members’
district offices.

� GPO reports of mailings of Agriculture Bulletins sent out under
members’ franks.

453.2 Monthly Members Reporting System

The House Postal Operations office tracks individual piece franked mail
entered into the mailstream by House members in Washington, DC, and
reports this activity to the House Finance Office monthly. The district offices
of each member also report their individual piece mailing activity (other than
metered mail) to the House Finance Office monthly. The House Finance
Office submits a consolidated monthly report of mailing activity to the
manager, Post Office Accounting. The Postal Service accepts this Monthly
Members Reporting System (MMRS) as the basis for billing the House of
Representatives for individual piece mail.

453.3 Metered Mail

In addition to using the member’s frank, the district offices of some
representatives use penalty CMRS postage meters. To obtain a penalty
meter license, an authorized agent of the representative’s office must submit
Form 3601-A, Application or Update for a License to Lease and Use Postage
Meters (see Exhibit 234.1a), to the mailing requirements unit of the local post
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office. The application must include the 3-digit agency code for the House of
Representatives (G-300) and the member’s 5-digit cost code assigned by the
House Finance Office. The mailing requirements unit and the setting location
post office follow the same licensing and meter installation procedures as
apply to other agencies (see 234 and 235.2).

453.4 Mass Mailings

Although mass mailings by representatives use the member’s frank, these
mailings are accounted for as penalty permit imprint mailings. Prior to
entering the first mailing at a BMEU, the House permit imprint number
(G-300) must be activated by submitting Form 3615, Mailing Permit
Application and Customer Profile (see Exhibit 244), to the local post office.

When mass mailings are sent to the member’s home district using Priority
drop-ship service, separate postage statements are required to account for
Priority Mail and bulk mail postage charges. The BMEU that receives these
mailings should follow these procedures:

1 Verify that each postage statement includes the House permit imprint
number (G-300) and the member’s 5-digit cost code assigned by the
House Finance Office.

2 Forward these postage statements to your district OMAS coordinator.
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5 OMAS Reporting and Verification
Procedures

51 Overview
Accounting units of local post offices (see 181.2) are responsible for ensuring
that all official mail activity is reported in a timely manner to the district OMAS
coordinators. This helps to ensure that agencies are properly billed for their
mailing activity and that each finance number is credited with the proper
amount of revenue. Accounting units have the following responsibilities:

� Daily processing of penalty mail forms received from reporting units
(see 52).

� Batching of forms for submission to their district OMAS coordinators
(see 53).

� Verifying processed batches and correcting transaction errors (see 54).

� Using OMAS management reports to verify revenues and resolve
discrepancies (see 55).

Note:  Post Offices that report under Standard Accounting for Retail
(SAFR) must group official mail activity reports in batches and submit
them to the USPS Scanning and Imaging Center at the following
address:

USPS SCANNING AND IMAGING CENTER
PO BOX 9000
SIOUX FALLS SD  57117-9000

52 Daily Processing Activities

521 General
Accounting units have the following daily responsibilities:

1 Verify the penalty mail forms received from your reporting units
(stations and branches, BMEU, postage due, and mailing requirements
units) (see 522).

2 File any Forms 3610, Record of Postage Meter Settings, received for
CMRS meters.



522 Official Mail

90 Handbook DM-103

3 Prepare Forms 3634-G, Transferring Postage to or Cancelling Penalty
Mail Postage Meters, as required (see 523).

4 Prepare a consolidated Form 3633-G (see 524).

5 File forms that will be submitted to your district OMAS coordinator in a
Pre-Batch File.

522 Verifying Official Mail Forms
Accounting units should receive official mail documents from their reporting
units on a daily or accounting period basis (depending on the type of penalty
mail activity). Except for forms relating to permits and licenses, these
documents should be attached to a completed Form 3633-G, Daily Activity
Recap for Official Mail. (Specific reporting requirements for each category of
official mail are discussed in detail in chapter 2.)

Note:  Accounting units should receive a Form 3633-G from each of their
reporting units on the last day of each reporting period, whether or not
the reporting units have official mail activity to report for that day. (CAG
A–G post offices must report on the last day of the accounting period.
CAG H–L post offices must report on the last day of the postal quarter.)

Upon receiving completed Forms 3633-G and attached official mail
documents, the accounting unit follows these verification procedures:

1 Separate all the forms attached to the submitted Forms 3633-G, and
sort them by type of form.

2 Count the number of forms of each type, and verify your totals against
the totals entered on your reporting units’ Forms 3633-G.

3 Total the dollar amount for each type of form, and verify your totals
against the totals entered on the Forms 3633-G.

4 If you receive notice of a meter checkout (Form 3601-C), prepare Form
3634-G (see 523).

5 Verify that all postage meter receipt numbers from Forms 3603, Receipt
for Postage Meter Settings, are accounted for on the submitted Forms
3633-G.

6 Verify that the total number of postage statements received from the
BMEU is the same as the number reported on that unit’s Form 3633-G.
Verify that all postage statement register numbers are accounted for.

7 Match the duplicate copy of any Forms 1908 received back from your
reporting units with your file copy to ensure that each form you send to
a reporting unit is returned. Find the corresponding error report in the
Error Correction Suspense File, and staple the error report on top of the
Form 1908 (see 544.2).
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8 Match the duplicate copy of any Forms 3635-G received back from
your reporting units with your file copy (see 545.2) to ensure that each
form you sent to a reporting unit has been returned. Enter the date
entered by the reporting unit in the “Today’s Date” block on your file
copy.

9 Check that any auto-generated fee transactions that you forwarded to a
reporting unit (see 542) have been included as revenue in the Fees
column of that unit’s Form 3633-G.

Instructions for Permit System sites: You will receive postage statements
from the BMEU without an accompanying Form 3633-G. Verify that each
postage statement matches the amount on the attached Permit receipt (Form
3607) and include the revenue on your consolidated Form 3633-G (see 524).

523 Preparing Form 3634-G for Meter Checkouts
Upon receiving a Form 3601-C, Postage Meter Activity Report (see Exhibit
237.2), reporting a withdrawn or replaced meter, the accounting unit
completes Form 3634-G, Transferring Postage to or Cancelling Penalty Mail
Postage Meters (see Exhibit 523), as follows:

1 If the meter was replaced (that is, postage was transferred to a new
meter), complete Part A of Form 3634-G (see Exhibit 523).

2 If the meter was canceled (that is, no postage was transferred),
complete Part B of Form 3634-G.

3 Verify that the refund amount, if any, reported in Part A or B of Form
3634-G is the same as the refund amount shown on Form 3601-C.

4 Staple the completed Form 3634-G to the corresponding Form 3601-C,
and file them in a Pre-Batch File to be included in the next batch
submitted to your district OMAS coordinator (see 53). Also include both
forms on your official mail daily recap (see 524).

524 Preparing a Consolidated Form 3633-G
Accounting units must prepare a consolidated Form 3633-G each day that
you receive Forms 3633-G or other official mail documents, including
applications for penalty licenses or permits, from your reporting units.

To prepare a consolidated Form 3633-G, follow these procedures:

1 Collect the following forms:

� The previous day’s (or most recent) consolidated Form 3633-G.

� The official mail forms and postage statements that were
submitted with your reporting units’ Forms 3633-G.

� Any forms received from your mailing requirements or postage
due unit relating to the issuance of licenses or permits.

� Any Forms 3632-G you prepared to correct error reports received
back from your district with a batch (see 544.2).
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Exhibit 523
Completed Part A of Form 3634-G, Transferring Postage to or Cancelling Penalty Mail Postage
Meters
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� Any Forms 3634-G you prepared to report meter checkouts (see
523).

2 Complete the heading section of a new Form 3633-G. In the Reporting
Unit block, write “Consolidated.”

3 Complete the Revenue section of the consolidated Form 3633-G as
follows:

� Enter zero as the opening balance for each category of official
mail at the start of each reporting period. Each subsequent day of
the reporting period, enter the closing balances from the previous
day’s (or most recent) consolidated Form 3633.

� Total the revenue amounts from each column of your reporting
units’ Forms 3633-G, and record the totals in the corresponding
columns on the consolidated Form 3633-G. Include in the Fees
column any auto-generated fee assessments (see Exhibit
541.1b), whether or not they were included on your reporting
units’ Forms 3633-G.

� Calculate the subtotals by adding the revenue amounts to the
opening balances.

� Total all refund amounts from the Meters column of your reporting
units’ Forms 3633-G, and record the total in the corresponding
column on the consolidated Form 3633-G.

� Total all adjustment amounts from your reporting units’ Forms
3633-G, and record the totals in the corresponding columns on
the consolidated Form 3633-G. All adjustment amounts are net
adjustments, and they may have either a positive or a negative
value.

� Calculate the closing balance for each category of official mail by
subtracting any meter refunds from the subtotal, and either
adding or subtracting adjustments (depending on whether the
amounts are positive or negative).

4 Complete the Number of Forms section of the consolidated Form
3633-G as follows:

� Count each type of form submitted with your reporting units’
Forms 3633-G and enter the total counts in the appropriate
blocks. Include any Forms 3635-G or Forms 1908 attached to
error reports.

� Count each type of form received from units that issue licenses
and permits and enter the totals in the appropriate blocks.

� Record both Forms 3601-C and attached Forms 3634-G (see
523), counting separately forms for which you completed Part A
and Part B.

� Enter the total number of forms to be submitted with this
consolidated Form 3633-G.
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5 Complete the Penalty Mailing Statement section of the consolidated
Form 3633-G.

6 File the consolidated Form 3633-G and your reporting units’ Forms
3633-G and any supporting documents (such as OMAS-generated fee
assessments) that are not sent to the district in a batch. You will use
them to verify the OMAS revenue for your post office (see 552).

7 File the official mail forms reported on your consolidated Form 3633-G,
grouped by type of form, in a Pre-Batch File until you are ready to send
a batch to your district OMAS coordinator.

Instructions for Permit System sites: Include the revenue from all penalty
postage statements on your consolidated Form 3633-G. However, include
only Forms 3602-G in the batch of official mail documents you send to your
district OMAS coordinator. File all other postage statements (which have
been entered into the Permit System), and use them to verify OMAS revenue
at the end of each accounting period.

53 Preparing Batches

531 General

531.1 Standard Accounting for Retail (SAFR) Post Offices
� Post Offices submit official mail activity report batches to the USPS

Scanning and Imaging Center on Friday of week 3 of the current
accounting period to ensure that SS/A receives documents in a timely
manner.

� The following reporting period starts with week 4 of the current
accounting period and ends on week 3 of the subsequent accounting
period.

� Post Offices that are not supported by the PERMIT system must group
manual meter and permit imprint transactions in batches and submit
them to the USPS Scanning and Imaging Center on a daily basis. The
USPS Scanning and Imaging Center address is as follows:

USPS SCANNING AND IMAGING CENTER
PO BOX 9000
SIOUX FALLS SD  57117-9000

531.2 Other Post Offices

Post office accounting units may include up to 50 forms in a batch submitted
to their district OMAS coordinators to be input into OMAS. The following
schedule applies:

� CAG A–G post offices must submit a batch of official mail forms at least
weekly.

� CAG H–L post offices must submit a batch by the end of each
accounting period.
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Note:  Include corrected error reports in the batch with your other official
mail forms. They no longer need to be batched separately.

532 Maintaining a Batch Log
Accounting units must maintain a Batch Log (see Exhibit 532) to help in
assigning sequential batch numbers and in tracking the status of each batch.
For each batch submitted to your district OMAS coordinator, record the
following information, beginning a new sequence of batch numbers each
fiscal year:

� A 13-digit batch number (e.g., 123456-98-001.00), created as follows:

− First six digits = Post office finance number.

− Next two digits = Current fiscal year.

− Next three digits = A three-digit number indicating the number of
batches prepared since the beginning of the fiscal year followed by
a decimal point (001., 002., etc.).

− Last two digits = Two zeros (after the decimal point).

� The date you mail a batch to your district.

� The date the batch is returned from your district.

Exhibit 532
Suggested Format for Batch Log

533 Preparing the Batch Header

533.1 Standard Accounting for Retail (SAFR) Post Offices

Post Offices that report under the SAFR system must include PS Form
3637-G, Batch Header for Official Mail, in each batch of forms submitted to
the USPS Scanning and Imaging Center.

533.2 Other Post Offices

A Form 3637-G, Batch Header for Official Mail (see Exhibit 533), must be
included with each batch of forms sent to the district OMAS coordinator. The
batch header shows the number of forms and associated revenue amounts in
the batch. It serves as a control document to ensure that all forms you send
to the district are received.
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Complete Form 3637-G as follows:

1 Enter the sequential 13-digit batch number (see 532).

2 Enter the current date as the batch date.

3 Take the grouped forms from your Pre-Batch File and count the total
number of each type of form. Enter the totals on the appropriate lines in
the No. Forms column.

4 Total the dollar amounts as appropriate and enter the totals in the
Amount column. Add all amounts, whether they are positive or negative
values.

5 On the Total line, enter the number of forms and total dollar value of all
the forms in the batch.

6 Make a copy of the completed batch header. Place the original batch
header on top of the batch and clip the batch together. File the
duplicate copy of the batch header (and duplicates of multi-part forms)
in a Batch Suspense File (see 535).

Instructions for Permit System sites: Do not include postage statements
(except Forms 3602-G, which are not entered into the Permit System) in the
batch of documents you send to the district.

534 Submitting a Batch to the District

534.1 Standard Accounting for Retail (SAFR) Post Offices
� Post Offices submit official mail activity report batches to the USPS

Scanning and Imaging Center on Friday of week 3 of the current
accounting  period, to ensure documents are received timely at the
SS/A.

� The following reporting period starts with week 4 of current accounting
period and ends on week 3 of the subsequent accounting period.

� Post Offices that are not supported by the PERMIT system must group
manual meter and permit imprint transactions in batches and submit
them to the USPS Scanning and Imaging Center on a daily basis.

534.2 Other Post Offices

Accounting units must send batches of official mail forms to your district
OMAS coordinator either weekly or at the end of each accounting period (see
531). Address each batch in accordance with instructions from your district.

Note:  Do not include any Forms 3633-G in the batch of forms you send
to your district.
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Exhibit 533
Completed Form 3637-G, Batch Header for Official Mail
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535 Maintaining a Batch Suspense File
File the duplicate copy of the batch header (Form 3637-G) and duplicates of
multi-part forms in a Batch Suspense File until you receive the processed
batch back from the district.

54 Verifying and Correcting Processed Batches

541 Batch Transaction Reports
After the district has input a batch of official mail forms, the accounting unit
receives back the batch with reports listing accepted and rejected (error)
transactions, as well as any OMAS-generated fees. Accounting units must
verify each batch and correct any errors.

Post Offices that report under the SAFR system submit OMAS report forms in
batches to the USPS Scanning and Imaging Center and retain a copy until
revenue verification is completed. SS/A and Post Office personnel resolve
discrepancies in OMAS transactions. The USPS Imaging and Scanning
Center address is as follows:

USPS SCANNING AND IMAGING CENTER
PO BOX 9000
SIOUX FALLS SD  57117-9000

541.1 Batch Accepted Transaction Reports

Accounting units receive two types of OMAS acceptance reports:

� Transactions in a batch that were successfully input. These reports
(see Exhibit 541.1a) list all the accepted transactions in a batch.
Accounting units receive separate reports for each reporting unit ZIP
Code and for each type of official mail (meters, permit imprints,
Periodicals, BRM, merchandise return, and postage due).

� Fees automatically assessed by OMAS. This report (see Exhibit
541.1b) lists auto-generated fee transactions (Form 3636-G) triggered
by the anniversary date for a BRM permit, acceptance of a postage
statement, or input of a permit application into OMAS. Accounting units
receive separate reports for each reporting unit ZIP Code.

541.2 Batch Transaction Error Reports

An error report (see Exhibit 541.2) is generated for each transaction that was
not accepted in OMAS. Accounting units are responsible for correcting all
errors within 5 days (see 544 for error correction procedures).
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Exhibit 541.1a
Batch Accepted Transaction Report Showing Accepted Meter Transactions
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Exhibit 541.1b
Batch Accepted Transaction Report Showing Auto-Generated Fee Transactions
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Exhibit 541.2
Batch Transaction Error Report
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542 Verifying Batches
Upon receiving a batch of official mail documents back from the district, the
accounting unit verifies that all transactions in the batch have been
processed and returned, following these steps:

1 Remove from the Batch Suspense File the documents that correspond
to the batch you received back from the district.

2 Verify that the number of forms shown on the batch header
(Form 3637-G) matches the total number of accepted and rejected
transactions. If these totals do not match, determine which transactions
are missing and report the discrepancy to your district OMAS
coordinator.

3 Enter today’s date in the Date Returned column of the batch log for that
batch number.

4 If you received any error reports, correct the errors (see 544).

5 If you received any Batch Accepted Transaction Reports showing
auto-generated fee transactions, forward them to the appropriate
reporting units with instructions to include the revenue in the Fees
column of their daily Form 3633-G.

6 File the cleared batch (see 543).

Note:  Post Offices under SAFR submit OMAS report forms in batches to
SS/A at Eagan for data entry and retain a copy until revenue verification
is completed. SS/A and Post Office personnel resolve any discrepancies
in OMAS transactions.

543 Maintaining a Batch Cleared File
Once a batch has been cleared (that is, it has been processed by the district
and verified by the accounting unit), the accounting unit files the original copy
of the batch header (Form 3637-G) and all batch supporting documents with
the corresponding Batch Accepted Transaction Reports in batch number
order in a Batch Cleared File. You will use these documents to verify revenue
at the end of the reporting period (see 552).

Post Offices that report under the SAFR system submit OMAS report forms in
batches to SS/A at Eagan for data entry and retain a copy until revenue
verification is completed. SS/A and Post Office personnel resolve any
discrepancies in OMAS transactions.

544 Correcting Errors in Rejected Transactions
When a transaction that was included in a batch is not accepted, OMAS
generates a Batch Transaction Error Report. Upon receiving an error report,
the accounting unit must take immediate action to correct the errors and
return the adjusted error report to the district OMAS coordinator within 5
working days (within one day of the end of a reporting period). (For CAG A–G
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post offices, the reporting period is the accounting period; for CAG H–L post
offices, the reporting period is the postal quarter.)

Note:  If you discover an error in a transaction that was accepted by
OMAS, follow the instructions at 545.

Post Offices that report under the SAFR system submit OMAS report forms in
batches to SS/A at Eagan for data entry and retain a copy until revenue
verification is completed. SS/A and Post Office personnel resolve any
discrepancies in OMAS transactions.

544.1 Maintaining an Error Correction Suspense File

Accounting units should file both copies of error reports in an Error Correction
Suspense File until they are ready to correct the errors.

544.2 Error Correction Procedures

An asterisk (*) appears next to the problem data on each Batch Transaction
Error Report. An error code and error message explaining why a transaction
was not accepted by OMAS are listed at the bottom of the report. If you
cannot resolve the error, send a copy of the error report and supporting
documentation to the appropriate reporting unit for resolution.

Errors fall into one of the categories listed below. Begin with the first error
category, and continue through the error correction procedures until you find
the cause of the error.

Transaction rejected due to nonrevenue error. A transaction may be
rejected by OMAS because of a nonrevenue error (for example, an incorrect
license or permit number, incorrect setting location ZIP Code, or omitted
data). Most errors will be in this category. To resolve a nonrevenue error,
follow these steps:

1 Draw a line through the incorrect data on both copies of the error
report, and write the correct data next to it.

2 File both copies of the error report in a Pre-Batch File for inclusion in
the next batch you submit to your district OMAS coordinator.

Transaction rejected due to revenue error. A transaction may be rejected
because of a math error or a meter register reading that caused an incorrect
control total. To resolve a revenue error, follow these steps:

1 Prepare Form 1908, Financial Adjustment Memorandum (see Exhibit
544.2), in triplicate, as follows:

� Write “Form 3633-G” and the date it was filed in the Financial
Report section.

� Enter the adjustment amount and the reason for the adjustment.

� Enter the batch number, transaction number, and transaction date
(from the error report), and both the original and corrected
revenue amounts.

� Date and sign the form.
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2 File the triplicate copy in a separate Form 1908 file, by reporting period,
according to ZIP Code. Send the original and duplicate copy of Form
1908 to the reporting unit, with instructions to report the adjustment on
its daily Form 3633-G. The reporting unit keeps the original and returns
the duplicate copy with the daily recap.

3 File both copies of the error report in an Error Correction Suspense
File.

4 When the reporting unit returns the duplicate copy of Form 1908, staple
it to the second copy of the corresponding error report. File both copies
of the error report in the Pre-Batch File until you are ready to submit a
batch to the district (see 53).

Prior transaction not input. Transactions that are not entered into OMAS
can cause the system to reject a subsequent transaction. For example, if a
meter setting transaction is not entered, OMAS will reject the next meter
setting transaction for that meter; or if a permit imprint authorization is not
entered, OMAS will reject any postage statement transaction for that permit
number. To input a missing transaction, follow these steps:

1 Include the missing transaction in the next batch you send to your
district.

2 Print “Resubmit” in bold letters in the upper right corner of both copies
of the error report, and file them in a Pre-Batch File. After sending the
missing transaction to your district in a batch, wait at least one day
before resubmitting the error report in a separate batch.
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Exhibit 544.2
Completed Form 1908, Financial Adjustment Memorandum

Transaction rejected because it was submitted in the same batch with a
prior transaction. If two related transactions are submitted in the same
batch, OMAS will generally reject the later transaction. For example, if a
Form 3615 used to activate a permit imprint authorization is entered in the
same batch as a postage statement with that permit imprint number, the
postage statement will be rejected. To resolve this problem of timing, follow
these steps:

1 Print “Resubmit” in bold letters in the upper right corner of both copies
of the error report.

2 Resubmit the error report for the rejected transaction with your next
batch.

Transaction rejected due to a previous error. A transaction may be
rejected because a previous incorrect transaction was accepted by OMAS.
Errors in this category usually involve meter transactions. For example, you
may have recorded an incorrect amount as the “ascending” amount for a new
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(replacement) meter on Form 3634-G. When OMAS accepted this initial
amount, an incorrect control total for the new meter was established. If you
later submit a setting with the correct control total, OMAS will reject the
second transaction since it does not match the original control total. To
resolve this problem, take these steps:

1 Complete Form 3632-G, Miscellaneous Transactions for Penalty Mail
Postage Meters (Section A or B, as appropriate) (see Exhibit 235.2), to
correct the accepted (but erroneous) transaction. Include this form in
the next batch you submit to the district.

2 Print “Resubmit” in bold letters in the upper right corner of both copies
of the error report, and file them in the Pre-Batch File. After submitting
the Form 3632-G in a batch, wait at least one day before submitting the
error report in a separate batch.

Transaction should not have been submitted. A transaction that should
not have been submitted will be rejected by OMAS. For example, if you
submit the same meter setting transaction (Form 3603) twice, the system
usually rejects the second submission. To resolve a duplicate transaction,
take action as follows:

1 Write “Void” in bold letters in the upper right corner of both copies of the
error report. If the transaction did not have a revenue amount, file the
voided forms in a Pre-Batch file and resubmit them in your next batch.

2 If the voided transaction had a revenue amount, prepare Form 1908 in
triplicate (see Exhibit 544.2).

Note:  When a transaction is voided, report the revenue amount on
the batch header as zero.

545 Correcting Errors in Accepted Transactions
If you discover an error in a transaction that was accepted by OMAS (that is,
the transaction appears on a Batch Accepted Transaction Report), the action
you take depends on whether the error is a revenue error or a nonrevenue
error.

545.1 Nonrevenue Errors

To correct a nonrevenue error on an accepted transaction, follow these steps:

1 Prepare Form 3632-G (Section A or B, as appropriate).

2 File the form in a Pre-Batch File for inclusion in the next batch you send
to your district OMAS coordinator.

545.2 Revenue Errors

To change a revenue amount on an accepted transaction, follow these steps:

1 Complete Form 3635-G, Adjusting Postage and Fees for Official Mail
(see Exhibit 545.2), for each erroneous transaction. Be sure to assign a
reason code, and include a short explanation of the adjustment in the
space provided. Leave blank the block labeled “Today’s Date.”
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Exhibit 545.2
Completed Form 3635-G, Adjusting Postage and Fees for Official Mail
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2 Have your postmaster or designated employee sign the completed
Form 3635-G.

3 File the original copy of Form 3635-G in an Error Correction Suspense
File. Send the duplicate copy to the affected reporting unit with
instructions to take action as follows:

� Report the adjustment on the official mail daily recap (Form
3633-G).

� Enter the date of the change on Form 3635-G in the block labeled
“Today’s Date.”

� Attach the Form 3635-G to the official mail daily recap, and
submit to the accounting unit at the end of the day.

4 When the reporting unit returns the duplicate Form 3635-G, locate the
original copy in your file and enter the date entered by the reporting unit
as “Today’s Date.” Include the adjustment amount from Form 3635-G
on your consolidated Form 3633-G for that day. Place the original copy
of Form 3635-G with the other supporting documents in a Pre-Batch
File to be included in the next batch sent to your district.

Note:  Do not use Form 1908 to correct a revenue amount for a
transaction that was accepted by OMAS.

55 Reconciling OMAS Management Reports

551 General
OMAS generates a number of management reports to assist accounting units
with the verification and reporting of OMAS transactions and revenues. Some
reports are automatically generated for all post offices. Other reports are
generated only for affected offices or upon the request of the district OMAS
coordinator. Accounting units are responsible for reviewing and verifying
revenue reports (552), resolving suspended (uncorrected) transactions (553),
and resolving CMRS discrepancies (554).

552 Verifying Official Mail Revenues
At the end of each accounting period, accounting units receive two types of
revenue reports: Revenue Listing for Finance Number (see Exhibit 62b),
which lists OMAS revenue credited to each finance number by reporting
office ZIP Code; and Revenue Listing for ZIP Code (see Exhibit 62c), which
lists OMAS revenue-generating transactions for each reporting unit within a
finance number. Accounting units are responsible for verifying the OMAS
revenue shown on these reports using the worksheets provided (see Exhibits
552a and 552b), following these steps:
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Step 1. Determine whether there are discrepancies.

1 Collect these documents:

� Revenue Listing for Finance Number (see Exhibit 62b) for the
period you are verifying.

� Revenue Listing for Finance Number for the prior period.

� Consolidated Form 3633-G for the last day of the period you are
verifying.

2 Complete Worksheet 1, Verifying Revenue by Finance Number (see
Exhibit 552a).

3 If the worksheet balances, the official mail revenue for your post office
has been verified. Proceed to step 4.

Step 2. Identify reporting units that are out of balance.

1 If Worksheet 1 is not in balance and you have only one reporting unit,
proceed to step 3.

2 If Worksheet 1 is not in balance and you have more than one reporting
unit, complete Worksheet 2, Verifying Revenue by Reporting Unit
(Exhibit 552b), for each reporting unit ZIP Code. Continue to work with
Worksheet 2 until you identify which unit or units are out of balance.

Step 3. Identify and correct discrepancies.

1 Collect these documents:

� Daily Forms 3633-G for each out-of-balance reporting unit.

� Batch Accepted Transaction Reports and corresponding batches
containing transactions for the period you are verifying.

� Revenue Listing for ZIP Code (see Exhibit 62c) for each
out-of-balance reporting unit for the period you are verifying.

2 Compare the number of forms and the revenue amounts on each Form
3633-G to the information on the Batch Accepted Transaction Reports.
If the data does not agree, research the cause of the differences. Be
aware of these common problems:
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Exhibit 552a
Worksheet 1: Verifying Revenue by Finance Number
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Exhibit 552b
Worksheet 2: Verifying Revenue by Reporting Unit

Failure to include a transaction in a batch. A transaction that was
included in a reporting unit’s Form 3633-G total may not have been
batched and entered into OMAS. Review your Pre-Batch File and your
file of reporting period supporting documents to see if any forms were
not sent to your district OMAS coordinator. To resolve this problem:

Include the missing forms in the next batch you send to your
district OMAS coordinator. When the revenue amounts for these
forms are accepted into OMAS, they will appear as prior period
transactions in the next revenue report for that ZIP Code. Make a
note on the Revenue Listing for ZIP Code explaining why the
revenue shown is less than the amount reported on your
consolidated Form 3633-G.
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Failure to include a transaction on a consolidated Form 3633-G.
You may have included a transaction in a batch without including the
revenue on your consolidated Form 3633-G. To correct this problem:

Correct the consolidated Form 3633-G so that it matches the
OMAS revenue credited to your post office.

Failure to adjust revenue for an error correction. You may have
failed to prepare a Form 1908 to adjust an incorrect revenue amount
that appeared on a Batch Transaction Error Report. Or the reporting
unit may not have included the Form 1908 adjustment on a Form
3633-G. To correct this problem:

Make a note of the reason for the discrepancy on your
consolidated Form 3633-G, and adjust the totals as necessary.

Timing difference in reporting an error correction. If you fail to
submit error corrections to the district OMAS coordinator in a timely
manner (that is, within one day of the end of a reporting period), a
revenue adjustment may be entered into OMAS in the next reporting
period. This results in a discrepancy in revenue totals for the reporting
period. To resolve this problem:

Make a note of the reason for the discrepancy on your
consolidated Form 3633-G, and adjust the totals as necessary.

Transaction error. A transaction with an incorrect amount may have
been accepted by OMAS. This will be a rare occurrence if you compute
the batch control totals carefully and verify all batches returned from the
district (see 54). To resolve this problem:

1 Adjust the consolidated Form 3633-G to reflect the actual
revenue processed by OMAS for the reporting period, and note
the reason for the adjustment on the form.

2 Complete Form 3635-G to adjust the revenue on the accepted
transaction (see 545.2). This amount will be reported as a
revenue adjustment in the reporting period in which it is
processed by OMAS.

Math error on Form 3633-G. There may have been an error in the
revenue totals on a Form 3633-G submitted by a reporting unit or on a
consolidated Form 3633-G. To resolve this problem:

Correct the consolidated Form 3633-G so that it matches the
revenue amount credited to your post office in OMAS.

Processing delay or failure to process batch. A batch that you
submitted before the end of the reporting period may have been input
into OMAS after the revenue reports were generated. To resolve this
problem:

Review both the Batch Suspense File and Batch Cleared File to
determine whether the discrepancy reflects a batch that was
processed after the report date. If the batch has subsequently
cleared, make a note on the revenue report that the transaction
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will appear as a prior period transaction on the next OMAS
revenue report. If more than 2 weeks has elapsed since you sent
the batch to the district, ask your district OMAS coordinator to
review the status of the batch.

Step 4. Certify the OMAS revenue reports.

After you have reconciled the OMAS revenue reports against your
consolidated Form 3633-G, follow these steps:

1 Sign the Revenue Listing for Finance Number, certifying that it has
been verified and is correct or that it will be corrected in a subsequent
reporting period.

2 If corrections are necessary, note the specific transactions affected, the
revenue amount of the corrections, and the reporting period in which
they will be processed.

3 Bring any unexplained discrepancies to the attention of your district
OMAS coordinator for resolution.

4 Attach the consolidated Form 3633-G for the last day of the reporting
period to the signed revenue report. File these documents with the
supporting documentation (including the batch headers) for that
reporting period.

Note:  Retain all official mail documents for 4 years from the close of the
fiscal year.

553 Resolving Suspended Transactions
Accounting units receive a Suspended Transaction Report (see Exhibit 63b)
for each reporting office ZIP Code that has uncorrected error transactions
(transactions in suspense) at the end of an accounting period. Verify the
status of each error transaction listed, following these steps:

1 If you have not corrected and returned an error report to the district,
you should find a copy of it in the Error Correction Suspense File or the
Pre-Batch File. If you have not already done so, correct the error
immediately and submit the corrected error report in a batch to your
district.

2 If you have already submitted the corrected error report in a batch to
your district, you should find a copy of it in the Batch Suspense File or
the Batch Cleared File. Generally, no further action is required.
However, if the correction has not been processed and more than 10
working days have elapsed since you submitted the corrected error
report in a batch, contact your district OMAS coordinator to determine
the status of the batch.
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554 Resolving CMRS Discrepancies
Accounting units receive a Computerized Meter Resetting System (CMRS)
Report (see Exhibit 65d) at the end of an accounting period if any transaction
reported by the meter manufacturer does not match a meter record in the
OMAS files. Discrepancies that show up on this report are usually caused by
one of the following:

� Failure to report a meter installation or meter checkout.

� An incorrect setting location ZIP Code or CMRS account number

� A timing difference.

For each transaction that appears on a CMRS Report, determine the problem
and correct it immediately, following these steps:

1 Before taking any corrective action, determine whether the discrepancy
is simply a timing problem. If the appropriate forms are already in the
Pre-Batch, Batch Suspense, or Batch Cleared files, they may have
been processed after the cut-off date for the CMRS Report. If so, no
further action is necessary.

2 If the problem is not simply one of timing, read the error message for
each transaction and take the appropriate corrective action.

An alphabetical listing of CMRS error messages and an explanation of how to
resolve each error message follows:

According to meter manufacturer’s records, CMRS meter was
mistakenly set by post office. The post office should not have set the
CMRS meter. To resolve the error:

1 Void the incorrect Form 3603 transaction shown on the Batch
Transaction Error Report.

2 Prepare Form 3635-G to adjust (increase) the revenue for that setting
amount.

According to meter manufacturer’s records, transfer was made from
non-CMRS to CMRS meter. The post office should not have transferred
postage from a non-CMRS meter to a CMRS meter. To resolve the error:

1 Void the incorrect Form 3634-G, Part A, shown on the error report.

2 Prepare Form 3634-G, Part B, to cancel the old (non-CMRS) meter.

3 Prepare Form 3632-G, Part A, to install the new CMRS meter in OMAS.

Canceled meter has different customer account number. Your office
should have reported a new CMRS account number before canceling the
meter. To resolve the error:

Prepare Form 3632-G, Part A, to correct the CMRS account number in
OMAS.

CMRS meter must be installed. To resolve the error:

Prepare Form 3632-G, Part A, to install the meter in OMAS.
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Customer account number should be changed. The meter manufacturer
has reported a new CMRS account number for this meter. To resolve the
error:

Complete Form 3632-G, Part A, to change the CMRS account number
in OMAS.

Meter active at different finance number. The meter is still active in OMAS
at the former post office setting location. To resolve the error:

Ask the former post office to submit Form 3634-G to its district to
withdraw the meter from service at the former setting location.

Meter active at different setting location. Another post office may have
failed to cancel a meter that your office tried to install. To resolve the error,
ask your district OMAS coordinator what setting location is listed in OMAS for
the meter and then take action as follows:

1 If the meter is still installed at another setting location post office, ask
that post office to submit Form 3634-G to its district to withdraw the
meter from service.

2 If the meter was installed at the wrong setting location ZIP Code,
submit one Form 3631-G to delete the incorrect ZIP Code and another
Form 3631-G to add the correct ZIP Code.

3 If the meter manufacturer’s records are incorrect, ask the meter
manufacturer to correct the ZIP Code.

Meter active at different setting location with different customer
account number. Another office may have failed to cancel a meter that your
office tried to install. Ask your district OMAS coordinator what setting ZIP
Code is listed in OMAS for the meter. Depending upon the situation, take one
of the following actions:

1 If the meter is still active at a ZIP Code in another post office, ask that
post office to submit Form 3634-G to take the meter out of service.

2 If the meter is active at your post office under another agency’s license,
submit Form 3634-G to take the meter out of service and reinstall it
under the current agency’s license.

3 If the meter is installed under the correct license, determine whether
the setting location ZIP Code listed in OMAS is incorrect. If so, submit
one Form 3631-G to delete the incorrect setting location, and another
Form 3631-G to add the correct setting location ZIP Code.

4 If the CMRS meter manufacturer’s records are incorrect, ask the
manufacturer to correct the setting location ZIP Code in its records.
Also submit Form 3632-G, Part A, in a separate batch to correct the
CMRS account number.

Meter active at different setting location with same customer account
number. Another office may have failed to cancel a meter that your office has
tried to install. Ask your district OMAS coordinator what setting location ZIP
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Code is listed in OMAS for the meter. Depending on the response, take one
of the following actions:

1 If the meter is still installed at a former setting location post office, ask
the former post office to submit Form 3634-G to its district to withdraw
the meter from service.

2 If the meter is installed at your post office, determine whether the
setting location ZIP Code is listed incorrectly in OMAS. If so, complete
one Form 3631-G to delete the incorrect ZIP Code and another Form
3631-G to add the correct ZIP Code.

3 If the meter manufacturer’s records are incorrect, ask the meter
manufacturer to correct the ZIP Code in its records.

Meter active with different customer account number. To resolve the
error:

1 If your office failed to cancel this meter for another customer, submit
Form 3634-G to withdraw the meter from service.

2 If not, complete Part A of Form 3632-G to correct the CMRS account
number.

Meter installed with different customer account number. To resolve the
error:

Complete Part A of Form 3632-G to correct the CMRS account number.

Meter not active on transaction date. To resolve the error:

Submit Part B of Form 3632-G to correct the installation date for this
meter.

Meter not found at setting location ZIP. Ask your district OMAS coordinator
what setting location ZIP Code is listed in OMAS for the meter. Depending
upon the response, take one of the following actions:

1 If the meter is still installed at another setting location post office, ask
that post office to submit Form 3634-G to its district to withdraw the
meter from service.

2 If the meter was never installed at your post office, submit Part A of
Form 3632-G to install the meter at your post office.

3 If the meter was installed at the wrong setting location ZIP Code,
submit one Form 3631-G to delete the incorrect ZIP Code and another
Form 3631-G to add the correct ZIP Code.

4 If the meter manufacturer’s records are incorrect, ask the meter
manufacturer to correct the ZIP Code.

Meter not installed at any setting location. To resolve the error:

Submit Part A of Form 3632-G to install the meter in OMAS at the
appropriate setting location ZIP Code.
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Meter record not found. To resolve the error:

1 Submit Part A of Form 3632-G to install the meter in OMAS.

2 Determine whether a meter license application (Form 3601-A) is also
required.

Meter record not found at setting location. Ask your district OMAS
coordinator what setting location ZIP Code is listed in OMAS for the meter.
Depending upon the response from the district, take one of the following
actions:

1 If the meter is still installed at another post office (setting location), ask
that post office to submit Form 3634-G to its district to withdraw the
meter from service.

2 If the meter was never installed in OMAS, submit Part A of Form
3632-G to install the meter at your post office.

3 If the meter was installed at the wrong setting location ZIP Code,
submit one Form 3631-G to delete the incorrect ZIP Code and another
Form 3631-G to add the correct ZIP Code.

4 If the meter manufacturer’s records are incorrect, ask the meter
manufacturer to correct the ZIP Code in its records.

Meter should be installed with setting location add form. To resolve the
error:

Submit Form 3631-G to add the correct setting location ZIP Code for
this meter.

Meter still active at setting location. To resolve the error:

Submit Form 3634-G, Part B, to cancel the meter.

Meter withdrawn with setting location delete. Your office has already
submitted a Form 3631-G to delete a setting location ZIP Code for this meter.
To resolve the error:

1 Submit another Form 3631-G to add the new (correct) ZIP Code.

2 If the meter has been taken out of service, also submit Form 3634-G in
a separate batch.

New CMRS meter record not found. To resolve the error:

Submit Form 3632-G, Part A, to install the meter in OMAS. Determine
whether a meter license application (Form 3601-A) is also required.

New meter active at different setting location. Ask your district OMAS
coordinator what setting location ZIP Code is listed in OMAS for the meter.
Depending upon the response, take one of the following actions:

1 If the meter is still installed at another post office (setting location), ask
that post office to submit Form 3634-G to its district and withdraw the
meter from service.
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2 If the meter is installed in OMAS under the wrong ZIP Code, submit one
Form 3631-G to delete the incorrect ZIP Code and another Form
3631-G to add the correct ZIP Code.

3 If the meter manufacturer’s records are incorrect, ask the meter
manufacturer to correct the ZIP Code in its records.

New meter active with different customer account number. Ask your
district OMAS coordinator what setting ZIP Code is listed in OMAS for the
meter and take action as follows:

1 If the meter is still installed at a setting location in another post office,
ask that post office to submit Form 3634-G to its district and withdraw
the meter from service.

2 If the meter is not active at another post office, submit Part A of Form
3632-G to correct the CMRS account number in OMAS.

New meter inactive at setting location. Take the following action:

1 To install a new meter in OMAS, submit Part A of Form 3632-G.

2 To install a replacement meter, submit Part A of Form 3634-G.

New meter not found. Take the following action:

1 To install a new CMRS meter in OMAS, submit Part A of Form 3632-G.

2 To replace an old CMRS meter with a new CMRS meter, submit Part A
of Form 3634-G.

No match on customer account number. Take the following action:

To correct a CMRS account number, submit Part A of Form 3632-G.

Setting location delete should be processed. Ask your district OMAS
coordinator what setting location ZIP Code is listed in OMAS for the meter.
Then take action as follows:

1 If the meter is installed at the wrong ZIP Code, submit one Form
3631-G to delete the old ZIP Code and another Form 3631-G to add
the new ZIP Code.

2 If the meter manufacturer’s records are incorrect, ask the meter
manufacturer to correct the ZIP Code.

ZIP Code is invalid. Ask your district OMAS coordinator what setting
location ZIP Code is shown in OMAS for the meter. Then take action as
follows:

1 If the meter is installed at the wrong ZIP Code, submit one Form
3631-G to delete the old ZIP Code and another Form 3631-G to add
the new ZIP Code.

2 If the meter manufacturer’s records are incorrect, ask the meter
manufacturer to correct the ZIP Code.
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6 Monitoring OMAS Activities

61 General
District OMAS coordinators are responsible for ensuring that all official mail
activity in their districts is properly reported and input into OMAS in a timely
manner; resolving operational difficulties; and monitoring compliance with
OMAS procedures (see 182.1). This helps ensure that agencies are properly
billed for their nonprepaid mailing activity and that each post office is credited
with the appropriate amount of revenue.

Instructions for Permit System sites:  Do not enter penalty postage
statements (except Forms 3602-G) into OMAS since they are entered into
the Permit System locally.

OMAS provides various management tools, including those listed here, to
help district OMAS coordinators monitor the accuracy and completeness of
the OMAS data submitted by the post offices in their districts:

� Reports automatically generated by OMAS on a quarterly or accounting
period basis, either for all post offices or for affected post offices.

� Reports that can be requested using the OMAS Reports Menu.

� Screens that can be accessed using the OMAS Inquiry Menu, to
display records for individual post offices.

� OMAS Reporting System Bulletin Board, an on-line service that
provides timely information on OMAS developments.

Note:  Post Offices that report under the SAFR system submit OMAS
report forms in batches to the USPS Scanning and Imaging Center and
retain a copy until revenue verification is completed. SS/A and Post
Office personnel resolve any discrepancies in OMAS transactions. SS/A
at the Eagan ASC monitors OMAS activities. The USPS Imaging and
Scanning Center address is as follows:

62 Monitoring OMAS Revenues
District OMAS coordinators are responsible for reviewing the following OMAS
revenue reports to identify and resolve problems:

Revenue by Finance Number (District). This report (see Exhibit 62a) lists
OMAS revenue for the prior period, current period, and year to date for each
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post office in a district. It also shows prior period and current period amounts
in suspense (transactions with uncorrected problems). Use this report to
identify and correct problems of reporting and entering data on a timely basis.

1 Check for significant prior period revenue for a post office. This may
indicate either that the accounting unit is not following proper OMAS
reporting procedures (as outlined in chapter 5) or that the district is not
entering transactions into OMAS on a timely basis.

2 Check for significant prior period suspense amounts, which may
indicate that a post office is not correcting errors on a timely basis.

Revenue Listing for Finance Number. This report (see Exhibit 62b) lists the
dollar value of transactions entered into OMAS for each reporting office ZIP
Code in a post office. Column A lists revenue for accepted transactions
entered during the reporting period; column B lists Form 3635-G adjustments
to accepted transactions; and column C lists amounts for transactions that
are held in suspense due to uncorrected errors. The total amount of revenue
that will be credited to the finance number is the sum of columns A and B.
Post offices do not receive credit for transactions in suspense until the error is
resolved. Note that revenue amounts in columns A and B may include
transactions from a prior period that were corrected and accepted in the
current period.

Review this report and forward it to the appropriate post office
accounting unit for verification (see 552).

Revenue Listing for ZIP Code. This report (see Exhibit 62c) provides
detailed revenue information for a single reporting unit ZIP Code, including a
breakout of revenues from CMRS meters, penalty mail stamps, and Express
Mail.

Review these reports and send them to the appropriate accounting unit
with the Revenue Listing for Finance Number for verification.

Revenue Tracking Report. This report (see Exhibit 62d) compares current
revenue to the average revenue for the previous three accounting periods for
each post office in a district (or each district in an area).

If the report reveals substantial revenue variances, determine whether
the variances reflect changes in agency mailing patterns, problems with
timely reporting, or incorrect data.

Batch Status for a Post Office. This screen (Exhibit 62e) can be accessed
using the OMAS Inquiry Menu. Enter a finance number to display a listing of
batches processed for that post office.

Review the frequency of submission of batches to determine whether
revenue variances for a post office reflect a problem in timely reporting.

Note:  Post Offices that report under the SAFR system submit OMAS
report forms in batches to SS/A at Eagan for data entry and retain a copy
until revenue verification is completed. SS/A and Post Office personnel
resolve any discrepancies in OMAS transactions. SS/A at the Eagan
ASC monitors OMAS activities.
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Exhibit 62a
Revenue by Finance Number (District)
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Exhibit 62b
Revenue Listing for Finance Number
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Exhibit 62c
Revenue Listing for ZIP Code
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Exhibit 62d
Revenue Tracking Report
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Exhibit 62e
Batch Status for a Post Office

63 Monitoring Suspended Transactions
District OMAS coordinators should use the following reports to ensure that
suspended transactions (that is, errors that have not been corrected in
OMAS) are corrected on a timely basis:

Transactions in Error Suspense. This report (see Exhibit 63a) lists
transactions that were rejected during the initial OMAS processing and
remain uncorrected. You can request this report using the OMAS Reports
Menu for an entire district or for individual post offices.

Request this report several days prior to the end of each accounting
period. Notify each post office having transactions in suspense so that
errors can be corrected and transactions removed from suspense
before the end of the accounting period.

Suspended Transaction Report. This report (see Exhibit 63b) is generated
automatically for post offices that have uncorrected error transactions at the
end of an accounting period. For each suspended (uncorrected) transaction,
the report lists the type of official mail activity, batch number, transaction date,
and dollar amount.

Forward this report to the accounting unit of the affected post office with
instructions to correct all errors immediately so that the suspended
transactions can be credited as revenue (see 553).

Note:  Shared Services/Accounting at the Eagan ASC monitors OMAS
activities and suspended transactions.
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Exhibit 63a
Transactions in Error Suspense
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Exhibit 63b
Suspended Transaction Report
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64 Monitoring Open Batches
An Open Batch Report (see Exhibit 64) is automatically generated if a batch
that was being input into OMAS is left open at the end of the day. This report
reminds the data input employee to complete the data entry so that the batch
can be closed. SS/A at the Eagan ASC monitors OMAS activities.

Exhibit 64
Open Batch Report
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65 Monitoring Meter Activity
District OMAS coordinators should use the following OMAS reports to
monitor the official mail meter activity of post offices in their districts:

Lack of Meter Activity Report. This quarterly report (see Exhibit 65a) lists
all active non-CMRS meters by setting location post office that have not had
a setting reported for 6 months or longer.

Ask the affected post offices to review this report, take appropriate
corrective action, and report back to you. In particular, the post office
should compare all meters listed on this report to its records to
determine if any of the following conditions exist:

� Meters need to be inspected.

� Meters have had settings that were not reported to OMAS.

� Meters have been withdrawn from service without being reported
as canceled in OMAS.

Installed Meters. This report (see Exhibit 65b), available through the OMAS
Reports Menu, lists the serial number, license number, setting location ZIP
Code, agency code and cost code, installation date, and control total for
meters installed in OMAS.

1 Request this report every 6 months to obtain a current list of meters for
each post office in your district.

2 Compare this report to the Meter License Status Report (see Exhibit
65c) to determine whether any licenses have been issued without a
meter being installed in OMAS. Take appropriate corrective action if any
errors are discovered.

3 Compare this report with a listing of meters obtained from the MATS
coordinator to ensure that all penalty meters in the MATS database
have been installed in OMAS.

4 Forward the report to the affected reporting units with instructions to
compare the report to their Form 3610 records for non-CMRS meters to
determine if the control totals in OMAS are correct. Discrepancies
usually indicate unreported revenue requiring appropriate corrective
action.

5 Report to your district any meters that are not installed in OMAS.
Cancel any meters that are not on the meter manufacturer’s report.

Meter License Status Report. This report (see Exhibit 65c) should be
requested every 6 months using the OMAS Reports Menu. It lists both active
and canceled penalty meter licenses that have been entered into OMAS. Use
this report to ensure complete and proper reporting of meter licenses as
follows:

1 Compare this report to the Installed Meters report (see Exhibit 65b) to
determine whether there are active licenses for which OMAS has no
record of activity. Also verify that all license numbers in each post
office’s 90000 series are accounted for.
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2 If errors are discovered, forward the report to the post office with
instructions to take the following action(s):

� Investigate whether a meter has been installed without being
reported to OMAS or if the license should be canceled. Take
appropriate action to report the meter installation and all settings
to OMAS or cancel the license.

� Compare any missing license numbers or numbers not in the
90000 series against the Penalty Meter License Log maintained
by the mailing requirements unit. To enter missing licenses into
OMAS, submit Form 3601-A.

Computerized Meter Resetting System (CMRS) Report. This report (see
Exhibit 65d) is generated at the end of each accounting period. It is produced
for any post office that has at least one official mail CMRS meter transaction
reported to OMAS by the manufacturer that does not match a meter record in
OMAS files. Both revenue and nonrevenue transactions are reported.

Send the report to the affected post office with instructions to determine
the cause of the problem and correct it within 5 working days. (See 554
for more detailed instructions and a list of CMRS error messages.)

Meter Inquiry. This screen (see Exhibit 65e) is accessed through the OMAS
Inquiry Menu. Enter the meter serial number to display information about the
meter, including the most recent transaction entered into OMAS for that
meter.
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Exhibit 65a
Lack of Meter Activity Report
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Exhibit 65b
Installed Meters



Exhibit 65cMonitoring OMAS Activities

133February  1998
Updated With Postal Bulletin Revisions Through December 9, 2004

Exhibit 65c
Meter License Status Report
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Exhibit 65d
Computerized Meter Resetting System (CMRS) Report
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Exhibit 65e
Meter Inquiry

66 Monitoring Permit Imprint Activity
District OMAS coordinators should use the following reports and on-line
inquiries to ensure that all penalty permit imprint activity has been entered
into OMAS:

Permit Imprint Authorizations. This report (see Exhibit 66a) lists all active
and canceled permit imprint authorizations for a post office and can be
requested for a single post office or your entire district.

Request this report every 6 months using the OMAS Reports Menu.
Use it in conjunction with the Permit Imprint Inquiry screen (see Exhibit
66c) to determine if any active permits in your district do not show
recent activity or have had a change in mailing frequency. If so, ask the
affected post offices to use this report to verify that all permit imprint
authorizations have been reported to OMAS. Use Form 3615 and any
unreported postage statements to correct omissions.

Permit Imprint Inquiry for a Post Office. This screen (see Exhibit 66b),
accessed using the OMAS Inquiry Menu, provides the same information as
the Permit Imprint Authorizations report. Enter a finance number to display all
the permit imprints that are authorized for that post office.
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Permit Imprint Inquiry. This screen (see Exhibit 66c), which is accessed
through the OMAS Inquiry Menu, displays the most recent postage
statements entered into OMAS for a specific permit imprint number and post
office.

Check this screen every 6 months to review the current activity for each
permit imprint number authorized at each post office in your district. If a
permit number has not had any recent mailings or the mailing
frequency has changed, send a printed copy of the screen to the
affected post office for review. Ask the affected BMEU to determine
whether all postage statements for this permit imprint number have
been reported or whether the permit imprint authorization should be
canceled.

Inactive Permit Imprint Authorizations. This report (see Exhibit 66d) lists,
by post office, all active permits for which there has been no mailing activity
for more than a year. It is distributed annually to each district.

Ask the BMEU of the affected post office to review its records for each
permit number listed to determine whether there have been mailings
under this permit that have not been reported in OMAS or action should
be taken to cancel the permit authorization because of a lack of permit
imprint activity.
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Exhibit 66a
Permit Imprint Authorizations
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Exhibit 66b
Permit Imprint Inquiry for a Post Office

Exhibit 66c
Permit Imprint Inquiry
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Exhibit 66d
Inactive Permit Imprint Authorizations
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67 Monitoring BRM Activity
District OMAS coordinators should use the following reports to ensure that all
penalty BRM activity has been entered into OMAS:

Business Reply Mail Accounts. This report (see Exhibit 67a), which is
accessed using the OMAS Reports Menu, lists all active penalty mail BRM
permits and the expiration date of the BRM accounting fee, where applicable.
You can request this report for a single post office or for every post office in
your district.

1 Request this report every 6 months for each office in your district. Ask
the individual post offices to use this report to verify that all penalty mail
BRM permits have been reported in OMAS. Use this report in
conjunction with the BRM Permit Inquiry for a Post Office screen (see
Exhibit 67b) to identify and investigate permits that have had no
reported BRM activity for 6 months or more.

2 Use these reports to determine which of the following actions is
appropriate:

� The permit should be revoked for lack of activity.

� The post office needs to report BRM activity using Form 3630-G.

� The district needs to input reported BRM activity on a timely
basis.

BRM Permit Inquiry for a Post Office. This screen (see Exhibit 67b), which
is accessed using the OMAS Inquiry Menu, displays each BRM permit
authorized at a post office and the date of the most recent BRM accounting
period report (Form 3630-G).

Bring up this screen every 6 months for each post office in your district.
Use this report in conjunction with the BRM Accounts report to identify
BRM accounts with no mailing activity reported for 6 months or longer.
Ask the affected postage due unit to determine if there is unreported
BRM revenue for these accounts. Any identified discrepancies must be
corrected immediately.

BRM Inquiry. This screen (see Exhibit 67c) is accessed through the OMAS
Inquiry Menu. Enter a BRM permit number and ZIP Code combination to
display a list of the most recent Form 3630-G accounting period reports.

Use this screen to ensure that all BRM activity in your district is properly
reported.
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Exhibit 67a
Business Reply Mail Accounts
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Exhibit 67b
BRM Permit Inquiry for a Post Office

Exhibit 67c
BRM Inquiry
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68 Monitoring Periodicals Activity
District OMAS coordinators should use the Periodicals Inquiry screen (see
Exhibit 68) to ensure that all penalty Periodicals mailings in their districts
have been properly reported. Access the screen using the OMAS Inquiry
Menu, then enter a publication number and ZIP Code combination to display
the dates of the most recent Periodicals postage statements.

Bring up the Periodicals Inquiry screen every 6 months to check that
penalty Periodicals mailings in your district are being properly recorded.

Exhibit 68
Periodicals Inquiry
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Appendix

Agency Authorization Codes

This is an updated listing of agencies that are authorized to participate in the
Official Mail Accounting System (OMAS).

Explanation of Table

Agency Code A 3-digit code identifying each federal agency that is authorized to participate
in OMAS. Only authorized agencies may send mail without prepayment of
postage. Component units of an agency share the agency code assigned to
their parent agency.

Permit Imprint Number Penalty permit imprint number(s) assigned to agency.

BRM Permit Number Penalty business reply mail permit number(s) assigned to agency.

MRS Permit Number Penalty merchandise return service permit number(s) assigned to agency.

Express Mail Number Only those agencies having their agency code listed in this column may use
the ”Federal Agency Account No.” block on Express Mail labels. All other
agencies require postage on their Express Mail packages.

NA Denotes agencies electing to prepay postage for all their mail. These
agencies are not authorized to use any form of penalty mail except under
Domestic Mail Manual (DMM) E060.5.7.

* (Asterisk) Denotes a terminated agency.

Boldface Denotes a newly established agency or recent change to the agency status
since the last published listing.

# (Pound Sign) Denotes a correction to the last published listing.
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Agency Name
Agency
Code

Permit
Imprint
Number

BRM
Permit
Number

MRS
Permit
Number

Express
Mail
Number

Access Board, The U.S. (formerly
The Architectural and
Transportation Barriers
Compliance Board)

017 G-152 13969 None

Administrative Law Judges,
Office of (ALJ) — Labor

143 G-842 None

Administrative Office of the U.S.
Courts

009 G-18 12615, 12957 None

Advisory Commission on
Intergovernmental Relations

NA NA NA NA NA

Advisory Council on Historic
Preservation

007 G-81 99001 007

Affordable Housing and Health
Facility Needs for Seniors in the
21st Century, Commission on

293 (cc
30000)

G-893 None

African Development Foundation 019 G-275 99002 None

Agency for International
Development

004 G-107 12887 None

Agricultural Cooperative Service
(ACS) — Agriculture

005 G-713 005

Agricultural Experiment Stations —
Agriculture

NA NA NA NA NA

Agricultural Marketing Service —
Agriculture (formerly listed as
Marketing Service)

005 G-297 See Agriculture,
Department of

915 (Cotton
Division,
Memphis,
TN, only)

005

Agricultural Research Service —
Agriculture

005 G-95 See Agriculture,
Department of

005

Agricultural Stabilization and
Conservation Service (see Farm
Service Agency — Agriculture)

Agriculture, Department of (see also
individual components)

005 04391, 12558,
12585, 12639,
12744, 12766,
12770, 12801,
13016, 13199,
13509, 13613,
14689, 14690,
16527, 99076,
99086, 99089,
99095, 99121,
99122, 99172

005

Air Force, Department of the —
Defense (may be used only by GPO
contractors)

298 G-825 NA NA NA
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Agency Name

Express
Mail
Number

MRS
Permit
Number

BRM
Permit
Number

Permit
Imprint
Number

Agency
Code

Alcohol, Tobacco and Firearms,
Bureau of — Treasury

226 G-86 12843 920 226

American Battle Monuments
Commission

006 G-149 16876 None

American Forces Information
Service — Defense

NA NA NA NA NA

Animal and Plant Health Inspection
Service — Agriculture

025 G-41,
G-298

04377, 04387,
04388

916 025

Appalachian Regional Commission 008 G-99 99007 008

Architect of the Capitol 012 G-151 99008 None

Architectural and Transportation
Barriers Compliance Board (See
Access Board, The U.S.)

Arctic Research Commission, U.S. 164 G-721 99004 None

Army, Department of the — Defense NA NA NA NA NA

Assistant Secretary for
Administration and Management,
Office of the (OASAM)— Labor

143 G-746 99079# None

Assistant Secretary for Health,
Office of — PHS/HHS

275 G-280 13669 275

Attorneys, Executive Office of the
U.S.

242 G-782 16280 None

Bankruptcy Courts 009 G-18 12615, 12957 None

Barry Goldwater Scholarship and
Excellence in Education Foundation

065 G-711 99010 None

Benefits Review Board (BRB)/
Administrative Review Board
(ARB)/ Employees’ Compensation
Appeals Board (ECAB) — Labor

143 G-844 None

Blind or Severely Disabled,
Committee for Purchase from
People Who Are

024 G-153 99012 None

Bonneville Power Administration —
Energy

NA NA NA NA NA

Botanic Garden, U.S. 012 G-151 99008 None

Broadcasting Board of Governors
(agency number formerly assigned
to U. S. Information Agency — now
part of the Department of State)

107 G-186 12792 107

Bureau of (see other part of title)

Census Bureau, U.S. — Commerce
(formerly Bureau of the Census)

250 G-58 16081, 16734,
17162, 99108,
99109

250
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Agency Name

Express
Mail
Number

MRS
Permit
Number

BRM
Permit
Number

Permit
Imprint
Number

Agency
Code

Center for Biologics Evaluation and
Research (CBER) — National
Institutes of Health

278 G-826 13155 None

Center for Information Technology
(CIT) — National Institutes of Health

278 G-821 13155 None

Center for Scientific Review
(CSR) — National Institutes of
Health

278 G-822 99106 None

Centers for Disease Control and
Prevention

277 G-284,
G-762

99110, 00953
(moved from
agency 278)

277

Centers for Medicaid and
Medicaid Services (CMS) —
(formerly the Health Care
Financing Administration —
HCFA — HHS)

271 G-28
G-845

18463 None

Central Intelligence Agency NA NA NA NA NA

Chemical Safety and Hazard
Investigation Board, U. S.

290 G-837 None

Chief Economist, Office of the —
Agriculture (formerly World
Agricultural Outlook Board)

005 G-289 See Agriculture,
Department of

005

Chief Financial Officer, Office of
the (OCFO) — Labor

143 G-893 99176 None

Children and Families,
Administration for — HHS

273 G-717 12918, 99028 None

China Security Review
Commission, U.S.

293 (CC
20000)

G-893 None

Christopher Columbus Fellowship
Foundation (Cost Code 90000)

093 G-30 None None

Civil Rights, Commission on 029 G-73 12907 029

Civilian Health and Medical Program
of the Uniformed Services
(OCHAMPUS), Office of — Defense
(see Tricare Support Office —
Defense)

Civilian Radioactive Waste
Management, Office of — Energy

NA NA NA NA NA

Claims Courts 009 G-18 12615, 12957 None

Coast Guard, U.S. — Transportation 209 G-157 13057 209

Commerce, Department of (see
individual components)

Commerce — Office of the
Secretary of

263 G-46 99017, 99101 263
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Agency Name

Express
Mail
Number

MRS
Permit
Number

BRM
Permit
Number

Permit
Imprint
Number

Agency
Code

Commodity Futures Trading
Commission

037 G-57 99018 037

Commission on/for (see other
part of title)

Communications, Office of —
Agriculture (formerly Governmental
Public Affairs, Office of)

 005 G-714 See Agriculture,
Department of

005

*Competitiveness Policy Council

Compliance, Office of 285 G-799 99169 None

Comptroller of the Currency, Office
of the — Treasury

220 G-8 73330 220

Congressional and
Intergovernmental Affairs, Office
of (OCIA) — State)

143 G-843 None

Congressional Budget Office 299 G-70 99019 None

Consular Affairs, Bureau of
(Passport Office — State)

189 G-225,
G-226

12260 189

Consumer Product Safety
Commission

023 G-72 12064 None

Cooperative Extension Service —
Agriculture

018 G-268 00001, 00009,
00012, 00016,
00017, 00020,
00022, 00029,
00038, 00052,
00100, 00140,
00164, 00216,
00227, 00340,
00345, 00454,
00482, 00554,
00603, 00621,
00928, 01001,
01268, 01307,
01922, 02854,
02983, 03210,
04402, 06734,
14688

None

Corporation for National and
Community Service, The

001 G-21 12909 001

Court of Appeals for the Federal
Circuit, U.S.

234 G-244 16453 None

Court of International Trade, U.S. 233 G-252 99022 None

Court of Military Appeals, U.S. 235 G-251 99021 235

Court of Veterans Appeals, U.S. 236 G-736 99083 None

Courts of Appeals, U.S. 009 G-18 12615, 12957 None

Customs Service, U.S. — Treasury 216 G-97 12994, 99174 216
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Agency Name

Express
Mail
Number

MRS
Permit
Number

BRM
Permit
Number

Permit
Imprint
Number

Agency
Code

Defense Contract Audit Agency —
Defense

NA NA NA NA NA

Defense, Department of (see
individual components)

Defense Information Systems
Agency (formerly Defense
Communications Agency) —
Defense

NA NA NA NA NA

Defense Intelligence Agency —
Defense

046 G-162 12964 046

Defense Investigative Service —
Defense (See Defense Security
Service)

Defense Logistics Agency —
Defense

NA NA NA NA NA

Defense Mapping Agency —
Defense (see National Imagery and
Mapping Agency— Defense)

Defense Nuclear Agency —
Defense

NA NA NA NA NA

Defense Nuclear Facilities Safety
Board

202 G-737 99090 None

Defense, Office of the Secretary
of — Defense

048 G-79 12257 None

Defense Security Service (formerly
Defense Investigative Service)—
Defense

053 G-131 12858 053

Denali Commission 287 G-836 None None

Department of (see other part of
title)

Director, Office of — National
Institutes of Health

278 G-802 13156,
99087

None

Disability Determination Services
(SSA)

276 NA NA NA 276

District Courts 009 G-18 12615, 12957 None

Drug Enforcement Administration —
Justice

136 G-33 99025 None

Economic Advisors, Council
of —Executive Office of the
President

064 G-141 13335 064

Economic Analysis, Bureau of —
Commerce

251 G-56 12787 None

Economic Development
Administration — Commerce

253 G-165 99027 253
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BRM
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Number

Permit
Imprint
Number

Agency
Code

Economic Research Service —
Agriculture

005 G-145 See Agriculture,
Department of

005

Economics and Statistics
Administration — Commerce

251 G-56 12787 None

Education, Department of 274 G-17 12935 903 274

Employment and Training
Administration (ETA) — Labor
(Washington, DC, headquarters
only)

143 G-755 13010# None

#Employment Security — Labor
(includes all State Employment
Security and Services Agencies
(SESAs))

144 G-12 12634 None

Employment Standards
Administration (ESA) — Labor

143 G-744 13126# None

Energy, Department of (if
components are not listed)

NA NA NA NA NA

Energy Information
Administration — Energy

NA NA NA NA NA

Engraving and Printing, Bureau
of — Treasury

223 G-166 12737 917 None

Enrichment Corporation, U.S. NA NA NA NA NA

Environmental Protection Agency 062 G-35 11663 062

Equal Employment Opportunity
Commission

063 G-14,
G-833

12857 None

Executive Office of the President —
Office of Administration

064 G-141 13335 064

Export Administration, Bureau of —
Commerce

255 G-720 99048 None

External Services Agencies, GSA 293 G-893 None

Farm Credit Administration 069 G-167 05989 069

Farm Service Agency — Agriculture
(formerly Agriculture Stabilization
and Conservation Service)

013 G-96 12597 None

Farmers Home Administration (see
Rural and Economic Community
Development — Agriculture)

Federal Aviation Administration —
Transportation

070 G-44 12438 070

Federal Bureau of Investigation —
Justice

131 G-168 12083 None

Federal Communications
Commission

071 G-111 12941 071
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Federal Crop Insurance
Corporation — Agriculture

005 G-112 See Agriculture,
Department of

005

Federal Deposit Insurance
Corporation

072 G-36 12782 072

Federal Election Commission 073 G-31 12976 073

Federal Emergency Management
Agency

074 G-114 11989, 99178 904 074

Federal Energy Regulatory
Commission — Energy

080 G-142 12683 080

Federal Financial Institutions
Examination Council

085 G-169 99029 None

Federal Highway Administration —
Transportation

206 G-66 12946 919 206

Federal Labor Relations Authority 075 G-139 99030 None

Federal Law Enforcement Training
Center — Treasury

034 G-93 99031 918 None

Federal Maritime Commission 078 G-172 17035 None

Federal Mediation and Conciliation
Service

079 G-173 99033 079

Federal Mine Safety and Health
Review Commission

083 G-174 99034 083

Federal Prison Industries — Justice 132 G-175 99035 None

Federal Public Defender 009 G-18 12615, 12957 None

Federal Railroad Administration —
Transportation

211 G-128 14560 211

Federal Reserve System, Board of
Governors of

076 G-124
G-125

12708 None

Federal Retirement Thrift
Investment Board

088 G-704 16717 None

Federal Supply Service — GSA 093 G-176 99036 None

Federal Trade Commission 081 G-62 00173, 12498 908 081

Federal Transit Administration —
Transportation

205 G-129 13563 205

Financial Management, Office of,
National Financial Center —
Agriculture

005 G-703 See Agriculture,
Department of

005

Financial Management Service —
Treasury

217 G-4 12724 217

Fish and Wildlife Service — Interior 121 G-77 00318, 12874 121

Fogarty International Center
(FIC) — National Institutes of Health

278 G-819 13155 None
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Food and Consumer Services (see
Food and Nutrition Services) —
Agriculture

Food and Drug Administration —
PHS/HHS

275 G-285 00946, 
12626

275

Food and Nutrition Service (formerly
Food and Consumer Services) —
Agriculture

026 G-39 12725 None

Food Safety and Inspection
Service — Agriculture

035 G-42 11750 035

Foreign Agricultural Service —
Agriculture

005 G-262,
G-294

See Agriculture,
Department of

005

Forest Service — Agriculture 016 G-40 10040 None

Former Presidents’
Services (formerly agency 092) —
GSA

093 None None 093

General Accounting Office 090 G-100 12937 090

General Services Administration 093 G-30 12710 914 093

Geological Survey, U.S. — Interior 111 G-23,
G-785
through
G-788,
G-798

04883, 99123,
99124, 99127,
99128, 99163,
99168

910, 922,
923, 924,
925

None

Government Ethics, U.S. Office of 178 G-726 99052 None

Government Printing Office 096 G-26,
G-796

12949, 99134,
99135

909
(Laurel, MD
only)

096

Governmental Public Affairs, Office
of (see Communications, Office
of — Agriculture)

Grain Inspection Packers and
Stockyards Administration —
Agriculture

005 None See Agriculture,
Department of

005

Harry S. Truman Scholarship
Foundation

201 G-16 14168 None

Health and Human Services (HHS),
Department of (see individual
components)

#Health and Human Services —
Office of the Secretary (all of this
activity now under Public Health —
PHS/HHS )

275 G-45 12821, 99078# 275
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Health Care Financing
Administration — HHS (See
Centers for Medicaid and
Medicaid Services — CMS)

Health Resources and Services
Administration — PHS/HHS

275 G-286 00947,  
01187

275

Holocaust Memorial Council, U.S. 103 G-287 99037 None

House of Representatives, U.S.
Congress

300 G-300 None None

Housing and Urban Development,
Department of

101 G-51,
G-795

12272 101

Immigration and Naturalization
Service — Justice

133 G-78 13147 None

Indian Affairs, Bureau of — Interior 112 G-74 00003, 02107,
12948

112

Indian Health Service — PHS/HHS 275 G-290 00948 275

Information Agency, U.S. (now part
of the Department of State)

199 G-130 14369 199

Inspector General, Office of the —
Agriculture

005 None See Agriculture,
Department of

005

Inspector General, Office of the —
Defense

NA NA NA NA

Inspector General, Office of
the (OIG) — Labor

143 G-747 15792# None

#Institute of Museum and Library
Services

102 G-274 16387 None

Inter-American Foundation 105 G-183 05139 None

Interior, Department of the (for
Management Services, Office of the
Secretary, and components not
listed separately)

116 G-65
G-832

15852, 16232,
16998

116

Internal Revenue Service —
Treasury

218 G-48 12686 218

International Boundary and Water
Commission

108 G-184 00098 108

International Broadcasting, Board
for (see U.S. Information Agency)

International Joint Commission —
U.S. and Canada

104 G-122 99042 None

International Labor Affairs, Bureau
(ILAB) — Labor

143 G-757 99177 None

International Religious Freedom,
United States Commission On

293 (CC
10000)

G-893 None
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International Trade
Administration — Commerce

252 G-54 12827, 12954,
13027, 13145,
13369, 14419,
15005

252

International Trade Commission,
U.S.

231 G-253 12840 None

Interstate Commerce Commission
(see Surface Transportation
Board — Transportation)

James Madison Memorial
Fellowship Foundation

140 G-740 99093 None

Japan–U.S. Friendship Commission 129 G-187 99043 None

Joint Staff, The — Defense
(formerly Joint Chiefs of Staff)

NA NA NA NA NA

Justice, Department of (use for all
components not otherwise listed)

135 G-71 01806 None

Justice Programs, Office of —
Justice

134 G-91 99045 None

#Labor, Department of Office of the
Secretary (see also individual
components)

143 G-743#
G-756#

99079# None

Labor Statistics, Bureau of (BLS) —
Labor

143 G-738 12707, 99141 None

Land Management, Bureau of —
Interior

113 G-76 14153 113

Library of Congress 146 G-103 12794, 12795,
12796, 12797,
15017, 16140,
16153, 16373

902
(Cataloging
in
Publication
Division
only)
907 (Loan
Division
only)

146

Mail and Reproduction Management
Division, Office of the Secretary —
Agriculture

005 G-272 See Agriculture,
Department of

005

Management and Budget, Office
of — Executive Office of the
President

064 G-141 13335 064

*Management and Cooperative
Programs, Bureau of — Labor

Management Standards, Office
of (OLMS) — Labor

143 G-748 15058# None

Marine Corps, U.S. — Defense NA NA NA NA NA
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Marine Mammal Commission 148 G-189 99046 None

Maritime Administration —
Transportation

256 G-117 12706 256

Marshals Service, U.S. — Justice 239 G-779 99155 None

Medicare Payment Advisory
Commission

177 G-707 99059 None

Merit Systems Protection Board 147 G-113 12966 147

#Mine Safety and
Health Administration (MSHA) —
Labor

143 G-745 02520# None

Minerals Management Services —
Interior

127 G-270 07111, 08330 127

Minority Business Development
Agency — Commerce

257 G-192 14548 None

Mint, U.S. — Treasury 219 G-7 14111, 14460 911 219

*Morris K. Udall Scholarship and
Excellence in National
Environmental Policy Foundation

NA NA NA NA NA

National Aeronautics and Space
Administration

154 G-27 12028 906 None

National Agricultural Library —
Agriculture

005 None See Agriculture,
Department of

005

National Agricultural Statistics
Service — Agriculture

005 G-38 See Agriculture,
Department of

005

National Appeals Division —
Agriculture

005 None See Agriculture,
Department of

005

National Archives and Records
Administration — GSA

166 G-293 15415 921 None

National Biological Service — now
part of U.S. Geological
Survey/Interior

111 G-790 99163 None

National Cancer Institute — National
Institutes of Health

278 G-806 13165 None

National Capitol Planning
Commission

156 G-196 13362 156

National Center for Complimentary
Medicine (NCCAM) — National
Institutes of Health

278 G-826 13155 None

National Center for Health Services
Research — PHS/HHS

275 G-282 01007 275

National Center for Health
Statistics — CDC/HHS

277 G-281 99110 277
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National Center for Research
Resources (NCRR) — National
Institutes of Health

278 G-818 13155 None

National Center on Minority
Health and Health Disparities —
National Institutes of Health

278 G-838 13155 None

*National Commission for
Employment Policy — Labor

National Commission on Libraries
and Information Science

170 G-116 99049 None

National Computer Security
Center — NSA

044 G-330,
G-712

00011 044

National Council on Disability 158 G-279 99051 None

National Credit Union Administration 168 G-88 12394 168

*National Education Standards
and Improvements Council

National Endowment for the Arts 165 G-50 12952 165

National Endowment for the
Humanities

167 G-43 12885 167

National Eye Institute (NEI) —
National Institutes of Health

278 G-812 13155 None

National Gallery of Art 159 G-47 15424, 16001,
16088, 16155,
16750

None

National Gambling Impact Study
Commission

288 G-829 None

National Heart, Lung, and Blood
Institute (NHLBI) — National
Institutes of Health

278 G-814 13157 None

National Highway Traffic Safety
Administration — Transportation

212 G-90 73173 212

National Human Genome Research
Institute (NHGRI) — National
Institutes of Health

278 G-828 13155 None

National Imagery and Mapping
Agency — Defense (formerly
Defense Mapping Agency —
Defense)

051 G-2 12859 051

National Institute of Alcohol Abuse
and Alcoholism (NIAAA) — National
Institutes of Health

278 G-824 13155 None

National Institute of Allergy and
Infectious Diseases (NIAID) —
National Institutes of Health

278 G-804 99107 None
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National Institute of Arthritis and
Musculosketal and Skin Diseases
(NIAMS) — National Institutes of
Health

278 G-805 13155 None

National Institute of Child Health
and Human Development
(NICHD) — National Institutes of
Health

278 G-807 13155 None

National Institute of Deafness and
Other Communication Disorders
(NIDCD) — National Institutes of
Health

278 G-808 13155 None

National Institute of Dental and
Craniofacial Research (NIDCR) —
National Institutes of Health

278 G-809 13155 None

National Institute of Diabetes and
Digestive and Kidney Diseases
(NIDDK) — National Institutes of
Health

278 G-810 13155 None

National Institute of Environmental
Health Sciences (NIEHS) —
National Institutes of Health

278 G-811 13182 None

National Institute of General Medical
Sciences (NIGMS) — National
Institutes of Health

278 G-813 13155 None

National Institute of Mental Health
(NIMH) — National Institutes of
Health

278 G-823 99097 None

National Institute of Neurological
Disorders and Stroke (NINDS) —
National Institutes of Health

278 G-815 13155 None

National Institute of Nursing
Research (NINR) — National
Institutes of Health

278 G-817 13155 None

National Institute of Standards and
Technology — Commerce

264 G-195,
G-797

12856 264

National Institute on Aging (NIA) —
National Institutes of Health

278 G-803 13155 None

National Institute on Drug Abuse
(NIDA) — National Institutes of
Health

278 G-827 13155 None

National Institutes of Health (also
see individual components)

278 G-831 13155 None

National Labor Relations Board 160 G-132 12636 160
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National Library of Medicine
(NLM) — National Institutes of
Health

278 G-816 13166 None

#National Mediation Board 161 G-197 14491 None

National Oceanic and Atmospheric
Administration — Commerce

259 G-19 01100, 99132,
99133, 99142,
99143, 99144,
99145, 99146,
99147, 99148,
99149, 99150

259

National Park Service — Interior 115 G-83 12651, 12886 115

National Science Foundation 162 G-69 12806 None

National Security Agency 044 G-278 00011 044

National Security Council —
Executive Office of the President

064 G-141 13335 064

National Technical Information
Service — Commerce

260 G-15,
G-292

07362, 99125,
99170

260

National Telecommunications and
Information Administration —
Commerce

265 G-199 99054 265

National Transportation Safety
Board

207 G-200 99055 207

National Women’s Business Council 124 G-764 None

Natural Resource Conservation
Service — Agriculture (formerly Soil
Conservation Service)

011 G-267 13066 None

Navajo and Hopi Indian Relocation,
Office of (formerly Commission)

155 G-138 00353 155

Navy, Department of the — Defense NA NA NA NA NA

Nuclear Regulatory Commission 169 G-67 12904 169

Nuclear Waste Technical Review
Board

171 G-725 99032 None

#Occupational Safety and Health
Administration, Office of (OSHA)
— Labor

143 G-749 12975# None

Occupational Safety and Health
Review Commission

175 G-222 99056 None

Office of (see other part of title)

Organization of American States —
Pan American Union — State

191 G-85 99006 191

Overseas Private Investment
Corporation

183 G-223 14418 183

Pan American Health
Organization — State

192 G-61 14324 192
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Pan American Sanitary Bureau 192 G-61 14324 192

Panama Canal Commission 186 G-224 99057 None

Passport Office (see Bureau of
Consular Affairs — State)

Patent Office — Commerce 261 G-84 13721 261

Peace Corps 184 G-264 13741 184

Pension and Welfare Benefits
Administration (PWBA) — Labor

143 G-751 12985# None

Pension Benefit Guaranty
Corporation

142 G-92 12868 142

Personnel Management, Office of NA NA NA NA NA

Postal Rate Commission 185 G-228 99060 185

Postal Service, U.S. 400–416 G-10 73026, 99998 999 400–416

Preservation of America’s Heritage
Abroad, U. S. Commission for the

082 G-771 None

Presidential Advisory Commission
on Holocaust Assets in the U.S.

289 G-834 None

Presidential Transition Mail 093 None None 093

President’s Commission on
Privatization — Executive Office of
the President

064 G-141 13335 064

President’s Committee on
Employment of People with
Disabilities (PCEPD) — Labor

143 G-750 None

Prisons, Bureau of — Justice 137 G-231 14045 None

Public Affairs, Office of (OPA) —
Labor

143 G-840 99080 None

Public Debt, Bureau of the —
Treasury

224 G-232 12943 224

Public Debt, Bureau of the —
Treasury (Savings Bond Agents)

224 G-701 12943 224

Public Health Service — PHS/HHS
(see individual components)

275 275

Railroad Retirement Board 188 G-120 12086 188

Reclamation, Bureau of — Interior 118 G-110 12849 None

Research and Special Programs
Administration — Transportation

248 G-126 14561 248

Research Services, Office of (ORS)
— National Institutes of Health
(under Office of the Director)

278 G-835 13155 None
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Rural and Economic Community
Development — Agriculture
(formerly Farmers Home
Administration)

015 G-266 12688 None

St. Lawrence Seaway Development
Corporation — Transportation

195 G-234 99062 None

#SAMSA (Substance Abuse and
Mental Health Services
Administration — PHS/HHS)

275 G-283 00945 275

Savings Bond Division, U.S. —
Treasury

227 G-55 12933 227

Science and Technology Policy,
Office of — Executive Office of the
President

064 G-141 13335 064

Secret Service, U.S. — Treasury 229 G-258 12931 229

Securities and Exchange
Commission

196 G-123 12820 196

Selective Service System 197 G-119 12542 197

Senate — U.S. Congress 301 G-301,
G-791

None None

Small Business Administration 198 G-82 12303 198

Smithsonian Institution 203 G-94 12915, 14210 912 203

Social Security Administration 276 G-11 18452 276

Soil Conservation Service (see
Natural Resource Conservation
Service — Agriculture)

Soldiers’ and Airmen’s Home, U.S. 230 G-254 99064 None

Solicitor, Office of the (SOL) —
Labor

143 G-841 15793 None

Southeastern Power
Administration — Energy

119 G-236 99065 None

Southwestern Power
Administration — Energy

120 G-237 07448 120

Special Counsel, Office of the U.S. 141 G-754 99100 None

State, Department of (see also
individual components)

199 G-130 14369 199

Statistical Reporting Service —
Agriculture

005 G-38 See Agriculture,
Department of

005

Supreme Court of the United States 204 G-238 99067 204

#Surface Mining Reclamation and
Enforcement, Office of — Interior

125 G-239 12971 125

Surface Transportation
Board —Transportation

123 G-64 12815 None
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Tax Court, U.S. 232 G-256 99068 232

Tennessee Valley Authority NA NA NA NA NA

Thrift Supervision, Office of 077 G-170 12884 077

Trade and Development Agency,
U.S.

286 G-830 99173 None

Trade Deficit Review Commission
(Cost Code 91000)

093 G-30 None None

Trade Representative, Office of the
U.S. —Executive Office of the
President

064 G-141 13335 064

Transportation, Department of (see
components)

Transportation, Office of the
Secretary of

213 G-127 13506 213

Transportation Systems Center —
Transportation

214 G-242 99071 214

Treasury, Department of the (Office
of the Secretary and all components
not listed separately)

215 G-52 99072 215

Tricare Support Office — Defense
(formerly Civilian Health and
Medical Program of the Uniformed
Services, Office of -OCHAMPUS —
Defense)

050 G-143 00275 None

Uniformed Services University of the
Health Sciences — Defense

042 G-259 73106, 99175 None

U.S. (see other part of title)

Veterans Affairs, Department of 238 G-75 12577 None

Veterans Employment and Training
Services (VETS) — Labor

143 G-752 15794# None

Warren Grant Magnuson Clinical
Center (CC) — National Institutes of
Health

278 G-820 13155 None

White House Conference on a Drug
Free America — Executive Office of
the President

064 G-141 13335 064

Women’s Bureau (WB) — Labor 143 G-753 15796# None

Working Capital Fund (WCF) —
Labor

143 G-59 12330 None

World Agricultural Outlook Board
(see Chief Economist, Office of
the — Agriculture)
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