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Jorin E. POTTER
PosTtMasTeR GENERaL, CEO

UNITED STATES
‘ POSTAL SERVICE

May 2002

Dear Fellow Postal Employee:

I'am proud to announce the start of our 2002 U.S. Savings Bonds Campaign which runs from
May 13 through June 7, 2002. The Savings Bonds Campaign is your chance to learn about
U.S. Savings Bonds and to sign up for payroll deduction. For those of you who already
participate, you can take this opportunity to review your financial plans, adjust your allotments,
and add the Series | Bonds to your deductions.

This year we are offering both the Series EE and Series | Bonds through payroll deduction.
The Series EE Savings Bond offers market-based interest rates. Payroll deduction for the
Series EE Bonds will begin within two pay periods.

The inflation-indexed | Bond earns an adjustable interest rate that keeps your savings growing
over and above inflation for up to 30 years. This means a rising cost of living will not erode
your purchasing power. Requests for payroll deduction for the Series | Bonds will be taken
during the Campaign period and held for processing later this year.

Earnings from U.S. Savings Bonds are exempt from local and state income taxes. Federal
income taxes are deferred untif you choose to redeem them, or your U.S. Savings Bonds stop
earning interest at 30 years. You may even be able to avoid federal income taxes if you use
your earnings to pay for qualified higher education expenses. This could be a very important
feature for those of you with young families.

Enclosed are the following items: the U.S. Savings Bonds Program Brochure, the Series EE
deduction card, the Series | deduction card, and a return envelope. Simply complete the
appropriate deduction card(s), and return the card(s) in the prepaid envelope before

June 7. Payroll deductions for Series EE Bonds will begin within two pay periods. Requests
for Series | Bonds will be held for processing and payroll deductions will begin later this year.
We will notify you before the effective date of the Series | Bond deduction.

You can get more savings bond information on the Internet at www.savingsbonds.gov or by
calling 1-888-588-BOND. Now is the time to invest in your future and to invest in America.

Sincerely,

SA%

John E. Potter

475 L'ENFANT PLaza SW
WasHINGTON DC 20260-0010
WWW.USPS.COM
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AZEEZALY S. JAFFER
VICE PRESIDENT, PUBLIC AFFAIRS AND COMMUNICATIONS

UNITED STATES
‘ POSTAL SERVICE

May 2002

DISTRICT MANAGERS
POSTMASTERS

SUBJECT: Heroes of 2001 Semipostal Stamp Ceremonies

Community Relations has prepared the enclosed publicity kit to assist you in planning local events
for the upcoming Heroes of 2001 semipostal stamp to be issued in New York.

This new stamp provides an excellent opportunity for us to say thank-you to the heroes who live
and work in our communities. Ceremonies surrounding the issuance of the stamp will serve as a
forum for our customers and civic leaders to participate in discussions on present and future
challenges facing the Postal Service.

As you begin planning your activities to pay tribute to the men and women who are our everyday
heroes, also plan on highlighting the vital role the Postal Service has played, and continues to
play, in binding this nation together. Explain to your audiences how we look forward to working
with our employees, our customers, and civic leaders to define the Postal Service of the future
and to ensure that the American people continue to receive the best postal service in the world.

The enclosed publicity kit provides a step-by-step guide to help you plan your stamp ceremonies.
The kit includes:

Suggestions to generate publicity

How to obtain stamp artwork

Pictorial cancellation artwork

Licensing restrictions

Questions and answers

IRS exemption letter

Fill-in news release for the Heroes of 2001 semipostal stamp
Sample media advisory

Service talk for employees

e Advertising plan

Please use these materials to publicize your Heroes of 2001 stamp ceremonies, and be sure to
keep your Area Public Affairs and Communications Manager informed of your activities.

Manager, Japitd Metro Operatiyns

475 L’ENFANT PLAZA SW
WasHingTon DC 20260-3100
202-268-2143

Fax: 202-268-3524
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PusLicity KiT

Heroes of 2001 Semipostal Stamp
Events and Publicity

On June 7, 2002, the U.S. Postal Service will issue the
Heroes of 2001 semipostal stamp. The stamp will go on
sale nationwide that day. This new stamp is expected to
remain on sale through December 31, 2004, and will be
sold for 45 cents. All sales of this semipostal stamp must be
recorded in AIC 087. The difference between the sales
price and the underlying First-Class Mail® rate constitutes a
contribution to provide assistance to the families of the
emergency relief personnel killed or permanently disabled
in the line of duty in connection with terrorist attacks on
September 11, 2001. It is the second semipostal stamp the
Postal Service has issued — the first being the Breast
Cancer Research semipostal stamp that remains on sale
until December 31, 2003.

Public Law #107-67 requires that funds raised from the
sale of the Heroes of 2001 semipostal stamp (net of the
Postal Service's reasonable costs) be transferred to the
Federal Emergency Management Agency (FEMA) to pro-
vide assistance to the families of the emergency relief per-
sonnel killed or permanently disabled in connection with the
terrorist attacks of September 11, 2001.

There are many ways to generate local interest in this
very special Heroes of 2001 stamp. Following are some
methods to capture customer and media attention.

Stage a Kick-Off Event

Invite employees, local firefighters, emergency medical
technicians (EMTs), law enforcement personnel, local poli-
ticians, chamber of commerce members, and others to
make public purchases of the Heroes of 2001 stamp and to
mail letters using the stamp.

Other Event ldeas

(Remember, when planning events, make sure stamps

are available.)

m Develop a “Celebration of Life,” “Remembrance,” or
“Heroes” wall at your Post Office and invite EMTSs,
law enforcement people, firefighters, and/or family
members to display a red, white, and blue ribbon in
honor of our heroes.

m Plan an event at the local fire or police station or
other public location and include a display of an en-
largement of the new stamp. Invite appropriate
speakers and/or present special awards to a local
hero or heroes.

® Present a framed enlargement of the new stamp to
your local fire, EMT, or police department.

m The Postal Service employs approximately 800,000
people, many of whom donate their time as EMTs,
National Guardsmen, or volunteer firefighters. Rec-
ognize your local postal “heroes” at ceremonies. Ask
Congressional, civic, and community leaders to
participate.

m Hold ceremonies to welcome home the men
and women of your community who served in
Afghanistan.

m Coordinate groups of children — children of postal
employees, YMCA camps, Boy Scout and Girl Scout
troops, etc., to write thank-you letters or notes to local
police, EMTs, or firefighters. Have the children place
the Heroes of 2001 semipostal stamps on their letters
and drop them in the mailbox at the Post Office. (Pho-
to opportunity.)

m Coordinate an essay-writing contest or art contest for
children using the Heroes of 2001 theme. Get local
newspaper editors to judge essays and select win-
ners. Have local art teachers from community
schools judge art entries. Invite winners of those con-
tests to your ceremonies, recognize their work, and
present them with a sheet of stamps or philatelic col-
lectible. Display their work in your lobby.

Implement any of these ideas, or brainstorm with your
employees to come up with ideas of your own. Using the
publicity materials in this kit, be sure to publicize each and
every event to your local newspaper, radio stations, and
television stations. Send a letter or press release, and then
follow up with a phone call.

Suggested Participating Organizations

Local FEMA Offices
FEMA Headquarters
202-646-2500
www.fema.gov

US Fire Administration (part of FEMA)
www.fema.gov (click on US Fire Admin.)

FRATERNAL ORDER OF POLICE ASSOCIATES
PO BOX 9124

WARWICK RI 02889-0124

401-738-1525

www.grandlodgefop.org
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INTERNATIONAL ASSOCIATION OF FIREFIGHTERS

DEPARTMENT OF PUBLIC RELATIONS AND
COMMUNICATIONS

1750 NEW YORK AVENUE NW

WASHINGTON DC 20006-5395

www.iaff.org

INTERNATIONAL ASSOCIATION OF FIRE CHIEFS
4025 FAIR RIDGE DRIVE

FAIRFAX VA 22033-2868

703-273-0911

www.iafc.org

Stamp Artwork

To obtain stamp artwork, including color transparencies
and enlargements, contact:

DODGE COLOR
4827 RUGBY AVE STE 100
BETHESDA MD 20814-3028

301-656-0025

Please plan ahead and allow enough time for production
and shipping.

Important Reminders

Funds from the sale of the Heroes of 2001 semipostal
stamp will be used to provide assistance to the families of
the emergency relief personnel who were killed or became
permanently disabled in the line of duty in connection with
the September 11, 2001, terrorist attacks.

All sales for the Heroes of 2001 stamp must be re-
corded in AIC 087.

Event Planning Checklist

When planning Heroes of 2001 stamp events, keep the
following suggestions in mind:

m Begin planning immediately.
m Set a date.

m Secure participants (business customers, postal em-
ployees who are heroes or have a tie to the tragedy,
local politicians, celebrities, etc.).

m Order enlargements of the stamp image, flyers, and
other supplies for the event.

m Prepare the special pictorial cancellation provided in
this kit.

m Secure staging and sound equipment, if applicable.

® Plan signage, including a podium sign and banners.

® Launch alocal publicity campaign using the materials
in this kit.

m Draft a sequence-of-events agenda and speaker re-
marks.

m Plan retail opportunities encouraging sales of the
stamp.

m Prepare ceremony programs and invitations, if appli-
cable.

m Send news clippings to your area Public Affairs and
Communications manager.

Heroes of 2001 Stamp Pictorial Cancellation

The Postal Service has authorized one pictorial can-
cellation design for field use to help spread awareness
about the Heroes of 2001 semipostal stamp. Post Offices
planning events are encouraged to use the design depicted
below. Offices can offer this cancellation through mail-back
service for 30 days.

As a reminder, the Postal Service must endeavor to
make all unusual postmarking services widely known to
collectors through advance publicity to avoid limiting the
availability of these postmarks. Therefore, all pictorial can-
cellations must be reported to Stamp Services before local
events. Please use the announcement form on pageo
report your use of the cancellation.

Guidelines for Finalizing Heroes of 2001 Station
Pictorial Cancellation Art

To finalize the Heroes of 2001 Station pictorial cancella-
tion art (see below), insert the date and the city, state, and
ZIP Code of the physical location of your event within the
postmark circle. Overall dimensions of the pictorial can-
cellation must not exceed 4 inches horizontally by 2 inches
vertically. Collectors prefer the dimensions 3 1/2 inches by
1inch.
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Company

Contact

Address

City, State, ZIP Code

Telephone

Fax

Financial Innovations*

Mark Weiner

1 Weingeroff Boulevard

Cranston, R1 02910

401-467-3178

401-467-3570

Ipromoteu.com

Pat Caccamo

8 Strathmore Road

Natick, MA 01760

877-470-1436

905-542-9454

Jonathan Grey and
Assoc.

Mario Rodriguez,
Michelle Hagerty

920 Calle Negocio, Suite B

San Clemente, CA 92673

949-498-2515

949-298-2830

March Co.

Doug March

3815 Academy Parkway,
N/NE

Albuquerque, NM
87109-4408

505-345-2521

505-345-0407

Sonoma Pins

Bernard Friedman

677 First Street W

Sonoma, CA 95467-7003

707-996-9956

707-996-9957

Winco Andy Boston, 9019 Oso Avenue, Suite F Chatsworth, CA 01311-4117 | 818-718-1191 818-700-9778
Bryan Fougner
US Allegiance Steve Crawford, 63007 Layton Avenue Bend, OR 97701-3735 541-330-6282 541-330-6268

Jennifer Houston

* Agreement not yet fully executed.

Licensing: Heroes of 2001 Pins for Sale

Use of the Heroes of 2001 stamp image remains highly
restricted. The Postal Service has now been granted the
right to use the image on pins for Postal premiums.

The pins are not for resale.

You can order the pins using authorized Postal Service
purchase methods from the following list of official licen-
sees. If you have any questions on pricing, quantity, and so
forth, please directly contact the companies listed at the top
of this page.

If you have any questions on how to obtain other offic-
ially licensed Postal Service products, please contact
Tiffani St.Cloud at 202-268-8116 or send an e-mail to
licensing@usps.com.

Questions and Answers

How many Heroes of 2001 stamps will be printed?

The Postal Service will print 205 million self-adhesive
Heroes of 2001 stamps.

How is this stamp different from other postage stamps?

The Heroes of 2001 stamp, also referred to as a “semi-
postal,” is the second U.S. stamp in history to have its net
proceeds above postage (and the Postal Service’s reason-
able costs) earmarked for a specified cause. The first semi-
postal was issued as a result of legislation enacted in 1997
to benefit breast cancer research.

Why is a semipostal stamp being issued to provide
assistance for families of emergency relief personnel killed
or permanently disabled in connection with terrorist
attacks of September 11, 2001?

Public Law #107-67 directs the Postal Service to issue
the stamp. The legislation instructs the Postal Service to
transfer the funds available from the sale of the semipostal
to FEMA.

How much does the Heroes of 2001 stamp cost?

The price of the Heroes of 2001 stamp is 45 cents and is
valid for postage in the amount of the First-Class Malil
single-piece, first-ounce letter rate in effect at the time of
purchase, which is currently 34 cents. The difference be-
tween the price of the stamp and the First-Class Mail post-
age rate (minus Postal Service costs) will be transferred to
FEMA.

Who receives the money?

Funds will be transferred to FEMA to provide assistance
to the families of emergency relief personnel killed or per-
manently disabled in the line of duty in connection with the
terrorist attacks of September 11, 2001.

Who designed the Heroes of 2001 Stamp?

The art director is Derry Noyes. The photograph is by
Thomas E. Franklin of the Bergen Record newspaper.

Has the Postal Service issued other stamps to promote
social or health-related causes?

Yes. For six decades, the Postal Service has issued new
stamps to help raise awareness of a variety of health and
social issues including prostate cancer awareness, organ
and tissue donation, hospice care, drug abuse, AIDS
awareness, and environmental conservation. However,
none of those were semipostal stamps.

Where will the stamp be available for sale?

The Heroes of 2001 stamp may be purchased at Post
Offices, in vending machines in postal and non-postal loca-
tions, by calling toll-free 800-STAMP-24, and by accessing
the Postal Service Web site at www.usps.com.

When does the stamp go off sale?

The stamp may remain on sale no later than December
31, 2004.
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Service Talk

The Postal Service, through its commemorative stamp
program, has a long history of promoting awareness about
a multitude of social causes that affect people throughout
the United States and around the world.

On July 29, 1998, we issued our nation’s first semipostal
stamp, the Breast Cancer Research stamp, which is sched-
uled to be sold through December 31, 2003.

The Heroes of 2001 stamp was developed to provide
assistance for families of emergency relief personnel killed
or permanently disabled in the line of duty in connection
with the terrorist attacks of September 11, 2001. We recom-
mend that you bring these stamps to your customers’ atten-
tion and ask them to consider purchasing the Heroes of
2001 stamp to use on their mailings.

To review, here’s how sales must be handled:

m The Postal Service must track the exact number of
stamps sold. The Heroes of 2001 stamp must be sold
for 45 cents under AIC 087. The Breast Cancer Re-
search stamp will continue to be reported in its sepa-
rate AIC number.

m The stamp is valid for postage equal to the First-
Class Mall first-ounce letter rate in effect at the time
of purchase. Customers may have to be reminded
that the stamp is good for 34 cents postage, not 45
cents. The difference consists of a tax-deductible
contribution.

m Every Post Office must have Heroes of 2001 stamps
available for sale. Each person responsible for order-
ing and maintaining stamp stock must make certain
their office has adequate supplies of these stamps.

m If your customers indicate they want this stamp but
do not want to pay the purchase price (45 cents),
please remind them that the Postal Service must, by
law, collect the extra amount above postage. Use of
semipostal stamps is voluntary. Offer your customer
an alternative stamp to purchase if they elect not to
make a contribution.

m  Advise customers interested in donating without buy-
ing the stamp that they can do so through local or na-
tional charitable organizations.

m Give all customers a receipt. For retail offices that
cannot provide the customer with a POS ONE or IRT
receipt, use PS Form 1096, Receipt (see page.

m This self-adhesive stamp can be sold individually
over the counter. Each pane has been specifically
die-cut for that purpose.

m Vending Packets: Effective May 29, 2002, the
Heroes of 2001 stamp vending packet, Item 367400,
will be released for sale, will be priced at $4.50, and
will be sold from vend “D3” (168 vends) in all multi-
commodity machines in service, specifically the
PCM-1625A and PCM-1625B. This stamp will
remain on sale through December 31, 2004. Product
identifiers have been created and can be
downloaded from the Self Service web site at
http://retail.usps.gov/html/programs/selfservice.html.
Each packet will contain 10 Heroes of 2001 semi-
postal stamps, one PS Form 1096, and one sheet of
instructions for completing PS Form 1096.

Thank you for your help in promoting the Heroes of 2001
stamp with our customers.

Retail Information — Postal Store

The Heroes of 2001 stamp, as well as future Breast
Cancer Research semipostal stamps, will be packaged for
postal stores on a new specific “semipostal” backer card. A
receipt form will be printed directly on the backer card with
instructions on how to correctly compute the tax-deductible
portion of this purchase. An automatic distribution of the
Heroes of 2001 stamp will be made to the postal stores as
well as to the stamp distribution offices (SDOs). This stamp
will be available for reorder from Minnesota Diversified In-
dustries (MDI) by the SDOs and the Albuquerque postal
stores. Distribution of this stamp will not be made to SDOs
until first day of issue date is announced.

Taxpayers who purchase a Heroes of 2001 semipostal
stamp from the Postal Service are entitled to treat as a
charitable contribution the difference between the price of
the Heroes of 2001 stamp, and the price of regular First-
Class Mail postage. All sales of the Heroes of 2001 stamp
must be tracked under AIC 087.

Cash Receipts: Postage and Fees Refunds for
Semipostal Stamps

Customers may exchange or convert semipostal stamps
for their postage value (i.e., the price of the stamps less the
contribution amount) to the extent that exchange or conver-
sion of postage stamps is permitted under Domestic Mail
Manual P014, Refunds and Exchanges. The postage the
customer exchanges or converts is equal to the First-Class
Mail single-piece rate in effect at the time of exchange.
However, if the customer provides a receipt showing the
date of purchase, the postage exchanged or converted is
equal to the First-Class Mail single-piece rate in effect at
the time of purchase. The contribution amount is not
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refundable and is not included in the exchange or conver-
sion value.

POS

All sales of the Heroes of 2001 semipostal stamp must
be tracked under AIC 087.

Vending Packets

Effective June 7, 2002, the Heroes of 2001 stamp vend-
ing packet, ltem 367400, will be priced at $4.50 and will be
sold from vend D3 (168 vends) in all multi-commodity
machines in service, specifically the PCM-1625A and
PCM-1625B. Product identifiers have been created and
can be downloaded from the Self Service web site at
http://retail.usps.gov/html/programs/selfservice.html. Each
packet will contain 10 Heroes of 2001 semipostal stamps,
one PS Form 1096, Receipt, and one sheet of instructions
for completing PS Form 1096.

Letter From Department of the Treasury

The letter on page is from the Internal Revenue Ser-
vice. It explains that the difference between the price of the
Heroes of 2001 semipostal stamp and the price of regular
First-Class Mail postage will be treated as a tax-deductible
charitable contribution.

Advertising Plan

In order to maximize awareness of the Heroes of 2001
stamp, the Postal Service has developed an advertising
and promotional plan to support the issuance of this stamp.
This plan uses national, local, and retail initiatives to create
awareness and to generate sales of the stamp.

National advertising initiatives include placing print ads
in Parade, USA Weekend, and USA Today. Other initiatives
include placing local print ads in The New York Times, The
Washington Post, Smithsonian Museum Guide, The Hill,
Roll Call, CQ Weekly, Federal Times, and Stars and
Stripes. All of the elements will include the stamp design,
description of the program, and a call to action for consum-
ers to purchase the Heroes of 2001 stamp at their local
Post Office or by calling 800-STAMP-24.

Retail

Post Offices will receive the following in-store messag-
ing components to support the issuance of the Heroes of
2001 semipostal stamp in early June. They are a lobby
poster and a counter easel with take-one brochure.

The poster, counter easel, and take-one brochures will
be shipped directly to Post Offices along with specific
placement instructions.
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UNITED STATES _ .
POSTAL SERVICE. self-adhesive
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or also available in Postal stamp vending machines.

DID YOUKNOW

a portion ofthe purchase price for a semipostal stamp is tax deductible? Details are inside.

The difference between the purchase price of this product and the
First-Class first-ounce rate at the time of purchase is tax-deductible.

Use this form at tax time.
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Figuring the tax-deductible portion of this purchase is easy.

Total amount of semipostal stamp
purchase (e.g., 20 stamps @ $ purchase
price)

Total First-Class rate at the time of y i X . i e
Fragat Cieer Eegne Wicom et | lamgs
purchase multiplied by the number of AN = .F 3 i =

stamps purchased (e.g., 20 stamps x .C AR Y *
$ First-Class rate). This is the “fair market s — a in e
value*” of the stamps.

e el T Mk s
Total purchase amount (A) minus “fair f_-'w'.";'_-ﬁ!dy s mﬂl"r i AL

market value” (B) = Tax Deductible

*The fair market value of the postage portion of a semipostal stamp is the First-Class first-ounce
rate at the time of purchase.
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DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, D.C. 20224

CHIEF COUNBEL DEC 21 2004

David Failor

Acting Manager, Stamp Services
United States Postal Service

475 UEnfant Plaza, SW, Room 5670
Washington, DC 20260-2435

Dear Mr. Failor:

Commissioner Rossotti has asked me to respend to your inquiry regarding the ’
deductibility of amounts paid for postage stamps issued pursuant to the 9/11 Heroes
Stamp Act of 2001, Pub. L. No. 107-67, § 652, 111 Stat. 514 (2001).

In order to afford the public a direct and targible way to provide assistance {o the
families of emergency relief personnel killed or permanentiy disabled in the line of duty
in connection with the terrorist attacks against the United States on September 11,
2001, the 9/11 Heroes Stamp Act directs the United States Postal Service to issue
special first-class postage stamps (Heroes stamps), to be sold for an amount at least 15
percent greater than the regular rate of first-class postage. The excess is to be
transferred to the Federal Emergency Management Agency (FEMA).

When a taxpayer, with the intention of making a gift, purchases an item of value from a
qualified charity, the excess of the payment over the value received is a charitable
contribution. Accordingly, taxpayers who purchase a Heroes stamp from the United
States Postal Service are entitled to treat as a charitable contribution the difference
between the price of the Heroes stamp, and the price of regular first-class postage.

If you have any further questions, please contact Sean Dwyer at (202) 622-5020.

Sincerely,

W&XM\)

KIMBERLY L. KOCH
Acting Chief, Branch 1
Associate Chief Counsel
{Income Tax & Accounting)
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B rosac sevvice POSTAL NEW/S

FOR IMMEDIATE RELEASE Contact: [INSERT YOUR NAME]
[INSERT DATE] [INSERT YOUR PHONE NUMBER]
Internet: www.usps.com

MEDIA ADVISORY/PHOTO OPPORTUNITY

[CITY NAME] Post Office Invites Community to Honor the Heroes of 2001

WHAT: To provide assistance to the families of the emergency relief personnel killed or
permanently disabled in the line of duty in connection with the September 11,
2001, terrorist attacks, the U.S. Postal Service is challenging its employees and
local citizens to use the Heroes of 2001 postage stamp on their cards and
letters. [BRIEFLY DESCRIBE EVENT ACTIVITIES]

WHO: [LIST NOTABLE EVENT PARTICIPANTS, PERFORMERS, ETC.]

WHEN: [LIST DATE AND TIME]

WHERE: [LIST EXACT STREET LOCATION]

DETAILS: The Heroes of 2001 is the second semipostal stamp issued by the U.S. Postal

Service. This new stamp will be issued nationwide on June 7, 2002, and will be
on sale no later than December 31, 2004. Funds raised from the sale of the
Heroes of 2001 semipostal stamp (net of the Postal Service’s reasonable costs)
will be transferred to the Federal Emergency Management Agency to provide
assistance to the families of the emergency relief personnel killed or permanent-
ly disabled in the line of duty in connection with the September 11, 2001, terror-
ist attacks.

CONTACTS: [LIST NAMES AND TELEPHONE NUMBERS OF POSTMASTER AND/OR
AREA PUBLIC AFFAIRS AND COMMUNICATIONS MANAGER]

HHH
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~ UNITED STATES S
Bd PosmaL service POSTAL NEW:.
FOR IMMEDIATE RELEASE Contact: [INSERT YOUR NAME]

[INSERT DATE] [INSERT YOUR PHONE NUMBER]
Internet: www.usps.com

[CITY NAME] Post Office Invites Community to Honor Local Heroes;

Postal Service Issues Heroes of 2001 Fundraising Stamp

[CITY AND STATE] — As a result of recently enacted legislation, the [NAME] Post Office has
joined a nationwide campaign to provide assistance to the families of the emergency services per-
sonnel killed or permanently disabled in the line of duty in the September 11, 2001, terrorist attacks.
Employees of the Post Office are encouraging the use of the Heroes of 2001 semipostal stamp.

The Heroes of 2001 semipostal stamp is the second in U.S. history to have its net proceeds
above postage (and the Postal Service’s reasonable costs) earmarked for specified purposes.

“The self-adhesive Heroes of 2001 semipostal stamp is now available,” said Postmaster [FIRST
AND LAST NAME]. “The Postal Service has a proud tradition of issuing stamps to help raise aware-
ness of social issues. This stamp continues our active role in helping members of affected communi-
ties. We encourage everyone to purchase and use the stamp on your cards and letters.”

[INSERT ONE PARAGRAPH DESCRIBING THE STAMP EVENT THAT TOOK PLACE OR WILL
TAKE PLACE AT YOUR LOCAL POST OFFICE OR OTHER LOCATION]

The 45-cent, self-adhesive Heroes of 2001 semipostal stamp is valid for postage at the current
First-Class Mail, first-ounce letter rate in effect at the time of purchase (currently 34 cents), with the
differential (less the Postal Service’s reasonable costs) going to the Federal Emergency Manage-
ment Agency to provide assistance to the families of emergency relief personnel killed or perma-
nently disabled in the line of duty in connection with the September 11th terrorist attacks. The
11-cent differential consists of a tax-deductible contribution.

The Breast Cancer Research semipostal stamp is the first stamp in U.S. history to have its net
proceeds earmarked for a specific cause. To date more than $25 million has been raised for breast
cancer research.

Both the Heroes of 2001 stamp and Breast Cancer Research stamp are available for purchase at
Post Offices across the country, by toll-free telephone orders at 800-STAMP-24, and by online
orders at the Postal Store at www.usps.com.

HHH
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EARL C ARTIS JR
MANAGER PUBLIC AFFAIRS AND COMMUNICATIONS
SOUTHEAST AREA US POSTAL SERVICE

Area Public Affairs and Communications
Managers

RALPH STEWART

MANAGER PUBLIC AFFAIRS AND COMMUNICATIONS
EASTERN AREA US POSTAL SERVICE

615 CHESTNUT ST 15TH FLOOR

PO BOX 40593

PHILADELPHIA PA 19197-0593

215-931-5054

225 NORTH HUMPHREY BLVD
MEMPHIS TN 38166-0832

901-747-7544

Government Relations Managers and

Representatives

Telephone

‘Iz/IIXN'\;/AI\%UEﬁ PUBLIC AFFAIRS AND COMMUNICATIONS State Contact Number
GREAT LAKES AREA US POSTAL SERVICE i:zgsza Ezg::;efc:w:rez ;8;_;22_%33
244 KNOLLWOOD DR 4TH FLOOR

BLOOMINGDALE IL 60117-2208 American Samoa Jennifer Alvarez 202-268-7839
630-539-6565 Arizona Renee Gadson 202-268-7217
DIANE TODD Arkansas Faith Beamon 202-268-3745
MANAGER PUBLIC AFFAIRS AND COMMUNICATIONS California Bill Weagley 202-268-3745
NY METRO AREA US POSTAL SERVICE Connecticut Jo Waterman 202-268-6748
421 EIGHTH AVE RM 5114 Colorado Renee Gadson 202-268-7217
NEW YORK, NY 10199-9681 Delaware Jo Waterman 202-268-6748

212-330-3167

District of Columbia

Rebecca Sumner

202-268-3755

DAVID MAZER FIoridg Lgurie Solnik 202-268-3743
MANAGER PUBLIC AFFAIRS AND COMMUNICATIONS Georgia Jim Quirk 202-268-8468
PACIFIC AREA US POSTAL SERVICE Guam Jennifer Alvarez 202-268-7839
7001 S CENTRAL AVE ROOM 364A Hawaii Jennifer Alvarez 202-268-7839
LOS ANGELES CA 90052-9641 Idaho Jennifer Alvarez 202-268-7839
323-586-1212 lllinois Cynthia Puryear 202-268-3750
DEBRA HAWKINS Indiana Rebecca Sumner 202-268-3755
MANAGER, PUBLIC AFFAIRS AND COMMUNICATIONS lowa Sheila Meyers 202-268-7505
NORTHEAST AREA US POSTAL SERVICE Kansas Renee Gadson 202-268-7217
6 GRIFFIN RD N Kentucky Pat Irons 202-268-3744
‘é‘gc’;‘_'ggg% 6%T 06006-9876 Louisiana Faith Beamon 202-268-3754

Maine Kathy Sitterle 202-268-6027
HELEN SKILLMAN AND DEBORAH YACKLEY Maryland Rebecca Sumner 202-268-3755
PUBLIC AFFAIRS AND COMMUNICATIONS Massachusetts Jo Waterman 202-268-6748
CAPITOL METRO US POSTAL SERVICE Michigan Cynthia Puryear 202-268-3750
ggf&;g;ﬁg A&éﬁ_’}g 1';KWY STE 308 Minnesota Sheila Meyers 202-268-7505
202-268-3053 Mississippi Laurie Solnik 202-268-3743

Missouri Sheila Meyers 202-268-7505
SCOTT BUDNY Montana Jennifer Alvarez 202-268-7839
MANAGER PUBLIC AFFAIRS AND COMMUNICATIONS Nebraska Sheila Meyers 202-268-7505
%ﬁggﬁ%ﬁ? %I-:}A5$E 1P(())7$5TAL SERVICE Nevada ‘ Jennifer Alvarez 202-268-7839
DENVER CO 80299-7500 New Hampshlre Jo Waterman 202-268-6748
303-313-5125 New Jersey Jo Waterman 202-268-6748
DAN DE MIGLIO New Mexico Renee Gadson 202-268-7217

New York Kathy Sitterle 202-268-6027
MANAGER PUBLIC AFFAIRS AND COMMUNICATIONS North Carolina Jim Quirk 202-265-8468

PACIFIC AREA US POSTAL SERVICE
390 MAIN STREET STE 200

SAN FRANCISCO CA 94105-8000
415-536-6490

CESTA AYERS JR.

(A) MANAGER PUBLIC AFFAIRS AND COMMUNICATIONS
SOUTHWEST AREA US POSTAL SERVICE

7800 N STEMMONS FREEWAY

DALLAS TX 75247-4220

214-819-8748

North Dakota Sheila Meyers 202-268-7505

Ohio Pat Irons 202-268-3744
Oklahoma Faith Beamon 202-268-3754
Oregon Jennifer Alvarez 202-268-7839
Pennsylvania Rebecca Sumner 202-268-3755
Puerto Rico Kathy Sitterle 202-268-6027
Rhode Island Jo Waterman 202-268-6748
South Carolina Jim Quirk 202-268-8468
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Telephone

State Contact Number

South Dakota Sheila Meyers 202-268-7505
Tennessee Jim Quirk 202-268-8468
Texas Faith Beamon 202-268-3754
Utah Renee Gadson 202-268-7217
Vermont Kathy Sitterle 202-268-6027
Virgin Islands Kathy Sitterle 202-268-6027
Virginia Pat Irons 202-268-3744
Washington Jennifer Alvarez 202-268-7839
West Virginia Pat Irons 202-268-3744
Wisconsin Cynthia Puryear 202-268-3750
Wyoming Renee Gadson 202-268-7217

— Community Relations,
Public Affairs and Communications, 5-16-02
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“Honey why didn’t you look before
pulling out Entn the intersection?”
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UNITED STATES
P POSTAL SERVICE.

Pictorial Cancellation Ahnouncement

Complete this announcement and
forward it to the following address:

PICTORIAL CANCELLATIONS PROGRAM MANAGER
STAMP SERVICES

US POSTAL SERVICE
475 L'ENFANT PLZ SW RM 4474-EB Insert pictorial cancellation Copy here
WASHINGTON DC 20260-2437 (Camera ready or reproducible)

No larger than 4" horizontal x 2" vertical
(the dimensions of this box)

Postal Service Contact
(name, address, phone)

Station Date(s)

Sponsor

Station Name

Complete Street Address
or PO Box Number

City/State/ZIP+4

Mail Cancellation Requests to:

Station Name

Addressee Name
(usually “Postmaster”)

Complete Street Address
or PO Box 9998

City/State/ZIP+4

CUT ALONG DOTTED LINE

Pictorial Canceliation Announcement Form, January 2000

3.
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Administrative Services

ASM REVISION

Photo Identification Requirements

Effective May 16, 2002, Administrative Support Manual
(ASM) 13, sections 277.1 and 277.233 are revised. We re-
vised the sections to require that every postal employee;
postal contractor; and temporary employee, including casu-
al employees, have a PS Form 4098-F, Employee ldentifi-
cation (face), or an equivalent photo identification card.
Districts must comply with this requirement by the begin-
ning of fiscal year 2003. Also, Postal Service managers
must ensure that no part of the employee’s social security
number is displayed on the employee’s photo identification
card. This requirement applies to all employee photo identi-
fication cards issued after May 31, 2002.

We will incorporate this revision into the printed version
of ASM 14 and into an incremental update of the online
ASM 13, which is accessible through the Postal Service
PolicyNet page on the intranet at http://blue.usps.gov/cpim;
click on Manuals.

Administrative Support Manual (ASM)

* * * * *
2 Audits and Investigations

* * * * *
27 Security

* * * * *
277 Identification Security

* * * * *

277.1 Purpose
[Revise section 277.1 to read as follows:]

Identification is issued for security control of access to post-
al premises and operations and to identify individuals as
Postal Service employees. Every postal employee; postal
contractor; and temporary employee, including casual em-
ployees, must have photo identification. Postal Service
managers must ensure that no employee photo identifica-
tion (i.e., photo identification) card displays any part of the
employee’s social security number. The Postal Inspection
Service provides guidelines for all Postal Service identifica-
tion programs.

277.2 Types of Accredited Identification

* * * * *

277.23 Field Only

* * * * *

[Revise the heading and text of section 277.233 to read as
follows:]

277.233 Form 4098-F and Employee Identification

The responsible district manager issues Form 4098-F,
Employee Identification (face), or an equivalent photo iden-
tification card, to every postal employee; postal contractor;
and temporary employee, including casual employees. All
employees must wear and visibly display Form 4098-F or
an equivalent photo identification card while officially
employed and on duty (see section 277.3). All cards must
include, at a minimum, the name of the employee, the facili-
ty to which they are assigned, and a photo of the employee.
Each district manager is responsible for Form 4098-F or
equivalent photo identification cards. Form 4098-F and
equivalent photo identification cards provide visible identifi-
cation of employees while on the workroom floor and serv-
ing customers outside of postal facilities. While on duty
away from the facilities servicing customers, each em-
ployee must wear and display Form 4098-F or an equiva-
lent photo identification card.

* * * * *

— Security Group,
Postal Inspection Service, 5-16-02
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HANDBOOK REVISION/ORDERING INSTRUCTIONS

Handbook AS-805, Information Security

Handbook AS-805 has been revised and retitled and
is now available from the Material Distribution Center
(MDC) and the Postal Service PolicyNet page at
http://blue.usps.gov/cpim; click on HBKs.

The April 1994 edition of Handbook AS-805 was titled
Information Systems Security. The March 2002 edition of
Handbook AS-805 obsoletes Handbook AS-818, Local
Area Network and Personal Computer Security; Mi
AS-830-92-11, Electronic Messaging System Policy; Ml
AS-840-95-12, Employee Access to the Internet; Ml
AS-850-97-3, Security Certification and Accreditation of
Sensitive Applications and Systems; and Ml AS-870-90-7,
Computer Virus Guidelines. Please recycle all copies of
these documents, as well as the April 1994 edition of Hand-
book AS-805.

The Postal Service relies extensively on computerized
systems and electronic data to support its mission. The
security of these systems and data is essential to avoid dis-
ruptions in critical operations, data tampering, fraud, and in-
appropriate disclosure of sensitive information. The revised
Handbook AS-805 addresses the technologies that support
the Postal Service and reflects industry and government
prudent practices.

The policies in Handbook AS-805 apply to all Postal
Service personnel, which includes employees, contractors,
vendors, business partners, and any other authorized
users of Postal Service information resources. The policies
cover all information systems, applications, products, ser-
vices networks, computer-controlled mail processing and
mail handling equipment, and resources sponsored by,
operated on behalf of, or developed for the Postal Service.

Employees may order copies of Handbook AS-805 in
the following ways:

m Touch tone order entry: Call 800-332-0317, select
option 1, then option 2.

® E-mail: Complete PS Form 7380, MDC Supply Reg-
uisition (either manually or by F3Fill) and send it as
an attachment to the e-mail address MDC Customer
Service.

® Mail: Mail a completed PS Form 7380 to the MDC at
the following address:
SUPPLY REQUISITIONS
MATERIAL DISTRIBUTION CENTER
500 SW GARY ORMSBY DR
TOPEKA KS 66624-9702
The relevant ordering information for Handbook AS-805
is as follows:

PSN: 7610-03-000-9136
PSIN: HBKAS805

Unit of Issue: EA

Price: $4.67

Edition Date: March 2002

Quick Pick Number: N/A

— Corporate Information Security Office,
Information Technology, 5-16-02
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Child Alert Program

May 2002

Have You Seen Any of These Missing Children?

Please participate in the NALC/USPS Child Alert Program. Tear out this page and carry it
with you. If you have information on any of these missing persons, tell your postal supervisor.

Qee

Joshua Aberant Benjamin Adams Amy Conteh

Born: 5-18-85 Born: 8-23-86 Born: 12-15-85

Date Missing: 3-18-02 Date Missing: 2-5-02 Date Missing: 12-15-01

Missing From: Budd Lake, NJ Missing From: Greenville, SC Missing From: Silver Spring,
MD

Aleah Coultas Katie Hinton Scott Maynard

Born: 10-16-98 Born: 11-15-85 Born: 12-14-93

Date Missing: 2-1-02 Date Missing: 3-3-02 Date Missing: 11-26-01
Missing From: Springfield, IL Missing From: Atlanta, GA Missing From: Greensboro, NC

Please call the National Center for Missing and Exploited Children
Hot Line 1-800-843-5678
TDD 1-800-826-7653

CUT ALONG DOTTED LINE

ogL
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Missing Children Poster Display Instructions

Please display this poster prominently on bulletin boards in retail lobbies of main Post Offices,
classified stations, and branches. Operators of contract postal units may display this poster at
their option.

Companion posters, authorized for display on bulletin boards maintained by employee
organizations, appear periodically in The Postal Record, a publication for members of the National
Association of Letter Carriers.

This poster is published in cooperation with the National Center for Missing and Exploited
Children, the United States Department of Justice, and the National Association of Letter Carriers.
Information appearing on this poster is selected solely by NCMEC.

In addition to Postal Bulletin updates, NCMEC distributes information via broadcast fax.
Noatification of newly reported missing children is sent to designated district “Missing Children”
coordinators at fax numbers provided by district managers. Within 24 hours of receipt of a
facsimile Missing Children poster, district coordinators should distribute copies to all postal
facilities in their districts. Missing Children posters are to be displayed for 30 days in Post Office
lobbies, workroom floor areas, and other postal facilities, unless notification is received (from
NCMEC) to remove a particular poster sooner. The broadcast fax network is used to distribute
posters and information in only the most urgent cases of missing and exploited children. This
system supplements, but does not replace, the missing children information in this Postal Bulletin.

Missing Children posters are available to the U.S. Postal Service only as described above. If
postal employees are contacted by individuals or local agencies about displaying a sign or poster
of a missing child in local Post Offices, the individual or agency should be politely informed that
the U.S. Postal Service displays only those posters provided by NCMEC, because it has been
designated by the U.S. Department of Justice to be the national clearinghouse and resource
center for missing and exploited children. The individual or agency should then be referred to
NCMEC at 1-800-843-5678.




POSTAL BULLETIN 22076 (5-16-02) 23

May 2002

Have You Seen Any of These Missing Children?

Please patrticipate in the NALC/USPS Child Alert Program. Tear out this page and carry it
with you. If you have information on any of these missing persons, tell your postal supervisor.

Brittany McAllister Alexandra Ortiz Barbara Stevens

Born: 3-8-87 Born: 1-18-94 Born: 11-13-86

Date Missing: 3-1-02 Date Missing: 12-7-01 Date Missing: 3-26-02
Missing From: Las Vegas, NV Missing From: Miami, FL Missing From: Hartford, CT

Please call the National Center for Missing and Exploited Children
Hot Line 1-800-843-5678
TDD 1-800-826-7653

CUT ALONG DOTTED LINE
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Missing Children Poster Display Instructions

Please display this poster prominently on bulletin boards in retail lobbies of main Post Offices,
classified stations, and branches. Operators of contract postal units may display this poster at
their option.

Companion posters, authorized for display on bulletin boards maintained by employee
organizations, appear periodically in The Postal Record, a publication for members of the National
Association of Letter Carriers.

This poster is published in cooperation with the National Center for Missing and Exploited
Children, the United States Department of Justice, and the National Association of Letter Carriers.
Information appearing on this poster is selected solely by NCMEC.

In addition to Postal Bulletin updates, NCMEC distributes information via broadcast fax.
Noatification of newly reported missing children is sent to designated district “Missing Children”
coordinators at fax numbers provided by district managers. Within 24 hours of receipt of a
facsimile Missing Children poster, district coordinators should distribute copies to all postal
facilities in their districts. Missing Children posters are to be displayed for 30 days in Post Office
lobbies, workroom floor areas, and other postal facilities, unless notification is received (from
NCMEC) to remove a particular poster sooner. The broadcast fax network is used to distribute
posters and information in only the most urgent cases of missing and exploited children. This
system supplements, but does not replace, the missing children information in this Postal Bulletin.

Missing Children posters are available to the U.S. Postal Service only as described above. If
postal employees are contacted by individuals or local agencies about displaying a sign or poster
of a missing child in local Post Offices, the individual or agency should be politely informed that
the U.S. Postal Service displays only those posters provided by NCMEC, because it has been
designated by the U.S. Department of Justice to be the national clearinghouse and resource
center for missing and exploited children. The individual or agency should then be referred to
NCMEC at 1-800-843-5678.
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Customer Relations

Mail Alert

The mailings below will be deposited in the near future.
Offices should honor the requested home delivery dates.
Mailers wishing to participate in these alerts, for mailings of
1 million pieces or more, should contact Business Service
Network Integration at 703-292-3867 at least 1 month pre-
ceding the requested delivery dates. The Postal Service

also offers electronic Mail Alerts via ADVANCE. For more
information, see the ADVANCE Notification & Tracking
System  Technical Guide on the Internet at
http:/mww.ribbs.usps.gov/files/advance/ADVTECH.PDF or
contact the National Customer Support Center at
800-458-3181.

Class and |Requested Number
Type of Delivery of Pieces

Title of Mailing Mail Dates |(Millions) | Distribution |Presort Level Comments

JC Penney Memorial Day Standard/ |5/18-5/21 |18.0 National Car-Rt Harte-Hanks

(Credit Card Customer) Flat

Decision Magazine Standard/ |5/27-6/1 11 National Car-Rt, Barcode, | Minneapolis, MN
Flat 3/5 Digit, Basic

JCP Saturday Sale Preview Standard/ |5/28-5/30 |17.4 National Car-Rt Harte-Hanks
Flat

Sportsman’s Guide Standard/ |5/28-5/31 |1.4 National 3/5 Digit, Car-Rt | Quad Graphics, Martinsburg
Catalog

JCP Summer Blow-out Catalog Standard/ |5/29-5/31 | 10.5 National Car-Rt Harte-Hanks
Postcard

Sally Beauty Supply Standard/ |5/29-5/31 |1.1 National 3/5 Digit, Car-Rt, | Time sensitive
Letter 5% residual

— Business Service Network Integration, Service and Market Development, 5-16-02

ALL OFFIces WITH CiTy MoToRIzED, RURAL, AND HIGHWAY CONTRACT Box DELIVERY ROUTES

Mailbox Improvement Week, May 20-25

Each year, the Postal Service designates the third full
week of May to encourage customers on city motorized, ru-
ral, or highway contract box delivery routes to examine and,
where necessary, improve the appearance of their mail-
boxes. Neat, attractive mailboxes make a significant con-
tribution to the appearance of the countryside and to streets
in suburban areas. Mailbox Improvement Week, May
20-25, calls attention to the need for providing mailboxes
that are:

1. Approved by the Postmaster General.
Designed to protect the mail from weather.
Safe to use.

Conveniently located.

ok~ w D

Neat in appearance.

Mailboxes that meet these five important requirements
help delivery and collection operations and improve service
to the entire route. There are two approved styles of curb-
side mailboxes: (1) traditional design, in three standard

sizes (see Exhibit A on page; and (2) contemporary
design, also in three sizes (see Exhibit B on page[26].
USPS Std 7 governs the design and specifications of curb-
side mailboxes and includes provisions for improved quality
of the product and a new category, locked mailboxes.

Notice 209

Postmasters should send Notice 209, Mailbox Improve-
ment Week, to all rural and highway contract box delivery
route customers the week before Mailbox Improvement
Week to alert them of the event. Notice 209 can be requisi-
tioned from the Material Distribution Center (MDC) as
follows:

m Touch Tone Order Entry:
choose option 1, then option 2.

® E-mail: Complete PS Form 7380, MDC Supply
Requisition (manually or by F3 Fill), and send it as an
attachment to the e-mail address MDC Customer
Service.

Call 800-332-0317,
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® Mail: Mail a completed PS Form 7380 to the follow-
ing address: Exhibit A
SUPPLY REQUISITIONS
500 SW GARY ORMSBY DR
TOPEKA KS 66624-9702
The relevant ordering information for Notice 209 is as
follows:

PSN: 7610-03-000-9145
PSIN: NOT209

Unit of Issue: EA

Quick Pick #: 496

Bulk Pack Quantity: N/A

Price: $.0242

Edition Date: November 2000

City Motorized, Rural, and Highway Contract Box
Delivery Routes Exhibit B

Customers must use only approved traditional or con-
temporary curbside mailboxes for new installations or re-
placements. However, a customer may use a custom-built
curbside mailbox if the local postmaster gives prior approv-
al and the mailbox conforms generally to the same require-
ments as approved manufactured curbside mailboxes
relative to the flag, size, strength, and quality of construc-
tion. Carriers on motorized city routes may continue to
serve mailboxes that are designed primarily for use by cus-
tomers receiving door delivery and that have been erected
and served under previous regulations (see Exhibit C on
this| page)| However, carriers should advise customers that
they may use only approved curbside mailboxes when re-
placing these types of mailboxes. A list of approved
manufacturers of traditional curbside mailboxes appears on
pages 27-28.

For motorized city routes, and where the use of street
names and house numbers is authorized on rural and high-
way contract box delivery routes, the mailbox must display
the number on the side of single mailboxes or on the door
of grouped mailboxes. If the mailbox is on a street other
than the one on which the customer resides, the street
name and house number must be on the mailbox. When ru-
ral and highway contract box delivery route customers have
assigned box numbers, the numbers must appear on the
side of single mailboxes or on the doors of grouped mail-
boxes, visible to the approaching carrier. The street num-
ber, box number, and/or any other address information
must be inscribed in contrasting color in neat letters and nu-
merals not less than 1 inch in height. In all instances, plac-
ing the owner’s name on the box is optional.
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Motorized city, rural, and highway contract box delivery
route customers should be encouraged but not required to
group mailboxes whenever practical, especially where
many mailboxes are located at or near crossroads, service
turnouts, or similar locations. Customers should also paint
mailboxes and supports/posts and keep them rust-free. Ad-
vertising on mailboxes and supports/posts is prohibited.

In areas where snow removal is a problem, the Postal
Service suggests using a semi-arch or extended arm-type
support (see Exhibit D), which allows snowplows to sweep
near or under mailboxes without damaging supports and
provides easy access to the mailboxes by carriers and
customers.

Exhibit D

»

Generally, mailboxes are installed at a height of 41-45
inches from the road surface to the bottom of the mailbox or
point of mail entry. Mailboxes are set back 6-8 inches from
the front face of the curb or road edge to the mailbox door.
However, because of varying road and curb conditions and
other factors, the Postal Service recommends that custom-
ers contact the postmaster or carrier before erecting or re-
placing mailboxes and supports.

Location

Customers must place mailboxes on motorized city, ru-
ral, and highway contract box delivery routes so a carrier
can safely and conveniently serve them without leaving his
or her vehicle. The mailboxes must be on the right-hand
side of the road in the carrier’s travel direction in all cases
where traffic conditions make it dangerous for the carrier to
drive to the left to reach the mailboxes, or where doing so
would constitute a violation of traffic laws and regulations
(Postal Operations Manual, POM, 632.6, Apartment House
Receptacles, exempts apartment houses and other multi-
ple dwellings from this rule). On new rural and highway
contract box delivery routes, all mailboxes must be on the
right-hand side of the road in the direction of the route line

of travel. Mailbox placement must conform with state laws
and highway regulations. City motorized, rural, and high-
way contract box delivery route carriers are subject to the
same traffic laws and regulations as other motorists. Cus-
tomers must remove obstructions, including vehicles, trash
cans, and snow, that impede efficient delivery. Except when
a mailbox is temporarily blocked, carriers must have ac-
cess to the mailbox without leaving the vehicle unless au-
thorized to dismount.

Mailbox Supports

The Postal Service does not regulate mailbox supports
in any way except for purposes of carrier safety and deliv-
ery efficiency. Posts and other supports for curbside mail-
boxes are owned and controlled by customers, who are
responsible for ensuring that posts are neat and adequate
in strength and size. Heavy metal posts, concrete posts,
and miscellaneous items of farm equipment, such as milk
cans filled with concrete, are examples of potentially dan-
gerous supports. The ideal support is an assembly that
bends or falls away when struck by a vehicle. Post or
support designs may not represent effigies or caricatures
that disparage or ridicule any person. Customers may at-
tach the box to a fixed or movable arm. POM 632.5, Curb-
side Mailboxes, specifies postal regulations regarding
construction and placement of mailboxes and supports on
motorized city, rural, and highway contract box delivery
routes.

The Federal Highway Administration (FHWA) has deter-
mined that mailbox supports no larger than 4 inches by 4
inches, or a 2-inch diameter standard steel or aluminum
pipe, buried no more than 24 inches, should safely break
away if struck by a vehicle. According to FHWA, the mail-
box must also be securely attached to its post to pre-
vent separation if struck. See Exhibits E (page 33) and F
(page 34) for examples of mailbox mountings and supports
suggested by the FHWA.

The following list of curbside mailboxes approved by the
postmaster general supersedes all previously published
lists of approved manufacturers.

Curbside Mailboxes Approved by the
Postmaster General
USPS-STD-7B

Manufacturers and Models

AMERICAN POSTAL MANUFACTURING CO
500 W OKLAHOMA AVE

MILWAUKEE WI 53207-2649

1812 (contemporary)

ARCHITECTURAL MAILBOXES
2741 PLAZA DEL AMO STE 206
TORRANCE CA 90503

Oasis 5100 (Locking, full-service)
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ARMADILLO ENCLOSURES INC
PO BOX 462199

ESCONDIDO CA 92046-2199
1000F (Locking, full-service)
1000R (Locking, full-service)

DAVIS TOOL INC

215 SW WOOD ST

HILLSBORO OR 97123

1022-X-LIM (Locking, limited service)
1123-X-LIM (Locking, limited service)

FLEXIBLE COMPOSITES CO
2629 MOUNT JORDAN RD
SANDY UT 84092

CMB-01 (Traditional)

FUORISERIE IMPORTS
61 PEARL ST STE 503
BROOKLYN NY 11201
ECCO 3 (Traditional)

FUJI INDUSTRIES CO
1200B MELISSA LN
BENTONVILLE AR 72712
HOU-MB-05 (Traditional)

IMPERIAL MAILBOX SYSTEMS
3901 NORRIS LN

MILLBROOK AL 36054 001-00
001-01 (Contemporary)
001-04 (Contemporary)
001-06 (Contemporary)
001-07 (Contemporary)
001-08 (Contemporary)
001-09 (Contemporary)
002-00 (Contemporary)

JAMESTOWN ADVANCED PRODUCTS INC
2855 GIRTS RD

JAMESTOWN NY 14701 23

49 (Traditional)

54 (Traditional)

56 (Traditional)

JANZER CORP

9 CHELTEN WAY
TRENTON NJ 08638-5000
StoneyBrae (Traditional)

LETTER LOCKER LLC
20594 OTTAWA RD
APPLE VALLEY CA 92308-6253

Supreme Letter Locker (Locking, full-service)
Standard Letter Locker (Locking, full-service)

MAIL SYSTEMS NW INC

12365 SW TOOZE RD

SHERWOOD OR 97140-7205

Belaire 16 (Locking, limited-service)
Belaire 20 (Locking, full-service)
Senator 16 (Locking, full-service)
Senator XL (Locking, full-service)

SECURITY MANUFACTURING

815 S MAIN ST

GRAPEVINE TX 76051
Trailmaster (Locking, full-service)

SOLAR GROUP INC

PO BOX 525

TAYLORSVILLE MS 39168-0525
AR15 (Contemporary)
CENTURY 2000 (Contemporary)
CL-1 (Contemporary)

ES15 Estate (Contemporary)
PL-10 (Traditional)

STEEL CITY CORP

190 N MERIDIAN RD
YOUNGSTOWN OH 44501-1227
LE Brute (Traditional)

IB IronBox (Traditional)

PX Polybox (Traditional)

2D Two Door Brute (Traditional)
T1 (Traditional)

T2 (Traditional)

T3 (Traditional)

STEP2 COMPANY

10010 AURORA HUDSON RD
STREETSBORO OH 44241-0412
5402 (Contemporary)

5452 (Contemporary)

UNEEK PRODUCTS INC

4620 ROYAL LANE

DALLAS TX 75229

PV-300 (Locking, full-service)
PV-400 (Locking, full-service)

VEEDERS MAILBOX INC

10050 MONTGOMERY RD #324
CINCINNATI OH 45242
LGVMB-G (Traditional)
LGVMB-SS (Traditional)
SMVMB-B (Traditional)
SMVMB-SS (Traditional)

Cluster Box Units and All-Weather Parcel
Lockers

During Mailbox Improvement Week, postmasters and
managers or their designees must review all cluster box
units (CBUs), neighborhood delivery and collection box
units (NDCBUS), and outdoor parcel lockers (OPLS) in their
delivery areas to identify any hazards or irregularities, and
they must record the results of the review. PS Form 8143,
Equipment Checklist and Follow-up Review, is the sug-
gested format to use in conducting and recording the
reviews. PS Form 8143 is available only in this Postal Bul-
letin (see Exhibit G on page and must be reproduced
locally. Employees conducting the reviews must complete
PS Form 1624, Delivery/Collection Equipment Work
Request, for any equipment that poses a safety hazard
to postal customers or employees. Requisition PS Form
1624 from the MDC using normal ordering procedures
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(described on pages 25-26). The relevant ordering infor-
mation for PS Form 1624 is as follows:

PSN: 7530-01-000-9392
PSIN: PS1624

Unit of Issue: SE

Quick Pick #: N/A

Bulk Pack Quantity: N/A

Price: $.0411

Edition Date: July 1992

Equipment Review Procedure

Employees must use the CBU and parcel locker equip-
ment checklist and follow-up review procedure when ex-
amining the condition of CBUs, NDCBUSs, and OPLs. You
must:

1. List the 5-digit, USPS-marked Postal ID number of
the unit. This is usually visible on the front or side of
the body or pedestal. If a Postal ID number is not
available, list the unit location, equipment type, and
manufacturer in the left-hand column. If you are able
to access the back of the unit, list the unit’s vendor-
supplied serial number.

2. Assign each checklist item one of the following
ratings:

a. OK — Equipment does not need attention for this
item.

b. X — Equipment needs attention for this item.

c. NA — Item does not apply to this particular piece
of equipment.

3. When examining the equipment, use the instructions
below to complete PS Form 8143:

a. Check equipment. All CBUs, NDCBUSs, and OPLs
should be straight, vertical, and firmly mounted
with the customer compartments facing away
from the street. Visually verify that four bolts/nuts
are firmly in place securing the pedestal to the
concrete pad and also to the CBU, NDCBU, or
OPL. Apply hand pressure to the top edge of the
unit from the front side. While the unit may flex un-
der the load, verify that the pedestal stays firmly
mounted to the concrete and that the unit does not
separate from the pedestal.

b. Check visible welds. Make note of cracked,
broken, or rusted welds. For NDCBUs and OPLs
only, tap the pedestal with a lightweight hammer,
especially along the seams, to check for corrosion
from the inside out or perforated corrosion.

c. For CBUs and NDCBUSs, observe whether the car-
rier access door is locked and secure. Open it and
observe whether it is bowed or warped and wheth-
er the door and locking bar operate smoothly. With

the carrier access door open, check whether re-
straining devices prevent the door from blowing
closed. These devices, which may have to be set
manually, should be serviceable.

d. Ensure that the arrow lock operates smoothly and
that the mounting hardware is tight. For NDCBUs
and OPLs, the cover that protects the arrow lock
from customer tampering must be serviceable and
firmly attached.

e. For OPLs, the cover that protects the arrow lock
from theft must be secured with the proper quanti-
ty of tamper resistant screw.

f. Ensure that all customer access doors are pres-
ent, closed, and locked with no visible damage or
signs of forced entry. Check that customer door
numbers are readable.

g. Ensure that the exterior surface of the unit is free
from rust and graffiti.

h. Examine the unit. Check it for defects or damage
and whether it reflects a proper Postal Service
image.

i. Check whether the unit and/or any protecting
structure appears watertight and in good repair.
Check whether there are any noticeable water-
marks inside the unit or any wet mail.

j- Note any other conditions that require attention.
Also, look for signs of vandalism such as pry
marks on doors and locks.

4. Record the results of the inspection on the checklist.

5. Submit the completed PS Form 1624 for each unit re-
viewed to the maintenance office responsible for
centralized delivery equipment installation and/or re-
pair in the area.

Carriers must note equipment deficiencies and report
them to the postmaster, supervisor, or designee. The post-
master or designee must then submit PS Form 1624 report-
ing the equipment defects. In addition, carriers should
complete PS Form 1767, Report of Hazard, Unsafe Condi-
tion, or Practice, for items that pose an immediate threat to
safety, such as an improperly secured or leaning CBU.
Order PS Form 1767 from the MDC using normal ordering
procedures (described on pages 25-26). The relevant or-
dering information for PS Form 1767 is as follows:

PSN: 7530-01-000-9422
PSIN: PS1767

Unit of Issue: SE

Quick Pick #: 141

Bulk Pack Quantity: N/A

Price: $.0625

Edition Date: December 1982
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The postmaster or supervisor must immediately notify
by telephone the office responsible for repair of reported
hazards. The postmaster or supervisor must follow up to
ensure that the work is satisfactorily completed and docu-
mented. The office responsible for repair should use its lo-
cal buying authority to accomplish the repairs.

In April 2001 national contract for CBUs were awarded
to American Locker Security Systems, Auth-Florence
Manufacturing, and Security Manufacturing. OPLs are
available only through the national contract with American
Locker. All orders for CBUs and OPLs must be placed
against these national contracts and all orders must be
placed through e-Buy.

Cluster Box Units (CBUSs)
USPS-B-1118F, June 1994

AMERICAN LOCKER SECURITY SYSTEMS INC

608 ALLEN ST

JAMESTOWN NY 14701-3966

800-828-9118

716-664-9600

716-483-2822 (fax)

Contract #072368-01-P-0378 — Place orders through e-Buy.
Unit is painted plastic — pedestal is painted plastic.

AUTH FLORENCE MANUFACTURING CO

591 MITCHELL RD

GLENDALE HEIGHTS IL 60139-2582

800-275-1747

630-545-1784

630-545-1896 (fax)

Contract #072368-01-P-0379 — Place orders through e-Buy.
Unit is anodized, painted aluminum — pedestal is anodized,
painted stainless steel.

SECURITY MANUFACTURING CORP

815 SOUTH MAIN ST

GRAPEVINE TX 76051-5535

800-762-6937

817-329-1600

817-481-3993 (fax)

Contract #072368-01-P-0380 — Place orders through e-Buy.
Unit is anodized, painted aluminum — pedestal is anodized,
painted aluminum.

Outdoor Parcel Locker (OPL)
USPS-B-1116A, September 13, 1989

AMERICAN LOCKER SECURITY SYSTEMS INC

608 ALLEN ST

JAMESTOWN NY 14701-3966

800-828-9118

716-664-9600

716-483-2822 (fax)

Contract #072368-01-P-0378 — Place orders through e-Buy.
Unit is plastic — pedestal is anodized aluminum. (Note:
Pedestal can only be used on American Locker units.)

Replacement Pedestals — NDCBU Universal

AUTH FLORENCE MANUFACTURING CO

591 MITCHELL RD

GLENDALE HEIGHTS IL 60139-2582

800-275-1747

630-545-1784

630-545-1896 (fax)

Contract #072368-01-P-0379 — Place orders through e-Buy.
Pedestal is anodized aluminum. Does not fit Superior units.

SECURITY MANUFACTURING CORP

815 SOUTH MAIN ST

GRAPEVINE TX 76051-5535

800-762-6937

817-329-1600

817-481-3993 (fax)

Contract #072368-01-P-0380 — Place orders through e-Buy.
Pedestal is painted aluminum. Does not fit Superior or ARA
units.

PAGE SPECIALTY COMPANY

5877 S FULTON WAY

ENGLEWOOD CO 80111-3719

CONTACT: BOB PAGE

800-327-7439

303-770-2842

303-771-6837 (fax)

No national contract.

Pedestal is painted aluminum. (Note: Page is a small
business.)

GREG'S BODY & FABRICATING
PO BOX 813

FRUITLAND PARK FL 34731-0813
352-787-6262

352-787-6262 (fax)

No national contract.

Pedestal is painted aluminum.

Replacement Pedestals — OPL

AMERICAN LOCKER SECURITY SYSTEMS INC

608 ALLEN ST

JAMESTOWN NY 14701-3966

800-828-9118

716-664-9600

716-483-2822 (fax)

Contract #072368-01-P-0378 — Place orders through e-Buy.
Pedestal is anodized aluminum. (Note: Can be used only on
American Locker units.)

Replacement Pedestals — Carousel/Rotating

PAGE SPECIALTY COMPANY
5877 SOUTH FULTON WAY
ENGLEWOOD CO 80111-3719
800-327-7439

303-770-2842

303-771-6837 (fax)

No national contract.

Pedestal is painted steel.
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Apartment House Mail Receptacles — Horizontal Locks and Cams, CBU/NDCBU
and Vertical USPS-L-1172B, March 2, 1992
USPS Publication 17, April 1982 PSIN 0910A and B (locks) & PSIN 0913A through K
USPS-STD-4B(RDD), Effective May 1, 1975 (cams)
AMERICAN DEVICE MANUFACTURING ESP LOCK PRODUCTS INC
591 MITCHELL RD 375 HARVARD ST
GLENDALE HEIGHTS IL 60139-2582 LEOMINSTER MA 01453-3499
800-275-