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SUBJECT: Plant-Verified Drop Shipment System (Report Number AC-AFI-_99-001)

This report presents the results of our review of the plant-verified drop shipment system
(Project Number 99PA022AC000). The report responds to a request from the Chief -
Operating Officer and Executive Vice President to review the drop shipment system.
Our audit objective was to evaluate the adequacy of verification and acceptance
procedures for plant verified drop shipment mail. |

We concluded that the plant-verified drop shipment system could be improved.
Specifically, we identified problems with verification procedures not being followed and
with the preparation of PS Form 8125, Plant-Verified Drop Shipment Verification and

Clearance. In addition, USPS personnel accepted mail without a PS Form 8125 or with
a PS Form 8125 containing incorrect information. Management agreed with the
recommendations presented in this report. Management’'s comments and our
evaluation of their comments are included in the repon.

We appreciate the cooperation and countesies provided by your staff during the review.
If you have any questions or need additional information, please contact '

' i - ,orme at

(703) 248-2300.

LA/ 7 CL L

ichard F. Chambers
Assistant Inspector General
for Perfformance

Attachment

1735 N Lywn ST
ARLINGTON VA 22206-2020
(703) 248-2100

Fax: (703) 248-2256



cc:

Clarence Lewis
Allen R. Kane
Megan Brennan
John Sadler
Alan B. Kiel
John R. Gunnels




Plant-Verified Drop Shipment System AC-AR-99-001

TABLE OF CONTENTS

Part |
Executive Summary i
) Part il
Introduction
. Background 1
’ " Objective, Scope, and Methodology | 2
Audit Results .
y Verification Procedures 3
Acceptance Procedures 6
Recommendations 6
, Management’s Comments 7
) . Evaluation of Management's Comments ) 7
L .
Appendix: Management's Comments 9
b
»
»
»
P

Resfricted information




Plant-Verified Drop Shipment System AC-AR-99-001
EXECUTIVE SUMMARY
- Introduction ~ The plant-verified drop shipments system allows authorized

mailers of Periodicals and Standard Mail to receive -
discounts for making drop shipments of their mailings at
destinating (entry) postal facilities. Under this program
mailings are verified at the mailer's plant or at the post office
4 _holding the permit serving the mailer’s piant. Following
verification, the mailing is transported by the mailer or a
carrier of his choice at the mailer's expense, and deposited
for acceptance as mail at the appropriate destination postal

facility. .
’ .
We conducted this audit to evaluate the adequacy of
verification and acceptance for plant-verified drop
shipments. :
: e
b Results in Brief ‘Opportunities exist to improve verification and acceptance

procedures for plant-verified drop shipment mail. While

United States Postal Service (USPS) employees generally

verified drop shipments correctly, we identified problems

, with verification procedures ngt being followed and the

) _ preparation of PS Form 8125, Plant-Verified Drop Shipment
Verification and Clearance. In addition, USPS personnel
accepted mail without a PS Form 8125 or with a PS Form
8125 containing incorrect information. Many of the errors
we observed could have been avoided if customers and
USPS personnel adhered to the requirements of the plant-
verified drop shipment system, as currently prescribed. In
this system, which relies heavily on participants to provide
precise information, it is critical that all required information
is provided and all program guidelines are followed.

Summary of We recommended that the Manager, Business Mail
Recommendations Acceptance provide additional training to employees and
customers on drop shipments. We also recommended
additional controls to prevent recurrence of the issues
identified in this report. Detailed recommendations are
’ included in the body of this report.

Summary of We addressed the issues in this report to the Vice
Management’s President, Marketing Systems, and the Vice President, Field

Comments Operations Support; however, the Vice President,

4 Operations Planning and the Manager, Marketing
Technology and Channel Management provided the written

7 1
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Plant-Verified Drop Shipment System AC-AR-99-001

comments. Management concurred with our

b — recommendations and has taken or plans to take action to
address the issues raised in this report. Management’s
comments are summarized in the report and the full text of
the comments is the Appendix.’

b Overall Evaluation of " The planned and on-going actions by management satisfy
Management the intent of our recommendations and should enhance the
Comments plant-verified drop shipment system.

! The audit report provided management with four recommendations. Management separated soms of the

» recommendations and therefore responded to six recommendations. Management's comments to recommendations
2, 3, and 4 address recommendation 2 in the report. Comments to recommendation 5 address recommendation 3
and comments 1o recommendation 6 address recommendation 4 in the report,

» il
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Plant-Verified Drop Shipment System AC-AR-99-001

INTRODUCTION

Background

The plant-verified drop shipment system allows authorized
mailers of Periodicals,? Standard Mail (A),3 and Standard
Mail (B)* mailings to receive discounts for making drop
shipments of their mailings at destination postal facilities.
Under this program, destination rate mailings are verified at
the mailer's plant or at the post office that holds the permit
serving the mailer's plant. The plant-verified drop shipment
system is essentially made up of two areas, verification and
acceptance.

Verification of the mailer's product by USPS includes the
following: ‘

o verifying classification, rate eligibility, preparation, and__ .
presort requirements;

» verifying postage due and collecting fees; :

o verifying that PS Form 8125 is complete, signed,
accurately represents the mailer's product, and shows
the correct destination entry office;

e completing the origin post office section of the PS Form

8125, signing, dating, and keeping one original form for
postal records; and

» releasing mailer's product for loading and transportation
to the next destination.

Following verification, the mailing is transported by the
mailer or a selected carrier of his choice, at the mailer's
expense, and deposited for acceptance at the appropriate
destination postal faciiiy. Sefore the shipment is accepted
as mail at the destination facility, a USPS employee must be
presented with the PS Form 8125 to ensure that the mail
presented is the same as the mail verified at the origin
facility. The Domestic Mail Manual places the responsibility
on mailers to ensure that PS Form 8125 accompanies all
plant-verified drop shipments they present to USPS

2 A mail class (formerly called second-class mail) consisting of magazines, newspapers, or other publications formed
of printed sheets that are issued at least four times a year at regular, specified intervals (frequency) from known office

of publication.

3 Standard Mail matter that weighs less than 16 ounces. It comprises the subclasses of Regular Standard Mail,

Nonprofit Standard Mail, Enhanced Carrier Route Standard Mail, Nonprofit Enhanced Carrier Route Standard Mail,
and Single-Piece Standard Mail. These subclasses include circulars, printed matter, pamphlets, catalogs,
newsletters, direct maii, and merchandise. Standard Mail {A) may be sent at presorted rates and at automation rates.
* Usually Standard Mail matter that weighs 16 ounces or more. It comprises four subclasses: Bound Printed Matter,
Library Mail, Parcel Post, and Special Standard Mail,

1
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Plant-Verified Drop Shipment System AC-AR-99-001

personnel.® In order to ensure all acceptance requirements
are met, the foilowing steps must be completed:

e Verify that the forms are original. They must be
complete, signed, and dated by the origin post office.

o Compare the shipment with PS Form 8125,

e Verify volume of mail in the shipment by counting
containers or weighing the mail.

+ Accept the mail and clear it for processing by postal
operations. '

¢« Complete the destination entry post office section. The
accepting employee must sign and date the form, retain
the originals,.and provide a copy to the mailer/agent.

Objective, Scope, and Our audit objective was io evaluate the adequacy of

Methodology

verification and acceptance procedures for plant-verified **
drop shipment mail. To accomplish our objectives, we
judgmentally selected three processing and distribution
centers® that were located in cities that also contained a
bulk mai center.” We visited each of the three sites and
conducted interviews with site management,® bulk mail
entry personnel, and USPS vaerification and acceptance
personnel. We performed observations of verification work
at business mail entry units and at detached mail units at
the mailer's plant. We also observed acceptance
procedures at USPS acceptance facilities. These included
bulk mail centers, processing and distribution centers,
USPS annexes and destination delivery units. Additionally,
we performed record reviews of PS Form 8125, Plant-
Verified Drop Shipment Verification and Clearance, and
reviewed supporting documentation. We discussed our
observations and conclusions with site management and
included their comments where appropriate. The audit was
conducted from June through August 1999 in accordance
with generally accepted government auditing standards, and
included such tests of intemal controls, as we considered
necessary under the circumstances.

* DMM 652.3.2.1.

8 Sites visited: Memphis, Tennessee; Minneapolis, Minnesota; and Keamny, New Jersey.

7 A highly mechanized mail processing plant that is part of the National Bulk Mail System. This facility distributes
Standard (A) and Periodicals in bulk form and Standard (B) in both pieces of bulk form.

® Usually the Processing and Distribution Center's plant manager, the Bulk Mail Center's manager, the manager or
supervisor of the Business Mail Entry Unit and other individuals as selected by site management.

2
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AUDIT RESULTS

Opportunities exist to improve verification and acceptance
procedures for plant-verified drop shipment mail. While
USPS employees generally verified dron shipments
correctly, we identified problems with verification procedures
not being followed and the preparation of PS Form 8125,
Plant-Verified Drop Shipment Verification and Clearance. In
addition, USPS personnel accepted mail without a PS Form
8125 or a with PS Form 8125 containing incorrect
information.

Verification While USPS employees generally verified drop. shipments
Procedures correctly, we found opportunities to improve verification
‘ procedures. We identified problems with verification - !
procedures not being followed and the preparation of PS -+
Form 8125, Plant-Verified Drop Shipment Venflcatnon And
4 ‘ Ciearance.
USPS employees did not always verify the quantities
delivered to the amounts reflected on PS Form 8125 and
o sampling procedures were made difficult by the mailer's
4 ' : preparation of bed-loaded parcels. For example, at one
o mailer plant, we obtained the PS Form 8125 and attached
documentation for a drop shipment verified at the business
mail entry unit at the Twin Cities Metro Hub. The PS Form
8125 reflected that the shipment consisted of three pallets
1 or pallet boxes with bundles. However, the postage
statement submitted at the time of verification reflected that
the shipment actually consisted of four pallets of mail and
three additional sacks of mail. Although there was a
discrepancy between the number of containers shown on
the PS Form 8125 and what was reflected on the postage
statement, the verifying official accepted the mail and
completed the PS Form 8125 without requiring the
discrepancy to be corrected by the customer.

Further, we noted that USPS employees did not obtain a
’ representative sample of bed-loaded parcels at a .
-9 warehouse in
This was evidenced by our observation of Standard Mail (B)
parcels that were loaded from the front of the semi-trailer

I s- ) is a parcel consolidator headquartered in . L. . and one of the USPS
Iargest Standard Mail (B) class customers.

3
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within 18 inches of the rear, and packages were stacked
from the floor to the ceiling. Additionally, there were several

b~ large parcels that approached the maximum weight and/or
measurements allowable by USPS regulation. As a result
of the load being presented in this manner, USPS
acceptance personnel were unable to draw samples from alil
areas of the trailer.

We found that USPS customers often failed to complete the
following items in section one, mailer information,'® of PS
Form 8125:

drop shipment appointment number,

the mailer's contact name and telephone number,
class of mail and product name, and

processing category and entry discounts.

S . For example, we found that 53 of 100 PS Forms 8125 at
one facility did not have an appointment number. We also
found that customers did not use the proper form. Of the
2486 forms reviewed, 578 were outdated. Customers used

- forms dating back to as early as February 1991. We also

b found that USPS employees performing verifications often

' did not complete the “origin post office™ ' section of PS
-~ Form 8125. The items most frequently omitted were:

the name of the USPS employee that verifies the mail,
the verifying employee's telephone number,

the postage payment method,

a date stamp indicating the date of verification, and
the number of pieces in the mailing, and the permit
number.

We believe that the problems identified with preparation of
PS Form 8125 and verification procedures not being
followed were caused by the following:

) » insufficient training of USPS verification personnel and
customers involved in plant-verified drop shipments as it

1% The “Mailer Information” section (Items 1 through 12 of PS Form 8125) identifies the mail preparer and provides a

description of the mail to be deposited at the destination entry post office. The mailer must complete all items in the
] “Mailer Information” section except for optional items 6 and 12.

" The “Origin Post Office” section (ltems 13 through 23 of PS Form 8125) identifies the office where the plant-verified

drop shipment mailing is verified.

4
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relates to the use of the proper form, completion of the
required information, and general verification

»— requirements, and

¢ lack of policy regarding sampling of bed-loaded drop
shipments.

As a result of both customers’ and employees, failure to use

4 or properly complete the PS Form 8125, there is a potential
for increased processing costs. Additionally, verification
procedures not being followed and the absence of
established policy regarding sampling of bed-loaded parcels
could result in incorrect revenue assessment.

)

. ’ .
. -
-

]
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Acceptance
b — Procedures

USPS personnel accepted mail without a PS Form 8125 or
with a PS Form 8125 containing incorrect information.
Specifically, plant-verified drop shipments were accepted at
destination entry facilities without a related PS Form 8125 or
with inconsistencies between the PS Form 812F rnrovided
and the mail as presented to USPS acceptance personnel.
This occurred because acceptance personnel were

unaware of or did not follow program requirements to verify
that the forms were original, compare the shipment with PS
Form 8125, and verify the volume of mail.

For example, at one processing and distribution center, we
reviewed bills of lading for drop shipments processed on
July 6, 1999, and found that a shipment of Periodicals had
been accepted at this facility and logged into its “drop
shipment receiving log.” However, we could not locate the,; -
associated PS Form 8125 for this shipment. A USPS
official advised us that some of the shipments comg in
without a PS Form 8125, but are accepted. The USPS
official further advised that they accept all shipments.
Additionally, our review of acceptance records kept on file at
this facility disclosed additional bills of lading without
corresponding PS Forms 8125. We observed this condition
at other USPS facilities.

Further, we identified instances when the mail accepted did
not match the information recorded on the corresponding
PS Forms 8125. For example, at two USPS acceptance
facilities, we observed USPS personnel accepting
shipments of mail that did not match the corresponding PS

- Forms 8125. In both of these cases, the mail accepted

exceeded the amounts reflected on the PS Form 8125.
USPS employees who accepted these drop shipments told

-us that they do not refuse the mail. Accepting more mail

than is documented on the PS Form 8125 or accepting mail
without a corresponding PS Form 8125 increases both the
potential for lost revenue and the risk that fraud could occur.

Recommendations

We offer the following recommendations to the Manager,
Business Mail Acceptance:

1. Require customers to use the latest version of PS Form
8125.

6 .
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Management’s
Comments

AC-AR-99-001

Management agreed with the recommendation and stated
they would publish a Postal Bulletin article instructing
customers to use the July 1998 edition of Form 8125 and to
discard all previous versions.

2. Provide additional instruction to USPS personnel who
are assigned with plant-verified drop shipment duties.
Emphasis shouid be placed on ensuring that all required
items on PS Form 8125 are properly completed and
placing emphasis on the importance of a conscientious
comparison of the PS Form 8125 to the mail presented.

Management’s
Comments

Management agreed with the recommendation.
Management stated they are currently developing
comprehensive standards for plant-verified drop shipment
mailings and plan to publish the standards by January 2000.
Management also stated they plan to provide training to
employees’ on proper acceptance of plant-verified drop
shipment mailings at destination facilities with emphasis on
proper completion and authorization of Form 8125,

3. Develop policy providing instruction to origin post office
personnel requiring verification of bed-loaded drop
shipments after they have been staged at the detached
mail unit or the business mail entry unit.

Management’s
Comments

Management agreed with the recommendation.
Management is in the process of clarifying instructions for
verification of bed-loaded drop shipments, Management
plans to implement the instructions by November 15, 1936, -

Management’s
Comments

4. Develop a training program for local mailers to assist in
accurate form preparation and general plant-verified
drop shipment standards.

Management agreed with the recommendation and stated
they plan to publish articies in the Postal Bulletin and
Mailer's Companion to train customers on the proper
completion of Form 8125 and plant-verified drop shipment
mailings. Management also plans to post instructions on
the Postal Service website.

7
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Evaluation of The planned and on-going actions by management satisfy
Management’s the intent of our recommendations and should enhance the
Comments plant-verified drop shipment system.
. J .
8
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p —
UNITED STATES
POSTAL SERVICE
’ September 30, 1999
RICHARD F. CHAMBERS
SUBJECT: Response to Draft Audit Report - Plant Verified Drop Shipment System
] : {Report AC-AR-99-DRAFT)
Below ate our responses o your office’s recommendations based on the review of the Plant
Verified Drop Shipment (PVDS) system.
. .J -
[ ] . Response: We agree with this recommendation. By November 15, 1599, we will publish a Postal
Bulletin article instructing cuslomers to use the July 1898 edition of Form 8125 and to discard ail
previous versions. ’
: We agree with this recommendation. We are currently deveioping comprehensive
standards for PVDS mailings. These standards will ba contained in{ublication 804, Drop Ship
[ ] . Guidefines for Destination Entry, which will be printed and distributed In January 2000.
Publication 804 will address key issues related to proper origin verification and destination
o validation of tha information presented by mailers on Form 8125, Specific information is included
regarding:
« Origin acceptance personnel (BMEU/DMU) responsibilities for verifying information completed
by mailers end for completing the post office sections of Form 8125.
+ Maillers’ responsibilities for completion of Form 8125 and presentation of forms to destination
[ ' entry postai facilties.
+ Destination entry office responsibillies emphasizing:
+ Checking tha! required forms accormnpany shipments,
s« Reviewing Form 8125 o ensure requirec imformation is included,
+ Vealidating volume presented against document.
s Ensuring mall is for comrect entry facility.
« Completing entry office sections, including signeture, date, arrival/departure times,
4 and comments when applicable.
» Fhing and retention of completed forms.
Publication 804 will be a key tool for mailers and all postal employees responsible for verification
ar acceptance of PYDS mailings. It will include several valuable tocls including examples of
forms and several problem resolution scenarios (e.g., what to do whan a PVDS shipment armives
a1 a destination facitity without 8 Form 8125 and what to do when there is a discrepancy between
> Form 8125 and the physical mail).
ATH L 'Enrant Puzs BW
Wag-mcron DG 20200
»
’-"“s
' 8 Appendix
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«2.

We are taking several additional steps fo improve the acceptance process &t destinating facilities.

First, we will provide instruction to the employees that accept PVYDS mailings al BMCs, plants, end | |
delivery units, emphasizing the requirement thal no FVDS maliing may be accepted without a

Form 8125. We will instruct clerks and supervisors at the destination faciities o confirm that the
volume andior weight of the shipmen{ matfches the information on Form 8125. in addition, we will

stress the importance of validating that the cusiomer is dropping the shipment at the appropriate

faciity based on the discounts reportad on the Form 8125. We will instruct supervisors 10 resoive
discreponcies by contacting the origin office before accepting the shipmend. The instruction wil

be coordinated through the local facliity manager and business mall antry manager and will be
completed by Novermnber 135, 1999,

Articies describing the importance of this process in terms of revenue protection and detalling the
verification procedures will aiso be published In Straight Talk and the Fostal Bulletin by
November 15, 1959. Stmigmramhanhtemaipubllutionwbdhalphnlanddoﬁveryunl
sSupervisors.

Response: We agree with this recommendation, We will provide guidance to employees on the - ck
proper acceptance of PYDS mailings st destination fachities and emphasize the importance of
enswring Forms 8125 are properly completed.

Response: We will provide guidanca to employees on the proper acceptance of PYDS mailings st
destination faciities and smphasize the imporiance of ensuring that Form 8125 matches the mail

Responsa: We agree with this recommendation. Mallings from large volume parcel shippers,
such as are generally verified at origin by DMU employees under authorized manifest
mailing system agreements. Postage is verified by sampiing selected mailings in accordance with
standards contained in Publication 401, Guids to the Manifest Maiing System. The actual method
of sampling may be ta%ored 10 the specific needs and production methods of the maller. Not alf
vehicles are selected for sampling, snd postal smpiloyees are not expected to be placed in a
posilion where their safety is jeopardized when conducting verifications. In many instances, mail
is sampled as vehicies ere loaded before the mail is stacked on the floor. However, in some
instences, when the mailer's isst quallty sssurance check occurs after the mai is loedad,
agreements sllow for the mall 10 be verified when the vehicle is loaded. When this agresment ia In
place, the procedures will be clarified to instruct employses io:

‘. Vuifyhenﬂhmnbuhvﬂiﬁehbeded(eg from the nose, the midsaction, and

the tal of the vehicle).
+ Have the mallers’ employees pull the pleces identified by the DMU clerk for sampling 1o
' ensure that the safaty of the USPS clerk is not jecpardized.

These instructions will be revisited io avoid possible revenue loss with our rates and classification
service center domniclies that administer and conduct the reviews of imegularities with our systems
and agresments. These instructions will be isSued by Novemnber 15, 1999.

10 Appendix
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Plant-Verified Drop Shipment System

: We agree with this recommendation. To train customers about the proper compiletion
of Form 8125 and PVDS standards, we wil publish articles in the Postal Bulletin and Maller's
Companion. By January 2000, we will also post instructions about how 1o complete Form 8125 on
the Rapid Information Bulietin Board System (RIBBS), the Postal Service web site that contains
frequently accessed maier information.

Filterllnry ek L Dol

Manager Vice President
Marketing Technology and Operations Planning
Channe! Management

11 ,
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Major Contributors to
This Report

. J .
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UNITED STATES

POSTAL SERVICE

November 3, 1999

DISTRICT MANAGERS
SENIOR PLANT MANAGERS

- SUBJECT: Plant-Verified Drop Shipment (PVDS)

The Office of Inspector General (OIG) conducted a recent audit with the objective of evaluating the

adequacy of verification and acceptance procedures for piant-verified drop shipments destined to . -

our postal facilities. The audit revealed that employees and customers were not always following
proper procedures regarding the preparation and handling of PS Form 8125 (plant-verified drop
shipment verification and clearance). In addition, the OIG concluded that additional instruction
should be given to employees involved with the acceptance of PYDS mailings at destination
facilities to ensure adherence to proper procedures and to protect against possible revenue loss
to the Postal Service.

In response to their recommendations, we have agreed to take appropriate action to improve the
process. We have committed to provide additional instruction to our employees in the verification
and acceptance of PVDS mailings at destination facilities including bulk mail centers, processing
and distribution centers, and delivery units. Various employees are often‘involved in accomplishing
this task across all days of the week and every tour {e.g., dock clerks, mailhandlers, expeditors,
etc.). Please ensure that the attached information is conveyed to all appropriate employees.
It places particular emphasis on areas that the OIG found to be problematic for the Postal Service.

This message should be communicated to all appropriate employees via stand-up talks within the
next two weeks.

" ".‘ 4 -
Nicholas F. Barranca Micheie A. Denny

Vice President Manager
Operations Planning Marketing Technology and
Channel Management

Attachment

cc: Managers, Business Mail Entry

475 L'EnFanT Puaza SW
WasHinGg o DC 20260

.




PLANT-VERIFIED DROP SHIPMENT (PVDS)
VERIFICATION PROCEDURES AT DESTINATION
10/29/99

All employees (supervisors or craft) involved with the acceptance and verification
of PVDS mailings at a destination postal facility should be instructed on the
proper procedures.

Information to be conveyed during a stand-up talk:

The plant-verified drop shipment (PVDS) system allows authorized mailers
of Periodicals, Standard Mail (A) and Standard Mail (B) to receive discounts
for making drop shipments of their mailings at destinating (entry) BMCs,
SCFs, and delivery units. Under this program, destination rate mailings are
verified at the mailer’s plant or at the post office that holds the permit
serving the mailer’s plant. After the mailing is verified and postage is paid,»
the mailing is transported to the destination by the mailer or a selected
carrier of their choice at the mailer's expense. For each destination facility
- that a drop shipment is presented, a Form 8125 (plant-verified drop
shipment verification and clearance) must be completed at origin and
accompany the shipment up until acceptance at the destination facility.

The Form 8125 should be used by postal employees as a way to ensure
that the mail dropped at the destination is consistent with what was verified
at origin. In addition, it must be used to ensure the driver is entering the
shipment at the correct facility based on the rate claimed.

Once a driver arrives with a drop shipment, request the Form

8125, 8125-C, 8125-CD, or an 8125 facsimile. If the document cannot be
located, the driver is responsible for resolving the issue and producing the
required Form 8125. Before accepting the mail for processing, a postal
employee must match the shipment with the information on the Form 8125.
First, determine if the driver is dropping the shipment at the correct facility.
The destination facility must be consistent with the discount claimed
(DBMC, DSCF, or DDU). For example, if the DBMC discount is claimed, the
driver can only drop this mail at the destination BMC, and all mail claimed at
this rate must destinate within that BMC service area.

Also, an observation must be conducted to determine if the volume of mail
is consistent with what is listed on the Form 8125. The form lists the total
number of pieces, the total weight, and the number of containers (pallets,
sacks, etc.). For palletized mailings, ensure that the number of pallets
matches the number listed on the form. For bedloaded shipments of
sacks, parcels, or bundles, estimate the total number in the shipment or
determine the total weight of the shipment, and then match with the
corresponding number listed on the form. If everything appears to be




consistent, sign the Form 8125 and accept the shipment. The signed copy
should be retained at the destination facility for a minimum of one year. An
additional copy can be returned to the driver.

If the number of pallets, number of pieces, or weight is not consistent with
the Form 8125, then the discrepancy shouid be resolved by phoning the
origin office before accepting the shipment. The name and phone number
of the origin office that verified the shipment must be listed on the Form

8125, [f the discrepancy cannot be resolved, the shipment should be
refused.
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DROP SHIP CLEARANCE PROCEDURES

| Ensure Mailer Has an Appointment

+ The mailer must have 2 scheduled drop ship appointment and
appointment number (Form 8125 or 8125-C, top-right corner).
Exception: Local mailers who norrmally enter mailings at your
window or BMEU and Periodiczls maifers.

= Vehicles arriving early or late (20 minutes at DDU or 2 hours
at BMC/ASF/SCF) should be taken, if possible.

2. Obtain and Review Form 8125 or Form 8125-(
Mailers must present Form 8125 with [tems 1-24 fully complated.
Consolidators must present Form 8125-C with ltems 1-17 fully completed.

Especially Especially
check for 8125:  check for B125-C:
- Signature of i
verifying ernployee. leem 22¢ Item 5¢
* Dated round stamp
showing where and
when mail was verified
and postage collected. item 23 ltem 16
* The destination listed must
be the facility where the
mail is unlcaded, ltem 24 Item i7
. L
3. Unload the Drop Shipment -
. Unloading must be completed within these time frames:
- DDU shipments: | hour (driver unloads)
BMC/ASFISCF:
Pallets — six or less: 2 hours (postal personnel unload)
Conwiners/Pallets: 4 hours (postal personnel unioad)
Badloads: 8 hours (driver unloads with pastal assistance)
4_Verify the Drop Shipment
~Compare the information on the form with the actual
rmail. If chere are any discrepancies. contact the office that
initially verified the mail.
+ Do the type and number of ¢conminers match!
* Does the type of mail match!
5. Sign off
Form 8125 Form 8125-C
» Write the date of arrival, ltem 26 Item 19
* Write the time of arrival. ltem 27 Itern 20
» Sign the farm. ltem 25A ltem 18
*» Give Copy 2 to: driver driver
* Retain Copy | in your files for a full year.
* Provide the district drop shipment coordinator with arrival data.
-~ Visit our Web site at www.usps.com

£ 1999 UNITED STATES MCSTAL SERVIGE ACPOSTDUD
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Pace 11

Send an F3Fill-completed PS Form 7380 by cc:Mail to
MDC Customer Service @ TOKS001L.
Mail a compieted PS Form 7380 to the following address:

SUPPLY REQUISITIONS
500 SW MONTARA PKWY
TOPEKA KS 66624-9702

The relevant ordering information for Publication 52 is as

Additionally, this new edition of Publication 52 is available
electronically via the corporate intranet at ffip./blue.usps.gov/
cpim/Atp/pubs/pub52.paf.

— Business Mail Acceptance, Ma.rkeﬁng, 11-18-39

follows:

PSN: 7610-03-000-8108
PSIN: PUBS2

Unit of issue: Each (EA)

Quick Pick #: 438

Bulk Pack Quantity: N/A

Price: $0.54

Edition Date: 7/99

REMINDER

Plant Verified Drop Shipment (PVDS) Procedures

As

Inspector General, it is important that the following instructions -

a result of a recently conducted audit by the Office of

are reinforced with all employees involved in the acceptance of
Plant Verified Drop Shipments (PVDS) at all destination BMCs,

plants
1.

, and delivery units;

When a driver amives with a drop shipment, the ac-
ceptance employee must request PS Form 8125, Plant
Verfied Drop Shipment (PVDS) Venfication and
Clearance, Form 8125-C, Plant-Venfied Drop Shipment
(PVDS) Consolidated Verfication and Clearance,
Form 8125-C, Plant-Verified Drop Shipment (PVDS)
Consolidated Verification and Clearance/OSMS, or a
Form 8125 facsimile. if the document cannot be located,
the driver is responsible for resolving this issue and pro-
ducing the required PS 8125,

Before accepting the mail for processing, the acceptance
employee must match the shipment with the information
on Form 8125. First determine if the driver is dropping the
shipment at the comect facility. The destination facility
must be consistent with the discount claimed (DBMC,
DSCF, or DDU). For example, if the DBMC discount is
claimed, the driver can drop this mail only at the destina-
tion BMC, and all mail claimed at this rate must destinate
within that BMC service area.

--J'

3. The acceptance employee must conduct an inspection

to detemmine if the volume of mail is consistent with what
is listed on Form 8125. Each form must list the total num-
ber of pieces, the total weight, and the number of contain-
ers (pallets, sacks, etc.). For palletized mailings, ensure
that the Aumber of pallets matches the number listed on
the form. For bedloaded shipments of sacks, parcels, or
bundles, estimate the total number in the shipment or
determine the total weight of the shipment, and then
match with the comresponding number listed on the form.

. If everything appears to be consistent, the accep-

tance employee must accept the shipment and sign
Form 8125. The signed copy at the destination facility
must be maintained for a minimum of one year. An addi-
tional copy may be retumed to the driver.

. |fthe number of pallets, number of pieces, or weight is not

consistent with Form 8125, then the acceptance em-
ployee must resolve the discrepancy by telephoning the
origin office before the shipment can be accepted. The
name and telephone number of the origin office that veri-
fied the shipment must be listed on Form 8125. if the dis-
crepancy cannot be resolved, the acceptance employee
must refuse the shipment.

— Operational Requirements,
Operations Planning, 11-18-99
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DOMESTIC MAIL

DMM/DMMT Revision -~ '

PVDS Program Participation

Effective immediately, Domestic Mal Manual (DMM)
P750 and Domestic Mail Manual Transition Book (DMMT)
4865, 664, and 784 are yevised to eliminate the requirement
!ormallesstoubmltawrmenrequesnomlmderaplam-
verified drop shipment (PVDS) postage payment system.
The following revised text witt appear in DMM Issue 50.

Donmﬂclhllllauual

P750 Plant-Verified Drop Shipment (PVDS)
1.0 DESCRIPTION

1.1 Purpose

Plant-verified drop shipment (PVDS) enables origin ver-
ification and postage payment for shipments transported
by & mailer from the mailer’s plant to destination post of-
ﬂoesforUSPSmepmmumaﬁ.mmmaybe
preparedior deposit at a destination entry rate, or they may
be claimed at the applicable rates from the office of deposit.
Second-class PVDS must be deposited at authorized origh-
nal or additional entry post offices.

[Revise 1.22 as follows:]
12 .Functlon
Under PVDS:
a. The maller's product is verified for classification,
rate efigibllity, preparation, and presort by USPS
emplayees assigned to a detached mail unit (DMU)

at a mailer's plant or at the business mall entry unit
gl:‘tEU)almeodghposlommsemwmaﬂer's

* * * * *

[Delete existing 1.3. Insert new 1.3 as folfows:]
1.3 Other

The following malings must be verified, accepted, and
paid for at the destination post office:

a. Other destination entry second-class mailings not
verified at the origin plant under PVDS or under the
Centralized Postage Payment System (see P200).

b. Other destination entry third- or fourth-class mail-
ings not verified and paid for at the origin plant or
origin post office under PVDS.

L] L] » * *

{Delete existing 1.4 and renumber existing 1.5 as 1.4, ]

20 PROGRAM PARTICIPATION
[Revise existing 2.1 and 2.2 as follows:}
2.1  Varification at Mailer's Plant

Befora PVDS verification can be performed at the mal-
er's plant, the mailler must have elther an existing USPS
plant load authorization for that plant or a postage payment
agreement with the USPS that establishes a detached mal
unit {DMU) at that plant. The DMU must be separate from
the mailer's activities, in an enclosed, securd, and safe
work area with a telephone. Such work areas must be ap-
proved by the USPS. I the maller does not have an existing

plant load agreement and/or postage payment agreement

that establishes a DMU, the mailer may submit a lefter to
the postmaster serving that plant to request PVDS verifica-
tion at that plant. The postmasiar may agree to the mailer's
request to verify PVDS shipments at that piant on an as-
mmu»wwuummw—
ﬁngneedscanbemet.

22  Verification at Orlgln BMEUs

Posimasters may allow mailers to have PVDS verified
at the origin business mail entry unit (BMEU) under these
conditions:

a. There is no detached mail unkt (DMU) at the mail-
or's plant.

b. The mailer Is in the service area of the post office
whare the PVDS is {o be verified and where post-
age Is to be paid, unless another postal faciiity is
designated by the district manager.

c. Each vehicle contains only one mailer's ship-
ment(s), each physically separated.

d. A completed original mafling statement accompa-
nies each PVDS (or segment, ¥ the PVDS is corr
tained in more than one vehicte).

e. if an atemate method of paying postage with per-
mit imprint is used for third- or fourth-class matter,
an original mafling statement and required doct-
mentation must accompany each PVDS (or se¢-
ment, i the PVDS is contained in more than one
vehicle).

f. The PVDS can be physically verified at the origin
post office. The material to be verified may not be
wrapped or otherwise prepared H a presort and
postage verification cannot be done without de-
siroying the physical integrity of the shipment.

g. The BMEU has enough space and staff to handlé
verification, and scales to calculate per-piece and




Ighls are avallab!e if the post office serv-
~hemailer's plant lacks these resources, anoth-
- or postal facility may be designated by the district -
l!‘-‘ manager.

gnew 2.3. Renumber existing 2. 3 thmugh 2.1 1 as2.4
igh 2.12. Delste existing 2.12.] :

& Maller Hesponslbillly

T safiings under PVDS are verified at the origin
a.(me mailer must transport all shipments to the post

unload them for verification, and reload the ship-
sscieared for dispatch onto the mailer’s transportation
adestination entry post offices.

- » - - »

a9 existing 3.0 through 3.10. Insert new 3.0 through
= P‘Rbenm PARTICIPATION
“'gialler Responsibility

milers participating in PVDS must comply with P750.
s falling to meet these requirements may be prohib-
wom participating in PVDS by the local postmaster.

miders denled a request for PVDS may file an appeal

' GG20.
wstic Mali Manual Transition Book
Postage Payment

Plant-Verified Drop Shipment Postage Pay-
ment System

* * * * *

21897, 7-6-95, PAGE 7
465.2 Program Participation Criteria for Mallers
[Delste ail 465.2.]
| 4653 Authorization
[Delete ail 465.3.} .
* L ] - * *

660  Postage Payment

- - - * *

664 Plant-Verified Drop Shipment Postage Pay-
ment System

L] - * - *

664.2 Program Participation Criteria for Mailers -
[Delete all 664.2.]

664.3 Authorization
[Delete all 664.3.]

* - L] * *

780 Postage Payment

- L] * - -

784  PVDS Postage Paymeht System

7842 Program Participation
[Delote all 784.2.]

7843 _ Authorization
[Delote all 784.3.]

- * . L ] * *

—Business Mail Acceptance,
Marketing Systems, 7-6-95




ULLETIN

P
o ——
-

POSTAL BULLETIN

———

21807, 1-23-92, Page 3

All Post Ofﬁces _

PLANT-VERIFIED DROP SHIPMENT CLEARANCE AND

= of fees ACCEPTANCE PROCEDURES

v This notice reminds postal personnel who pre- contains key information about the shipment, is the
L) | verify and clear for dispatch second-, third-, and only official postal documentation accompanying
retiey- 1 pourth-class  plant-verified drop  shipments the shipment to the destination enuy post office.
fetnev- (PVDS)—and mail processing employees at desti- The mailer may attach additional documents to
yervices nation postal facilities who receive PVDS ship- Form 8125 describing the shipment. Examples of
t at the ments—of the procedures they must follow to acceptable documents include bills of lading, vehi-
rmation ensure that only properly verified and paid ship- cle load diagrams, and sack/pallet/tray listings.
ect cur- ments are accepted into the postal processing Postal documents other than Form 8125, such as
stream. copies of mailing statements, must not be submit-
The rate change effective February 8, 1991, in. ted to the entry offices with plant-verified drop
woduced new destination entry rates and modified shipments. The destination postal facility compares
tbere . previously available destination entry rates as post- the information on Form 8125 against the ship-

ged for - age savings incentives for mailers who want to ment presented by the mailer.
mation. transport in their own vehicles second-, third-, and 2. Responsibilities of DMU or BMAU Employees. It is
wdvance fourth-class mailings to bulk mail centers (BMCs), imperative that postal employees who are responsi-
sectional center facilities (SCFs), or destination de- ble for verifying PVDS shipments at the origin
suter livery units {DDUs) where the shipments are de- ensure that the following events occur befdre they
posited and accepted as mail. . ) sign and round date Form 8125: (1) the mailer pays
r Mailers can have destination rate mailings veri- proper postage for the mailing represented by the

fied and paid for at each destination postal facility
where they are deposited and accepted. As an alter-
native, postal employees can preverify these mail-
ings at the mailer's plant or at an origin post office
serving the mailer's plant (with all postage and fees
paid to the post office responsible for verifying the
mail), and the mailers transport the verified mail-
ings as freight at their expense and deposit them
for acceptance as mail at the appropriate destina-
tion postal facilities under a plant-verified drop

Form 8125; (2) the mailing is properly verified; and
(3) the mailer shows information on Form 8125
that accurately reflects the destination entry post
office, class of mail, volume (gross weight), and
number of containers (sacks, trays, pallets, bun-
dles, etc) included in the shipment that has been
ver2iﬁed and paid for. L

. Suspension of Requirement to Seal Vehicles/Optional
Sealing of Vehicles. thnthePVDSpmgram‘?:sﬁrst

. .implemented, it required that a postal employee
. shipment (PVDS) postage payment system. who observed the loading of the vehicle seal the
ST The PVDS postage payment system allows desti- mailer’s vehicle containing third- or fourth-class
Lines. % nation acceptance of mailings prepared for entry at PVDS shipments, before it could be dispatched to -
bi destination rates. This system promotes greater the destination entry office. The sealing require-
‘ postal efficiency associated with origin postage ment was later suspended. Mailers may use their
o payment and verification. The division serving the own seals or other security devices on vehicles con-
——— mailer’s plant must approve participation in a taining PVDS shipments, If customers choose to
23.92 % PVDS program with a formal written agreement use their own seals, the origin post office that veri-
"1}l between the mailer and the Postal Service. Domestic fies the mail will, at the mailer's request, record the
— Mail Manual (DMM) 456, 664, and 784 contain the customer scal number on the Form 8125.
PVDS program requirements. o The Postal Service recendy distributed experi-
. Note: The requirement to seal vehicles contain- mental PVDS seals to field divisions. Personnel
AE. ' ing third- or fourth-class PVDS mailings has been may use the eight-inch blue plastic seals lettered
o suspended indefinitely effective with DMM Issue US.P.S., P.V.D.§, FREIGHT and numbered with a
o 41 (12-15-91). unique scven-dl;gl;tdnumber‘.e:fthdie request of au-
anual & P - : thorized PVDS mailers, to vehicles containin
w the Origin Detached Mail Unit (DMU) or Butk Mall second-, third-, or fourth-class P'VDS“lhipmcmE
m ‘Acceptance Unit (BMAU) Résponsibilities that are paid for, verified, and deared for dispatch.
Exhib- 2 L. Presentation Mailing by Mailer. When present- Mailers must not receive the seals. Post office per-
itional 3  ingPVDS madmgs to the lg,MU or BMAU f(i:r verifi- sonnel who have verified shipments and observed
““”‘I R  cation and clearance for dispatch, a mailer must the loading of vehicles must affix the seals. They
: : 130 submit an appropriate mailing statemnent and a . must follow the procedures in DMM 644.4 or 7844
sompleted Form 8125, Drop Shigment Clegrance Doc- when affixing the seals and must write. the seal
¥ment, for each PVDS mailing to be deposited at number on Form 8125 prior to sealing the vchicle.
€ach destination entry postal fadlity. In addition, Personnel must not use USPS numbcredun band
: -the mailer must present any supporting documen- seals to seal vehicles containing PVDS shipments
Py S - -1aton required by the DMM or any programs in under any drcumstances. DMUs and BMAUs must

- the mailer is participating. Form 8125, which

Ty,
T

keep the PVDS seals in 2 secure drea inaccessible to
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PLANT-VERIFIED DROP SHIPMENT CLEARANCE AND
. ACCEPTANCE PROCEDURES—Continued

mailers and under lock at all times (c.g., locked
drawer or file cabinet).

4. Upon receipt of a copy of a Form 8125 from a
destination entry post office documenting discrep-
ancies with drop shipments, the origin post office
must ensure that the mailer takes steps to preclude
recurrence of the discrepandies. If information on
Form 8125 indicates the mailer daimed a destina-
tion entry discount for mail and deposited the mail
at an office where the destination entry discount
did not apply (e.g., mail claimed at the DBMC rate
for entry at the Springfield, MA BMC was deposit-
ed at the Pittsburgh, PA BMC), calculate the addi-
tional postage due for that mail and assess th
mailer the deficient revenue. '

* Destination Entry Post Office Responsibilities

L. Appointments. Be certain the mailer has scli¢a-
uled an appointment and has been assigned an ap-
pointment number to deposit all third-class desti-
nation entry rate mailings and fourth-class destina-
tion BMC rate mailings at the entry office. There
are exceptions to the drop shipment appointment
requirements for perishable parcels and shipments
deposited by local mailers as described in DMM
624.717 and 722.432e¢. It is recommended that
mailers schedule appointments to deposit fourth-
class bound printed matter drop shipments. In ad-
dition, appointments are not required, but are rec-
ommended, for shipments consisting entirely of
second-class mail. Except for mailings deposited at
BMCs, mailers schedule appointments through the
control center at the division serving the destina-
tion entry office. Mailers schedule appointments
;ohr;I ::hipmenu deposited at a BMC directly with the

In some instances, a mailer may arrive at a desti-

nation entty post office with an appointment -

number and time assigned by the division or BMC
control center and personnel at the entry office
have not received notification from the control
center that an appointment is scheduled. When this
occurs, personnel must make every effort to con-
tact the control center to confirm the scheduled
appointment. When an appointment was sched-
uled, the office must make every effort to accom-
modate the mailer in a timely manner.

2. Sealed Vehicle

a. If a vehicle arrives bearing either a blue
P.V.D.S. seal or a customer seal, remove the seal.

b. Open the vehicle and remove Forms 8125
identified as being for your post office from inside
the vehicle (Forms 8125 should be on the left rear
wall just inside the door of the vehicle).

¢. Ensure that Forms 8125 are complete, signed,
and dated by the origin post office responsible for
verifying the mail, and. that it identifies your office
as the entry post office in Part III, item 1.

d Compare the number on the seal removed
from the vehicle against the number in Part If, item
3, on Form 8125. '
~¢. Compare the dass, processing category, and
volume (number of containers, gross weight) of
mail shown in Part I on Forms 8125 with the ship-
ment being presented by the mailer or mailer's
agent. The volume of mail presented may be deter-
mined by counting containers, weighing the ship-
ment, weighing the vehicle before and after the

_mail is unloaded, or any other reasonable method.

Mailers or their agents must present.mailings to
the entry office in the same manner as verified and
cleared for dispatch with the appropriate Form

8125. For example, a mailing of seven sacks fora -
- destination that is

represented by a signed and
dated Form 8125 for that entry office must not be
combined on a pallet with other small sackéd mail-
ings that are each represented by a signed and
dated Form 8125.
" [ If all of the information on Form 8125 matches the

; presented, accept the shipment into the
postal processing stream as mail and complete Part
II1, iterns 2 and 8, on Form 8125 (date and time of
arrival, USPS receiving employee's signature),
Retain copy 2 of Form 8125 along with the seal
removed from the vehidle in the files for 1 year. If
mailers submit two copies of Form 8125, retumn
one signed and dated copy to the driver. ' .

If the seal number does not match the mumber on Form
8125, but all other ion on the form matches the
shipment presented: (1) accept the mail in accordance
with the preceding instructions; (2) record the
number of the scal removed from the vehicle on
Form 8125 (on both copies if two are furnished),
noting that it represents the number of the seal
removed from the vehicle; and (3) send a copy of
the completed Form 8125 showing both seal num-
bers to the origin post office identified in Part IL,
item 1, on Form 8125, K

If the seal number matches the number on Form 8125,
but there is a di between the information m;%
ing the shipment on Form 8125 and the shipment ilself or
mthtmlmbermdth: ipment do not match the
information on Form 8125 (e.g., the number of pallets
or sacks presented exceeds the number reported
on Form 8125, the entry is not your office), do not
accept the shipment into the postal processing
stream until contacting the origin post office that

~ verified the shipment (see Part 1I on Form 8125).

Describe the discrepancy to the origin post office
and determine the appropriate action. If the dis-
crepancy can be resolved: (1) accept the shipment:
(2) describe the disarepancy and how it was rc:
solved in the comments section of Form 8125; and
(3) send a copy of Form 8125 with the comments
section completed to the origin post office. If the

Aierrananry rannnt he raralirad  tha Adacrinatinn

e—

quanl;l;m
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‘office must work with the mailer and the
ngin post office to determine whether to accept
'Sy_.!;'e_shipmcm; If a destination entry post office does
'ggjhavc authority to contact the origin office di-

“Yectly, personnel at-that office should contact their
*ivision control center “or manager, mailing re-
yquirements to work with the origin post office to
gesolve the discrepancy. Fully document any action
" “taken to ensure that proper postage is paid before
{the mailing is accepted at the destination post
roffice. - .
.8, Unsealed Vehicle. If an unsealed vehicle armvg§:
% Open the vehicle and remove Forms
‘dentified as being for your post office from
‘At vehicle (Forms 8125 should be on the Jéft rear
“wall jusinside the doar of the vehide). /'

%*3: Ensuye that Forms 8125 are compléte, signed,
and dated Ry the origin post office résponsible for
_verifying thé\mail, and that it idengifies your office
“as the entry post office in Part NI dtem 1.

ML v AN

i & Compare class, procedsing category, and
Bxglumc (number
“mail shown in Part hon Fopfi(s) 8125 with the ship-
/7~ ent being presentdd b{ the mailer or mailer's
.. sent. The volume of 1yail presented may be deter-
jinined by counting iners, weighing the ship-
ement, weighing =

- ymail is uriloaded,6r any othgr reasonable method.
| 157-Mailers or théir agents mud present mailings to

sthe entry offige in the same mayner as verified and
deared for/dispatch with the Yppropriate Form
.8125. Fop’example, a mailing of sgven sacks for a
-destinagion that is represented bj\a signed and
.dated Form 8125 for that entry offick must not be
.cogbined on a pallet with other small'facked mail-

gs that are each represented by a ¥gned and
- dated Form 8125,

._gi.Ifaprthcinfoma:ianonmeSIZJmhasthc

: , gross weight) of .

shigment presented, accept the shipment into the . L

* PLANT-VERIFIED DROP SHIPMENT CLEARANCE AND

ACCEPTANCE PROCEDURES—Continved

postal processing stream as mail and complete Part
II1, items 2 and 8, on Form 8125 (date and time of
arrival, USPS receiving employee’s signature).
Retain copy 2 of Form 8125 in the files for } year. If
mailers submit two copies of Form 8125, return
one signed and dated copy to the driver.

If there is a discrepancy between the information describ-
ing the shipment on Form 8125 and the shipment itself
(e.g., the number of pallets or sacks presented ex-
ceeds the number reported on Form 8125, the
entry is not your office), do not accept the ship-
ment into the postal processing stream until con-
tacting the origin post office that verified the ship-
ment (see Part I on Form 8125). Describe the dis-
crepancy to the origin post office and determine
the appropriate action., If the discrepancy can be
resolved: (1) accept the shipment; (2) describe the
discrepancy and how it was resolved in the com-
ments section of Form 8125; and (3) send a copy of
Form 8125 with the comments section completed

to the origin post office. If the discrepancy cannot

be résolved, the destination entry office must work
with the mailer and the origin post office to deter-
mine whether to accept the shipment. If a destina-
tion entry post office does not have authority to
contact the origin office directly, personnel at that
office should contact their division control center
or manager, mailing requirements to work with the
origin post office to resolve the discrepancy. Fully
document any action.taken to ensure that proper
postage is paid before the mailing is accepted at the
destination post office.

. In some instances, the vehicle used to transporta
destination entry rate drop shipment may not lend
itself to placing Form 8125 inside the vchicle on
the rear left wall (e.g., private automobile, pickup
truck). Under these circumstarices, the mailer must
submit Form 8125 with the shipment it represents
to appropriate personnel at the entry office. .

—Marketing and Customer Services Group, 1-23~-92

Correction :
Directives and Forms Update

The article Directives and Forms Update in Posial
Bulletin 21806, 1-9-92, included two incotrect
supply sources. The supply source for Form 2456,
Narrative of Work Accomplishments {page 19), should
be XMD.

The Headquarters telephone number listed for
* —~Form 8614 (page 18) should not be used to obtain
he form. Form 3614 replaces Form 3614-A, Appli-
tation for a BRM Permit. All CAG offices received an
nitial distribution of Form 3614. Personnel should
use a copy from this distribution or photocopy the

I form on page 55 of this Bulletin to reproduce
ixi cal level. :

Suspension of All International Mail
Service to Haiti

Effective December 18, 1991, all intermational
sefvice to the country of Haiti was suspended unti
further notice. This action results from a lack of
regular, reliable transportation to that country.

—Defivery, Distribution, and
Transportation Dept., 1-23-92

Handle indemnity claims and
claim status inquiries promptly

e p—
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All Delivery, Units

DROP. SHIPMENT CLEARANCE PROCEDURES AT.THE

DESTINATION DELIVERY UNIT

* The rate change effective February 3, 1991, in-
troduced destination entry rates as a postage sav-
ings incentive for mailers who want to transport
and deposit third- or fourth-class mailings to a bulk
mail center. (BMC), sectional center facility (SCF),
or destination delivery unit for entry and/or
second-class mailings to an SCF or destination de-
livery unit for entry. This artide. focuses on the
clearance procedures for destination delivery unit
emtgloyees receiving shipments entered by mailers
“at the delivery unit rate. .

A delivery unit is a fadlity (post office, branch,
station, etc.) where the carrier cases mail for deliv-
ery. Mailers: must deposit only carrier route or
walk-sequence mailings addressed for delivery
within the area served by the delivery unit to qual-
ify for the destination delivery unit rate. Carrier
route mailings include city carrier routes, rurat
routes; highway contract routes, general delivery,
and post office box sections. - -

' 45 contains a graphic step-by-step instruc-
tiol::gr employees receiving dmpahq:te:ents de-
posited by the mailer at the destination delivery
unit. This instruction references Form 8125, Drop

; Clearance Document, a form, that

be available in the near future and announced
in the Postal Bulletin. In the interim, Form 8017,
Plans-Verified Drop Shipment Record, has been author-
.ized for use in place of Form 8125.. e

* Employees at the delivery unit receiving drop
shipments efitered at the destination delivery unit
rate must review the following guidelines.

L. Receiving the Drop Shipment. The mailer must
have an appointment to deposit a drop shipment at
a delivery unit, Exceptions: The appointment sched-
uling requirement does not apply to local mailers
who enter mailings for vcng' tion and postage
payment at the post office serving their mailing
plant location unless those mailings are daimed at
the destination delivery unit (DDU) rate. Local
mailers submitting DDU rate mailings must sched-

ule an appointment for verification and postage

payment and deposit at the delivery unit,

If a majler is late for a scheduled appointment by
20 minutes or more and cannot be accommodated
without difficulty, the mailer must relinquish the
appointment. The delivery unit will accept late or

carly arriving drop shipments as soon as it is-oper-
‘ationally feasible. Any plant-verified drop shipment
arriving without a scheduled appointment must be
referred to the division manager of logistics and
distribution for an appointment. -

2. Integrity of Mail Vehicles delivering drop ship-
ment third- or fourth-class mailings to delivery
units must be sealed. The postal employee verify-
ing and dispatching the shipment is responsible for

sealing the vehicle before dispatch. The employee

at the delivery unit must examine the seal securing
the vehicle for tampering. The seal number must
match that recorded on Form 8125 in Part I1, Block
3. If the numbers do not match, the mailing must
not be accepted. ' Co
8. Verify Form 8125. This form will be located in

the rear of the mailer’s vehicle on the left wall. The

mailer must complete Form 8125 for each destina-
tion delivery unit entry and place it in an envelo,

_ identifying the delivery unit on the outside of the

envelope. The receiving empl retrieves the en-
velope identified for his or her delivery unit and
verifies that the information on Form 8125 is accu-
rate, complete, and in dgreement with the mail de-

sited at the delivery unit. Additional instructions
P:r reviewing and completing Form 8125 are writ-
ten on the form and in the drop shipment graphic
on 45.

4 ing. Mailers are responsible for unload-
ing the shipments. They must complete this task

within 1 hour of the scheduled appointment time at
a delivery unit. Mailers must use their own equip-
ment and resources to unload the vehicle. No as-
sistance may be provided., ;

5. Dispatching. If the mailer has additional drop
shipment mailings to enter at other delivery units,
the receiving employee must reseal the vehicle and
record the seal number in Part IT1, Block 8 of Form
8125, for the next delivery unit. The Form 8125 for
that unit will be located inside the vehide in an
envelope, '

6. Document Control. The delivery unit will receive
copies 2 and 3 of Form 8125. The delivery unit
retains copy 2 along with the seal for a period of 1
year. Copy 3 belongs to the driver,

: —Delivery, Distribution, and
Transportation Dept., 3-7-91

Reckless driving never determines who's right . . .
only who's left
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T (DDU)

nployees at associate offices, stations and branches receiving drop shipments at the DDU rate, that have been verified at
a postal facility or a mailer’s plant, must follow these clearance instructiens:

delivery unit.

The mailer must have a scheduled appointment and confiemation number to deposit
drop shipments at the delivery unit. Exception: The appointment schedisiing require-
ment does not apply 10 local mailers who entor maifings fer vesification and postage
payment at the post oifice serving their mailing plant locatien ualess those malfings are
_claimed at the DDU rate, Local mallers submitting DDU rate mailings must schedule an
appointment for verification and postage payment and deposit at the delivery unit(s).
Late arivals will be accomomodated as soon as it is operationally feasible at the

ne mailer is responsible for unioading the shipment from
+e vehicle. The task is to be completad within one hour af-
ar amrival using the mailer's own equipment and resources.

The number on the seal removed from
the vehicle must match that found on filsiatts
Form 8125, Part l, Block 3. >

Form 8125, Part i, Block 4 mustbearthe
signature of the' USPS employee who -
verified the shipment at the acceptance
unitor mailer's plant . If the remaining in-
formation in Blocks 1,2 and 5 is found o
be accurate and completa, the receiving
employee at the delivery unit may then
allow the mailer to unload the mai.

. ) PARTHI
Jiock Record the date and .
Sck 355 The receiving employee must sign Form 8125 after

-ranlylng“that the information is accurate and agrees with the mail
aaposited.

—

@ rdrivercopy 3 of Form 8125 and retain copy 2 along with
me wwal removed from the vehicle. Retain for one year at the

oelivery point.

Once a shipment is unicaded, review Part | of PS Form 8125, and
verify the Information in Blocks 1-8. Ask the following

estions:
* @ o
m Does the class of mail match that checked in Block 37
s Does the type of mail match that in Block 47
u Does the type and number of container(s) match that
checked in Block 67

1f the mailer is ing shipments -
tional entry points, the mployee
must resaal the vehicle. al number
must be recorded on 8125, |

Block 3, for the entry point before

patchand on the left wall just inside the
vel ate and time of daparture must be

in Part I, Block 4. ~




