CERTIFIED PROCEDURE FOR ALBANY P&DC

The certified unit upon receipt of certified pieces will break down letters and flats by zip.

The breakdown will be made with city zones being passed on to stations for scanning. Mail to an Albany destination such as the state agencies ,business directs, official 12288, and Tax 12261 will be scanned in the Albany P&DC certified cage and a firm sheet created for that agency. The clerk will also attach a 3849 “butterfly” for the MVS driver to scan the firm sheet as delivered.

Due to the processing of Tax 12261 in Kingston, a separate scanner is required to forward

the firm sheet to 12401. The forwarding to a different SCF would create an error, but by using this scanner the error is avoided.

Clerks in the Certified cage will acquire certified mail from a UC at the city rack, The FSM 100 feed section, the FSM 100 direct bins, and on the FSM 1000. Mail also will be

found at letter sorting machines in bins and holdout trays  and finally at the letter aisle.

When scanning has been completed tubs or bundles of certified mail with the corresponding firm sheet and butterfly are picked up by MVS drivers. These drivers

deliver the certified mail and acquire a  signature on the 3849 “butterfly.”

The driver then scans the firm sheet and 3849 as delivered. At the end on his run the driver gives the paperwork to his supervisor who reviews the paperwork for accuracy

and forwards the 3849 to CFS. The firm sheet is filed for rescanning if it necessary.

The forwarded Tax 12261  sent to Kingston is scanned as delivered at the delivery unit.

The paperwork is input at Kingston’s CFS unit.

Any questions please call             at      .
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