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Objectives

Review types of reporting technology — Retail Systems Software
(RSS) for live transactions and e1412 for manual entry web-
based Offices.

Recognize stamp stock credits and the associated financial
responsibility.

Explain procedures to establish and examine a stamp
stock credit.

Detail procedures to replenish a credit.

» Apply standard procedures for accountability in the Retail unit.
 Distinguish Account Identifier Codes (AICS).

« Identify forms used for recording and tracking cash, stamps,
accountable paper, and other assets.

 Complete PS Form 1412, Daily Financial Report.

» Describe procedures for handling count results. .



Financial'Repornting Technology Syst‘emsi:

Retall Systems Electronic 1412
Software (RSS) (e1412) Manual
Offices. Offices.

4 R 4 e1412 Standard Units )
Full Window Service (FWS) Units maintain unit reserve
Must maintain a unit reserve stamp stock and provide each
stock. Shared retail floor stock SSAs inventory, stamp stock,
but is individually accountable and money orders from this
for cash and money order. reserve. No retail floor
segment.
N D N & D
4 N e N
Single Drawer :
Accountability (SDA) %’&2 SlnqtlebQI(?wer
2hr. 4hr. 6Nr ccountapllity
(2hr, 4hr, 6hr) (2hr, 4hr, 6hr)

Everyone works out of the same
cash container, stamp stock, and
money orders.

N J - J

SSA operate from shared stamp
stock, cash, and money orders.
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IVPES of RSS ffg;‘_es

* RSS offices have two types of accountabilities:
— Full Window Service (FWS).

— Single Drawer Accountability (SDA) - which are two-, four-, or six-hour offices that are
overseen by an Administrative Post (or Full Window Service) Office.

« RSS transactions are recorded in system as
they occur.

 Data is transmitted to Standard Accounting
for Retall (SAFR) system and ultimately
recorded in USPS General Ledger.
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FUllWWIndow: Senvice

« Must maintain a unit reserve stock and may include different segments

(Retail Floor, Philatelic, or Mobile Unit).
| e e u-:u—-;

 Authorized cash retained credit up to $100.99, (=) (= (& (=D

Money Orders / Services PO Boxes / Caller Services

individually accountable. Lﬂ ) (=) (=3

» Other segments may require stamp stock \‘ L_J (= (2] (=]
iInventory assigned as individual accountability.

« SSAs work from shared retail floor stock.

» Text at the bottom of the RSS Main Menu
screen indicates system operating as Full Window Service (FWS).
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RSS Single Drawer Accountability (SDA) supports two-, four-, and six-hour offices (also supports

two-, four-, and six-hour offices without RSS).

SDA offices have a single drawer accountability
(SDA segment) that contains stamp stock, cash,
and Money Orders.

Everyone works out of the same cash container,
stock, and Money Orders.

Single drawer accountability comprised of:

- Stamp stock.

- Domestic and International Money Orders.

- Cash.

[ SR | s Duborsamnts
CSpr-:

Money Orders / Services PO Boxes / Caller Services

BEE5
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Electronic 14

Processes PS Form 1412: AR e1412 @

Help | e1412 Toolkit | Accounting Home
Welcome to e 1412

e Web'based appllcatlon . 1413 The electronic 1412 (e1412) is a web based system developed to aid in
e ﬁ ) the processing of the Form 1412 (Daily Financial Report), Account
| Daily Financial Report Identifier Codes (AIC) entries, and Money Order Vouchers.

« Users enter daily business transactions which
are transmitted to Standard Accounting for Retalil
(SAFR) and recorded in the General Ledger.

| Enter e1412 Application |
* Two platforms: y—
Sensitive Application
L Stan d ard . !Trf(éir;r:j;i:; :ilhin this application is considered sensitive and should be properly protected from unauthorized access

* Single Drawer Accountability (SDA). o adiess Accouning Queeons

+ Visit the MyAccounting self-service portal to search the knowledgebase or
open an incident with the Accounting Help Desk or Tier 2 Accounting Services.

« Call the Accounting Help Desk at 1-866-974-2733 ==

To report 1412 system/performance issues - call the IT Service Desk at 1-800-USPS-HELP (1-800-877-7435)
1¥'- Select *“Technical Assistance”

2" _ For the name of the application or system: say "E fourteen twelve”

3"_ What type of assistance do you need? General Assistance or Accounting?
Say “General Assistance” and you will then be routed to the IT Service Desk.

Brought to you in Fartnership by Finance and Information Techinology
(last update Tune 2019)
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ed412 Standard.Units




e1412 Standard Units

Designed for 2-hour,
4-hour and 6-hour
RMPOs and
overseen by an
Administrative Post
office (APO).

Single Drawer
Accountabllity
segment containing
stamp stock, cash,
and money orders.

SSAs operate from
shared SDA and
complete one Unit
Daily PS Form 1412.




IVpeES alfAccountanility

Unit Reserve Stamp Stock (RSS FWS and el1412 Standard).

Unit Cash Reserve (RSS FWS and e1412 Standard).

Cash Credit (RSS FWS Only).

Individual Stamp Credit (RSS FWS and el1412 Standard).
Retail Floor Stock (RSS FWS).

Single Drawer Accountability (RSS and e1412).

- .




Unit Reser\{e/\toc\k\

- Stamps.
— Stationery.
— Philatelic products.

— Money Orders.

 Sales from the unit reserve stock
are not allowed.

e RSS Full Window Service and
el412 Standard reporting units
must maintain a unit reserve stock.

r ‘.'-In
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Unit €Cash Reserve

Cash reserves supplement unit needs as a separate credit and not part of another
user’s accountability.

Consigned amount is documented on PS Form 3369, Consigned Credit Receipt.

Reassigned funds must be kept separate from other accountable credits.

Unit cash reserve amounts are reported in AIC 753, Cash Retained Today, on unit PS
Form 1412.
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Cash Creadit:

« Accountable cash assigned to an individual SSA (up to $100.99).
« Each SSA is individually accountable for this amount.

* Authorized cash credit amount documented on

PS Form 3369, Consigned Credit Receipt
r ) n Ig n r I I p . POSTAL SERVICE. Consigned Credit Receipt
Name Locaton of Crest
(Check One)
Crodt Amou
D Stamp Crodt
[ casnCreae
Maimum Authorzed Cash
Iued by (Sonature) Date
I will faithfully account to the U.S. Postal Service for the igned credit shown above or modified by
transactions recorded o nmyDol!yFnanulR poﬂ | have read the following statements dh e been odvlud of the
priorities of protection l bo given to fun and accountable paper in Ch 3 of | Adboo} F-101, Field
Ac counung Procedures. and s will be held responsible for losses of s lmps and funds from
stamp o ashaodlu linglomlilrulgivnlhabellvailbhpmuuodlngndn usiness hours.
wuhdww Is lomcbl fu nd for p y or permanent, may subjec! lemploye ot conlractors
to removal from office, cancellation of contr c\ and criminal p!o cc ution
Sqnatre Date
PS Form 3369, August 2010

4
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Individual Stamp_Credits

* Individually assigned stamp stock (stamps, stationery, money orders, etc.).
« SSA accountable for shortages/overages.

* Do not trade or purchase stamp stock from other SSAs.
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Retall Floor Stock

UNITED STATES
, POSTAL SERVICE .. Claim for Stamped Envelope Discoun t

Employse Name Clerk ID Mo, Unit Name Unit ID No. Begin Date End Date

 Shared retail floor stock replaces R s——
iIndividual stamp credits.

« Shared accountability.

« SSAs responsible for adequate protection
and security of retail floor stock.

Total Boxes Sold

Discount Per Box*

Totals (Muitiply no. of baxes soid by discount per bax)| o

To calculate discount, multiply envelope cost X 500, and subfract discounted price found in DMM ROOD.1.0.

Verified By (Supervisor) Date Entered to AIC B48 or 534 Total Discount Claimed (Tetal 3 thru d)

Ps Form 3220, October 1006 (Previous editions unusable)

.

10-15



Single DrawerrAccountability (SDA)S -/
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Accountable ltems

Postage stamps (including definitive, special, commemoratives).

Plain stamped envelopes and stamped cards.

Nonpostal stamps: Migratory bird hunting stamps.

Semi-Postal Stamps: Breast Cancer, Vanishing Species,
Alzheimer, PTSD.

 Philatelic product examples: Mint sets, Postal Service Guide to US Stamps.

 Money Orders: Domestic, International, and Bait Money Orders.

10-17



EStablishing €ash Credit

« Cash credits assigned to, and received by, new SSA using cash transfer workflow.

« SSAs consigned cash credit are authorized a cash retained
amount up to $100.99 and are accountable.

* PS Form 3369, Consigned Credit Receipt,
signed by supervisor and SSA.

« SSA maintains signed copy of PS Form 3369 in drawer.

« Stamp and cash credit files must contain PS Form 3294,
Cash and Stamp Stock Count and Summary,
PS Form 3368-P, Accountability Examination Record,
and PS Form 3369, Consigned Credit Recelipt.

PS Form 3294

lamm
POLIAL LAV « C3a 3nd 523m5 300k Cornt 3ns Summany
G BT

Empioyee’s Narw st Nrme

~~ — —
—_———— e Cash - 88

Lt 48 P e e o — - ———

O —— o e S A e g S P S
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Value of the stamp stock, cash and money orders
assigned.

Stamp stock/money orders transferred from unit reserve
to establish new SSA’s individual stamp credit on PS
Form 17, Stamp Requisition/Stamp Return.

Supervisor and SSA count stamp stock independently
and sign.

Cash portion is transferred to new credit.

Supervisor completes PS Form 3369, in duplicate; SSA
maintains copy in drawer.

A complete PS Form 3368-P, Accountability Examination
Record must also be retained in the employee’s file.

Accountability Examination Record

|Lm=.

tetail Floor Stock
UNITED STATES N i . -
E POSTAL SERVICE. Consigned Credit Receipt =72t
Name Location of Credit Remarks
[Check One)
Credit Amount.

Centificate of Destruction Commitiee
We certify that the stock value {in words) was verified.

UNITED STATES I
E’PWWCE, Stamp Requisition/Stamp Return
Location 1D (76-digt unit fnance 8) of shipping unit [Name of Postal Retad Uit Posmark
Mo. City |sma 1P Code™
nat of Submitter hipped of
it
Date
nature of Shij
COP he unit. Print dearly - —
Signature of Wiress INAL in an envelope taped fo the outside
IAL inside of package to receivin
# it - ——
Type: (Check OneJ D mmmmmmm D D eturn Stock. |:| eturn for Destruction Dsnpnmr-armanm
Do Nat phion Rate
,“:“,; RemMNo. | Quantity lBﬂlﬁnmIimT nnnnnnnnnn Denomination Description
Total nature
Witness @
nittee

Member of Committee and Tala

Member of Commitiee and Tala

Nember of Committes and Tale.

Each member witnessed the disposal of the stock by the method specified above.

Member of Commities and Tite

Member of Committes and Tite

Member of Committe and Tite

PS Form 17, May 2007 (PSN 7530-03-000-9112)
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Replenish Stamp. Stock

#osm SERVICE , Stamp Requisition/Stamp Return

Location 1D (10-dit unit fimance #) of shipping unit [Name of Postal Retail Unil Posimark
280005- 0000 | KANSAS CITY SFS

AS needEd or set SChEdUIE T 580.123-4567 | KANSAS CITY Mo 64101-9995

- Use PS Form 17, Stamp Requisition/Stamp Return.| ™ - e 1255

Return to SDOSSC - Propare four copies, ORIGINAL in an envelope taped 1o the outside of

package, two COPIES inside, and keep a COPY at the unit.

Ship to Other Locations - Prepare in duplicale, submit ORIGINAL inside of package o receiving unit, and
p a COPY al the unit. Use the location 1D (10-digit unil finance §) of receiving unit.

m@mm Dimﬁh DMWM Dmum owmm

 Count and list each item. U T TR T e r— e
N 574900 100 55.00 055 (Forever) Kwanzaa 2020
0 677300 25 275.00 11.00 (Forever) Christmas Ca..
- - = . _U 682200 25 275.00 11.00 (Forever) Madonna and..
° N t t d f d d I | 682300 50 550.00 11.00 (Forever) 2019 US Flag..
0 |fy custodian or any aiscrepancies and resolive. 832300 | 5 5000 1 1100 fForeren 2010 U5 g,
] 682700 25 275.00 11.00 (Forever) Fruit and Veg..
0 682800 25 275.00 11.00 (Forever) Holiday Deli..
' . . 683000 50 550.00 11.00 (Forever) Winter Scene..
 Sign PS Form 17 to indicate your acceptance. “O o0 |
g 483000 50 550.00 11.00 (Forever) Garden Beau..
O 740100 10 550.00 55.00 |(Forever) US Flag 2019..

Total Value
[ ]

Transferred and accepted through RSS or e1412.

Certificate of Destruction Committee

Maintain PS Form 17 copy until next count. S

Momber of Committee and Title

Membser of Commitiee and Titlke

Date
Each member witnessed the disposal of the stock by the method specified above. Postmark
Mombor of Commitles and Tt

Mombaer of Commitlee and Title

Membaer of Commitios and Title

PS Form 17, May 2007 (PSN 7530-03.000-9112)
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Secunty Procedures for Credits

UNITED STATES Form 3977 Log and
POSTAL SERVICE » Lock Examination
Post Office |m| (o] Telephone

IPS Form 3977 column: mmtﬁo{m& hmpsmm7-ﬂm-ofm(«-wmmhg MPOSI!‘I‘“-_;
'Semi-Annual Examination column: mmdmmmduPsme?mmmmmm
Annual Exami n-lnnmhm @nter date of examination of locks and keys with employee and supenisor initials.

Examine equipment. E=m

Report any damage to
supervisor.

Keep all accountable paper and
credits locked.

You or your approved witness
must be present during credit
examination.




Securing Sta_____,p\a[_)d Cash Drawers ™%

« Stamp/cash drawers used to store accountable paper
and postal funds must always be secured.

Ensure funds are inaccessible to the public and out of
view of customers.

Secure drawers while away and during temporary
absences from the counter line.

No access to other SSA’s cash drawers.

No funds left at counter overnight.

« Stamp credits must be stored in a safe or vault.
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Equipment

1

Burglar-resistant chests in fireproof safes or security containers located in
walk-in vaults.

USPS standard vaults or security containers.

Security chests or burglar-resistant chest portion of fireproof safes.

Fireproof safes or vaults built to USPS standards.

Lockable metal cabinets and file drawers.

Handbook F-101

- “—
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Protect Sta_/rqpﬁtg;\k Credit

Postal funds Cash, checks, traveler’s checks, money orders),
credit/debit card receipts, and blank money order forms.

=%

Postage stamps, Migratory Bird stamps and philatelic products.

Ou»

Stamped envelopes, stamped postal cards, money order imprinters,
nonsalable stamp stock.

\

B W N

Postal-related merchandise and packaging products and official
licensed retail products.

-,LlF
\_/\_/ U\

d
r

4
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Account Ideﬂiﬁer\czode (AIC)

3-digit code assigns transaction to proper account on General Ledger.

110
114

115

158

126

207

280

526-
676

636

AIC Master Title

Post Office Postage Meter Sales.

Postage Due Invoices.

12-Month PO Box and Caller
Service Fees.

6-Month PO Box and Caller
Service Fees.

Miscellaneous Nonpostal
Revenue.

Simplified mailings — Retail.

Disbursement sent to ASC.
Refunds from PS Form 3533.

Employee Receivables.

T

Customers Permit Account Advance Deposits 070 | Other Disbursements/Debits AIC | $ Amount
Refund - Spoiled/Unused Customer Meter Strips 526
Value 100 Refund - Permit, Postage, and Fees 528
Domestic Money Order Sales - )
Fee 101 Refund of Fees - Retail Services 235

Value

Refund - Postage and Fees

553

International Money Order Sales

Fee

Refund - Miscellaneous Nonpostal Revenue

624

Refund - Priority Mail Express

676

IF'ost Office Postage Meter Sales

Postage Due Invoices

12-Month PO Box and Caller Service Fees
6-Month PO Box and Caller Service Fees
Lobby Services Revenue

Miscellaneous Nonpostal Revenue
Simplified Mailings - Retail

Voided PVI and PO Meter Labels

509

Fee Offset - No Fee Money Order

586

Employee Receivables (PS Form 1902)

636

Financial Differences Shortage

647

Employee Stamp Credit Shortage

767

Cash Remitted Advance

751

Financial Differences Overage

Cash Remitted Final

752

IDisbursement Sent to ASC

Credit Cards Remitted

762

Stamp Credit Shortage Cleared

Debit Cards Remitted

772

Cash Retained on Hand From Previous Report

353

100

00

Total Cash Retained Today

Cash Required

400

Total Cash Accounted For

| certify that this is a true statement and the accountability consigned to me is as shown on this form:

Signature

Ima Clerk

PS Form 1412, February 2014 PSN 7530-07-000-5259




Daily, Reporti

AIC Master Title General Description GLA FPR Revenue
. This account is used to record Forever® Stamp Sales
Forever Stamp Sales — Window _ o _

007 Services. at Post Offices and postal retail units at the window 41110007 03 WIR
services.
This account is used to record sales from Global

015 Global Forever Stamp Sales. ® 41130015 03 WIR
Forever® Stamps.

016 Forever Envelope Sales. This account is used to record sales from the Forever 41130016 03 WIR
Embossed Envelopes.
Funds collected from the sales of stamps, stamped

090 Postage Stock Sales. paper, and other postage items except bird stamps and| 41110090 03 WIR
philatelic products.

100 Domestic Money Order — Value. _Funds collected for the value of domestic money order 21111000 N/A NO
issued to customer.

101 | Domestic Money Order — Fee. | I ‘;323 collected from fees for domestic money order | ;3317101 | 04 WIR
Reimbursement of refundable Post Office Box™ keys

535 Refund of Fees - Retail Services. | and refundable Post Office Box/Caller service fees. A | 43350535 04 WIR

combleted and authorized PS Form 3533 is reauired.

AIC

Master Title

General Description

007

Forever Stamp Sales — Window Services.

services.

This account is used to record Forever Stamp Sales
at Post Offices and postal retail units at window

S U/
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« PS Form 3533, Application for Refund
of Fees, Products and Withdrawal of
Customer Accounts, Is used to
document all refund activities.

« Refund policies are based on the type
of reporting unit and refund amount.

Part 3 - Postage Affixed on BRM or Meter Stamps (excluding PC Postage®) {For Offici:

2 Only)

The cuslomers meter st be censed o therefunding offce, and complel, e, and vald unused mele slamgs mustbe submited by ng feensee
roduced by PC Poslage systems are not

‘within 80 days from the dates shown on the indicia. Those pi 0

are mssec[ at 10% off the face value of the ind

is more than 5500, a charge of S50 per hour is assessed for the actual hours to
550.

for postage affived on BRM pieces or meter stamps

minimum charge i§

fundzble et the retail service counter. Charges
o 1 e loal F S50 o fess, I he toia face value
on BRM pieces or meter refunds; the

Refund requested enly for Postage Meter Number_

(must be the same a5 Part 1)

(Group and it by postage unifs or valuz)

(Group and st by pastage units ar value]

Humber of Pieces | Amount Each Postage Value

Number of Pieces | Amount Each Postage Value

UNITED STATES
POSTAL SERVICE » Application for Refund of Fees, Products

o e piuc par above for and Withdrawal of Customer Accounts

Part 1 - Application (Customer completes and submit 1o focal Post Office™ for processing)

stomer/Compan;

ﬁDDDDDDDDDDDDDDDDDDDDDDDDDDDDDD
A0000NO00000000000000000000000

ﬁﬁﬁﬁﬁﬁhimmmmmmmmmmmmmmm AN

C000000000000000000000000 00

ZIP + 48 Telephone No. (inciude area

NN NN DDDDDDDDDD

ount of Refund Req tomer Account No. or Postage

sOO000ooooo  COO00C0 000000000
X CCHC I

Signature of Cusiomer (Required] Date of Request (MMDD/YYYY]

Privacy Act Statement
“Vaur information will be used to process and respend to your transaction. Golleotion is authorized by 30 USG 401, 403, 404, 407. 411, 2008 & 31 USC 7701,
Providing the information is vehuntary. buif ot provided. we may notprocess your refund request We 6o not discloss your information o tird paries without
‘your eonsent, except to fasiliate the transaction, to act on your behalf or request, or as legally required. This i he following
o congrezsional offe on your behialf. o financial enies regarding fnencial pancaston ssues: 0.3 US. Posial Senios sulon 1o entiies including law
snforcament. 32 raqmmdby law or in Iega\ i and oter enities aiding us to fulfil the senvics (service providers). For more.

infa y pol it i

Request Disbursement For: (Select the appropriate box)
D Post Office Postage. Mmﬂpw Error (AIC 509)
(IF achial pos is attached, o required)

O Mnd ¢ Posizge and Fees (AIC 553)
ot rendered, e.g, Certfied Mail™, Regictered Mai™,

Refund for Postal Sarvica™ Ralstad Products (AIC 608)
(g,

Refund Miscellaneous Non-Fostal Senvice Revenus - (AIC 624
(Freviously recorded into AIC 126]

Priority Mail Express™ Refunds (AIC 676)

(Fostage and fees for service failure or not rendered)

[] SeoilediUnused Printed Customer Meter Postage (AIC 526)
(Legible postage meter stamps must be submitted 1o USPS.)

oooo

‘Sure Money® Refund (AIC E45/84€) - Issued Locally
[[] Refund of Permit Postags snd Feas {AIC 528)

4 [[] withdrawal from Advanes Depesit Account (RIC 470/453)
Postage Affixed on BRM Fieces

O Close Account
[ Parial Refund

[] other Retunds (aI1c )

[0 Damaged Mailings, Refund of Annual Fees

[[] Refund of Fees and Retail Services (AIC 535)
(PO Box keys and senvice fees)

Total Postage Value

Grand Total of Postage Value| $

Less Charges | _
of facs valu or S50 per hour if over 500, Minimurm charge is $50.)
efer stamps o

the meter Total To Be Refunded | §

Date Witness Signature Dt

Amaunt of Refund to Which Claimant is Enttied | ¢
(In accordance with USPS palicy)

and enter the approved amount in the “Approved Amount of Disbursement
to print and sign as authorization for payment or withdrawal of trust account.

PS Form 1412

For a money order refund issued, enter the money order serial number below.

e Forms if a refund is issued locally.

Date

and enter the approved amount in the “Approved Amount of Disburssment.”
to print and sign as authcrization for payment or withdrawal of trust account.

2fund. (See seotion “Request Disbursement For)
ount, use AIC 453 for BRMPostage Due or AIG 470 for Gustomer Permit Account withdrawal.
3 Accounting Services, is performed sither in Form 1412 or Postal One® systam.

Form 3544 or 3633-X) to the PS Form 3533,

D Value Added Services (AIC 541) - Refunds to mailing agents that perform value
added service and submit mal at discounted rates. This refund will require the
Customer Tax Identification Number (TIN).

rt 2 - Verification of Disbursements (This are

1 e A A [ i [

OOD00oooo OooO00ooon OO0 00 hooo

Print Cantact Name.

COOOOOOOOOO 0000000 OO0 H0H0H0

Note: Customer signature requirad in Part 1

s [ L H LU

Geriitying Emplayee Signature Dst=___ Winess Signature Date
PS5 Form 3533, December 2018 (Page 1 of 2) PSN 7530-D1-000-0832

tion using eIWS OnLine Forms.
it document for PS Form 1412,
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Refunds

Refunds totaling up to $1000: Refund types and amounts limited to $35 cash refunds
» Refunds of $35 or less are paid in cash. » Exception: PO Box cash refunds greater than $35

- Refunds over $35 but less than $1000.00 are issued as requires approval from the APO before SDA unit can
a no-fee Money Order. process and post refund on unit 1412,

_ » No-fee Money Orders are not allowed. A
Refunds totaling more than $1000:

» Enter amount in correct AIC for type of refund and « Refund amounts greater than $35 (except PO Boxes):
offset amount to AIC 280, Disbursement Sent to ASC, _
« RMPO office sends PS Form 3533 to the APO for

on PS Form 1412.
: _ _ approval and payment.
« Submit PS Form 3533 to Accounting Service Center

using elWS OnLine Forms application for processing.  RMPO Office does not record refund AIC entries on
SDA Unit PS Form 1412 when submitting PS Form

* Customer receives a commercial check in the mail.
3533 to the APO.

Single Drawer Accountability
(SDA)

RSS FWS and el1412 Standard
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Common Re/nds\

Common refunds include:

* AIC 526, Refund of Spoiled/Unused Customer Meter Stamps.

« AIC 535, Refund of Fees - Retalil Services (PO Box refunds).

° AIC 553; Refund POStage and Fees 1) Postal Service official and witness must verify this claim and enter the approved ameunt in the *Approved Ameunt of Disbursament”
2) Certifying Postal Servica official and witness are required to print and sign as autherization for payment or withdrawal of trust account.
3) Ensure the proper accounting entries are performed on P3 Form 1412,

AI C 6 7 6 y EXp F'ess M a| I R efu N d S. 4) For cash refund issued, oblain payes's signature below. For a maney order refund issued, enter the maney order senal number below.

§) DO NOT SUBMIT PS Form 3533 through elW5 OnLine Forms if a refund is issued locally.

Request Disbursement For: {Selzct the appropriafe box)

vt e o ] et st s s A 0 Payee Signature or Money Order Seral Number. Date
(I aciual posfage mefer label iz atffached, no witness signature is required ) (e.g., merchangize)
Refund Postag and Fees (AIC 55%) |:| Refund Misesllaneous Non-Postal Senice Revenus - (AIC 624) ;
O (Exira senvices not rencred, e, Certed Mai™, Regietered Mai™, Previously recorded info AIC 126)
Delivery Confimation™.) |:| Pricrity Mail Express™ Refunds (AIC 676)
SpoledUnused Printed Cusomer Meter ostage (AIC 526 (Postage and feea fo senvioe filre or ot rendered)
(Legible postage meter siamps must e cubmitfed fo USFS.) (] Sure Money® Refund (AIC 6451648) - Issued Locally
(] Refund of Permit Postage and Fees (AIC 628) [[] Withdraw from Advznee Dzpasit Account (AIC 4701453)
[] Postage Affized an BRM Pieces [ Close Account
[ Damaged Malings, Refund of Annual Fees [ Partial Refund C | f d d i i P 5
ettt e [ osreniste ustomer must select retund type and sign In Part 5.
(PO Box keys and zervice fees) Explanation:

D Value Added Senvices (AIC 541) - Refunds to mailing agents that perform valus

aded servive and submit mal at discounted rates. Ths refund wil require the Customer TN D D_D D D D D D D
Customer Tax Identification Number (TINI.
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PSIFormi14425:Daily Financial Repori

UNITED STATES I
POSTAL SERVICE & Daily Financial Report
Unit or Individual Name Unit Finance Number (10-digit Unif Finance #)
. . .
» Uniform method to report financial S ST AGCOURAGITY
Description AIC| $ Amount | Withdrawals AIC| $ Amount
= Forever Stamp Sales - Retail Window 007 Opening Balance - Stamp Accountability 840
tran SaCtI O n S Forever Stamp Sales-By Intemet-Mail- Telephone (011 Stamp Stock Received (+) |81
- Forever Envelope Sales 016 Stock Increase - Revaluation (+) |844
Forever Stamped Card Sales 017 Stamped Ervelope Discount -} |846
Forever Philatelic Postage 018 Stamp Stock Returned (-) |848
- - - Species Conservation Semi-Postal Stamp 081
« Running record of receipt controls of all retaill | =erermss™ R e mawm 0w
Postage Stock Sales 090 Total Sales (007-018, 081-092, 094) 852
= = - Bird Stamp Sales 091 Closing Balance Stamp Accountability 853
and philatelic sales, Money Order transactions, e oo [omsunseuenrs
] 1 Packaging Product Sales 093 ‘Withdrawals AIC | $ Amount
1: - Stamps by Mail - Intemet - Telephone 094 Business Reply Mail/Postage Due Advance 453
stamp accountabllity, and cash retained S
1 - Business Reply MailPostage Due Advance Deposits |053 Employee Stamp Credit Overage Withdrawals 457
Priority Mail Express Advance Deposits 055 Customer Permit Account Withdrawals 470
Employee Stamp Credit Overage 0s7
Customers Permit Account Advance Deposits o7 Other Disbursements/Debits AIC| $ Amount
Refund - Spoiled/Unused Customer Meter Sirips 526
i Value 100 Refund - Permit, Postage, and Fees 528
Domestic Money Order Sales - -
Fee 101 Refund of Fees - Retail Services 535
. Value 102 Refund - Postage and Fees 553
Intemational Money Order Sales
Fee 103 Refund - Miscellaneous Nonpostal Revenue 624
Refund - Priority Mail Express 676
Post Office Postage Meter Sales 110
Postage Due Invoices 114 ‘Voided PVI and PO Meter Labels 509
12-Month PO Box and Caller Service Fees 115 Fee Offset - No Fee Money Crder 586
6-Month PO Box and Caller Service Fees 158 Employee Receivables (PS Form 1902) 636
Lobby Services Revenue 123 Financial Differences Shortage 647
Miscellaneous Monpostal Revenue 126 Employee Stamp Credit Shortage TET
Simplified Mailings - Retail 207 Cash Remitted Advance 7
Financial Differences Overage 247 Cash Remitted Final 752
Disbursement Sent to ASC 280 Credit Cards Remitted TE2
Stamp Credit Shortage Cleared 367 Debit Cards Remitted s
Cash Retained on Hand From Previous Report 353 Total Cash Retained Today 753
Cash Required 400 Total Cash Accounted For 800
| certify that this is a true and the il i to me is as shown cn this form:
Signature Date

PS Form 1412, February 2014 PSN 7530-07-000-5250
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PS Form 1412

Left Side

Trust Fund
Receipts.

Other Receipts.

UNITED STATES
p POSTAL SERVICE

Unit or Individual Name

“

—

RECEIPTS
Description AIC| $ Amount
Forever Stamp Sales - Retail Window 007
Forever Stamp Sales-By Internet-Mail-Telephone 011
Forever Envelope Sales 016
Forever Stamped Card Sales 017 N
Forever Philatelic Postage 018
Species Conservation Semi-Postal Stamp 081
Breast Cancer Research Stamp Sales 084
Postage Stock Sales Manual Entry 090
Bird Stamp Sales 091
Philatelic Product Sales 092
Packaging Product Sales 093 |
Stamps by Mail - Internet - Telephone 094
Business Reply Mail/Postage Due Advance Deposits 1053 I
Priority Mail Express Advance Deposits 055 I
Employee Stamp Credit Overage 057 |
Customers Permit Account Advance Deposits 070 |
|
Value 100 |
Domestic Money Order Sales
_ |Fee 1011
International Money Order Sales Value 102
Fee 103
Post Office Postage Meter Sales 110
Postage Due Invoices 114
12-Month PO Box and Caller Service Fees 115
6-Month PO Box and Caller Service Fees 158
Lobby Services Revenue 123
Miscellaneous Nonpostal Revenue 126
Simplified Mailings - Retail 207
Financial Differences Overage 247
Disbursement Sent to ASC 280
Stamp Credit Shortage Cleared 367
Cash Retained on Hand From Previous Report 353
Cash Required 400
| certify that this is a true and the to me is as sho
Signature

PS Form 1412, February 2014 PSN 7530-01-000-5259

Postage Stamp
Sales (no 093).

Cash Required.
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PS Form 1412

[ []
R I g h t S I d e Daily Financial Report
Unit Finance Number (10-digit Unit Finance #)
STAMP ACCOUNTABILITY
Withdrawals AIC| $ Amount
q Opening Balance - Stamp Accountability 840
Stamp Stock Received +) |41
Stock Increase - Revaluation (+) |844
S ta m p Stamped Envelope Discount (=) 846
o Stamp Stock Returned (-) 848
A tability | ——
CC O u n a I I = Stock Decrease - Revaluation (-) 850
Total Sales (007-018, 081-092, 094) 852
Closing Balance Stamp Accountability 853
DISBURSEMENTS
Withdrawals AIC $ Amount

Business Reply Mail/Postage Due Advance
Deposit Withdrawals 453 Tr u St F u n d
Employee Stamp Credit Overage Withdrawals 457

Customer Permit Account Withdrawals 470 D i S b u rS e m e n S g

Other Di /Debits AIC| $ Amount
q Refund - Spoiled/Unused Customer Meter Strips | 526
Refund - Permit, Postage, and Fees 528
Refund of Fees - Retail Services 535
Refund - Postage and Fees 553
Refund - Miscellaneous Nonpostal Revenue 624
Refund - Priority Mail Express 676
Voided PV| and PO Meter Labels 509
Fee Offset - No Fee Money Order 586
Employee Receivables (PS Form 1902) 636
. Financial Differences Shortage 647
D | S b u r S e m e n S . Employee Stamp Credit Shortage 767
Cash Remitted Advance 751
Cash Remitted Final 752
Credit Cards Remitted 762
Debit Cards Remitted 772
Total Cash Retained Today 753 | C aS h
Total Cash Accounted For 800

vn on this form:

- Accounted For.
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Complete PSEorm 1412

 Enter totals from supporting documents in
corresponding Disbursement AlCs.

« Add Disbursement Column (AIC 453 through 753).

 Enter total in AIC 800.

« Carry AIC 800 total over and enter the same
amount in AIC 400.

 Enter totals from supporting documents in
corresponding Receipt AlCs.

UNITED STATES
p POSTAL SERVICE

Unit or Individual Name

RECEIPTS

Description

Forever Stamp Sales - Retail Window

Forever Stamp Sales-By Intemet-Mail-Telephone

Forever Envelope Sales

Forever Stamped Card Sales

Forever Philatelic Postage

Species Conservation Semi-Postal Stamp

Breast Cancer Research Stamp Sales

Postage Stock Sales

Bird Stamp Sales

Philatelic Product Sales

Packaging Product Sales

Stamps by Mail - Internet - Telephone

Business Reply Mail/Postage Due Advance Deposits J§ 053

Priority Mail Express Advance Deposits

Employee Stamp Credit Overage

Customers Permit Account Advance Deposits

X Value
Domestic Money Order Sales

Fee

. Value
International Money Order Sales

Fee

Post Office Postage Meter Sales

Postage Due Invoices

12-Month PO Box and Caller Service Fees

6-Month PO Box and Caller Service Fees

Lobby Services Revenue

Miscellaneous Nonpostal Revenue

Simplified Mailings - Retail

Financial Differences Overage

Disbursement Sent to ASC

Stamp Credit Shortage Cleared

Cash Retained on Hand From Previous Report

Cash Required

mmmmm

PS Form 1412, February 2014 PSN 7530-07-000-5259
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Complete PS Form 1412

« Add the receipt column (AIC 053-353) and write
that subtotal on back of the form.

» Subtract (AIC 053-353) total from AIC 400 and
write that subtotal from AIC 400 entry.

« Result is AIC 007 (Forever Stamp Sales) and
AlIC 090 (Postage Stamp Sales) entry.

Forever stamps must NOT be included in AlIC 090.

UNITED STATES
F POSTAL SERVICE ©

Unit or Individual Name

RECEIPTS

Description AIC| $ Amount
Forever Stamp Sales - Retail Window 007

Forever Stamp Sales-By Intemet-Mail-Telephone 011

Forever Envelope Sales 016

Forever Stamped Card Sales 017

Forever Philatelic Postage 018

Species Conservation Semi-Postal Stamp

081

Breast Cancer Research Stamp Sales

Postage Stock Sales

Bird Stamp Sales

Philatelic Product Sales

Packaging Product Sales

093

Stamps by Mail - Internet - Telephone

094

Business Reply Mail/Postage Due Advance Deposits

053

Priority Mail Express Advance Deposits

055

Employee Stamp Credit Overage

057

Customers Permit Account Advance Deposits

070

x Value 100
Domestic Money Order Sales
Fee 101
N Value 102
International Money Order Sales
Fee 103
Post Office Postage Meter Sales 110
Postage Due Invoices 114
12-Month PO Box and Caller Service Fees 115
6-Month PO Box and Caller Service Fees 158
Lobby Services Revenue 123
Miscellaneous Nonpostal Revenue 126
Simplified Mailings - Retail 207
Financial Differences Overage 247
Disbursement Sent to ASC 280
Stamp Credit Shortage Cleared 367

Cash Retained on Hand From Previous Report

Cash Required

353
(N

| certify that this is a true statement and the accountability consigned to me is as s

Signature

Ps Form 1412, February 2014 PSN 7530-07-000-5250
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omplete PS

* Once result is entered, receipt
section and disbursement section
totals are equal.

« AIC 400 and AIC 800 must always
be equal.

UNITED STATES
POSTAL SERVICE « Daily Financial Report
Unit or Individual Name Unit Finance Number {10-gigit Unit Finance #)
RECEIPTS STAMP ACCOUNTABILITY
Description AIC| $ Amount | Withdrawals AIC | $ Amount
Forever Stamp Sales - Retail Window 007 Opening Balance - Stamp Accountability 840
Forever Stamp Sales-By Internet-Mail-Telephone |01 Stamp Stock Received +) |81
Forever Envelope Sales 016 Stock Increase - Revaluation (+) |[844
Forever Stamped Card Sales 017 Stamped Envelope Discount ) |s48
Forever Philatelic Postage 018 Stamp Stock Retumed ) |s4s
Species Conservation Semi-Postal Stamp 081
Breast Cancer Research Stamp Sales 084 Stock Decrease - Revaluation {-) 850
Postage Stock Sales 080 Total Sales (007-018, 081-092, 094) 852
Bird Stamp Sales 091 Closing Balance Stamp Accountahility 853
Philatelic Product Sales 082 DISBURSEMENTS
Packaging Product Sales 0o3 ‘Withdrawals AIC | $ Amount
Stamps by Mail - Intemet - Telephone 094 Business Reply MailiPostage Due Advance 153
Dieposit Withdrawals
Business Reply MailPostage Due Advance Deposits | 053 Employee Stamp Credit Overage Withdrawals 457
Priority Mail Express Advance Deposits 055 Customer Pemmit Account Withdrawals 470
Employee Stamp Credit Overage 057
Customers Permit Account Advance Deposits 070 Other Disbursements/Debits AIC | $ Amount
Refund - Spoiled/Unused Customer Meter Strips  |526
Domestic Money Order Sales Value 100 Refund - Permit, Po‘s‘ta;e a@ Fees 528
Fee 101 Refund of Fees - Retail Services 535
. Value 102 Refund - Postage and Fees 553
Intemational Money Order Sales
Fee 103 Refund - Miscellaneous Nonpostal Revenue 624
Refund - Priority Mail Express 676
Post Office Postage Meter Sales 110
Postage Due Invoices 114 Voided PV and PO Meter Labels 509
12-Month PO Box and Caller Service Fees 115 Fee Offset - No Fee Money Order 586
&-Month PO Box and Caller Service Fees 158 Employee Receivables (PS Form 1802) 636
Lobby Services Revenue 123 Financial Differences Shortage 647
Miscellaneous Nonpostal Revenue 126 Employee Stamp Credit Shoriage TET
Simplified Mailings - Retail 207 Cash Remitted Advance 751
Financial Differences Overage 247 Cash Remitted Final 752
Disbursement Senf to ASC 280 Credit Cards Remitted 762
Stamp Credit Shortage Cleared 367 Debit Cards Remitted T2
Cash Retained on Hand From Previous Report 353 Total Cash Retained Today 753
Cash Required 400 Total Cash Accounted For 800
—
1 ceriify that this is a true and the to me is as shown on this form:
Signature Date

PS5 Form 1412, February 2014 PSN 7530-07-000-5250
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Activity — PS Form 1412

Daily Transaction Price Quantity
Refund - Priority Mail Express 19.95 1
Voided Meter Label 3.94 1
No Fee Money Order 351.25 1
Bank Deposit 2048.95 1

275.60
: 500.00
Domestic Money Order 1 each
72.38
632.41
Packaging Product Sales 3.49 1
Stamps-by-Mail 11.00 4
Forever Stamp Sales — Retall Refer to o8
Window Notice 123
Postage Due Invoice 42 1
6-Month PO Box Fee 56.00 3
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1412 AGLIVItY.

UNITED STATES
POSTAL SERVICE =

Daily Financial Report

Unit or Individual Name

SSA Academy

Unit Finance Mumber [10-digit Unif Finance #)

1234567899

RECEIPTS STAMP ACCOUNTABILITY
Description AIC| § Amount | Withdrawals AIC | $ Amount
Forever Stamp Sales - Retail Window 007| XX [XX| Opening Balance - Stamp Accountability 840 275]00
Forever Stamp Sales-By Internet-Mail-Telephone 011 A4 00| Stamp Stock Received (+) |81
Forever Envelope Sales 016 Stock Increase - Revaluation (+) |844
Forever Stamped Card Sales o7 Stamped Envelope Discount -) 846
Forever Philatelic Postage 018 Stamp Stock Returned (-} |B48
Species Conservation Semi-Postal Stamp 081
Breast Cancer Research Stamp Sales 084 Stock Decrease - Revaluation (-} 850
Postage Stock Sales 090 Total Sales (007-018, 081-092, 094) 852 61l64
Bird Stamp Sales 091 Closing Balance Stamp Accountability 853 213|36
Philatelic Product Sales 092 DISBURSEMENTS
Packaging Product Sales 093 3 |49| Withdrawals AIC| $ Amount
Stamps by Mail - Intemet - Telephone 054 Business Reply MaillPostage Due Advance 453

Deposit Withdrawals
Business Reply MaillPostage Due Advance Deposits |053 Employee Stamp Credit Overage Withdrawals 457
Pricrity Mail Express Advance Deposits 055 Customer Pemit Account Withdrawals 470
Employee Stamp Credit Overage 057
Customers Pemit Account Advance Deposits 070 Other Disbursements/Debits AIC | $ Amount

Refund - Spoiled/Unused Customer Meter Strips 526 3|94
SO Value 100[1 831 |64 | Refund - Permit, Pos‘tz?ge, ar?d Fees 528

Fee 10 X [XX| Refund of Fees - Retail Services 535
Intemational Money Order Sales Value 102 Refund - Pme and Fees 553
Fee 103 Refund - Miscellaneous Nonpostal Revenue 624

Refund - Priority Mail Express 676 19|95
Post Office Postage Meter Sales 110
Postage Due Invoices 114 42| Voided PV| and PO Meter Labels 509
12-Month PO Box and Caller Service Fees 115 Fee Offset - No Fee Money Order 586 1175
G-Month PO Box and Caller Service Fees 158 168 00 Employee Receivables (PS5 Form 1502) 636
Lobhy Services Revenue 123 Financial Differences Shortage 647
Miscellaneous Nonpostal Revenue 126 Employee Stamp Credit Shoriage 767
Simplified Mailings - Retail 207 Cash Remitted Advance 751
Financial Differences Overage 247 Cash Remitted Final 752 2048 95
Disbursement Sent to ASC 280 Credit Cards Remitted 762
Stamp Credit Shortage Cleared 367 Debit Cards Remitted 772
Cash Retained on Hand From Previous Report 353 Total Cash Retained Today 753
Cash Required 400[2 ()74 |59| Total Cash Accounted For 800) 2074|59

| certify that this is a true statement and the accountability consigned to me is as shown on this form:

7 ImavClerk

o

P5 Form 1412, February 2014 PSH 7530-07-000-5250
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Closeout

« Gather and group everything from the day’s
financial transactions.

« Separate cash, checks, and Money Orders.

 Funds from all clerks are consolidated into one
deposit ($100 or more).

* Individual clerk end of day reports must be
completed first.

« SDA offices only complete a unit PS Form 1412.

Refer to RSS Toolkit or e1412 Toolkit.

=t T ' 10-38




eld12 Reporting units

» Accepts keyed input of Unit PS Form 1412 data, such as Recelipts, Disbursements,
Inventory, Refunds, Customer Advance Trust Deposits.

* Interfaces with Web Box Activity Tracking System (WebBATS) for PO Box transactions.

Horre | Fouwn 1412 Inversory | Reports | PN 123456-0000 | Usec Name

Trust Funds | UEL| Salary & Travel

» Tracks inventory for Solution for Enterprise Asset
Management (SEAM) system for stamp stock and
money orders.

g

« PO Box™ transactions are entered in WebBATS and
can take up to 15 minutes to appear in e1412.

« At Standard offices, SSAs complete Clerk End of Day
procedures and certify a PS Form 1412, which consolidates into a Unit PS Form 1412.
Single Drawer Accountabllity (SDA) offices only complete a Unit PS Form 1412.

=t T ' 10-39




« €1412 offices report postage meter sales daily using PS Form 3602-PO, Postage
Collected Through Post Office Meter and through e1412.

« Use AIC 110, Post Office Postage Meter Sales to record sales.

THIS REPORT TO ACCOUNTING UNI'T

(Unit or Station) (Meter Mir.) (Meter NoJ)
This is to certifv that the readings of the registers were as follows as the beginning and end of this day:

Descending register beginning Ascending register end

Descending register end Ascending register beginning

RECEIVED FOR POSTAGE
as determined by the register readings

(Meter Operator)

Ascending register readings
Descending register readings before setting.
Number of units added
Descending register after setting

PS Form 8602-PO Jan. 1983 Meter set by

T

PS Form 3602-PO0 instructions

available in the e1412 Toolkit.

- “—

Q 10-40


https://blue.usps.gov/accounting/e1412/e1412toolkit.htm

Completing PSiEorm 3602-PO

1. At start of tour, record meter number, unit/station name, date, and beginning descending and ascending register readings.

2. At end of tour, record Available (descending) and Used (ascending) register.
Meter Funds Report

3. Subtract Descending register end from Bate Apr 3073
Used $847 020 == 5 04 PM
Descending register beginning to calculate §5 | avawove 502090  saten Count: 28
. - 2. Total Pieces / 401 Batch Value: $500 000
Recelved for POStage amount Control Sugi: $8688 000 PBP Serial No 2753812
/
4.  Subtract Ascending register beginning from ®/ &
Ascending register end. Amount should match o S, -
. <k (Unit or Station) (Meter Mr) 77T Neter Noj Dace)
Received for Postage amount. |70 corut e e endins fthe regiengere 3 oo 3 the beginin and e of s d- |
| | B iy TRER) | g [TTERER
5. Record Received for Postage amount in £ s biords S o B l@) ololo] < » .
AIC 110 on PS Form 1412, g O} Seatta s caaes
6. Sign Meter Operator line. 2 | st e |
F | e @
. . . Desceniing TeZISTOT ATUCT SEUUIMG . .ovurnierarsninmessrscssinssssssssossinssesesssssts s s ssisssissassestasss ssasssasssssiasassssssssessse I
7. Complete this section only when units are added R i

(replenished) on the meter by the meter manufacturer.

8. File two copies with daily paperwork as supporting documentation and keep the third copy in the book.

= X T- | 10-41




AddiUnitsiat Start o Day

1. Transfer amount of Ascending register beginning to Ascending register readings.

2. Transfer amount of Descending register ending from prior day to Descending register readings
before setting.

3. Record number of units added to o o s
meter (replenished). | s ma, TR TR
I I % mwmmw RN mm-ﬂm allnfan @
4. Add Descending register end amount - RECHVEDFORROSTAGE ® i
and number of units added and record | i 2 _
as “Descending register E— N
after setting.” N \ _
g E mmman ‘\\ [inga*"%
5. Transfer amount of Descending register o o sta s NG

after setting to Descending register beginning.

10-42



Add Units at'End_of Day

1. Transfer amount of Ascending register end to Ascending register readings.
2. Transfer amount of Descending register end to Descending register readings before setting.

3. Record number of units added to
meter (replenished).

. E_hffmzﬂa!e _ ) ___ B | 2?5&5}2 . _A/50/2018
4. Add Descending register end | i o s o e s vl e i s
amount and number of units added Decsodg gt : :i: 2 Nt RRE ERH R N
and record this as Descending 2 o b ) e e e @
register after setting. e T
| e o
J (i sstefols
PS Form 3602-PO Jan. 1983 Metes 3 by.... Stella Star
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Activity — PS Form 3602-PO

Add 1000 units to meter (replenish) at the end of the day.

ORIGINAL
_.sunnydale ____~ __PB___ 2753812 _ 08/30/2019
(Unit or Station) (Meter Mir) (Meter NoJ) (Date)
This is to certifv that the readings of the registers were as follows as the beginning and end of this day:
? Descending register beginning [61510]516] Ascending register end §3%ﬁ__8|
0 Descending register end 510{5/6 Ascending register beginning 2! 015
z RECEIVED FOR POSTAGE 6lolololal 61010101 0f
z as determined by the register readings
N N e
o B (Meter Operator) (Supervisor)
= ASCNAING TETSET TEAUNGS...v.errrnr s 1[615/0[5]6
e Descending register readings before setting 51015
= Number of units added 110(0:010
Descending register after setting Haos
PS Form 3602-PO Jan. 1983 Meter set by Stella Star
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e Stay connected to the network to ensure meter manufacturer reports accurate
postage usage and rate updates, if applicable.

 Meters become locked and unusable if not connected to the network within a
variable time period.

C200 Pitney Bowes postage meters must remain connected to the network.

r ‘.'-In
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1412 CleoseoutsPreparation

Divide into cash,
checks, and money
orders; group
supporting documents
by type of
transactions.

Validate AIC entries
match amounts from
supporting
documentation.

Postage meter totals
from completed 3602-
PO, are entered as
part of end of day
procedures.

Credit and Debit card
totals are reported at
the end of the day.

Consolidate funds
generated from all
SSA’s and prepare
one Bank Deposit (if
applicable).

PRUs must not make
bank deposits for less
than $100.

Deposit checks, money
orders, traveler’s checks,
etc. within 5 business
days, even if total deposit
is less than $100.




€1412'Closeo

o« SSA certifiles PS Form
1412 in e1412.

« e1412 Toolkit includes
closeout job aids and
additional resources.

WEBPAGES:

_B!_ll_e_Unlitgq States Postal Service

Inside USPS

Welcome to Accounting Services

Accounting Help Desk

Open an Incident (Tickat)
Search MyAccounting (Self Help)
Phona: 1-868-074-2733

Hours: 7:00 AM - 7:00 PM, Mon - Fri CT
Peak Call Period: 11:00 AM - 1:00 PM CT

TACS Help Desk

Email: TAC S@usps._gov

Phone: 1-255-411-8227

Hours: 6:00 AM - 8:00 PM, Mon - Fri CT
Webpage: TACS Help Desk

Accounting eServices

MyA ling, our self-service poral, empowers you to quickly find what you nesd.
= Search our knowledgebase, Onfine Accounting Heldp, for answers to your questions.
= (pen an Incident {ticket) with the Accounting Help Desk.
= Usz gur Onfine Tools to open a Tier 2 Incident (ticket) with Accounting Services.

Smisrter Solufions - Today, Tomowmow, Together!

Employee Receivable
Toolkit

Toolkits

Banking Toolk

it
elWS OnLine Forms Toolkit
Employee Receivable Toolkit

IV Toolkit

5FS Toolkit

Special Events Toolkit

F-101 Draft

Online Tools

Early Offset Banking
Expense Request

Money Order Expense
and Correction Request

Payroll Checks
Stop Pay-Photocopy Request

Stock Intransit Offsetting
Expense Request

E UNITED STATES
FOSTAL SERVICE »
Search | LiteBlue | Help | USPS.com

Thursday, March 18, 2021

Search Accounting Go

Quick Links

Calendars
Monthly Planning Calendar

+ FY 2021 Monthly Planning Schedule - Xz

| pdf

+ FY 2020 Monthly Planning Schedule -
s | pdf

+ FY 2019 Monthly Planning Schedule -
s | pdf

TACS Monthly Planning Calendar

+ 2021 Monthly Planning Schedule - xis |
paf

+ 2020 Monthly Planning Schedule - xs |
pdf

+ 2019 Monthly Planning Schedule - xs |
pdf

More Calendars »

References

I
* AIC-GLA Crosswalk cu 200
+ S0X Key Process Guides

More Referencess

Systems/Applications

+ Accounting Data Mart (ADM)
+ ANCM f FNCM Application

More Systems/Applicationss

Websites

+ Account Mumber Control Master (AMCM)
Home Page
+ ADM Server Report Schedul

More Websitess
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RSS Reportingzunits

Direct AIC entries
are not required In
RSS as part of the
closeout process.

messaging o
SSA End of

RSS provides

uring
Day

closeout anc
End of Day

Closeout workflow.

Unit




RSS CloSseoutiRreparation

Review and verify [ Count physical funds |

preliminary PS Form for deposit and
1412 and additional complete deposit
reports. workflow.

Verify credit and debit
card recelpts listed
on Payment Card

report are submitted.




-~

RSS CloSeouti

 Print applicable reports prior to closing out.

 Total of all stamp stock is posted in AIC 852, Total Stamp Sales, and AIC 853,
Stamp Accountability Closing Balance, listed on RSS system-generated PS
Form 1412.

 Total Cash remitted is posted either in AIC 751, Cash Remitted Advance, or
AIC 752, Cash Remit Final.

« RSS Toolkit includes the RSS Procedures
Guide containing steps to complete the
end of day activities.

10-50



Prepane Deposit Ticket

* Preparer and withess must count/verify deposit and sign deposit ticket.

« Complete all sections of the two-part deposit ticket for every deposit.
- Send the original (white copy) to bank.

DATE

RA123456789US CURRENCY | DOLLARS [CENTS

- Keep other copy at unit.

SUBJECT TO THE PROVISIONS
SRTRE VERIFIER CERTIFICATION OF THE UNFORY CONMERCIAL

 Clearly write all figures: Currency by
Denomination, Total Cash, Total Checks,
Money Orders, and Grand Total.

WITNESS CERTIFICATION

SIGNATURE
TOTAL CASH

TOTAL CHECKS
MONEY ORDERS

DEPOSIT TICKET

PLEASE PRESS FIRMLY
Deposilink”™

USPS UNIT ID 0123456789 FIRST NATIONAL BANK OF OMAHA
TOPEKA MDC
GRAND TOTAL $

Mark Registered number on ticket.

"0 :23L5E785 11000000000:% 375 0L SeBar L23

NoO coins.

Only use deposit tickets from your office and for your current bank.
Do not make a deposit for less than $100 (follow Handbook DM-902).

=51



Prepare Chec

 Endorse back of check items:

- USPS.

“For Deposit Only” and unit name.

Bank account number.
- 10-digit unit ID (6-digit finance number plus 4-digit unit ID).

* Include a single, system-generated list or adding machine tape on top of bundled
check items using one rubber band.

» Write total on deposit ticket under Total Checks and Money Orders.




Prepare Currency

 Arrange the bills face up, in the same direction, by denomination.

- No coins in bag.

« Write total amount of cash for deposit; break down and total by
denomination, and enter total amount under Total Cash on deposit ticket.

|

: DATE Today RA123456789US CURRENCY DOLLARS |CENTS

| 11 xst00 1100 |00

| 3 X850 150 0O
: l CHECKS AND OTHER ITEMS 2% i :fg 458 88

|
E = SSA Clerk VERIFIER CERTIFICATION SUBIECT 10 TiE PROVIONS 26 xs5 130/00
- lw OF THE UNIFORM COMMERCIAL
0y | 8 e TN et 570013
ws | F . - X $1
E g | E L. B. Wikness WITNESS CERTIFICATION COIN 2
2i 8 SIGNATURE TOTAL CASH 1957|00 |:
(7] | w
s | © TOTAL CHECKS 136214
E USPS UNIT ID 0123456789 FIRST NATIONAL BANK OF OMAHA MONEY ORDERS

| TOPEKA MDC

| GRAND TOTAL

|

|

e
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Preparne and Bispatch Deposit

« Assemble items for deposit:

Completed deposit ticket. All sections must be completed.

Check items with a list on top (system-generated or adding machine tape).

Cash.

Bind all items together with one single rubber band (or paperclip if small bundle).

* Only one deposit per plastic bag. Do not separate one deposit into two separate
plastic bags.

* |f deposit is too large for one bag, create two deposits with two bags.

* Deposit ticket only completed for portion of deposit in that bag.

10-54



Prepare and
attach Label
41 and G-10
to bag.

Attach
Registered
Mail® label
and complete
PS Form
3806.

Registered
Mail article
number in
Register
Dispatch
Book.

Place
deposit
ticket, list of
check items,
and cash in
tamper-
evident bag.

Seal bag by
folding the
tamper-
evident flap.

Perform
acceptance
scan on
Registered
Mail article
number.

e
Dispatch
bank
deposit
with other
Registered
Mail.
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Examination cizCredits

Stamp and cash credit files must contain the following

(if applicable):

PS Forms 3294, Cash and Stamp Stock Count and Summary, or system-
generated PS Form 3294 along with the system-generated counts sheets.
(Retention period is 2 years.)

* PS Forms 3368-P, Accountability Examination Record. (Retention period is 2
years beyond the life of the credit.)

 PS Form 3369, Consigned Credit Receipt. (Retention period is 2 years
beyond the life of the credit.)

* PS Forms 571, Discrepancy of $100 or More in Financial Responsibility.
(Retention period is 2 years.)

Letters of demand (LOD) for payment.
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Cash Credit Count

« Count completed randomly every postal quarter.

 Independent counts on PS Form 3294, Cash and Stamp Stock Count and

Summary by SSA and supervisor.

« Supervisor enters data into RSS, SSA reviews and acknowledges count.

* Cash Credit count tolerance of $25.00.
* Letter of demand for out-of-tolerance shortages.
* Record results on PS Form 3368-P.

« Copy kept in the employee folder for 2 years.

1 - Correct
Must Be Forms Used

Timely %
COUNTS

Keysto Compliance

3 Must follow
" F-101 Policy

v
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Individual Stamp_Credit Count

Tolerance based on
amount on SSA’'s PS
Form 3369 or
highest balance in
AIC 853 on PS Form
1412.

Supervisor enters
Count completed at SSA and supervisor data into reporting
least once every four independently count technology, SSA
months. on PS Form 3294. reviews and
acknowledges count.

All counts are Copy of PS Form _ 3o
No tolerance when reporteg?)%ré ';S Form SSgi_’Pfk?dpt In ”(‘je Must Be il e
closing a credit. N S folaer an
Accountability retained for two
Examination Record. years. Keysto Compliance

3 Must follow
* F-101 Policy

| —
W s



Management
responsible for count.

Counts reported on PS
Form 3368-P and a
copy retained for two
years.

Conducted at least once

each postal quarter.

Counts must not be
conducted during
business hours.

SSA or designated
employee reviews and
acknowledges count.

Supervisor, SSA or
designated employee
complete independent

PS Forms 3294.

Supervisor enters all
counts results into
reporting technology.




unit ReserﬁS*tock Count

Conducted quarterly, every 4 months, or yearly.

Supervisor, SSA or and designated withess complete
iIndependent PS Forms 3294.

Supervisor enters all counts results into the appropriate reporting
technology.

Designated employee reviews and acknowledges count.

Counts documented on PS Form 3368-P and copy retained for
two years.




Unit Cash Reéserve Stock Count

Conducted randomly once
a quarter.

SSA or witness reviews
and acknowledges count.

Supervisor, SSA or and
designated witness
complete independent PS
Forms 3294.

No tolerance for Unit Cash
Reserve count.

Supervisor enters all
counts results into
reporting technology.

Counts documented on
PS Form 3368-P and copy
retained for two years.




Single DrawersAccountability.

‘ ttem # IValuo Item # Im ltem # IVM ttem # lv&n Ttem # |\hln Item #

APO Postmaster I
- POSTAL SERVICE Accountability Examination Record
responsible for ot =
counting SDA T e, Bom gmme g
maintained by

Date | Countedby | StampCredit | CashCredt | Achal Stamp | ActuslCash | O¥R9=+*
AIC 853 ACTER | Stock Cou
RMPO.

e {Supervisor) nt | CreditCount | o o Remarks

=

: All counts are
R2 - R4 offices
counted at least reported on PS Form

: 3368-P and co
once every fiscal retained for twlcc))y
year years.

Supervisor and SSA,
or witness, complete
independent PS

R6 offices counted at
least twice every
fiscal year.

Forms 3294.

| IR ol ol ol

PS Form 3368-P, January 2001
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ACGTIVITY: - Ac"c,-n\t\gbility

1. What form is used to establish a stamp credit?
PS Form 3369, Consigned Credit Receipt.

2. What form is used to replenish stock for an SSA?
PS Form 17, Stamp Requisition/Stamp Return.

3. How are stamp and cash credits protected?
Credits must be placed in a locked container and stored in a security container, safe, or vault, following the
end of your tour of duty.

4. How are transactions recorded in a manual office?
el412 web-based application that processes data and provides a running record of receipt controls of all
retail and philatelic sales, money order transactions, stamp accountability, and cash retained.

5. What is an AIC?

Account Identifier Codes are three-digit codes that assign financial transactions to the proper account on
the general ledger.
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Summary

Review types of reporting technology — Retail Systems Software (RSS)
for live transactions and e1412 for manual entry web-based Offices.

Recognize stamp stock credits and the associated financial
responsibility.

Explain procedures to establish and examine a stamp stock credit.
Detail procedures to replenish a credit.

Apply standard procedures for accountability in the Retalil unit.
Distinguish Account Identifier Codes (AICSs).

ldentify forms used for recording and tracking cash, stamps,
accountable paper, and other assets.

Complete PS Form 1412, Daily Financial Report.

Describe procedures for handling count results.
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