
Skills of the Secretary

Secretary Duties
Administration, Accuracy and Transparency

National

Association of  

Postal Supervisors

Training



Duties of a NAPS

Branch Secretary

Note
Many branches

have combined Secretary 

duties with Treasurer

duties.



What does a NAPS Secretary do?

Officers Training Manual (OTM)

Secretary's Responsibilities
• 3.1. Definition of a Secretary 

• 3.2. Dues Check-Off Print-Out (DCO) 

• 3.3. Communicating with NAPS Headquarters 

• 3.4. Record Keeping 

• 3.5. Meeting Minutes

• 3.6. Branch Newsletters and Web Sites 

• 3.7. Merging Branches

• 3.8. The Postal Supervisor Distribution 

• 3.9. Invitations to NAPS Headquarters



Secretary’s Responsibilities

 Membership Rolls

 Correspondence

 Record Keeping

 Meeting Minutes



Secretary’s Responsibilities

Membership Rolls 

 Types of Members 

 Membership Forms

 1187 

 1187A  

 Dues Withholding

 Dues Check-Off List

 Member Exceptions 



Secretary’s Responsibilities

Types of Members 

 Active – USPS Employed 

 Associate – USPS Retired

 Honorary - No benefits

Membership Forms 

 1187 - Active

 1187A  - Associate



Secretary’s Responsibilities

Active Members - Complete Form 1187 

 Social Security # (USPS required)

 USPS EIN (NAPS required)

 No USPS/Gov’t email

 Form 50 Finance #
 Branch dues amount

 Branch affiliation #

 Signature of new member

 Signature of branch officer (optional)

 Mail original & copy to NAPS HQ 

◦ Make copies for branch and member

 Complete sponsor section for $25 

NOTE: Don’t hold for branch approval.  Mail immediately the signed 

Form 1187 to NAPS HQ to ensure members receives benefits.



Secretary’s Responsibilities

Associate Members

 Complete Form 1187A 
 Last 4 of Social Security # 

 Select branch to affiliate

(May join any NAPS branch)

 Associate member signature 

 Mail to NAPS HQ

 Inform branch via letter/email to 

become associate member  -- branch contacts NAPS HQ

 Retiree contacts NAPS HQ directly via letter/email 

requesting associate membership



Secretary’s Responsibilities

National Per Capita Dues Withholding

Active – Per Capita $3.50/pay period

 USPS Payroll

 Direct Pay  - Pay branch directly

Associates – Per Capita $1.75/pay period

• Notify Associate when dues is owed

• Pay associate dues directly to branch

• National MAL - Pay directly to NAPS HQ

Branches establish their own dues assessment. Dues 

must at least cover national per capita.



Secretary’s Responsibilities

Cancelling Active Membership 

 Member’s responsibility to cancel – Not NAPS!

 * USPS PS Form 1188 required

 USPS HR action – send to HRSSC

 * Exception: if member is in non-deduct status –Not paying branch

 No email/letter will cancel Active membership

 Cancellation Time

◦ 1st full PP in March (see 1187)

◦ 1st full PP in September (see 1187)

◦ No anniversary date requirement

◦ No refund of member’s dues



Secretary’s Responsibilities

Cancelling Associate Membership

 Can be cancelled any time

◦ Member notifies NAPS HQ in writing

◦ Branch notifies NAPS HQ in writing

◦ Death of Associate - Branch notifies NAPS HQ

 Will be cancelled next available DCO 

 No refund of Associate’s per capita to branch



Secretary’s Responsibilities

Membership Rolls 

Request for Branch Affiliation Exception 
Article III, Section 6



Secretary’s Responsibilities

Monthly Branch Reports from NAPS HQ

 Dues Check-Off (DCO) Report

 Change Report

 Non-Member Report

 Address Report / NAPS Mail List



Secretary’s Responsibilities

Dues Check-Off List

 Branch affiliation

 Pay Periods of dues withholding

 Monthly membership roster 
 Active

 Associate

 Finance #’s 

 Status flags 

 Total membership

 DCO dues amount to branch



Secretary’s Responsibilities

Managing Dues Check-Off (DCO) Report

DCO Designation DCO Meaning

ADJ USPS returned back pay to member, dues too

CANCEL Membership canceled due to Form 1188

DECR. Dues of member decreased 

INCR. Dues of member increased

NO DED No dues deducted for member 

NU EMP New Branch Member  - 1187

RET. Member retired from USPS

SEP. Member quits USPS or removed by USPS

Asterisk *
Not Receiving Postal Supervisor 

Bad address listed at NAPS HQ



Secretary’s Responsibilities

Managing Dues Check-Off (DCO) Report



Secretary’s Responsibilities

Managing Dues Check-Off (DCO) Report



Secretary’s Responsibilities

Managing Dues Check-Off (DCO) Report

NAPS Change Report



Secretary’s Responsibilities

Managing Dues Check-Off (DCO) Report

Non-Member Report



Secretary’s Responsibilities

Managing Members’ Addresses

NAPS Mail List



Secretary’s Responsibilities

 Membership Rolls

 Correspondence

 Record Keeping

 Meeting Minutes



Secretary’s Responsibilities

Correspondence

• Branch mail

• Officer information & updates
• Officer Profiles for receiving NAPS HQ info

• Member Change-of-Address
• To receive The Postal Supervisor

• Letters/emails to NAPS HQ
• Member Issues (DCO Status)

• Invitations to events

• Changes in branch dues



Secretary’s Responsibilities

 Membership Rolls

 Correspondence

 Record Keeping

 Meeting Minutes



Secretary’s Responsibilities

Record Keeping
• Keep records up-to-date & legible

• Update Branch Constitution & Bylaws

• Make files and organize

• Keep centrally located

• Backup computer 

• Turn records over to new officers

• Consult lawyer and/or CPA when needed

• Record retention - Don’t hoard



Secretary’s Responsibilities

 Membership Rolls

 Correspondence

 Record Keeping

 Meeting Minutes



Secretary’s Responsibilities

Meeting Minutes
• Summary of what happened 

• Reflects branch’s decisions 

• Discussion and decisions reported

• Not every comment is quoted

• Motions and votes recorded

• Committee & other reports covered

• Stop meeting for clarification

• Keep a file / backup from computer

• Publish in newsletter or send to members (optional)

• Read/copies at next branch meeting



What does a NAPS Secretary do?

Officers Training Manual (OTM)

Secretary's Responsibilities
• 3.1. Definition of a Secretary 

• 3.2. Dues Check-Off Print-Out (DCO) 

• 3.3. Communicating with NAPS Headquarters 

• 3.4. Record Keeping 

• 3.5. Meeting Minutes

• 3.6. Branch Newsletters and Web Sites 

• 3.7. Merging Branches

• 3.8. The Postal Supervisor Distribution 

• 3.9. Invitations to NAPS Headquarters



Secretary’s Responsibilities

• Branch Newsletters and Web Sites 

• Includes Branch meeting minutes

• Local officer contact information

• Meeting notices

• Merging Branches                                
(Article IV, Section 2)

• Format a petition 

• Majority 50%+1 sign petition to merge

• Accepted by gaining branch

• Notify members and NAPS HQ of results

• Automatic dues adjustment by NAPS HQ



Secretary’s Responsibilities

 The Postal Supervisor magazine
• Keep members’ mailing list updated 

• Asterisk (*) on DCO report “bad address” of member

• Notify NAPS HQ of member address changes 

 Invitations to NAPS Headquarters
• Send at least 2 months in advance – sooner if possible

• Provide details of NAPS event (Who, What, Why, When and Where)

• No charge for Resident Officers to attend

• Indicate if requesting a particular Resident Officer



Review NAPS
Officer Training Manual (OTM) Chapter 3 

Revised January 2022

Secretary’s Responsibilities



Thank You!

Questions?


