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A. Purpose.  This glossary defines words and phrases that are unique to, or
have special meanings within, the U.S. Postal Service. Automatic data
processing terms that are specific to the Postal Service have also been
incorporated. This glossary does not provide comprehensive or precise
legal definitions. In any contradiction between a term in this glossary and a
Postal Service directive, the directive supersedes the definition.

B. Requisition.  To obtain additional copies submit Form 7380, MDC Supply
Requisition, to your material distribution center.

C. Questions and Comments.  Questions and comments, including
suggestions for a term that you wish to be included in future editions, should
be sent to:

PUBLICATION 32 EDITOR
CORPORATE PUBLISHING & INFORMATION MANAGEMENT
US POSTAL SERVICE
475 L’ENFANT PLZ SW RM 2800
WASHINGTON DC  20260-1540

D. Cancellations.  All previous issues of Publication 32 and Publication 32-A
are obsolete.

E. Effective Date.  This publication is effective May 1997.

Richard D. Weirich
Vice President
Information Systems
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Glossary of Postal Terms

Publication 32, Glossary of Postal Terms, defines words and phrases that
are unique to, or have special meanings within, the U.S. Postal Service.
This glossary does not provide comprehensive or precise legal definitions.
In any contradiction between a term in this glossary and a current USPS
directive, the directive supersedes the definition. Publication 32-A, USPS
Glossary of ADP Terms, is now obsolete. Postal-specific automatic data
processing terms have been incorporated into this version of Publication
32.

This glossary was first published in 1974 and has been updated several
times since then to reflect the changing terminology and technology within
the USPS. Most obsolete terms have been deleted, but others that might
still appear in print are retained and cross-referenced to the current term.
Moreover, many new terms have been added.

If you wish to suggest a term to be included in future editions, send the
term and definition to:

PUBLICATION 32 EDITOR
CORPORATE PUBLISHING & INFORMATION MANAGEMENT
US POSTAL SERVICE
475 L’ENFANT PLAZA SW RM 2800
WASHINGTON DC  20260-1540
Fax (202) 268-2839

Capitalization
Terms that are the equivalent of proper names or represent code words
are capitalized; terms that are general — applying to a group or
category — are not capitalized. For example, the proper names of specific
systems, services, and computer programs are capitalized herein, as are
the names of specific committees and boards. However, most entries
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ending in office, center, facility, or unit, and various descriptive terms
ending in delivery and mail, are considered general and are not
capitalized.

Position titles are not capitalized, whether the position is held by many
(such as clerk) or by few (such as vice president). Organizational unit
names, however, are capitalized to distinguish them from the same
function (compare Finance with finance).

Trademarks and terms whose registration is pending are always
capitalized when used as nouns. (Check Domestic Mail Manual G013 for
a current list.) Moreover, the abbreviated or acronym form is always
capitalized; for example, COD for the term “collect on delivery.”

Abbreviations and Acronyms
Commonly used acronyms are found in parentheses next to the term they
represent. In addition, a list of acronyms and the respective terms are
found on page 129.

Forms
Forms referenced herein are U.S. Postal Service forms unless otherwise
noted.
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absentee balloting materials  — Postcard applications, ballots, voting
instructions, and envelopes sent through the mail without postage
prepayment. This public service enables U.S. expatriates, members of the
Armed Forces in active service, and the U.S. Merchant Marine (and their
spouses and dependents) to apply for registration and to vote when
absent from the place of voting residence.

accelerated reply mail  (ARM) — Origin caller service provided for reply mail
at a postal facility other than the one to which the mail is addressed. Reply
mail from the caller’s customers is captured by the USPS for either
immediate delivery to the caller or reshipment by Express Mail to the
caller’s address.

accepts  — The total number of mailpieces processed by an optical character
reader and assigned to the correct stacker (that is, open bins).

accountable mail  — Mail that requires the signature of the addressee or
addressee’s agent upon receipt to provide proof of delivery or
indemnification for loss or damage. This includes Express Mail and
special service mail such as certified mail, collect on delivery, insured mail
for more than $50, registered mail and return receipt for merchandise.

accountable materials  — Certain items of inherent monetary value. These
include postal items such as aerogrammes, international reply coupons,
postage stamps, philatelic products, stamped envelopes and postal
cards, blank postal money order forms, or any unsold item awaiting
destruction. These also include service items provided to the general
public in behalf of certain federal agencies such as migratory-bird hunting
and conservation stamps. (Also see stamp credit.)

accountbook  — A batch of forms (Form 1551), one for each week of the
postal fiscal year. The forms are used to record the daily transactions of
post offices and financial reporting units. Moreover, they serve as a
single-source document by post offices to accumulate financial data for
periodic reporting on the statement of account.

account identifier code (AIC) — A three-digit code that assigns financial
transactions to the proper account on the general ledger. Each AIC is
assigned a corresponding general ledger.
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accounting period  (AP) — A 4-week period that forms one thirteenth of the
postal fiscal year. It begins on a Saturday and ends at the close of business
on the Friday 4 weeks later.

accounting service center (ASC) — An accounting, disbursing, and data
processing facility that provides accounting support for postal activities.
Each ASC is specialized for one or more functions:  Minneapolis, MN,
payroll; San Mateo, CA, accounts payable and travel vouchers; and St.
Louis, MO, postal money orders. (Also see Consumer Service Card and
National Air and Surface System.)

account management  — The planning, implementation, and measurement
of customer service activities for assigned customer accounts. This is
required to realize postal volume and revenue potential for these
accounts.

account representative  — A USPS employee who establishes and
maintains communications with customers to improve service, sell postal
products, implement programs, and represent customer viewpoints to
postal management. (Formerly customer service representative.)

Accounts Payable Accounting and Reporting System (APARS) — A
software system that provides for processing and reporting of payments
made at the San Mateo and St. Louis Accounting Service Centers. APARS
supports transactions generated by other ASCs, USPS field operations,
and Headquarters.

activity  — A named process, function, or task that occurs over time and has
recognizable results. Activities use up assigned resources to produce
postal products and services. Activities combine to form USPS business
processes.

activity analysis  — The breakdown of the USPS enterprise into manageable
segments for detailed analysis of cost and performance.

activity-based management  — A system of management that seeks to
optimize the value added activities performed by the USPS enterprise
while at the same time minimizing or eliminating the non-value added
activities, resulting in overall improvements in the effectiveness and the
efficiency of the Postal Service in serving its customers.
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activity code  — A one-digit number that indicates the functional area in which
a USPS employee is assigned; it is usually joined to the two-digit
designation code as a second element. (Also see labor distribution code.)

activity model  — A graphical representation of a USPS business process that
exhibits the activities that make up the postal business process to any
desired level of detail. An activity model reveals the interactions between
postal activities in terms of inputs and outputs while showing the controls
placed on each activity and the types of resources assigned to each
activity.

activity model (AS-IS)  — An activity model that portrays how a USPS
business process is currently structured. It is used to establish a baseline
for subsequent postal business process improvement actions or
programs.

activity model (TO-BE)  — An activity model that results from a USPS
business process redesigned action or program. The TO-BE model shows
how the postal business process will function after the improvement action
is implemented.

activity, non-value  added  — Any activity that provides a negative return on
the investment or allocation of resources to that activity. Within broad
limits, the enterprise benefits by allocating less resources to non-value
added activities.

activity, value added  — Any USPS activity that contributes directly to the
performance of a mission, and could not be eliminated without impairing
the mission.

actual count  (AC) — The exact numerical count of all mail classes worked.

additional entry (AE) — A post office other than the office of original entry
where a publisher is authorized to mail a Periodicals publication.

additional mailing office  — A post office, other than the original mailing
office, used to mail Nonprofit Standard Mail.

address  — The location to which the USPS is to deliver or return a mailpiece.
It consists of certain elements such as recipient name, street name and
house number, and city, state, and ZIP Code as required by the mail class.
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Address Change Service  (ACS) — An automated process that provides
change-of-address information to participating mailers who maintain
computerized mailing lists. The information is captured in the
Computerized Forwarding System (CFS) units and sent to mailers on
electronic media, which reduces the volume of manual
change-of-address notices.

address correction service  — A system of ancillary service endorsements
that allows mailers to obtain the addressee’s new (forwarding) address or
the reason for nondelivery.

addressee  — The person or organization to whom a mailpiece is addressed
as shown in the delivery address.

Address Element Correction   (AEC)— A process that identifies and revises
incomplete or incorrect computerized address files and then attaches
ZIP+4 and carrier route codes. It involves computer matching address
records that cannot be coded using CASS-certified address matching
software.

Address Information System products   — USPS addressing products and
services used to obtain the correct USPS ZIP Code, ZIP+4, or carrier route
number for mailing list addresses. These include computerized products
such as the City State File, Five-Digit ZIP Code File, Line-of-Travel (LOT)
information, Z4CHANGE File, ZIPMOVE File, Carrier Route Information
System, and ZIP+4 tapes. They also include printed ZIP Code and ZIP+4
directories and microfiche products. (Also see Address Management.)

address list service  — (See mailing list service.)

Address Management  (AM) — An organizational unit that provides USPS
policy and systems on mailing list service, address correction service,
forwarding, and other related services. (Also see forward.) (Formerly
known as Address Information Systems.)

address sequencing service  — A USPS service whereby address cards are
sequenced in order of delivery for city routes, rural routes, highway
contract routes, and post office box sections. For a qualifying mailer,
address cards with either blank cards added (for missing addresses) or
cards containing missing and new addresses may be added. (Compare
with mailing list service.)
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à découvert  — (French) Universal Postal Union term for open transit mail
(mail that crosses U.S. borders while en route from one foreign country to
another) that is in unsealed containers.

adjustable platform stool  — A stool with a heavy base, adjustable for height
and angle, used by clerks doing manual distribution. (Also called leaner
and rest bar.)

Adjustment Processing System  (APS) — A software application used to
make payroll adjustments for employees other than rural carriers and their
replacements for data obtained from Form 2240, Pay, Leave, or Other
Hours Adjustment Request. (Compare with Rural Adjustment Processing
System.)

administrative support facility  (ASF) — A single-function organization that
typically serves the entire USPS and reports directly to Headquarters (for
example, an accounting service center, material distribution center, and
facilities service office).

Administrative Support Manual  (ASM) — This directive contains policy and
procedures for various USPS administrative and support functions. These
include postal organization, the Inspection Service, corporate relations,
facilities and equipment, legislative affairs, support services, purchasing
and materials, and information systems. It is one of the six USPS policy
manuals.

advance deposit account  — A debit account into which a mailer deposits
funds that are maintained by the USPS and from which postage is later
deducted at the time of mailing. (Also called trust account.)

advanced facer-canceler  (AFC) — A machine that faces, cancels, and sorts
incoming letter-size mail to one of seven stackers (bins). Depending on
the type of mail, the sorted letters are taken to an optical character reader,
barcode sorter, or multiposition letter sorting machine for further
processing. (Also see incoming mail, letter-size mail, and mail
processing.)

aerogramme  — (French) A letter-size sheet of lightweight paper that folds into
an airmail envelope for correspondence to other countries. (Also see
letter-size mail.)
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