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EMPLOYEE AND LABOR RELATIONS GROUP
-Washingtan, OC 20260

April 14, 1978

Mr. Emmet Andrews
General President

American Postal Workers
Union, AFL-CIO

817 - l4th Street, NW

Washington, DC 20005

Mr., Clifford E. Edwards

President

National Rural Letter Carriers'
Association

1750 Pennsylvania Avenue, NW
Suite 1204

Washington, DC 20006

Mr. Lonnie L. Johnson

National Director

National Post Qffice Mail Handlers,
Watchmen, Messengers and Group
Ieaders, AFL-CIO

905 - léth Street, NW

Washington, DC 20006

Mr. J. Joseph Vacca

President

National Association of Letter
Carriers, AFL-CIO

100 Indiana Avenue, NW

Washington, DC 20001

Gentlemen:

M-00639

As we notified you in our letter of April 3, 1978, the
Postal Service must promptly begin to process commercial

authorized by state law.

.garnlshments of the wages of Postal employees where

Attached for your information is a copy of the instructions
to the field which are scheduled for publication in the
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Postal Bulletin of April 20, 1978. If you have any questions
concerning this matteXY, please advise Bill Downes of my
staff immediately (245-4729).

Sincerely,

N~

ames C. Gildea
ssistant Postmaster General
aﬁor Relations Department

Attachment
(
. N1, N
Ce. €f IRV, // &



” InstructiOQS‘far Commercial Garnishments

M-00639

Effective no later thathay Period 10, beginning April 22; 19?8; the

8. S. Postal Service will honor valid court ordered commercial wage

- garnishments. The decision to honor these garnishments is based on the

fact that five Federal appellate courts have held that the Postal Service

- is not entitled to the defense of sovereign immunity in ﬁage garnish-

- ments.

: Garnishment>of employee wages is governed by the law of the state, districf

- or territory under whose law the garnishment is filed. A few states

do not authorize wage garnisiments. Each‘jurfsdictiqn‘which authorizes

_garﬁishments is unique and the applicable laws are so different that the

~ postal data'centers would not be able to cope with all the varied reqdire-

V‘Ients. For this reason, each Regional Postmaster General should appoint

an emplqyee to serve as the Regional Coordin&tor‘on garnishment procedures.

-The Regional Coordinator, in turn, with approval of the Regional Postmaster

General, should appoint a 10c&1‘garnishment administrator; one who has the

‘:ability'to acquire expertise in the applicable local law; as state, district

or territory coqfdinatcr. These employees may obtain legal advice from the
Regional Counse? and employee and labor relations advice from Regional
Employee and Labor Relations. NOTE: The Central Region has a policy that

the administrative center for processing of commercial garnishments will be

“at the manageﬁent center level.

Mames of the persons designated as Regional or local coordinators should

be pub?ishéd in Regional Bulletins or in other types of circulated

f
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information._ Information should inc!ude_names of persons to be contacted,

tities, location and ‘telephone numoer, so that prompt contact.can be

.made when a garn1shment document is received by a local postmaster/

instal]ation head.

Garnishment summonses are served by sheriffs or other 1oca11y appointed

process servers. Some summonses will be accompan1ed hy a payment to

cover casts to the Postal Service for processing such garnishments.
" Such funds should be deposited as Miscellaneous Non-Postal Receipts,

~ AIC 126.

- Most summonses will require a.foilow'up procedure such as a response to

the court acknowledging receipt of the summons andfanswering specific

questfons required by the court, wrthin a specified per1od. Because'of

“the time 11m1tat1ons on these orders, it is. important that replies be

made with1n the time requ1red..
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Some garnishment smvm_uhses will require immediate action in order to -
meet the required effective date. In some cases,' it maj.r be necessary
~ to intercept the employee's check. In uther'cases, a one time deducti‘on
is involved which can be handled locally. |

The procedures in these instructions describe the steps postmasters and
other installation managers must take when prgseznted with a court ordered
-commercial -garnié-!men.t and payroll deduction is possible.

-

1. Upon receipt of a valid court ordered commercial wage garnishment,

the postmaster or installation head will complete Form 1242-A,
"Commercial Garnishment Withholding Mbtfce" » 1n triplicate {or
quad'mpl'i‘ca.te'if- your" regional office so d.i.rectsA),f in accordance
with the requirements contained in the court order. If there aré
any re'quimnents.uh:ich ar.e not.i clear or if there is a quéstia-n as
to whether the orde‘r- is valid (fo.r example‘ if the papers are not |
._ﬁigned or if the order does not rel ate_i to an ‘empl oyee at the
'lns_tauation served)}, the regional couﬁ§e1 sho_u!d be consulted. .

Detailed instructions on submission of the form are given below.

2. The original copy of each completed Form 1242-A should be sent
'imlquiatﬂy'to the pqs‘ta}.»‘daﬁa center servicing the office
involved. Forms must be submitted to be received at the postal

data center no later than Tuesday of the week in whiéh the pay

‘period ends. The first copy is to be sent to personnel office

reteuti‘on pending further instructions}. The second copy must be

detivered to the employee and in a sealed envelope marked "Restricted

for filing on the left side of the official personnel folder (indefinite
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Infomation-f if hand del:i‘ve.red. Depending ’on your regional office,
a c:epjIr may be required for that office. This copy must be marked
“Restricted Information" and sent directly to the Regional Coor-
dinator. o |

If the court order has an effective date which cannot be met as

1indicated above, the postmaster or installation head must intercept
.the anpl-dyeé’s check and either return the check to the postal data

' center for cancellation and reissue, or request the empI oyee to

endorse the check and deduct the court ordered amount. The 1242-A

garn.is!-_en.t. form must be amended, if necessary, to cover this deduction.. |

 If the Form 1242-3 has already been. submitted to the postal data center,
~advise the postal data center by phone or memo of the deduction.

~ When check has been intercepted and endorsement by employee has been

secured, present the check to your finance section. The finance

 section will then give the employee the amount of the weges not

reached by the garn.i‘stmen.t_and will furnish the employee with a |

receipt for the garnishment amount. Money held subject to the

garnishment pendi ng‘ disbursement according to the court order
should be placed in the Miscellareous Trust Acco-un:t;. For amounts

of $300 or wore, a 9500 Series check should be used, if available.

For amounts less than $300, a No Fee Money Order should be used.

If the court order requires funds to be placed in an escrow fund,

" the Form 1242-A provides a space for such data. On advice from the

court as to release of such escrow funds, a Form 1242-B, “Disbursement

Notice for Funds Held in Escrow to Satisfy Commercial Garnishments",



v b o P

' have not been appointed, or are not responsible for completing these

s

M-00639

" must be prepared and submitted to the postal data center. The Central

Regian?has'appofnted area garnishment admjnistrators_to_comp]ete

these forms. However, in regions where such garnishment administrators

forms, the postmasters are to prepare and submit such forms on a local

basis.'

. NOTE: Any records maintained for the purpose of processing commercial

garﬁishments, other than those in the Official Personnel Folder or in
the-payrult'systens'ét the postal data centers, must be filed by the
case number assigned by the court in locked file cabinets. Access

to the information on commercial garnishments must be limited to
oniy those persons who haﬁe a need for sach information in perform-

ing their official Postal Service duties.

" Forms 1242-A, "Commercial Garnfishment withholding:Notice“, and 1242-B,

‘  “Disbursement Notice for Funds Held in Escrow”, may be requested from .
the U.'S.'Pustal Service, ?inhnce Department, Room &551,'Hashington; Dc, or
by calling'(ZGZ} 245—4467. These forms, dated July 1976, are for‘dse

" in offices being processed under the current bi-weekly payroll systan;

-‘Instructiehs for completion for those offices in Western Region, and
others as they come under the new redesigned payrul? system, are iisted

] separately below - see Jan. 1978 format.

Forms 1242-A should be completed as fulfows:

(A} (For offices under curreni,payroli system use 1242-A, July 1976

edition (Exhibit A).
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2‘5.

6.

7.

8.
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Insert CAG, State and Office Number of office where employee

works,

Self explanatory.
Insert first pay periad beginning date which you will be able
to Meet (see note at bottom of Form 1242-A,‘regarding submission

date).

Enter~amcun:-tclte deducted according to court order each pay
period (if a single deduction is fnvélved for a one time actiun;
you svhouId' handle locat iy and not submit form to the postal data
center). Consult regional coordiﬁator if necessary.

-

Enter amount the Postal Service is to be reimbursed, if any,

~ in accordance with court order for each deduction for processing

9.

10,

]‘]Jl

the garnishment. |
Enter totar‘ampunt.of garnishment.

If garnishments are to continue each pay period until satisfied,

compute the number of pay periods which will be required to

complete the garnishment including a final pay period for odd

amounts. Enter on the form the first pay period not to with-

hold garnishment.

Enter pércentage, if applicable. ({If no percentage is shown,

automatic 75% is computed for Federal exemption from=garnishments.}
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13.

4.

15.

.
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Imdicate Yes or No. If No, complete bottom of form.

Per court order or other official notification, enter name and

ﬂdi-ess. of offi_cial to receive check from the postal data center.

Emter case (or file number) assigned by court. | This information

¥s very important as it will appear on listing received with check - |

tn‘ identify indi vid.&alﬁ deductions when more than one garnishment

goes to a single court.

Write date - typed name of person authorizi ng and signature of

amthorized individual.
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| COMPLETED BY
B ‘ ‘ INSTALLATIONS | FORPDCUSE
L . | WS, FASTAL SERVICK : : CINANCE N e : —
‘ cAG aoor | /9 {niaL
COMMERCIAL GARNISHMENT WITHHOLDING NOTICE : STATE | OFFICENO. _ ‘ o ‘
| - —

O

o
Pay Period Dedmmon Amount ‘ ’ @ ’
‘ ) |
- M Reimburseabie Amount (if any) Each Pay Period ) i
CHANGE | : “ - ] T
- Pay Period and Year to Stop Deduction -
Percent of Net Pay Exempt From Garnishment @
Are Deductions to Be Placed Into Escrow ‘ ‘
. {f NG Provide The Name and Address of Payee Below) @ O ves O wo
| 1 )
; I . CANCEL GARNISHMENT: Cancel court ordered deductions in accordance with instructions on iile at this office.
[ NAME OF COURT OFFICIAL OR n:cmnn' DESIGNATED TO TOENTIFICATION NG, ("EI- Number) (16 be ouiigned ot FDC]
| amceive DEDUCTION
@‘ o | 5
:'A_Dn'nl.ss {No., Street, City. State and ZIP Code) . ) EMPLOYEE'S CASE NUMBER AS ASSIGNED BY COURT

. PS Farm 4 '
July 1976 1292-A

 M-00636—

' !NSTRUCTIONS This form to be completed by Postmaster /or Insrallation Head) in triplicate. Forward originak to PDC, Ist copy’ to Petsomclll
for fiting in OPF, Official Personnel Folder, and 2nd copy to employee,

- NAME QF EMPLOYEE fAS shown on pay chceh) . SOCIAL SECURITY NUMBER
HOME ADORESS (No., Strewt, City, State ond ZIP Code) FOST OFFICE, STATE AND ZIPF CODE WHERE EMPLOYED

@ _ S

TO: »‘D‘IIRICI_OI!. POSTAL BATA CENTEN (Insert City, Stete and ZIP Code)

fn accordance with a court order on file at this office, effective® _ (&
or the carliest date thereafter, you are hereby directed to deduct the following: Ly
. . i
Pay Period Deduction Amount @ |
PDC Reimburseable Amount (if any) Each Pay Period !
" INITIAL : - |
GARMISHMENT .. Teotal Amount of Gamishment ) ‘ ‘
Pay Period and Year to Stop Deduction
Pexcent of Net Pay Exempt From Gamishment @
Aze Deductions to Be Placed Into Escrow .
B NO Provide The Name and Address of Payee Eelow} @ - 0 ves Q wo

Authonty for any chang_noted below is on file at t!us aff ice.

DATE SIGNED | AFTHORIZED INDIVIDUAL (Printed Name and Title) SIGNATURE OF AUTHORIZED INDIVIDUAL

*Request must be receiwed at Postal Data Center no later than Tuesday of the week in which the pay period ends in order to be effective -
for a particular pay pexiod. Later receipts will be processed the following pay period.

Exhibit "A"
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INSTRUCTIONS FOR REVISED FORM 1242-A

(8} For offices under new redesigned payroll system.

Upon implementation of the new*payfoll system, a revised Form 1242-A

(edition date,‘dahuafy 1978), as shown in Exhibit B, must be used.

These forms are scheduTed,to be distributed to each Management

Sectianal Center in pay period 10.

The revised Form 1242-A should be completed as follows:

]' - 50

5-A.

6.

8.

‘Seif explanatofy.

Do not complete. This is not authorized at present. A

special pdstal bulletin notice will be issued when
voluntary pay allotments under wage earner pians under B

the bahkruptéy taws are allowed.

If emplqyee is head of household as defined by state Taw,

check yes. Head of household is usually defined as providing

more than one half the support of at least one dependent. If

- uncertain as to yodr state laws contact the regional coordina- .

tor.

If head of household was checked yes, enter the number of

dependents;

- Indicate yes or no.
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9. " Enter-the standard two lTetter state abbreviation.

10. .~ Many states differentiate between garnishments arising from
A consuner~loan\of crédit sales and other garnishments. If the
court order specifies tﬁat the case is a consumer loan or
credit»sales case, check yes, otherwise, check no. If you

are uncertain, contact your regional coordinator.

11. Enter the pay period and year the deduction is to be effec-
tive. MNote that the request must be received at the postal
data center no later than Tuesday of the week in which the

pay period ends in order to be effective that pay period,'

12. ‘ Check one: New garnishment 1f this is the initial prucesswng

of this garn1shment. Change if any change is betng made to

an ex1sting_garnishment. Cancel garnishment to stop deduc-

tions'and‘have the case removed from the postal data center

13. The revised 1242-A provides for nine garnishment types.
o If the Court Order Use Garnishment
States That: Type:
Funds will be disbursed to the A

creditors by the court. (See note below)

A fixed dollar amount is to be B
wi thheld each pay period.

A fixed dollar amount is to be withheld c
each pay period provided that this
amount is available after allowing
the employee a specified dollar
~exemption.




A fixed dollar amount is to be withheld } D

each pay period provided that this

amount is available after allowing ‘

the employee an exemption of a ‘ . -
specified percent of his net pay. )

A Tixed dollar amount is to be withheld £
each pay period provided that this |

~ amount 1s available after allowing |
the employee an exemption in accordance
with state law. State law information : = -
is available through the regional : S ' -
coordinator for garnishments, : '

A percentage of the employee's net pay is : F
to be withheld each pay period provided -
that this amount is available after

allowing the employee an exemption of

a specified dollar amount.

NOTE: A type "A" garnishment may not be used if an escrow account is to be

‘ established. When type "A" is used, a check for a percent of the
employee's net pay (may be 100%) is forwarded to the court each pay
period. The court then makes distributiom to the various creditors
and to the employee. Type "A" should be used only after consultatian
with the regional cocrdinator.

A percentage of the employee's net pay is G
to be withheld each pay period provided .

that this amount is available after allow- -

ing the employee an exemption of a speci-

fied percent of his net pay.

A specified percent of net pay is to be H
withheld each pay period provided that ‘
this amount is available after allowing

the employee an exemption in accordance

with state law. State law information

is available through the regional coor-

dinator for garnishments.

o This garnishment type is to be used omly . I
~ at the direction of the regional coor-
‘dinator for garnishments. Use of this
code will result in the empioyee's
~ check being pulled and cancelled. The
PDC must then issue manual checks to -
the employee and the court.

For each garn1shment type, enter the appropriate information
in the non-shaded. boxes on the line for the garnishment type
circled.




14.

15,

16.
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Peffbourt order or other official notification, enter name
and address of official to receive check from the pestal

data center.

Enter case (or file) number assigned by the court. This

information is required and will appear on each check to

identify. individual deductions when more than one garnish-

~ ment goes to a single court.

Sign and date each Ferm 1242-A submitted for processing.
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o " U.S. POSTAL SERVICE : | Fro | v COBE CONTROL NUMBER
COMMERCIAL GARNISHMENT WITHHOLDING NOTICE R : \ . !
OR WAGE EARN ER P_‘LAN ALLOTMENT REQUEST ‘ [-00839 ‘

mucr JONS: This form to be compieted by Postmaster (or Jnstallation Head) in triplicate. Forward original 1o PDC, lst copy to Person-
vl far filing in Official Personnel Folder, and 2nd copy to employee.

MAME OF EMPLOYEE (Ay shown on pay check} . SOCIAL SECURITY NUMBER '

'JHOME ADDRESS (N, Street, City, Stare and ZIP Code) POST OFPICE, STATE AND ZIP CODE WHERE EMPLOYED

[¥O: DIRECTOR, POSTAL DATA CENTER (lnsert City, State and ZIP Code) - @ _
l Woge samer Plan Allatment? (] Yes [} %
l . ts Emplayes Hesd of Household? @ D Yes D . Ne Number of Dependents

- i3 Escrow Aceaunt ta be mhlishad"E] Yes D No Garnishment State {2 letter codll@

L - \ kot [ Effective or the earliest \ 8 : :
i Cnlcmumeﬂ.motmsdit&lum Yes D Ne | PP- YR date thereafrer.® @ 1 -1

D m:cordam:e with a court order on fiie at this affice - D CHANG uthority for any change noted ‘
GAHNISHMEN are hmhv directed to decuct the following: . | ' s on file st this offics, -
o i 4 ooream ] . | . N P ‘i
e e NET t | - VALUE I  pp ‘ roC S - stor T}
eere v - AL | oF wAcEs 'l oeo pebenos Iramaunsy  amount oF . | peouc | -
o TR EMPT REMPT | amT . | asue GARNISHMENT | TIONS

STt .. .} From FROM Shaeid amounT | AabE. | GARNISE v
S @ . GAR. | GARNISH. - K vy AT -
, ) L NISH | menNT f o : i
- Ment ' . pe b YR] !

Al COURT DISBURSED

. SIN*SLE DEDUCTION

e
c] porran AMOUNT EXEMPT [
I

ol xExXEMPTION

gl STATE RULES,
$ DEDUCTION ~
F DOLLAR EKEMPT!ON.

. % DEDUCTION
. % EXEMPTION,
Gﬁ % DEDUCTION

" STATE AULES,
. - % DEDUCTION

: hll _'mwm.c:amu-rmloﬂ

; i HER
@ D CANCEL GARN!SHMENT' Cancel court ardersd deductions inae:mdmt'mth instructions on file at tiusamu

mEdF CQURT OFFIG,IAI. OR RECIPIENT UESIGNATED TO RECEIVE DEDUCTION "
ADORESS {Na., Strees, cm. Stare aid‘zLPC‘odeJ . - EMPLOYEE'S CASE NUMBER AS ASSIGNED BY COURT 1
DATE SIGNED ;AUTHORIEZED INGIVIDUAL. (Printed Name and Tite} [SIGNATURE OF AUTHORIZED INDIVIDUAL - .
; . - *Request must be received st Postal Dats Center no later than Tuesday of the week in which the pay penod ends in order to be

- @ : effective for a vam:ulu pay period. Later receipts will be processed the followlng pay period.

ffi‘;?au‘z’“ L ' Exhibit “B"

Pt} .. : ERERRE - - . Lo . N o - N . o . - R ' , v
. - v * . . -
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EMPLOYEE AND LABOR RELATIONS GRQUP
: Washington, DC 20260

April 3, 1978

Mr. Emmet Andrews
General President

American Postal Workers
Union, AFL-CIO

Mr. Lonnie L. Johnson

Naticnal Director

National Post Office Mail Handlers,
‘Watchmen, Messengers and Group
Leaders, AFPL-CIO

Mr. Clifford E. Edwards
President

National Rural Letter
Carriers' Association

Mr. J. Joseph Vacca
President

National Association of
Letter Carriers

Gentlemern::

As a result of a trend in Federal Court decisions that the
Postal Service is not entitled to raise the defense of
sovereign immunity against "commercial" wage garnishment
orders issued by State Courts, the Justice Department
recently decided that further defense of the Postal Service
-poesition is not warranted. Under the cicumstances, the
Postal Service must promptly begin to process commercial
~garnishments of the wages of Postal employees where authorized
by State law. Instructions are presently being developed
for implementation in the very near future. BAs soon as
these instructions are completed, we will provide you with a
copy and arrange for a meeting if you so desire.
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If you have any questions in Ehis regard, please call Mr.
Downes of my staff on Extension 4729.

Sincerely,
James C. Gildea

ssistant Postmaster General
Labor Relations Department




