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EMPLOYEE AND LABOR RELATIONS GROUP
Washington, DC 20260

April 14, 1978

Mr. Emmet Andrews
General President
American Postal Workers

Onion, AFL-CIO
817 - 14th Street, NW
Washi~9'ton, DC 20005

Mr., Clifford E. Edwards
Preside'nt
National Rural Letter Carriers'
Association

1750 Pennsylvania Avenue, NW
Suite 1204
Washing-ton, DC 20006

Mr. 'Lonnie L. Johnson
National Director
National Post Office f4ail Handlers,

Watchmen, Messengers and Group
Leaders, AFL-CIO

905 - 16th Street, NW
washi~gton, DC 20006

Hr. J. Jos'eph Vacca
President
National Association of Letter
Carriers, AFL-CIO

100 Indiana Avenue, NW
Washi~9'ton, DC 20001

Gentlemen:

As we notified you in our letter of April 3, 1978, the
Postal Service must promptly beqin to process conunercial
garnishments of the wages of Postal employees where

, authorized by state law.

I
I

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 matter, please advise Bill Downes of my
staff immediately (245-4729).

Sincerely,

ames C. Gildea
_~istant Postmaster General
aDor Relations Department

'-i>'

J
I
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Instruetionsfor Cammerci al Gar"i stments
M-o.063-9

Effective no later than Pay Period 10, beginning April 2'2', 1978, the

, U. S. Postal Service will honor valid court ordered commercial wag'e

gamishments. The dec; si on to honor these garni stunents is based on the

.filet tnatfive Federal appellate court~ have hel d that the Postal Service

·is ROt entitled to the defense of sovereign immuni,ty in wage garnish-

IleRts.

6arnf shment of emp1oyee wages is governed by the 1aw of the state I di strict

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

do not authorize wage garnishments. Each jurfsdiction which authorizes

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

postal data centers would not be able to, cope with an the varied require-..
• 'Rts. For this reason, each Regional Pos1master General shaul d appoint

iIII empl:oyee to serve' as the Regional Coordinator on garnishment procedure,s.

lite Regional Coordinator, in turn, with approval of the Regional Postmaster

General. should appoi'nt a local garnishment administrator; one who has the

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

or te,l'Ti tory coordi natal"• These employees may obtai n 1ega1 adv; ce from the

Regional Counsel and employee and labor relations advice from Regional

&ployee and La~or R~latlons. NOTE: The Central Region has a policy that

tbe administrative center for process.ing of commercial garnishments will be

.. a't tbema.na.gement center level.

limes of the persons designated as Regiona.1; or local coordi nators shaul d

be published in Regional Bulletins or in other types of ci reul ated
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information. Information should include names of persons to be contacted.

titles, location and telephone number, so that prompt contact can be

made when a garnishment document is received by a local postmaster/

installation head.

Garnishment summonses are served by sheriffs or other locally appointed

process servers. Some summonses will be ac.companied by a payment to

cover costs to the Postal Service for processi.ng such garnishments.

Such funds should be deposited as Miscellaneous Non-Postal Receipts,.
AIC 126.

Most summonses will require a follow up proc.edure such as a response to

the court acknowledging receipt of the summons and answering specific

q,uestions required by the court, within a specified period. Becau.se of
•

the time limitations on these orders. it is important that replies be

made within the time required•.
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Some garnisl 111: summonses will require immedhte actIon in order to

meet the required effecUve date. In some cases, ;t may be necessary

to intercept tile employee's check. In other cases, a one time deductIon

is involved _icn can be handled locally.

The procedures in these instructions describe the steps postmasters and

other installation managers must tak.e when presented with a court ordered

cllIllIlIercial garnishment and payroll deduction is possible.

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

the postmaster or installation head will comp1'ete Fonn 1242-A,

nO ercia' Garnishment Withholding Notice'" in triplicate (or

quadruplicate if your regional office so directs), in accordance

with the requirements contained in the court order. If there are
•

any requirements which are not clear or if there is a question as

to _ether the order is valid (for example if the papers are not

signed or if the order does not relate to an employee at the

installation served}, the regional counsel shaul d be consulted.

Detailed instructions on submi ssion of the fonn are given below.

2. The original copy of each campI eted Fonn 1242-A shou1 d be sent

i~iately to the p~sta1' data center servicing the office

involved. Fonns llIUst be submitted to be received at the postal

data center no hter than Tuesday of the week in which the pay

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

for filing on the left side of the official personnel folder (indefinite

retention pending further instructions) • The second copy must be

delivered to the employee and in a sealed envelope marked "Restricted
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Infol'lllil~ioR· if hand delivered. Depending on you.r regi.onal office,

a copy _" be required for that office. This copy must be marked

"Restricted Infol"lllatio·na and sent directly to the Regional Coor­

dinator.

3. If tbe court onter bas an effective date which cannot be met as

indicated above. tbe pos.tmaster or installation head must intercept

the Elllployee's check and either return the check. to the postal data

center for cancellation and reissue, or request the employee to

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

garnbt.ent. fona IlIUst be amended, if necessary, to cover thh deduction.

If tbe Form 124Z-A has already been submitted to the postal, data center,

advise the postal data center by phone or memo of the deduction•

•When check bas 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 wages not

reached by the garnishment and will furni sh. the employee wi th a

receipt. for the garnishment amount. Money hel d subject to the

garnf shllent pendi ng di sbursement accordi ng to the court order

should be placed in the Mi scellaneous Trust Account. For amounts

of $300 or more, a ~500 Series check should be used, if available.

For ilDOUI'Its less than $300, a No Fee Money Order shoul d be ·used.

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

the FOFBI l242-A provides a space for such data. On advice from the

court; as to release of such escrow funds, a Form l242-.!!. "Disbursement

Notice for Funds Held in E~crow to Satisfy Commercial Garnishments",
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must be prepared and submitted to the postal data center. The Central

Region has appointed area garnishment administrators to complete

these forms. However, in regions where such garnishment administrators

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

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

basis.

NOTE: Any records maintained for the purpose of processing commercial

garnishments, other than those in the Official Personnel Folder or in

tile payroll systems at the postal data centers, must be filed by the

case number assign.:d oy the court in 10,cked file cabinets. Access

to the information on commercial ga.rnishnents must be limited to

ollly tho,se persons who have a need for swch information in perform-

ing their official Postal Service duties.

•

Fo,rms 1242-A, "Commercial Garnishment Withholding Notice", and 1242-8,

"Disbursement Notice for Funds Held in Escrow", may be requested from.

the U. S. Postal Service, Finance Department., Room 8551, Washington, DC, or

by calling (202) 245-4467. These forms, dated July 1976, are for use

in offices being processed under the current bi-weekly payroll system.

Instructions for cOOlpletion for those offices in Western Region, and

others as they COOle under the new redesigned payroll system, are 1i sted

separatel:y below - see Jan. 1978 format. .

Forms l:242-A should be completed as follows:

(A) (For offices under current payroll system use l242-A, Ju.ly 1976

edi tion (Exhibi t A).
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I .

1. Insert tAG, State and Office Number of o'ffice where employee

works.

2-5. S~lf explanatory.

6. Insert first pay period beginning date which you wi 11 be able

to mee,t (see note at bottom of Form 1242-A, regarding subm:ission

date).

7. Enter amc~,:;~~::, !,.;~ deductedaccordfng to court order each pay

period (ff a single deduction is involved for a one' time action,

you shoul d handle locally and not submit form to the postal data

cented: • Consul t reg; o,oa1 coordi nator if necessary.

8. Enter amount the Postal Service iS,to be reimbursed, if any,

ln accordance wi th court o,rder for each deduction for processing

the garn; sment.

9. Enter total amount of garnis,tnnent.

10. If garnishments are to continue each pay period until satisfied,.

c.ompute the number of pay periods whfch wi 11 be requi red to

campl ete the garni stUDent including a final pay period for odd

amounts. Enteron the fonn the first pay period not to with-·

hol d garni shment.

11. Enter percentage, if applicable. (If no percenta.ge is shown,.

automatic 75'. is computed for Federal exempti:on. from garnishments.)
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12. r.dicate Yes or No. If No, complete bottom of form.

13. PlI!I" court order or other offici al notification. enter name and

iIIIIclress of official to receive check. from the postal data center.

14. Eilter case (or file numberl assigned by court. This information

isvel"y importa.nt as it will appear on listing received with check.

tit identify individual deductions when more than one garnishment

gIII!S to a s1ngl'e court.

15. Vri:te date - typed name of person authorizing and signature of

iJIIttlorized individual.

•
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., COMPLETED BY FORPDCUSE,
"

INSTALLATIONS

I u_s. f1aSTAt.. U"VICIE FINANCE NO. DATA IN,I·
" CAG FlO TIALi COMM,E:RCI'AL GARttISHMENT WITHHOLDING NOTICE : STATE O,PFICE NO. AOQR

l

[J I I II I ' .
I liNSTlU.lqlONS: This (_ to be completed by Postmaster (o,ln!tll/1JJlion /had) in triplicate. Forward original to POC.lst COpy to PefSOMe!

t I for fdiDaia OPF. Offida! Personnel Folder. and 2nd copy to employee.
\ I NAM. 0'1" EMPLOYE. (Jh ..... -110" eIl.'-' SOCIAl.. SECU'RITV NuM.ER
t

i @ I I ill I ", I.' !

i. I ' I

, , MOM.: ADDRESS (No••S~Cib. SteI....ZIP CDd,,)' 100511' OFFICE. STATE ANO, ZIP CODE'WHERE EMPLOyED
I

I

I (4) G)
i

..
TO; D'IR.C~OA. POSTAL...."A c."TII:"'(I-nCIt~.s,.,. GIICII ZIP Code)

I\, .l lIlaccord!ance with a court order on meat this office, effective· r,:;,j

\ .. the earliest date thereaft<lr. you are hereby directed to deduct the following: '-'
~ CD I I

!!If Period Ded~tiOli Amount I.,
t

® I I

• flOC Reimburseable AmOlDlt (if1liiy) Each Pay hriod II I

INIITIAL <V t I I I ,

• GARNiSHMENT Total Amou.Dt of Gamishmmt Il
, ,

r ..,'Period and Year to Stop Deduction @
!

I
.. , - @

.

IlIIrCent or Net Pay Exempt From Gamishmmt
i
t

@.Ale Deductions to Ie Placed lato Esaow 0 YES 0 NOIttNO Provide Thf! Nallff! and AddnnofPayee Bf!/ow)
f AuthoritY for any cllange noted below is on file at this office.
~ Q) I ' I
I .....,. Paiod Dccllu:tion AmOwtt I

JIDC Rcimbtuseable Amount (il~)Each Pay hrlcd G) ,I
Ii

CHANGE: .tdAmount of Gamisbment <V I t I E
GARN;ISHMENT I ! I

~ Period and Year to Stop Deduction @ :
i

®
;

IlBRent ofNet 'aY Exempt FrOM Garnishment
:

I Ale Deductioas to Be' Placed lnto Esaow @ 0 0
, (IfNO Provide 17u Name and AddHU ofPayee BeloW)

YES NO

I D: CANCEL GARNISHMENT;· Cancel ,court ordered ,deductions in accordance with instructions oniile at this office.:

,'NAME,OFCO'URT OF~~CIALOAAEC'''I'E"T DES~GNAT1tDTO ~D'ENT''''ICATIDNNO. ("El"' Numb.r) (To b"aui,nfld atrDC)
I RECEIV'E DEDUCTI,ON,

[ I I I t I l@ S
!

,ADDRCSS (No.. S tr.-t., Clb. st.,. CIlUf ZIP CodII) EMPI.OVE:E'S CASE NUMBER AS, ASSI,GHED BY COURT

@f 'I I I I I I,
l- I Ii

II
I

I

a'ATE S~GNED AUTHORIZED INDIV IDUAI. (Printed NlJm~ Qltd TitllllJ SIGNATURE, OF AU,THORtZED ANIDIVIDUAL

....... G)
-Reques,! mu.'1t be receilled :It Postal Data Center no later than Tuesday or the wnk in which the pay period ends in order to be effective

....... [....... fOf ap:u:1tcuJott pay period. Later reccipa. will~ processed tbe following pay period•

·f '
j

PS lFcmn, 1'242' A
July 1976 I • Ex,hibit II A"
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INSTRUCTIONS FOR REVISED. FORM 1242-A

(B) For offices under.!!!!! redesigned payroll system.

Upon implementation of the new pay!'oll system, a revised Fonn 1242-A

(edUfon da.te. January 1978), as shown in Exhibit B, must be used.

Thesefonos are scheduled to be distributed to each Management

sectional Center in pay period 10.

The revised Fom l242-A should be completed as follows:

1 - 5.

5-A.

self explanatory.

Do not complete. This is not authorized at presen.t. A

speci.al postal bulletin notice w111 be issued when

voluntary pay allotments under wage earner plans under

the bankruptcy laws are allowed.

6. If employee is head of household as defined by state law,

check yes. Head of household is usually defined as providing

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

uncertain as to your state laws contact the regional coordina-

tor.

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

dependents.

8. Indica.te yes or no.
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9. Enter 'the standard two Tetter stateabbreviation~

10. Many states differentiate between garnistunents arising from

cons..-r loa." or credit sales and other garnisl1nents. If the

court order spec.1fies that the case is a consumer loan or

credit sales case, check yes,. otherwise, check: no. If you

are uncertain, contact your regional coordinator.

n. Enter the pay period and year the deduction is to be effec­

t.iYe. Note that the request must be. received at the postal

data center no later than Tuesday of the week in which the

pay period ends 1" order to be effective that pay per;od~

12. Check one:· New garnishment if this is the initial processing

af this garn; shnent. Change if any change is be; n9 made to,

aD 'exi sti ng garn; shment. Cancel gar"; shment to stop deduc­

tions and have the case removed from the postal da.ta center

files.

13. The revised 1242-A provides for nine garnishment types.

If "the Court Order
States Tbat:

Funds will be di sbursed to the
creditors by the court. (See note bel owl

A fixed dolla.r amount is to be
wi thbel deach pay period.

A fixed dollar amount is to be withheld
each pay period proYi ded thatthi 5
amount is available after allowing
the enployee a spec; fied doHar

. exemption.

Use Ga.rni shment
Type:

A

B

c
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A fixed dollar amount is to, be wi thhel d
each pay period prav; ded that thi s
.cunt is available after al lowing
the em,ployee an exemption of a
specified'percent'of his net pay.

A fixed do11ar amount is to be wi thhe1d
each pay period provided, that this
lIDOU11tfs available after allowing
the employee an exemption in accordance
with state law. State law infonnation
is available through the regional
coordinator for garnishments.

A percentage of the employeels net pay is
'to be wi thhel d each pay peri od proy; dad
titat this amount 1S available after
allowing the em,ployee an exemption of
a specified. donar amount.

NOTE: A 'tNpe ·'A- garnishnent may not be used if an escrow account is to be
established. When type uA11 is used, a check for a percent of the
-.ployee 1 s net pay (may be lO~l' is forwarded to .the cou.rt each. pay
period., The court the,n makes distribution to the various credi~ors,

and to the em.pl'oyee.. Type IIA
II should be used only after consultation' .

Vitb the regional cOQrdinato;r•.
•

A percentage of the employee's· net pay is
to be wi thhel d each pay p.eriod prav; ded
that this amount is available after allow-
lng the employee an exemption of a speci-
fied percent.o;f his net pay ..

A specifi ed percent of net pay is to be
withhel d each pay period provided that
this amount 1s available after allowing
'the employee an exem.p,tion .1n accordance
with state law.' State law i"fannation
is available throu.gh the regional coor-·
dinator for garnishnents.

Thi s garnfsme·nt typ.e is to be used only
at the di rection of the regional coor­
dinator for garni s.hlnents.. Use of this
code wi 11 resul tin the empl ayee' s
check being puTTied and cancelled. The
PDCmust then issue manual checks to
the employee and the court.

For each garni shment type, enter the appropri. ate ; nfonnati on
in the non-shaded boxes on the line for the garnishment type
circled.
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. ".

14. Per court order' or other official notification, enter name

and address of official to recei,ve check from the postal

data center.

, .,

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

1nfonnation is required and will appear on each check to

identify individual deductions when more than one garnish­

ment goes to a single court.

,, '

,I
,1

~

'16. Sign ?11rl r:1ate each form l242-A sUbmitted for processing.
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EMPLOYEE AND LABOR RELATIONS GROUP
Washington, DC 20260

April 3, 1978

Mr. ElllIllet Andrews
General President
American Postal Workers

Union., AFL-CIO

Mr. Lonnie L. Johnson
National Director
National Post Office ~~il Handlers,
Watchmen, Messengers and Group
Leaders, AFL-CIO

Mr. Clifford E. Edwards
President
National Rural Letter
Carriers I As,sociation

Mr. J. Joseph Vacca
Presid.ent
National Association of
Letter Carriers

Gentlemen:
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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 "'com''Ylercial'" wage garnishment
orders issued by State Courts, the Justice Department
recently decid.ed that further defens·e of the Postal Service
position 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. As soon as
these instru.ctions are comple.ted, we will provide you with a
copy and arrange for a meeting if you so desire.
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If you have any ques,tions in this, regard, please call Mr.
Downes of my staff on Extension, 4729.

Sincerely,

~'13~
ames C. Gildea
ssis,tant Postmaster General
abor Relations, Department


