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1. GENERAL 

1.01 Media Distribution is the name given to the function of 
intra- and inter-company delivery of mail and supplies 
via Southwestern Bell Telephone's (SWBT) private vehicle 
fleet in the five state area. The objective of the 
Media Distribution operation is to provide reliable 
mail/supplies delivery for SWBT Company in an efficient 
and cost effective manner. This practice identifies 
responsibilities and provides guidelines for managing 
the operational aspects of the Media Distribution 
function. 

1.02 Whenever this practice is reissued, the reason(s) for 
revision will be listed in this paragraph. 

2. RESPONSIBILITIES 

A. PROCUREMENT OPERATIONS (MEDIA DISTRIBUTION) 

2.01 Logistics Operations Districts in the Procurement 
Logistics Division of the Procurement Department manage 
and administer SWBT Media Distribution operations in the 
five state area. 

B. PROCUREMENT SYSTEMS (TRAILS) 

2.02 The Procurement Methods and Systems District within the 
Procurement Systems Division is responsible for the 
maintenance of SWBT's Transportation Routing Analysis 
and Interactive Logistics Scheduling System (TRAILS) 
which is a vehicle routing and scheduling system used to 
optimize, design and maintain SWBT's motorized media 
routes for the entire five state area based on cost 
efficiency. 

3. GLOSSARY 

3.01 This section is a glossary to clarify the meaning of 
terms used in performing Media Distribution functions. 

Page 4 

Accident Record Card - Individual employee record of 
accident and injuries. 

Address Change Notices - A form that notifies the Media 
Distribution Supervisor of employee or departmental 
changes in address. The suggested form is the official 
telephone directory Form SW-9235. 
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Air Express - (Program Express) - The shipping of mail 
and/or parcels (in bulk) via United States Postal 
Service. 

Air Freight Shipments - A method of shipping priority 
items (mail, boxes, and equipment) by air to a required 
location via commercial carriers. 

AMA Tapes - Rolls of magnetic tape that record 
originating phone number, number called, length of time 
connected, and amount of billing. These rolls are 
placed in suitcases and shipped to Accounting Centers. 
The flow is between Central Offices and Accounting 
Centers. 

Business Reply Mail - Pre-paid envelope/card enclosed 
with correspondence sent via u.s. mail and returned at 
company expense. Postage is paid at the time mail is 
received from the Post Office through an Advance Payment 
Account. 

Chock Block - A triangular block designed to block 
vehicle wheels while vehicle is parked. 

Circle of Safety - The process of walking around 
(circling) a vehicle to verify the pathway is free from 
any obstacles which would interfere with the safe 
operation of the vehicle. 

Coin Case - A small, heavy case used for coin collection 
and transportation. 

Commerce - Any trade, traffic, or transportation within 
the jurisdiction of the United States between a place in 
a State and another place in the same state, or a place 
in a state and a place outside of such state, including 
a place outside of the United States. 

Commercial Drivers License - A license issued by a state 
to an individual which authorizes the individual to 
operate a commercial motor vehicle with a gross vehicle 
weight rating of 26,001 pounds or more. 

Commercial Media - Critical media that flows between the 
Accounting and Business Offices. 

Commercial Motor Vehicle - A motor vehicle or 
combination of motor vehicles used in commerce to 
transport passengers or property. 
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Cones - Highway-type, fluorescent markers used in the 
"Circle of'Safety". 

Critical Media - Mail with a definite pickup and 
delivery time (necessary for the flow of specific 
operations). 

Critical Time Frame - The pickup and delivery of 
critical media (a specific type of mail ready for pickup 
at 8 a.m. and delivered by 2 p.m.). 

Cross-Training - Training employees to handle multiple 
job responsibilities for coverage during vacation and 
sickness. 

Customer Payments - Records of payments made at the 
Public Offices or agencies. Flow is between these 
offices/agencies and Comptrollers. 

Dedicated Routes - Specific routes (with defined pickup 
and delivery times) assigned to Media Distribution 
personnel. 

Driver Qualification File (DQF) - A file required by the 
United States Department of Transportation (USDOT) which 
is kept for each driver of vehicles with a gross vehicle 
weight rating of 10,001 pounds pr more. This file is 
separate from the personnel file but contains some of 
the same information. 

Expres• Mail Bags - (Sacks) - Standard nylon, blue and 
gold U.S. Mail bags used for sending mail via u.s. 
Postal Service. 

Federal Motor Carrier Safety Regulations (FMCSR) - A set 
of rules which govern all employers, employees, and 
commercial motor vehicles which transport property in 
interstate commerce. 

First Choice - An enhanced media distribution network 
which provides overnight delivery no later than noon the 
next business day for mail, documents, etc. weighing up 
to one pound between any two company addresses in ten 
major cities. 

Flatbeds, Carts - Four-wheel platforms designed to 
handle mail, parcels, etc. 
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Foreign Mail - Mail sent outside of the 50 United 
States. 

General Mail - Non-critical media not affecting daily 
operations. 

Gross Vehicle Weight Rating (GVWR) - The value specified 
by the manufacturer as the loaded weight of a single 
vehicle. 

Guaranteed OVernight Express (GONE) - GONE provides 
overnight delivery to any address within the continental 
United States, 

Handtrucks - Tools used by Media Distribution to 
transport heavy loads. 

Hazardous Material - Any material capable of posing any 
unreasonable risk to health, safety, and property when 
transported in commerce. 

In-House Mail Center - Mail center whose main function 
is to serve a building or a large complex. (See 
Secondary Mail) 

Inter-Company Mail - Mail sent outside of the Company. 

Interstate Commerce - Transportation of property across 
State lines or wholly within one State as part of a 
through movement that originates or terminates in 
another State or country. (Since Media Distribution 
transports intracompany mail and supplies which 
originate and/or terminate in other states, all Media 
Distribution vehicles are considered to be engaged in 
interstate commerce). 

Intra-Company Mail - Mail sent between locations that 
are within the same company. 

Intrastate Commerce - Trade, traffic, or transportation 
in the United States not considered as interstate 
commerce. 

International Mail - Letters, packages, printed matter, 
and merchandise destined for foreign countries. 

Xnatallation Work Ordera - Service orders for 
Installation personnel. 
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Loading Dock (Ramp) - Area for the loading and unloading 
of mail, cargo, or freight from vehicles. 

Mail Bin - Wooden/metal receptacle mounted on the wall 
or placed on a desk/table top for messenger service 
mail. 

Mail Drop - Delivery point (within a Company location) 
for the pick up and delivery of mail by Media 
Distribution personnel. 

Mechanized Time Sheet (MTR) - A payroll sheet prepared 
and forwarded to District Offices for input to 
Comptrollers. 

Media - All company mail, material, and supplies 
transported and/or delivered by Media Distribution. 

Media Distribution - The name of the group that handles 
companywide inter- and intra-building delivery of 
company mail, materials, and supplies by company 
employees using company vehicles. 

Negotiable Media - Company media that can be used by the 
public as currency. 

OCR Ticketa - Cards with revenue generated information 
gathered in one packet and transported from company 
locations for forwarding to the centralized processing 
center. 

Pallet - A wooden platform used to hold and transport 
mail, supplies, etc., in a compact manner for ease of 
movement. 

Postage Due - Incoming U.S. Mail with insufficient 
postage or Business Reply mail where postage needs to 
be paid. 

Postage Meter - A machine used to imprint a stamp on 
outgoing U.S. Mail. 

Postage Meter Refund - Refund for postage misapplied, 
unused, or salvaged after being metered. 

Postage Voucher - A request for payment of mail center 
operating expenses (postage, permit mailings, stamps, 
etc.) 
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Postage Voucher Clerk - An employee who processes 
requests for payment of mail center operating expenses 
(postage, permit mailings, stamps, etc.) 

Presort Vendor - A company who 
States mail in Zip Code order. 
provide a number of additional 
as applying postage. 

separates or sorts United 
These vendors also 

mail center services such 

Presorted u.s. Mail - Any class of mail separated or 
sequenced in zip code order. 

Priority Mail - Critical mail involving material on rate 
changes, system procedures, etc. This material must be 
processed expeditiously. 

Refresher Training - (Driver) - Defensive driving 
techniques periodically conducted by management at 
scheduled intervals. Also, instructions on techniques 
to handle specific functions within Media Distribution. 

Road Tests - Supervisory observation of Media 
Distribution employees for mechanical skills in driving. 

Route Keys - Keys that allow entrance to buildings on a 
particular route. 

Route Sheet - A driver's schedule showing exact order of 
locations to be served, time, and type of service to be 
rendered. 

Secondary Mail - Mail sent between company locations 
that usually do not utilize the services of the 
motorized mail group. An example would be a piece of 
mail being sent from the 8th floor to the lOth floor of 
the same building. (See In-House Mail Center) 

Scalea - Equipment used to determine the postage/rate 
requirement. 

Service Orders - Term used for any mail that results in 
establishing service for customers (either public or 
in-house, direct or indirect.) 

Shipping Papers - Documents which must be carried on 
vehicles transporting certain hazardous materials. The 
documents must properly describe the materials and the 
quantity (in weight or volume) being transported. 
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Sort - The process of separating media (mail, boxes, 
etc. by building, room, city, etc.) 

Sort Bins - An arrangement of bins, shelving, or 
cubicles used during the primary and secondary 
separation of mail by address, room number, or city. 

Staging Area - Location where media is grouped and/or 
relayed for delivery. 

Time Sheets - Documents that record employees' work 
hours. Flow is between the Central Offices, Work 
Centers, and District Offices. 

Transportation Routing Analysis and Interactive 
Logistics Scheduling System (TRAILS) - A vehicle routing 
and scheduling system used to optimize, design and 
maintain SWBT's motorized media routes for the entire 
five state area based on cost efficiency. 

U.S. Department of Transportation (USDOT) - A government 
agency which regulates interstate driver and equipment 
safety through the Federal Highway Administration. 

u.s. Mail Classifications - The separation of u.s. 
Mail. Classifications are: First-Class, Second-Class, 
Third-Class, Fourth-Class, Express Mail, Certified, 
Return Receipt, etc.) 

U.S. Mail (Incoming) - All classes of U.S. and Overseas 
Mail that are bundled, sacked, or placed in trays by the 
u.s. Post Office and addressed to the Company. Incoming 
U.S. Mail is occasionally delivered by the Post Office, 
but in most cases Media Distribution picks up and 
delivers it to the terminal or central mail center for 
further distribution. 

u.s. Mail (Metered) - All classes of U.S. and Overseas 
Mail that have been processed (i.e., imprinted by a 
postage meter) in a terminal or central mail center for 
delivery to the U.S. Post Office. Classes of mailing 
are: First-Class, Second-Class, Third-Class, 
Fourth-Class, Air Mail, Parcel Post, Special Delivery, 
Insured, Certified, and Express Mail, and Registered. 
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4. ROUTING AND SCHEDULING 

A. SUPERVISORY RESPONSIBILITIES 

4.01 Supervisors must ensure that employees have a thorough 
knowledge of all working procedures and security 
policies outlined in this section. They must also 
assign routes and obtain any necessary maps and 
schedules to be used by employees, including home 
dispatch employees. 

4.02 Employee cross-training is a supervisor's duty. For 
maximum flexibility, employees should be thoroughly 
trained in performing all assigned mail routes in 
accordance with the Company's Safety Policy (Section 
6). This can be accomplished via a three-phase program 
that not only effectively trains employees, but also 
provides for periodic job rotation: 

(a) Supervised Initial Training Period - The supervisor 
instructs employees in all responsibilities 
required on their assigned mail routes. Any 
special mail handling procedures are pointed out as 
are any safety precautions (i.e., unusual street 
conditions, proper use of two-wheel dolly.) 

(b) Training Period - Immediately after initial 
training, a predetermined period follows in which 
the employee performs the duties on his/her own. 
During this time, periodic checks are made to 
insure the responsibilities are completed as 
instructed. Any deviations are reviewed with the 
employee. 

(c) Job Rotation - To insure that employees are kept 
abreast of changes on mail routes, each employee 
is rotated onto routes for which they were 
previously trained. The practice increases their 
awareness of the total scope of responsibilities. 

4.03 Supervisors should accompany employees on parts of 
scheduled routes at least once a quarter to ensure time 
frames are being met and duties are being performed in 
accordance with company practices and specific job 
duties. 
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4.04 Supervisors must have access to all keys and 
combinations for buildings that receive Media 
Distribution Services. These, and any appropriate 
routing or scheduling information, must be conveyed to 
Media Distribution drivers. 

4.05 Other supervisory responsibilities in this area include: 

(a) Coordinate with the Transportation Control Center 
(TCC) to ensure proper connection of flights 
carrying First Choice mail and verify proper time 
frames exist for the flow of mail to all five 
states. 

(b) Ensuring that personnel can be reached so they may 
be advised of additional routing needs. 

(c) Arranging for special pickups and deliveries 
requested by clients, unless handled by special 
dispatch. 

B. CRZTZCAL MAZL 

4.06 All media is important, however, certain types are 
identified as "critical" because of due date, tight time 
frames, and treatment as cash. Critical mail may 
include: 

(a) Time Sheets 
(b) Service Orders 
(c) AMA Tapes 
(d) Coin Cases 
(e) u.s. Mail (Certified and Registered) 
(f) Customer Payments 
(g) Company payroll checks, voucher checks, and all 

negotiable items of value 
(h) Regulatory documents. 

C. DROP-OFF POZNTS 

4.07 For efficient service drop-off and pickup points should 
be provided within buildings conveniently located near 
an entrance or exit for easy access. Additional 
internal building drop-offs should be kept to a minimum. 

4.08 Media Distribution Supervisors should participate in 
determining the final locations of pickup/drop-off 
points. 
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D. SCHEDULING/ROUTE DESIGN 

4.09 In most cases, business needs are best served by having 
set schedules within the Media Distribution operation. 
Scheduling should be the responsibility of the immediate 
supervisor and the TRAILS coordinator. 

4.10 In addition to set schedules, predetermined routes for 
Media Distribution are recommended. Familiarity with a 
particular route is advantageous in the following ways: 

(a) Less searching time improves productivity. 

(b) Personnel can better concentrate on familiar 
streets and traffic conditions. This contributes 
to safer vehicle operation. 

(c) Supervisors know where mail service personnel will 
be at any time. 

4.11 Routes should be designed so that main thoroughfares can 
be traveled, and parking in hazardous areas (alleys, 
remote lots, etc.) can be avoided. When establishing 
Motorized Mail routes, the designer should: 

(a) Determine or identify pickup locations within the 
central mail center or building if no central mail 
center exists. 

(b) Establish time frames for pickup of critical media. 

(c) Determine the volume and flow of critical media. 

(d) Establish time frames for the delivery of critical 
media. 

(e) Identify all other locations that have general 
media. 

(f) Determine the number of pickups and deliveries 
required for all locations. 

(g) Plot all locations in TRAILS, identifying critical 
media locations (pickup and delivery points) and 
service requirements. 
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4.12 Transportation Routing Analysis and Interactive 
Logistics Scheduling System (TRAILS) is a tool used in 
the design of Media Distribution routes. It is a 
computer-aided system that analyzes the intra-company 
distribution system. This analysis encompasses the 
movement of all media (i.e., AMA tapes and 
telecommunication supplies). 

4.13 TRAILS provides for optimum inter-building distribution 
at the most reasonable cost and maintenance of service 
levels. 

E. DEVIATIONS 

4.14 Although established routes and schedules are 
recommended, deviations are bound to occur. Emergency 
conditions may require special pickups and deliveries. 
The Media Distribution Supervisor must be prepared to 
deal with such conditions when they arise and make 
arrangements to provide the best possible service and 
maximum coverage at minimal cost. Coordination with the 
TRAILS administrator can provide a quick and cost 
effective decision. 

F. INTERFACING WITH THE MAXL CENTER 

4.15 The Media Distribution Supervisor should coordinate 
operations with the Central Mail Center at each 
building. While Media Distribution must move media from 
one location to another, the central mail center plays 
an important part in meeting time frames, schedules, and 
directing media mail to its proper destination. There 
should be an area conveniently located for Media 
Distribution drivers to pick up and deliver mail in the 
Central Mail Center. 

5. VEBXCLES 

A. VEHICLE CONSXDERATXONS 

5.01 Load requirements and route characteristics must be 
analyzed when selecting the best vehicle for a specific 
route. Consideration must be given to the driver's 
safety and ability to perform the job. Each local 
environment may require a different method of vehicle 
operation. The local haul or quick start/stop operation 
requires a high degree of maneuverability while a state 
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run requires a larger vehicle that is less affected by 
varying driving conditions. 

B. STANDARDIZING 

5.02 Standardizing to one type vehicle for the majority of 
runs provides the necessary flexibility of operation. 
Vehicles can be rotated or placed on any run without 
requiring additional training of drivers or reducing 
service. Maintenance can also be simplified. 

C. VEHICLE SIZING COMMITTEE 

5.03 The Vehicle Sizing Committee 
Media Distribution's fleet. 
based on safety features as 
of the vehicles. 

was formed to standardize 
The vehicle selections were 

well as overall performance 

5.04 Below is brief information on each of the three vehicles 
for use within the Procurement Logistics Division. 
Exhibits 1, 2, and 3 show the actual specifications of 
these vehicles. 

(a) Small Vehicle - Chevrolet G30 One-ton Hi-Cube Steel 
Van equipped with 350 V8 gas engine, automatic 
transmission, and 10 foot cargo space. 

(b) Mid-Size Vehicle - International 4700 Series Box 
Truck equipped with 170 horsepower diesel engine, 
automatic transmission, 16 foot cargo space, and 
lift gate. 

(c) Large Vehicle - International 4900 Series Box Truck 
equipped with 210 horsepower diesel engine, manual 
transmission, 24 foot cargo space, and lift gate. 

D. VEHICLE EQUIPMENT 

5.05 A complete package of auxiliary features is not 
suggested as local requirements vary and so many options 
are available. However, several items are universally 
recommended due to the special characteristics of Media 
Distribution operations. 

5.06 If exceptions to the vehicle specifications are 
necessary due to special local application, written 
approval must be obtained from the Division 
Manager-Procurement Logistics prior to placing the order 
for the vehicle. 

PROPRIETARY 
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E. UNITED STATES DEPARTMENT OF TRANSPORTATION (USDOT) 
FEDERAL MOTOR CARRIER SAFETY REGULATIONS (FMCSR) 

5.07 The United States Department of Transportation (USDOT) 
regulates safety issues through the Federal Highway 
Administration (FHWA). The FHWA enforces motor carrier 
safety regulations through the Federal Motor Carrier 
Safety Regulations (FMCSR) for vehicles operating in 
interstate commerce. The FHWA cooperates and works with 
state and local enforcements agencies to reduce highway 
casualties. 

5.08 Several FMCSR are listed below along with a brief 
explanation of the requirement. 
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(a) Commercial Drivers License (CDL) - Requires drivers 
of commercial motor vehicles exceeding 26,000 
pounds to have a CDL by April 1, 1992. 

{b) Hours of Service Reports for Drivers - All drivers 
of vehicles over 10,000 pounds GVWR must complete 
the Drivers Daily Log {Form 2011 - Exhibit 4) if 
the driver travels outside a 100 air-mile radius of 
their normal reporting location. The new PLAN 
reporting process (Exhibit 5) can be used if the 
driver stays within the 100 mile radius. 

(c) Driver Qualification File (DQF) - This file is 
required for drivers of vehicles over 10,~00 pounds 
GVWR. Some of the documents required in the DQF 
are listed below. 

(1) Medical examination 
(2) driver certification 
(3) driving record check 

NOTE: ALL DRIVERS OF VEHICLES EXCEEDING 26,000 POUNDS 
GVWR MUST HAVE A DRUG TEST. 

(d) Shipping Papers for Hazardous Materials - All 
drivers of vehicles transporting certain hazardous 
materials must carry documents properly describing 
the materials and the quantities (in weight or 
volume) being transported. Drivers must also carry 
a copy of the USDOT's Emergency Response Guidebook 
for use in emergency situations. 
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(e) Vehicle Marking - All vehicles over 10,000 pounds 
GVWR must be marked with SWBTs USDOT number and the 
city/state where the vehicle is based or St. Louis, 
MO. 

5.09 For additional information and requirements, refer to 
the FMCSR Compliance Binder and the Shipping and 
Transporting of Hazardous Materials Guide. All Media 
Distribution Supervisors must be familiar with the 
information in the Binder and the Guide. 

F. VEHICLE SAFETY AND SECURITY EQUIPMENT 

5.10 Several safety and security features which are common 
among the three standard Procurement vehicles are listed 
below: 

(a) CB Radio 
(b) Clock 
(c) AM/FM Radio and Cassette 
(d) Animal Warning Device 
(e) Fog Lights 
(f) Non-skid floor 

5.11 See Exhibits 1, 2, and 3 for detailed information on the 
standard Procurement vehicles. 

G. EMERGENCY EQUIPMEN'l" 

5.12 No standard package of emergency equipment is 
recommended, however, for the safety of the driver and 
other motorists (emergency supplies are often used to 
assist others),· consideration should be given to the 
following items in an emergency road package: 

(a) First-aid kit (mandatory) 

(b) Flashlight 

(c) Space blanket 

(d) An emergency call list that includes addresses and 
telephone numbers of company or authorized 
physician, ambulance service, emergency hospital, 
fire department, police department (law 
enforcement), security office, successive levels of 
supervision. 

PROPRIETARY 
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5.13 The USDOT mandates every vehicle in excess of 10,000 
pounds be equipped with the following emergency road 
equipment: 

(a) Fire extinguisher - mounted on the vehicle 
(b) Spare Fuses 
(c) Three bi-directional emergency reflective 

triangles. 

H. VEH:ICLE MA:INTENAHCE 

5.14 Many varieties of vehicles are used: passenger cars, 
"carry-all vehicles," vans, and trucks. All supervisors 
must be familiar with the manufacturer's manual for each 
type of vehicle in their group. 

5.15 Preventive maintenance must involve both the user and 
the company motor vehicle inspector-repair employee. 
The driver should make a daily inspection of the light, 
wipers, washer, etc., and report any discrepancies to 
their supervisor. Emission checks and engine analysis 
should be used to determine tune-up frequency. 
Lubrication and inspection should also be made at the 
appropriate times as recommended by the vehicle 
manufacturer. 

5.16 All drivers of Procurement vehicles with a GVWR 
exceeding 10,000 pounds must complete a Vehicle 
Inspection Report (VIR-Form SW~3306-Exhibit 6) in 
duplicate at the completion of each workday. "The VIR 
requirements are listed below: 
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(a) The VIR must identify any defect which would affect 
the vehicle's safe operation or result in its 
mechanical breakdown. 

(b) The VIR is to be turned in to the carrier (SWBT) by 
the driver when the driver releases the vehicle 
from his/her control. 

(c) If a defect is found, the vehicle must be repaired 
prior to any further operation of the vehicle. In 
addition, the carrier (SWBT) must certify on the 
VIR the corrective action taken or that no action 
is necessary for its safe operation. 

(d) Before the vehicle can be driven again, the driver 
must examine the previous VIR, be satisfied the 
vehicle is in safe operating condition and sign it. 
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(e) The original copy of the VIR must be kept for at 
least three (3) months. The duplicate copy of the 
last VIR is to be carried on the vehicle. 

5.17 The USDOT requires all Procurement vehicles over 10,000 
pounds GVWR to be inspected on an annual basis in 
accordance with specific inspection instructions and 
standards for almost every mechanical part of a vehicle. 
For additional information regarding these annual 
inspections, refer to the FMCSR Compliance Binder. 

6. SAFETY TRAXNXNG 

A. DRXVER QUALXFXCATXONS 

6.01 Media Distribution moves material on an inter- and 
intra-state level; therefore, the Company is required to 
abide by the United States Department of Transportation 
(USDOT) rules and regulations. 

6.02 All drivers of Procurement vehicles with a GVWR 
exceeding 26,000 pounds must have a Commercial Drivers 
License (COL) issued from their state by April 1, 1992. 
Drivers obtaining a new license or renewing an existing 
license must pass a COL test. 

6.03 A supply of COL manuals can be obtained from the local 
office of the State Drivers License Bureau. The USDOT 
rules require these manuals to contain COL requirements, 
directions for taking the tests, and all information 
that must be studied and learned by the CDL applicant. 

6.04 Formal COL training is available for those applicants 
who desire it. This training is not a requirement of 
the USDOT. 

6.05 Employees who are required to obtain a driver license 
other than the operator license shall be reimbursed by 
the company for the monetary difference between the 
special license and the operator license. 

6.06 All other employees who operate a motor vehicle on 
company business must possess a valid state drivers 
license of the classification required by the state for 
operation of the vehicle type the employee drives on 
company business. 
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6.07 In addition to the CDL, a drivers qualification file 
(DQF) must be maintained on each driver of a Procurement 
vehicle with a GVWR of 10,001 pound or more. 

6.08 These requirements are mandated by the Federal Motor 
Carrier Safety Regulations (FMCSR). For further 
requirements and detailed information on CDLs and DQFs, 
refer to the FMCSR Compliance Manual. 

6.09 All employees must successfully complete a company 
driver training course or be exempted from the program 
by Media Distribution management. They must have 
approval of their immediate. supervisor prior to driving 
a company vehicle. 

6.10 All employees are responsible for the validity of their 
licenses and for notifying their supervisors if they are 
suspended or revoked. It is suggested that supervisors 
make unannounced inspections of all driver licenses on a 
quarterly basis. (Refer to Operating Practice 28) 

B. DRIVER TRAZHZHG 

6.11 It is a requirement for Media Distribution to train all 
employees in the principles of defensive driving. 
Training should consist of an approved course which 
teaches students to recognize and avoid situations that 
may result in accidents. New ~mployees prior to being 
allowed to drive should be scheduled for training as 
soon as possible. Employees who are re-assigned from 
non-driving to driving jobs should complete training 
before assuming new assignment duties: 

(a) Both management and occupational employees who 
drive regularly on company business - every 36 
months or immediately after an accident while 
driving a company vehicle: 

(b) Both management and occupational employees who 
occasionally drive on company business - every 60 
months or immediately after an accident while 
driving a company vehicle. 

6.12 Refresher training is required on an annual basis to 
maintain the level of awareness that is necessary for 
safe driving. Training should be scheduled for 
management employees (or their subordinates) who drive 
on company business and in accordance with OP 28. 
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6.13 When conflicts (class schedules or training backlogs) 
delay admission to an approved driving course an 
employee may be allowed to drive provided he/she has a 
valid drivers license of the classification required. 
Before driving the employee must also have successfully 
completed the Safety Knowledge Review and Predetermined 
Road Test in Safety Package #16. (Refer to OP 28) This 
test provides an evaluation of the drivers abilities in 
common driving and parking situations. 

6.14 With The Predetermined Route Test the supervisor 
pre-plans or pre-selects a route, maintains a rating 
sheet (Exhib~t 7), and scores the driver for each 
correct or incorrect driving habit/maneuver observed. 
This test should be given before employees are allowed 
to drive and in the first 6 months of each ensuing year. 

6.15 The Safety Knowledge Review is given orally and (Exhibit 
8) should be taken before the Predetermined Route Test. 
This test should be given before employees are allowed 
to drive and in the first 6 months of each ensuing year. 

6.16 The Randoa Route Teat is administered by the supervisor 
when accompanying an employee on daily assignments. 
Each correct or incorrect maneuver should be noted in 
the appropriate column on the rating sheet (Exhibit 9). 
This test should be given 6 months following the 
Predetermined Route Test and on an annual basis. 

6.17 Locations of incorrect maneuvers should also be noted on 
the work sheet. When the test is concluded, the 
supervisor should compliment the employee for 
properly-performed driving skills and discuss all 
driving errors committed, using the work sheet as a 
reference. 

6.18 Field observations can be made when the supervisor is 
following a driver or watching him/her pulling into or 
out of a company garage or lot. Exhibit 10 is an 
example of a form which may be used to list 
irregularities and/or undesirable driving practices, and 
infractions observed. 

6.19 Safety review packages that are pertinent to the Media 
Distribution function are: 

(a) Review Package #2 (OP #28) Clerical 

(b) Review Package #10 (OP #28) Semiannual Motor 
Vehicle Inspection 
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(c) Review.Package #14 (OP #28) Materials Management 

(d) Review Package #16 (OP #28) Defensive Driving 
Safety Knowledge Review (Revised Aug. 1990-Includes 
USDOT·Safety Rules 

(e) Review Package #17 (OP #28) First Aid 

(f) Review Package #25 (OP #28) Hazard Communication. 

C. SAFETY MEETINGS 

6.20 Safety meetings should be used to communicate with or 
train employees and/or supervisors. These should be 
held monthly to provide a forum for discussing newly 
adopted policies, initiating programs, planning special 
safety activities, discussing problems, and introducing 
new equipment or procedures. 

6.21 Meetings should be carefully planned, held in 
comfortable quarters away from distracting noises, and 
last no more than 30 minutes. (Stand-up meetings held 
at the beginning of a work shift or before a new job is 
tackled have been shown to be equally effective and less 
formal). When conducting the meeting, the following 
should be considered: 

(a) People absorb only a few ideas at a time: 

(b) If used, audio-visuals should be reviewed to make 
sure they work properly. These will prove more 
interesting if they are related to actual job 
situations; 

(c) Any other material to be used should be reviewed; 

(d) A record of the meeting should be maintained for 1 
year. 

D. SAFETY ACHIEVEMENT AWARDS 

6.22 Safety achievement awards can vary according to 
managements' imagination and ingenuity. The 
originality or manner of presentation can serve several 
purposes such as to induce further achievement, build 
good will, serve as a continuing reminder and provide a 
basis for publicity. The value of awards lies in their 
appeal to such human factors as pride, need for 
recognition, competition, and desire for personal gain. 
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7. DRIVING PROCEDURES 

7.01 Personnel should drive on main thoroughfares as much as 
possible, avoid parking in hazardous areas (alleys, 
remote lots, etc.), and remain on assigned routes. 
Unattended vehicles should not be left running and must 
be locked. Immediately following their last mail stop, 
employees should return to the company garage or 
distribution point. Any changes of routine require a 
supervisor's approval. The following sections highlight 
basic safe driving procedures. For detailed 
information, refer to Package 16, OP 28. 

A. NIGHT DRIVING 

7.02 Driving habits should change at night so the effect of 
darkness on vision and alertness can be minimized. 
Night drivers should: 

(a) Expect routine maneuvers to take longer. 

(b) Allow more stopping distance. 

(c) Widen the gap when following other vehicles. 

(d) Look a split-second longer than usual before 
entering traffic, turning, or backing up. 

(e) Proceed more slowly. 

(f) Avoid overdriving headlights. 

(g) Keep windshields, windows, and outside lights clear 
and clean. This helps avoid intensified headlight 
glare from oncoming traffic, and compensates for 
limited visibility. 

(h) Look slightly to the right of oncoming traffic to 
avoid blinding headlight glare. 

(i) Study the illuminated area ahead, observing the 
headlight range of those in front to spot route 
conflicts in advance to reduce dangers on oncoming 
one-light cars, and to help reduce flashes from the 
side. 

(j) Look to the sides of objects rather than straight 
at them. 
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(k) Focus on the edges or outlines of objects, to help 
in spotting roadside signs well in advance, and to 
prevent highway hypnosis. 

7.03 Lights should be checked to ensure they are working 
properly. Parking lights should not be used after dark 
since their smaller size misleads drivers into thinking 
the truck is farther away than it really is. 

7.04 High-beam lights should be dimmed when oncoming traffic 
approaches, or when another vehicle is being followed 
closely. When passing, the driver should flick the 
light quickly from high to low beams as a signal. 
Headlights should be turned on one-half hour before dusk 
and left on until one-half hour after dawn. 

B. DRIVING IN FOG 

7.05 Dense ground fog can reduce visibility to the danger 
point and occasionally create slippery or icy spots. 
Although it is possible to know which areas might be 
foggy, it is impossible to pinpoint a given time. When 
dense fog is encountered, the driver should: 

(a) Only drive if necessary: 

(b) Reduce speed: 

(c) Avoid crossing any traffic unless absolutely 
necessary: 

(d) Listen for traffic that cannot be seen: 

(e) Follow any instructions given by law enforcement 
officials at the fog scene: 

(f) Turn on headlights: 

(g) Use windshield wipers, washers, and defroster when 
necessary: 

(h) Only stop on the road if absolutely necessary, pull 
over as far away from traffic lanes as possible and 
put on emergency flashers. 

7.06 If the vehicle stalls or the driver is in an accident, 
he/she should get out and move as far off the road as 
possible. On raised freeways, the driver should walk 
near the rail in the direction he/she was proceeding. 
When foggy conditions exist, the lane ahead may be 
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blocked by a stalled car or accident. A driver can 
increase safety potential by being alert and cautious, 
and proceeding slowly. 

C. WINTER DRIVING 

7.07 Winter weather conditions present special hazards for 
the Media Distribution driver. Drivers should be 
thoroughly familiar with the techniques used for winter 
driving. 

7.08 Supervisors must ensure vehicles are properly equipped 
to handle winter driving conditions and must be aware of 
possible delays and cancelling of certain routes during 
unusually bad weather. Checking with local law 
enforcement agencies on upcoming conditions will assist 
the supervisor in making decisions during bad weather. 

7.09 Windshields and windows should be kept clean of snow, 
and kept clean inside and out. Windshield wipers must 
be in good condition and the washer solution container 
should be filled. It is important that the heater and 
defroster are kept in good working order. Letting some 
air out of the tires does not increase traction for 
stopping, actually such "bleeding" will increase the 
tendency to skid sideways. Any accumulated slush under 
fenders should be removed since it traps front wheels 
and makes it impossible to steer when slush freezes. 

7.10 When starting out in ice or snow, the driver should get 
the feel of the road to determine the slickness. This 
will aid in adjusting speed and gauging the amount of 
gas or brake application. When driving on snowy or icy 
roads, a driver should: 

(a) Follow at a safe distance. The slicker the road, 
the farther away the driver should stay from the 
vehicle ahead. 

(b) Allow plenty of stopping distance. It takes from 3 
to 12 times farther to stop on snow and ice than on 
dry pavement. 

(c) Pump brakes to stop or slow down. Slamming on the 
brakes invariably locks the wheels and sends the 
vehicle into an uncontrollable skid. 

(d) Watch air temperature and traction because skidding 
is more likely to occur when the temperature is at 
freezing or slightly above. Also, when ice is wet 
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or melting because of rising temperature, stopping 
distance can become twice as long as when 
temperature is zero. 

(e) Normal speed should be reduced on barely frozen or 
thawing ice. 

(f) Watch for icy patches on bridges, underpasses, 
hills, northerly slopes and shaded areas of the 
road. 

D. SKIDDING 

7.11 To avoid skidding on ice and snow, the driver should 
drive below the regular speed limit and keep the vehicle 
pulling steadily. Take curves cautiously and avoid 
sudden turns or swerves. Avoid sudden acceleration or 
deceleration and do not drive fast on bumpy roads. Stay 
away from the road edge or shoulder and try not to 
change to lower gears on slippery surfaces at a fast 
speed. If a skid does occur, to maintain control of the 
vehicle avoid slamming the brakes and locking the 
wheels. Steer in the direction of the skid; as the 
vehicle straightens, straighten the front wheels: when 
again moving in the desired direction, lightly pump the 
brakes to slow down, or gently accelerate to continue 
moving. Don't over-steer (turning the steering wheel 
too far whips the rear of the vehicle into a skid in the 
opposite direction) and keep the clutch engaged or stay 
in "drive". Holding the vehicle in gear helps reduce 
speed and provides maximum control. 

E. FREEING STUCK WHEELS 

7.12 If wheels become stuck in mud or deep snow, power should 
be applied slowly with the front wheels straight ahead. 
This will pull the vehicle in a straight line. If it is 
impossible to go forward, the driver should try backing 
out, steering in the tracks the vehicle has made. If 
this procedure is unsuccessful, the driver should try to 
"rock out" by starting slowly in low gear. When the 
vehicle will go ahead no further, shift rapidly into 
reverse. Back up uritil the wheels begin to spin and 
quickly shift back into low gear. (These shifts should 
be repeated in rapid succession). Each rocking motion 
should move the truck a little further forward or 
backward out of the rut until the vehicle is free. This 
"rocking" procedure must be done with a minimum of power 
to prevent wheels from spinning and digging a deeper 
rut. 
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If wheels still spin, it may be necessary to create 
traction under both rear wheels (or front wheels on 
vehicles equipped with front-wheel drive) with rough 
material (gravel, cinders, burlap, or branches). It may 
also be necessary to shovel out in front of the mired 
wheels to lessen the slope before putting these 
materials under the wheels. 

F. EMERGENCY DRIVING PROCEDURES 

7.13 In the event of a blowout, the driver should never slam 
on the brakes, but try to steer the vehicle straight 
ahead and slow to a gradual stop. 

7.14 If the right wheels of a vehicle veer off the edge of 
the pavement, the driver should not pull sharply back 
onto the pavement, but try to steer straight ahead, 
slowing down without braking and gradually pull back 
onto the road. 

7.15 If a. car approaches on the wrong side of the road, the 
driver should sound the horn and pull as far to the 
right as possible (if necessary, into a ditch or field). 

7.16 When a vehicle breaks down, the driver should get it as 
far off the road as possible, chock the wheels, set up 
triangular reflectors, and turn. on the four-way 
emergency flashers. All other lights should be shut 
off. The driver should notify the appropriate personnel 
name on the emergency call list (i.e., law enforcement 
officials, immediate supervisor - See Exhibit 11) and 
wait in the cab until help arrives. If the vehicle is 
in danger of being struck, the driver should wait away 
from oncoming traffic and the rear of the vehicle. (See 
Exhibit 12). 

7.17 Upon receiving notice of a vehicle breakdown, the 
supervisor should contact the Company Motor Vehicle 
Department for assistance in towing or repairing the 
vehicle on site. Depending on the length of time 
involved, the supervisor may want to send an alternate 
vehicle to keep the route moving. They should also 
analyze the reason for the breakdown: was it poor 
maintenance, driver abuse, or an unforeseen event. The 
supervisor should always follow-up on vehicle repairs 
and prevent recurrences by discussing the breakdown with 
the driver and the Motor Vehicle Department. 
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7.18 In case of an accident or injury, the driver should care 
for any injured party in accordance with approved First 
Aid Procedures (OP #28 Review Package #17). If the 
driver is transporting hazardous materials and these 
materials have been spilled or released, the driver must 
consult his/her Emergency Response Guidebook and then 
follow the instruction outlined in the Guidebook. The 
driver should then contact the appropriate personnel on 
the emergency call list (i.e., Police Department, 
ambulance or physician, immediate supervisor, etc.). If 
the other driver is uninjured or only slightly hurt, the 
driver should obtain the necessary information to 
prepare the Motor Vehicle Accident Check List (Form SW 
6441, known as the Red Book) kept in every vehicle. If 
the driver refuses to comment, enter "Refuses" in the 
appropriate space. The driver should then obtain the 
necessary information to complete the red book, i.e., 
witness names, addresses, phone numbers, etc. 

7.19 All statements or comments should be withheld unless 
made to a Company Claims Representative, or unless 
essential to an accident report. When completing the 
accident report form, the driver must include only 
undisputed facts. Opinion as to the cause of who is at 
fault should not be expressed. Unless required by a 
traffic or law enforcement officer, company security 
representative, or supervisor, none of the affected 
vehicles should be moved. 

G. ENTERING A PARKING SPACE 

7.20 When parking a motor vehicle, the driver should: 
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(a) Use a company lot (if available) 

(b) Select a space that presents minimal hazards 

(c) Select a "pull-thru" space, if available 

(d) If possible, position the vehicle so a backing 
maneuver will not be necessary when exiting a 
parking space 

(e) Set parking brake 

(f) Curb wheels 

(g) Look back to check oncoming traffic 

(h) Exit vehicle 
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{i) Position cones to the left of the vehicle and rear 
corner when parallel parking (right rear if parked 
on left side on a one-way street) away from traffic 
lanes, six inches from rear bumper when parking 
diagonally (Exhibit 13). Make complete "circle of 
safety" to survey conditions around the vehicle 
(Exhibit 14) and lock all doors and windows. 

(j) Refer to Package 16, OP 28 for further information. 

H. EX~T~NG A PARK~NG SPACE 

7.21 When vacating a parking space, the driver should: 

(a) Check front and rear. 

(b) Retrieve cones and wheel chock. 

(c) Enter vehicle when traffic is clear. 

(d) Exit vehicle to re-check front and rear if delayed 
after entering the vehicle. 

(e) When the vehicle has an automatic transmission, the 
driver should leave the parking brake on until the 
motor idles properly then apply the foot brake, put 
car in gear, and release parking brake. 

(f) If vehicle has a manual transmission, depress the 
clutch and take car out of gear, keeping the 
parking brake on until the motor idles properly 
then put the vehicle in gear and release parking 
brake. 

(g) Before backing up the driver should turn his/her 
head checking the rear without relying on the 
mirrors, and if clear, proceed slowly. 

(h) Make sure there is adequate clearance in front and 
alongside. 

(i) Move into traffic only when it is safe. 
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8. VIOLATIONS 

8.01 All violations must be brought to the media manager's 
attention immediately. Failure to do so may lead to 
disciplinary action. 

A. PARKING VIOLATIONS 

8.02 There should be no illegal parking. Drivers are to park 
as instructed by their immediate supervisors and 
according to route schedules. If a time limit is 
exceeded in a timed zone because the employee was 
conducting company business, the company may pay the 
ticket. (For example, if regular parking spaces are 
taken and the driver parks in a 20 minute zone and 
exceeds the time limit because the elevators were busy, 
the company may pay the fine. If the limit was exceeded 
because the employee took a break, the company may not 
pay the ticket.) 

8.03 A ticket that is placed on a company vehicle becomes an 
official company document and its destruction is 
equivalent to destroying company property. This may 
lead to disciplinary action up to and including 
dismissal. Receipt of all tickets (whether to be paid 
by the company or the employee) shall be immediately 
reported to the Media Distribution Supervisor. 

8.04 Any parking problems at various mail stops shoUld be 
brought to the Media Distribution Supervisor's 
attention. The supervisor should investigate 
immediately and notify drivers of any change in route 
instructions. 

B. MOVING VIOLATIONS 

8.05 All moving violations must be promptly reported to an 
employees supervisor and violations may result in 
disciplinary action. (Refer to OP 28) 

C. EXPIRED/SUSPENDED/REVOKED LICENSE 

8.06 An employee must immediately notify his or her 
supervisor upon driver license revocation or 
suspension. The motorized mail supervisor is required 
to spot check employees' licenses for validity and 
compliance with restrictions on a monthly or quarterly 
basis. It is also recommended that the Media 
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Distribution Supervisor review state computer records of 
driver licenses on an annual basis. 

9 • SECURITY PROCEDURES 

9.01 Supervisors are responsible for periodically reviewing 
with Media Distribution personnel the following security 
items: 

(a) Employees' responsibility for safeguarding company 
funds and property; 

(b) Importance of notifying the supervisor of any 
problems; 

(c) Importance of remaining on assigned routes (unless 
changed by supervisor); 

(d) Importance of returning directly to the office upon 
completion of assigned routes. 

A. KEYS 

9.02 At no time should keys be left exposed in a vehicle 
while an employee is away from it. The duplication of 
keys is prohibited unless authorized by the supervisor. 
Each employee is responsible for route keys (from 
beginning to end of the scheduled route). Vehicles 
should be locked at all times, even while parked inside 
company buildings and fences. 

B. LARCEN:IES 

9.03 To avoid larcenies, Media Distribution personnel should 
operate on main thoroughfares as much as possible, avoid 
parking in hazardous areas, never leave an unattended 
vehicle running, and do not carry unauthorized riders. 
If a larceny is detected, drivers should not interfere; 
they should notify the Police if possible. Personnel 
should report all larcenies to their immediate 
supervisor and the supervisor should visit the scene. 

PROPRIETARY 
NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 

TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 

Page 31 



sw 741-001-911 

C. HANDLING MAGNETIC AND AMA TAPES 

9.04 Magnetic and AMA tapes shall be treated as money. The 
following guidelines should be adhered to: 

(a) Employees picking up customer payments are 
responsible for their delivery to the designated 
office. 

(b) Tapes should be protected at all times and handled 
with great care. They should be placed in 
protective cases to ensure safekeeping and minimize 
their movement. Media Distribution employees 
should not accept these tapes unless they have been 
placed in such a container. 

(c) Foreign matter (water, oil, etc.) should not be 
allowed to come into contact with the tapes. 

(d) Tapes should be protected against temperature and 
humidity extremes that cause dimensional changes in 
tape base material. This will result in tape 
distortion and they will not be serviceable. Do 
not leave tapes in any vehicle other than one on a 
continuous route, take tapes directly to an AMA 
attendant, follow the receipt procedure when 
receiving tapes, and transfer tapes promptly when a 
vehicle is out of commission. 

D. HANDLING COMPANY PAYROLL CHECKS 

9.05 Security procedures for handling company payroll checks 
include: 
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(a) Locking payroll checks received from the Treasurer 
in a safe or lock box if the checks are not 
deliverable the same day. 

(b) Maintaining a log on payroll checks for proper 
sorting before they are delivered for receipt 
purposes. 

(c) Locking payroll checks and vouchers in the vehicle 
between deliveries or when the vehicle is 
unattended due to an emergency. 
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10. ACCIDENT INVESTIGATION AND REPORTS 

10.01 This section describes recommended procedures for 
investigating accidents that result in injuries or 
illnesses and motor vehicle accidents that result in 
property damage or personal injury. Injury in this case 
includes any circumstance involving first aid and/or 
medical treatment, lost work days, and fatalities. The 
procedures in this section also apply to "near miss" 
accidents that result in minor or no injury. 

10.02 Accidents must be investigated promptly because 
conditions change quickly and details are soon 
forgotten. Immediate investigation will be taken as 
evidence of the importance management attaches to 
personal safety. Participation by upper management will 
also emphasize a commitment to safety. Investigations 
may vary from a re-study of the factors of minor 
accidents (where the cause and corrective action are 
apparent), to a complex technical investigation in which 
experts may be needed (i.e., in case of fatality or 
dismemberment, etc.). If the facts indicate a serious 
problem or hazard that cannot be readily resolved, 
successive levels of management should become involved 
until the problem is resolved or the hazard eliminated. 

10.03 An objective investigation should not embarrass the 
victim nor attempt to establish blame. If every person 
involved understands that the sole purpose is-to prevent 
another occurrence, there will be no inclination to 
withhold essential information. A conclusion that 
appears reasonable will often change when a factor of 
apparent little importance is completely explored. 
Since both a physical hazard and unsafe act are present 
in the great majority of accidents, both should be fully 
investigated in accordance with OP 34. 

A. PARTICIPANTS IN AN INVESTIGATION 

10.04 Since Southwestern Bell is self-insured, actual 
investigation of accidents involving the public (i.e., 
motor vehicle accidents, damage to public property, 
injury to the public either by our equipment or while on 
our property, etc.) must be handled by a Company Claims 
Investigator. The claims department must be notified of 
such accidents in accordance with OP 34. 

10.05 Informal/formal investigations must be conducted on all 
accidents per OP 34 instructions. 
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B. PRELIMINARY INVESTIGATION (ON SITE) 

10.06 Media Distribution Supervisors, upon arriving on the 
scene of a motor vehicle accident should adhere to the 
following guidelines. 

(a) Offer assistance if any is still required. 

(b) Make no admissions or take any blame for the 
accident. 

(c) Be courteous. 

(d) If a police report is filed get file number so you 
can obtain a copy of the police report. 

(e) Take photographs. 

(f) Get names and telephone numbers of witnesses. 

(g) ·Search the scene of the accident for evidence that 
may assist in determining the cause of the 
accident. 

(h) Gather facts relating to the accident by 
questioning the victims, witnesses, or any fellow 
employees at the accident ~cene. 

(i) Make sure the driver of the company vehicle fills 
out the Motor Vehicle Accident Check List (Red Book 
Form SW 6441). 

C. INVESTIGATION REPORTS 

10.07 After the preliminary investigation duties are 
completed, certain reports to aid in any formal 
investigation or possible settlement are required. 

10.08 For a motor vehicle accident, the supervisors must 
complete the Motor Vehicle Accident Summary Form (SW 
6033). Routing of the report should comply with local 
procedures. The original and copies are due to the 
Procurement Safety Staff within six work days of the 
accident. 
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10.09 For an injury, the supervisor must complete a Health and 
Safety Report (SWK 15). Routing of the report should 
comply with local procedures. The original and copies 
are due to the Procurement Safety Staff within six work 
days of the injury. 

E. MEASURED AND NON-MEASURED ACCIDENTS 

11.10 Non-measured accidents are excluded from measurement, 
but must still be reported within the company 
organization. To make the determination if a motor 
vehicle accident or personal injury is measurable or non 
measurable, refer to OP 34, Attachment 1. 

F. ACCIDENTS INVOLVING HAZARDOUS MATERIALS 

11.11 Special reporting procedures are required when a serious 
accident is caused by the release of hazardous 
materials. At the earliest practical moment the 
National Response Center must be notified by telephone 
at 800-424-8802 or 202-267-2675 after each incident that 
occurs during the course of transportation (including 
loading, unloading, and temporary storage) in which as a 
direct result of hazardous materials: 

(a) a person is killed 
(b) a person is injured and hospitalized 
(c) property damage exceeds $50,000 
(d) an evacuation of the general public occurs 
(e) a major transportation artery or facility is shut 

down or closed. 

11.12 A Hazardous Materials Incident Report must be submitted 
within 30 days after the National Response Center is 
notified. For additional information, refer to the 
Shipping and Transporting Hazardous Materials Guide. 

11. FIRST CHOICE/GONE/PARCEL 

11.01 First Choice, GONE (Guaranteed Overnight Express), and 
Parcel are three separate service levels offered to 
clients by Media Distribution. (Exhibit 15) 
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A. FIRST CHOICE 

11.02 First Choice is the enhanced media distribution network 
which provides overnight delivery no later than noon the 
next business day for mail, documents, and parcels 
weighing up to one pound between any two company 
addresses in ten major cities. These ten major cities 
are: Austin, Dallas, Ft. Worth, Houston, Kansas City, 
Little Rock, Oklahoma City, St. Louis, San Antonio, and 
Topeka. 

NOTE: For Dallas and Ft. Worth, the First Choice 
service level will be provided for all buildings 
designated as district level and above. 

11.03 The First Choice Network also provides overnight by noon 
the next business day delivery when sending mail, 
documents, and parcels from a state to a smaller city 
within that state. For example, St. Louis, MO to 
Hannibal, MO; Little Rock, AR to Fayetteville, AR, etc. 

11.04 A two day service level is provided when sending mail, 
documents, and parcels from one of the ten major cities 
to a small city in another state. For Example, St. 
Louis, MO to Enid, OK or Topeka, KS to Pine Bluff, AR. 

11.05 If, in the above, a one day service level is required, 
the client has the option of using GONE. 

B. GONE (GUARANTEED OVERNIGHT EXPRESS) 

11.06 GONE provides overnight delivery to any address within 
the continental United States. The GONE service level 
can only be originated by employees in cities where mail 
centers are located. 

11.07 When First Choice does not meet the client's needs, the 
GONE service level should be selected. GONE requires 
special handling by the client and media distribution 
personnel. 

11.08 To select this level of service, the GONE Express 
Envelope must be used (Form SW 3185S and SW 3185L). The 
GONE envelope must be available for pickup by media 
distribution at the time posted in the mail pickup area. 
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C. PARCELS 

11.09 Parcel is a· cost effective service for parcels weighing 
over one pound. The service utilizes media truck routes 
for delivery and may require more than one day to reach 
its destination, depending on the distance involved. 
Th~s service level does not require any special handling 
by the client or media distribution personnel. However, 
if the parcel requires any special treatment (time 
sensitive, etc.) specific instructions should be noted 
on the parcel. 

12. SECONDARY MAIL/CENTRALIZED MAIL CENTER 

12.01 The secondary/centralized mail centers process all 
incoming and outgoing mail. The functions of mail 
centers vary, but usually include the following: 

(a) Sort incoming, inter-and intra-company and 
customer mail by region (for motorized routes), by 
buildings, and floors within buildings. 

(b) Sort outgoing inter-company and customer mail 
according to the type of carrier used (USPS for 
packages and letters, and private carriers for 
other packages and "non-letters"). 

(c) Weighing, metering, etc. for mailing outside the 
company. 

(d) Various other responsibilities such as processing 
misdirected mail. 

13. U.S. MAIL CLASSIFICATIONS 

13.01 All outgoing personal mail should be stamped by the 
sending employee and deposited in U.S. mailboxes or 
chutes. Employees should have all incoming personal 
mail sent to their home address, not to work locations. 
All personal mail received by the company that is not 
properly addressed should be returned to the Post 
Office. 
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A. FIRST-CLASS MAIL 

13.02 First-class mail is a letter that contains a hand- or 
type-written message, or any matter that conveys live 
and current information. Any sealed envelope (letter 
size or larger) should generally be sent First-Class 
unless otherwise specified. Oversize envelopes used to 
carry First-Class Mail must have a green diamond border 
printed around their edges. First-Class mail must weigh 
less than 11 ounces. 

B. PRIORITY MAIL 

13.03 Priority mail is first-class mail weighing more than 11 
ounces, less than 70 pounds, and not exceeding 100 
inches in combined length and girth. Priority mail is 
advantageous (over fourth-class mail) for heavy pieces 
and when speed is important. First-class and priority 
mail delivery service is generally overnight within the 
local area, two days within a 500 mile radius, and three 
days elsewhere. 

C. SECOND-CLASS MAIL 

13.04 Second-class mail applies to newspapers and magazines 
issued at least four times a year. It is not generally 
used by Southwestern Bell. Postage for second-class 
mail varies by the frequency of mailing and is paid by a 
permit obtained from the Post Office. No weight limit 
on second-class mail is required for domestic 
destinations; however, bulk mail must be presorted by 
five-digit zip codes and clearly marked "second-class." 

D. THIRD-CLASS MAIL 

13.05 Third-class mail consists of circulars, form letters, 
booklets, catalogs, and other printed materials 
(newsletters, corrected proof sheets with manuscript 
copy, transparencies, mimeographs, photographs, 
merchandise, farm and factory products, keys, printed 
drawings, hard-bound books, blank forms, etc.) not 
classified as first-class mail. Each piece of 
third-class mail is limited in weight to less than 16 
ounces. Material weighing 16 ounces or more is 
considered fourth-class and may be sent as priority or 
express mail. 
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13.06 Third-Class mail must be prepared for easy examination 
but also sealed and secured so it may be handled by 
machines. When the envelope is sealed, it must be 
clearly marked "third-class." First-class material 
should not be enclosed inside third-class mail unless 
the package is endorsed as carrying first-class mail and 
the necessary postage is placed on the parcel envelope. 

13.07 A first-class letter can also be sent by attaching it to 
the third-class envelope (Exhibit 16). Third-class mail 
is broken down into two categories: single and bulk. 
Special bulk rates requiring various presorting routines 
are payable on a permit basis and must be identified by 
the words "Bulk Rate" imprinted on the tables to be 
affixed. (Application for bulk rate permits should be 
processed through your local Postmaster.) All requests 
for bulk rate permits should be made through the local 
Media Distribution Supervisor. To ensure delivery, it 
is recommended that a second label be attached to the 
material in the event the outside label is rendered 
illegible. 

E. FOURTH-CLASS MA:IL 

13.08 Fourth-class mail carries the same classification as 
third-class mail but must weigh over 16 ounces. Most 
fourth-class mail includes domestic parcel post, special 
catalog rates, a special fourth-class rate, and a 
library rate. Two or more packages may be mailed as a 
single parcel if they are approximately the same size 
and shape, and are securely wrapped or fastened 
together. Parcel post regulations include maximum size 
and weight limitations. Fourth-class parcels mailed and 
addressed for delivery to larger Post Offices in the 48 
contiguous states may not exceed 40 pounds in weight or 
84 inches in combined length and girth. All other 
parcels may not exceed 70 pounds in weight or 100 inches 
in combined length and girth. 

13.09 As with third-class mail, first-class mail should not be 
enclosed inside fourth-class material unless the package 
is endorsed and the additional postage is affixed. 
Fourth-class mail must be boxed or wrapped for each 
examination. Standard service for fourth-class mail is 
overnight delivery within the local area, two-day 
service up to 150 miles, three-day service for zone 
three, four-day service to zone four, five-day service 
to zone five, six-day service to zone six, seven-day 
service to zone seven, and eight-day service to zone 
eight. To assure delivery, it is recommended that a 
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second label be attached to the material in the event 
the outside label is rendered illegible. Depending upon 
zone of distance, fourth-class rates vary per pound. 

F. SPECXAL CLASSXFXCATXONS 

13.10 Bulk Presort Rate - There is a rate reduction for 
presorted, special fourth-class mail. For detailed 
information contact the local Postmaster or customer 
service representative. All requests for bulk presort 
rate should be made through the local Media Distribution 
Supervisor. 

13.11 Library Rate - The following materials qualify for the 
Library Rate when mailed to schools, colleges, 
libraries, or nonprofit organizations: sound 
recordings, museum materials, scientific or mathematical 
kits, instruments, catalogs, guides, or scripts relating 
to these same materials. Parcels must not exceed 70 
pounds in weight and must be endorsed "Library Rate" on 
the address side. Consult the local Postmaster or 
customer service representative for detailed information 
on the applicable conditions. 

13.12 Bound Printed Matter Rate - This classification includes 
advertising catalogs, promotional and editorial 
material, telephone directories, or any combination of 
these. The material must be bound and weigh at least 
one pound, but no more than 10 pounds. Three hundred 
copies of separately addressed, identical pieces may be 
mailed at the bulk rate when copies are separated by 
postal zones. Each zone must be further separated and 
prepared according to postal provisions. Each piece 
must be marked "Bound Printed Matter," endorsed "Bulk 
Rate," and paid by a permit imprint. Each mailing is 
also accompanied by u.s. Postal Service Form 3605 
(Exhibit 17). For further information, contact the 
local Postmaster or customer service representative. 

G. XNTERNATXONAL MAXL ( FOREXGN MAXL) 

13.13 International mail includes letters, letter packages, 
printed matter, smail packages of merchandise, samples, 
and parcel post destined to foreign countries. However, 
certain items are not accepted in other countries. If 
Airmail service is desired for international mail, the 
word "Airmail" should be placed prominently on the 
address side of flat mail, and on the top, bottom, and 
sides of parcels. The return address of the sender must 
be shown on the address side of each air parcel. For 
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further information regarding international mail, please 
contact your local Media Distribution supervisor or 
consult the local Post Office for specific surface and 
air schedules, dimension limits, maximum allowable 
weights, packaging suggestions, custom declarations, and 
special services. 

H. EXPRESS MAXL 

13.14 Express mail was specifically developed to fill 
important overnight delivery needs and provide for a 
fast, reliable transfer of time-sensitive documents and 
products. A piece of express mail may not weigh more 
than 70 pounds, or measure more than 100 inches in 
combined length and girth. Express mail service can be 
customized to the specific needs of the mailer and is 
available in most major cities. Express mail service 
generally guarantees delivery within 24 hours or the 
postal fee is refunded. This mail receives special 
handling by the u.s. Postal Service and eliminates many 
of the steps encountered by ordinary mail. There are 
three types of basic service: 

(a) Express Mail Same Day Airport Service - The mail is 
dispatched on the next available transportation to 
the destination airport mail facility. (The mail 
must be tendered during hour specified by the 
Postal Service.) At the qestination airport, the 
mail is made available for claim by the addressee 
by a time that was agreed to when it was sent. 

(b) Express Mail Custom Designed Service - This service 
is available only on a scheduled basis between 
designated postal facilities or other locations. 
Service is guaranteed within 24 hours after the 
sender and Post Office agree on the scheduled day 
and place of origin for the mail, scheduled date 
and place for mail claims or delivery, scheduled 
times of day for tender at origin of mail; and the 
scheduled time for claim or delivery when the mail 
reaches its destination. 

(c) Express Mail Next Day Service - This service is 
available at designated retail postal facilities 
for overnight service to a designated destination 
facility or location provided the mailed item is 
tendered by 5 p.m. There are two types of Next Day 
Service: 
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(l) Post Office to Post Office, where the mail is 
available at the receiving Post Office by 10 
a.m. the following day. 

(2) Post Office to Addressee, where mail is 
delivered to an addressee within the delivery 
area of the destination facility by 3 p.m. the 
next day. 

I. CERTIFIED MAIL 

13.15 Certified mail service applies only to first-class mail 
and providesa record of delivery maintained by the Post 
Office from which delivered (for nominal fee). No 
record is kept at the office from which certified mail 
is sent. The carrier delivering the item obtains the 
signature of the addressee on a receipt form that is 
kept for two years. Since this service is primarily for 
items that have no money value, there is no insurance 
feature. If a return receipt is requested at the time 
of mailing, or proof of delivery is requested at a later 
time (within the two year period), an additional fee is 
required. 

J. INSURED MAIL 

• 13.16 Insured mail provides payment for loss, rifling, or 
damage to domestic mail. A fee for insurance is paid in 
addition to regular postage. Registered mail along with 
third and fourth class mail may be insured for 
protection against loss or damage. The are two types of 
insured mail: 
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(a) Un-numbered or Minimum Fee Mail is delivered as 
ordinary parcel post with a limited indemnity of 
$20. 

(b) Numbered Mail provides for a receipt to the mailer 
at the time of mailing. The mail is identified by 
number, and a signature is required on deliverY. 
Liability for Numbered Insured Mail is limited to 
$400. 

Packages with contents to be insured should be packed 
carefully and tied securely. Articles not adequately 
packed to withstand normal handling, or articles so 
fragile as to prevent safe carriage (regardless of 
packing) are not acceptable for insurance. A return 
receipt may be requested at the time of mailing for an 
additional fee. 
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K. REGISTERED MAIL 

13.17 Registered Mail provides maximum protection and security 
for valuable and important mail (papers, jewelry, etc.), 
and provides evidence of dispatch and delivery. 
Additional insurance may be purchased for registered 
mail. Registered mail may not be deposited with all 
other mail but must be hand delivered to the Post Office 
to obtain the issued receipt. Registered Mail is 
transported under lock and accounted for (by number), 
via a system of receipts, from the time of mailing to 
delivery. 

13.18 Domestic first-class or priority mail may be registered 
with an indemnity limit of $25,000. The registry fee is 
additional to the required postage and is scheduled 
according to declared value of the item(s). Cellophane 
and plastic tape are not acceptable for sealing such 
packages since the registration stamp will rub off if 
stamped on the taped area. Mail to be registered should 
have the words "REGISTERED MAIL" written plainly above 
the name of the addressee. 

L. SPECIAL DELIVERY MAIL 

13.19 Special delivery mail provides for one attempt at same 
day delivery. If this attempt is unsuccessful, the 
letter or parcel is delivered on the next regular 
delivery date, unless it is determined the recipient is 
away for more than one day. If the recipient is away, a 
notice is served to advise the addressee where the mail 
will be held. All classes of mail may be handled via 
Special Delivery and are transported in the same manner 
as first-class mail. Packages and letters must be 
marked prominently with the words "SPECIAL DELIVERY" 
above the name of the addressee. 

M. SPECIAL HANDLING 

13.20 Special handling means third or fourth class mail will 
receive preferential handling to the extent practical 
(first-class mail treatment) in dispatching and 
transportation to the destination Post Office. However, 
once received by the destination Post Office, the mail 
is handled in the same manner as any other third or 
fourth class mail. "SPECIAL HANDLING" must be printed 
or stamped on packages (over or close to the address), 
and a prepaid fee is required in addition to regular 
third or fourth-class postage. 
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N. BUSINESS REPLY MAIL 

13.21 Business Reply Mail is first-class mail that is to be 
returned at the company's expense. One permit should be 
used for the entire company and copies provided to Post 
pffices that receive the business.reply mail. An annual 
fee is charged for a business reply permit and an 
advance deposit can be maintained for payment of postage 
at each Post Office where business reply mail is to be 
returned. An annual accounting fee is deducted at the 
appropriate first-class postage rate with a surcharge. 

13.22 It is important to note the distinction between business 
reply mail and business reply cards, since postage for 
the former is more costly. If cards are used, they must 
be imprinted "BUSINESS REPLY CARD" rather than "business 
reply mail," or the Postal Service will charge the full 
mail fee instead of the card fee. 

14. PRESORT SERVICES 

14.01 The word "presort" refers to the sortation of mail 
pieces by Zip Code to achieve discounts offered by the 
United States Postal Service. Any first class letter 
not exceeding eleven (11) ounces in weight can be 
presorted. Third class letter mail can also be 
presorted but must not exceed 3.37 ounces. 

14.02 Presort vendors sort outgoing United States mail by Zip 
Code and/or applies postage to the envelope. The vendor 
then delivers the mail to the Post Office for mailing to 
the customer. 

14.03 Due to the costs involved with purchasing scales, 
postage machines, the possible lost time associated with 
the maintenance of the equipment, and costs associated 
with labor, etc, some media distribution locations 
utilize the services of presort vendors. However, the 
following section applies to those locations who have 
equipment to process outgoing mail. 

15. POSTAGE METERS 

15.01 Postage may be metered for any class of mail. Metered 
mail is entitled to all conditions applying to the 
various classes of mail. 

Page 44 

PROPRIETARY 
NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 

TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 



sw 741-001-911 

A. METER LICENSE 

15.02 A license to use a postage meter can be obtained by 
submitting an application for a Postage Meter License, 
Form 3601-A (or a form supplied by the manufacturer), to 
the Post Office. No fee is charged for this service and 
the application must specify the meter make and model. 
On approval, the Postmaster will issue a license. It is 
illegal to possess a postage meter unless it has been 
set and sealed by the Post Office. After the meter is 
delivered, it must be kept until turned over to the 
authorized manufacturer or to the Post Office. 

15.03 The meter and any records relating to meter transactions 
must be available for examination and audit by 
authorized audit and inspection personnel of the Postal 
Service and the company. The license may be revoked for 
non-use during any consecutive 12 months, or for any 
failure to comply with the regulations governing the use 
of postage meters. In such case, notification will be 
given by the Postmaster that the license is cancelled 
and the reason for cancellation is explained. 

15.04 A discontinued postage meter must be taken with the 
meter record book to the Post Office. If the 
manufacturer has not been notified of the intent to 
check out the meter, the Postmaster must promptly 
request the manufacturer to call for the meter. The 
unused postage in the meter may be transferred to 
another meter registered at the same Post Office, or the 
Postmaster may refund the amount in accordance with 
provisions on the license form. The meter record book 
is returned and should be kept on file for at least one 
year from date of final entry. Application for refund 
should be made on u.s. Postal Service Form 3533 (Exhibit 
18). 

B. METER STAMP PLACEMENT AND ADVERTISING SLIPS 

15.05 Meter stamps must be legible and not overlap. 
Otherwise, they will not count in determining postage 
paid. Meter stamps must be printed or affixed in the 
upper right corner of the envelope, address label, or 
tag. Advertising matter may be printed simultaneously 
with meter stamps within space limitations. Plates for 
advertising may be obtained from authorized meter 
manufacturers to assure compatibility with mechanical 
and postal requirements. The plates may not be used to 
print postal endorsements, and slogans must not be 
objectionable or misleading. 

PROPRIETARY 
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C. METER STAMPS 

15.06 Meter stamps may be used to prepay reply postage on 
letter and postcards under the following conditions: 

(a) No date may be shown on the reply stamp when 
metered. 

(b) Meter stamps must be printed directly on the 
envelope or card that bears the return address in 
an amount sufficient to prepay (in full) the 
first-class rate. 

(c) Any photographic, mechanical, or electronic process 
other than handwriting, typewriting, or 
hand-stamping may be used to prepare the address 
side of Reply Mail prepared by meter stamps. The 
address side must be prepared as shown in Exhibit 
19 without the addition of any matter other than a 
return address. 

(d) Reply mail prepaid by meter stamps will be 
delivered only to the address of the meter license 
holder. If the address is altered, the mail will 
be held for postage or charged to a "postage due" 
account. 

15.07 Metered mail bearing the wrong·date of mailing will be 
run through a cancelling machine or otherwise·postmarked 
to show the proper date. Form 3749 will again be used 
by the Postmaster to call the irregularity to 
attention. If the irregularity is repeated, the 
department head or his/her authorized agent will be 
notified. If such notices are disregarded, the 
Postmaster may return the mail with instructions to 
enclose material in new envelopes bearing the correct 
date on the meter stamp. The Postmaster may also, if he 
chooses, return the mail with instructions to imprint 
the envelopes with the current meter date. When the 
current date is applied, the postage meter should be set 
at 0.00 so additional fees will not be applied. 

D. SETTING AND SECURITY OF POSTAGE METERS 

15.08 Unprotected postage meters represent assets that are 
readily subject to pilferage and personal use. 
Employees should be aware of their individual 
responsibilities to safeguard these assets. Postage 
meters can be reset in one of three ways: 
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(a) The meter and record book may be brought to the 
Post Office where the meter was first set or where 
postage is paid at the time of each setting. 
(Advance deposits for meter settings may not be 
accepted). The Postmaster then issues "Meter 
Setting Receipt," for the amount of postage paid. 

(b) For a fee, the U.S. Postal Service will send a 
representative to the premises to reset the meter. 

(c) Remote Meter Resetting Systems (RMRS) are available 
through major postage meter vendors. Under this 
system, postage is applied to the meter head via 
touchtone telephone and a toll-free number. An 
advance deposit must be maintained for payment, but 
the RMRS facilitates the meeting of immediate 
postage needs and, in many cases, reduces costs by 
decreasing the float on the advance deposit. The 
infusion of postage occurs at the client's 
premises. 

15.09 If a meter is not reset within a six month period, it 
must be presented with the meter record book showing 
daily register readings to the Post Office where last 
set for examination. If the printing and recording 
mechanism is faulty in any way, the meter should not be 
used but promptly taken to the Post Office or contracted 
vendor for service. 

15.10 On each day of operation, the figures appearing in the 
ascending and descending registers should be entered in 
the meter record books. If at any time, the sum of the 
two figures does not equal the total entered at the last 
setting, the meter should be taken promptly to the Post 
Office for examination. When the Post Office sets the 
meter for the amount of postage specified by the check, 
they will enter the date in the new record book. The 
company employee should verify the entries to determine 
that the meter has been set correctly. 

15.11 The meter should not be left unlocked or unattended at 
any time. During lUnch hour, relief periods, final 
shift of they day, weekends, holidays, etc., the meter 
should be ready, logged, and locked or placed in 
storage. 

PROPRIETARY 
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E. POSTAGE METER LOG 

15.12 "Meter Record Book," u.s. Postal Service Form 3602-A, is 
issued at the time of initial setting (Exhibit 20). 
When the meter record book is filled, a new one is 
issued without charge. 

16. POSTAGE VOUCHERS AND METER STAMP REFUNDS 

A. POSTAGE VOUCHERS 

16·. 01 To help guard against tying up an excessive amount of 
revenue in the postage meter, monthly requirements 
should be determined and purchases arranged in 
correlation with the scale below. Unless local 
procedures indicate a more economical purchase plan, the 
maximum number of purchases for postage is recommended 
at five per month, based on the following: 

(a) Less than $1,000 . . . . . . . . . one purchase 
(b) $1,000 to $4,000 . two purchases 
(c) $4,000 to $7,500 . . . . . . . . . three purchases 
(d) $7,500 to $20,000 . . . . . . four purchases 
(e) $20,000 to $25,000 . . . . . . five purchases 

16.02 A local purchase schedule should be established, and 
arrangements made for the required draft(s) to be 
available on the days that meters are to be taken for 
setting. There should be notification from the postage 
machine operator when the meter has reached a 
predetermined amount for replenishment. The voucher 
should then be initialed and forwarded to the 
appropriate level of management required for approval. 
Time is required for approval and this should be 
considered when determining the amount for 
replenishment. Once completely signed and approved, the 
voucher should be forwarded to the appropriate 
department for issuance of the draft. The draft should 
then be sent to the supervisor who will maintain a file 
of the voucher copies. 

16.03 Voucher procedures for obtaining the draft should be 
processed in accordance with company practices. If the 
supervisor makes it a practice to be notified in advance 
any any client's large mailings, this will assist in 
obtaining a voucher for more than the normal amount. 
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B. REFtn(DS 

16.04 When complete and legible meter stamps cannot be used 
(misprints, spoiled envelopes, or cards), an application 
should be sent to the Postmaster for refund of postage 
values up to 90 percent. Refunds for 100 percent of the 
face value of meter postage are made when the Postal 
Service is at fault, or when meter malfunctions cause 
the errors in printing postage. The Domestic Mail 
Manual explains under what conditions refunds are 
available and how to present material for refunds. 

NOTE: To be.eligible for a 90 percent refund, meter 
stamps must be presented within one year from the date 
appearing on them. Refunds should be applied for when 
$25 worth of spoiled or unused impressions are 
accumulated, or within the one year period (whichever 
occurs first). 

Exhibit 20 shows the Post Office Department Form 3533, 
"Application and Voucher for Refund of Postage and 
Fees," which is prepared in triplicate. All the 
applicable portions of the form should be completed and 
signed by the second (or higher) level supervisor of the 
central mail operation. The form (original and 
duplicate copies) and postage meter impressions should 
be presented to the Post Office that makes the settings 
for the machine. A check will be sent from the 
Postmaster, or an equivalent amount of postage may be 
transferred to another company machine registered at the 
same Post Office. The triplicate copy is retained by 
the supervisor. Refund checks should be deposited into 
the company funds in accordance with company practices. 

17. HANDLING CUSTOMER PROBLEMS 

17.01 As a group providing a service, Media Distribution 
personnel should establish procedures to be followe~ 
when problems are uncovered. All customer problems 
should be investigated thoroughly. To improve the Media 
Distribution function and solve problem areas, all 
problems should be thoroughly documented. The following 
information should be included in the documentation: 

(a) Date and time problem was received. 

(b) Name of person identifying problem, associated 
department or group, phone number. 

PROPRIETARY 
NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 

TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 

Page 49 



sw 741-001-911 

(c) Brief description of problem. 

(d) Pertinent facts (name and address of sender and 
addressee). 

(e) Brief statement of action taken to determine the 
nature of the problem. 

It is suggested the documentation also show the date and time 
of all additional contacts, and any pertinent information 
received. After problem resolution, it is very important to 
determine if the client has been notified. Document the 
final notification by showing date, time, and initials of 
person rendering notification. 

A. INVESTIGATE CUSTOMER PROBLEMS 

17.02 Depending upon the nature of the problem, the 
investigation can be handled in several ways. For 
example, in a reported case of non-receipt of mail, it 
is necessary for the investigator to determine if the 
item was placed in the mail and picked up and the method 
of distribution (via Media Distribution, USPS, other 
carriers). This can be accomplished by: 

(a) Telephoning or personally contacting another 
distribution group, outside carriers, originator, 
or recipient (if not the party reporting the 
problem). 

(b) Checking logs or route sheets. 

(c) Checking all unidentified mail receptacles. 

(d) Checking the mail distribution areas. 

When an investigation extends beyond a reasonable time, 
the client should be notified of its status and of any 
progress made. 

B. CORRECTIVE MEASURES 

17.03 As a result of the investigation, problem areas can be 
pinpointed. After examining the information, 
consideration should be given to unusual circumstances 
(i.e., inexperienced personnel), and to any questions in 
procedure: 
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(b) Was the problem caused by improper or incomplete 
addres's? 

(c) Was there adequate time to respond to the problem? 

(d) Are a large percentage of the problems occurring in 
one area? 

(e) Is the normal rate of problems acceptable or can it 
be reduced? Is there a trend showing an increase? 

(f) Does one type of mail .generate a large percentage 
of problems? 

17.04 Documentation and analysis are useful only when 
accompanied by corrective action. Procedures and 
personnel can be changed. If an error is caused by a 
misunderstanding on the part of personnel, the person 
should be correctly informed. If a carrier is at fault, 
steps must be taken with the carrier to insure against 
recurrence. Clients should be informed of procedures; 
they may expect a service that is beyond the control of 
the Media Distribution operation. 

C. FOLLOW-UP 

17.05 While taking steps to determine the problem, it may be 
possible to simultaneously identify the solution. The 
solution should be stated briefly to insure the problem 
is not repeated, and any alternative solutions should be 
listed. After it is determined that the problem has 
been dealt with, it is also important to determine if 
the customer has been notified. Final notification 
should be documented by entering the date, time, and 
initials of the person calling (and name of person 
notified). 
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EXHIBIT 1, PAGE 1 OF 2 

This Hi-Cube van is designed to 

CHEVROLET 
HI-CUBE 
STEEL VAN 

be the workhorse of the media 
distribution fleet for most local 
and some intercity deliveries. 
With a cargo capacity of 406 
cubit feet, a GVW of 8600 pounds, 
and an inside cargo height of 76 
inches, this vehicle incorporates 
safety features and make operating 
efficiencies that make it an ideal 
vehicle for the demands of the job. 

BASIC FEATURES 
eTen foot cargo space 
eOne-ton Chassis 
e350 Gas Engine w/EFI 
eFour Speed Automatic 

Transmission 
ePower Steering 
ePower Brakes 
•Auxiliary Passenger Seat 
eHeavy Duty Battery 
e85 Amp Alternator 
e33 Gallon Fuel Tank 
eDeep Tinted Glass 

SAFETY FEATURES 
eAM/FM Stereo Radio & cassette w/clock 
eCB Radio w/Antenna 
•Auxiliary Lighting in Cargo Area 
eDual Velvac/Rear Velvac Safety Mirrors 
eFog Lights 
eAnimal Warning Device 
eBacking Alert Package 
•Circulation Fan 
•Corrugated Metal Step 
eOVerhead Rear Door 
•Corrugated Metal Step 
•Interval Wipers 
eFire Extinguisher 
eSafety Cone · 
eHand Truck Holder 
eSpare Tire 
eNon-Skid Painted Floor 
•Cargo Space Access from Drivers Seat 
eDriver Convenience Box Between Seats 

NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 
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EXHIBIT 1, PAGE 2 OF 2 

CHEVROLET HI CUBE STEEL VAN 

FACTORY EQUIPMENT 

Body (10ft.) 
Wheel Base 
GVW Rating/Payload 
Front Axle/Rear Axle 
Engine 
Transmission 
Axle Ratio 
Alternator 
Battery 
Brakes 
Cigar Lighter 
Cooling 
Fuel Tank 
Glass Windows 
Intermittent Wipers 
Passenger Seat 
Radio 
Steering 
Front Tires 
Rear Tires 
Spare Tire 
Single Rear Wheels 
Pull Up Rear Door 

ADDITIONAL EQUIPMENT 

CG31303 
125" 
8600/3194 lbs 
3400/6000 lbs 
5.7 Liter VB EFI 
Four Speed Automatic 
4.10 
85 amp 
630CCA 
Power 

H.D 
33 Gallon 
Tinyed 

AM/FM Cassette w/clock 
Power 
LT 225/75Rl6E 
LT 225/75Rl6E 
LT 225/75Rl6E 

E34 

LOS 
MXO 
GQ1 

V02 
NL7 

A 57 
VM6 

XHF 
YHF 
ZHF 

Auxiliary Lighting Lamps-Sidemarker 
Animal Warning Device 

CB Radio 
Backing Alert Package 
Non-Skid Painted Floor 
Fog Lights 

Fire Extinguisher and Holder 
Circulation Fan 
Corrugated Metal Step 
Driver Convenience Box 
Plywood Partition w/Sliding Door 
First Aid Kit Holder 
Angle Iron w/Rubber Stops 

PROPRIETARY 

Hand Truck Holder 
Dual Velvac Mirriors 
Velvac Rear Safety Mirror 
!-bolts (3 on each side) 

NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 
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Serving both local and long haul 
needs, the International 4 700 
Series truck meets the media 
distribution needs for a medium 
duty, large weight capacity vehicle. 
This vehicle is custom designed 
for media distribution forces 
across the company. 

Saslc Features 
• Twenty-four foot cargo space 
• 4400 pount capacity lift gate 
• 26,000 Pound G VW 
• 210 HP Diesel Engine 
• Five-Speed Manual Transmission 
• Power Steering 
• Power Brakes 
• Auxiliary Passenger Seat 
• Cold Starting System 
• Dulll 50 Gallon Fuel Tanks 
• Tinted Glass 

EXHIBIT 2, PAGE 1 OF 3 

INTERNATIONAL 
4700 SERIES 
TRUCK 

Safety Features 
• AMIFM Stereo Radio and 

Cassette 
• CB Radio 
• Dual West Coast Mirrors 
• Fog Ughts 
• Animal Warning Device 
• Backing Alert Package 
• Opaque Roof on Cargo Space 
• Overhead Rear Door 
• Driver Convenience Box Between 

Seats 
• Intermittent Wipers 
• Grab Handles on Cab 
• Grab Handles at Rear of C8rgo 

Space 

PROPRIETARY 

,..... __ -

1-­
!. 

• Four Dome Ughts in Cargo Space 
• Adjustable Flood Light 
• Two E Tracks on Cargo Space 

Sidewalls 
• Four 12 Foot Nylon Straps 
• Scuff Plate on Csrgo Space Front 

& Sidewalls 
• Rear Stirrup Step Roadside 
• Fire Extinguisher 
• Safety Cone 
• Hand-Held Remote Control Unit 

for Lift Gate 
• Cart Stops on Lift Gate 

NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 
TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 
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INTERNATIONAL 4700 BOX TRUCK 

FACTORY EQUIPMENT 

10.125" x 3.06" x .312" Full Channelrails 
Cigar Lighter 
Horns (2) Electric 
Circuit Breakers Auto-Reset (Main Panel) SAE Type II 
Kysor Engine Shut-Down 
Power Source Two Post Terminal Block 
Alternator 12-Volt 100 Amp Capacity 
Ether Cold Starting with Electric Cab Controls 
Diesel Engine 185 HP at 2700 RPM 
Transmission Automatic 4 Speed 
Dual Fuel Tanks, Left 30 Gal. -Right 50 Gal. 
Raco Fuel-Water Separator 
Tinted Glass 
Hourmeter Electronic mounted in Tachometer Head 
Driver Seat, High Back, Embossed Vinyl 
Passenger Seat, Low Back, Embossed Vinyl 
AM/FM Stereo Cassette w/Clock 
Tires R255 12 Ply Radials 
Front Wheels Disc, 10.5 x 6.00 6 Stud 
Rear Wheels Disc, 19.5 x 6.00 6 Stud 
Oil-lubricated Wheel Bearings 
110 Volt 1000 Watt Engine Block Heater 
4500 Auxiliary Springs, Single Leaf 
Intermittent Windshield Wipers 

AOOITIONAL EQUIPMENT 

Backing Alert Package 
Fog Lights 
Animal Warning Device 
Driver Convenience Box in Cab 
CB Radio 
Dual Split Mirrors 
Fire Extinguisher and Holder 
First Aid Kit and Holder 

PROPRIETARY 

08625 
OSWLM 

sw 741-001-911 

01ASS 
08518 
08540 
08579 
08808 
08851 
08GAC 
12938 
12NCE 
13327 
lSDAA 
lSLBC 
16660 
16HGA 
16JSA 
16PAB 
08RAZ 
7539023222 
27501 
28051 
29580 
12858 
03105 
OBWAU 

NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 
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EXHIBIT 2, PAGE 3 OF 3 

INTERNATIONAL 4700 BOX TRUCK (contd.) 

LIFTGATE 

Hydraulic liftgate 
leve 1 lift W/72" x 94" Platform 
Cart Stops 
lift Capacity 3000 lbs. 
Hand Held Remote Control Unit 
Wiring and 12V Auxiliary Battery 

CARGO BOX 

Sixteen Foot Aluminum Body with Opaque Roof 
1 3/8 " laminated Hardwood Floor undercoated 
Roll Up Door 
liftgate Dock Bumpers 
3'' I-Beam Crossmembers on 12" Centers 
Two Grab Handles at rear and Two Step Ladders, side mounted 
Exterior Lights to FMVSS Specifications 
Four Dome Lights with Warning light in Cab 
Adjustable Flood Light installed outside, hot wired with Switch in Cab 
3/4" x 48" Plywood Liner sides/front 
Two rows of Series "E" Track on side and front installed 24" and 60" above floor 
Four 12' Nylon Straps 
Anti-sail Mud Flaps 
12 ga. x 18" Steel Scuff Plate on front and side walls 
Side Post on 15" centers 
34" Steel Diamond Plate (Recessed) 
Body Undercoated 
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As the long haul vehicle of 
choice for media distribution, the 
International 4900 Series offers a 
sleek, driver friendly truck with 
exceptional driveability and per­
formance. Equipped with a 
24-foot cargo box and lift gate, 
this vehicle features the options 
most preferred by company 
drivers. 

Basic Features 
• Twenty-four foot cargo space 
• 4400 pount capacity lift gate 
• 26,000 Pound GVW 
• 210 H P Diesel Engine 
• Five-Speed Manual Transmission 
• Power Steering 
• Power Brakes 
• Auxiliary Passenger Seat 
• Cold Starting System 
• Dual 50 Gallon Fuel Tanks 
• nnted Glass 

/ 
/ 
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EXHIBIT 3, PAGE 1 OF 3 

INTERNATIONAL 
4900 SERIES 
TRUCK 

Safety Features 
• AMIFM Stereo Radio and 

Cassette 
• CB Radio 
• Dual West Coast Mirrors 
• Fog Ughts 
• Animal Warning Device 
• Backing Alert Package 
• Opaque Roof on Cargo Space 
• Overhead Rear Door 
• Driver Convenience Box Between 

Seats 
• Intermittent Wipers 
• Grab Handles on Cab 
• Grab Handles at Rear of Cargo 

Space 

"";· .. ;._ 

• Four Dome Ughts in Cargo Space 
• Adjustable Flood Light 
• Two E Tracks on Cargo Space 

Sidewalls 
• Four 12 Foot Nylon Straps 
• Scuff Plate on Cargo Space Front 

& Sidewalls 
• Rear Stirrup Step Roadside 
• Fire Extinguisher 
• Safety Cone 
• Hand-Held Remote ContraJ Unit 

for Uft Gate 
• Cart Stops on Uft Gate 

..... 
~ :··.:.: 'I .· .. .. . , ... 

NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 
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EXHIBIT 3, PAGE 2 OF 3 

INTERNATIONAL 4900 BOX TRUCK 

FACllltY EQUIPMENT 

10.125" x 3.06" x .312" Full Channelrails 
Frame Reinforcement 9.50" x 3.31" x .205" (254" WB) 
Cigar Lighter 
Horns (2) Electric 
Circuit Breakers Auto-Reset (Main Panel) SAE Type II 
Kysor Engine Shut-Down 
Power Source Two Post Terminal Block 
Alternator 12-Volt 100 Amp Capacity 
Ether Cold Starting with Electric Cab Controls 
Clutch, Two-Plate Angle Spring (Spicer) 
Diesel Engine 210 HP at 2400 RPM 
Transmission 5 Speed Manual 
Dual Fuel Tanks SO Gallons 
Raco Fuel-Water Separator 
Tinted Glass 
Hourmeter Electronic mounted in Tachometer Head 
Driver Seat, High Back, Embossed Vinyl 
Passenger Seat, Low Back, Embossed Vinyl 
AM/FM Stereo Cassette w/Clock 
Tires 11R22.5 G 14 Ply 
Front Wheels Disc, 22.5 x 8.25 10 Stud 11.25 BC 
Dual Rear Wheels Disc, 22.5 x 8.25 10 Stud 22.5 BC 
Oil-Lubricated Wheel Bearings 
110 Volt 1000 Watt Engine Block Heater 
4500 Auxiliary Springs, Single Leaf 
Intermittent Windshield Wipers 

ADDITIONAL EQUIPMEMT 

Backing Alert Package 
Fog Lights 
Animal Warning Device 
Driver Convenience Box in Cab 
CB Radio 
Dual Split Mirrors 
Fire Extinguisher and Holder 
First Aid Kit and Holder 

PROPRIETARY 

08625 
OSWLM 

OlAVV 
OlGNE 
08518 
08540 
08579 
08808 
08851 
08GBE 
12938 
11370 
12NCM 
13299 
150AG 
15LBC 
16660 
16HGA 
16JSA 
16PAB 
08RAZ 
7322130197 
27523. 
28523 
29580 
12858 
03105 
OSWAU 

NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 
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INTERNATIONAL 4900 BOX TRUCK (contd.) 

LIFTGATE 

Hydraulic Liftgate 
Leve 1 Lift W/84" x 94" Platform 
Cart Stops 
Lift Capacity 4400 Lbs. 
Hand Held Remote Control Unit 
Wiring and 12V Auxiliary Battery 

CARGO BOX 

Twenty-four Foot Aluminum Body with Opaque Roof 
1 3/8 11 Laminated Hardwood Floor undercoated 
Roll Up Door 
Liftgate Dock Bumpers 
3" I-Beam Crossmembers on 12" Centers 
Two Grab Handles at rear and Two Step Ladders, side mounted 
Exterior Lights to FMVSS Specifications 
Four Dome Lights, with Warning Light in Cab 

SW 741-001-911 

Adjustable Flood Light installed outside, hot wired with Switch ~n Cab 
3/4" x 48" Plywood Liner sides/front 
2 rows of Series "E" Track on side walls installed 24" and 60" above floor 
Four 12' Nylon Straps 
Anti-sail Mud Flaps 
12 ga. x 18" Steel Scuff Plate on front and side walls 
Side Post on 15" centers 
34" Steel Diamond Plate (Recessed) 
Body Undercoated 

PROPRIETARY 
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EXHIBIT 4, PAGE 1 OF 3 

DRIVER'S DAILY L.OQ 
(ON! CAUNDA" DAY- 2' HOUII'S) 

I I 4 I I 1 I t 11 11 Nllrl 1 2 J • I I 7 I I 10 U 
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EXHIBIT 4, PAGE 2 OF 3 

INSTRUCTIONS FOR PREPARING FORM SW-2011 

outhwestern Bell Telephone Company requires operators of commercial 
motor vehicles to record his/her duty status in duplicate for each 24 
hour period. The instructions to complete this form are below. 

Enter the month, day, and year which reflects the beginning of the 
24-hour period. 

2. Record the odometer miles when beginning the 24-hour period. 
3. Record the odometer miles when completing the 24-hour period. 
4. Record total mileage driven within the 24-hour period. 
5. Enter "s·outhwestern Bell Telephone Company) • 
6. Record the office's main address. 
7. The carrier's vehicle number or state license number of each 

truck, truck tractor, and trailer which has been operated within 
the 24-hour period. 

8. The driver certifies to the correctness and truth of all entries 
by signing the form. 

9. Record the name of any co-drivers. 
10. Record any additional carriers for which the work is being 

performed other than Southwestern Bell Telephone Company. 
11. Record the address where the driver normally reports for duty. 

GRAPH GRID PREPARATION 

1. Draw a continuous line between the appropr~ate time markers to 
record the time period(a) when not on duty, not required to be 
ready to work, or are not responsible for performing work·. This 
section should NOT include time spent in a sleeper berth. 

2. Draw a continuous line between the appropriate time markers to 
record the time period(s) off duty resting in a sleeper berth. 

3. Draw a continuous line between the appropriate time markers to 
record the time period(&) while on duty driving a vehicle. 

4. Draw a continuous line between the appropriate time markers to 
record the time period on duty but not driving. 

5. Record the city, town, or village with the state abbreviation 
where each change of duty status occurs. 
If the change of duty status occurs outside a city, town, or 
village, show the highway number and nearest milepost; the highway 
number and the name of the service plaza; or the highway numbers 
of the nearest two intersecting roadways, then show the nearest 
city, town, or village, and the state abbreviation. 

6. Enter the total hours for each duty status to the right of the 
grid. The total of these entries must equal 24 hours. 

7. Enter the shipping document number(s) or the name of the shipper 
and commodity. 

8. Enter where the trip began and the final destination or farthest 
tum-around point. If the trip requirec:! more than l calendar day, 
the record of c:!uty status for each day shall show the original and 
final destination. If c:!eparting from and returning to the same 
place on any day, indicate the destination by entering the 
farthest point reached followed by the words •AND RETURN•. 

9. Complete the recap section. Most Southwestern Bell Telephone 
Company drivers will fall in the 60HR/7 day driver category. 
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EXHIBIT 4, PAGE 3 OF 3 

~ 1 2 3 4 5 I 7 I I 10 11 Noon 1 2 3 4 5 I 7 I I 10 11 

1: OFF 
DUTY: 

2: Sleeper 
llertn 

3: Driving 

4: On Duty 
(Nat OtMnQI 

[T I' 

[I I I 

'I' 

'I' 

I L' 

·'I' 

1'1' 

I' 

l I I' l 

,, I I I' I 

'I' I I 

I I' I 

l 'I' 'I' :'1' 1'1 I 

I I I' I I I I I 'I 

'I' !'I ,...~· ~· 

'I 1'1 I ... I 

I ~ I I I I I I ·'I' 'I I 'l' 

I I '· I I' I' I I I I I 

'I l I I' 1'1' 'P:. I' I' 'I ~ I I I 'I' 

I' 1'1' 1'1' 'I !-1 I I I ~ I I I' 

:n. 1 2 3 4 5 I 7 I I 10 11 Noon 1 2 3 4 5 I 7 I I 10 11 

A!MAAI<S 

I l' 

I 

'I' 

'I' 

The driver in this example reported for duty at 6 am, helped load, 
checked with dispatch, made a pre-trip inspection, and performed other 
dutiea until 7:30 am, when the driver began driving. At 9 am, the 
driver had a minor accident in Fredericksburg, VA, and spent l/2 hour 
handling details with the local police. The driver arrived at the 
company's Baltimore, MD terminal at noon and went to lunch while minor 
repairs were made to the tractor. At.l pm the driver resumed the trip 
and made a delivery in PA, between 3 and 3:30 pm at which time the 
driver started driving again. Upon arrival at Cherry Hill NJ at 4 pm 
the driver entered the sleeper berth for a rest break until 5:45 pm at 
which time the driver resumed driving again. At 7 pm the driver 
arrived at the company'• terminal in Newark, NJ. Between 7 and 8 pm 
the driver prepared the required paperwork including completing the 
driver's record of duty status, vehicle condition report, insurance 
report for the Fredericksburg, VA accident, checked for the next day's 
dispatch, etc. At 8 pm the driver went off duty. 
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EXHIBIT 5, PAGE 1 OF 1 

EXAMPLE OF MECHANIZATION REPORT PRODUCED BY THE PLAN SYSTEM WHICH 
SHOWS HOURS OF SERVICE INFORMATION FOR DRIVERS. 

11600-011 FPII - HOURS OF SERVICE REPORT 
, REPORTS 11EI10 PAY PERIOD 11·18·90 THRU 12·01·90 l, CTR· SAN ANTONIO CREW XY632 RCO S41063890 

"" 11ILITARY 11ILITARY CALL-OUT CALL·OUT 
E11PLOYEE IWtE SSNI PAYI GRPI DATE START TII1E STOP TI11E START TII1E STOP TittE 

)mith 123-45-6789 xxxx 11-18 

21 11-19 0411 1250 

21 11-21 0401 1251 

21 11-21 0411 1251 

11-22 

11-25 

11-24 

11-21 

21 11-26 0411 1211 

21 11-27 ..... 1211 

21 11-28 Mil 1250 

21 11·29 1411 1211 

21 11-51 0411 1251 

12-11 

>nes 678-91-2345 JX100 11·11 

21 11-19 1111 lUI 

21 11-21 1011 1811 

Zt 11-21 1111 lUI 

u-zz 
Zt 11-25 1111 1151 

11-24 

U·ZI 

u-z• 
11·27 

NIVATI - THIS IMFORMAnaN IS FOil AUTHOIIZ!D I!LL SYSTIM IJIPLOYII!S ONLY 

PROPRIETARY 
NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 

TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 

PAGE· 873 
RUN DATE- 12 
RETENTION- 6 

HOURS HOUR 
ON-DUTY OFF·D 

XXX 

0850 155 

0851 1551 

0850 1551 

2401 

2401 

2401 

XXXl 

0851 1551 

0851 1551 

0851 1551 

0851 1551 

0851 1551 

2401 

XXXl 

0151 1551 

0851 1551 

0851 1551 

2401 

0851 1551 

2401 

XXX: 

2401 

2401 
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EXHIBIT 6, PAGE 1 OF 1 

DRIVER'S VEHICLE INSPECTION REPORT 

Sea ~everee Side foP. ll\atr~ctJont 

SET\ON A: VI!HICUI INIPICTION • Cheok any c:lefeottva Item and 
111v• detallt In l•otlon C, ~martel 

VI!Hic:Le NO.--------

[JaAA~ 
Cl PAAKJNO BRAKE 
0 STEERING 
0 TIRES 
0 WME!L.S/AIMI 
0 LIGW S1 REFLECTOR~ 

0 HEAD I.IC3HTS 
[] BA~t<! UQHTI 

C TUAN SICJHALI 
D lAIL UQHTI 

0 FcEFL!CT0"4S 

0 MIAAORI 

0 wtNDIHIELD WlPEAS 
CJ MOAN 
0 !M!AQENCV EQU.,M!NT 

CJ fiiAE EXTINQUISH!A 
0 A!FLECTIVE TAIANQLEI 

CJ SPAN! fiUSES 
CJ OTHER 

II!CTtON ' ININCTION - ChMk any defeotlva Item and 
calli In leo,ton C, A•marke 

T~AILER 

L! BAAKf" 

0 aAAI(E C~ECTlONI 
0 COUPliNG OEVICES/HITCH 

0 UOHTS 

lecTION C: RWA .. KI 

D TIAEI 
CJ WHEELI/FUMI 
CJ OTHER 

'3E=T10N C»: D .. IVEft'l ClfmPIC4T10N 

0 THE CONDITION 0, THE AIOVI V£HICLE/TAAIL!A IIIATISPACTOAV 

Dr1v'W'I llaniVe Data -----
I!CTION 1: COM,.ANY CRJma-tCATlO!'. 

0 THE AIOYI DEFiCTI CORRECTED. THE CoMICTIV! ~C1 ION TAI<EN: 

0 THi ABOVE t EFECTS NE!O NOT II COAMCTED FOA SAFE OPERATION OF VEHICLE 

Supentaar'IIMa~W .. .fto'a Sl9nature Date---­

IICTION II': DRIVKR' I RIC11m1'1CA TtON 

Q THE AiQUIAED AE .. AIAS HAVI IEEN PIAFOAMID 

Drtver'l Signature Date -----

OfltQINAL CCilV Offlalal fllla Copy, If fledr Retention. ____ _ 
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EXHIBIT 7, PAGE 1 OF 2 

DEFENSIVE DRIVING ROAC TEST OBSERVATION AND RATING SHEEi 
ALL DEPARTMENTS 

NAME ________________________________________ __ 
OISTRICi ______________ _ 

~ ------------------------------------------
OMSCN ________________ _ 

FOJIIC! CifiiOUP OA 

DROTIIIWB ISTU. USII 
PREDITEAMINED AOUTa (SAMPlE) l I 

~ ~ 
1ST 1mt MD__am J ~ ,,._am_ '"OTAL 

I 

I 
I I , . ~fUVINQ CMICX 0~ V!HtCl.E 

01( O!Y 01( O!Y I OK O!Y OK :!Fo/ I OIC I OEV I 
( I 1. ~AUC OAIVIJfS UCENSE I i I 

l 11. VALID OERNSIVE 0AMNG camFICAT'E I I I 
X c. 8111MB - l • 5 I I 
X o. MOM I 

l t. UGHTS I 

l . OIAEC IIONAL SIGNALS I I 
l ;. "'-L WINDOWS CLINe I I I I 

l " WICSHIELD ~ I 

l ~ AO.IUSTI8T 
X I T1AIS 

• k. GIMNLlGJSB& DG I 

• I AQTNINT OlVICES SECUAID 

2. ..aAO TUT ~A noNS ,...... NAHIQnl 

OCinwfiC 
ISTAT..,_ 

SIGNM. 
~t..AHE I I 
~,_,. I - JS! OF !"f!S I I "' = I I I 0 S0400LZCNE 

4 .. 

-i:: ~~~'~' I I I 
II ~ I I I 

i; !UNO INTIJ'SEC~ - lRD ST I I .... I.NIIOWGI I I ; ... a,. 
USiaFEYU-......_ I I .... -• CUStGt - SICIS - .._.,. I I I ... 

I I i :& CUStGt - AMUO 
~ CCINS'nU:'T10N I I 

'.IFf AT OCUli II WAY! I I 

SIGNM. I I 
~~.ME i I 
..EFT TV111N I I 

I "- ':~TINUED -~ SIDE I I 

~ OIC ITDIS . 1011 TOTAl. I I I 
UfliiG 

•FOUCI CIC • 0~ T10NSI ::IATING I j 
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EXHIBIT 7, PAGE 2 OF 2 

I I I ' 

tST QTIII I 2ND QTIII I liiD QTIII I ,,. QTIII I rOTA4. I 
01 0!¥ 01( 0!'1 I 01 01¥1 Ol I 01'1 I 01( I O!V I 

r- F1i10M ROfT SIDE I I I 

--... -
1: 
Ia 
II ;• 
I 

'-

Page 66 

~casiNG I I I 
I.AHIOWIGi I 
WNMNG SIGN I 
I.AHI~ I I I 
T'RAA=IC SIGNAl. I I I 

~TOHTQt57 I I I 
USE,ms ..,.. 
a.tDN- SIDES- AlAR I 
CUStiQN - AI4M) I 

I.AHIOWIGI I 
SIGM. 
I.AHIOWIGI I 

EXIT OF'~ I 
SIGM. 
~LNII 

USIC#!YIS 
IIIGMT AT WUCW .... ,...._LNII 

IIIGMT 'T1.M 

"""' _,lSD 

I 
I 
I 
I I I I 

I I 
~ OK ITDoiS ' tilt TOTAL I I 

"'1'ING • IFQIG OK • OI'Ml1QN8 "A'IMi 

PROPRIETARY 
NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 

TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 

I I 

I I 

I I 

I I 

I I 

I I 

I I 

I I 

I I 

I I 
j I 

I I 

I I 
I I 

I 
I I 
I I 

I I 
I I 

I I 

T I 
I 

I 



....... 
X 

X 

X 

X 

X 

X 

lf 

• 

X 

X 

X 

X 
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EXHIBIT 8, PAGE 1 OF 2 

ACCIDENT PREVENTlON PLAN OEFENSJVE DRIVING SAFETY KNOWL:DGE REVIEW AND RATING SHEET 
AU. DEPARTMENTS 

N~--------------------------------------------­nt~---------------------------------------------~~------------------------------------

....., ..... 1 •••• 

a. .. nC1 _____________ _ 

~---------------0.•-------------
lmata, .......... CStatt UHI 

I I I 
, .. atr.l ~ atr.t ~ atr.l WI Otr. I Tot .. 

I II •• 01111¥ 01 Dnl 011 ani 01 I ant 01 1 on 
o. ..... ar...,. 
1 • ._. Ia A Dafucsa an..r'P ..................... · .. · .. · · · · · · · · · · · · 
4 ,._TN n.w T'IMIJI TN1 .._ .,..._ 

A a-.·a AciiU\, WIIICft Ia .... 111---1 < •••••••••••• ..... 
1 ._. aoaa nw !!! I.09D SIMII ~ I I 
....... SOIM '"'-'9a 1'NI Cowel..........., Affect A 

Dat•au.,. an...r·a AOIIMY To le ~- To Orwe ..... .......... 
5. Mow Doea ..,.... You ~ .. A,.act Your 0rwwt9 SluHa1 ..... . . 
1. WIW ar.,... .._ ••"*'•• Sllould 1e .._. w... You 0. Mea '-' Colltetaaey .,. To ~tw·~ ..... .................. ····· ,_ ... ,..,.. ......... 

n.-..c:.-TeB-•1•• ... ... ....., .... ············ ................................... 
1. -.. 01eee11t a • = ...... c.. .. a.. Alloul ,. __ .......... ,...,..., ............... . .................... 
I. Iaiii am. ta 11111:1 .. To Dauty 0.:. Oul n. Col._._ Of n. .,.._.ON NonN1tY an.... Wlt'lt• It .,_ fiiOfe ,,.., ... To 

a.cta Que Aft Uft ........ Vefltell1 

tO. AI You 0rwe 1ft TN TraffiC 'low. "OW CM' I I I Yow,....._ Sult~C~Utt s.ce ro Stoo Or 
0..,...L.Mtea1 .. ,, &. UftGer ....._ a._.. ConaltiOf'IL 

Daacnee TN....,._ UMG To 0...,._. u"" ~~ So1ce c...niOf'l u•ata 
IM•as o Your v- AftG TN OM Aftad. .. 

II.WI'IIIaTha"IMasa Ills-C..... .._, C&: ... ..., ... .......... ' ... .. 
12. .._ Coftwlt To A~~- ........ ,.,...,_ Vefttete • ..... c.. You Oat.....,. •• "" ....,, • .,... Soace Cwl._._. .. as•Yourv.._...,.. 
TNOM~ .... . . . . . . . . .. . .... . . 

Tot• I 
PROPRIETARY 

NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 

\ I 
I 
I I 

I 

\ I 

I I 
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EXHIBIT 8, PAGE 2 OF 2 

DEFENSIVE CAlVING SAF!TY KNOWLEDGE REVIEW AND RATlNG SHEET 
AU DEPARTMENTS 

N.me---------------------------------------------­nt~----------------------------------------------­~~~------------------------------------
g:~.::::::::::::::::j 

.,..._, ........... s..ttu .. , 
1 I 1 I 

SliNI'J be ,., .... ,_. atr.12NI au.tlnl atr.l ..,. Otr.l Tot., ·-··· 01 an U I Dl'¥1 Dl IDI'¥ I 01 IDn I 01 IDlY 

11 Art• ,.....,.. AftOIMr Yeftlete. How 0o 
You Dei'""'M Wften II Ia SUa To TUift '"..,_Of n.. v.._.. You PaMa? ................... .......... 

, •. WNI PraautJOM Should 1a r...,. l l WMft Aooro-:ft""J A·Peclaatnan? .............. .. . . . . . • •• < ••••• 

1!. Haw C. You Tett It You Ale 1ft n.. 
IUftcl Soot Of A C. TratiiiiiCJ Aftelll 
Of You. To Yow Ntftl Or Uft? ............................... . . 

11. Haw-..... You Qlaaan Of A r....,_.,-p ................ .... I 
17. L 1ft ,.,.... era. ....... ....,_'IOU 

...... 'IINIC"' Aft IM.....:t_. Wftlcft 
II NM Cola MI .. 19 AT,.,._ Sitft 
Or ........................................................... 

a. " , .. ve... ra oe.cur.o ., onw 
v-. • •• .... Or OINr OtllmlciJOM .._ TN ...... aa .... ....,_ Wouta You a.... Yow All a IC'I? ............... .......... . . .. .. . . . . 

11. WNfl T1te .... Tunw ~ AI A 
eon... .... WCDWI. Wfl¥ Sl'loulll 
You eo... t. z. l'? .. 

11. "''W Would YOU .AootaKft Aft lfttlfMCUOft I Wftefe 1'M Gtllft """'' ......... Oft l=orA'Mttle?. . .... 
ZO. "''W INOuiCI You s....., ..... A 1..ett 

TUift '" Trathc? ........... . .... . . . .... 
Z1. WN1 CouMI You 0o ........ Of ........ A 

l.eft TUift At A O....,._lln-.aaiOft? ........... . .. . . . . . ..... 
U L ,_. SMula A '1-

.. -... .. ...,ro~ 
A IIICalft9 Ac:CIIIMI? ... . . . . ....... ....... . . . . . ......... D..._. n.. tS No ............ AftO 

I 
You ...... To ._. Yow Veftlete. Oeacuoe 
n.e s. .. To 1e r .... To..._. A 
....... MCIIIM .............................. . . . . ......... 

Z1 """ ... A S. m .... T1 ••• c.-., 
..... T'NI ----a... .. U181--C.• .. Or ........ 1ft A C...1, Y-? 

~ OK Items • 100 To•• I I I I I 
lllll .. lflq a 

' 
I I 1f=ouM OK • O.....t!Of'Si ~ .... 

~~------------------------------------- •.....• ,------------------------
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EXHIBIT 9, PAGE 1 OF 1 

ltANDOM ROUTE RATING SHEET 

_,AD TUT UT1NQ IHIIT flltANDOM lltCUTII 

-------------------- OIITIIC'T ______ _ 
~ ow•o•---------
POICII81W OATI--------

I - - 1. "tEDIUVING CHECK 011 VEHICLl 
..--.., ...... eYa.1a. eT•. ~-- OT. f"O"~ 

~~" oapcv JDa~v a-. JM• a. IOC-w 

I 
L VAUD 0111¥11'1 L!Cba ...... . I I ' 

I a. VAUD DIPI .... OIIMM CIITI,ICATI .. 1 I 
& L IM&U•JII ................... . 1 

I I .. .......... ················ 1 I I i 
l 

• 
I 
II 

II 

I 
II 

I 

t. UGWTI.. . . . . . . . . . . . ~--' .....;..' ----~~--; 
I. DIIIC'TICIIIA&.IIaliAU ................... j.:':;.'i--..+-+-~-i-' ...,.1_'--~"'i 
• ML ...... CUM . . . . . . • . . . . . . . . . ........ ~~ ..... ,._.,__,..-+-,---~"'i '- -u ... • .................... ~~~ ,....:;..j....,. __ ~l+ ...... ....,......,--+ 
• • .... ~ .............. ' .... : !o="'~-1-4-i-1-+-+-+-+-1 
~ ,_ ............................... j.::"'~-1-4-1-1-+-+-+-1+--t 

.. ~-='~~-+-lr-1-+-+...,..--; '" ... aa&. ..... uv. ......... . 

-2. 
AOEQUATI SPACI CUSHION 

~ ~;i~: \\~~\w.'+--+-+-+-+-+-+--+-t-"""'1 
CCIMMUN~'"_.}.~ ~ \l 
L ~· • • . • •.. •. •. • .. • ~~ ........... ~ .......... ....,_+-.0...-1 : -=~ ...... : .... ': .. : .. ~i~ ........... ~ .......... \.....,j'-+---1 
KIY ILIMINTS 
.. .,..cr.. . . .. . .. . .. .. "'t I I 
• ~ ~IUC1- ..................... J,;.Ji-+-+--+--+-....,.....1-+-+-i-t 
~ ......................... ' ....... '' j.:l"~-~-..... - ......... ...i,~!"----~ '" ........ ~ . . .. . .. .. .. . .. .. . .....~'::;...,-+---------------1 
l -..~ ............... ' .............................. ...,....,.....,_!'-~~~ 
.................................... ~=~~~ ..... -+-+-1--!-1 -+-11+--; 
L ftalfC- 11-..a. ................. ~.:-'~4--'1-1-...... +--+-l'l"'l --1 
IIIANIUVIRS I T 
.. uaaae ............................. J::""~~-+-1--1--++-+---;-; 
.. ~~ ........... : .. ' .. ' ... ' 'j.:.,~ ..... 4-0...0...-;-~-~--·"'i 
.. ~.tntll• . . . . . . · · · · · · · · · · · · · · · · · ~.:;~~~H~+~_,....,.-; '· ,._ ............................. ~"" "+-+--+--+--+-+-........... -; 
L ,...., •.......................... , l.l"'~....!-4-""~"""'" .... ...._ __ -; 
~ -.Ttu. ' .............. ' .. '..... ~~;~4-1-1-+---..,.-; 
Oftll 

111
,_ • JO_. 01 ITI.al ,. TOTAl I ... .,... fJOUIIO Gl• DIYIA,_ lA,_ 

... ~·-------------------- ~·--------------

PROPRIETARY 
NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 

TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 
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EXHIBIT 10, PAGE 1 OF 1 

FIELD OBSERVATION ,.ATING SHEET 

NON-RIDING 
<*IJWATION O' VIHICLI OPIU~ 

IIMI 01 IIOTOIIZU ........ 1
1

n.t., •••vaTICMI OAn 01 a.IIV&TICMI , .. TO 

_j,Jlc.&no• 01 .. ...,.TIOII 'tfMICU 110. 
1 QPlUTOIIOAOCIIlCI.I_a...- .. "-'1-,-, 

A. IIIIIULAIITIII I. IIUI81AILI DIIYI .. "'ACTICII 

c ......... 0 
y_ .. ....,. __ 

c ,_ ........ ............. c .............. '- c ,_ ...... ._ca.. 
c ......... 0 ~, ......... c Ces;aqY . _,......,. 
c 
.... , ___ 

~,-.......... c D• 

__ ...... 
c ,_ ..... c.-a :: .....,._ .. ,.,..,_ 0 ..... a.. 

c ........... lliiiW!Iw c .....,.._'-- 0 c.a..aT-
c , ..... ,.. .. c- c ......,..,_ ... .._ 0 .... __ ...... 
0 .... ......, 

i~~~ 
rr ..... -~. ... ._. ..... 

c ....... a-. c ......... 
·o ._.. ...... 
c ......... ~-

c.•-~·-.,. 

c ...... -. .. ._ .... c-."""*'--···------
co.uTI: 

TrT\.1 01 -lVII ru-YMI 
L TO II COtiP\ITID 1'\' Ollvtn -IIIAn ..,...,.. 

ACT10II T&&U: 

....... _...._ 0.: ..,_, 
"-'-·'-_ ... I "-'-·-----

PROPRIETARY 
NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 

TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 

, 



sw 741-001-911 

EXHIBIT 11, PAGE 1 OF 1 

EMERGENCY CALL LIST 

EMERGENCY CALL LIST 

~rv ••~••••••••••••••••••••••••••••••••······························ 
Co.~- ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

• ,., ...., c:.a. •••••••••••••••••••••••••••••••••••••••••••••••.••••••. 
T...,..,. 

._..~.,.. .....•..••....•...•........•............................. 

:=.=~~~·.~~·.~~·iii~~~~~~~~~~~~~~:~~~~~ 
--....... ~lh>. ... ·············· ................... . 
.. .. ... " ............ ~..,1'1' ..... - ............... " ... _ ..... _....,...,. .. _., .......... : 

04tiP .. CIAL AGINT • ••••••••••••••••••••••••• •• •••• •••. ••• 

------ ._,-- .-------......................................... 
ClllstNM ._ ....... ___ ..... ..._.. .... 
,.. ___ _. I'I"SONAL&.Y. 

II ws.-. 
.._ ........................ . .••..•........... . .........•....... 

Toe- Ius.-. 

~ •••••.••••...••.••.•.•.••.•.•.•............................. 

~......................... ...•..•.•.•...... . .....••.......... 

DilL .......... 
~ •..•......•..•...•......• . ......•.•........ 

,_ ........................................................ . 
....... , .................................................. . 

PROPRIETARY 
NOT FOR 

TELEPHONE 
USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 

COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 
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EXHIBIT 12, PAGE 1 OF 1 

TAUCX IAEAKDOWN 

PLACING OF FLARES IN EMERGENCY 

Two-WIIV 

Ro.ldwe¥ 

In The Ewnt Of A Bratcdown. TN Driwr Should: 

1. Get Truck Off Rom If Pollible 

2. S... Truck: Chock Wheetl 
3. Sit Uwa F.._ And R.tleca'l (See Nota. I 
4. L.awe E,.,....c:y Four-W8Y F..._. On 

5. Tum All Other Lithtl Off 
fL Call Police If Truck Is In A Haardoul Position 
7. Avoid Stlnding Behind Dillt:Med Vehicle; Aw.it 

R.u.f In Clb Or Well Off Ttw Ro.:l 

8. Call Supervisor Or Cemnliad R .. Slrvica. 

NO-= Sit F.._ And R8fleaDriB-* Fw Enouth To W1m 
OncDminl Traffic. Elll*ialtv On A Hill Or Curw. Wllk 

To The Side Of The Rom While Senint Up W.-ning 

o.M& Pa.c. F ... And ReflKton Acc:Drdint To 
Abowe llluantian. 

PROPRIETARY 
NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 

TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 



CONI 

PARALLEL 
PARKING 

-
-

-

EXHIBIT 13, PAGE 1 OF 1 

POSITIONING CONES Faa PARKING 

'---------------------~~ 
:;J 

CUR! LANE 

DIAGONAL 
PARKING 

CONE 

DON"T HAVE AN ACCIDENT 
ALWA VI FOLLOW •ACE CUSHION CONCE"'I 

PROPRIETARY 

sw 741-001-911 

I""-

I""-

NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 
TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 
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EXHIBIT 14, PAGE 1 OF 1 

CIRCLE OF SAFETY 

r-----• ~ ~---------------~--~~~ ,~~-u-· -
LOOK DOWN fJ . r -~ •• TRAFFIC SIDE I I 

ONLy TO CHECI( I I t= . I 
ENTER 
O~lVEF\ 

SlOE 

Page 74 

VEHICLE I I ~~ I 
I I •I I 

PtCIC ~ I ' ~~~ II CONE I I ·~ 
I I J I 
I I I 
I I ~ 1:---1 l CU~I I 

PROC!!D ALONG CURB SID! TO FRONT OF VEHICLE AND !NT!R DRIVING SIDE OF VEHICLE PROVIDED IT IS SAF! TO DO SO. 
1-----1 CHECI TRAFFIC SIDE BY GLANCING DOWN SIDE OF VECBICLE ONLY,... __ _, 

I 

PROPRIETARY 
NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 
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EXHIBIT 15, PAGE 1 OF 1 

YOUR FIRST CHOICE NETWORK 

El Paso 

Amarillo 

Mlellanct­
Oclasa 

TOPEKA 

Salina 

EmQOria 

Wicnita 

Enid 
Stlllwatw 

OKLAHOMA 
CITY 

Waco 

Temple 

Tulsa 

KANSAS 
CITY 

Columboa 

Springfield 

Fayettevolle 

Ft. 
Smitn 

Searcy 

Carnelen 

LITTLE 
ROCK 

~SaiTa)10r RockelaleMuntsvHie 

Beaurncnt 

AUST1~ Butrq~ 
SAN ANTONIO umau. 

,..,_ HOUSTO 
Br-fels 

PROPRIETARY 

All campeny buildings wttntn the eft ... 
.,._,In BOLD PCeC11 Dallas" anc1 
Ft. wonn· .,. connected wttn CNemtQI'It 
delivery no tatw tnan noon tne nut Clay 
_. tne FFIST CHOICE netwartt (e.g., 
"'-111'1-T(ICieka.) 

Ovemlgl'lt delivery no 1atw tnan noon 
tne nut Clay Is also available be~ 
ucn cttv In BOLDanct the smatler 
ctttee tt-- (e.g., St. Laui•­
Hennttlal. ) 

• Dallas/A. Worth 
At 1 buildings district level ancl abOVe 

NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 
TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 
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EXHIBIT 16, PAGE 1 OF 1 

COMBINATION MAILINGS 

@ 

I \ 

EJ 

Tba laraa ea.alopa (12 1/2" z 9 1/2") ia uaad fo~ Third o~ rou~tb-claaa 
c:oa.tea.c.a. 

A .. all•~ (8 3/4" z ~ 1/4") CDYalopa fo~ related Pirat-claaa latter• ia 
au,eriwpoaed aa.d adheres to the face of tba lara• .aYalo,a. Addreaaea 
infor.ation abould ba filled out on the Firat-claaa envelope. Each 
en~lo,a c:ontaina a,ace in ita rea,active u,,ar riaht haad corner for 
a,,ro,riate poataaa. 

Firat-clasa attacD.ea.ts aay be .arked "firat-claaa" or "l.atter 
Encloaad". 'I'hird-claaa attacheenta euat be earked '"rhird-claaa". 

Page 76 

PROPRIETARY 
NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 

TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 



sw 741-001-911 

EXHIBIT 17, PAGE 1 OF 1 

II S. POSTAL SERVICE FORM H05 

U S POSTAL SERVICE 

STATEMENT Of MAILING- BULK ZONE RATES 

t'OSfOffiCE SIGNATURE Of PERMIT ltOLDER OR AGENT OA TE Of MAll lNG PERMIT NO 
IC.t1iliMI.,.,. Mld.:wtectl• 

NAME AND ADDRESS Of PERMH NAME AND AOORESS Of PERSON OR Wl ICilll Of A NUMIEROF 
IIOLOER 

I. 

~J 
le 

ZONES 

t"i 

If 
LOCAl 

1.-JJ 

lO 1 

II 4 

!j • 
J~ I 

!iii 7 

~~ I 

ii 
S JOTALS 

flAM FOR wtttCttM~PHEPAHEI SINGLE PIECE 
SAl:KS CARTONS OUT SlUE 

IU oi/Wt .,._,.,,.,,It 
OtJNOllS 

. ~ .... 011 

PIECE RA1E v~ f'OUNO IIAU 8 

PUlliiAGE 
IJ NUMIEH 1. PIECE 4 TOTAL I~NU~ lfi f'OUNU 

, TOTAl 
PIECE RAU POUNU H A J E CIIARGEAIIE RAU Of RATE CIIARGE .. ~ CIIAIIGf ICAT • c--. 4 I 11 

PIECES CAT ,,, 
11• .JI ~~ 15." ,,.,. -c._ 41 

le4 \~ Fl.!1' ___:__ 

114 c: ~ 
114 ( ~ 
l14 .... 

f..--

l14 JIW 
-

l14 IW 
1- f..--

l14 IIW 
-

lM 1114 

PROPRIETARY 
NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 

TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 
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EXHIBIT 18, PAGE 1 OF 2 

O.S. POSTAL SER.VIC!: FORM 3533 

_. ........... 
A"'ICAnON ANO VOUCHII ~ IIIUNO 011 ~PAOI AHO 'Ill 

c....-. ............................................................ - ..__..._ ............. -........ -,....._ ..................... ' .. ..,.. ............... .... 
4......_ c .... ...e _.. ...... ..., .. ,. ........ '~Pan ••" :. ,.. .... ......_. N-....t 

\=-..:.-·-·-· 
Clft ...... .-.~ 

--

..... ·-·-··­fT· .. ---.c·-· 

........... ~·-
-·-
,--

0 p_. .. _. ~ -• I•" ,.... - _,_., ... '""'"" •llctl • _..,. .... ft tV--. 

Cl c-~- .... w,. ... - .......... - .................. - Yftl ..... --·-........ hit IV--· 

,._., ___ , ____ , 
...... _.,._ .. _ .. ·­

,, .. ,_ 0~ &."• o..,, 

Ia-,._... .. , ....,..., a ------------,. •n•••••r _ _..._. •-... ferw. \ 

\ ·-··-· --· I \ --LEO-- I 
.._....,_ ... ._.._ ................................ _ •• _____________ I 

s.r ..... llw WO:n.IIUI• ........ , ••••.• " ''"' l'k;l11 IS~ Ill~. Y.'lwft ....... --T~ .~~eo;& ... _,."'*'- .. 
~oetoui 1'.1¥ ..... ,..., ....... . 
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EXHIBIT 18, PAGE 2 OF 2 

O.S. POSTAL SEllV!CE FOIM 3533 
(llavaraa) 

.. ...,.., 
IIOIT&OI IIITU ..,_ • .._ 

·-••vca 
'OR IIOSf O~~ICI US1 ON\. V 

t::::::l:::::::::::::::::j ::::~ I r -rw••-t 
r-----~------~--------~~~·~ca~ou~•----------------~~ t----...... ------~---------1 :::.o::.:. I 

I I I t-----...;.,----------------4 •aG•ITI• •••••t CMIC&OUT i 

I 

I I 
! I 

~--------~-----------C.Q.D. 

D.Rnacr::.w_. .. 1_.. __ _ 

CIJiniiCATIGII ,.......,. __ ,..... __ ------------· ....-. 117.2 .. - ...,. ..... --. 

----
----

-

1 

1=:·~ l!- -
' ··- - ·- - -- _. .... ·~--.~.-....... -... --.--.-.-•• ----4 

\ 
......... ,.,.._.. .... _... """· ........... .. ... 1 c ... ccaiiiiC ow• .. CTI• -..--.... , ......... _ 
...., •• t ....................... , ............... . 

1 ........ -.-....... , ,, •• ~ .... _. 
''" ..... ........ 

PROPRIETARY 
NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 

TELEPHONE COM~ANY EXCEPT UNDER WRITTEN AGREEMENT. 
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EXHIBIT 19, PAGE 1 OF 1 

METER ITAMPI FOR PREPAID REPLY POSTAGE 

(Meter slamp lo 
be placed here) 

NO POSTAGE STAMP NECESSARY 
POSTAGE HAS BEEN PREPAIU OY 

John floc Company 
123 Tremont Sheet, 
New York, N.Y. 10010 

MI:TERI:D REPLY POSTAGIL You may usc meter 
stamps lo prepay reply or return poslaae under lhe 
followina conditions: -

(I) Meier stamps must be printed directly on lhe 
envdopc or card lhal bcln lhe printed return ad~reu 
of the license holder. The meter stamp must be imprinted 
WITIIOUT A DATE OF ANY KINO in it 

(2) The words .. NO I'OSTA<iE STAMP NECESSARY 
I'OSTAGE liAS BEEN PREPAID BY '" musl be 
11rinted inunediately above the rctum address, 11 shown 
in the sample to the riKflt. 

(3) Reply or return mail prepaid by meier stamps will 
be delivered only Co the printed address. If lhe printed 
adtlress is altered, lhc mail will be held for posla,e. 

(Return post­
ace meier impression 
here NO DATE) 

NO POSTAGE STAMP NECESSARY 
PO~IAHE liAS BEEN PREPAID BY 

I'OSTAL UIGI~~~ CO. 
1•. 0. BOX 93 
VALLEY Sl.RI~AM, N.Y. II S82 

PROPRIETARY 
NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 

TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 
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EXHIBIT 20, PAGE 1 OF 3 

U.S. POSTAL SERVICE FORM 310V. 

Y. I.II'OITAL SIJIIVICI 

CAlLY RECORD OF METER REGISTER READir~GS 

LJCIM'II ~ ........................................ . 

~ ..._No. ... -. •• •••••••••·----··-•• 

~~tlctyn~r .................................... ..... u .. _, 

Oenantination or \Jftit v•u. ••••••••••••••••••••••••--

'-'t Otft• -.,. Set ••• •• a ••-••••••••••----••• •••• •• ••• •••• ••••• ...... o... ............. 

~~..., ................. . •••••••••••••• I 1111 llllllll .. al 

~ .....................................••..•...•....•..•.... 

ll'lltiSINTTMIIIOOICLITWHIN 
ADDITIONAL POSTAGE II PUIICMAIED 

PROPRIETARY 
NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 

TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 
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EXHIBIT 20, PAGE 2 OF 3 

U.i. POSTAL SERVICE FORM 3602A 
(I nt1niC'DOftll 

INSTaUCTIONS 

l. When a meter u placed in uM. the poetal emplovee who leta 

it ahall prepare thia bocriLiet and enter in column 1 C l tile total of 
tile aacendin• and d~ncJint; repten after tetbDfo tosetiler witil 
the •late and hia initiaiL 

:. Thia booklet ah.all be tumed over to the meter u.r who muat 
l'ftOrd in the apace prov1ded therefor tile readia~ of tJae ucendins 
and descendin1 rqiaten ••h IUy ol operatioa. It il aupested 
that these readina be reeo"led at tile time the date il ehannd in 
the meter. It ia an the interett of the meter uaer to add the aac:end· 
in: and •lescendins re:iater readina from time to time and enter 
the total in eolumn t C) to verify the aec:uracy of rep~tnuon. 

l. nae total ol ntadinp 1 eoiWIUIS (A l ancl I 8) ) ahowa ia col­
umn 'C l muea alwn1 a1ree with the laat entry made by tile poetal 
employ .. at time oi tetlinf. Il it doe~ not a~ U.. meter aball be 
prnented pi"'OIIpdy to the ,_, o5ce for n••iaati•. 

-4. Should a meter naiare:iater. be dam~pd or d.aroyed by fire 
or otherwaee. and it il found that lhe uaer bu failed to eater the 
,..Uinp ol the repaae" daily. aay ad;.uneat for unuaed poe&an 
whieh wu ia t..he aeter will be at the cliacntioe ol tbe U.S. P.W 
SerYace. 

5. Eaeh U.. additioaal paetap ia parciaaMd UU. booklet aha1l 
be praea&ecl. 'l"tM paetaJ eapioyee wiU ..niy that tbe toW o{ 

rea~ leoiUIIIU (A) aDd (8)) a.,_ w1U. tbe laat -~ ia eoilllllll 
(C) beion aay acta• aa taka to reaet the ...... The eapioy• 
wllo .... the meter ahaJl .. ._ oa the ant Waak liM ia eoi..­
(Al. (8) aDd (C) tbe ~ ciesceadiq aa4 totaJ repa. read· 
lDfl ala. ee&&a.Df ..._.uaer wica the cia~oe ~ laia illi.W.. 

!). When eotnpleted thia booklet abould be ,...ieed • file by lhe 
nteter IIMt' ror at leut l year fro. da&e ol iaal.....,.. 

7. Whee the meter ia cltec&ed out ol •""- (w .. , ,....._ tJU. 
booia.let .hall b. p,.....ced with iL The booklet will be returned to 
the ,...,e,. ,...,. afteP the aeter ia euaiaed aad detenmaauoa i8 
made whether any ,_up adjuauneat il nee a.,.. 

8. Wheft the meter ia aot Mt wichia a period ol 6 ..... , ... ic auaa 
be !'retented wub tilia booklet ac the poe& oSice where u waa Nt for 
esamanauon and veniicauon of the re~ter reaciiap. 

Q Oalv re.-NMntauves of the authoriud manufacturer .hall be 
permuted to .. n·ace a poeta~ meter. ~lia ... of a poa&afe aecer 11 

punuhaitl# under poeul lawa and re~lauona. 

PROPRIETARY 
NOT FOR USE OR DISCLOSURE OUTSIDE SOUTHWESTERN BELL 

TELEPHONE COMPANY EXCEPT UNDER WRITTEN AGREEMENT. 
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EXHIBIT 20, PAGE 3 OF 3 

U.S. POSTAL SERVICE FOAM l102A 
lA...,. looll P~t~l 

19 
(At (It !Cl 

Alc•il•• ..... D-••-.•-. ... , .... el c ....... ,., .... ,., 
I I 

I . :..._ . . -·· ... . ~ - . -. - _....._ -. - ~ ·-- ·- -·- --~·--
' - . ~- -- -- ---

-· ·-
' . -- 1-------~-- --

- - . . -. -· - .. r- -
. - - ·---.- . - --- -- ----. - . ~ . -·-

~--· - --- -- -
r'\c;. --- -- -·- . . .. 

"'~ ~\ i\ ~---~· ··- -"' ,('\~ ,\\~ \.) 

~-<:: \\'\ --~ 
\}-

' 

' ~? ~\oJ I I 

~ I ' 
i 

i I : I 
I I l I I I 

' 
I 

. ; I I i i I I I 

I l i I I I I 

' I I I I 
I I I I I I I i I I \ 

I I I I ! I I i I I . I ' 
I I ! I 

' l i I I 
I I 

I I ! I I I I ! I l I 

I 
I I I I I I I I I I J 
! I I I . I I ' I I 

I I \ \ I I I ' I I 

' ' I 
I i i I I 
I I I I I ' ' ', I I I ' I 

' I I I 
~ 

' 
I 
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