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service for any other reason. Take the
meter to the licensing post office for
withdrawal, with a completed PS Form
3601-C, Postage Meter Installation,
Withdrawal, or Replacement, and copy
of the applicable PS Form 3602-A,
Record of Meter Register Readings, or
equivalent.

(h) Retrieve any misregistering, faulty,
or defective meter and present it to the
licensing post office to have the meter
checked out of service within 3 business
days of being notified by the licensee of
the defect. After examining a meter
withdrawn for apparent faulty operation
affecting registration, the manufacturer
must furnish a report explaining the
malfunction to the licensing post office.
That report must include all applicable
meter documentation and a
recommendation for the appropriate
postage adjustment, if applicable, as
follows:

(1) Mechanical meters. The
manufacturer’s postage adjustment
recommendation for a misregistering
mechanical meter must be accompanied
by a refund request; a copy of the
licensee’s PS Form 3610, Record of
Postage Meter Settings, and PS Form
3602-A, Record of Meter Register
Readings, or equivalent, and the
manufacturer’s analysis of the licensee’s
recent mailing history supporting the
recommended postage adjustment.

(2) Electronic meters. The
manufacturer’s postage adjustment
recommendation for a misregistering
electronic meter must be accompanied
by a manufacturer-generated summary
report of the appropriate redundant
electronic register memory readouts for
the meter, clearly indicating the register
readings; a letter of instruction
explaining the summary report; a copy
of the licensee’s PS Form 3610, PS Form
3602-A, if maintained, and applicable
system-generated register
documentation (if maintained in lieu of
PS Form 3602-A); and an explanation of
the meter malfunction that resulted in
inaccurate registration, if determined. If
a summary report of the appropriate
redundant electronic register memory
readouts cannot be retrieved, the
manufacturer’s recommendation must
be accompanied by a refund request; a
copy of the licensee’s PS Form 3610, PS
Form 3602-A, and applicable system-
generated register documentation (if the
PS Form 3602-A is not maintained);
and the manufacturer’s analysis of the
licensee’s recent mailing history
supporting the recommended postage
adjustment.

(i) Report promptly the loss or theft of
any meter or the recovery of any lost or
stolen meter. The manufacturer must
provide notification by the Postal

Service with completing a standardized
lost and stolen meter incident report
notifying within 30 calendar days of the
manufacturer’s determination of a meter
loss, theft, or recovery. The
manufacturer must complete all
preliminary location activities specified
in §501.26 before submitting this report
to the Postal Service.

() Provide the designated Postal
Service Information Systems Service
Center (ISSC) with a compatible
computer magnetic tape, computer
diskette, or electronic transmission,
listing all licensee meters in service, at
the close of business each postal
quarter. Include in each file record the
meter serial number, model number, the
user’s name and address, the date that
the meter was placed in service, and the
ZIP Code or finance number of the
licensing post office. Manufacturers are
responsible for reconciling differences
and keeping accurate records. This
reporting includes reconciliation of
differences with licensing post offices
by the manufacturer’s branches or
dealers, which results from meters that
are not in Postal Service or
manufacturer records.

(k) Keep at manufacturer’s
headquarters a complete record by serial
number of all meters manufactured,
showing all movements of each from the
time that the meter is produced until it
is scrapped, and the reading of the
ascending register each time the meter
is checked into or out of service through
a post office. These records must be
available for inspection by Postal
Service officials at any time during
business hours. These records must be
destroyed 3 years after the meter is
scrapped.

(I) Cancel a lease agreement with any
lessee whose meter license is revoked
by the Postal Service, remove the meter
within 15 calendar days, and have the
meter checked out of service.

(m) Promptly remove from service any
meter that the Postal Service indicates
should be removed from service. When
a meter license is canceled, all meters in
use by the licensee must be removed
from service.

(n) Keep a permanent record by serial
number of all meter keys issued to
postmasters, as well as those sections of
the manufacturer’s establishment in
which their use of the keys is essential,
preferably in the form of signed receipt
cards. The record must include the date,
location, and details of any loss, theft,
or recovery of such keys.

(o) Examine each meter withdrawn
from service for failure to record its
operations correctly and accurately, and
report to the Postal Service the

mechanical condition or fault that
caused the failure.

(p) Provide monthly the designated
ISSC with a compatible computer tape
of lost or stolen meters. The file is due
on the first of each month (for the
preceding month’s activity).

(q) Take reasonable precautions in the
transportation and storage of meters to
prevent use by unauthorized
individuals. Manufacturers must ship
all meters by Postal Service registered
mail unless given written permission by
the Postal Service to use another carrier.
The manufacturer must demonstrate
that the alternative delivery carrier
employs security procedures equivalent
to those for registered mail.

(r) Affix to all meters both a
cautionary label providing the meter
user with basic reminders on leasing,
meter movement, and misuse and a
barcoded label containing a barcoded
representation of the meter serial
number.

(1) The cautionary label must be
placed on all meters in a conspicuous
and highly visible location. Words
printed in capital letters should be
emphasized, preferably printed in red.
The minimum width of the label should
be 3.25 inches, and the minimum height
should be 1.75 inches. The label should
read as follows:

RENTED POSTAGE MEMBER—NOT FOR
SALE

PROPERTY OF [NAME OF
MANUFACTURER]

Use of this meter is permissible only under
U.S. Postal Service license. Call [Name of
Manufacturer] at (800) ###-#### to
relocate/return this meter.

WARNING! METER TAMPERING IS A
FEDERAL OFFENSE.

IF YOU SUSPECT METER TAMPERING,

CALL POSTAL INSPECTORS AT 1-800-
654-8896 OR (202) 484-5480.

REWARD UP TO $50,000 for information
leading to the conviction of any person
who misuses postage meters resulting in
the Postal Service not receiving correct
postage payments.

(2) The barcode label must be placed
near the stamped serial number and
must meet these specifications: Code 3
of 9, ten digits long, with the first two
digits being the manufacturer code (01—
Ascom Hasler, 02—Pitney Bowes, 03—
Francotyp-Postalia, 04—Friden
Neopost) and the next eight digits being
the meter serial number, zero-filled,
right-justified. Additional barcode digits
may be used for manufacturer purposes
if the Postal Service is notified of the
information to be encoded thereby.



