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SUBJECT:  Automation of Unemployment Compensation Information Requests

Currently, state employment security agencies (SESAs) send paper requests for wage and 
separation information to the Eagan Accounting Service Center (ASC) when a former (or active) 
Postal Service employee files a claim for unemployment compensation. This information allows the 
state to determine benefits eligibility as well as the amount of benefits to be paid. Every quarter, the 
U.S. Department of Labor sends the Postal Service a consolidated invoice for all benefits paid.

In the past, the Eagan ASC has mailed back to the requesting states a standard response, PS Form
6803, Wage and Separation Information, for initial requests (called an ES 931), or simple follow-up
requests (called an ES 931A). Sometimes an unemployment specialist needed further separation
information. This request (called an ES 934) was mailed by the ASC to the appropriate U.S. Postal
Service Unemployment Compensation (UCFE) coordinator. It was the coordinator’s responsibility to
contact the appropriate state unemployment office and provide the additional information.

At 8:00 AM (EST) on Wednesday, February 16, 2005, a new mainframe system was installed in 
Eagan, MN, to make this process paperless and reduce overall workload for both the Eagan ASC and 
the Postal Service UCFE coordinators.

Detailed instructions for the new procedures, which have also been sent to appropriate personnel, are
attached. See also the Postal Bulletin article published on January 6, 2005, page 59, Unemployment
Insurance Program Goes Paperless. We will update the Employee and Labor Relations Manual 
(ELM) 550, Unemployment Compensation, once we are satisfied with the functioning of the paperless
process.

More information about unemployment compensation is available at a new web site recently launched 
by Headquarters Compensation at http://blue.usps.gov/hrisp/comp/unemployment_comp.htm. If you 
have any questions, contact Colin Bennett, Program Manager, UCFE, Headquarters Compensation, 
(202) 268-4220, colin.c.bennett@usps.gov.

Jo Ann Mitchell
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Getting Started Working With Automated Unemployment Compensation
Information Requests

Beginning February 16, 2005, Postal Service UCFE coordinators should:

1. Respond to any paper requests and telephone calls you may receive.

2. Respond to benefits hearing announcements, as you normally would.

3. Verify your name and mailing address with our listing (see http://blue.usps.gov/hrisp/comp/
paysalary/documents/E_V_Segment46Keys-Rev-01-18-05.xls).

4. Fill out a paper PS 1357, Request for Computer Access (see http://blue.usps.gov/formmgmt/
forms/ps1357.pdf). Request access to the TPX menu item “MN CICS View Direct, MN03CICV,
“view” [CICVWP1(view)], PHE series of reports, for [__insert state name here__].” Mail form to:

IT/ASC HOST COMPUTING

SECURITY OFFICE

2825 LONE OAK PARKWAY

EAGAN MN  55121-9340

5. Once you have access, each afternoon review report PHE740P1. You will see questions posed 
by your state’s unemployment offices. We recommend that you:

a. Contact the employee’s former (or current) employing office. Speak to the employee’s
postmaster or supervisor regarding the reason(s) for separation.

b. Contact the district personnel office. Documents contained in the employee’s official 
personnel file (OPF) may describe the reason(s) for separation.

c. Contact the district labor relations office. Check to see if there is a disciplinary record on file
for the employee. If a file exists, it may indicate the reason(s) for separation.

d. Contact the district finance office. Check to see if there were (are) any unusual clock-ring
patterns before separation (e.g., leave without pay, etc.).

e. The Eagan ASC will mail you a PS Form 6803, Wage and Separation Information, which
summarizes information for gross wages, the employee’s status, and the reason(s) for
separation recorded in the mainframe systems.

Telephone, FAX, or email the state office that requested the information. If you have trouble
determining whom to contact, refer to the SESA UCFE contact list, at http://blue.usps.gov/
hrisp/comp/unemployment_comp.htm.
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