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International/Local
(12/02)

Section  Description International and/or Local
1. UOPM (MAJOR SECTIONS)
1.1A INDEX (BY SECTION) ....oouiviiicieieieeceies et tesees st I/L
1.1A INDEX (ALPHABETICAL) ..ot sie st snenen I/L
1.2 INSTRUCTIONS FOR ORDERING SECTIONS AND MANUALS .....ovvvveeeeeinn I/L
2. CWA
2.1 CWA ORGANIZATIONAL STRUCTURE ...o.teeeeeeeeteteeee e eeeee e ee et eeen s I/L

CWA HISTORY

CWA FUNCTIONS

DUTIES OF INTERNATIONAL OFFICERS AND STAFF

CWA DEPARTMENTS AND SECTORS
2.2 CWA LOGO ...ttt ettt I/L
2.3 ALLIED PRINTING TRADES LABEL .....oeivieeteeeeeeeeeeeeee e eesen e en e 1L
3. LOCAL OFFICERS
3.1 LOCAL OFFICERS-FIDUCIARY RESPONSIBILITY w..ovovovieereeeeeeeteeeeseeeseeeeeneenns I/L
3.1A MONTHLY CREDIT CARD EXPENSE REPORT FORM ......coviueeiereeeseeeeeeres I/L
3.2 LOCAL OFFICERS--DUTIES AND RESPONSIBILITIES......cvvieeteeeeeseeeseeenes I/L

SETTING GOALS AND PREPARING A BUDGET

33 LOCAL PRESIDENT-DUTIES AND RESPONSIBILITIES ....covviveveieeeeeseeeeeenenns I/L

MEMBERSHIP MEETINGS
EXECUTIVE BOARD MEETINGS
3.4 LOCAL TREASURER-DUTIES AND RESPONSIBILITIES ......cccocoiiiiiiiiiiiiciens /L
GETTING STARTED
CHECKLIST OF DOCUMENTS NEEDED
EXPENDITURE OF FUNDS
LOCAL VOUCHER GUIDELINES
FINANCIAL REPORTS
LM REPORTING
LOCAL UNION ACCOUNTING SYSTEM
HOW TO SELECT AN ACCOUNTING FIRM
BOND COVERAGE
LOCAL COLLECTION OF DUES
PER CAPITA
3.5 LOCAL SECRETARY-DUTIES AND RESPONSIBILITIES ......cccoooviiiiiiiiiiiicieis /L
MEMBERSHIP DUES REPORT H-166
MINUTES OF UNION MEETINGS
LOCAL FILING SYSTEM

4. LOCAL ELECTIONS

4.1 LOCAL ELECTIONS MANUAL ....ooooiiiiiiirte it I/L
5. LOCAL INSURANCE

5.1 LABOR ORGANIZATION BOND .....cccociiiiiiiiiiiiii e I/L
5.2 LABOR ORGANIZATION BOND COVERAGE-INSTRUCTIONS...........ccccoviiinnne I/L
5.2A SAMPLE FORM LETTER

53 BOND CLAIM — HOW TO FILE ..ot I/L



6.1A
6.1B
6.1C
6.1D
6.1E
6.1F
6.1G
6.1H
6.2

6.2A

6.2B
6.2C

7.2
7.2A
7.3
7.3A
7.4
7.4A
7.5

8.1
8.2
8.2A
8.3

9.1
9.2
9.3
9.4
9.4A
9.5

9.5A
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LOCAL MEMBERSHIP CARDS
STANDARD UNION MEMBERSHIP CARD (FORM H-4) .....ccocoiiiiieieie e I/L
INTERCONNECT MEMBERSHIP CARD ......ocoiiiiiicec et I/L
WITHDRAWAL CARD (FORM H-=8) ..ot /L
TRANSFER CARD (FORM H=9) ..ottt I/L
RETIRED MEMBERSHIP CARD ......ocoiiitiiiieiiie et /L
HONORARY LIFE MEMBERSHIP CARD (REVISED GUIDELINES).........c.ccc...... I/L
OFFICER & STEWARD IDENTIFICATION CARD (FORM H-11) ..ccovviievveeree I/L

NON-MEMBER RECORD (FORM H-15)

APPLICATION FOR MEMBERSHIP CARD AND

DUES DEDUCTION AUTHORIZATION CARD .....ccceoiiiiiiiniiceeee e I/L
SAMPLE - PAYROLL DEDUCTION AUTHORIZATION

FOR AMOUNT EQUAL TO INITIATION FEE

AND/OR UNION MEMBERSHIP DUES

SAMPLE - MEMBERSHIP APPLICATION BLANK

SAMPLE - DEDUCTION AUTHORIZATION FOR

CWA-COPE POLITICAL CONTRIBUTIONS COMMITTEE

LOCAL CHARTERS

GENERAL INFORMATION - LOCAL CHARTER APPLICATION

AND CHANGE OF JURISDICTION .....ocvtiiiiiiiiiriieiieieeee e I/L
APPLICATION FOR LOCAL CHARTER - INSTRUCTIONS. ........cccccovniiineeee L
FORM MLO-112

WAIVER OF LOCAL JURISDICTION - INSTRUCTIONS .......cccoiiiriiiiiinincnenns I/L
FORM MLO-113

EXPANSION OF LOCAL JURISDICTION - INSTRUCTIONS.........ccccoooiniiiiiie, L
FORM MLO-114

ORGANIZING COMMITTEES. ..ot I/L

LOCAL BYLAWS

SAMPLE BYLAWS - GUIDE ..o L
AMENDMENT TO LOCAL BYLAWS - INSTRUCTIONS .......cccoviiiiiiiiiiiiiee I/L
FORM MLO-110

PURCHASE OF REAL ESTATE BY LOCALS/

PROPOSED BYLAW SECTION......cciiiiiiiiiiiiii e IlL

LOCAL FORMS

LOCAL EXPENSE VOUCHER - FORM H-100.........ccccsiiiiiiiniienenene e /L
OFFICIAL RECEIPT - FORM H-52......oiiiiiiiiiiicee e /L
EMPLOYEE PAYROLL RECORD FORM - FORM ER-14.........ccccocoiiiiiiiiiine, L
LOCAL OFFICER INFORMATION NOTIFICATION .....cccoooiiiiiiiiieieei e I/L
FORM MLO-109.....cc ot s I/L
NEW STEWARD/MOBILIZER AND STEWARD/MOBILIZER

CHANGE OF INFORMATION NOTIFICATION ... I/L

FORM MLO-119



10.

10.1
10.1.1
10.1.2
10.1.3
10.1.3A
10.1.4
10.1.5
10.1.5A

10.1.6

10.2
10.2.1
10.2.1A
10.2.1B
10.2.1C
10.2.1D
10.2.2
10.2.2A
10.2.3
10.2.3A
10.2.4
10.2.4A
10.2.4B
10.3
10.3.1
10.3.1A

10.3.1B
10.3.2
10.3.2A
10.3.3
10.3.3A
10.3.4

10.3.4A
10.35

10.3.5A
10.3.6
10.3.6A
10.3.7

10.3.7A
10.3.8
10.3.8A
10.3.9
10.3.9A
10.3.9B
10.3.9C
10.3.10
10.3.10A
10.3.11

10.3.11A
10.4
10.4.1
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DUES AND MEMBERSHIP RECORDS

MEMBERSHIP DUES OVERVIEW .......ccooiiiiiiiiiieiciee e
DUES ACCOUNTING......ooiiiiiiiiiieee s s
CONVENTION VOTING STRENGTH COMPUTATION ..o
METHODS OF DUES REPORTING (FORM H-166).......ccccocuviirnrenrnreineerenreneeens
COMPANIES REPORTING DUES DEDUCTIONS ON MAGNETIC TAPE
MEMBERSHIP TYPES ..ot
LOCAL PAYDAY/DIRECT DEPOSIT ....cooiiiiiiireinenieene et
AUTHORIZATION AGREEMENT FOR LOCAL DUES REMITTANCE

FOR DIRECT DEPOSIT

SAMPLE DUES CHECK-OFF/CONTRACT LANGUAGE

FOR USE IN NEGOTIATIONS ..ot
REPORT SUMMARY ..ottt
MEMBERSHIP DUES REPORT (FORM H-166) ........cccceitiiniiinieneineniee e
H-166 REPORT DESCRIPTION

H-166 REPORT HEADINGS

H-166 REPORT COMMENTS

SAMPLE MEMBERSHIP REPORTS

LOCAL SUMMARY REPORT (H-167).....ccceiiireininieinenieisiese e
SAMPLE LOCAL SUMMARY

LOCAL STATEMENT (H-168)......cciiiriireirnreinesreensreeesnee s
SAMPLE LOCAL STATEMENT

DUES CHECK STUB (H-170).....cuciitiiiieiniesieesiesie et
DESCRIPTION OF CHECK CONTENTS

POSSIBLE DUES REMITTANCE DEDUCTIONS

FORM SUMMARY ..ottt
DUES AUTHORIZATION & MEMBERSHIP APPLICATION - MLO-117 ...............
MLO-117 - "DUES AUTHORIZATION & MEMBERSHIP

APPLICATION FOR UNION MEMBERS"

MLO-117B - "FEE AUTHORIZATION FOR AGENCY FEE PAYERS"
EMPLOYEE INFORMATION UPDATE (MLO-169) .....cccoviiiiiiieiienieenieese e
FORM MLO-169

STANDARD DUES REPORT (MLO-504) .....cccviiiriireirsrienseeneseesesnee s
SAMPLE STANDARD DUES REPORT (FORM MLO-504)

DEDUCTION OF PER CAPITA AND DEFENSE FUND

FOR MAKE-UP DUES (MLO-80) .....cceeeiiireinienieesesreesre e
FORM MLO-80

REQUEST FOR AUTOMATIC DEDUCTION OF PER CAPITA

AND DEFENSE FUND FOR DUES PAID TO LOCAL.......cccocviiiiiieieiieiee
FORM MLO-81

STANDARD DEDUCTION AUTHORIZATION (MLO-124) ......ccovviiiirireirnrenenen,
FORM MLO-124

MEMBER STATUS CHANGE NOTIFICATION -

MEMBER TO NONMEMBER/AGENCY FEE PAYER (MLO-120).......cccccovevrinnnnn
FORM MLO-120

NOTIFICATION OF CHANGE IN LOCAL AFFILIATION (MLO-121) ........ccoveunee.
FORM MLO-121

MEMBERSHIP DUES REPORT FORMAT SELECTION (MLO-122) ........cccccovveenne.
TABLE 10.3.9A REPORT HEADINGS ON H-166

REPORT FORMAT SELECTION (FLEXIBLE MESSAGE)

FORM MLO-122

MAILING SERVICES REQUEST (MLO-123).....ccceiiiireiieneenreresesreese e
FORM MLO-123

REQUEST FOR CERTIFICATION TO COMPANY FOR

CHANGE IN DUES DEDUCTION (MLO-111) ..ocoiiiiieiiieieeesieniee e
FORM MLO-111

AGENCY FEE OBJECTOR POLICY - PRIVATE SECTOR - FACT SHEET.............
AGENCY FEE OBJECTOR POLICY - NEW JERSEY PUBLIC WORKERS -
FACT SHEET ..ottt
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11.
11.1

11.2
11.3
114

11.4A
11.5

11.5A
11.6

11.6A
11.7

11.7A
11.8

11.8A
11.8B

11.9
11.9A
11.98
11.10

11.10A
11.10B

1111

11.12
11.12A
11.13

11.13A
11.14
11.15
11.15A
11.15B
11.15C
11.16

11.17

11.18
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FEDERAL REPORTING

FISCAL YEAR REPORTS AND BYLAWS AND

POLICY FOR CWA COMPLIANCE WITH LABOR-MANAGEMENT
REPORTING AND DISCLOSURE ACT OF 1959, AS AMENDED ...........cccccevnnn.
RECORD RETENTION REQUIREMENTS FOR CWA LOCALS.......cccooviineiren
US DOL OFFICE OF LABOR-MANAGEMENT

STANDARDS (OLMS) ADDRESSES ........ccocotiiiiirieiiie et
LABOR ORGANIZATION INFORMATION REPORT

AND SUPPLEMENT - FORMS LM-1 AND LM-1A.....cccciiiien e
FORM LM-1

LABOR ORGANIZATION ANNUAL (FINANCIAL)

REPORT = LIM=2 .o
FORM LM-2

LABOR ORGANIZATION ANNUAL (FINANCIAL)

REPORT = LIM=3 e e
FORM LM-3

LABOR ORGANIZATION ANNUAL (FINANCIAL)

REPORT = LIM-4 oo s
FORM LM-4

FEDERAL AND STATE TAXES AND REPORTING - GENERAL
INFORMATION ..ottt
IRS FORM 941 - EMPLOYER'S QUARTERLY FEDERAL TAX RETURN

IRS FORM 940 - EMPLOYER'S ANNUAL FEDERAL

UNEMPLOYMENT (FUTA) TAX RETURN

INTERNAL REVENUE SERVICE FORMS 990 AND 990-T -

GENERAL INFORMATION ....ociiiiiiiiii e
IRS FORM 990 - RETURN OF ORGANIZATION EXEMPT

FROM INCOME TAX

IRS FORM 990-T - EXEMPT ORGANIZATION

BUSINESS INCOME TAX RETURN

INTERNAL REVENUE SERVICE FORMS 1096 AND 1099 -

INSTRUCTIONS - DEFINITIONS ..ottt
FORM 1099 - MISCELLANEOUS INCOME

FORM 1096 - ANNUAL SUMMARY AND TRANSMITTAL

OF U.S. INFORMATION RETURNS

CHECKLIST OF FEDERAL GOVERNMENT REQUIRED

FORMS AND REPORTS ..ot s
INTERNAL REVENUE SERVICE-GROUP EXEMPTION REQUEST .........ccoevvene
MLO-106 - GROUP EXEMPTION REQUEST LETTER

EQUAL EMPLOYMENT OPPORTUNITY COMMISSION -

EEOC FORM 274, LOCAL UNION REPORT EEO-3.......c.cccoviiiiiiiiiii,
EEOC FORM 274, LOCAL UNION REPORT EEO-3

COMBINED JOURNAL - LEDGER ......c.ccoiiiiiiiiiicc e
TRUSTEESHIPS - REQUIRED REPORTS - ADMINISTRATORS .......ccoooiiiiiiene
TRUSTEESHIP REPORT FORM LM-15

SELECTION OF DELEGATES AND OFFICERS FORM LM-15A

TERMINAL TRUSTEESHIP INFORMATION REPORT FORM LM-16

CWA CITY COUNCILS - LABOR-MANAGEMENT

AND WELFARE-PENSION REPORTING.......ccccccoiiiiiiiiiiiii s
EMPLOYER'S ANNUAL FEDERAL UNEMPLOYMENT

TAX RETURN ..ot
CWA POLICY - IRS SECTION 527 - FORM 1120 POL......c.ccooiiiiiiciiiiceiceceee

(12/02)



12.
12.1

12.2

12.3
12.4

12.5
12.6

13.

14.
14.1
14.2
14.3
14.4
14.5
14.6
14.7
14.8
14.9
14.10
14.11
14.12
14.13
14.14
14.15

15.
15.1
15.1A
15.2
15.2A
15.2B
15.3
15.3A
15.4
15.4A
15.5

15.6
15.7
15.8

15.8A
15.9

15.9A
15.9B
15.9C
15.9D
15.10
15.11
15.11A
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LOCAL TRIALS, APPEALS, JURISDICTIONAL DISPUTES
LOCAL TRIAL PROCEDURES -
ARTICLE XX CWA CONSTITUTION ....ooiiiiiiieeiiee ettt I/L
COMMON PROBLEMS INVOLVING
LOCAL TRIAL PROCEDURES........co ettt I/L
APPEALS PROCEDURES ... .ottt et /L
REINSTATEMENT PROCEDURE - PERSONS EXPELLED OR
SUSPENDED BY UNION TRIAL COURT FOR DUAL UNIONISM...........cccovvennee. /L
UNION DISCIPLINE ...ttt ettt /L
EXECUTIVE BOARD POLICY ON JURISDICTIONAL CHANGES. .........cccovvveeeenn. I/L
STRIKE INFORMATION
CWA - MUMS/2000 UNION MEMBERSHIP SYSTEM FOR WINDOWS........... I/L

HISTORY OF CWA & MUMS/200
MUMS/2000 DOCUMENTATION
MUMS/2000 VER 4.00 - TABLE OF CONTENTS
OVERVIEW

MEMBER SCREEN - BASIC TAB
STATUS CODES

MEMBER TAB - OTHER
LEGISLATIVE/POLITICAL
MEMBER TAB - WORK
MEMBER TAB - UNION CODE
MEMBER TAB - ACTIVITIES
MEMBER TAB - NOTES
MEMBER TAB - FINANCIAL
MEMBER TAB - HISTORY
GRIEVANCE TABS - DETAIL

VOUCHERS, BAPs, SDRs, ETC.

GENERAL OPERATING ACCOUNT (SDR ACCOUNT).....cceiiriiireeirece e |
CWA MONTHLY BANK RECONCILIATION ...ccccoiiiiiiiiiinn e |
SDR - SUNDRY DISBURSEMENT REPORT - INSTRUCTIONS...........cccoiiiiiinnn |
FORM H-53

SDR DIRECT DEPOSIT FORM

BAP - BILLS APPROVED FOR PAYMENT - INSTRUCTIONS...........cccovvininiine, |
FORM H-54

CREDIT CARD EXPENSE REPORT - INSTRUCTIONS.........coeiviireenereeneeenenes |
FORM H-54-3

ADMINISTRATION/PAYMENT OF BARGAINING COMMITTEES -

SPECIFIC BARGAINING COMMITTEE RULES ..o |
EXPENSE VOUCHER - PROCEDURES .........coooiiiineiineeee e |
ACCOUNT NUMBERS.......ooiiet e |
FORM H-56 - FULL-TIME EXPENSE VOUCHERS -

INSTRUCTIONS . ...ttt |
FORM H-56

FORM H-56A - PART-TIME WAGE & EXPENSE VOUCHERS -

INSTRUCTIONS . .....coiiiiice e |
FORM H-56A

FORM H-56.1

EXAMPLE H-56A
EXAMPLE H-56.1
IRS EXPENSE TABLE ..ot |
BAP PROCEDURES - LEGAL EXPENSES .........cccooiiiiiireieeeeenee e |
BAP FORM H-54A



16.
16.1
16.1A
16.1B
16.1C
16.1D
16.1E
16.1F
16.2

16.3
16.3A
16.4
16.4A
16.4B
16.5

16.5A

17.

17.1
17.2
17.3

18.
18.1
18.1A
18.2
18.2A
18.2B
18.2C
18.3
18.3A
18.4
18.5

18.5A
18.5B

19.
19.1
19.2

19.2A

CWA STAFF - GENERAL

CWA DEDUCTION AUTHORIZATION FORM - INSTRUCTIONS. ..................

FORM H-1

U.S. TREASURY DEPT. FORM SBD-1928 (SAVINGS BONDS)
FORM H-1C

FORM PDAF

FORM H-1L

DUES DEDUCTION AUTHORIZATION CARD

STANDARD UNION BUSINESS CARD ......ccoiiiiiiiicicieee e
CWA OFFICIAL IDENTIFICATION CARD .....ccoviiiiiiiiiisesseee
APPLICATION FOR EMPLOYMENT (STAFF & PROFESSIONAL).................

FORM - APPLICATION FOR EMPLOYMENT (STAFF & PROFESSIONAL)

CWA PROMOTION PLAN ...ttt

FORM - APPLICANT EVALUATION (BLANK)
FORM - APPLICANT EVALUATION STAFF REPRESENTATIVE
STAFF TRANSFERS AND HOME SALE AND PURCHASE PLAN -

GENERAL OUTLINE OF RULES AND REGULATIONS COVERING .............

FORM 0-454 (HOME SALE INQUIRY)

CWA FLEET CARS

CWA FLEET CAR POLICY ..ottt
AUTOMOBILE ACCIDENT REPORTING PROCEDURES...........cccccoeniiiinnnn
QUARTERLY CAR REPORT, INSTRUCTIONS .........ccoiiiiieireeeneeee

CLERICAL PERSONNEL

EMPLOYEE PAYROLL INFORMATION-MP-100-INSTRUCTIONS.................

FORM MP-100

EMPLOYEE BI-WEEKLY TIME REPORT - INSTRUCTIONS ..........cccovvinenn.
FORM H-19

COMPLETION INSTRUCTIONS FOR FORM H-19

DEPARTMENT CODES

PHYSICIAN'S REPORT - INSTRUCTIONS ..ot

FORM H-71

WORKER'S COMPENSATION ON-THE-JOB INJURY .......cccooviiiiiiiiicic

EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE (FORM W-4)
AND EMPLOYMENT ELIGIBILITY VERIFICATION (FORM 1-9) -

INSTRUCTIONS. ..ot e

FORM W-4
FORM I-9

HEADQUARTERS OFFICE OPERATION

INVOICE/SHIPPING FORM (FORM H-55) ..o

DISTRICT/INTERNATIONAL TRANSMITTAL &

ACKNOWLEDGEMENT -INSTRUCTIONS (MLO-104)......ccoeiiririiniincinnenns

FORM MLO-104
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20.

20.1
20.2
20.3
20.3.1
20.3.2
20.4
20.4.1
20.4.1A
20.4.2
20.4.2A
20.4.3
20.4.3A
204.4
20.4.4A
20.4.5
20.4.5A
20.4.6
20.4.6A
20.4.7
20.4.7A
20.4.8
20.4.8A
20.4.9
20.4.9A

21.

21A
21B
21C
21D

22.

23.1
23.1A

23.1B
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ORGANIZING

ORGANIZING GUIDELINES. ..ot
ORGANIZING RULES. ..ot
ORGANIZING MODELS ..ottt
MODELS - UNITS OVER 50 WITH EMPLOYER OPPOSITION........ccccoovininininnns
MODELS - UNITS UNDER 50 WITH EMPLOYER OPPOSITION..........cooviniininne.
FORMS SUMMARY ..ottt
NEW PROJECT NOTICE (FORM 2) ..ottt
FORM 2

PROJECT DROPPED NOTICE (FORM 3) .....ccciiiiiinieinineiesesreese e
FORM 3

PROGRESS REPORT (FORM 4) ...ttt
FORM 4

DISTRICT ORGANIZING PROJECT SURVEY (FORM 6) ....cccoeoviirriiiiriecneeene
FORM 6

REQUEST FOR ORGANIZING FUNDS (FORM 8) ....cccoiiiiiiiiniiiseneese e
FORM 8

PROJECT COMPLETION NOTICE ...t
FORM 9

CHANGE/DELETION NOTICE.......cciiiiiieiitiieeiesieese et
FORM 9A

DECERTIFICATIONS QUARTERLY REPORT (FORM 10)......cccccveiviiniineieene
FORM 10

REPRESENTATION AUTHORIZATION CARD (FORM 0-100) ......ccocoeerieinieiniennen
FORM 0-100

PUBLICATIONS/PAMPHLETS AND ORDERING INSTRUCTIONS.................
CWA PUBLICATIONS/PAMPHLETS

COPE - MATERIALS

EDUCATION AND TRAINING - PUBLICATIONS & MATERIALS
ORGANIZING DEPARTMENT - PUBLICATIONS & MATERIALS

CWA MERCHANDISE AND ORDERING INSTRUCTIONS..........cccociiiiiiee

CWA/ITU NEGOTIATED PENSION PLAN .....coiiiiiiiietneee e
FORM - SUGGESTED LANGUAGE -

CWA/ITU NEGOTIATED PENSION PLAN (U.S.)

FORM - SUGGESTED LANGUAGE -

CWAV/ITU NEGOTIATED PENSION PLAN (CANADA)

(04/01)
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UNIFORM OPERATING PRACTICES MANUAL
INSTRUCTIONS FOR ORDERING UOPM MANUALS OR SECTIONS
General
All material contained in the UOPM is indexed under Section 1.1A.

In addition, each page is coded in the upper righthand corner so that it can easily be reinserted
should it become separated from your Manual.

An example of this coding is:

Section 7.2
International or International/Local
07/93

International/Local:
This denotes the material was distributed to CWA Staff and Locals.

International:
This denotes the material is for the use of CWA Staff only and has no relationship to Local
functions.

07/93:
The date denotes the date on which the insert was issued or re-issued.

Each time material is issued for the UOPM, you should manually update your Index
accordingly.

Distribution Policy

All CWA Staff are provided one copy of the UOPM, as well as each CWA office in which there is a
full-time clerical employee.

The Manual issued to a Staff person stays with that individual during his or her employment
with CWA. When he or she leaves CWA, the Manual is to be turned over to the successor
employee. Should the Manual be determined to be obsolete, a new one will be provided the new
staff person upon return of the obsolete Manual along with a written request to the
International Secretary-Treasurer.
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In addition, each CWA Local when newly chartered is furnished, at no charge, two copies of the
UOPM. If a Local officer is replaced, it is incumbent upon that officer to turn the Manual over to his
or her successor.

Manuals are issued to new Locals at the time they are chartered. The Manual, together with other
material, is sent directly to the Local unless other instructions are issued from the District to the
International Secretary-Treasurer.

Updated Inserts

Updated inserts can be obtained through the Secretary-Treasurer’s Reference Library at www.cwa-

secy-treas.org If you are unsure if your manual is up-to-date, check the coding on the page in
question and replace as necessary.

INSTRUCTIONS FOR ORDERING UOPM MANUALS
Additional Manuals
Many of the larger Locals have found it useful for all their officers to have a copy of the UOPM.
Additional copies may be ordered at the cost of $25.00 each.

A check made payable to "Communications Workers of America" should accompany the order or
you should specify if you want the cost deducted from your Local's dues remittance check.

When this is done the billing procedure is followed and postage is also charged.
Ordering Information
The cost of additional copies of the Manual is now $25.00 each, postpaid.

If the Manual in a Local is obsolete or out of date and only the contents are ordered, the charge will
still be $25.00 even though a new binder is not provided.

The $25.00 charge is subject to change without notice.
The amount that is charged is a bare fraction of the actual cost of issuing one Manual.

Should your Local require additional copies of a particular UOPM insert, they may be secured from
the Secretary-Treasurer’s Reference Library at www.cwa-secy-treas.org




